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Actions to take if you think one of your grades might be wrong 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your grade in one of 
your subjects is 

lower than you were 
expecting 

We will confirm whether the grade is accurate and let you 
know the marks / grades for each piece of evidence, 

explaining the rationale behind your final TAG 
 

If you have access arrangements or requested that 
mitigating circumstances should be taken into account, we 

will explain how these factors were considered 
 
 
 

If the school believes that your 
grade is not accurate, we will 
complete a Centre Review on 

the grounds of an 
administrative error and 
submit an appeal to the 

relevant exam board 

If the school believes your grade 
is accurate, and you understand 
the way in which your grade was 

determined, you accept the 
grade, even though it is lower 

than you would have liked 

If the school believes that your 
grade is accurate, but you 

would like to consider whether 
or not to make an appeal to 

the exam board, you can 
request a Centre Review (go to 

Page 2) 

If you have not been accepted by your first-choice 
university, come into school after 10am on 10th 

August 
 

Let Miss Combes know the subject about which 
you have a query  

 
Whilst Miss Combes collates the necessary 

information, go to C57 where Mrs Greeves and 
Miss Sweeney will be able to give you support with 

your university application 

If you have been accepted by your first-choice 
university, contact the school by ringing 01344 

421233 or e-mail  
exams@ranelagh.bonitas.org.uk 

 
‘Phone lines will be open at the following times: 

Tuesday 10th August: 10am-3.30pm 
Wednesday 11th August: 9.30am-3.30pm 

Thursday 12th August: 9.30am-3.30pm 
Friday 13th August: 9.30am-3.30pm 

 
Let us know the subject about which you have a 

query and we will find out the necessary 
information and ring / e-mail you back 
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Stage 1: Centre Review 

 

 

 

 

 

 

 
 

You will now need to complete Section A of the Student Request form 
 

• Identify whether you are making a priority appeal (this will only apply if your first-choice university has not 
confirmed your place) 

• Explain the grounds on which you are submitting a Centre Review request  

• You have a choice between administrative error or procedural error (you can select both) 

• It is likely that we will have ruled out an administrative error by this stage (if an administrative error is found, 
the school will already have completed the Centre Review on these grounds) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Outcome of the Centre Review 

Before making the decision to submit a Centre Review, you need to: 
 

• Read the Centre Policy 

• Be clear about the sources of evidence used to decide your grade, as well as the marks / 
grades associated with them 

• Understand how any special circumstances were considered, e.g. access arrangements or 
mitigating circumstances such as illness 

• Understand that from this point onwards, your grade could stay the same, 
go up or go down 

Submitting a Centre Review on the grounds of procedure 
 

• If you are submitting a review request on the grounds of procedure, you need to read the Centre 
Policy and explain why you think the school did not follow this in relation to the grade you are 
querying 

• Remember that the policy has been approved as part of the external quality assurance process, so 
you can’t appeal on the grounds that you do not agree with it 

• Ways in which you could query whether the school followed the policy might relate to areas such as 
access arrangements or consideration of mitigating circumstances 

• It is possible that you might ultimately wish to appeal on the grounds of unreasonable academic 
judgement, rather than procedure; however, the Centre Review has to be completed first, so that 
the administrative and procedural checks can be undertaken by the school before an appeal is 
passed to the exam board 

• You can leave the supporting evidence box empty if you don’t have any grounds to question the 
administration or procedure – we will still check for errors before you decide whether or not to 
pursue an appeal to the exam board on the grounds of unreasonable academic judgement 

The Student Request form with Section A completed then needs to be e-mailed to 
exams@ranelagh.bonitas.org.uk 

 
The form must be e-mailed from your e-mail account, not from a parent or carer 

You must sign the form electronically (you can type your signature) 
 

If you are submitting a priority appeal, as you have not been accepted by your first-choice university, the 
form should be submitted by 12th August 

 
Other Centre Review requests should be submitted by 16th August 
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Outcome of the Centre Review 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the grade does not change as a result of the 
Centre Review, you will be notified and the updated 
Student Request form will be e-mailed back to you 

with an explanation of the decision 
 

For students who have not been accepted by their 
first-choice university, this will be as soon as 

possible, and by 16th August at the latest 
 

In other instances, students will be notified by 3rd 
September at the latest   

If the grade changes (up or down) as a result of 
the review, the school will contact the exam 

board and request a correction 

The exam board will consider 
the review and make the final 

decision about whether to 
change the grade or not 

Whether or not a procedural or administrative error is found, and whether or not the grade 
changes as a result, you have the right to submit a Stage 2 appeal to the exam board  

 
If you would like to move on to an Exam Board Appeal, please e-mail 

exams@ranelagh.bonitas.org.uk within five days of receiving your Centre Review outcome, in 
order that we can start preparing the necessary paperwork 

 
We will aim to process Centre Reviews by 20th August, but this will depend on the volume of 

requests received 
 

The exams e-mail account will not be monitored from 21st August to the start of term 
 

 
 
 
 

The school will undertake the Centre Review and 
complete Section B of the Student Request form 

 
Reviews will be conducted by a member of SLT and 

Mr Griffith will review the evidence presented in 
order to determine the outcome 

Once the exam board has made its 
decision, the school will 

communicate the outcome to the 
student  
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Stage 2: Exam Board Appeal 

 

 

 

 

 

 

You will now need to complete Stage 2 of the Student Request form 

If you are appealing on the grounds of an administrative error (1) you need to provide an explanation  
 

If you are appealing on the grounds of a general procedural error (2a) which will have been explored in the Centre 
Review, you do not have to provide an explanation (although you can if you wish) 

 
If you are appealing on the grounds of a procedural error related to access arrangements or mitigating circumstances 

(2b) you need to provide an explanation 
 

If you are appealing on the grounds of an unreasonable exercise of academic judgment, relating to the selection of 
evidence (3a), you need to provide an explanation 

 
If you are appealing on the grounds of an unreasonable exercise of academic judgement, relating to the 

determination of the grade based on the evidence (3b), you do not need to provide an explanation (although you can 
if you wish): in this instance, the school will send the pieces of evidence to the exam board to review 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

You can appeal to the exam board, whatever the outcome of the Centre Review 

 
You can appeal on the grounds of an administrative error, a procedural error, or if you think that your 
grade was an unreasonable exercise of academic judgement, either because of the way that the grade 

has been determined from the basket of evidence, or because of the selection of evidence 
 
 

Appeal on the basis of the 
selection of evidence 

 
The appeal decision will be 

considered in the context of the 
school’s policy about the 

selection of evidence 
 

As the same evidence has been 
used for all students in the 

cohort, the relevant question 
will usually be whether the 
decision to amend or not to 

amend the sources of evidence 
for an individual was 

unreasonable 

Procedural appeal 
 

In a procedural appeal, the exam 
board will consider whether there 

is persuasive evidence that the 
school did not follow its policy  

 
The school’s TAG policy has been 
approved by the exam boards and 

should not form the basis of an 
appeal 

 
The key question is whether the 

school followed the policy 
properly in arriving at the TAG 

Unreasonable exercise of 
academic judgement 

 
The starting point for an appeal 

on these grounds is the TAG itself 
and not any alternative grade put 

forward  
 

The focus of any appeal will be on 
whether the TAG was 

unreasonable and not that any 
other grade or mark would have 

been reasonable 
 

As the TAG is holistic in nature, 
the exam board will take a 

similarly holistic approach to their 
decision-making: the marking of 

individual assessments will not be 
reviewed 
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Outcome of the Exam Board Appeal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Student Request Form with Stage 2 completed then needs to be e-mailed to 
exams@ranelagh.bonitas.org.uk 

 
The form must be e-mailed from your e-mail account, not from a parent or carer 

You must sign the form electronically (you can type your signature) 
 

If you are submitting a priority appeal, as you have not been accepted by your first-choice university, the form 
should be submitted by 16th August 

 
Other appeal requests should be submitted by 7th September at the latest 

 
We will send priority appeals to the exam boards in August, with other appeals being sent at the start of term 

 
 
 

The appeal will either be rejected or upheld in whole or in part 
 

If an appeal is upheld, it will not necessarily result in a grade change (for example, a procedural 
error might have occurred, that has not impacted on the final TAG) 

When an exam board identifies a procedural 
error or finds that an alternative source of 
evidence should have been included in the 
range of evidence, impacting the TAG, the 

school will be asked to review the TAG 

After reviewing the TAG, the school will then inform 
the exam board whether or not it believes there 

should be a change to the TAG 
 

An exam board may impose a change to the TAG 

Where an unreasonable exercise of 
academic judgement is identified by the 
exam board, the exam board will report 
the outcome of the appeal to the school, 

who will let the student know 
 

Exam boards will aim to complete Stage 2 appeals as soon as possible, particularly those that have been 
identified as priority appeals  

 
Exam boards will aim to complete appeals within 42 days  

 
If your university place is dependent on the outcome of an appeal, it is essential that you let the university 
know that an appeal is in progress; however, you need to be aware that the appeal could take a while to 

resolve, and universities are not obliged to hold places open 

mailto:exams@ranelagh.bonitas.org.uk

