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This procedure is reviewed and updated annually to ensure that the complaints and appeals in relation to examinations at Tibshelf Community School is
managed in accordance with current requirements and regulations.

Reference in this procedure to GRrefers to the JCQ publicaton General Regulations for Approved Centres,
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Purpose of the procedure
The puipose of this procedure is to confim the arangements for complaints and appeals inrelation to examinations at Tibshelf Community School and
confims compliance with JCQ's General Regulations for Approved Centres (section 5.8)in drawing to the attention of candidates and their

paentsicarers theirwritten complaints and appeals procedure which covers general complaints regarding the centre’s deliverly or administration of a
qualification.

Grounds for complaint
A candidate (or hisherparenticarer) at Tibshelf Community School may make a complaint on the grounds below.
Teaching and Learning

o Quality of teaching and leaming, forexample

e Non-subject specialistteacher without adequate training/subject matter expertise utilised ona long-term basis
e Teacher lacking knowledge of new specification/incorrect core content studied/taught
e Core content not adequately covered

o Inadequate feedback foracandidate following assessment(s)
o Pretelease/advance material/settask issued by the awading bodynot provided on time to an examinaion candidate

o The taking of an assessment, which contibutes to the final grade of the qualification, not conducted according to the JCQlawarding body
instructions

o The making of anintenal assessment, which contributes to the final grade of the qualification, not undertaken according to the requirements of the
awarding body (complainantshould referto the centre's internal appeals procedure)

e Centre failsto adhere to itsinternal appeals procedure

o Candidate not informed of theircentre assessed mark prior to maks being submitted to the awarding body

o Candidate not informed of theircentre assessed mark in sufficient time to requestiappeal a review of maiking piior to maks being submitted to the
awarding body

o Candidate not given sufficient time to review materials  to make a decision whether to request a review of the centre assessed mark
Additional grounds for complaint relating to teaching and learning:
Not applicable
Access arrangements

o Candidate not assessed by the centre’s appointed assessor

o Candidate not involved in decisions made regading their access amangements

o Candidate did notconsent to pesonal databeing shared electronically by the nonacquisiion of a signed data protection notice/candidate data
personal consentform)

o Candidate not informed/adequately informed of the arangement(s) in place and the subjects or components of subjects where the arangement(s)
would not apply

o Examination information not ap propriately ad apted fora disabled candidate to accessit /5%3 \5 / é,) q L
o Adapted equipment putin place failed during examination/assessment

o Approved access arrangement(s)not putin place at the time of an examination/assessment



- Appropiate arangement(s) not put in place atthe time of an examinaion/assessment as a consequence of atemporaty injury orimpaiment

Additional grounds for complaint relating to access arrangements:
Not applicable

Entries

Failure to clearly explain a decision of early entry fora qualificationto candidate (orparent/carer)

o Candidate notentered/entered late (incuning alate entry fee)fora required examination/assessment

Candidate entered forawong examination/assessment
e Candidate entered forawrong tierof entry
Additional grounds for complaint relating to examination entries:
Not applicable
Conducting examinations
o Failure to adequately brief candidate on examination timetable/regulations priorto examination/assessment taking place
e Roominwhich assessmentheld did notprovide candidate with appropiiate conditions fortaking the examination
o Inadequate invigilaion in examination room
o Failure to conduct the examination according to the regulations
e Online system failed during (on-screen)examination/assessment
o Disruption during the examination/assessment

o Alleged, suspected oractual malpractice incident not investigated/reported

Failure to infom/update candidate onthe outcome of a special consideration application
Additional grounds for complaint relating to the conducting of examinations:
Not applicable

Results and PostResults

o Before examinaions, candidale not made aware of the arangements for post-results sewices and the availability of seniormembers of centre staff

afterthe publication of results

o Candidate not having access to amember of senior staff afterthe publicationof results to discuss/make a decision on the submission of aresults

review/enquiry
o Candidate request forretum of work after moderation and work not available/disposed of eatlier than allowed in the regulations

o Candidate (or parenticarer) unhappy with aresult complainant to refer via exams officer to awarding body postresults services)

o Candidate (or paenticarer) unhappy with a centre decision notto suppott a clerical re-check, a review of marking, a review of moderation oran
appeal (complainant to refer to the centre’s internal appeals procedure)

o (Updated 2021/22) Centie applied for the wiong post-results sewvicefor the wiong scriptfora candidate
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o Centre applied fora post-results service fora candidate without g aining required candidate consent/pemmission

e Centre missed awarding body deadline to apply fora postresults service



Additional grounds forcomplaint relating to results and post-results:

Not applicable

Complaints and Appeals Procedure

If a candidate (or parentcarer) has a general concen orcomplaint abott the centre's delivety oradministraton of a qualification, Tioshelf Community
School encourages an informal resolution inthe firstinstance. This can be undertaken by

e raising the complaintin person

o bytelephoneto Mr Wathall or Ms Wainwright

If a concen or complaint fails to be rsolved informally, the candidate (or parentcarer) is then at liberty to make a formal complaint.
How to make a formal complaint

All documentation relating to the submission of a formal complaint is available from, and should be retumed to Lucie wainwight - Headteacher. Fomal
complaints will be logged and acknowledged within 5 working days.

To make a formal complaint, candidates (or parents/carers) mustcomplete and retun a complaints fom.
How a formal complaintisinvestigated

The head of centre will futher investigate orappoint a member of the seniorleadership team ho is not involved in the grounds forcomplaint and has no
peisond interestin the outcome) to investigate the complaint and eportt on the findings and conclusion

The findings and conclusion of any investigation will be provided to the complainant within 2 working weeks.

Appeals

Following the outcome, if the complainant remeains dissatisfied and believes there are cleargrounds, an appeal canbe submitted.

To submitan appeal, candidates (or parents/carers) mustAny appeal mustbe submitted in writing by again completing a complaints and appeals
form

Appeals will be logged and acknowledged within 5 working days.

The appeal will be refeed to the Chair of Govenors (or a special Committee of the Governing body)for consideration.

It will be the responsibility of The Chair of Govemors (or Commitiee) will infom the appellant of the final conclusion in due course to informthe appellant of
the final conclusion.

Additional d etails on the appeals process:

Not applicable
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