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Internal Assessment Procedure (Coursework) 
 
Policy on Internal Assessments for Qualifications with English & 
Welsh Awarding Bodies 
 
In accordance with the Code of Practice for the conduct of external qualifications 
produced by the Joint Council for Qualifications (JCQ), The Parker E-ACT Academy is 
committed to ensuring that:  
 

 Staff have the appropriate knowledge, understanding and skills to conduct 
internal assessments.  

 Assessment evidence provided by candidates is produced and authenticated 
according to the requirements of the relevant Specification for each subject 

 The consistency of internal assessment is assured through internal 
standardisation as set out by the Awarding Bodies. 

 Staff responsible for internal standardisation and/or assessment will attend any 
compulsory training sessions. 

 
Statement for Pupils:  
The following statement must be provided for all pupils engaged in external 
examination:  
 
“If at any stage during your exam courses you have concerns about procedures used in 
assessing your internally marked work for public exams (i.e. controlled 
assessments/coursework/portfolio/projects) you should see the Examinations Manager 
as soon as possible.” 
 
It is the subject teacher’s responsibility to ensure that students are aware of this 
statement and their right of appeal, and how they might access that right.  
 
The Examinations Office is situated next to the Main Hall (S.0.3). Students may come to 
the office at any time between 9.00 am and 4.00 pm Monday to Friday during term time, 
to discuss any concerns they may have regarding examinations and examination results. 
At busy times, it may be necessary to ask a student to return at an appointed time later 
in the day. 
 
Written Appeals Procedure 
 
If students believe that any of the above may not have happened in relation to his/her 
work, he/she may make use of the appeals procedure. The student may only make 
appeals to the school regarding the procedures used in internal assessment, not 
the actual marks or grades submitted by the school for moderation.  
 
A pupil or parent wishing to appeal against the procedure used in internal assessments 
should contact the Examinations Officer as soon as possible to discuss the appeal, and 
the school must receive a written appeal at least two weeks before the date of the 
last external exam in the subject. Therefore, the deadline set for any such appeals 
will be 30th April in any year.  
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On receipt of a written appeal, the Examinations Officer and the Vice Principal will 
conduct an enquiry into the internal assessment. This enquiry will consider whether the 
procedures used in the internal assessment conformed to the published requirements of 
the Awarding Body. This must be done before the end of the exam series to which the 
appeal relates.  
 
The appellant will be informed in writing of the outcome of the appeal, including details 
of any relevant communication with the Awarding Body and of any steps taken to further 
protect the interests of the candidates. A written record of the appeal will be kept and 
made available to the Awarding Body at their request. Should the appeal bring any 
significant irregularity to light, the Awarding Body will be informed immediately.  
 
After work has been assessed internally, it is moderated by the Awarding Body to ensure 
consistency between centres. Such moderation frequently changes the marks awarded 
for internally assessed work. This is outside the control of the school/centre and is not 
covered by this procedure. Each Awarding Body publishes procedures for appeals 
against its decisions, and the Examinations Manager will be able to advise pupils and 
parents of these procedures. 
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