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At St Martin’s we are a family community built from Christian values. We believe, most importantly,
that we belong to something much greater than ourselves – Christ is at the centre of our Church of
England school community. In all that we do, we seek to show God’s care for our students. We live,
love and learn together. Students of all faiths and none are welcomed into our school family. We
value, respect and celebrate all faiths and cultures because we are inspired by a welcoming, inclusive
and loving God, seen in Jesus Christ and lived out through the Holy Spirit, alive in every person.
Our vision
A high achieving Christian Girls’ School with a thriving mixed Sixth Form where excellence is
exemplified and encouraged, ensuring an enriching educational experience where our students
appreciate that learning is not a matter for school but for life and productive citizenship.
Our Mission
Inspired by our motto “Caritate et Disciplina” Our mission is to create a safe, caring, happy and
inclusive community underpinned by our Christian values. We want our students to shine and grow
together in faith and knowledge, developing their unique gifts and talents both in the classroom and
in the wider life of the school and beyond.
We believe that reverence for God, respect for self, others and the environment is essential in today's
society and we therefore dedicate our effort towards fostering these virtues. During their time at St
Martin’s, they will be empowered to fulfil their learning potential because they are Hopeful,
Enquiring, Respectful, Organised, Independent and Collaborative. Our students will fulfil their
academic potential, but more than this, they will develop the skills, competencies and personal
qualities and characteristics that will help them to be successful in the future in whatever route they
choose to take.
‘Show yourself in all respects to be a model of good works, and in your teaching show integrity,
dignity, and sound speech.’ Titus 2: 7-8

St Martin’s School Prayer
Dear God,
We thank you for your love and your promise to be with us.
At school or work, at rest or play, help us to feel near to you and hear your voice.
Guide each one of us to be like St Martin by always showing respect, encouraging one another and serving
our community.
Help me to be aware of my talents, be independent, enquiring and hopeful for the future.
Amen
Inspired by St Martin’s Original School Prayer

We nurture. We develop. We educate. We are St Martin’s.
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Internal Appeals Procedure
Please note: In all cases a candidate consent form must accompany an appeal.
Appeals procedure for reviews of marking (centre assessed marks) for GCSE controlled
assessments, GCE coursework, GCE and GCSE non-examination assessments
St Martin-in-the-Fields High School is committed to ensuring that whenever its staff mark candidates’
work this is done fairly, consistently and in accordance with the awarding body’s specification and
subject-specific associated documents.
Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill,
and who have been trained in this activity. St Martin-in-the-Fields High School is committed to
ensuring that work produced by candidates is authenticated in line with the requirements of the
awarding body. Where a number of subject teachers are involved in marking candidates’ work,
internal moderation and standardisation will ensure consistency of marking.
➔ The centre will ensure that candidates are informed of their centre assessed marks so that
they may request a review of the centre’s marking before marks are submitted to the
awarding body.
➔ The centre will inform candidates that they may request copies of materials to assist them in
considering whether to request a review of the centre’s marking of the assessment.
➔ The centre will, having received a request for copies of materials, promptly make them
available to the candidate.
➔ The centre will provide candidates with sufficient time in order to allow them to review
copies of materials and reach a decision.
➔ Requests for reviews of marking must be made in writing.
➔ The centre will allow sufficient time for the review to be carried out, to make any necessary
changes to marks and to inform the candidate of the outcome, all before the awarding
body’s deadline.
➔ The centre will ensure that the review of marking is carried out by an assessor who has
appropriate competence, has had no previous involvement in the assessment of that
candidate and has no personal interest in the review.
➔ The centre will instruct the reviewer to ensure that the candidate’s mark is consistent with
the standard set by the centre.
➔ The candidate will be informed in writing of the outcome of the review of the centre’s
marking.
➔ The outcome of the review of the centre’s marking will be made known to the head of
centre and will be logged as a complaint. A written record will be kept and made available to
the awarding body upon request. Should the review of the centre’s marking bring any
irregularity in procedures to light, the awarding body will be informed immediately.
After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure
consistency in marking between centres. The moderation process may lead to mark changes. This
process is outside the control of St Martin-in-the-Fields High School and is not covered by this
procedure.
The above template is taken in most part from JCQ Reviews of marking (centre assessed marks)
suggested template for centres
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Appeals procedure against centre decisions not to support an enquiry about results
Following the issue of results, the general qualification awarding bodies offer post-results services.
Full details of these services, internal deadlines for requesting a service and fees charged will be
provided by the exams officer.
The service, enquiries about results (EARs), may be requested by centre staff or candidates (or their
parents/carers) if there are reasonable grounds for believing there has been an error in marking.
If a query is raised about a particular examination result, the exams officer, teaching staff and head of
centre will investigate the feasibility of requesting an enquiry at the centre’s expense.
When St Martin-In-The-Fields High School does not uphold a request from a candidate, the candidate
may pay the appropriate fee, and a request will be made to the awarding body on the candidate’s
behalf.
If the candidate (or their parent/carer) believes there are grounds to appeal against the centre’s
decision not to support an enquiry, an appeal can be submitted to the centre using the internal
appeals form at least one week prior to the internal deadline for submitting an EAR.
Appeals procedure following the outcome of an enquiry about results
Where the head of centre remains dissatisfied after receiving the outcome of an EARs, an appeal will
be made to the awarding body, following the guidance in the JCQ publications Post-results services
http://www.jcq.org.uk/exams-office/post-results-services and A guide to the awarding bodies’
appeals processes http://www.jcq.org.uk/exams-office/appeals
Where the head of centre is satisfied after receiving the outcome of an EAR, but the internal
candidates and/or their parents/carers are not satisfied, they may make a further representation to
the head of centre. Following this, the head of centre’s decision as to whether to proceed with an
appeal will be based upon the centre’s internal appeals arrangements. Candidates, parents/carers
are not permitted to make direct representations to an awarding body.
The internal appeals form should be completed and submitted to the centre within 10 calendar days
of the notification of the outcome of the enquiry. Subject to the head of centre’s decision, this will
allow the centre to process the appeal and submit to the awarding body within the required 14
calendar days. Awarding body fees which may be charged for the appeal must be paid by the
appellant on submission on the internal appeals form. If the appeal is upheld by the awarding body,
this fee will be refunded by the awarding body and repaid to the appellant by the centre.
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Internal appeals form
This form should be completed in all cases to lodge an appeal.

⬜
⬜
⬜

Please tick to indicate what the appeal is against:

an internal assessment decision
the centre decision not to support an enquiry about results
the outcome of an enquiry about results

Name of appellant

Candidate name
if different to
appellant

Awarding body

Unit/module/exam
paper code

Subject

Unit/module/exam
paper title

Please state the grounds for your appeal below:

Continue overleaf if necessary
Appeal against an internal assessment decision
Appellant declaration
By signing here, I am confirming I understand the purpose of the appeal will be to decide whether the process used for the
internal assessment conformed to the published requirements of the awarding body’s specification and subject-specific
associated documents. I also understand the appeal may only be made against the marking/assessment process not
against the mark submitted by the centre for moderation by the awarding body.

Signature:

Date of signature:

Appeal against the centre decision not to support an enquiry about results
Appellant declaration
By signing here, I am confirming I feel there are grounds to appeal against the centre’s decision.

Signature:

Date of signature:

Appeal against the outcome of an enquiry about results
Appellant declaration
By signing here, I am confirming that I understand that the grounds for my appeal must relate to the awarding body’s
procedures or the application of the post-result service procedures. I also understand that appeals do not generally involve
further reviews of marking candidates’ work. I also confirm that I will pay in advance any fees which may be charged by the
awarding body for the appeal. I understand this fee will be refunded if the appeal is upheld.

Signature:

Date of signature:
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The appellant declaration against the relevant appeal must be signed, dated and returned to
the EO, on behalf of the head of centre, to the timescale indicated in the internal appeals
procedure.

The internal appeals procedures for St Martin-In-The-Fields High School have been produced to
demonstrate compliance with the following:
JCQ General Regulations for approved centres
http://www.jcq.org.uk/exams-office/general-regulations
Controlled Assessments, Coursework and Portfolios of Evidence
(pg 14-15) The centre agrees to:
have in place and be readily available for inspection purposes, a written internal appeals procedure
relating to internal assessment decisions and to ensure that details of this procedure are
communicated, made widely available and accessible to all candidates;
have in place and be available for inspection purposes, a written policy with regard to the
management of GCE and GCSE non-examination assessments;
Post-Results Services and Appeals
(pg 16-17) The centre agrees to:
have readily available for inspection purposes and draw to the attention of candidates and their
parents/carers, a written internal appeals procedure to manage disputes when a candidate disagrees
with a centre decision not to support a clerical check, a review of marking, a review of moderation or
an appeal; (A centre may place its internal appeals procedure on the school/college website or
alternatively the document may be made available to candidates upon request.)
JCQ Post-results services http://www.jcq.org.uk/exams-office/post-results-services
4.4 (pg 19) Submission of requests
Centres must have in place a published formal appeals procedure for use in cases where centres and
candidates, or their parents/carers, cannot agree as to whether an enquiry about results should be
submitted. The formal appeals procedure must be made widely available. Centres must therefore
draw the appeals procedure to the attention of candidates and their parents/carers. In deciding
whether to support an inquiry about results, centres should take account of all relevant factors and
afford candidates or their parents/carers a reasonable opportunity to express their views. Awarding
bodies can only enter into discussions over enquiries about results with centres.
5. (pg 12) Appeals
Centres must have in place a published formal appeals procedure for use in cases where centres and
candidates, or their parents/carers, cannot agree as to whether an appeal should be submitted to
the relevant awarding body. The formal appeals procedure must be made widely available. Centres
must therefore draw the appeals procedure to the attention of candidates and their parents/carers.
In deciding whether to support an appeal, centres should take account of all relevant factors and
afford candidates or their parents/carers a reasonable opportunity to express their views. Awarding
bodies can only enter into discussions over appeals with centres.
JCQ A guide to the awarding bodies’ appeals processes http://www.jcq.org.uk/exams-office/appeals
(pg3) Please note that candidates and/or their parents/carers are not entitled to appeal directly to
the awarding body. Representations must be made to the head of centre where the candidate was
entered or registered. The head of centre’s decision as to whether to proceed with an appeal is
subject to the centre’s internal appeals arrangements.
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Appellants should consult the full information in the above publications to be fully informed when
stating their grounds for appeal.
Further information can be obtained from:
http://www.jcq.org.uk/exams-office/controlled-assessments
http://www.jcq.org.uk/exams-office/coursework
https://www.gov.uk/appeal-exam-result
http://www.jcq.org.uk/examination-system/the-appeals-process
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