
 
 

 
Woodhouse College TAG appeals procedure – summer 2021 

  
This guidance document outlines Woodhouse College’s procedures for appeals in relation to students 
and private candidates who received teacher assessed grades in the Summer 2021 exam series.   
 
Results Day  
Students will receive their A level grades on Tuesday 10 August. 
 
Appeals Stages  
Students can appeal if they believe there has been an error in the grading process. The appeals process 
for exams in the Summer 2021 exam series has two stages:  

• Stage 1 – Centre Review  

• Stage 2 – Appeal to the awarding organisation  
 

___________________ 
 
Stage 1 – Centre Review  
A Stage 1 - Centre Review for a Teacher Assessed Grade (TAG) can be requested by a student if they 
suspect there was:  
 
1. An administrative error by the centre  
An administrative error would be, for example, if the wrong grade was recorded against the evidence on 
a student’s file or the wrong grade was sent to the awarding body.  
 
In the review the centre will check for administrative errors by checking:  
a. The marks/grade on the evidence in the student’s evidence folder matches the grade the department 
submitted for the student.  

b. The final grade submitted by the department matches the grade awarded.  

 
Or  
 
2. A procedural error by the centre  
A procedural error would be if the College has not acted within its centre policy for determining TAGs.  
An example would be if the College had agreed to provide access arrangements for an eligible student 
but these were not provided and this fact was not considered during the grading process.     

 
In the review the centre will check for procedural errors by checking that the centre policy was followed 
by the department.  
 
This will be checked by considering the student’s evidence file and relevant sections of the departmental 
folder including documents on the Checklist for Student Appeals as provided by JCQ in their Appeals 
Processes – Summer 2021 series guidance document.  
 
The outcome of the review may result in a student’s grade remaining the same, being lowered or 
raised.  
 
 
 



 
 
 
How to submit a Stage 1 – Centre Review  
If you intend to appeal we recommend you do so on 10 August or shortly afterwards.  Please complete 
the Stage 1 – Centre Review section of the Appeals form.  This is available from the College’s website.  In 
order to complete the form, you should read page 1 and complete page 2 of the form.    
 
A Stage 1 – Centre Review should be emailed to appeals@woodhouse.ac.uk directly by the candidate 
from their College email address.  We will not accept appeals which are not submitted by this form, not 
submitted from a College email address or forms with multiple appeals (ie. a separate form must be 
completed for each grade for which there is an appeal).   
 
You will need to provide the following information:  

• Centre Name: Woodhouse College 

• Centre Number: 12290 

• Your UCAS Number (if this is a priority appeal)  

• The reason for the centre review (please see two options above), and  

• give details of your reason.  
 
Priority appeals will be handled more quickly than other appeals. Priority appeals are only open to A level 

students starting university this autumn, who have missed out on their firm or insurance offer.  If you 

decided not to accept a firm or insurance conditional offer and to go through clearing instead, JCQ 

cannot offer you a priority appeal.  

Following the Centre Review:  
The centre will complete page 3 of the Appeals form, reporting the findings of the review. The centre will 
set out:  
a. whether or not the review found a procedural failure or administrative error  

b. if it did, what that error was  

c. the reason for the finding  

d. whether there was a grade change and, if so, what the new grade is  

e. a reason for the grade change, or lack of change (including any additional explanation from the 
awarding organisation where its decision was different to the centre’s)  
 
If a grade change is found to be required at this stage the centre will inform the awarding organisation 
before informing the student of the outcome.  
If a grade change is not found to be required by the centre, the outcome will be sent back to the student 
along with information on the next steps if they wish to submit an appeal to the awarding organisation.  
 
A record of all completed Stage 1 - Centre Reviews will stored at the centre.  
 

___________________ 
 
 
Stage 2 – Appeal to the awarding organisation  
 
Students can only request an appeal to the awarding organisation following receipt of the outcome of 
their Stage 1 – Centre Review.   Awarding organisations will not accept appeals directly from students.  
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A Stage 2 – Appeal to the awarding organisation can be made if the student suspects there was:  
 
1. An administrative error by the awarding organisation that was not identified at stage 1. 

 
or 
 
2. A procedural error by the centre as described in stage 1 above. This could include cases where the 
College did not conduct the stage 1 review properly or there were issues with access arrangements or 
the application of special consideration requests which had been agreed by the College.   
 
or 
 
3. An unreasonable exercise of academic judgement  
This could include the College using inappropriate evidence on which to determine a grade or the grade 
was based on an unreasonable academic judgement.   
 
The outcome of the review may result in a student’s grade remaining the same, being lowered or 
raised.  
 
How to submit a Stage 2 – Appeal to the Awarding Organisation  
In order to submit a stage 2 appeal, you must complete the Stage 2 – appeal to awarding organisation 
section of the appeals form. You will have had this returned to you following Stage 1 and are required to 
complete the rest of the form pages 4 and 5.   
 
A Stage 2 appeal must be sent to the College directly to appeals@woodhouse.ac.uk by the candidate 
from their College email address.  This will only by accepted by the centre following a Stage 1 – Centre 
Review.  All priority reviews should be received by 18 August 2021.  It is in the student’s interest to 
submit an appeal as soon as practical.   
 
Following submission of a Stage 2 – Appeal to the Awarding Organisation:  
After receiving a stage 2 appeal from the student, the College will send the appeal along with scanned 
copies of the documents in the student’s evidence folder to the awarding body. The College will inform 
the student once the appeal has been submitted.  
 
Following the result from the Awarding Body:  
The centre will contact the student and provide the details of the appeal outcome within 10 working days 

of receipt of the outcome from the awarding organisation. 
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