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Appeals and Enquiries about Results 
 
 
1.0 Introduction 
 
1.1 Candidates or their tutors (‘enquirers’) may request a clerical check or 
 re-assessment of a result or appeal against a result. 
 
1.2 Enquiries concerning results (including appeals against assessment 

decisions) must be made on the appropriate form and must be received by 
RSPH Qualifications within 20 working days of the declaration of the results.  
The relevant certificate must also be enclosed if it has already been 
dispatched.   In order to meet the costs of the enquiry or appeal process a fee 
will be charged from an approved scale in accordance with the nature of the 
enquiry. 

 
1.3 RSPH Qualifications will not normally accept applications for more than one 

enquiry service at a time from the same candidate for the same qualification. 
 
1.4 If, following the receipt of the results of their enquiry, an enquirer wishes to 

make a further enquiry concerning the same issue they must do so on the 
appropriate form within fifteen working days of the provision by RSPH 
Qualifications of the result of the earlier enquiry. 

 
1.5 RSPH Qualifications will not provide a specific enquiry service more than 

once on the result of a candidate. 
 
1.6 Enquiries must be submitted via the head of the centre through which the 

candidate registered for the assessment.  Independent candidates who did 
not register for assessment though a centre may submit their enquiry directly 
to RSPH Qualifications on the appropriate form. Candidates may not enquire 
about the result for another person. RSPH Qualifications will not release the 
results of an enquiry to anybody other than the candidate or the head of 
centre. 

 
1.7 In the event that an enquiry causes the result of a candidate to be amended 

the fee charged for that candidate’s enquiry will be refunded. 
 
1.8 The original result of a candidate may be downgraded as a consequence of 

an enquiry if the reconsideration of the result reveals that the original 
assessment had been a serious misrepresentation of the candidate’s ability. 

 
1.9 RSPH Qualifications will always record and report the most accurate result of 

a candidate.  In the event that a candidate’s result is down-graded the 
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candidate will not be allowed to make use of their earlier result. Where a 
result is downgraded any relevant certificates must be immediately returned to 
RSPH 

 
2.0 Clerical Check 
 
2.1 Enquirers should use this service when they wish to check that their marks 

have been correctly totalled and recorded and that the grade appropriate to 
these marks has been awarded.  A breakdown of the total mark by 
component will be provided for written examinations. 

 
2.2 Enquirers may request: 
 

(i) a clerical check on the result of a single candidate; 
(ii) a clerical check on the result of the qualification of a cohort of 

candidates (available only to heads of centre).  Enquirers must ensure 
that all of the candidates are aware that they are requesting this check 
and that there is a possibility that their result could be amended. 

 
3.0 Outcome of a Clerical Check 
 
3.1 RSPH Qualifications will carry out the requested check and report the 

outcome to the enquirer within twenty working days of the receipt of a properly 
constituted enquiry on the appropriate form. 

 
3.2 The outcome of a clerical check will be one of: 

 
(i) the clerical check confirms the candidate’s original result; 
(ii) the clerical check indicates that the candidate’s mark should be 

modified but the modified mark remains within the original result band.  
The candidate’s original result is confirmed; 

(iii) the clerical check indicates that the candidate’s result should be 
modified, the candidate’s result is amended accordingly. 

 
3.3 In the case of 3.2 (ii) and 3.2 (iii), the results for the other members of the 

cohort will be checked immediately.  Any errors revealed by this check will be 
immediately rectified. 

 
4.0 Reassessment 
 
4.1 Enquirers should use this service when they wish to have the work of a 

candidate or group of candidates reassessed.  Candidates will not be asked 
to provide any more work, neither will they have the opportunity to complete 
further work. 

 
4.2 The standards applied to reassessment and the level of attention given to 

reassessment do not differ from those given to normal assessment. 
 
4.3 Enquirers may request: 
 

(i) reassessment of the work of one specific candidate; 
(ii) reassessment of the work of a specific group of candidates (available 

only to heads of centre).  Enquirers must ensure that all of the 
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candidates are aware that this check is being requested and that there 
is a possibility that their result could be amended; 

(iii) reassessment of the work of one candidate and the production of a 
report for the candidate and their centre; 

(iv) reassessment of the work of a group of candidates and the production 
of a report for the centre,  this report  will not provide details of 
individual candidates, this is available only to heads of centre. 
Enquirers must ensure that the candidates are aware that this check is 
being requested and that there is a possibility that their result could be 
amended. 

 
4.4 When a reassessment is undertaken, all the assessment materials for the 

candidate will be considered. 
 
4.5 The assessor who considers the work of the candidates will have had no 

previous involvement with the assessment or teaching of these candidates. 
 
5.0 Outcome of reassessment 
 
5.1 RSPH Qualifications will carry out the requested reassessment and report the 

outcome to the enquirer within 30 working days of the receipt of a properly 
constituted enquiry on the appropriate form. 

 
5.2 The outcome of a reassessment will be one of: 
 

(i) the reassessment confirms the candidate’s original result, 
(ii) the reassessment indicates that the candidate’s mark should be 

modified but the modified mark remains within the original result band.  
The candidate’s original result is confirmed; 

(iii) the reassessment indicates that the candidate’s result should be 
modified, the candidate’s result is amended accordingly. 

 
5.3 In the case of 5.2 (ii) and 5.2 (iii) where only specific candidates have been 

reassessed,  the results for the other members of the cohort will be 
reassessed immediately.  Any errors revealed by this reassessment will be 
immediately rectified. 

 
6.0 Appeals 
 
6.1 Enquirers may: 
 

(i) appeal against the candidate’s result on the grounds that at the time 
when the candidate was assessed there were factors unknown to 
RSPH Qualifications which adversely affected the candidate’s 
performance; 

(ii) appeal against the candidate’s result on one of the grounds provided in 
Section 8. 

 
6.2 Appeals do not normally involve re-assessment of candidate’s work. 
 
6.3 In the case of 6.1(i), the appellant will be required to present the facts relevant 

to the consideration of their performance that were not available to RSPH 
Qualifications at the time that the result was determined.  The appellant must 
also provide an explanation of why this information was not available earlier.                    
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It is strongly recommended that possible appellants refer to RSPH 
Qualification’s Procedures for Special Consideration before submitting an 
appeal. 

 
6.4 In the case of 6.1 (ii), the appellant will be required to produce evidence to 

justify their belief that an error or irregularity in the assessment process 
affected their result. This evidence must be verifiable and relevant. 

 
6.5 Within 30 working days of receipt of a valid submission from an appellant the 

Head of Qualifications at RSPH Qualifications will convene an Appeals Panel 
to consider the submission.  Membership of the Appeals Panel shall consist of 
the Head of Qualifications (in the Chair), an examiner who has not previously 
been concerned with the processing of the candidate’s result and an 
independent member who is not, and has not been at any time during the past 
seven years, a member of RSPH Qualification’s board or committees, or an 
employee or examiner of the awarding body.  A secretary will be in 
attendance to take notes of the proceedings.  The appellant will not be invited 
to attend the proceedings of the Panel.  The Panel will consider whether the 
information supplied by the appellant provides sufficient grounds for the result 
to be modified. 

 
7.0 Outcome of an Appeal 
 
7.1 The decision of the panel will be one of: 
 

(i) the information provided by the appellant does not constitute sufficient 
grounds for the result to be modified or the information is not relevant 
to the case, the appeal is turned down; 

(ii) the information provided by the appellant is relevant to the case but 
does not provide sufficient reason for the result to be modified, the 
appeal is turned down; 

(iii) the information provided by the appellant provides sufficient reason for 
the candidate’s mark to be modified but the modified mark remains 
within the original result band; the appeal is turned down;. 

(iv) the information provided by the appellant provides sufficient reason for 
the candidate’s result to be modified; the appeal is upheld and the 
candidate’s result is amended accordingly. 

 
7.2 In the case of 7.1 (iii) and 7.1(iv) the Panel must further consider whether the 

proceedings indicate the need for the results for other candidates to be 
reviewed.  If in the view of the Panel this would be appropriate, the 
Qualifications Department will take immediate steps to carry out such a review 
and to notify any candidate whose result is amended as a consequence. 

 
7.3 Matters concerning the appeal shall be decided by, and the discretion of, the 

Appeals Panel.   
 
7.4 Appellants whose appeal is turned down may apply for an independent 

review. 
 
7.5 Procedures for independent review are outline in Section 9. 
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8.0 Possible Grounds for an Appeal 
 
8.1 This list is not exhaustive but possible grounds for an appeal include: 
 

(i) elements of the assessment process did not relate to the syllabus; 
(ii) elements of the assessment process were ambiguous or insufficiently 

clear; 
(iii) there was an irregularity in the conduct of the assessment; 
(iv) the standard set by the assessor was inappropriate for the 

qualification;. 
(v) the assessment procedures were inadequate. 

 
 
9.0 Independent Review 
 
9.1 An independent review is available to appellants who are dissatisfied with the 
 outcome of their appeal. The application must be made via the Head of  
           Centre 
 
9.2 The purpose of the independent review is to determine whether or not the 
 appeals process was conducted appropriately by RSPH Qualifications. 
 
9.3 The appellant must apply for an independent review via the Head of Centre 

within 15 working days of receipt of the outcome of the appeal.  
 
9.4 The appellant will be required to produce evidence to justify their belief that 

the appeals process was not conducted appropriately. 
 
9.5 Within 30 working days of a valid submission from an appellant the Head of 

Qualifications will appoint an individual to be the Head of the Review Panel. 
This individual will not be, and will not have been at any time during the past 
seven years, a member of RSPH Qualifications’ board or committees, or an 
employee or examiner of the awarding body.  The Head of the Review Panel 
will have had relevant experience of appeals panels. 

 
9.6 The Head of the Review Panel, in consultation with the Head of Qualifications, 

will appoint two further members to the Review Panel. These members will 
not be, and have not been at any time during the past seven years, a member 
of RSPH Qualifications’ board or committees, or an employee or examiner of 
the awarding body.   

 
9.7 The Head of Qualifications will not be a member of the Review Panel. 
 
9.8 The Review Panel will consider the evidence presented by the appellant and 

will interview the Head of Qualifications regarding the appeals process. The 
Review Panel may also, at their discretion, interview other members of the 
appeal panel. 

 
10.0 Outcome of the Independent Review 
 
10.1 The decision of the Review Panel will be one of: 
 

(i) the information provided by the appellant does not constitute sufficient 
grounds for the original appeal decision to be modified, or the 
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information is not relevant to the conduct of the appeals panel. The 
original Appeal decision is upheld. 

(ii) the information provided by the appellant is relevant to the case but 
does not provide sufficient reason for the appeal decision to be 
modified. The original Appeal decision is upheld. 

(iii) the information provided by the appellant provides sufficient reason for 
the independent review panel to consider the original Appeal decision 
unsafe. 

 
10.2.1  In the case of 10.1 (ii) the Review Panel must further consider whether the 

review indicates the need for RSPH Qualifications to modify its appeals 
procedures. 

 
10.2.2 In the case of 10.1 (iii) the Review Panel is empowered to direct RSPH 

Qualifications to reconsider the case and one of the panel members will be 
appointed to monitor this.  

 
10.3 The decision of the Review Panel will be communicated to all parties within 

five working days of the review. The reasons for the decision will be 
communicated to all parties within 15 working days of the review. 

 
10.4 The decision of the Review Panel is final. 

 
11.0 Assessment Process Review 
      
11.1    Should either the original appeal or the independent review lead to the 
discovery of a failure in the assessment process then RSPH Qualifications shall take 
all reasonable steps to ensure that the failure does not recur in the future.  
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12.0  Procedure for an Enquiry 
 

                    Action                Time Scale 

  

Candidate or Head of Centre contacts 
RSPH Qualifications to obtain details 
of procedure and forms. 

RSPH Qualifications despatches the 
appropriate information and forms to 
enquirers within five working days of 
the enquiry. 

  

Completed form is returned to RSPH 
Qualifications with appropriate fee 

Within twenty working days of 
declaration of the results by RSPH 
Qualifications. 

  

RSPH Qualifications acknowledges 
receipt of the enquiry form and fee. 

Within five working days of receipt 

  

RSPH Qualifications process the 
enquiry and sends the results of the 
enquiry to the Head of Centre or 
candidate. 

For Clerical Check, within twenty 
working days of receipt of application. 
 
For a reassessment, within thirty 
working days of receipt of application. 
 
For an Appeal within thirty working 
days of receipt of application. 

  

Candidates or Head of Centre 
submits a new enquiry on the same 
issue on the appropriate form. 

Within fifteen working days of the 
dispatch from RSPH Qualifications of 
the decision from the earlier enquiry. 

 
 


