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1 Purpose and Scope 

1.1 Introduction  

This Review of Marks Policy sets out the approach of Griffith College relating to the management of 

students who request a review of their marks.  

1.2 Purpose  

The purpose of this Policy is to outline the different review of marks processes.  

1.3 Scope 

This Policy has been prepared in accordance with Griffith College’s Student Complaints and Appeals 

Policy.  

2 Policy Statement 

2.1 Overview  

During the course of a Trimester, a student should be provided with feedback on their 

performance in all assessment items from relevant teaching staff. The student should be 

provided with evidence of their performance in meeting the assessment requirements [criteria] 

and teaching staff must be willing to explain and interpret these requirements to a student and 

provide guidelines to the extent to which they have or have not been achieved. 

For students who are dissatisfied with the marks awarded for individual assessment pieces, 

a process is available to informally or formally appeal the marks awarded. The process involved 

in the review differs depending on the timing of the assessment piece (i.e. in-Trimester marks or 

final exam marks). 

Grounds for a request for an informal or formal review must be based on either a belief that the 

marks were not added or processed correctly, or that the marks awarded do not reflect the degree 

to which a student has met the assessment criteria.  Grounds for any review must be clearly 

articulated on the application form.  An informal review can only be undertaken by the recipient 

of the mark.  At no time, can a nominated person be permitted to request a review on behalf of 

the recipient of the mark. 

A review of a mark may lead to no change or to either a less favourable or more favourable 

outcome for a student. 

2.2 Review of In Trimester Marks  

2.2.1 Informal Review of Marks 

Upon notification of the mark awarded for an assessment item, a student may request a Review 

of Marks by completing an Application for Informal Review of Marks Form. Applications must 

be submitted within 10 working days of the publication of the marks for the assessment item in 

question. All parts of the 'Informal Review of Marks' section must be completed and the 

application form submitted to the teaching staff member, along with the assessment piece that 

is to be re-evaluated. Refer to the section "Review of Final Exam Mark" for details on review of 

marks for end of Trimester examinations.  At no time can a person other than the recipient of 

the mark request a review or engage in any part of the review process. 

The teaching staff member will do either one of two things. First, they may agree with the 

concerns, and make a change to results so that the mistake or marking problem is changed 

upwards or downwards. Second, they may explain why the marks addition is not in error, or 

why the marks awarded are fair; in that case they would recommend no change be made to 

the marks. 
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In both cases the teaching staff member is to write their decision in the space provided in the 

'Informal Review of Marks' section on the form. If a student is unable to contact the teaching 

staff member, then the Program Convenor, or Senior Manager, Student and Academic 

Services should be contacted to complete this form. 

2.2.2 Formal Review of Marks 

If a student is dissatisfied with the outcome from the Informal Review of Marks process (above), 

they may apply for a Formal Review of Marks by completing an Application for Formal Review 

of Marks. Applications must be submitted within 5 working days of receiving feedback from the 

Informal Review of Mark process. All applications for a formal review of result must be submitted 

to the Griffith College Office. 

The application must include an explanation as to why the student wishes to appeal the 

result. Reasons such as "I need more marks to pass" or "I think I did better on the exam" are 

not acceptable explanations. The application must also contain evidence that the student has 

discussed the matter with their teacher, however, disagrees with the judgement. This is usually 

in the form of the completed 'Informal Review of Marks' section on the appropriate form which 

includes the teacher's decision and signature. 

In cases where students have been unable to undertake an Informal Review of Marks, a student 

must provide evidence that they have made a serious attempt to contact their teacher but were 

unable to do so. This must be supported with a printout of email(s) or message(s) from the 

Griffith College Portal. 

Formal reviews are conducted by an independent marker with expertise in the discipline for 

which the assessment item relates.  In cases where there is no suitable marker available at 

Griffith College, the assessment item will be forwarded to an appropriate marker at Griffith 

University. 

An Application for a Formal Review of Marks is subject to a $50 administrative fee where the 

mark awarded was a passing mark. If appealing a failing mark, a fee is not required. Proof of 

payment, in the form of a Griffith College receipt, should be attached to the application. Where 

a mark is varied (either increased or decreased) the $50 administrative fee will be refunded. 

2.3 Review of Final Exam Mark  

2.3.1 Open Review   

If the review relates to a Final Exam, the student must initially view their final exam along with 

the relevant solution during the allocated review period conducted after final results are 

released each Trimester (see relevant Griffith College Fact Sheet for allocated times at 

Support> Factsheets).  During the allocated review period, students will have up to 15 minutes 

to complete an Application for Informal Review of Marks Form, and review the assessment item 

and their marks under supervised conditions.  At no time can a person other than the recipient 

of the mark request a review or engage in any part of the review process. 

2.3.2 Informal Review of Marks  

If after viewing their exam, the student believes that the marks were not added or processed 

correctly, or that the marks awarded do not reflect the degree to which they have met the 

assessment criteria, the student may pursue an Informal or Formal Review of Marks.  

Applications for Informal Review must be submitted within 10 working days of the publication 

of the marks for the assessment item in question.  Students can request an Informal Review of 

Marks by completing an Application for Informal Review of Marks Form available from the 

Review Supervisor, via the Griffith College Student portal, or from the Griffith College Reception 

and submitting this to the Review Supervisor after the student has reviewed their paper. 

An Informal Review of Marks is then sent to the original marker for review.  The original marker 

will do either one of two things.  First, they may agree with the concerns, and make changes to 

marks so that the mistake or marking problem is changed upwards or downwards.  Second, 
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they may explain why the marks addition is not in error, or why the marks awarded are fair; in 

that case they would recommend no change be made to the marks. 

In both cases, the original marker is to write their decision in the space provided in the Review 

of Marks section on the form. 

2.3.3 Formal Review of Marks   

If a student is dissatisfied with the outcome from the Informal Review of Marks process, or if 

they do not want the original marker to review their exam paper, they may apply for a Formal 

Review of Marks by completing the Application for Formal Review of Marks.  Applications must 

be submitted within 10 working days of the publication of the results (or within 5 working days 

of receiving feedback from an Informal Review).  Applications for a Formal Review of Marks 

can be submitted to the Review Supervisor during the open review period, or to the relevant 

Program Convenor via the Griffith College Reception, where an Informal Review has already 

taken place. 

All applications must include an explanation as to why the student wishes to appeal the 

result.  Reasons such as "I need more marks to pass" or "I think I did better on the exam" are 

not acceptable explanations.  At no time can a person other than the recipient of the mark 

request a review or engage in any part of the review process. 

Formal reviews are conducted by an independent marker with expertise in the discipline for 

which the assessment item relates.  In cases where there is no suitable marker available at 

Griffith College, the assessment item will be forwarded to an appropriate marker at Griffith 

University. 

An Application for Formal Review of Marks is subject to a $50 administrative fee where the 

mark awarded was a passing mark.  If appealing a failing mark, a fee is not required.  Proof of 

payment, in the form of a Griffith College receipt, should be attached to the application.  Where 

a mark is varied (either increased or decreased) the $50 administrative fee will be refunded. 

2.3.4 Notification of Outcome  

Griffith College will notify students in writing of the outcome of their request for a Review of 

Marks. Notification will normally be provided via the Griffith College Student Portal Gmail 

system. 

2.3.5 Appeals Against Outcome  

Students may appeal the decision to dismiss their application where they believe an error has 

been made, or the ruling unjust under the provisions of the Student Complaints and Appeals 

Policy. 
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