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1 Purpose of Procedure

1.1

1.2

This procedure ensures that the authority and responsibility for remark requests are

clearly defined and a record of activities is available.

It also ensures that requests for remark are processed in a planned and controlled

manner.

2 Scope of Procedure

2.1

This procedure applies to all UOW College students who request a remark of an

assessment task.

3 Definitions

Word/Term Definition

Assessment An academic task which a student is required to complete to provide a

basis for an official record of achievement or certification of competence in

a subject, as stipulated in the Subject Outline.

Head of Program Refers to the Academic Program Manager, English Language Centre

Manager, English Language Coordinator, Academic Support Coordinator,

and Relevant Vocational Program Coordinator of UOW College.

Student

Any person who is enrolled in any course or program offer at, or in
conjunction with, the College. For vocational, this may be referred to as

learner.

4 Remark Request Processing

4.1

4.2

4.3

The Remark Request Form must be complete for all remark requests.

All decisions regarding a remark request must be justifiable in terms of the following

core guiding principles:
a. collegiality,

b. transparency,

c. equity, and

d. consistency.

Remark Request form is available on the UOW College website and the UOW

Enterprises Intranet.
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4.4 Remark requests should be processed within two weeks of submission of the UO \A/

Remark Request Form. COLLEGE

4.5 The processing of the Remark Request Form is detailed in the Remark Request

Flowchart (Section 5).
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5 Remark Request Flowchart

Note: If student sends
request to UOW College
staff other than HOP or SA,
the request must be
forwarded to the HOP.

Student requests remark via written
communication to Head of Program (HOP)
or Student Advisor (SA) and provides
evidence of payment of processing fee.

HOP or SA to complete Remark Request
Form and attach communication rom
student.

Student submits remark request form and
pays processing fee

HOP must:
- inform student remark
request is denied,
- note decision on the
Remark Request Form and
noted on SAI.

Is the request submitted within two
working days of the release of
assessment task results?

Is the remark within 10%
of the original mark?

HOP must:
- request a clean copy of the task
where possible,
Provide script, task, and marking
guide to the second marker.

Second marker to complete Remark
Request Form and return marked
script and other documentation to
HOP.

mark — the hiher mark is t be
awarded.
If remark is lower than original mark

HOP must then:

- complete Remark Request Form,
- inform student of outcome and
right to refund upon request,

- provide Program Support (PS)
Remark Request Form to batch and
file the form and the remarked
paper.

- PSto sore in folder located with PS
or Administration.

- PS or Administration to add note
to SAIl.

Where marks are to be
amended.

!

Pre publishing to unit of final marks:
- HOP to inform class teacher,
- Class teacher to update task mark
in SMP and notate.

Post Assessment Committee (AC) —

where an AC is held:
- Academic Quality Manager to
confirm approval for new final
grade from AC via email and to
update SMP.
- HOP to inform class teacher.
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HOP to provide script, task, and
marking guide to a third marker.

Third marker to complete Remark
Request Form and return marked
script and other documentation to
HOP.

If remark is higher — HOP is to
determine the final mark to be
awarded.

If the remark is lower — the original
mark is to stand.

HOP is responsible for informing
first and second marker of the
discrepancy between the marks.
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6 Version Control Table

UOW

COLLEGE
Version ]
Date Effective | Approved By Amendment
Control
1 15/02/2012 Trisha McGrellis New Procedure
2 09/06/2015 Academic Quality Review and rebrand
Manager
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