
S5/6 Recourse Request Form 
An overview of the recourse request process can be found on the reverse of this page. 

Name:  
Year:  
House:  

 
Reason for Change Request 
 
 
 
 
 
 

 

Benchmark Achieved Target 
L4 Literacy ☐ ☐ 
L4 Numeracy ☐ ☐ 
L5 Literacy ☐ ☐ 
L5 Numeracy ☐ ☐ 
5+L5 Passes ☐ ☐ 
3+L6 Passes ☐ ☐ 
5+L6 Passes ☐ ☐ 
1+L7 Passes ☐ ☐ 
3+L7 Passes ☐ ☐ 
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S5/6 Recourse Request Process 

 
 

Step 1

Pupil completes form other 
than grey sections and 

requests (by email) a PTG 
meeting

Step 2

Pupil meets with PTG to 
discuss results and reasons 

for change request 

Step 3

Pupil seeks approval (and 
signature) of Faculty Principal 

Teacher/s for requested 
change/s (FPT)

Step 4

Pupil seeks approval (and 
signature) of SLT

Step 5

SLT signs off on change 
request and updates pupil 

app

If SLT does not suport 
request they will email 
PTG/FPT.  Pupil should 

continue discussions with 
PTG

If PTF does not support 
request, pupil updates PTG to 

discuss options further

If PTG supports request, PTG 
logs change request in staff 

app

Deadline for seeking SLT approval is the first 
Friday of Term 

Current Options should be taken from the “My 
Allocations” section of the Pupil app.  Exam 

results should be given in full 

Pupil’s PTG can confirm what subjects are on 
offer in any given column, and complete this 

section jointly with the pupil.   

Changes made will be visible in the pupil app.  
Pupils must stay in their timetabled class until 

they are issued a revised timetable by the office 

Note: Pupils are expected to inform their 
existing class teacher that they are requesting 

a change.   

Pupils who change their mind about a change 
request must delete this as soon as possible via 

the pupil portal. 
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