The Westminster School
[image: ]
	Approved by Governing Body on:
	07/10/2025

	Signed by Chair of Governors:
	[image: ]

	Executive Head Teacher:
	O Flowers

	Lead Personnel:
	N Brenton

	Date of Review:
	06/10/2026




[image: A logo with a rainbow and white text

Description automatically generated]
Special Considerations Policy
2025/2026

Building foundations and providing opportunities to create confident, 
aspirational, and independent members of our community.
www.thewestminsterschool.co.uk


Special Considerations Policy
This policy sets out how The Westminster School will apply for, process, and manage requests for special consideration in line with the JCQ General Regulations for Approved Centres.
Special consideration is an adjustment made to a candidate’s mark or grade to reflect temporary illness, injury, or other indisposition at the time of an assessment which has had, or is reasonably likely to have had, a material effect on their performance.

This policy applies to:
· All externally assessed examinations and assessments governed by JCQ and awarding body regulations.
· All candidates entered for such qualifications at The Westminster School.
· All staff involved in the exams process, including teaching staff, the Exams Officer, and the Senior Leadership Team.

Responsibilities
Headteacher
· Ensures compliance with JCQ and awarding body requirements.
· Signs off applications for special consideration where required.

Examinations Officer
· Advises staff, parents, and candidates on eligibility for special consideration.
· Collects supporting evidence (e.g., medical notes, attendance records).
· Submits applications to awarding bodies by published deadlines.
· Maintains secure records of all applications and outcomes.

Teaching Staff / Area of Learning TLR’s
· Identify and notify the Exams Officer promptly if they believe a candidate has been disadvantaged during assessment.
· Provide supporting evidence (e.g., witness statements, class records).

Learners and Parents/Carers
· Notify the school immediately of circumstances that may affect performance.
· Provide supporting documentation, such as medical evidence, where possible.

Grounds for Special Consideration
Special consideration may be applied for in circumstances such as:
· Illness or injury at the time of the exam.
· Bereavement or family crisis.
· Other temporary adverse circumstances beyond the learner’s control.

Special consideration will not be applied where:
· The difficulty faced is long-term (this should be addressed through Access Arrangements).
· The candidate’s difficulties are a result of inadequate preparation or lack of ability.
· The effect on performance is minimal.

Procedures
1. Notification
· The candidate, parent/carer, or staff member must notify the Exams Officer as soon as possible after the assessment.
1. Evidence Collection
· The Exams Officer will gather relevant supporting documentation (e.g., medical certificates, staff reports).
1. Application Submission
· Applications will be submitted to the relevant awarding body within their published deadlines using the official JCQ process.
1. Outcome Communication
· The Exams Officer will inform the candidate and parent/carer of the outcome once the awarding body confirms.
· All outcomes will be logged and stored securely.

Confidentiality
All applications and supporting evidence will be handled in confidence and stored securely in line with the school’s Data Protection Policy and GDPR.


Appeals
If a request for special consideration is declined by the awarding body, the candidate or parent/carer may request that the school reviews the decision. The school will support an appeal to the awarding body where appropriate.

Monitoring and Review
· The Exams Officer will monitor all special consideration applications and report annually to the Senior Leadership Team on numbers and outcomes.
· This policy will be reviewed annually, or sooner if JCQ regulations change.
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