The Westminster School
[image: ]
	Approved by Governing Body on:
	13/10/2026

	Signed by Chair of Governors:
	[image: ]

	Executive Head Teacher:
	O Flowers

	Lead Personnel:
	N Brenton

	Date of Review:
	13/10/2027




[image: A logo with a rainbow and white text

Description automatically generated]
Special Considerations Policy
2026/2027

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 a post-assessment adjustment that may be applied where a candidate has temporarily experienced illness, injury or another event outside their control at the time of an assessment, and this has had, or is reasonably likely to have had, a material effect on the candidate’s ability to take the assessment or demonstrate their normal level of attainment.
Depending on the qualification, assessment and awarding organisation’s rules, special consideration may relate to a candidate who was present but disadvantaged, absent from an assessment for an acceptable reason, or affected by a problem involving a non-timetabled assessment. Special consideration cannot remove all difficulties experienced by a candidate or necessarily compensate fully for the disadvantage.
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.
· Ensures the centre determines whether a candidate meets the published special consideration criteria before an application is submitted.

Examinations Officer
· Advises staff, candidates and parents or carers on the published criteria, gathers relevant information and coordinates applications. The Exams Officer will not guarantee that an application will be accepted or that a particular adjustment will be awarded.
· 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.
· The awarding organisation makes the final decision on whether special consideration is awarded and determines the nature or amount of any adjustment.

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).

Candidates 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
The school will only submit an application where it is satisfied that:
· The candidate has been fully prepared for the assessment;
· The candidate has covered the relevant course content;
· An adverse event or issue beyond the candidate’s control occurred at or close to the time of the assessment;
· The circumstances had, or were reasonably likely to have had, a material effect on the candidate’s ability to take the assessment or demonstrate their normal level of attainment;
· The qualification and assessment are covered by the relevant awarding organisation’s special consideration arrangements;
· The application can be supported by appropriate evidence or a clear centre record.

Special consideration may be applied for in circumstances such as:
Subject to the relevant awarding organisation’s criteria, circumstances that may support an application include:
· Temporary illness or injury at the time of the assessment;
· A recent bereavement involving a close family member or another person with whom the candidate had a close relationship;
· A serious domestic crisis arising at or close to the time of assessment;
· A temporary and significant deterioration in an existing medical condition;
· An incident or disturbance during the assessment that materially affects performance;
· Evacuation, excessive noise or another significant disruption;
· Failure of equipment, materials or technology required for the assessment;
· The candidate being given an incorrect or defective examination paper or assessment material;
· Circumstances affecting a group of candidates;
· Absence from an assessment for an acceptable reason, where the qualification rules permit an application;
· Loss of, or damage to, completed non-timetabled assessment evidence where the applicable criteria are met.

Special consideration will not be applied where:
· The circumstances did not materially affect performance or the ability to take the assessment; 
· The difficulty is a long-term need that should have been addressed through access arrangements or reasonable adjustments, unless there was a temporary worsening at the time of assessment; 
· The candidate was not fully prepared for the assessment; 
· The candidate had not covered the required course content; 
· The candidate joined the course late; 
· Absence during the course prevented the candidate from developing the required knowledge, skills or understanding; 
· Teaching or learning was disrupted before the assessment; 
· The candidate was inadequately prepared; 
· The difficulty arose from the candidate’s own failure to follow instructions or meet requirements; 
· The circumstances are outside the scope of the relevant awarding organisation’s special consideration arrangements.
· However, an application may be considered where a candidate experiences a temporary illness, injury, unexpected episode or material worsening of an existing condition at the time of the assessment, provided the published criteria are met. Existing access arrangements do not automatically prevent a candidate from being eligible for special consideration.

Procedures
1. Identification and immediate recording
Any incident that may materially affect a candidate must be reported to the Exams Officer without delay. Staff must make a contemporaneous record identifying the candidate, assessment, date, time, circumstances, duration and action taken.
2. Initial eligibility decision
The Exams Officer will review the circumstances against the current JCQ or awarding organisation criteria. Where necessary, advice will be obtained from the relevant awarding organisation.
3. Evidence
0. The school will collect proportionate evidence appropriate to the circumstances and the relevant awarding organisation’s requirements. Evidence may include the school’s contemporaneous incident record, attendance information, invigilator report, staff witness statement, medical information already held by the school, hospital documentation or other relevant records.
0. Candidates and families will not routinely be asked to obtain or pay for medical evidence unless it is necessary under the relevant awarding organisation’s requirements. The absence of a medical certificate will not automatically prevent the school from considering whether an application meets the published criteria.
4. Application
The Exams Officer will submit an accurate application through the relevant awarding organisation’s approved system within its published deadline. The correct application category will be selected, including present but disadvantaged, absent candidate, group application or non-timetabled assessment where applicable.
5. Authorisation
Applications will be authorised in accordance with the awarding organisation’s requirements. The Head of Centre remains accountable for ensuring that applications are accurate, supported and made only where the published criteria are met.
6. Outcome
The awarding organisation’s decision will be recorded securely. The candidate and, where appropriate, the parent or carer will be informed in accessible language. The school will explain that the exact adjustment may be confidential or may not be separately identifiable on the candidate’s result documentation.

Candidate Absence 
Where a candidate is absent from an assessment, the school will establish the reason promptly and retain an appropriate record. An application will only be made where the reason is acceptable under the awarding organisation’s rules and any minimum assessment requirements have been met.
The school will not promise that a calculated mark or qualification award will be available. This decision rests with the awarding organisation.

Group Applications
Where the same incident affects several candidates, the Exams Officer will consider whether a group application is permitted. Individual effects and relevant access needs will still be considered where required.

Non-Timetabled Assessments
Special consideration relating to coursework, practical work, controlled assessment or other non-timetabled assessment will be managed under the relevant awarding organisation’s procedures. Where work is lost, damaged or incomplete, the school will preserve all available evidence and will not recreate, estimate or certify achievement unless expressly permitted.


Accessible Communication 
Information about eligibility, evidence, applications and outcomes will be communicated in a format appropriate to the candidate’s communication and understanding needs. Where appropriate, visual support, simplified language or familiar communication approaches will be used.

Safeguarding
Where circumstances disclosed in connection with an application raise a safeguarding concern, the school’s safeguarding procedures will take precedence. Information will be shared with the Designated Safeguarding Lead on a need-to-know basis.

Confidentiality
All applications and supporting evidence will be handled in confidence and stored securely in line with the school’s Data Protection Policy, UK GDPR and the Data Protections Act 2018.

Appeals
A candidate or parent/carer may ask the school to review whether the special consideration process was followed correctly and whether all relevant information was included in the application.
Where the school identifies an administrative error or material evidence that was omitted, it will contact the awarding organisation promptly and follow the organisation’s published procedure.
Any appeal or review of an awarding organisation’s decision will only be pursued where permitted by that organisation’s current appeals procedures and where the school considers that there are appropriate grounds.
Concerns about the school’s handling of an application may be raised through the school’s Internal Appeals or Complaints Policy, as applicable.

Monitoring and Review
· The Exams Officer will maintain an auditable record of applications, supporting evidence, submission dates, awarding organisation outcomes and communications. Records will be retained for the period required by the awarding organisation and the school’s retention schedule.
· An anonymised or aggregated annual report will be provided to senior leaders and governors covering the number and broad type of applications, outcomes, missed or late applications, recurring incidents and any corrective action required.
· Application rates will be monitored to identify potential under-referral, inconsistent practice or barriers affecting pupils with different communication, medical or SEND needs.
· This policy will be reviewed annually, or sooner if JCQ regulations change.
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