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Procedures for Applying for Special Consideration

Introduction

Special consideration is the process by which the IFE awarding organisation makes a post-
examination adjustment to a candidate's mark to make allowances for any unexpected
adverse situation that could have affected their performance in one or more examinations
and/or the achievement of a qualification.

Applying for Special Consideration

Any candidate who has experienced unexpected severe/adverse circumstances outside of
their control that could affect their performance in an examination can apply for special
consideration. Examples of situations which could merit an application for special
consideration include:

illness on the day of the examination

bereavement

temporary injury such as a sprain/break

disruption to an examination by noise/emergency evacuation

problems associated with the implementation of previously agreed reasonable

adjustments

e issues regarding an error/ambiguity on the examination paper which affected
concentration and performance during the examination

e unexpected power outage (this does not include planned rolling blackouts)

In order to apply for special consideration, candidates must have attempted the examination.
Special consideration will not be applied where candidates have not completed a sufficient
proportion of the examination (i.e. at least 50%) to enable the Special Consideration Panel to
make a valid judgement on the candidate’s ability.

Candidates who wish to request special consideration should apply to the IFE using the
appropriate form. The form can be downloaded from the relevant examination page on the
IFE’s website.

Requests for special consideration should be made as soon as possible after the examination
has been completed and by the closing date published on the IFE’s website for the relevant
examination session. The IFE will not accept applications submitted after the published closing
date.

In no circumstances will requests for special consideration be accepted after results
have been issued.

The responsibility for providing supporting evidence rests with the candidate. The IFE will not

accept applications without supporting documents. Where candidates need additional time in
order to secure evidence from doctors or other sources, they should advise the IFE that this
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is the case and explain the circumstances causing the delay prior to the closing date for
submissions so that the IFE is aware of the situation and can log the application.

All requests for special consideration must be supported by either:

e medical evidence
OR

e a written statement of support from either the examination centre manager or the
candidate’s employer.
OR

e evidence from power company of an unexpected power outage (this does not include
planned rolling blackouts)

The IFE Process
The IFE will confirm receipt of the application.

Candidates are advised that the IFE reserves the right to reject requests for special
consideration which do not comply with the description of unexpected adverse circumstances
as set out in this document and/or which are not supported by appropriate evidence.

In order to determine the special consideration arrangements that can be applied, the IFE will
convene a panel to review requests for special consideration. In each instance, the panel will
examine and consider:

¢ the nature of the adverse situation and its potential impact

e supporting evidence provided as part of the application including any medical/doctor
documents

o feedback from the examination centre where the candidate sat the examination

o the candidate’s performance in the examination/parts of the examination that were
completed

¢ the candidate’s performance in any other examinations taken during the examination
period

The names of candidates are not provided to panel members; any names on documents are
removed prior to the content being shared with panel members.

If the panel members determine that there is justification for providing special consideration,
a decision will be taken as to the additional marks that should be awarded to the candidate.

The IFE follows the guidance provided by the Joint Council for Qualifications (JCQ) in relation
to the number of additional marks that can be allowed in different circumstances. Depending
on the nature of the situation, between 1% and 5% of total marks available for the paper can
be added to the candidate’s mark.

The highest number of marks (5%) will be made available only in exceptional cases such as

circumstances involving terminal illness/death of a member of the candidate’s immediate
family or a very serious crisis/incident at, or near to, the time of the examination. In other
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circumstances, between 1% and 4% of marks will be allocated; for example, circumstances
such as disruption which is more than brief during an examination could lead to an additional
1% of the marks being added to the candidate’s mark.

Timelines

The review panel’'s meeting will take place after the candidate’s script has been marked as
part of the main marking process and prior to the issue of results.

Any adjustment to marking agreed by the panel will be added to the candidate’s final mark.

Results for candidates who submit an application for special consideration will be issued at
the same time as results are issued for all other candidates who sat the same examination.
The result issued will reflect the outcome of the review panel. If, for any a reason, a delay in

issuing results is necessary, the IFE will advise the candidate(s) accordingly.

Queries and IFE Contact Information

Candidates or centres who have queries on special consideration should contact the IFE
Education Services team - exams@ife.org.uk
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