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COVID AND SPECIAL CONSIDERATION POLICY

BENENDEN

The purpose of this policy is to provide guidance to employees of Benenden School (Kent) Limited
and its subsidiaries (collectively ‘Benenden’ or ‘the School’)

This policy follows updates from Joint Council for Qualifications (JCQ) on 8 April 2022 to take into
account the special consideration process and include guidance for people with symptoms of a
respiratory infection including Covid-19.

Introduction
This policy sits alongside the suite of “examination” policies produced and updated annually by the
school.

For the purpose of this policy a “Special consideration is given to a candidate who has temporarily
experienced illness, injury, or some other event outside of their control at the time of the assessment.
It is applied when the issue or event has had, or is reasonably likely to have had, a material effect on
a candidate’s ability to take an assessment or demonstrate his or her normal level of attainment in an
assessment.”

The school will follow all JCQ guidelines as stated within the following documents:

Special Consideration Guide April 2021 (Updated 08.4.2022) Guide
FAQs Special consideration June22 FINAL.pdf (jcg.org.uk) (FAQS)
People with symptoms of a respiratory infection including COVID-19 - GOV.UK (www.gov.uk)

Arrangements for Benenden students

All students are encouraged to sit examinations if physically and emotionally well to do so. The
following arrangements have been put in place if a student is unwell:

Morning examinations:
e Student should inform their HM or matron they are unwell by 08:00am
¢ Student will be checked by a member of the medical centre by 08:30am
e The Head of Year or HM will contact parents with the student to explain the student is not well
enough to sit the exam
e The Head of Year or HM will inform the Exams Office the student will not be in the exam.

Afternoon examinations:
e Student should inform their HM or matron they are unwell by 13:00
e Student will be checked by a member of the medical centre by 13:30
e The Head of Year or HM will contact parents with the student to explain the student is not well
enough to sit the exam
e The Head of Year or HM will inform the Exams Office the student will not be in the exam.

*If the student is at home/out of school, the parents must contact the Head of Year and Exams Office
directly by 08:30 for a morning exam and by 13:30 for an afternoon exam. They can do this by email
to the Head of Year or calling the school office 01580 240592

lliness during an examination:

If a student becomes unwell during an exam or feels they have been disadvantaged by taking the
exam whilst not being fully fit, the school may apply for special consideration as per JCQ guidelines.
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https://www.jcq.org.uk/wp-content/uploads/2022/04/A-guide-to-the-special-consideration-process-202122-%E2%80%93-General-and-Vocational-qualifications-Updated-8-April-2022.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/04/FAQs_Special_consideration_June22_FINAL.pdf
https://www.gov.uk/guidance/people-with-symptoms-of-a-respiratory-infection-including-covid-19
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Eligibility for special consideration

All requests for special consideration from home/out of school will now require the completion of the
Form 14 JCQ/ME. This is a self-certification form: Microsoft Word - Form 14 Self Certification
Form.doc (jcg.org.uk)

Students who are in school will not be required to complete a Form 14 as other evidence may be
provided.

Further information

All information and further details can be found on the JCQ website. All queries regarding special
considerations must be raised with the relevant exam board and not JCQ. Contact details for all exam
boards can be found within the JCQ guidance for special consideration.

All internal queries should be addressed to the exams office (examoffice@benenden.school)
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https://www.jcq.org.uk/wp-content/uploads/2020/09/Form-14_Self-Certification-Form.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Form-14_Self-Certification-Form.pdf
mailto:examoffice@benenden.school
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Appendix 1 — Draft template email to Exam Office (students in school)

Dear Exam Office

| am writing to inform you that (Surname, First Name, Year Group, House) is unwell and will not be
taking the following exam: (GCSE/A-Level, Subject, Splash or SGI).

They have been seen by the Medical Centre, and parents have been informed.

Many Thanks

Appendix 2 — Draft template email to Exam Office (students out of school)

Dear Exam Office

I am writing to inform you that (Surname, First Name, Year Group, House) is unwell and will not be
taking the following exam: (GCSE/A-Level, Subject, Splash or SGI).

| am the parent/guardian and can confirm they are not well enough to take the exam.

Many Thanks
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