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Special Consideration Procedure

Purpose

This procedure ensures that Chase Business School gives appropriate special
consideration to learners who have temporarily experienced:

e A sudden illness or injury during assessment

e Anunforeseen event beyond their control that has had, or is likely to have had, a
material effect on their ability to fully demonstrate their level of attainment in an
assessment

Introduction

This document outlines how special consideration is managed for learners completing
CMI qualifications.

It explains:

e How a learner can apply for special consideration

e What arrangements may be made if special consideration is granted

Scope

This procedure applies to all staff at Chase Business School.



Definition of Special Consideration

Special consideration refers to a short-term, temporary situation that prevents a learner
from performing to their usual standard in an assessment. Examples may include:

e Bereavement
e Disruption during an assessment

e Short-term illness or injury

Special consideration only applies where the learner’s ability was impaired at the time of
the assessment. It cannot be used for planned events such as holidays.

How a Learner Applies

Learners should notify Support Services as soon as possible after their assessment if
they believe their performance was affected by unexpected circumstances.

Consideration Options for CMI Assessments

CMI’s flexible assessment model usually allows learners to continue despite
disruptions. Chase Business School may offer one of the following options:

e An alternative date or time for re-assessment

e A modified assessment method (e.g. to accommodate a short-term injury)

Note: CMI does not adjust assessment marks — all criteria must be met to achieve a
Pass. There is no grading; qualifications are Pass or Refer only.

Only in exceptional circumstances, where no other reasonable alternative exists, will
special consideration be formally applied. This may include serious illness or situations
preventing the learner from completing the qualification.
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Process

Chase Business School will:

e Review the information and evidence submitted by the learner (or their
representative)

e Decide if special consideration is warranted

e Submit a completed Centre Report of Special Consideration Form to the Quality
Manager

e Ensure that only borderline or Referred work is submitted for consideration — not
work that meets the pass criteria but is below the learner’s usual standard

The Quality Manager will decide within 20 working days whether special consideration
should be applied. Possible outcomes include the award of a unit, certificate, or, where
the qualification cannot be completed, an exit award.

Reporting to CMI

Chase Business School is required to report all special consideration cases to CMI
using the official form included at the end of this procedure. The Quality Manager or
designated Auditor will review and provide feedback.

If there is suspicion of malpractice or maladministration, the procedures outlined in the
School’s Malpractice and Maladministration Policy will be followed.
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Centre Report of Special Consideration Form

This form must be completed when reporting any special consideration to CMI.

Centre Name

Centre Number

Contact Name

Contact address, phone number
and email

CMI Qualification Code Qualification Title

CMI Unit Code Unit Title

Learner Number Learner Name

Details of Special Consideration
Include the nature of the situation, when and to whom it was reported, and any
supporting evidence below.

Additional Information (if applicable)
Include any mitigating circumstances or other relevant details below.
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