School of Finance
S Incorporated by Royal Charter

Special Consideration Application Form
Financial Capability Qualifications

Before completing this form you should read the ifs Special Consideration policy which can be found in the Financial Capability
Handbook and ensure that you understand it.

If you have any queries please contact our Customer Support team on +44 (0)1227 818609 (option 3) or email
fca@ifslearning.ac.uk

SECTION 1 — CONTACT DETAILS
Centre Name

Centre Address

Student name/ student cohort

Student ifs number (note 1) and date of birth
(note 2)

SECTION 2 — SPECIAL CONSIDERATION REQUEST

Qualification (note 3)
Module (note 3)

Exam number [if not e-test] (note 3) and Date CH Date

CS Date of Birth

Please give all relevant details for special consideration of the above assessment (note 4)

Evidence to support the Special Consideration application (note 5)

Please list the documents you are providing.

PLEASE ATTACH ORIGINAL DOCUMENTS SECURELY TO THIS FORM —
PHOTOCOPIES ARE NOT ACCEPTABLE

Do you want the ifs to return the enclosed documents? Yes [ No [
If this application relates to an incident during the examination, was an examination conduct form completed and returned?

Yes [ No [
SECTION 3 - DECLARATION

[J 1 confirm that by completing and submitting this form | give consent for the ifs to process and return this data.

] 1 confirm that | have read the ifs Special Consideration policy and understand it.

L1 I confirm that to the best of my knowledge all the information that | have given is correct.

Exam Officer Signature (note 8) Date

OFFICE USE ONLY

Date form received

Approved [] Not approved [  Reason (evidence attached)

Action agreed

[0  Attempt discounted O Free re-sit

[ Result upgrade _ Details

Approved by (manager) Date Record updated by Date

The ifs School of Finance is a registered charity, incorporated by Royal Charter.



| School of Finance

Incorporated by Royal Charter

Guidance notes for completion of Special Consideration application form

Please read these notes carefully in conjunction with the ifs Special Consideration policy. If you do not have a copy of the
document please visit www.ifslearning.com/qualifications/regulations_and_policy forms or email us at
fcexams@ifslearning.ac.uk.

Section 1 - Contact details
Note 1 — ifs number

This number can be found on the examination register and most correspondence from the ifs School of Finance. The number is
prefixed by CS.

Note 2 — Date of birth

The student date of birth must be included on the form so that we are able to confirm the identity when processing your request.

Section 2 — Special consideration request
Note 3 — Exam details

Details as to the qualification, module and exam number to which this special consideration claim relates to can be found on
various letters/emails connected with the exam including the attendance register.

Note 4 — Circumstances for consideration
Please describe briefly the circumstances that have led to your application for special consideration.

The ifs recognises two major categories of circumstances that may form the basis for a claim for special consideration in cases
where the student sat the assessment, further details can be found in the ifs Special Consideration Policy.

«  Circumstances arising from aspects of the assessment process that are under the control of the ifs, eg disruption within the
assessment room, incorrect information supplied to the student, technical difficulties with the e-testing technology. Such
details should also be recorded on a Conduct of Examination Form.

«  Circumstances which, whilst affecting the student’s ability to perform to the best of his/her ability are nonetheless beyond the
control of the ifs, eg accident, sudden iliness on the day of the assessment, recent bereavement, external events with
severe unforeseen impacts. Each individual request for special consideration under this paragraph must be support by
appropriate independent evidence (eg from a doctor, specialist, employer, school) as appropriate, supplied to the ifs itself by
or on behalf of the student.

Note 5 — Evidence

Each request for special consideration must be supported by independent evidence.

The following are some of the types of evidence we will accept:

*  For a medical condition, a medical certificate/letter from your doctor or specialist.

»  Fordisturbance during the examination, an Examination Conduct Form must be completed and returned.

Except where a Conduct of Examination form is submitted by the invigilator, the ifs is not responsible for obtaining any evidence
but if you are not sure what to send we will provide advice on evidence that is acceptable. Please email us at
fcexams@ifslearning.ac.uk for further information.

Section 3 — Declaration

A simple declaration is included at the end of the form to confirm that the information that has been given is correct and true.
Note 8 — Signature

The registered examination officer must sign the application form. Forms that are not signed will be rejected and returned.
Please submit your completed application form to:

FE Operations

ifs School of Finance
IFS House

4 — 9 Burgate Lane
Canterbury

Kent CT1 2XJ
United Kingdom

The ifs School of Finance is a registered charity, incorporated by Royal Charter.


http://www.ifslearning.com/qualifications/regulations_and_policy_forms
mailto:fcexams@ifslearning.ac.uk
mailto:fcexams@ifslearning.ac.uk

