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This guide demonstrates how to quickly and easily submit a special
consideration request via Interchange for an individual or multiple
candidates entered for a 14-19 qualification.

https://interchange.ocr.org.uk

Remember:
® Requests concerning timetabled exams should be submitted within
seven days of the last exam in the series in that subject.

® Please submit requests concerning coursework/controlled
assessment as soon as you are aware of a problem affecting the
assessment.

For more information about the regulations and guidance surrounding
special consideration applications, see the JCQ website.
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Log in to Interchange

Log in to Interchange, hover over ‘'Special consideration’in the left-hand
menu and click on ‘Special consideration online’

Choose ‘Special consideration’ from left-hand menu
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e ke 1| PeCial Consideration Online homepage
— select your application type

You will then see the Special Consideration Online homepage. From
here, you can:

® Submit a request for present but disadvantaged candidates

® Submit a request for absent candidates

® Submit a request related to coursework or controlled assessment

(including practicals and orals) Special Consideration Online homepage
® View previously submitted requests for your centre.
ial Consideration Online
To get started, follgw the in§tructions fpr either individual starting on — . e
page 5 or for multiple candidates starting on page 22. Sassisl Cusibdesntion Ooiln
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s Individual candidates

Special Consideration Online homepage

The following pages guide you through each of the required steps for
special consideration applications for individual candidates.

For individual candidates, you can:
® Submit a request for present but disadvantaged candidate

® Submit a request for absent candidate

® Submit a request related to coursework or controlled assessment
(including practicals and orals)

of the absence
.mponent(s)

® View previously submitted requests for your centre.

Multiple candidates

Select candidates
details of disa:

‘:and submit the apblication

Absent candidates
Select unit/componeht
Select candidates

Coursework applications
Selectaseries

Select unit/component
Select candidates
Coursework details
Summary details

Application details — accepted, rejected, pending 39
View submitted applications 40

Further support 41
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Present but disadvantaged candidates

Use this option if a candidate took a 14-19 qualification assessment, but
was disadvantaged by unforeseen circumstances beyond their control.

First, select a series from the dropdown list. This is the series within
which the assessment took place (for example, June 2012).

Note — Applications for special consideration must be made within a
designated application window, which is different for each series. If the
series you would like to submit an application for does not appear in
the dropdown list for selection, it may be that the application window
for that series has now closed. Check the Special Consideration Online
homepage for a list of all application window dates, by series.

Next, you will need to select the number of candidates you are
submitting an application for — a single candidate or multiple candidates.

Note - This section of the guide is designed to support the submission

of special consideration applications for individual candidates. If you'd
like to submit an application for multiple candidates, see page 22.

Choose series and single or multiple candidate application

tae e il A |

Select series and single or multiple candidate application
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You will then need to tick the declaration box, to confirm that the
candidate you are submitting an application for was present but
disadvantaged at the time of the assessment, before clicking on

the ‘Next'button at the bottom of the page. If you do not tick the
declaration box, you will not be permitted to continue with the
application.

Declaration

|r_] 1 confirm that the candidate(s) were present but disadvantaged at the time of the assessment

You rmust ek the confirmiation box in order (o proceed

_Back | e |
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Select a candidate

Next, you will need to select the affected candidate for whom you'd like
to submit an application. You can find this candidate in Interchange
using the search terms provided: Cand. No,, Surname, Forename, DOB, UCI
or ULN.

Select a candidate
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Once you have entered one or more search terms, click on the ‘Search’
button to display the matching candidate details.

Note — If more than one candidate appears (for example, if you used
‘Surname’as the search term and more than one candidate at your
centre has the same surname) you can rearrange your search results by
clicking on any of the column headings: Cand. No., Surname, Forename,
Gender, DOB, UCl or ULN.

If you have several results spanning multiple pages, you can scroll

through each page using the arrows.

If you cannot see the candidate you need in this list, it may be that
the candidate does not have any entries for the selected series. If you
believe this is incorrect, please contact the OCR Special Requirements

Team on 01223 552505.

Next, select the relevant candidate by clicking on the row containing
their details. The selected row will be highlighted in yellow.

Note — You can only select one candidate. If you need to submit a
request for more than one candidate, see page 22.
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When you are satisfied that you have selected the correct candidate,
click the 'Next'button at the bottom of the page.

https://interchange.ocr.org.uk
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Provide details of the disadvantaged candidate

You will then see the ‘Provide details of disadvantage’page. This page is
splitinto four key sections:

® Summary - This shows the series, type of request and the details of
the affected candidate. If any of these details are incorrect, you
can click the'Back’button at the bottom of the page to go back and
amend them.

® Fnter details of disadvantage — In this section you will need to answer
some questions about the candidate’s disadvantage. All fields
require an answer.

® Type of disadvantage — Similar to the 'Enter details of disadvantage’
section; you will need to select an option from the dropdown list.

Note - If none of the options in the dropdown list are appropriate,
select'Other causes of possible disadvantage’

® Details of disadvantage — This is a text box for you to add further
details of the candidate’s disadvantage. The text box has a 300
character limit, with a character countdown telling you how many
you have left to use. You must provide information here. You will
not be permitted to continue with the application until you provide
details.

Once you have checked and completed each section of the page, click
on the ‘Next’'button at the bottom of the page.

Provide details of the disadvantaged candidate

[ ——
Provide details of disadvantage
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Special Consideration Online homepage

The next page is split into two sections: Note - If you cannot see the unit(s)/component(s) you require on
this page, it may be that this candidate does not have any entries for
® Summary —The summary on this page includes details of the the unit(s)/component(s) in the selected series. If you believe this is
candidate as well as the information you entered about the incorrect, please contact the OCR Special Requirements Team on
candidate’s disadvantage on the previous page. Please check these 01223 552505.

details carefully. If any of these details are incorrect, you can
click on the‘Back’button at the bottom of the page to go back and
amend them.

of the absence

® Select the unit(s)/component(s) for which the candidate was
disadvantaged — Here you will see a list of all the 14-19 qualification
units/components the candidate has entries for in the selected series,
for which an application for special consideration can be made. To
select a unit/component, click in the tick box of the relevant row
before clicking on the ‘Next’button at the bottom of the page.

Multiple candidates 22 Select unit(s)/component(s)
Pr ‘éntbutdisadvantaged candidates 23
Select unit/component 2%
S :étcandidates 25 s e
Provide details of disadvantage 26 Sulsct uni(s)comgonsrlis)
Confirm and submit the application 27 PR
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Confirm and submit the application

You will then see the 'Summary details' page. This will show you a
complete summary of your application: the type of request, series,
candidate details, details of the disadvantage and the unit(s)/
component(s) affected. Please check these details carefully. If any of
these details are incorrect, you can click on the ‘Back’button at the
bottom of the page to go back and amend them.

Once you have checked these details and are happy that all the
information listed is correct, please click in the declaration tick box,
before clicking on the ‘Confirm’ button at the bottom of the page.

Note — Please check all details of your application carefully as you

will not be able to amend them once you have clicked ‘Confirm’and
submitted your application. If you have submitted an application in
error, please contact the Special Requirements team on 01223 552505
as soon as possible.

Confirm and submit the application
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Absent candidates

Use this option for a candidate who is certificating in the current series
but was absent from a 14-19 qualification assessment.

First, select a series from the dropdown list. This is the series within
which the assessment took place (for example, June 2012).

Note — Applications for special consideration must be made within a
designated application window, which is different for each series. If the
series you would like to submit an application for does not appear in
the dropdown list for selection, it may be that the application window
for that series has now closed. Check the Special Consideration Online
homepage for a list of all application window dates, by series.

Next, you will need to select the number of candidates you are
submitting an application for — a single candidate or multiple
candidates.

Note - This section of the guide is designed to support the submission
of special consideration applications for individual candidates. If you'd
like to submit an application for multiple candidates, see page 22.

Choose series and single or multiple candidate application

Select series and single or multiple candidate application

Pt .l abrert

e Petpa

You will then need to tick the declaration box, to confirm that the
candidate you are submitting an application for was absent from

the assessment, before clicking on the ‘Next' button at the bottom of
the page. If you do not tick the declaration box, you will not be
permitted to continue with the application.

Declaration

|£| I confirm that the Jidate(s) were not p t at the time of the assessment

You must lick the conflinmation box in order o proceed

_Back | _Nex |
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Select a candidate

Next, you will need to select the affected candidate for whom youd like
to submit an application. You can find this candidate in Interchange
using the search terms provided: Cand. No., Surname, Forename, DOB,
UClor ULN.

Select a candidate

Cami ne T s Forsra - o8 e s
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Once you have entered one or more search terms, click on the ‘Search’
button to display the matching candidate details.

Note — If more than one candidate appears (for example, if you used
‘Surname’as the search term and more than one candidate at your
centre has the same surname) you can rearrange your search results by
clicking on any of the column headings: Cand. No, Surname, Forename,
Gender, DOB, UCl or ULN.

If you have several results spanning multiple pages, you can scroll
through each page using the arrows.

If you cannot see the candidate you need in this list, it may be that the
candidate does not have any entries for the selected series. If you believe
this is incorrect, please contact the OCR Special Requirements Team on
01223 552505.

Next, select the relevant candidate by clicking on the row containing
their details. The selected row will be highlighted in yellow.

i - P

Tow st cotam [

Candne.® Bt L Coninr oos [ ww

DD — ——

Note — You can only select one candidate. If you need to submit a
request for more than one candidate, see page 22.

When you are satisfied that you have selected the correct candidate, click
the ‘Next’button at the bottom of the page.

https://interchange.ocr.org.uk
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You will then see the 'Absence details' page. This page is split into three Provide details of the absence
key sections:

® Summary —This shows the series, type of request and details of the
absent candidate. If any of these details are incorrect, you can click ~ assence detaits

the ‘Back’button at the bottom of the page to go back and amend Wy

them. TV P DS R L. =
e ® fnter detallsl of absence - In this §ect|<?n you will neeq to answer - e

some questions about the candidate’s absence. All fields require an S —

answer. AT

_l.‘n—li ]
® Reason for absence —This is a text box for you to add further details of

the candidate’s absence. The text box has a 300 character limit, with ot SO
a character countdown telling you how many you have left to use. o
You must provide information here. You will not be permitted to

o v

continue with the application until you provide details. i
Aeanon for abesnce
g‘u't'ple can.d'dates : 2 Once you have checked and completed each section of the page, click i
resent but disadvantaged candidates 23 , ;
el WY o s e 54 on the ‘Next'button at the bottom of the page. i
Select candidates 25 sty it
Provide details of disadvantage 26 Jo—
Confirm and submit thgﬁz‘a'p‘plication 27
Absent candidates 28 —
Select"unit/componen't‘ """""""" 29
Select candidatess 30
Provide details of the absence 31
Confirm and submit the application 32
33
Select a series 34
Select unit/componenf """" 35
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Coursework details 37
Summary details 38
Application details - accepted, rejected, pending 39
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Further support 41

https://interchange.ocr.org.uk




Interchange

Special Consideration Online

guide

Introduction

Log in to Interchange

Special Consideration Online homepage

of the absence

Multiple candidates 22
Pr ‘éntbutdisadvantaged candidates 23
Select unit/component 2%
Select candidates 25
Provide details of disadvantage 26
Conﬂrm and submitthg;{aﬁéplication 27

Absent candidates 28
“S‘é'lué&ﬂnit/componen't‘ """"""""" 29
Se candidatess 30
Provide details of the absence 31
m and submit the application 32

33
34
35
36
37
38

Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41

Select unit(s)/component(s)

The next page is split into two sections:

® Summary —The summary on this page includes details of the
candidate as well as the information you entered about the
candidate’s absence on the previous page. Please check these details
carefully. If any of these details are incorrect, you can click on the
‘Back’button at the bottom of the page to go back and amend them.

® Select the unit(s)/component(s) for which the candidate was absent —
Here you will see a list of all 14-19 qualification units/components
the candidate has entries for on the selected assessment date, for
which an application for special consideration can be made. To select
a unit/component, click in the tick box of the relevant row before
clicking on the 'Next'button at the bottom of the page.

Note — When submitting an application for special consideration for
absent candidates, only the units/components that were assessed on
the date of absence will appear for selection on this page.

If a candidate was absent for assessments on more than one date, you
will need to submit a separate application for special consideration for
each assessment date.

Note - If you cannot see the unit(s)/component(s) you require on this
page, it may be that this candidate does not have any entries for units/
components that were assessed on the selected date. If you believe
that this is incorrect, please contact the OCR Special Requirements
Team on 01223 552505.

Select unit(s)/component(s)
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You will then see the 'Summary details’ page. This will show you a
complete summary of your application: the type of request, series,
candidate details, details of the absence as well as the unit(s)/
component(s) affected. Please check these details carefully. If any of
these details are incorrect, you can click on the ‘Back’button at the
bottom of the page to go back and amend them.

Once you have checked these details and are happy that all the
information listed is correct, please click in the declaration tick box,
before clicking on the ‘Confirm’button at the bottom of the page.

of the absence

Note — Please check all details of your application carefully as you

will not be able to amend them once you have clicked ‘Confirm’and
submitted your application. If you have submitted an application in
error, please contact the Special Requirements team on 01223 552505
as soon as possible.

Multiple candidates 22 § . o
Present but disadvantaged candidates 23 Confirm and submit the application
Select unit/component 24
Select candidates 25
Provide details of disadvantage 26 e rre—ee—
Confirm and submit thgﬁz‘a:é:plication 27 Summary details
Absent candidates 28 Summary
Select"unit/componen't‘ """""""" 29 ' - - - - - -
Select candidates 30 = ) _' g e ’ :#ﬂ o —
Provide details of the absence 31 ::__mm‘ L -
Confirm and submit the application 32 Hars oo et et v g S o s,

33 PP —————
Select a series 34 o —
Select unit/componenf """" 35 S SIS ——
Select candidates 36 e b —
Coursework details 37
Summary details 38 B S——"
Application details - accepted, rejected, pending 39 ] e |
View submitted applications 40
Further support 41 v 35 101
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Use this option to:

@ Notify OCR of a coursework/controlled assessment shortfall due to
circumstances beyond the candidate’s control

® Notify OCR of coursework/controlled assessment completed but lost
due to circumstances beyond the candidate’s control

® Notify OCR of completed coursework/controlled assessment that was
unintentionally damaged

® Request an extension to the coursework/controlled assessment
deadline

To get started, click on the button for the service you require.

Coursework applications

Multiple candidates 22

Present but disadvantaged candidates 23

Select unit/component 24

Select candidates 25

Provide details of disadvantage 26

Confirm and submit the application 27 Coursework applications

Absent candidates 28 s o o

Select unit/component 29 =t =

Select candidates 30 e . | B
Provide details of the absence 31 e — .
Confirm and submit th'gg'p‘plication 32 = -

Coursework applicatiopﬂs """ B mw o Rsquest Coursmworcortrubed
Select a series 34

Select unit/componenf """" 35 Demeged ook Ll
Select candidates 36

Coursework details 37 R

Summary details 38

Application details - accepted, rejected, pending 39

View submitted applications 40

Further support 41
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First, select a series from the dropdown list. This is the series within which
the assessment took place (for example, June 2012).

Note — Applications for special consideration must be made within a
designated application window, which is different for each series. If the
series you would like to submit an application for does not appear in
the dropdown list for selection, it may be that the application window
for that series has now closed. Check the Special Consideration Online
of the absence homepage for a list of all application window dates, by series.

Next, you will need to select the number of candidates you are
submitting an application for — a single candidate or multiple candidates,
before clicking on the ‘Next'button at the bottom of the page.

Note —This guide is designed to support the submission of special
consideration applications for individual candidates. If youd like to

Multiple candidates 22 submit an application for multiple candidates, see page 22.
Present but disadvantaged candidates 23
Select unit/component % Choose series and single or multiple candidate application
Select candidates 25
Provide details of disadvantage 26 al Consideration Online
Conﬂrm and submit thgﬁz‘a:é:plication 27
Absent candidates 28 e N A oo - m— — Y X o)
Select unit/component 29 Select series and single or multiple candidate application
Se candidatess 30 S oo i sk i
Provide details of the a 3 e
32 . Jure 3011 5
33
Select a series 34 Candidate(s)
Select unit/componenf """" 35 ® Single Candidate
Select candidates 36 . —
:C:cigfsework details 37 G ea o
Summary details 38
........... . |
Application details - accepted, rejected, pending 39
View submitted applications 40 Versn: 201068 1061

Further support 41
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Select a candidate

Next, you will need to select the affected candidate for whom youd like
to submit an application. You can find this candidate in Interchange
using the search terms provided: Cand. No., Surname, Forename, DOB,
UClor ULN.

Select a candidate

Tro & s o e b S ame 2011

- ol - Vi 1 18

—

Once you have entered one or more search terms, click on the ‘Search’
button to display the matching candidate details.

Note — If more than one candidate appears (for example, if you used
‘Surname’as the search term and more than one candidate at your
centre has the same surname) you can rearrange your search results by
clicking on any of the column headings: Cand. No., Surname, Forename,
Gender, DOB, UCl or ULN.

If you have several results spanning multiple pages, you can scroll
through each page using the arrows.

If you cannot see the candidate you need in this list, it may be that the
candidate does not have any entries for the selected series. If you believe
this is incorrect, please contact the OCR Special Requirements Team on
01223 552505.

Next, select the relevant candidate by clicking on the row containing
their details. The selected row will be highlighted in yellow.

e g

Select candidate
Summary
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Swlest e cansutatois) sMoctvd
Cisdna Sumame Farrame ] wn
[ [ [ i |
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x et a1 R
KT AEarare ardtiare | EX U] BTN RSO TR MR
Xn e Lardlarw | 1150008 u SR HEMUOMO0 €2 PR
a8 CandtEaanane Cartfiare 11158 40 v AL TSNS INOTRRETS
ey T, Coardbare | TIRE 4 '] ANLIND  MPNINSENE SIRETRLES
n Env— i e U st smAmson wrnmsr
! e Cardiarwt EJ1500 u AL L R E L B b O
e Lt Lardlarw 8158 F WD MRMNMOR 90480 1Y
- agut il - - Wow 1 W0ef 1 20

Note — You can only select one candidate. If you'd like to submit an
application for multiple candidates, see page 22.

When you are satisfied that you have selected the correct candidate, click
the ‘Next'button at the bottom of the page.
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The next page is split into two sections: Select unit(s)/component(s)
® Summary — The summary on this page includes details of the Special Consideration Online
candidate as well as the series and type of application. Please check
these details carefully. If any of these details are incorrect, you can L Lt B e o S ————. 4% Pt s
click on the ‘Back’ button at the bottom of the page to go back and Select unit(s)'component(s)
amend them. Summary
Cand no. Sumame Forename ‘Gandar ooB [F=1] UL
of the absence ® Select the unit(s)/component(s) of which the coursework was affected o e S . tuosens — —
— Here you will see a list of all the 14-19 qualification coursework/ b A v 2ot
controlled assessment units/components the candidate has
entries for in the selected series, for which an application for special i - e
consideration can be made. To select a unit/component, click in the S e T e —_—
tick box of the relevant row before clicking on the ‘Next'button at the r Ass 12 Conolod Assesuman - Posta Modecabon Na
F ASEANZ? Controlen Asspssment - Prcal Modeason N
bottom of the page. r w2001 Ackttonal Serece A U S Prachcn brsssquion) A
[Back] em |
Multiple candidates 22 Note - If you cannot see the unit(s)/component(s) you require on this
Present but disadvantaged candidates 3 page, it may be that the candidate does not have any entries for the ¢
Select unit/component 24 unit(s)/component(s) in the selected series. If you believe this is incorrect, e
Select candidates 5 please contact the OCR Special Requirements Team on 01223 552505.
Provide details of disadvantage 26
Conﬂrm and submit thgﬁz‘a:é:plication 27
Absent candidates 28
“S‘é'lué&ﬂnit/componen't‘ """"""""" 29
Se candidatess 30
Provide details of the absence 31
m and submit the application 32
33
34
35
36
37
38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41
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Coursework details

You will then see the ‘Coursework details’ page. This page is split into
three key sections:

® Summary — This shows the series, type of request and details of the
absent candidate. If any of these details are incorrect, you can click
the ‘Back’button at the bottom of the page to go back and amend
them.

® Enter coursework details — In this section you will need to answer some
questions about the candidate’s coursework. All fields require an
answer.

® Details of the shortfall/loss/extension/damage to coursework — This is a
text box for you to add further details of the candidate’s coursework
situation. The text box has a 300 character limit, with a character
countdown telling you how many you have left to use. You must
provide information here. You will not be permitted to continue
with the application until you provide details.

Once you have checked and completed each section of the page, click
on the 'Next’button at the bottom of the page.

Enter details of the shortfall/loss/extension/damage to coursework

ation Online

Home © Cosrsewor  Lamages coursswork

Coursework details

& tep . Fren page

a3 - -

Trpe: A candidate wi damaged cowsewah.

UnitCompenent name

AS5102 Contolled Assessmert  Postal Modersbon WA

Enter coursework details

[P —

Wonaliolitn i

T e T Yes
Was the candidate’s work sanitored whilst in pragrass?

© e ves

Was the damage pan of the candidate?

T He T Y

Record the details of how the damage occurred.

Vemon 381058 1361
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You will then see the 'Summary details' page. This will show you a Confirm and submit the application
complete summary of your application: the type of request, series,
candidate details, details of the coursework as well as the unit(s)/ Special C eration Online
component(s) affected. Please check these details carefully. If any of
these details are incorrect, you can click on the ‘Back’ button at the O A B S ————————— Rz oo,
bottom of the page to go back and amend them. Summary detalls
Summary
Once you have checked these details and are happy that all the Canano Sumame f— s 008 vor un
of the absence information listed is correct, please click in the declaration tick box, - — “ i — ——
before clicking on the ‘Confirm’ button at the bottom of the page. Trve: Acantise w damaged comsawock Sertes: hme 207
ias all of damaged? o [
Note — Please check all details of your application carefully as you s
will not be able to amend them once you have clicked ‘Confirm’and = e
submitted your application. If you have submitted an application in error, [rm— warta
please contact the Special Requirements team on 01223 552505 as soon oy waay e
as possible. UnitComponentcode [P — Sp—
Multiple candidates 22 o g e e =
Present but disadvantaged candidates 23
Select unit/component 2% N
Select candidates 25 = AR i i
Provide details of disadvantage 26 L) s
Conﬂrm and submit thgﬁz‘a:é:plication 27
Absent candidates 28 et
Select unit/component 29
Se candidatess 30
Provide details of the absence 31
m and submit the application 32
33
34
35
36
37
38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41

https://interchange.ocr.org.uk




Interchange

Special Consideration Online

guide

Introduction 2
Log in to Interchange 3
Special Consideration Online homepage 4

of the absence

.mponent(s)

Multiple candidates

Present ‘but disadvan:t:a:ééc:i:c:andidates

'Séié'ct"u‘nit/component

Select candidates

Prowde details of disédi;éhfége

Con m and submit :th'é“z‘apblication

Absent candidates

Select unit/componéht

Select candidates

Select unit/component
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Further support

Multiple candidates

The following pages guide you through each of the required steps for
special consideration applications for multiple candidates.

For multiple candidates, you can:
® Submit a request for present but disadvantaged candidates
® Submit a request for absent candidates

® Submit a request related to coursework or controlled assessment
(including practicals and orals)

® View previously submitted requests for your centre.
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Present but disadvantaged candidates

Use this option if candidates took a 14-19 qualification assessment, but
were disadvantaged by unforeseen circumstances beyond their control.

First, select a series from the dropdown list. This is the series within which
the assessment took place (for example, June 2012).

Note — Applications for special consideration must be made within a
designated application window, which is different for each series. If the
series you would like to submit an application for does not appear in
the dropdown list for selection, it may be that the application window
for that series has now closed. Check the Special Consideration Online
homepage for a list of all application window dates, by series.

Next, you will need to select the number of candidates you are

submitting an application for — a single candidate or multiple candidates.

Note — This section of the guide is designed to support the submission
of special consideration applications for multiple candidates. If you'd
like to submit an application for an individual candidate, see page 5.
Choose series and single or multiple candidate application

Special Consideration Online

OCR™

- Home © Absent canddates i Hew . Prnipage

Select series and single or multiple candidate application

R st Soeci

cadales why e sevies bl were

Serles

Junw 2011 2]

Candidata{s)

# Single Candidate
" Multipls Candidates

You will then need to tick the declaration box, to confirm that each
candidate you are submitting an application for was present but
disadvantaged at the time of the assessment, before clicking on the ‘Next’
button at the bottom of the page. If you do not tick the declaration
box, you will not be permitted to continue with the application.

Declaration

| confirm that the candidate(s) were present but disadvantaged at the time of the assessment

‘You must tick the confirmation box in order to proceed

_Back | Next |
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Select unit/component

Next, select the unit/component for which the candidates were
disadvantaged.

Note - If the candidates were disadvantaged for more than one
unit/component, please submit a separate application for each affected
unit/component. You cannot select more than one unit/component
in a single application.

All the 14-19 qualification unit/components you have submitted
entries for in the selected series, for which an application for special
consideration can be made will appear on this page. To select a unit/
component, click on the row containing the relevant details. The
selected row will be highlighted in yellow.

Select unit/component

T ——

Seloct unitiscomponent(s)

i v i

Note — If you have entered for multiple units/components, you can
rearrange the list by clicking on any of the column headings to find the
unit/component youd like to submit an application for: Unit/Component
code, Unit/Component title or Exam date(s). Alternatively, you can search
for the relevant unit/component by entering a unit/component code in
the search box provided and clicking on the ‘Search’button.

When you are satisfied that you have selected the correct unit/component,
click the 'Next'button at the bottom of the page.

Note - If you cannot see the unit/component you require on this page,
it may be that you do not have any entries for the unit/component in
the selected series. If you believe this is incorrect, please contact the OCR
Special Requirements Team on 01223 552505.
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Select candidates

Once you have selected the unit/component, you will need to select the
affected candidates for whom you'd like to submit an application. You
will see a list of all candidates entered for the selected unit/component
in the selected series.

Note —The list is automatically arranged by candidate number. However,
you can rearrange the list by clicking on any of the column headings:
Cand. No., Surname, Forename, Gender, DOB, UCI or ULN.

If you have several results spanning multiple pages, you can scroll
through each page using the arrows.

If you cannot see the candidate(s) you need in this list, it may be that
they have no entries for the selected unit/component in the selected
series.

To select a candidate, click in the tick box in the row containing their
details. The selected row will be highlighted in yellow.

Select candidates

P

Select candidate

‘Summary.

AL rmer et inde ALempres reme Lo drtainl

_— s —

L I e o S hw

Salect the candidale(s) s¥ecled

¥ Casd s Barrer Formmemy Gender 008 ut LM
L L — — » R I — -
L o — e —— F ATWTIRD S — ——

ﬂ-ﬁ o ~

E <]

Note — Any candidates that are shown as‘greyed out;, with no tick box,
will not be available for selection. This means an application has already
been submitted for this candidate. If you believe this is incorrect, please
contact the OCR Special Requirements Team on 01223 552505.

Continue to select all affected candidates and, once you are satisfied that
you have selected all the correct candidates, click on the ‘Next’button at
the bottom of the page.
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You will then see the 'Provide details of disadvantage’ page. This pageis  Provide details of the disadvantaged candidates
split into four key sections:

® Summary — This shows the series, type of request, unit/component
information as well as the details of the affected candidates. If any

. . H 1 7 N
of these details are incorrect, you can click the ‘Back’button at the e - =
bottom of the page to go back and amend them. i = -
Tore St e Serw hew 1T
of the absence ® Fnter details of disadvantage — In this section you will need to answer e
some questions about the disadvantage that affected the selected e
candidates. All fields require an answer. s [ ey
® Type of disadvantage — Similar to the 'Enter details of disadvantage’ ——
section; you will need to select an option from the dropdown list. e
Note — If none of the options in the dropdown list are appropriate, select S

Multiple candidates 2 ‘Other causes of possible disadvantage’ R a
Present but disadvantaged candidates 23 PRRP—
Select unit/component 24 ® Details of disadvantage — This is a text box for you to add further details o
Select candidates 25 of the disadvantage that affected the candidates. The text box has a
Provide details of disadvantage 2% 300 character limit, with a character countdown telling you how many pmaer—— .
Confirm and submit the application 27 you have left to use. You must provide information here. You will
Absent candidates 28 not be permitted to continue with the application until you provide S
Selectuunit/component """"""" 29 details.
Select candidates 30
Provide details of the absence = Once you have checked and completed each section of the page, click
Confirm and submit th 32

on the 'Next'button at the bottom of the page.

33
Select a series 34
Select unit/componenf """" 35
Select candidates 36
Coursework details 37
Summary details 38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41
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You will then see the 'Summary details' page. This will show you a Note — Please check all details of your application carefully as you
complete summary of your application: the type of request, series, will not be able to amend them once you have clicked ‘Confirm’'and
candidate details, details of the disadvantage and the unit/component submitted your application. If you have submitted an application in error,
affected. Please check these details carefully. If any of these details are  please contact the Special Requirements team on 01223 552505 as soon
incorrect, you can click on the‘Back’button at the bottom of the page as possible.

to go back and amend them.

Once you have checked these details and are happy that all the
of the absence information listed is correct, please click in the declaration tick box,
before clicking on the ‘Confirm’button at the bottom of the page.

Confirm and submit the application

o D LA e . —._ .71, P
Summary details

Multiple candidates 22 —
Present but disadvantaged candidates 23 o cie e
Select unit/component 24 e [re—— -
Select candidates 25 Tron Pomoms st et -
Provide details of disadvantage 26 Date prable nccurrescr began 1747111 e
Conﬂrm and submitthgﬁz‘a:éplication 27 e - I ——
Absent candidates 28 S —
“S‘é'lué&ﬂnit/componen't‘ """"""""" 29 s e .;: 3
Se candidatess 30 o
Provide details of the a 3 + Consomana

32 . Confirm and submit he applicatior.

33 -

34 e | _corom |

35

36

37

38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41
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Absent candidates

Use this option for candidates who are certificating in the current series  You will then need to tick the declaration box, to confirm that each
but were absent from a 14-19 qualification assessment. candidate you are submitting an application for was absent from

the assessment, before clicking on the ‘Next'button at the bottom of
First, select a series from the dropdown list. This is the series within which  the page. If you do not tick the declaration box, you will not be
the assessment took place (for example, June 2012). permitted to continue with the application.

Note — Applications for special consideration must be made within a Declaration

designated application window, which is different for each series. If the

. . . . . . | confirm that the candidate(s) were not present at the time of the assessment
series you would like to submit an application for does not appear in

the dropdown list for selection, it may be that the application window You must tick the confirmation box in order to proceed
for that series has now closed. Check the Special Consideration Online
homepage for a list of all application window dates, by series. Back | Next |

Next, you will need to select the number of candidates you are
submitting an application for — a single candidate or multiple candidates.

Note — This section of the guide is designed to support the submission
of special consideration applications for multiple candidates. If you'd
like to submit an application for an individual candidate, see page 5.

Choose series and single or multiple candidate application

sideration Online

* Home . Absert canccaes

Select series and single or multiple candidate application

Flequest Sgecal Considersbon for Candates who are certhcmng.

Saries

June 2011 5

Candidate(s)

Single Carcitate
® Ml Candicates.
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Select unit/component

Next, select the unit/component for which the candidates were absent.

Note — If the candidates were absent from more than one unit/component,
please submit a separate application for each affected unit/component.
You cannot select more than one unit/component in a single
application.

All the 14-19 qualification units/components you have submitted
entries for in the selected series for which an application for special
consideration can be made will appear on this page. To select a unit/
component, click on the row containing the relevant details. The
selected row will be highlighted in yellow.

Select unit/component

R

Note - If you have entered for multiple units/components, you can
rearrange the list by clicking on any of the column headings to find the
unit/component youd like to submit an application for: Unit/Component
code, Unit/Component title or Exam date(s). Alternatively, you can search
for the relevant unit(s)/component(s) by entering a unit/component
code in the search box provided and clicking on the ‘Search’button.

When you are satisfied that you have selected the correct unit/
component, click the ‘Next'button at the bottom of the page.

Note - If you cannot see the unit/component you require on this page,
it may be that you do not have any entries for the unit/component in
the selected series. If you believe this is incorrect, please contact the OCR
Special Requirements Team on 01223 552505.
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Once you have selected the unit/component, you will need to select the  Note — Any candidates that are shown as ‘greyed out, with no tick box,

affected candidates for whom you'd like to submit an application. You will not be available for selection. This means that an application has
will see a list of all candidates entered for the selected unit/component  already been submitted for this candidate. If you believe this is incorrect,
in the selected series. please contact the OCR Special Requirements Team on 01223 552505.

Note —The list is automatically arranged by candidate number. However,  Continue to select all affected candidates and, once you are satisfied that
you can rearrange the list by clicking on any of the column headings: you have selected all the correct candidates, click on the ‘Next'button at
Cand. No,, Surname, Forename, Gender, DOB, UCI or ULN. the bottom of the page.

of the absence

If you have several results spanning multiple pages, you can scroll
through each page using the arrows.

If you cannot see the candidate(s) you need in this list, it may be that
they have no entries for the selected unit/component in the selected

series.
Multiple candidates 22 To select a candidate, click in the tick box in the row containing their
Present but disadvantaged candidates 3 details. The selected row will be highlighted in yellow.
Select unit/component 2 Select candidates
Select candidates 25
Provide details of disadvantage 26
Conﬂrm and submit thgﬁz‘a:é:plication 27
Absent candidates 28
“S‘é'lué&ﬂnit/componen't‘ """"""""" 29
Se candidates 30
e details of the absence 31
DT A N 3 E | S — Baries. w3011
33 Seiect the candidatols) aflocted
34 o i b e i oo un
35 - —— — —— Ry
36
37
38
Application details - accepted, rejected, pending 39 e e
View submitted applications 40 ] |
Further support 41
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Provide details of the absence

You will then see the ‘Absence details' page. This page is split into three
key sections:

® Summary — This shows the series, type of request, unit/component
information as well as the details of the affected candidates. If any
of these details are incorrect, you can click the ‘Back’button at the
bottom of the page to go back and amend them.

® Fnter details of absence — In this section you will need to answer some
questions about the candidates’absence. All fields require an answer.

® Reason for absence — This is a text box for you to add further details
of the reason for the candidates'absence. The text box has a 300
character limit, with a character countdown telling you how many you
have left to use. You must provide information here. You will not be
permitted to continue with the application until you provide details.

Once you have checked and completed each section of the page, click
on the 'Next’button at the bottom of the page.

Provide details of the absence

dradomoners name.

o e Paper el

Bt s 3001

Endur dwlaibs of sbsence
L ]

Cate ot atmmnce. ]

e
T cand i cui canog = e et veties T

e e
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You will then see the 'Summary details' page. This will show you a
complete summary of your application: the type of request, series,
candidate details, details of the absence and the unit/component
affected. Please check these details carefully. If any of these details are
incorrect, you can click on the ‘Back’button at the bottom of the page
to go back and amend them.

Once you have checked these details and are happy that all the
of the absence information listed is correct, please click in the declaration tick box,
before clicking on the ‘Confirm’button at the bottom of the page.

Note — Please check all details of your application carefully as you

will not be able to amend them once you have clicked ‘Confirm’and
submitted your application. If you have submitted an application in error,
please contact the Special Requirements team on 01223 552505 as soon

as possible.
Multiple candidates 22
Present but disadvantaged candidates 23 Confirm and submit the app/ication
Select unit/component 24
Select candidates 25
Provide details of disadvantage 26
Confirm and submit the application 27 e AT e
»»»»»»»»»» g Summary details
Absent candidates 28 Nihi
Select unit/component 29 po—— i o
Select candidatess 30 o Vot P o
Provide details of the absence 31 e Y
Confirm and submit the application 32 ST SR
3 w2 R
Select a series 34
Select unit/componenf """" 35 I
Select candidates 36
Coursework details 37 PSR
Summary details 38 | o |
Application details - accepted, rejected, pending 39
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Coursework applications

Use this option to:

@ Notify OCR of a coursework/controlled assessment shortfall due to
circumstances beyond the candidates’ control

® Notify OCR of coursework/controlled assessment completed but lost
due to circumstances beyond the candidates’ control

® Notify OCR of completed coursework/controlled assessment that was
unintentionally damaged

® Request an extension to the coursework/controlled assessment
deadline.

To get started, click on the button for the service you require.

Coursework applications
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Select a series

First, select a series from the dropdown list. This is the series within which
the assessment took place (for example, June 2012).

Note — Applications for special consideration must be made within a
designated application window, which is different for each series. If the
series you would like to submit an application for does not appear in
the dropdown list for selection, it may be that the application window
for that series has now closed. Check the Special Consideration Online
homepage for a list of all application window dates, by series.

Next, you will need to select the number of candidates you are
submitting an application for — a single candidate or multiple candidates,
before clicking on the ‘Next'button at the bottom of the page.

Note — This section of the guide is designed to support the submission

of special consideration applications for multiple candidates. If you'd
like to submit an application for individual candidates, see page 5.

Choose series and single or multiple candidate application

Online

Home - Goursewan - Shotlel m coursewarh il tep i P page
Select series and single or multiple candidate application

ooty OCH of | controled e  contiol
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Next, select the unit/component of which the coursework was affected.  Note — If you have entered for multiple units/components, you can
rearrange the list by clicking on any of the column headings to find the

""""""""""" Note - If this affects more than unit/component, please submit a unit/component youd like to submit an application for: Unit/Component
separate application for each unit/component. You cannot select more  code, Unit/Component title or Exam date(s). Alternatively, you can search
than one unit/component in a single application. for the relevant unit/component by entering a unit/component code in

444444444444 icati the search box provided and clicking on the ‘Search’button.
All the 14-19 qualification coursework/controlled assessment units/

components you have submitted entries for in the selected series for When you are satisfied that you have selected the correct unit/
of the absence which an application for special consideration can be made will appear component, click the ‘Next'button at the bottom of the page.
mponent(s) on this page. To select a unit/component, click on the row containing

the relevant details. The selected row will be highlighted in yellow. Note — If you cannot see the unit/component you require on this page,

it may be that you do not have any entries for the unit/component in
the selected series. If you believe this is incorrect, please contact the OCR
Special Requirements Team on 01223 552505.

Select unit/component

A
sl o -~ 4
OC R o Special Consideration Online
© Mome  Coursewok  Shortfall ; coursewark el Protpage
Multiple candidates 22 SR 7 : o : : ' ' : '
- : Select unit(s)/component(s)
23
24 Summary
25 : Tioa: A cardsdsie witt 8 sontal i coursewort Series: Jure 201
26
27 Select the unitjs)componantie) of which the coursework was affocted
28 UritiComponent code UnitiComponent tite Exam date{s)
- A0 Goence A Unt 5 (Pracscel Data Asalvsis and Case Study) NA
29 A22001 sence A Ut & [Practca NA
AFAN01 Bunlogy A Uint & (Pracecal inveshgation) A
30 . A3ZS0 Chermisiry A Unit 4 (P Dala A $ Case Sluy) A
31 A33001 Chemysiry A Uné & (Praccal ivessaaton) A
. AR Ad3tonsl Apphed Soence A Lint 7 (Wo-reated Poriolol A
32 AT Pryscs A Und 4 (Prachcsi Data Asabvsis and Case Syl WA
: 00t Physcs A Line 5 (Pracssd iwesdgahion) NA
33 ASS102 Contioed Assessinent - Pustsl Mods s WA
34 ) ASEMD Costroled Assessment - Postel Moderabon N
. B45201 Comoled Assessmernt NA
35 Faa2 Poste: Maderason [T
Fonang Posta Modeason NA
36 [ - i Hodi Moderason A
37 ) Fazane Postal Maderaton A
. a4E1 Coursewors A
38 G408 Coursework NA
armed Posta Modeaner LY
39 Tz Posta Moderanor A
RAEZI0Y Points Total WA
View submitted applications 40
g o | e |
Further support 41
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Select candidates

Once you have selected the unit/component, you will need to select the
affected candidates for whom you'd like to submit an application. You
will see a list of all candidates entered for the selected unit/component
in the selected series.

Note —The list is automatically arranged by candidate number. However,
you can rearrange the list by clicking on any of the column headings:
Cand. No., Surname, Forename, Gender, DOB, UCI or ULN.

If you have several results spanning multiple pages, you can scroll
through each page using the arrows.

If you cannot see the candidate(s) you need in this list, it may be that
they have no entries for the selected unit/component in the selected
series.

To select a candidate, click in the tick box in the row containing their
details. The selected row will be highlighted in yellow.

Select candidates

mm [ — "

e L e o @ Pt - ot

Sulec! the canddaters) affucted

r Gt L S Gesde  £OB we us

.
|

MR
i

- Pl a1 - View 1t 10

Note — Any candidates that are shown as‘greyed out;, with no tick box,
will not be available for selection. This means an application for this unit
for this candidate has already been made. If you believe this is incorrect,
please contact the OCR Special Requirements Team on 01223 552505.

Continue to select all affected candidates and, once you are satisfied that
you have selected all the correct candidates, click on the ‘Next’button at
the bottom of the page.

https://interchange.ocr.org.uk



Interchange

Special Consideration Online
guide

Introduction

s Coursework details

Special Consideration Online homepage 4

You will then see the ‘Coursework details’ page. This page is split into Enter details of the shortfall/loss/extension/damage to coursework
three key sections:

® Summary — This shows the series, type of request, unit/component
information as well as details of the affected candidates. If any of
these details are incorrect, you can click the ‘Back’button at the
bottom of the page to go back and amend them.

. g A U L il e gt hn
of the absence ® Enter coursework details — In this section you will need to answer some BT e e
questions about the candidate’s coursework. All fields require an —
answer. 'I"’"""'"""""
® Details of the shortfall/loss/extension/damage to coursework — This is a Combm

text box for you to add further details of the candidates’ coursework

situation. The text box has a 300 character limit, with a character ik

countdown telling you how many you have left to use. You must e S e e e st e
Multiple candidates 22 provide information here. You will not be permitted to continue e b Bt oy O bt - o
Present but disadvantaged candidates 23 with the application until you provide details. ot o Gasanamame i
Select unit/component 24 P
Select candidates 25 Once you have checked and completed each section of the page, click ot St v o et o e - et et
Provide details of disadvantage 26 on the ‘Next'button at the bottom of the page. e — -l
Confirm and submit the application 27 L -
Absent candidates 28
Select:unit/componen'tm::: 29 e R TV T
Select"candidates """" 30 -
Provide details of the a 31
Confirm and submit the application 32

33 SRS—— e

Select a series 34
Select unit/componenf """" 35 et i
Select candidates 36
Coursework details 37
Summary details 38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41
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You will then see the 'Summary details' page. This will show you a Confirm and submit the application
complete summary of your application: the type of request, series,
candidate details, details of the coursework as well as the unit/ cial Consideration Online
component affected. Please check these details carefully. If any of these

details are incorrect, you can click on the ‘Backbutton at the bottom of e A
the page to go back and amend them. e
Summary
Once you have checked these details and are happy that all the i e —p——— o
of the absence information listed is correct, please click in the declaration tick box,
Trpe: & concudate wih camaged <our sewnrk Seriex: June 2017
before clicking on the ‘Confirm’ button at the bottom of the page. e G e s e AT
Note — Please check all details of your application carefully as you e o camage o -
will not be able to amend them once you have clicked ‘Confirm’and — —
submitted your application. If you have submitted an application in error, e —— s
please contact the Special Requirements team on 01223 552505 as soon S — (%) —
as possible. N— -
Multiple candidates 22 R
Present but disadvantaged candidates 23 Confirm and save the spplication
Select unit/component 24 i Pr—— —_
Select candidates 25 Back | Costm |
Provide details of disadvantage 26
Conﬂrm and submit thgﬁz‘a:é:plication 27
Absent candidates 28
“S‘é'lué&ﬂnit/componen't‘ """"""""" 29
Se candidatess 30
Provide details of the absence 31
m and submit the application 32
33
34
35
36
37
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Once you have clicked'Confirm’and submitted your application, you will
be taken to the ‘Application details' page. Here, you will see a summary
of the details of your application, including the unique application/
request ID. You should make a note of this ID, as you can use it to view
your application at a later stage. You will also see a 'Status'message for
the application:

® Accepted - OCR will now apply special consideration in accordance
of the absence with JCQ regulations. No further action is required from your centre,

® Rejected - The details supplied in your request do not allow us
to apply special consideration on this occasion. If you believe that
this is incorrect and special consideration should be applied, please
put the details in writing, together with any supporting evidence
and a printed copy of the ‘Application details' page, to OCR Special
Requirements, OCR, 1 Hills Road, Cambridge, CB1 2EU.

Multiple candidates 22
Present but disadvantaged candidates 23 ® Pending - Your application has been submitted and will shortly be
Select unit/component % investigated by the Special Requirements team. The outcome of your
Select candidates 25 request will be visible in Interchange, usually within ten working days
Provide details of disadvantage 26 of the application being received. We will contact you if we require any
Confirm and submit the"gypplication 27 additional information.
Absent candidates 28
Select unit/component ... = To view the outcome, after ten working days, log in to the Special
Selectcandidates 30 Consideration Online system and click on the 'View submitted
iR ccwaisoffheabsence  § S applications'button from the homepage. Use your application/request
Confirm and submit the application 32 . L
»»»»»» : ID to view the relevant application.
Coursework applications 33
Selectaseries 34
Select unit/component 35
Select candidates 36
Coursework details 37
Summary details 38
Application details - accepted, rejected, pending 39
View submitted applications 40
Further support 41
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View submitted applications 40
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View submitted applications

Click on the 'View submitted applications’ button on the Special
Consideration Online homepage to view all applications submitted by
your centre.

You can find one or more of your previous special consideration
applications using multiple search terms: series, request outcome, request
type, UCI, ULN, candidate number, surname, first name, request ID, unit/
component code, unit/component title.

Note — Every application for special consideration will generate a
‘Request ID’ This ID is unique to each individual application, so it's often
the most effective search term to use when you're trying to find one,
particular application (for example, when you log in to find the outcome
to a‘pending’application).

Enter one or more search terms and click on the ‘Show requests’button.
All applications for your centre that match your search terms will be
displayed.

View submitted applications

Serre e e s ey FE R

View submittec applications

Foter raquests by

- LU | g v ~ ] ot trow » |
[ fumae Vs ——
L I T UGt [

P wrThaghon

Show sequests |
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Carcotee o e
P P
acceea wm M

E — Acrapted B e
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sy Accuted LTI
] At Actwoted . W

Note — If your search returns multiple results, you can rearrange these
by clicking on any of the column headings: Id, Type, Candidate, Unit/
Component, Outcome, Submitted or Actions.

Once you have found the application youd like to view, click on the
"View'button in the ‘Actions’ column. This will bring up the Application
details’screen, showing you all the information available for that
application.

You can view and/or print all the details of your application from this
screen.

To view another application, click on the ‘Back’button at the bottom of
the page.
View application details

[ Rl Rt

Apphcation details
Your specil wnd has been sccepted.
i e s e e . e Tt o e o e A
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Further support

Using Special Consideration Online: OCR Customer Contact Centre
0122355399
general.qualifications@ocr.org.uk

The special consideration process: JCQ Regulations and Guidance
www.jcg.org.uk/attachments/published/1096/AA%20regs%202011-2012%20edited%2011102011.pdf

OCR Special Requirements Team
OCR

1 Hills Road

Cambridge

CB12EU

01223 552505

Multiple candidates

Present but disadvantaged candidates 23
Select unit/component 24
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Confirm and submit the application 27
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