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National Professional Qualifications 
(NPQML, NPQSL, NPQH, NPQEL) 

Withdrawal, Deferral, Retake and Cancellation policy 
 

This document sets out the George Spencer Academy (GSA) policy for the Department for 
Education licensed course (NPQML, SL, H and EL) withdrawals and deferrals, as well as the 
cancellation fees that may be invoked if applicants or trainee headteachers withdraw or defer. 
 
NPQML, SL, NPQH and EL withdrawals, deferrals or cancellations are expected to take place 
under exceptional circumstances only, as: 
 

 These leadership programmes are for individuals who are expected to be highly 
committed to completing the programme.  

 The programmes are all flexible, personalised programmes, allowing trainee 
headteachers to undertake most elements of the provision at a time which best suits 
them and their current circumstances. 

 Face to Face training days are given at point of induction once participants have 
confirmed their elective choices so are known significantly in advance 

 Many participants will be in receipt of DfE scholarship funding - sometimes amounting to 
a significant percentage of the total cost 
 

Participants will only be invited to take part in final assessment by EMLC once GSA has 
confirmed that all the requirements of the course have been fully completed and any funds 
owing have been paid in full. 

 
1. Withdrawal from one of the accredited programmes 
 
Withdrawal is where a participant’s progress towards the qualification is permanently stopped, 
and they do not intend to return. As part of being withdrawn they are denied access to the 
programme materials and will be removed from Leadership Moodle.  
 
1.1 Withdrawal requests 
 
Should an applicant decide to withdraw, he or she should inform GSA immediately in writing 
and/or by email to their programme leader. The programme leader from GSA will arrange for a 
discussion with the Headteacher or CPD leader in their school or place of work if not school-
based. Should withdrawal remain the individual’s preferred option, GSA will ask the applicant to 
complete a DfE withdrawal form. The DfE make all decisions in relation to a withdrawal. There 
will be no reimbursement for any programme fees already committed as per the cancellation 
policy.  
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1.2 GSA withdrawals 
 
GSA may withdraw a participant under certain circumstances. This may take place if: 

 an individual fails to attend the face to face days and/or fails to complete the on-line 
activities required for the course and/or fails to complete any other requirement set by 
each of the leadership courses without a valid reason for deferral 

 an individual leaves F2F days early i.e. before 4.00 or completes on-line tasks late other 
than on rare and valid occasions 

 an individual fails to complete their programme within the maximum 18/24 month 
timeframe, without a valid reason for deferral 

 an individual has not responded to more than three contact attempts by GSA within a 2 
week timeframe and a 4 week timeframe during the summer holiday 

 non payment of costs associated with the programme to include any cancellation 
charges  

 we are required to do so by the DfE 
 
In such cases GSA will document the withdrawal and ensure the participant and participant’s 
school is formally notified in writing within one week of the withdrawal. Their school will also be 
charged for the withdrawal according to the table below. 
 

Point of withdrawal Qualification Additional amount to be 
invoiced to participants 
school 

Participants who withdraw 
from the programme having 
attended induction but not 
completed any modules 

NPQML, SL, H and EL full 
scholarship 

The value of the part 
scholarship 
The value of the full 
scholarship 

Participants who withdraw 
from the programme having 
attended induction and 
completed a minimum of one 
module 

NPQML, SL, H and EL full 
scholarship 

The value of the full 
scholarship 

 
 

1.3 Reapplication after withdrawal 
 
If an individual has previously withdrawn, or been withdrawn, he or she would need to reapply in 
order to re-gain a place on a programme. The DfE state that non-completion of a previous NPQ 
may mean a 2 year period should pass before starting an NPQ again.  
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2. Deferral 
 
Deferral is requesting an extension to the timeframe for the courses i.e. beyond 18/24 
months.  
 
Once deferred a participant’s progress towards the qualification is temporarily paused, on the 
basis that they intend to return within a reasonable timeframe (a suggested maximum is 12 
months). During the deferred period they may wish to continue to access the materials, but they 
will not ordinarily be in-school, so they are not attending course events and they will not be 
gathering evidence on in-school tasks leading towards assessment. They will retain access to 
Leadership Moodle.   
 
 
2.1 Medium to long term deferrals 
 
Deferral should only take place under exceptional circumstances. Valid reasons for deferral are 
as follows: 
 

 the individual taking maternity leave 

 the individual experiencing long term sickness, such as would impact on him or her 
being able to complete the programme within the maximum 18 month period 

 the individual experiencing family sickness/bereavement which requires him or her to 
take time off work, and would impact on him or her being able to complete the 
programme within the maximum 18 month period 

 the individual being subject to investigation, suspension or capability procedures (see 
section 2 below) 

 
If an individual requests a deferral due to one of the above the reasons, he or she should 
contact GSA in writing and/or by email to their programme leader.  GSA will arrange for a 
discussion between the programme leader, the individual and their Headteacher or CPD leader, 
to discuss the situation. Should a deferral be appropriate, the participant will be asked to 
complete a DfE deferral form, and to provide a medical certificate if appropriate. The DFE make 
all decisions on deferrals, not GSA.  
 
 
2.2 Invalid reasons for deferral 
 
Deferrals are expected to take place only in exceptional circumstances. 
 
The following in particular are not considered to be valid reasons for deferral: 

 Ofsted inspections or short term sickness at any time other than at induction and/or F2F 
events  

 change of role or employer 

 level of workload in current role. 
 
If an individual does not have a valid reason fees may apply (please see section 3 below).  
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2.4 Deferral reasons not covered in this policy 
 
If an individual’s reasons for deferral are not covered by this policy or via DfE approval, he or 
she should contact GSA by email or in writing to discuss the circumstances. Please contact 
your programme leader. 
 
 
3. Disciplinary/capability issues  
 
An applicant must inform GSA of any relevant change in his/her circumstances or of any 
capability issues or disciplinary actions of which he/she is the subject that would mean they may 
need to defer or be withdrawn from the course. If an individual is found to have failed to do this 
they may be withdrawn by GSA.  
 
For disciplinary situations we need notice if any kind of disciplinary action is taken but not until 
the procedure has run its course and results in action being taken. For capability situations we 
need to be informed as soon as the participant becomes subject to the capability process. 
 
Should such issues only surface at final assessment, the DfE reserves the right to withhold 
award of the participant’s qualification until they have investigated the case. 
 
4. Retakes  
 
Refer to the EMLC final assessment guidance on Leadership Moodle. 
 
5. Cancellation of coaching time 
 
If a trainee headteacher has booked time with his or her additional NPQH/EL coach and 
subsequently cancels the session without a valid reason, this session may not be rescheduled 
and the trainee headteacher will lose this coaching time. Furthermore, if participants fail to 
attend the School Improvement Focus half-day this session may not be rescheduled and the 
participant may lose their support time. 
 
Valid reasons for cancellation of coaching sessions are as follows:  

 a short notice Ofsted inspection which prevents the individual from attending the 
coaching session; 

 an illness or family bereavement which prevents the individual from attending the 
coaching session. The trainee headteacher may be asked to provide a medical 
certificate if appropriate. 
 

A fee will be charged where the participant’s reason is invalid or they do not even attempt to 
cancel their session. 
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6. Cancellation fees 
 
Should an individual fail to attend a specific induction/F2F event without a valid reason for 
deferral (see section 2.2 above), fees are chargeable to cover the costs of providing a repeat 
day. The table below sets out the applicable cancellation fees. 
 

Induction £300 

Face to Face day £250 

Coaching session/School 
Improvement Focus half-day 

£100 

Final assessment * 
See EMLC cancellation policy on Leadership 
Moodle 

 
The appropriate fees will be invoiced directly to the school or the individual if they are self-
funding. Non-payment of any such costs may result in the individual’s withdrawal from the 
programme. 
 
Please note that by participating in the programme you are agreeing to these charges. 
 
* Withdrawals and cancellations for final assessment 
 
Final assessment is currently booked through and conducted by EMLC who have their own 
cancellation policy. See Leadership Moodle/Key documents/final assessment for full details. It is 
the participant’s responsibility to book and attend all aspects of final assessment. NPQML and 
SL are ideally expected to do so within the 12/18 month period from their induction day and 
NPQH and EL within 18/20 months of their induction.  
 
There will be circumstances where participants may go beyond these timeframes for final 
assessment but these will be exceptional. 
 


