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Reasonable Adjustment and SpecialConsiderations Policy

Business School of Commerce and Management aims to facilitate open access to
QCF qualifications for learners who are eligible for reasonable adjustment and/or
special consideration in assessments, without compromising the assessment of the
skills, knowledge, understanding or competence being measured.

This will be achieved through:

- Reasonable Adjustment — This is agreed at the pre-assessment
planning stage and is any action that helps to reduce the effect of a
disability or difficulty, which places the learner at a substantial
disadvantage in the assessment situation. Reasonable adjustments must
not, however, affect the reliability or validity of assessment outcomes nor
must they give the learner an assessment advantage over other learners
undertaking the same or similar assessments.

« Special Consideration — This is a post-assessment allowance to reflect
temporary illness, injury or indisposition that occurred at the time of
assessment. Any special consideration granted cannot remove the
difficulty the learner faced at the time of assessment and can only be a
relatively small adjustment to ensure that the integrity of the assessment
is not compromised. Special consideration cannot apply to “license to
practice” units within a qualification, or to “license to practice” qualifications.

Centre for Skills and Professional Development will only consider
requests for Reasonable Adjustment and Special Consideration submitted
by the Head of Centre/Principal.

This policy:

- explains how the centre should manage/request reasonable adjustment
and/or request special consideration

- identifies roles and responsibilities
- describes the practice for dealing with lost or damaged work

1. Reasonable Adjustment

A reasonable adjustment helps to reduce the effect of a disability or
difficulty that places the learner at a substantial disadvantage in the
assessment situation. Reasonable adjustments must not affect the validity
or reliability of assessment outcomes, but may involve:

- changing usual assessment arrangements
- adapting assessment materials



« providing assistance during assessment

* re-organising the assessment physical environment
« changing or adapting the assessment method

- using assistive technology.

Reasonable adjustments must be approved (internally or externally) and
set in place prior to assessment commencing. It is an arrangement to
give a learner access to a qualification. The work produced following a
reasonable adjustment must be assessed in the same way as the work
from other learners.

Below are examples of reasonable adjustment. It is important to note that
not all adjustments described below will be reasonable, permissible or
practical in particular situations. The learner may not need, nor be
allowed the same adjustment for all assessments.

Reasonable adjustments permitted by Centre for Skills and Professional
Development may fall into the following categories:

« changes to assessment conditions

- the use of mechanical and electronic aids

« modification to the presentation of assessment material
- alternative ways of presenting responses

« use of access facilitators.

Please note that a reasonable adjustment must never affect the
validity or reliability of assessment, influence the outcome of
assessment or give the learner(s) in question an unfair assessment
advantage.

Examples of reasonable adjustments as defined by the above categories are listed
below:

« Allowing extra time, e.g. assignment extensions
« Using a different assessment location

« Use of coloured overlays, low vision aids, CCTV
« Use of assistive software

« Assessment material in large format or Braille

« Readers/scribes

« Practical assistants/transcribers/prompters

« Assessment material on coloured paper or in audio format
« Language-modified assessment material

« British Sign Language (BSL)

« Use of ICT/responses using electronic devices



