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Introduction

Qualifications Network Limited (QNUK) is an Awarding Organisation recognised and regulated by the Office of
Qualifications and Examinations (Ofqual) in England, the Council for Curriculum, Examinations and Assessment
(CCEA) in Northern Ireland and Qualifications Wales.

Contact us

Please get in touch if you need any advice or guidance in relation to this policy document.

Head Office:
Qualifications Network
First Floor Offices

86A Lancaster Road
Enfield

Middlesex

EN2 0BX

Document control

Document owner: Compliance Manager
Date last updated: 09/01/2025
Next review: 08/01/2027
Status: Approved
Version: V5
Document control number: Pol: RA
Version Date reviewed | Section Details
V1 N/A N/A Original
V2 Sept 2022 All Redesign layout
Vi | 2s/mpon ° Adition of Ressenaie adjustments
Va4 25/01/2023 All Spelling, punctuation, and grammar
New design and layout. Revisions inline with JCQ
V4 23/04/2024 All Assessing need for access arrangements in
examinations — practical guide.

Document review
All QNUK policies are reviewed on a regular basis, usually at least biennially. This policy will also be reviewed as
required due to feedback from stakeholders or in line with changes in legislation, regulation, or industry best

practice.

A full review will also be undertaken should any issue arise, whether internal or external, that QNUK considers could
impact on the way in which we support our staff, learners and centres.
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Document audience and availability

Audience

This policy is intended for use by:

a) QNUK Governing Body

b) QNUK Employees and contractors
c) QNUK Approved Centre staff

d) Learners

e) Qualification regulators

This policy may also be used by relevant Regulatory Authorities or other Government agencies with authority to do
so under statutory legislation.

Availability

e For QNUK staff, Management and Governing Body Members, this document is available on our SharePoint
site: QAC > 03. QAC> 06. Reasonable Adjustments

e A copy is also available to centre staff on MyQNUK.co.uk/qgnuk-policies

e Other stakeholders can request a copy of this policy by contacting centres@QNUK.org

e A controlled copy is retained by our compliance team.

Scope

This policy outlines requirements and processes related to reasonable adjustments including:
e  Minimising the need through fair assessment by design

Identifying learners needs

Types of adjustments available

e Applying for reasonable adjustments

e Evidence requirements

e Maintaining valid assessments

This policy does not include special considerations. They are dealt with in our Special considerations policy.

Risk Management

Risk management runs through all of our policies, procedures and processes. Proactive risk management enables us
to identify potential harm to our employees, other individuals and our business and to mitigate this before an
occurrence.

The key risks associated with this policy are related to our compliance with the following legislation
e Equality Act 2010
e Special Educational Needs and Disability (SEND) Code of Practice
e Date protection Act

Human rights Act

Health and Safety at Work Act 1974

e Workplace (Health, Safety and Regulations) 1992

e Management of Health and Safety at Work Regulations 1999

Equality Act 2010

The Equality Act (2010) prohibits discrimination against people on the grounds of certain ‘protected characteristics’
including sex, age and disability. The Equality Act protects learners throughout the learning journey and reasonable
adjustments are an integral part of this support.
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Special Educational Needs and Disability (SEND) Code of Practice

The SEND code of practice is statutory guidance for schools and local authorities to support children and young
people with special educational needs and disabilities. It is important that learners with SEND are identified early
and receive the necessary support and adjustment throughout their learning journey.

Data Protection Act

The Data Protection Act places a requirement on those processing and handling personal data, this includes QNUK
and our centres and their staff.

Any data collected in relation to reasonable adjustments needs to be protected in line with data protection
requirements.

Human Rights Act

The human rights act protects an individual’s right to educations, privacy and non-discrimination. By implementing
Reasonable adjustments and complying with data protection legislation we will be protecting the individuals human
rights.

Health and Safety at Work Act 1974

The Health and Safety at Work Act (1974) requires employers to ensure the health, safety and welfare of all workers
but also those who are affected by their acts or omissions. When considering Reasonable adjustments, it is
important to consider any health and safety implications. These may be to the physical environment but may also
include ensuring sufficient rest breaks for signers supporting hearing impaired learners.

Workplace (Health, Safety and Regulations) 1992

The Workplace (Health, Safety and Welfare) regulations place a requirement on employers to ensure suitable
facilities are available to staff. This includes, but is not limited to:

e Access to drinking water

e Toilet and hand washing facilities.

e Rest and seating facilities

e Suitable temperatures and workspace

Suitable rest facilities may be required for some learners and access to toilets may also be an adjustment that is
required for some individuals.

Management of Health and Safety at Work Regulations 1999

The Management of Health and Safety at Work Regulations 1999 places a duty on employers to undertake a risk
assessment. This risk assessment may relate to physical safety while undertaking practical assessments that have
been adapted. It may also take into account the mental anxiety of assessments but also safeguarding issues, for
example if a vulnerable person is being assessed in a separate room to other learners.

Resource Requirements

Many of the resources required for the implementation of reasonable adjustments are required at centre level.
However QNUK also needs to ensure suitable resources in order to:

e Develop qualifications that can have reasonable adjustments applied, while minimising the need for them
e Provide information, training and guidance both internally to staff and externally to centres

e Review requests for reasonable adjustments within a 4-week time frame

e Monitor reasonable adjustment requests and notifications in order to identify trends and potential risk.
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Responsibilities

QNUK and centre staff have a range of responsibilities in terms of reasonable adjustments. A centre may have
additional responsibilities and may identify individuals within these policies with dedicated responsibilities.

For this policy, centre staff are grouped under “Centres responsibilities”.

Qualification developers

Qualification developers should ensure that when developing and reviewing qualifications they:
e Consider existing or similar qualifications and identify barriers to individuals that may be prevented within
the development while maintaining the purpose and integrity of the qualification.
e Review qualifications and feedback from stakeholders in order to identify opportunities for adapting
qualifications and assessment to be more inclusive.
e Provide clear guidance on acceptable adjustments, particularly where adjustments may not be “reasonable”
in terms of the purpose of the qualification.

External quality assurers

EQAs are typically responsible for reviewing low risk reasonable adjustments. They are responsible for ensuring:
e Requests and notifications of reasonable adjustments are sent to QNUK before assessments.
e (Centres are reminded of the importance of notifying QNUK prior to assessments.
e High risk reasonable adjustments are escalated to the compliance team for approval.
e Centres who fail to inform QNUK of high-risk reasonable adjustments are informed of the potential risk and
delay in certification.

Exams officer

The QNUK Exams officer processes learners claims for certification. Within these claims notification will be indicated
as to whether reasonable adjustments have been applied.

The exams officer is responsible for:
e Monitoring reasonable adjustments and sampling against requests.
e Reporting concerns where reasonable adjustments have not been applied for.
e Preventing the issuing of certificates where the claim may be invalidated.

QNUK staff

Remaining staff are responsible for:
e Reporting any concerns related to incorrectly applied reasonable adjustments.
e Maintaining up-to-date knowledge of reasonable adjustments across the range of qualifications.
e Providing up information, guidance and where appropriate feedback to stakeholders in relation to
reasonable adjustments.

Internal quality assurers

A centre’s internal quality assurer (IQA) is responsible for:
e Ensuring delivery staff are conversant in identifying learners needs and applying reasonable adjustments.
e Providing standardisation training in the delivery of reasonable adjustments.
e Verifying assessments including reasonable adjustments on a risk-based approach.
e Quality assuring the application and provision of reasonable adjustments.

Centre staff

The head of centre is responsible for ensuring that the relevant responsibilities for identifying, reporting and
managing reasonable adjustments are distributed and recorded within the centre.
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Centre staff will be responsible for:

e Ensuring they familiarise themselves with QNUK'’s and the centres own policy on reasonable adjustments.

e Complete any suitable training provided by QNUK and/or the centre in terms of dealing with requests for
reasonable adjustments and relevant timescales for applying or informing QNUK.

e Complete training in relation to equality, diversity, and inclusion with elements on providing inclusive
learning and assessment.

e Ensuring any adjustments applied are as per the agreement with QNUK, or in alignment of the principles of
applying reasonable adjustments.

e Maintain accurate records in relation to reasonable adjustments applied, the rationale for them and
auditable evidence to support the validity of the assessment and mitigate any concerns over the application
of the reasonable adjustment(s).

e Ensure reasonable adjustments are identified prior to, or at the time of registering learners.

e Ensuring the need for reasonable adjustments is not identified after a learner has been unsuccessful in their
assessment.

Policy Statement
QNUKs aim is to create safe, healthy and secure workplaces for all through effective and affective education.

This naturally includes learners who may have additional needs in order to develop their knowledge and skills and to
be able to demonstrate their competence.

QNUK is therefore committed to designing and developing qualifications that allow for reasonable adjustments while
attempting to minimise that need. We are committed to raising awareness of additional learning needs that
individuals may have and how centre and QNUK staff can identify these needs and accommodate these using
reasonable adjustments, while upholding the validity and integrity of our qualifications.

What are reasonable adjustments?

“Reasonable Adjustments are adjustments made to an assessment for a qualification so as to enable a disabled
Learner to demonstrate his or her knowledge, skills and understanding to the levels of attainment required by the
specification for that qualification.”

Reasonable adjustments therefore help to reduce the effect of a disability or difficulty that places the Learner at a
significant disadvantage in the assessment situation. Reasonable adjustments made may involve:
e Making changes for individuals to the standard assessment arrangements, for example allowing learners
extra time to complete the assessment.
e Adapting assessment materials, such as providing materials in Braille for those with visual.
impairments providing access facilitators during assessment, such as a sign language interpreter or a reader.
e Re-organising the assessment room, such as removing visual stimuli for an autistic learner.

Where reasonable adjustments are made, these must:
e Not affect the integrity of the award.
o Reflect the current needs of the individual Learner.
e Not give the Learner an unfair advantage over other Learners.
e Ensure that examination continues to be valid, reliable, and comparable against stated examination criteria.

In respect of special considerations, Ofqual’s Condition of Recognition, Condition G7.1 states:

“Special Consideration is consideration to be given to a Learner who has temporarily experienced:

(a) an illness or injury, or

(b) some other event outside of the Learner’s control, which has had, or is reasonably likely to have had, a material
effect on that Learner’s ability to take an assessment or demonstrate his or her level of attainment in an
assessment.”
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Special considerations are therefore given when unforeseen circumstances prevent the Learner from attending or
completing their assignments for assessment within the stated timescales, such as temporary illness, injury or
bereavement.

Who may need reasonable adjustments?

Reasonable adjustments and other access arrangements are applied where an individual falls into one of 3
categories, these are:

o Those with a permanent or long-term medical condition, disability or learning difficulty

e Those who have a temporary injury or illness that arises at the time of the examination

e Those who have English as an additional language

A reasonable adjustment or special consideration can be applied where the learner falls into one of the above and
their difficulty places them at a disadvantage in the assessment situation in comparison to a person without a
disability.

So, for example a learner who uses a wheelchair would be unlikely to have a need for extra time in a written
assessment as they are unlikely to be disadvantaged in terms of time in comparison with someone who doesn’t use
a wheelchair.

Types of needs

Learners have a range of needs that may be supported by reasonable adjustments. These include:
e Cognition and learning
e Communication and interaction
e Social, emotional and mental health
e Sensory and physical
e Diagnosed medical condition

Cognition and learning needs

A learner with learning difficulties and difficulties with comprehension may benefit from extra time in time-
constrained examinations. They may also need assistance with reading and writing.

Communication and interaction needs

A learner with communication and interaction difficulties may have problems with reading or writing, the effects of
which could be reduced through the use of a reader, word processor, scribe, BSL/English interpreter, screen reading
software or voice activated software. They may also benefit from extra time during assessments that are time-
constrained to allow them to demonstrate their skills and knowledge.

Social, emotional and mental health

The learner may benefit from supervised rest breaks and separate accommodation, either within the centre or at an
alternative venue. A learner with attention difficulties may need the use of a prompter or fidget toys.

Sensory and physical needs

A Learner may need to have assessment material modified for hearing impairment and visual impairment. They may
also need to use a BSL/English interpreter, practical assistant, reader and scribe. In addition, they may benefit from
the use of assistive technology and extra time to complete assessments.

Diagnosed medical condition

A learner with a diagnosed medical condition may have a range of needs that can be addressed with reasonable
adjustments. This may include additional rest breaks, use of a mobile phone for medical purposes or other
adjustments related to impairments caused by the medical condition.
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Identifying learners needs

Centres have a responsibility to ensure that they safely recruit learners; ensuring they have a reasonable expectation
of success; e.g. the learner meets the pre-requisites and any reasonable adjustments are “reasonable”.

Centre also have a responsibility to:
o Identify those learners who are having difficulties or are likely to have difficulties accessing assessment.
e Identify whether reasonable adjustments may be needed.
e |dentify the appropriate adjustment(s).
e Ensure that the adjustment is in accordance with the awarding body guidelines.
e Identifying and obtaining supporting evidence.

Identify those learners who are having difficulties or are likely to have difficulties accessing assessment

Learners need to be made aware of the need to inform the centre at the earliest opportunity, when they require
reasonable adjustments. This should be done before registering, to ensure the centre is safely recruiting and always
before the assessment.

To support this, centres can:
e Display their reasonable adjustments policy on their website.
e Display the qualification specifications on their website.
Ensure promotional materials contain information on reasonable adjustments.
Ensure onboarding staff are aware of the need to highlight the need for highlighting additional needs.
Send pre-course information and joining instructions that outline the importance of early notification of
reasonable adjustment needs.
e Highlight the importance of indicating additional needs when learners complete the learner registration
forms.
e Ensure staff are aware of the need to check registration forms.
e Ensure delivery staff have undertaken suitable training in identifying (potential) reasonable adjustment
needs.

When additional needs have been identified they need to be recorded and any actions taken. These actions may
include requesting permission from QNUK.

Identify whether reasonable adjustments may be needed

Learners who have additional needs may not always require reasonable adjustments. Adjustments are applied when
a learner is, or is likely to be, disadvantaged in the assessment because of their disability or difficulty in comparison
to a person without a disability/difficulty’.

Assumptions about a learner’s ability should not be made, these conversations should include discussions with the
individual learner.

Identify the appropriate adjustment(s)

The adjustment(s) to be used should be put in place in a manner that follows the principles outlined below:

e The adjustment should not place the individual learner at an advantage over other learners.

e Other learners should not be disadvantaged because of the adjustment, i.e. by being disturbed by a reader.

e The adjustment should not be in conflict with the purpose of the qualification or assessment, i.e. Using a
reader where the assessment is assessing a learner’s reading ability.

e The adjustment should directly make the assessment accessible, not just be implemented for the purpose of
implementing. For example, a learner with dyslexia may need additional time in an exam where reading may
be slower, however they are unlikely to need additional time in a practical assessment.

© Qualifications Network Ltd Pol:RA 9
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The adjustments should relate to the learners ‘normal way of working’ and therefore it is important to work with the
learner to find the right adjustments to allow them to show their competence without contravening any of the
above principles.

Types of adjustments

A list of the range of reasonable adjustments, when they can and can’t be used and their associated risks can be
found in our publication: Reasonable adjustments: A guide for centres.

Ensure that the adjustment is in accordance with the awarding body guidelines.

The guidelines for identifying, requesting and applying reasonable adjustments is covered throughout this
document. In summary all staff that deal with reasonable adjustments should be aware of the following:
e The permitted adjustments and whether QNUK needs to be informed prior to the learner being registered or
not
e How to apply reasonable adjustments
e The risks and control related to different reasonable adjustment
e The need for the adjustment to support the learner without affecting the validity of the assessment
e The need to maintain the objective or purpose of the qualification
e The importance of accurate and detailed record keeping to support requests or application of reasonable
adjustments.

IQAs should ensure all staff have sufficient training and competence in regard to QNUKs policy and procedures
related to reasonable adjustments.

Identifying and obtaining supporting evidence

In all cases where reasonable adjustments are being/have been applied, there must be valid, sufficient and reliable
evidence to support this application.

In all cases the evidence must be submitted to QNUK on request. Where QNUKs permission is required, this must be
within the published timescales.

To ensure applications are valid, they should be supported with a clear indication of:
e The reason for the adjustment.
e How this is evidenced.
o How this will support this learner.
e How the centre is reassured that the assessment will remain valid, and the learner will not gain an unfair
advantage.

In some cases, the evidence of an impairment is clear, for example a learner that is registered blind or uses a
wheelchair. In these cases, additional evidence will not be required.

Where a disability or difficulty is not obvious, the centre will need to provide additional evidence to support the
decision to apply/request reasonable adjustments.

The centre will need to decide which of the following, or a combination of which will best support the decision. The
factors to consider are:

The centre’s assessments of candidate’s needs

History of provision within the centre

e Medical certificate

Psychological or other professional assessment report

© Qualifications Network Ltd Pol:RA 10
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The centre’s assessments of candidate’s needs

Some centres will have the benefit of a Special Educational needs co-ordinator (SENCo) or other competent member
of staff who will be able to identify learners needs. Other members of staff may include trainers, assessors, learning
support staff or other specialists.

When providing evidence in this manner, the centre should provide a detailed description of the evidence utilised in
forming the assessment.

Evidence of the competence of individuals making such assessments should be made available to QNUK on request.

History of provision within the centre

Information should be provided in relation to how the learner has been supported by the centre throughout their
learning journey. For example, what additional provision was provided during the learning programme and during
formative assessments.

This should be recorded for audit purposes.

Medical certificate

A medical certificate is issued by a health care professional such as a Doctor. It will typically be used when the
adjustment relates to physical conditions, of medical conditions that don’t require an in-depth psychological or
specialised assessment.

In short-term conditions there may be a date on which a review will take place. This may be useful when considering
special considerations.

Psychological or other professional assessment report

This report may be more appropriate where the adjustment or the proposed adjustment involves more complex
issues. This is more typical in adjustments related to mental health, cognitive functioning or specific learning
difficulties.

Where adjustments are at greater risk of affecting the validity of the assessment, specialist advice will be deemed
more necessary.

Applying for reasonable adjustments
Where one or more reasonable adjustments are required, the centre must ensure QNUK is informed.

In some cases, this can be after the assessment; where the centre has applied the reasonable adjustment and QNUK
did not need to be informed.

In other cases, the reasonable adjustment(s) must be applied for. Details on which adjustments must be applied for
in outlined in appendix 1. If multiple adjustments are required and any of them require permission, the application
should be made including details for all adjustments.

In all cases the reasonable adjustments request form should be used.

Completing the reasonable adjustments request form

The reasonable adjustments notification form should be completed as soon as possible. This is normally during the
recruitment of the learners of shortly after.

The centre should provide a detailed reason for the need for the reasonable adjustment. It is not sufficient to state,
for example that a learner has additional learning needs.
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The detail should outline:

e The individual’s condition

e How this condition is affected by the assessment method

e Risks identified because of the adjustment including conflicts of interest and breach of the confidentiality of
assessment

e How the above risks will be mitigated

If centre staff are unable to provide a suitable and sufficient level of detail, they MUST contact QNUK before
implementing any reasonable adjustments.

A clear indication of each adjustment that is being applied should be provided. Where different assessments occur in
a qualification, the above details should include which adjustments are being applied to each assessment.

Finally details of the supporting evidence should be provided. Where additional documentation is being provided,
such as a medical certificate or a screening tool result, this should be referenced in the supporting evidence section
and sent as an attachment. Please ensure the reference is the file name of the additional evidence.

Sending in the request form

The reasonable adjustments request form must be submitted to QNUK regardless of the centre’s direct claims
status. Reasonable adjustment should be sent to eqa@QNUK.org. The file and email subject line should be labelled:

“Qual code” “Assessment date” as dd.mm.yyy RAR “learners initials”. So a reasonable adjustment request for John
Smith on an emergency first aid at work course assessed on the 5™ June 2024 will be labelled as:

L3EFAW 05.06.2024 RAR JS

Where any of the adjustments being provided to the learner require approval from QNUK, the form should be
submitted and should include details of all of the adjustments being applied.

Where the adjustments can be applied with out prior approval, the form should be submitted to QNUK as soon as
possible and no later than when the results are submitted.

QNUK reserve the right to hold back results if a reasonable adjustment form has not been completed correctly, or if
there is insufficient information provided. Therefore, centres are strongly advised to submit as soon as possible and
not at the point of submitting results.

Timeframes

Where possible QNUK will provide decisions in regard to reasonable adjustments within 2 working days. However,
we may require up to four weeks notice. This may be required for several reasons, including, but not limited to:

e Reasonable adjustments requested are complex and may require specialist consultation

e The requested adjustments risk the validity of the qualification

e The requested adjustment requires development. For example creating exam papers in a different format

e The information and/or evidence provided by the centre does not provide sufficient information to justify
the chosen adjustments

In all cases it is the responsibility of the centre to ensure that learners are recruited responsibly and that the need for
reasonable adjustments are identified and managed within a suitable timeframe.

Decisions related to reasonable adjustment requests

Where a centre is permitted to implement reasonable adjustments without prior application to QNUK no decision is
required from QNUK.
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However, this is on the basis that the centre has made informed decisions supported by sufficient evidence and a
detailed rationale; mitigating any reasonable risks.

Where the centre needs to apply to QNUK, a decision will be made, where possible within 2 days. However up to
four weeks may be required in exceptional circumstances.

A decision will be confirmed in writing, This decision will either be:
e Reasonable adjustments are denied
e Reasonable adjustments are accepted
e More information is required

Reasonable adjustments are denied

A reasonable adjustment may be denied where there is no evidence of need or the suggested adjustments will give
the learner an unfair advantage over others.

The adjustment will also be denied if it is not ‘reasonable’; for example using a practical assistant in a practical
assessment that must be performed by the learner, in line with the purpose of the qualification.
The learner may appeal this decision in accordance with QNUKs appeal policy.

Reasonable adjustments are accepted

Where the reasonable adjustments are supported with sufficient detail and evidence and are inline with the
guidelines provided here, the adjustment will be approved. Written notification will be provided in the form of an
email. This should be retained by the centre for their own internal quality assurance processes.

More information is required

In some cases requests will provide some detail that is likely to lead to an adjustment being provided, however
QNUK cannot make informed decisions where there is a lack or information or evidence.

Where it is likely that there is a valid request, but there is insufficient information provided, an email will be sent
requesting further information.
Final note

Notification to QNUK of a reasonable adjustment does not in any way confirm that the adjustment has been
approved. Where adjustments have been implemented by the centre in a manner that risks the validity of the
qualification, and/or suitable evidence of the safe implementation has not been retained, QNUK reserves the right to
overturn results.

The centre will be responsible for any costs associated with reassessing the learner.
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Reasonable adjustment

Assessments NOT taken under
examination conditions

AN\

QUALIFICATIONS
NETWORK

Assessments taken under
examination conditions

Alternative rooming arrangements Permitted Permitted
Audio format Permitted Apply
Bi-lingual dictionary Permitted Permitted
Braile Apply Apply
British sign language Apply Apply
Coloured overlay Permitted Permitted
Changes to Paper (AO Generated) Apply Apply
Changes to Paper (Centre Generated) Permitted Permitted
Extra time - up to 25% extra Permitted Permitted
Extra time - over 25% Apply Apply
Examination reading pen Permitted Apply
Fidget toys or stress balls Permitted Permitted
Non-electronic ear defenders/plugs Permitted Permitted
Practical assistant Apply Apply
Prompter Apply Apply
Read aloud Permitted Permitted
Reader Apply Apply
Reading software/computer reader Permitted Apply
Room adjustments Permitted Permitted
Scribe Apply Apply
Speech recognition software Permitted Apply
Spoken responses Apply Apply
Supervised rest breaks Permitted Apply
Other Apply Apply

Apply: This adjustment is typically higher risk and therefore permission from QNUK is required. When applying
please ensure there is sufficient information for QNUK to be able to make an informed decision.

Permitted: This adjustment can be applied without permission from QNUK. However, QNUK must be informed of
the adjustment before we issue results. The centre is responsible for applying all required controls and providing

evidence of this on request.

© Qualifications Network Ltd

Pol:RA

14



