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Reasonable Adjustments and 
Special Considerations 
Policy Statement 
The purpose of this policy is to: 

 explain how appropriate adjustments can be made to assessments for learners who have difficulties 
or disabilities that effect their ability to complete the proposed assessments 

 explain how consideration can be given to learners who experience temporary events outside of 
their control that affect their performance in or ability to take an assessment 

 ensure that the integrity of our qualifications and the skills, knowledge, understanding or 
competence being measured is not compromised 

At the end of each section are references to the documents you will need, the documents we will use and 
Ofqual’s General Conditions of Recognition that apply.  All related documents are available on our website. 

Policy Detail 
Reasonable Adjustments 

These are adjustments made to an assessment for a qualification so as to enable a learner to demonstrate 
their knowledge, skills and understanding.  The nature of any reasonable adjustment depends on the 
learner’s particular requirements, the qualification and assessment methods and may not be appropriate if 
the learner’s particular difficulty directly effects performance in the attributes being assessed.  

Special Considerations 

This is consideration given to a learner who has temporarily experienced an illness or injury, or some other 
event outside of their control which has had or is reasonably likely to have had an effect on their ability to 
take an assessment or on their level of attainment in an assessment. Special consideration is not appropriate 
for a minor illness or a minor disturbance.  

AIM Awards reasonable adjustment and special consideration procedures contain the following information: 

1. Recruiting learners with integrity 
2. Requesting and managing reasonable adjustments 
3. Requesting special consideration 
4. Appealing a decision 

Ofqual General Conditions of Recognition (GCRs): Condition G2 Language of the assessment 

Condition G3 Use of language and Stimulus Materials 

Condition G6 Arrangements for Reasonable 
Adjustments 

Condition G7 Arrangements for Special 
Consideration 

Condition I1 Appeals process 

Responsible staff: Specific GCRs referenced: 

Quality  G2.2, G3.1, G3.2, G3.3, G6.1, G6.2, G6.3, G7.1, G7.2, 
G7.3, I1.1 
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Reasonable adjustments 
These are adjustments made to an assessment for a qualification so as to enable a learner to demonstrate 
their knowledge, skills and understanding. Learners may be eligible for reasonable adjustments if their ability 
to access an assessment is likely to be substantially affected by a particular impairment, for example 
communication and interaction, cognition and learning, physical or behavioural, emotional and social needs.   

The nature of any reasonable adjustment depends on the learner’s particular requirements, the qualification 
and assessment methods and may not be appropriate if the learner’s particular difficulty directly effects 
performance in the attributes being assessed.  Reasonable adjustments must not 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.  

Recruitment and initial assessment of learners 

You should ensure that learners are provided with the correct 
information and advice on their chosen qualification and that the 
qualification will meet their needs.   You should assess the suitability of 
each potential learner and make appropriate professional judgments 
about the learner’s potential to successfully complete the assessments 
and achieve the qualification at the chosen level.   

As part of this process you may identify that a learner will require 
support or reasonable adjustments to be made to enable them to be 
assessed fairly and this should be discussed with the learner. 

In some cases you may identify that the learner may not be able to 
demonstrate attainment because their particular difficulty directly 
effects performance in the attributes being assessed.  Where this is the 
case you must ensure it is clearly communicated to the learner who may 
still decide to proceed with studying a particular qualification and not be 
entered for all or part of the assessment. 

 

Initially assess learners to 
identify any potential 

reasonable adjustments 
required

Tutor
Before enrolment

Enrol learner onto 
qualification if 

appropriate
Tutor

Agree reasonable 
adjustment required

Tutor & Learner
Before assessment

 

Reasonable adjustments for non-examined qualifications 

For our qualifications with internally assessed assessments that are not taken under examination conditions 
learners may provide evidence that they meet the specified assessment criteria in any way that is valid, 
unless the qualification or unit requires a certain type of evidence (specified on the unit).   

For these types of qualifications reasonable adjustments can be 
identified, chosen, approved and implemented without approval from 
us. If you wish to implement a reasonable adjustment that does not 
require our approval then you must obtain approval from your Internal 
Verifier, record the details of all reasonable adjustments made and make 
this available for External Verification. 

Reasonable adjustments that can be made for these types of 
qualifications include:  

 changing the assessment method, for example from a written 
assessment to a spoken assessment  

 adapting assessment materials, such as providing materials in Braille 

 changing usual assessment arrangements, for example allowing a 
learner extra time to complete the assessment activity 

 providing assistance during assessment, such as a sign language 
interpreter or a reader or a scribe  

 using assistive technology, such as screen reading or voice activated 
software 

Contact Quality Reviewer 
if unsure 

Internal Verifier

Submit evidence and 
approval of reasonable 
adjustment to External 

Verifier or Approved 
Internal Verifier
Internal Verifier

At EV visit

IV approve reasonable 
adjustment for non-

examined qualifications 
Internal Verifier

Before assessment
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The full range of reasonable adjustments that can be made are described in Appendix 1. 

For all reasonable adjustments you must ensure that the adjustments made: 

 enable the learner to meet the specified criteria  at the required level 

 do not give the learner an unfair advantage 

 meet the requirements of the specifications regardless of the process or method used 

 are as rigorous as assessment methods used with other learners 

 are able to be moderated or verified 

 are appropriate for the learners and their normal way of working 

Some qualifications prohibit certain types of reasonable adjustment.  Where this is the case full details can 
be found in the Quality Assurance section of the Qualification Specification. If you are in any doubt about 
reasonable adjustments and what you may be allowed to do please contact your allocated Quality Reviewer. 

Assessments which are taken Under Examination Conditions  

Strict regulations apply to the implementation of externally set and 
externally marked assessments taken under examination conditions.        
If reasonable adjustments are required for any learners taking a 
qualification assessed in this manner you must consult with and get 
approval from your allocated Quality Reviewer. 

1. Your course leader should complete and submit a Request for 
Reasonable Adjustments form for each learner with supporting 
evidence to your allocated Quality Reviewer at least 14 working 
days before the planned examination date.   

Evidence: completed form with evidence (eg initial assessment, 
statement of SEN) 

2. We will confirm receipt of the form within 2 working days 

Evidence: email, letter 

3. Your allocated Quality Reviewer or a delegated subject specialist 
will consider your application and give you a decision within 10 
working days. We will inform you if we will be unable to reach a 
decision in this timescale. 

Evidence: email, letter 

 

For examined 
qualifications, request 

for Reasonable 
Adjustment completed 

and submitted to us 
Course Leader

At least 14 working days 
before planned 

examination date

Receipt of form 
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Within 2 working days

Application considered 
and decision notified to 

centre
Quality Reviewer

Within 10 working days
 

Appealing a decision 

If you disagree with a decision made by us in respect of this policy then you have the right of appeal.  
Appeals must be submitted to the Chief Executive Officer who will acknowledge receipt within 5 working 
days. Full details about our appeals process is described in our Appeals and Complaints policy. 

Documents you will need: 
Request for Reasonable Adjustments 
Qualification Specification  
Appeals and Complaints 

Related evidence: Being an AIM Awards Centre 

Further information: 
JCQ Access Arrangements: Reasonable 
Adjustments and Special Consideration 

Related Ofqual General Conditions of Recognition: G2.2, G3.1, G3.2, G3.3, G6.1, G6.2, G6.3, I1.1 
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Special considerations 
This is consideration given to a learner who has temporarily experienced an illness or injury, or some other 
event outside of their control which has had or is reasonably likely to have had an effect on their ability to 
take an assessment or on their level of attainment in an assessment. Special consideration is not appropriate 
for a minor illness or a minor disturbance.  

Special consideration cannot give the learner an unfair advantage and the learner’s results must reflect real 
achievement in assessment and not potential ability. Therefore special considerations are limited to small 
post-assessment adjustments to criteria that a learner has not been able to achieve due to the temporary 
event.  You should note that it may not be possible to apply special consideration where an assessment 
requires the learner to demonstrate practical competence.   

In some circumstances it may be more appropriate to offer the learner an opportunity to take the 
assessment at a later date rather than apply special considerations.  You are expected to put arrangements 
in place to enable a learner, in extenuating circumstances, to complete assessment and thus achieve the 
qualification. Only when this is unsuccessful should an application for special consideration be made.  

Applying for Special Consideration 

4. Your Head of Centre should complete and submit a Request for 
Special Consideration form for each learner requesting special 
consideration with supporting evidence your allocated Quality 
Reviewer no later than 14 days after the date of the examination.  
Supporting evidence may include medical/psychological evidence. 

Evidence: completed form with evidence 

5. We will confirm receipt of the form within 2 working days 

Evidence: email, letter 

6. The Head of Standards and Regulation and your allocated Quality 
Reviewer or a delegated subject specialist will consider your 
application and give you a decision within 10 working days. We will 
inform you if we will be unable to reach a decision in this timescale. 

Evidence: email, letter 

Our decision will be based on various factors which may vary from 
learner to learner and from one qualification to another. These factors 
may include the severity of the circumstances, the date of the 
assessment, the nature of the assessment (eg practical, oral 
presentation, etc).   

A list of examples of required evidence is in Appendix 2. 

Request for Special 
Consideration completed 

Head of Centre
Before achievement 

claimed

Form and evidence 
submitted to AIM 

Awards 
Head of Centre

Before achievement 
claimed

Receipt of form 
confirmed

Quality Officer
Within 2 working days

Application considered 
and decision notified to 

centre
HSR/QR

Within 10 working days
 

It is important to note that special consideration applications will not be considered where learner 
achievement has been claimed and certificated. 

Eligibility 

A learner who is fully prepared and present for a scheduled assessment may be eligible for special 
consideration if:  

 performance in an assessment is affected by circumstances beyond the control of the learner, eg recent 
personal illness, accident, bereavement, serious disturbance during the assessment  

 alternative assessment arrangements which were agreed in advance of the assessment proved 
inappropriate or inadequate 

 part of an assessment has been missed due to circumstances beyond the control of the learner.  
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A learner will not be eligible for special consideration if:  

 no evidence is supplied by the centre that the learner has been affected at the time of the assessment 
by a particular condition  

 any part of the assessment is missed due to personal arrangements including holidays or unauthorised 
absence  

 preparation for a component is affected by difficulties during the course, eg disturbances through 
building work, lack of proper facilities, changes in or shortages of staff, or industrial disputes.  

 

What consideration will be given 

Approved applications will explain what considerations have been awarded and may include the possibility 
of a retest or an adjustment to grades awarded. 

 

Appealing a decision 

If you disagree with a decision made by us in respect of this policy then you have the right of appeal.  
Appeals must be submitted to the Chief Executive Officer who will acknowledge receipt within 5 working 
days. Full details about our appeals process is described in our Appeals and Complaints policy. 

 

 

 

Documents you will need: 
Request for Special Consideration Form 
Appeals and Complaints 

Related evidence: Being an AIM Awards Centre 

Further information: 
Access Arrangements and Reasonable 
Adjustments Guidance 

Related Ofqual General Conditions of Recognition: G7.1, G7.2, G7.3, I1.1 
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Appendix 1 – Types of Reasonable Adjustment 

Extra Time  
 

Invariably applied to examination based assessment. 
Extra time should not be allowed where its use will invalidate the assessment criteria.  
Extra time should not give the learner an unfair advantage over others.  The amount of extra 
time must be realistic. 

Supervised rest 
breaks  
 

Centres should ensure that both the learner and his/her work is supervised during the break.  
The duration of the break should not be deducted from the assessment time.  
Rest breaks should not be allowed where their use would invalidate the assessment criteria. 

Changes in 
organisation of 
the assessment 
room 

The centre should consider the needs of each individual learner and, where possible, arrange 
the assessment room to suit the learner. 

Separate 
accommodation 
within the centre 

Centres should ensure that, where learners are accommodated separately for assessments 
taken under examination conditions, usual examination conditions apply and separate 
invigilation is arranged. 

Taking the 
assessment at an 
alternative venue 

For assessments taken under examination conditions, standard examination conditions 
should be in place at the alternative venue and the standard procedures for security of 
assessment material and despatch of the learner’s work should be followed. 

Use of coloured 
overlays, low 
vision aids, tinted 
spectacles, cctv 
and ocr scanners 

The learner should be familiar with how the aid works.  
The use of aids should not give the learner an unfair advantage over other learners or 
invalidate the assessment criteria. 

Use of assistive 
technology 

The learner should be familiar with how the assistive technology works.  
The assistive technology should not give the learner an unfair advantage over other learners 
or invalidate the assessment criteria. 

Use of bilingual 
dictionaries and 
bilingual 
translation 
dictionaries   

The use of a bilingual dictionary should not give the learner an unfair advantage over other 
learners or invalidate the assessment criteria. These should not be permitted if proficiency in 
English, Welsh or Irish (as appropriate) is required for the role supported by the qualification. 

Assessment 
material in 
enlarged format 

Where appropriate, the centre should meet AIM Awards deadlines for requesting enlarged 
assessment material.  
In cases where the centre is permitted by the AIM Awards to enlarge assessment material, 
the centre should take responsibility for the security of the material and for ensuring that 
the entire document is enlarged. 

Assessment 
material in Braille
  

Where appropriate, the centre should meet AIM Awards deadlines for requesting brailled 
assessment material. In cases where the centre is permitted by AIM Awards to braille 
assessment material, the centre should take responsibility for the security of the material/ 

Language 
modified 
assessment 
material 

Language and Stimulus Materials are only appropriate if they – (a) enable Learners to 
demonstrate their level of attainment, (b) require knowledge, skills and understanding which 
are required for the qualification, (c) are clear and unambiguous (unless ambiguity forms 
part of the assessment), and (d) are not likely to cause unnecessary offence to Learners. 

Assessment 
material in BSL  
 

The centre should meet AIM Awards deadlines for requesting assessment material in BSL.  
In cases where the centre is permitted to translate the assessment material into BSL, it 
should take responsibility for the security of the material and for the accuracy of the 
translation.  

Assessment 
material on 
coloured paper  

Where the centre is permitted to modify the assessment material, it should take 
responsibility for the security of the assessment material and for the accuracy of the 
modification. 



AIM Awards - Reasonable Adjustments and Special Considerations 5 

 

Version 5 (author): GRM  7 
 

Assessment 
material in audio 
format  
 

Where the centre is permitted to produce an audio version of the assessment material, they 
should take responsibility for the security of the material and for ensuring that the entire 
document is copied. The centre should ensure that sufficient playback equipment is 
provided in full working order. 

Use of ICT to 
present responses
  
 

The centre should ensure that:  

 the computer is used solely by the learner and not by someone acting on the learner’s 
behalf unless the learner has permission to use a scribe 

 the computer is working correctly at the time of an assessment. It is the centre’s 
responsibility to arrange the ICT provision for the learner 

 the learner has access only to those facilities (for example spell/grammar checker, voice 
activated software, speech reading software) which have been agreed in advance with 
AIM Awards 

 the learner is not able to gain access to existing files or documents. Where a system 
operates from flash drive, CD or floppy disk, the learner must be supplied with a flash 
drive or disk containing only the software required for the assessment 

 the computer should be free-standing and not be connected to the Internet, unless this 
is required in the assessment 

 the learner is accommodated separately if the use of a computer is likely to distract 
other learners. In this case separate invigilation should be arranged 

 the learner is present when his/her work is printed. It is normal practice for a printed 
version of the learner’s work to be submitted and authenticated for assessment, and not 
the disk 

 where a question/answer booklet is provided, the learner might need to answer some 
questions in the booklet and type other answers. Answers should be clearly labelled and 
the printout must be attached to the question paper/answer booklet 

 the learner should be proficient in the use of the computer and its software 

 the learner’s work is saved frequently and, if possible, using an auto-save facility 

Responses using 
electronic 
recording devices
  
 

Recording the learner’s responses electronically should not be allowed where it will 
invalidate the assessment requirements.  
The centre should ensure that the appropriate recording equipment is provided in full 
working order.  
The learner using recording equipment should be accommodated separately, with separate 
invigilation, where its use will disturb other learners. 

Responses in BSL  
 

Signing of the learner’s responses on video should not be allowed where it will invalidate the 
assessment requirements. 

Reader  
 

The centre should check that the use of a reader is the most appropriate arrangement to 
enable the learner to undertake the assessment. The centre should select a reader and fully 
brief him/her on their responsibilities.  
A separate invigilator should be present when a reader is used. 
A reader should not be allowed where such use would invalidate the assessment 
requirements. 

Scribe  
 

The centre should check that the use of scribe is the most appropriate arrangement to 
enable the learner to undertake the assessment.  
The centre should select a scribe and fully brief him/her on their responsibilities.  
A separate invigilator should be present when a scribe is used. 

BSL interpreter  
 

The centre should check that the use of BSL interpreter is the most appropriate arrangement 
to enable the learner to undertake the assessment.  
The centre should select a BSL interpreter and fully brief him/her on their responsibilities.  
A separate invigilator should be present when a BSL interpreter is used.  
A BSL interpreter should not be allowed where such use would invalidate the assessment 
requirements.  
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Prompter The centre should check that the use of a prompter is the most appropriate arrangement to 
enable the learner to undertake the assessment.  
The centre should select a prompter and fully brief him/her on their responsibilities.  
A separate invigilator should be present when a prompter is used. A prompter should not be 
allowed where such use would invalidate the assessment requirements 

Practical assistant The centre should check that the use of a practical assistant is the most appropriate 
arrangement to enable the learner to undertake the assessment.  
The centre should select a practical assistant and fully brief him/her on their responsibilities.  
A separate invigilator should be present when a practical assistant is used.  
A practical assistant should not be allowed where such use would invalidate the assessment 
requirements. 

Transcriber The centre should check that the use of a transcriber is the most appropriate arrangement to 
enable the learner to undertake the assessment.  
The centre should select a transcriber and fully brief him/her on their responsibilities.  
A transcriber should not be allowed where such use would invalidate the assessment 
requirements 
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Appendix 2 - Examples of required evidence for special consideration 

 Circumstance  Required Evidence 

 Illness An original medical certificate or letter from an appropriate medical professional 
confirming the nature of the illness and the likely impact it is having on the learner's 
ability to undertake formal assessment and/or study. 

 Hospitalisation A medical letter/certificate from the relevant hospital confirming the nature and 
severity of the learner's circumstances and the likely period of impact on the learner's 
ability to undertake formal assessment and/or study.  

Family illness A medical certificate/letter from an independent medical professional confirming the 
nature and severity of the family circumstances and the likely impact it is having on the 
learner's ability to undertake formal assessment and/or study. 

Bereavement A death certificate or a letter confirming the death from an independent person (usually 
not a family member) with their contact details provided and including a view on the 
closeness of the relationship. 

Acute Personal/ 
Emotional 
Circumstances 

An original medical certificate or letter from an appropriate medical professional 
confirming the nature of the illness and/or circumstances and the likely impact it is 
having on the learner's ability to undertake formal assessment and/or study. 

Victim of crime A written statement of events which is supported by written evidence from the Police 
(including a crime reference number). Where the impact of the crime has lead to a 
medical or other professional consultation, an original medical certificate or letter from 
an appropriate medical professional confirming the likely impact the reported crime 
had/is having on the learner's ability to undertake formal assessment and/or study.  

Domestic 
Disruption 

Where significant and unforeseen domestic disruption has occurred very close to a 
timetabled examination a letter from an appropriate independent individual/authority 
detailing the relevant circumstances and an indication of the likely impact with their 
contact details provided. 

Jury Service (UK) A letter from the Court together with proof that a deferral has been requested and 
rejected or proof that a previous request for deferral has been accepted. 

Court Attendance 
(UK) 

Where a learner is required to attend a tribunal or court as a witness, defendant or 
plaintiff the learner should provide official correspondence from the tribunal/court 
confirming attendance or a solicitor’s letter detailing the nature and dates of the legal 
proceedings and the requirement for the learner to attend. 

Other The list of circumstances cannot be exhaustive and it is possible that other 
circumstances will arise that should be considered as acceptable.   

 


