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Revision History

Revision date Version  Revision Summary
Expansion of scope of qualifications covered by this policy.
July 2024 2.0 Process detailed updated to reflect RQF.

Role titles updated to reflect changes

Updated application process to relate to Proficient and RQF.
Removed example forms as no longer applicable.

April 2025 2.2 New template

Some minor changes, along with adding resits for
reasonable adjustments

Jan 2025 2.1

May 2026 2.3

Introduction

This policy sets out the principles and processes by which a learner can apply for either
reasonable adjustments or special considerations towards assessments.

We ensure that assessment processes are implemented fairly and in a non-discriminatory
manner to enable learners to demonstrate their knowledge, skills, and behaviours.

This policy has been developed in accordance with Ofqual General Conditions of
Recognition, conditions G6 & G7.

Scope & Purpose of this Policy

This policy applies to:
e Qualifications on the Regulated Qualifications Framework for which FuturU is the
Ofqual recognised Awarding Organisation

This policy sets out the arrangements at FuturU to ensure that, where applicable,
reasonable adjustments and/or special considerations can be applied towards
assessments of vocational qualifications.

Obtaining Copies of the Policy

This policy can be accessed on the FuturU platform.

Regulation and Definitions

FuturU is committed to ensuring that all learners are granted equal opportunity to access
assessment, in line with the Equality Act 2010, while maintaining the equity, validity and
reliability of assessments.
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The Equality Act 2010 defines disability as a physical or mental impairment which has
substantial and long-term adverse effects on a person’s ability to perform normal day-to-
day activities. The Joint Council for Qualifications (JCQ) provides examples of disabilities
and learning difficulties, including:

e Cognition and learning needs, such as learning difficulties or specific learning
difficulties, such as Dyslexia or dyscalculia.

e Communication and interaction needs, such as Autistic Spectrum Disorder (ASD),
Speech, Language and Communication Needs (SLCN)

e Sensory and physical needs, such as Hearing Impairment (HI), Visual Impairment
(VI), multi-sensory impairment (MSI), or Physical Disabilities (PD).

e Social, emotional, and mental health needs, such as attention deficit hyperactivity
disorder (ADHD) or mental health conditions.

Reasonable adjustments and special considerations are intended to remove barriers to
assessment while maintaining the validity and integrity of the qualification.

Regardless of their reasonable adjustment or special consideration, all learners must still
meet the minimum requirements to achieve their qualifications.

What are Reasonable Adjustments?

Reasonable adjustment is defined by Ofqual as:

“An adjustment 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.”

What are Special Considerations?

A special consideration is defined by Ofqual as

“Consideration to be given to a learner who has temporarily experienced an illness or injury,
or some other event outside of the learner’s control, which has had or is reasonably likely to
have materially affected the learner’s ability to: take an assessment or demonstrate his or
her level of attainment in an assessment.”

Responsibilities
e The Head of Quality & Compliance is responsible for ensuring adherence to this
procedure.
e The Internal Quality Assurers (IQA), Quality Manager and assessors are responsible
for conducting the activities described in this procedure.
e Assessors are responsible for ensuring the measures available to the learners are
implemented during the assessment.

fUtUI"U Version 2.3 — May 2026 Page | 4



Quality & Compliance futurU

e Quality Leads are individuals allocated to specific qualifications as the primary lead
on quality and standards. These can be referred to as Lead Internal Quality
Assurers (Lead IQA) but may differ based on provision.

e Employers and delivery teams, where applicable, are responsible for supporting the
learners in completing the application and submitting all required evidence.

Advice and Guidance to Learners

During their enrolment or induction/onboarding process, learners must be provided with
information about Reasonable Adjustments and Special Considerations, including:

e This policy.

e The support and guidance available to support future applications.

e Instruction of how to apply and what to expect after an application is made.

Should they wish to apply for reasonable adjustments at the start of the qualification,
learners must be given the opportunity to discuss their application. For vocational
qualifications, this is likely to take place as part of the Initial Assessment conducted with
the learner by an assessor or other designated delivery team member. Special
Consideration, by nature, is usually applied for around the assessment. All learners will be
reminded of this during their Initial Assessment and induction.

Method and Arrangements

What learners can expect from us:

e We will ensure that all assessments are conducted fairly and in accordance with
the relevant assessment and Ofqual requirements. All learners’ assessment work
will be assessed fairly against the regulated qualifications framework and
programme specifications, and staff involved in the assessment will be fully
trained.

e Learning outcomes, performance criteria and other significant elements of learning
and assessment will be made clear at the outset.

e They will be given appropriate assessment opportunities throughout, with feedback
on the assessment criteria.

Reasonable Adjustments

Scope for Reasonable Adjustments

Awarding Organisations and delivery centres are required by law to do what is ‘reasonable’
in terms of giving learning and assessment opportunities that are accessible to all. What
is reasonable will depend on individual circumstances, cost implications and the
practicality and effectiveness of the adjustment. Other factors, such as the need to
maintain standards and health and safety, will also be taken into consideration.
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An adjustment will not be approved if it:

e The adjustment may compromise the validity, reliability, or independence of the
assessment process.
This may constitute a serious safety hazard.
The adjustment invalidates any ‘licence to practice’ requirements as stated by the
JCQ in section 2.5 of their Access Arrangements and Reasonable Adjustments
process.

The assessment output produced by the learner must, at all times:

e meet the requirements of the programme specification and assessment criteria
published by the Awarding Organisation regardless of the process or methods
used.
be as rigorously assessed as outcomes generated by other learners.
be assessable.
be a valid measure of occupational competence, skills, and knowledge, and be able
to be moderated or verified.

Reasonable Adjustments may include:

e Changing usual assessment arrangements, for example, allowing extra time to
complete an assessment activity.
Adapting assessment materials, such as providing materials in alternative formats.
Assisting with assessment, such as a reader, scribe, or sign language interpreter.
Changing the assessment method, for example, from a written to a spoken
assessment.
Using assistive technology, such as screen reading or voice-activated software.
Providing alternative screen colour backgrounds for online assessments.

For work-based pathways, assessment adjustments should mirror the types of reasonable
adjustments that the learner has received from their employer and/or training provider
during the programme.

Process for Applying for Reasonable Adjustments

As of November 2024, all apprenticeship assessment applications for reasonable
adjustments must be made via Proficient. Applications can be submitted via the
apprentice section by searching for the learner profile and selecting the Action icon. A
detailed guide will be provided to all customers as a separate document.

All regulated qualification framework reasonable adjustments can be applied via the
process detailed in the Learner and Employer Handbooks.

The quality team will maintain records of all applications and decisions until the learner
completes their qualification. After this, only tracking details will be stored for three years.
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Where needed, assessors will collaborate with learners to complete the documentation,
which will be stored in the learner’s record for quality assurance purposes.

Applications must be supported by appropriate evidence where required.

Outcomes of Reasonable Adjustments

Learners will normally receive the outcomes of their applications within fifteen working
days of submission or, where additional information has been requested, within fifteen
working days of receipt of such information.

Outcomes of applications will be communicated to the applicant.

1. Where an application is accepted, the report will detail the agreed adjustments and
any parameters around it.

2. Where an application is rejected or partially accepted, we will provide a written
justification behind the decision.

Re-sits linked to Reasonable Adjustments

In exceptional circumstances, where an approved reasonable adjustment was not
implemented, was implemented incorrectly, or could not reasonably be put in place at the
time of assessment, FuturU may permit a re-sit of the affected assessment component.

Any such re-sit will:

« Be authorised by the Quality Team.

« Be supported by documented evidence.

« Not be considered a concession or an additional opportunity to improve performance.

o Be arranged at the earliest appropriate opportunity.

o Be conducted in line with standard assessment conditions and approved reasonable
adjustments.

Re-sits will not be approved where the learner has failed to meet assessment criteria or
where the circumstances would be more appropriately addressed through special
consideration.

Authorisation will be recorded formally and subject to internal quality assurance and
external regulatory review.

Special Considerations

Scope for Special Consideration

A learner may be eligible for special consideration if their performance in an assessment
is affected or part of an assessment is missed due to circumstances beyond their control,
for example:
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Temporary illness or accident/injury at the time of the assessment.
Bereavement at the time of the assessment.

Domestic crisis arising at the time of the assessment.

Serious disturbances during an examination.

Accidental events at the time of the assessment, such as being given the wrong
examination paper, being given defective examination paper or CD, failure of
equipment, and failure of material to arrive on time.

Participating in sporting events, training camps, or other events at the international
level at the time of assessment, e.g., representing a club or country at an
international level.

Failure by the centre to implement previously approved access arrangements for
that specific examination series.

Requests for special consideration will not be considered under the following
circumstances:

Long-term illness or other difficulties during the course affecting revision time
unless the illness or circumstances exacerbate what would otherwise be a minor
issue at the time of the assessment (i.e. difficulties over and above those that
previously approved access arrangements would have alleviated).

Bereavement occurring more than six months before the assessment unless an
anniversary has been reached at the time of the assessment or there are ongoing
implications such as an inquest or court case.

Domestic inconvenience, such as moving house, lack of facilities, taking holidays
(including school/exchange visits and field trips) at the time of the assessment.
Minor disturbance in the examination room caused by another candidate, such as
momentary bad behaviour or a mobile phone ringing.

The consequences of committing a crime, where formally charged or found guilty.
(However, a retrospective application for special consideration may be considered
where the charge is later dropped or the candidate is found not guilty.)

The consequences of taking alcohol or recreational drugs.

The consequences of disobeying the centre’s internal regulations.

The failure of the centre to prepare candidates properly for the examination for
whatever reason.

Quality of teaching, staff shortages, building work or lack of facilities.

Misreading the timetable and/or failing to attend at the right time and in the right
place.

Misreading the instructions of the question paper and answering the wrong
questions.

Making personal arrangements such as a wedding or holiday arrangements which
conflict with the examination timetable.

Submitting no coursework or non-examination assessment at all, unless
coursework or non-examination assessment is scheduled for a restricted period of
time, rather than during the course.

Missing all examinations and internally assessed components/units.

Failure to cover the course because of joining the class part way through.
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e A disability or learning difficulties (diagnosed or undiagnosed) unless the disability
or circumstances exacerbate what would otherwise be a minor issue at the time of
the assessment, i.e. difficulties over and above those that previously approved
access arrangements would have alleviated,

e Failure by the centre to process access arrangements by the published deadline.

Where an assessment requires a competence, criterion or standard to be fully met, it may
not be possible to apply special considerations. It may be more appropriate to offer the
learner an opportunity to retake the assessment at a later date.

If circumstances beyond the learner's control result from FuturU staffing or equipment
failure, a request for special consideration is not required, and the assessment will be
rearranged. In such circumstances, the learner has the right to complain under the
Complaints policy.

Process for Applying for Special Considerations

As of November 2024, all apprenticeship assessment applications for special
considerations must be made via Proficient. This can be done via the apprentice section,
where you can search for their profile and click the Action icon. When selecting the
arrangement type, the option will be available. A detailed guide will be provided to all
customers as a separate document.

All regulated qualification framework special considerations can be applied via the
process detailed in the Learner and Employer Handbooks.

The quality team will maintain records of all applications and decisions until the learner
completes their qualification. After this, only tracking details will be stored for three years.

Where needed, assessors will collaborate with learners to complete the documentation,
which will be stored in the learner’s record for quality assurance purposes.

Applications must be supported by appropriate evidence where required.

Outcomes of Special Considerations

Learners will normally receive the outcomes of their applications within fifteen working
days of submission or, where additional information has been requested, within fifteen

working days of receipt of such information.

If the application is accepted, a range of options may be available, which will depend on
the circumstances, for example:

1. Re-scheduling of the assessment

2. The rescheduling of the assessment in such circumstances is not considered a re-
sit or re-take.

3. Re-assessment will normally be arranged at the earliest appropriate opportunity,
taking account of the learner’s circumstances and assessment availability.
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4. Re-marking the assessment to account for the reduced time a learner had to
complete the assessment.

It should be noted that a successful application of Special Consideration will not
necessarily change a learner's results.

Appeals

Learners may appeal decisions relating to reasonable adjustments or special
considerations by following the process detailed in the relevant Appeals Policy.

Quality Assurance

Reasonable adjustments and special considerations are subject to all quality assurance
and verification processes that apply to the assessment of the qualification.

The application and implementation of reasonable adjustments and special

considerations will be reviewed periodically as part of FuturU’s self-assessment and
regulatory compliance monitoring.

Findings from these reviews will be used to inform continuous improvement and staff
training where necessary.

futurU Version 2.3 — May 2026 Page | 10



