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ACCESS TO HIGHER EDUCATION:

REASONABLE ADJUSTMENTS FOR ASSESSMENT 

Guidance for Access Personal Tutors and Access Co-ordinators
This form should be used to gain approval for reasonable adjustments applied to individual students relating to assessment methods.  Section 3.2 in the document ‘Access Assessment Policy’ lists examples of reasonable adjustments requiring notification to and the approval of Access external moderators

When to use this form?
Adjustments requiring approval of external moderator

All adjustments that change, or significantly affect, the assessment methods must be approved by the external moderator (e.g. extended time allowance in exams). In these cases the form below should be used and either be signed by the external moderator or have an email attached/inserted etc to show external moderator approval (see 3.2.6 in Access Assessment Policy).

Other reasonable adjustments
As identified in section 3.2.6 of the guidance
, other adjustments do not usually require the approval of the external moderator. The form below need not be used for this category of reasonable adjustments. However the Access course team must keep a record of any reasonable adjustments made available to individual students on a course.
How to use this form
1. The attached form should be completed by the Personal Tutor and/or Access Programme Co-ordinator for cases where a reasonable adjustment which affects the assessment method is to be allowed for a student.

2. This should be completed at least 1 week in advance of the reasonable adjustment being implemented for the named student

3. Where an adjustment affects the assessment method for the individual student, the relevant external moderator must approve the form.
4. Centres must retain a copy of the form for each student to show that reasonable adjustments were applied fairly.
5. The completed forms should be made available to the external moderator on request and at the final exam/assessment board to support any decisions/discussions that may take place.
	Centre Name
	

	Diploma Title
	
	Programme Code
	

	Name of Learner
	

	A.  Statement by Personal Tutor

Please provide information on the following:

· The relevant individual circumstances of the learner (e.g. dyslexia)

· Supporting evidence should be attached where possible.

I confirm that the details recorded above are truthful and accurate.

Tutor’s name                                                             Date:

Tutor’s signature



	B.  Adjustment to assessment method as it relates to the student
Please ensure that this identifies the adjustment (e.g. additional time for examinations stating the time allowed, amendment to assessment type for a student e.g. presentation replaced by other assessment as a result of student condition and provide evidence of need such as a report from a centre’s special educational needs leader)




	C.  SUPPORTING STATEMENT FROM ACCESS CO-ORDINATOR

Please explain why you are supporting this application: comment specifically on the learner’s potential to succeed in HE.  Internal Moderation records should be attached to confirm the standard of the learner’s work.

Name of Access Co-ordinator

Signature of Access Co-ordinator                                     Date:



	D.  COMMENTS AND RECOMMENDATIONS OF ACCESS CENTRE MODERATOR

To be completed at/after the final Assessment / Examination Board



	Date of Final Assessment / Examination Board
	

	I support this application that this learner should be granted the adjustment identified in B.            
	YES / NO

	COMMENTS:
Name of Access Centre Moderator

Signature of Access Centre Moderator                                          Date:




Please make this pro-forma available to the Access Diploma moderator with sections A, B and C completed at least 2 weeks before the Final Assessment / Examination Board.

The Access Centre Moderator should complete section D, and the pro-forma must be retained as evidence by the centre in the event that it is subsequently required as supporting evidence for the Recommendation for Award of Credit forms (RACs) should the need arise. It does not have to be sent to LASER unless requested.
� ‘Access Assessment Policy’, Section 3.2
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