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[bookmark: _Toc157443026]Introduction
At SS Educational Services Ltd. (herein referred to as SSES) we have a commitment to all apprentices to ensure an end-point assessment (EPA) which is fair, accessible, and free of barriers to entry.  We will:
· Ensure that all EPAs are developed to ensure that there are no features that could disadvantage any apprentices with a particular protected characteristic or barriers to entry other than those directly related to the purpose of the EPA or end-point assessment. 
· Ensure fairness in all access arrangements for EPAs
· Ensure fairness in the delivery and facilitation of EPAs
· Ensure that apprentices with a protected characteristic are neither advantaged nor disadvantaged during an EPA in comparison to those who do not share that characteristic, so that all achievement is comparable
· Monitoring data related to EPA achievement in order to detect and mitigate against accidental bias
· Ensure staff remain up to speed with, and embed, all the latest equality-based legislation through our commitment to ongoing staff training and development
This policy details our policy and procedure for the application of reasonable adjustments and special considerations in end-point assessment.
It will explain how and when our organisation may have to refer to our Reasonable Adjustments & Special Considerations for apprentices. 
SSES will proactively identify and remove barriers to participation wherever reasonably practicable.
[bookmark: _Toc157443027]PART 1 – REASONABLE ADJUSTMENTS
[bookmark: _Toc157443028]Definitions
[bookmark: _Toc157443029]Regulatory Duty
Reasonable adjustment is defined by Ofqual as: “an adjustment made to an assessment for a end-point assessment so as to enable a disabled Apprentice to demonstrate his or her knowledge, skills and understanding to the levels of attainment required by the specification for that end-point assessment.”  
[bookmark: _Toc157443030]Legal Duty:
According to the Equality and Human Rights Commission, Reasonable Adjustments can be defined as follows:
Avoid substantial disadvantage where a provision, criterion or practice puts disabled students at a substantial disadvantage.
Avoid substantial disadvantage, where a physical feature puts disabled persons at a substantial disadvantage; this includes removing the physical feature in question, altering it or providing a reasonable means of avoiding it.
Provide an auxiliary aid where without one, disabled students would be put at a substantial disadvantage.
You owe this duty to existing students, applicants and, in limited circumstances, to disabled former students.
You cannot justify a failure to make a reasonable adjustment; where the duty arises, the issue is whether or not the adjustment is ‘reasonable’ and this is an objective question for the courts to ultimately determine.
[bookmark: _Int_1VBv8I6f]The duty is an anticipatory and continuing one that you owe to disabled students generally, regardless of whether you know that a particular student is disabled or whether you currently have any disabled students. You should not wait until an individual disabled student approaches you before you consider how to meet the duty. Instead, you should plan ahead and anticipate the requirements of disabled students and the adjustments that might need to be made for them. You are not expected to anticipate the needs of every prospective student, but you are required to think about and take reasonable and proportionate steps to overcome barriers that may impede people with different kinds of disabilities. For example, while it may be appropriate for university to install a hearing loop in lecture theatres to anticipate deaf students’ needs, they would not be expected to have a British Sign Language (BSL) interpreter on the payroll.
[bookmark: _Toc157443031]Equality Act
The Equality Act 2010 defines disability as a physical or mental impairment which has substantial and long-term adverse effect on a person’s ability to perform normal day to day activities. 
This policy ensures that an apprentice who is disabled, as defined in the Act, are not placed at a substantial disadvantage in comparison to apprentices who are not disabled.  A reasonable adjustment is any action that helps to reduce the effect of a disability or difficulty that places the apprentice at a disadvantage in an assessment scenario.
An apprentice does not necessarily have to meet the definition of disability under the Equality Act 2010 to require an assessment adjustment. Equally, every person who is disabled will also not necessarily be entitled to, or need, an adjustment to assessment. For example, the use of a scribe if the Apprentice had broken their dominant hand.
When a reasonable adjustment has been applied, the work produced by the apprentice will be marked to the same standards and assessment requirements as the work assessed of the other apprentices. Reasonable adjustments must therefore not:
· affect the assessment criteria, 
· give the apprentice an unfair advantage, 
· affect the integrity of what is being assessed, 
· affect the validity or comparability of the end-point assessment.

[bookmark: _Toc157443032]Examples of Reasonable Adjustments
These can include, but not exclusively:
· Adapting assessment materials, such as providing materials in Braille
· Providing assistance during assessment, such as a sign language interpreter or a reader
· Reorganising the assessment room, such as removing visual stimuli for an Apprentice on the Autistic Spectrum
· Using assistive technology, such as voice activated software
· Providing different coloured transparencies with which to view assessment papers
Further details on the types of reasonable adjustments are provided in appendix C and D.
Reasonable adjustments should mirror the types of reasonable adjustments and additional support that the apprentice has received from their employer and/or training provider during their apprenticeship programme.
Whether an adjustment will be considered reasonable will depend on a number of factors which will include, but are not limited to: 
· The needs of the disabled apprentice, 
· The effectiveness of the adjustment with an adjustment in place, 
· The cost of the adjustment,
· The types of support they have received during their training programme,
· The likely impact of the adjustment upon the apprentice and other apprentices. 
[bookmark: _Toc157443033]Requesting and Approving Reasonable Adjustments 
Initially the employer will need to complete a Reasonable Adjustments Request Form (appendix A), which will have been emailed to the employer after registration. However, if another form is required, or required in a different format, please email contact@sseducationalservices.co.uk 
We expect the employer to involve the apprentice in any applications for reasonable adjustments.
The form will need to be returned to SSES with confirmation of adjustments made during the practical period. We do not request professional reports, workplace adjustment records, training provider evidence, occupational health recommendations or other appropriate supporting evidence unless for an EQA inspection.
This form will need to be submitted in advance of the end-point assessment, and no later than 20 working days before the date of the first end-point assessment.
SSES will acknowledge the request within 1 working day. 
All applications will be considered on the information received, and we aim to involve apprentice and their employer or training provider in any decisions regarding adjustments. Depending on the need for further information, a decision will be made within 5 working days.
Where an application is accepted SSES will detail the agreed adjustments on the application and ensure that the provisions are in place. The finalised adjustments will be reconfirmed at the gateway to end-point assessment. SSES will contact the apprentice no less than 24 hours in advance of the assessment to reconfirm the reasonable adjustments that are being put in place, and again check on the day of the assessment that the adjustments are in place
Where an application is rejected, or partially accepted, we will provide a written justification behind the decision. Applicants have the right to appeal an application decision as detailed within our appeals policy.

[bookmark: _Toc157443034]PART 2 – Special Considerations
[bookmark: _Toc157443035]Special Considerations Definition
A special consideration is defined by Ofqual as a consideration to be given to a Apprentice who has temporarily experienced an illness or injury, or some other event outside of the Apprentice’s control, which has had, or is reasonably likely to have materially affected the Apprentice’s ability to:  
· take an assessment  
· demonstrate his or her level of attainment in an assessment.  
A special consideration can be granted after an assessment has taken place if a apprentice may have been disadvantaged during their assessment for reasons beyond their control.
[bookmark: _Toc157443036]Examples of Special Considerations 
Each and every request for special consideration will be unique to the Apprentice or assessment and will depend on the circumstances at the time of the assessment and will reflect the difficulty faced by the Apprentice. For example, social considerations may be considered if:
· Performance in an assessment is affected, or part of an assessment is missed, due to circumstances beyond the control of the Apprentice. For example:
· Personal illness, accident, bereavement
· Serious disturbance during the assessment
· Alternative assessment arrangements (reasonable adjustments) which were agreed in advance of the assessment proved inappropriate or inadequate
If the circumstances beyond the Apprentice’s control are the result of the staffing or equipment associated with the End-Point Assessment Organisation, such as during an observation, or assessor’s illness preventing attendance, or the wrong assessment being used, a request for special consideration is not required, and the assessment will be re-arranged. In such circumstances the Apprentice has the right to complain under SSES Appeals and Complaints policy.
Requests for special consideration will not be permissible under the following circumstances:
· If the request is solely on the grounds of disability or learning difficulty. In these circumstances, the request must have been made and agreed in advance of the assessment through the SSES Fair Access Policy (Reasonable Adjustments and Special Considerations) v1
· If the assessment is missed due to pre-planned arrangements such as holiday, or hospital appointments
· If the Apprentice does not provide supporting evidence, such as a medical certificate, where consideration is requested for a medical condition
· Minor disturbances during the assessment, such as a phone ringing, or a Apprentice leaving the room to use the toilet
SSES will ensure that any special considerations agreed:
· Do not confer an unfair advantage over other Apprentices
· Ensure the provision of supporting evidence is sufficient, valid and reliable
· Do not compromise the integrity or credibility of the assessment, for the Apprentice concerned or for other Apprentices
· Are clearly tracked for audit purposes, with all supporting documentation where appropriate.
[bookmark: _Toc157443037]Process for Requesting Special Consideration 
Initially the employer will need to complete a Special Considerations Request Form (appendix B), which will have been emailed to the employer after registration. However, if another form is required, please email contact@sseducationalservices.co.uk 
We expect the employer to involve the apprentice in any applications for special considerations.
The form will need to be returned by no later than 5 working days following the EPA
The only exception will be if medical evidence comes to light later than the 5 working days, which show that the Apprentice will have been affected by the condition at the time of the assessment.
SSES will acknowledge the application/request within 1 working day. All applications will be considered on the information received, and we aim to involve apprentice and their employer or training provider in any decisions regarding special considerations. Depending on the need for further information, a decision will be made within 5 working days.
As part of the review, SSES will investigate whether the event subject to special consideration had, or could have had, an impact (adverse effect) on other apprentices. For example, a significant disturbance impacting the entire cohort. If adverse effects or potential adverse effects have been found these will be reported to the regulator and investigated across all those potentially impacted.
If the application is accepted, a range of options may be available, which will depend on the circumstances, for example:
· Re-scheduling of the assessment
· the rescheduling of the assessment in such circumstances is not considered a re-sit or re-take.  
· The re-assessment will be carried out no later than 2 weeks after the application for special consideration, depending on the apprentice’s circumstances.
· Adjustment to the mark of the apprentice. The size of the adjustment will depend on the circumstances and reflect the difficulty faced by the apprentice. Further details are provided in the next section.
It should be noted that a successful application of Special Consideration will not necessarily change an apprentice’s results.
[bookmark: _Toc157443038]Where an application is rejected, or partially accepted, we will provide a written justification behind the decision. Applicants have the right to appeal an application decision as detailed within our appeals policy. 

Levels of Adjustments for Special Consideration
Below are the levels of adjustment and explanations for Special Consideration. Please refer to Appendix E which details the mark adjustment allowed, dependent on the standard. 
Exceptional – Maximum mark adjustment equivalent to X% of the total available for exceptional circumstances, such as, terminal illness of the student/parent/child or the death of an immediate family member has occurred within 60 days of the assessment.
High Severity – Mark adjustment equivalent to X% of the total available marks for non-threatening but serious issues, such as a physical assault, psychological condition on non-application of an eligible Reasonable Adjustment before the assessment.
Low-Moderate Severity – Mark adjustment equivalent to X% of the total available marks for relatively common issues, such as illness at the time of the assessment, disruptions during the assessment, stress or anxiety that is being treated with prescribed medication or administrative issues.
Disallowed – No mark adjustments will be applied where the Special Consideration request does not include sufficient, valid or reliable evidence, or does not meet the eligibility criteria, or the request was sent in outside of the timescales provided in this document.
Any adjustment applied will be consistent with the assessment plan requirements and will not compromise assessment validity, reliability or comparability.
[bookmark: _Toc157443039]Record Keeping
SSES will keep on record all fair access reasonable adjustment requests forms and evidence for a period of 6 years after the assessment in line with the document retention period specified within the conditions for acceptance for end-point assessment organisations.  
Information about an apprentice’s disability is deemed ‘special category personal data’ and therefore SSES, the employer and / or the training provider, if appropriate, are required by law (under the UK GDPR and the Data Protection Act 2018) to process the information ‘fairly and lawfully’. 
SSES will keep in confidence all correspondence and documentation received in accordance with the UK GDPR and the Data Protection Act 2018.
Anonymised records will be use for the purposes of monitoring and continuous improvement. 
[bookmark: _Toc157443040]Review and Update
This policy, and any supporting documentation, is reviewed annually. However, at any period between the reviewing cycle, the policy, and/or any supporting documentation, may be amended or updated, following an investigation or legislative changes.
If you have any questions regarding this policy, please e-mail contact@sseducationalservices.co.uk where your comments and/or concerns will be forwarded to the relevant individual.
Person Responsible for review: 		Quality and Compliance Manager 
This Policy has been agreed by:		Director of Finance
[bookmark: _Toc157443041]
APPENDIX A 
	REASONABLE ADJUSTMENT REQUEST FORM
Please complete all fields and submit this form by email to contact@sseducationalservices.co.uk
This form needs to be returned no less than 20 working days before the date of the EPA.
A decision will be made within 5 working days of receipt.

	Apprenticeship Standard:

	Name of Apprentice:
	SSES No.:

	TRAINING PROVIDER:
	

	CONTACT NAME:
	

	CONTACT No.:
	

	EMPLOYER:
	

	CONTACT NAME:
	

	CONTACT No.:
	



‘The EPAO must have in place clear and fair arrangements for making reasonable adjustments. This should include how an apprentice qualifies for Reasonable Adjustment and what Reasonable Adjustments will be made. The adjustments must maintain the validity, reliability and integrity of the assessment methods outlined in the assessment plan’ 
	Standard:
	

	Assessment:
	



	Reason for application
	(Box will expand as necessary)

	Reasonable adjustment requested
	(Box will expand as necessary)

	Explanation of support given during practical period.
	(Box will expand as necessary)

	Please do not attach any supporting documentation unless requested by SSES



I confirm that the above apprentice has been assessed as requiring reasonable adjustments, and that the Apprentice has been fully involved in any decisions about adjustments/adaptations
	NAME and SIGNATURE of training contact
	

	DATE
	

	NAME and SIGNATURE of employer
	

	DATE:
	


For Office Use Only
	Reasonable Adjustments 
	APPROVED
	NOT APPROVED

	Rationale:
	(Box will expand as necessary)

	Decision made by:
	

	Position in SSES:
	

	Date:
	


[bookmark: _Toc157443042]
APPENDIX B 
	SPECIAL CONSIDERATIONS REQUEST FORM
Please complete all fields and submit this form by email to contact@sseducationalservices.co.uk
This form needs to be returned no later than 5 working days following the assessment. The only exception will be if medical evidence comes to light later than the 5 working days, which show that the Apprentice will have been affected by the condition at the time of the assessment.
A decision will be made within 5 working days of receipt.

	Apprenticeship Standard:

	Name of Apprentice:

	SSES No.:

	TRAINING PROVIDER:
	

	CONTACT NAME:
	

	CONTACT No.:
	

	EMPLOYER:
	

	CONTACT NAME:
	

	CONTACT No.:
	



‘The EPAO must have in place clear and fair arrangements for making reasonable adjustments. This should include how a apprentice qualifies for Reasonable Adjustment and what Reasonable Adjustments will be made. The adjustments must maintain the validity, reliability and integrity of the assessment methods outlined in the assessment plan’ 
	Standard:
	

	Assessment:
	



	Reason for application

	(Box will expand as necessary)

	Supporting Evidence
Please list and attach
	(Box will expand as necessary)


I confirm that the above apprentice has been assessed as requiring special consideration, and that the Apprentice has been fully involved in any decisions regarding applying for special circumstances.
	NAME and SIGNATURE of training contact
	

	DATE
	

	NAME and SIGNATURE of employer
	

	DATE:
	



For Office Use Only
	Special Considerations 
	APPROVED
	NOT APPROVED

	Rationale:
	(Box will expand as necessary)

	Detail of special consideration approved
	

	Has the event requesting a special consideration had an impact on any other apprentices?
	

	Decision made by:
	

	Position in SSES:
	

	Date:
	


[bookmark: _Toc157443043]
APPENDIX C 
	ADAPTED REASONABLE ADJUSTMENT MATRIX (Skills England / IfATE)

	REASONABLE ADJUSTMENT
	Assessment Method

	
	Observation
	Test
	Professional Discussion

	1.
	Extra time allowance
	2, 3, 4, 5, 6, 7, 8
	2, 3, 4, 5, 6, 7, 8
	2, 3, 4, 5, 6, 7

	2.
	Scribe
	
	2, 6, 8
	

	3.
	Reader
	
	2, 8
	

	4.
	Personal Support Worker in attendance
	2, 5, 6, 8
	2, 5, 8
	

	5.
	Time rest breaks
	2, 4, 5, 6, 7, 8
	2, 4, 5, 6, 7, 8
	

	6.
	Bathroom breaks
	4, 6
	4, 6
	

	7.
	Voice explanation
	2, 8
	
	

	8.
	BSL interpreter and extra time
	7
	7
	

	9.
	Assistive technology – voice recognition
	
	2, 4, 6
	

	10.
	Assistive technology – screen reader
	
	8
	

	11.
	Assistive technology – text to speech
	
	2, 4
	

	12.
	Flexibility with location
	
	
	3, 4, 5, 6

	13.
	Flexibility of time of assessment
	4
	4
	4

	14.
	Flexibility with the method of assessment
	
	3, 4, 5, 6
	3, 4, 5, 6

	15.
	Pre-recorded evidence via video link
	
	
	

	16.
	Permission to write notes
	
	
	2, 4, 5

	17.
	Permission to bring notes
	
	
	2, 4, 5

	18.
	Info presented in required format – size, font style, colour
	
	2, 8
	

	19.
	Individual testing
	
	3, 4, 5
	

	20.
	Paper-based option
	
	2, 4
	

	21.
	Supervised assessment taken at home
	
	3, 4, 5, 6
	

	22.
	Written questions to back up verbal
	
	
	2, 4, 5, 6

	23.
	Rewording of questions/clarification if needed
	
	
	2, 3, 7

	24.
	Time allowance for processing verbal questions
	
	
	2, 4, 5, 7

	25.
	Information presented in small chunks
	
	
	2, 4, 7



1. No known disability 2. Cognitive processing needs such as dyslexia, dyspraxia; a need in executive function, visual processing speed, visual perception, literacy, numeracy, verbal reasoning, verbal memory, nonverbal memory 3. Social/ communication need such autistic spectrum condition 4. Long standing illnesses such as cancer, epilepsy, Crohn’s, IBS, Chronic Fatigue 5. A mental health condition 6. A physical need such as crutches or wheelchair user, arthritis, paraplegia, quadriplegia, cerebral palsy 7. Hearing needs 8. Visual need
[bookmark: _Toc157443044]
APPENDIX D 
	TYPES OF REASONABLE ADJUSTMENTS


SSES has a duty to ensure that any Reasonable Adjustments do not:
· Confer an unfair advantage over other Apprentices; and
· Does not compromise the integrity or credibility of the assessment, for the Apprentice concerned or for other Apprentices
And that we can ensure:
· Ensure the provision of supporting evidence is sufficient, valid and reliable; and
· Are clearly tracked for audit purposes, with all supporting documentation where appropriate
Any support from support workers, scribes, interpreters must ensure that they only apply the service they have been recruited for. They must not give any factual help or offer suggestions or advice which would be seen as giving an unfair advantage to the Apprentice.
	
	REASONABLE ADJUSTMENT
	EXPLANATION

	1.
	Extra time allowance
	Extra time will be permitted, as appropriate to each Apprentice, in line with this document ensuring that they are not disadvantaged in relation to other apprentices.
The standard time extension for assessments is 25% if a Apprentice has a disability or is not able to take the assessment in their official or native language.
Any more than 25%, up to 100%, can be considered if requested by an appropriate professional.

	2.
	Scribe
	A Apprentice can request a scribe if they have limitations with writing down answers, such as a physical or visual impairment or a specific learning difficulty. The scribe’s role will be to write down any answers exactly as directed.

	3.
	Reader
	A Apprentice can request a reader if they have a visual impairment or specific learning difficulties which would benefit from the support of a reader. They will be able to read all or any part of the assessment, instructions, questions, to the Apprentice. 

	4.
	Personal Support Worker in attendance
	A Apprentice can request the support of a PSW if they need someone to help with personal care / assistance during the assessment. This is their sole remit; they are not allowed to actively engage in the assessment criteria.

	5.
	Time rest breaks
	A Apprentice can request a rest break if they suffer from fatigue, physical or mental disabilities or for religious obligations. The rest break will be seen as part of their extra time request and can be taken at any time during the assessment.

	6.
	Bathroom breaks
	A Apprentice may use the toilet during an assessment if essential. They must not take any mobile devices with them and not engage with any third party.

	7.
	Voice explanation
	A Apprentice can request someone to read questions.

	8.
	BSL interpreter and extra time
	A Apprentice can request a sign language interpreter if they are hard of hearing to undertake the role of conversing with others on the Apprentice’s behalf. The interpreter can say a phrase or particular word as well as re-phrasing using sign language or by writing it down. 

	9.
	Assistive technology – voice recognition
	A Apprentice can request to use adaptive, assistive or access technology which enables them to access computer systems if they have particular needs.

	10.
	Assistive technology – screen reader
	

	11.
	Assistive technology – text to speech
	

	12.
	Flexibility with location
	Alternative premises can be sourced if this benefits the Apprentice due to a physical disability that the original location could not meet.

	13.
	Flexibility of time of assessment
	Assessment times can be any time which meets the needs of the Apprentice between 8:00 – 18:00.

	14.
	Flexibility with the method of assessment
	There are only 2 methods of assessment, knowledge test and professional discussion. There is flexibility with how these can be delivered, but changing one to a different method would be difficult as would bring into question the validity of the assessment and bias towards the Apprentice over other Apprentices.

	15.
	Pre-recorded evidence via video link
	This would be difficult to offer as the Professional Discussion needs two-way dialogue, and the Knowledge Test must be completed within a set time without advance sight of the test.

	16.
	Permission to write notes
	The facility to write notes to retain questions can be given as a reasonable adjustment, extra time may be needed also.

	17.
	Permission to bring notes
	Limited notes would be accepted, not textbooks or portfolios.

	18.
	Info presented in required format – size, font style, colour
	A Apprentice can request changes to the Knowledge Test to enhance accessibility when requesting a paper-based Knowledge Test.

	19.
	Individual testing
	Arrangements can be made for the Apprentice to take the Knowledge Test without others present. The Professional Discussion is 1:1 and therefore has no other Apprentices present.

	20.
	Paper-based option
	A Apprentice can request to take the Knowledge Test as a paper-based option rather than the online version.

	21.
	Supervised assessment taken at home
	This could be made possible following health and safety checks.

	22.
	Written questions to back up verbal
	The Knowledge Test questions are all written. For the Professional Discussion the Independent End-Point Assessor prepares some of the questions in advance, these can be put to paper as well as being voiced.

	23.
	Rewording of questions/clarification if needed
	Extra time can be given in order for the Independent End-Point Assessor to reword questions as needed by the Apprentice.

	24.
	Time allowance for processing verbal questions
	See No.1

	25.
	Information presented in small chunks
	Extra time can be given to be able to deliver the assessment in bite-size chunks.
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