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Purpose
To ensure that learners who require special considerations or reasonable adjustments are supported appropriately during assessment activities in line with the Equality Act 2010, NCFE Customised Qualification Approval Criteria, and Grad2Teach's commitment to fair and accessible assessment.
1. Scope
This SOP applies to all learners enrolled on customised qualifications delivered by Grad2Teach. It covers:
· Reasonable adjustments (RA): Pre-planned changes to assessment arrangements.
· Special considerations (SC): Adjustments applied due to unforeseen circumstances at or near the time of assessment.
2. Responsibilities
· Learner/Applicant: To disclose relevant needs at the point of application or during programme delivery.
· Trainer/Assessor: To identify learners requiring adjustments and refer them accordingly.
· Compliance Lead or Head of Inclusion: To review and approve Form VQ/IA submissions.
· Internal Quality Assurer (IQA): To monitor that agreed adjustments are implemented during assessment.
3. Procedure
3.1 Identification of Need
· During the application process or induction, learners must be asked whether they have any disability, medical condition, or learning need that might impact their assessment performance.
· Staff should flag potential concerns to the Compliance Lead Alex Braithwaite or Head of Inclusion, April Elsmore.

3.2 Submission of Form VQ/IA
Learner or staff completes Form VQ/IA with relevant details:
· Nature of adjustment requested
· Supporting evidence (e.g., medical note, EHCP, prior access arrangements)
· Type of assessment(s) affected
· Form is submitted at least 10 working days before assessment.

3.3 Review and Approval
SEN Lead or Compliance Officer reviews:
· Validity of the evidence
· Proportionality and feasibility of the request
· Impact on assessment integrity
· Outcome is recorded on the form and securely stored.

3.4 Communication and Implementation
Approved adjustments are communicated to:
· Relevant trainer(s)/assessor(s)
· IQA lead
· Learner (with confirmation of implementation timeline)
· Adjustments are applied consistently throughout assessments.


3.5 Special Considerations
In case of temporary illness, injury, or personal issues near the time of assessment:
· Learner or staff must notify Grad2Teach within 5 working days of the affected assessment.
· Form VQ/IA must be submitted, marked as "Special Consideration Request."
· Evidence (e.g., doctor’s note, bereavement documentation) must accompany the form.
4. Monitoring and Review
· IQA must verify implementation during sampling and audits.
· Records are retained for 3 years in line with GDPR.
· The process is reviewed annually as part of internal quality assurance strategy.
5. Related Documents
· Form VQ/IA – Special Considerations and Reasonable Adjustments
· Equality, Diversity & Inclusion Policy
· Assessment Policy
· Data Protection and GDPR Policy
· Internal Quality Assurance Strategy
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