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Introduction

Advance EPA is an end-point assessment organisation (EPAQO) approved on the Education and Skills
Funding Agency (APAR) apprenticeship provider and assessment register. Advance EPA is committed
to designing and delivering the highest quality end-point assessment that is rigorous, robust, valid,
consistent, reliable, accessible, independent, and free from bias. As part of this commitment Advance
EPA has a Reasonable Adjustments and Special Considerations.

It also enables Advance EPA to ensure ongoing compliance with the qualification regulator Ofqual,
and ESFA/APR conditions.

Overview

The Equality Act 2010 requires End-Point Assessment Organisations (EPAOs) to make reasonable
adjustments to ensure 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.

Assessment should be a fair test of an apprentice’s knowledge and what they are able to do;
however, for some apprentices, the usual format of assessment may not be suitable. Therefore, some
apprentices may require reasonable adjustments to allow them to access assessments fairly.

There are two ways in which access to fair assessment can be maintained:

e reasonable adjustments — agreed before the assessment takes place; or
e special considerations — applied post assessment.

A reasonable adjustment or special consideration is any action that helps to reduce the effect of a
disability or difficulty that places the apprentice at a substantial disadvantage in the assessment
situation.

Reasonable adjustments and/or special considerations should not give the apprentice an unfair
advantage. The apprentice’s result must reflect his or her achievement in the assessment and not
necessarily his or her potential ability. Adjustments must not affect the integrity of what is being
assessed.

The provision for reasonable adjustments and/or special condition arrangements are made to ensure
that apprentices receive recognition of their achievement so long as the equity, validity and reliability
of the assessments can be assured. Such arrangements are not concessions to make assessments
easier for apprentices, nor are they to give apprentices a head start.

All apprentices, regardless of their reasonable adjustment or special consideration, must still meet the
minimum requirements to achieve their apprenticeship.
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EPAOs and providers are only required by law to do what is ‘reasonable’ in terms of giving access.
What is reasonable will depend on the individual circumstances, cost implications and the practicality
and effectiveness of the adjustment. Other factors, such as the need to maintain competence
standards and health and safety, will also be taken into consideration.

Definitions

Reasonable adjustment Special Consideration

Reasonable adjustments are approved
or set in place before the assessment
activity takes place; they constitute an
arrangement to give the apprentice
access to the assessment activity.

The reasonable adjustment will then be
made to the assessment arrangements.
The use of a reasonable adjustment will
not be applied during the assessment
of an apprentice’s written work.

Advance EPA must have approved all
necessary reasonable adjustment
arrangements before the time of the
apprentice completing any
assessments.

Only reasonable adjustments that have
been approved by Advance EPA should
be applied.

Special considerations can be applied after an
assessment if there is a reason the apprentice may
have been disadvantaged during the assessment.

Special consideration may result in a post-assessment
adjustment to the mark of the apprentice. The size of
the adjustment will depend on the circumstances
during the assessment and will reflect the difficulty
faced by the learner or the reason for the special
consideration request.

Where an assessment requires a competence, criterion
or standard to be fully met, or in the case of
standard(s) that confer a Licence to Practise, it may not
be possible to apply special considerations. It may be
more appropriate to offer the apprentice an
opportunity to retake the assessment later, or to
extend the registration period so that the apprentice
has more time to complete the assessment activity.

Examples

The Institute for Apprenticeships and Technical Education has provided a guide and matrix for
reasonable adjustments which has been included in the appendix of this policy but can also be
accessed directly from their website: https://www.instituteforapprenticeships.org/quality/end-point-
assessment-reasonable-adjustments-guidance/. Advance EPA use this matrix as the basis for
determining the reasonable adjustments that will be accepted and applied to end-point assessment

activities.
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http://www.instituteforapprenticeships.org/quality/end-point-

Reasonable adjustment Special Consideration

Extra time allowance
Scribe
Reader
Personal support worker in attendance
Timed rest breaks
Bathroom breaks
Voice explanation
BSL interpreter + extra time
Assistive technology — voice recognition
Assistive technology — screen reader
Assistive technology — text to speech
Flexibility with location
Flexibility of time of assessment
Flexibility within the method of assessment
Pre-recorded evidence / delivered by video link
Permission to write notes
Permission to bring notes
Info presented in required format — size, font style,
colour
Individual testing
Paper-based option
Supervised assessment taken at home
Written questions to back up verbal
Rewording of questions / clarification if needed
Time allowance for processing verbal questions
Information presented in small chunks

Other examples, not detailed within the Institute for
Apprenticeship and Technical Education guidance, but
may be applicable, depending on the apprentice job
role, employment context and assessment method
include:

Smaller assessment group sizes and/or changes to
assessor: apprentice ratio
Adapted tools for practical tests

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 disturbance during the
assessment such as an issue with
their technology or a fire alarm
public transport failure meaning that
the apprentice is late or unable to
attend

The following are not considered a
special consideration:

if the assessment is missed due to
pre-planned arrangements such as
holiday, and hospital appointments;
if the apprentice does not provide
supporting evidence, such as a
medical certificate, where
consideration is requested for a
medical condition;

if the request is based on a minor
illness or a minor disturbance during
the assessment, such a mobile
phone ringing.

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 Reasonable Adjustment
Policy and application;
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Requesting a reasonable adjustment or special consideration

Reasonable adjustment Special Consideration

Advance EPA require any Reasonable Adjustments to be
identified at the registration stage in ACE360, 3 months
before gateway.

On ACE360, choose yes in apprentice requires
additional learning support and then choose the option
from the drop-down list.

Advance EPA will then email a form for completion.
Once the Reasonable Adjustment Request form has
been received Advance EPA will look over the
requirements. Evidence will be required to be uploaded
before any request can be approved.

See the ACE360 User Guide for more guidance.
Please refer to the JCQ Access Arrangements and
Reasonable Adjustments
(https://www.jcg.org.uk/exams-office/access-
arrangements-and-special-consideration) for further
information about relevant tests to support your
application.

To request a special consideration the
provider should email
nikki@advanceepa.co.uk

You should provide details of:

e The apprentice’s name(s) and
ULN(s)

e The standard and method of
assessment

e Organisation details

e Clear detail of what special
consideration you are requesting
and why.

Timescales for requesting reasonable adjustment or special consideration

Reasonable adjustment Special Consideration

requests 3 months prior to gateway. Any
requests submitted outside of this timeframe
may not be approved, or we may not be able to

Once a request for a reasonable adjustment is
received, Advance EPA will aim to review the

Reasonable adjustment(s) will not be approved
until sufficient evidence is provided.

To ensure that requests can be honoured We can only accept requests for special
before an assessment takes place, the provider | consideration should be made within 48 hours
is required to submit reasonable adjustment of the assessment taking place.

To request a special consideration the provider
will email nikki@advanceepa.co.uk

meet the requirements for planned assessment | Once a request for a special consideration is
dates. received, Advance EPA will aim to review the

request and evidence provided within 5
working days of it being received.

request and evidence provided within 10 Special consideration(s) will not be approved
working days of it being received. until sufficient evidence is provided.
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Reasonable Adjustments and Special Considerations at Centres

All requests for reasonable adjustment and special considerations must be made directly to Advance
EPA, including where an assessment is invigilated by an organisation other than Advance EPA, for
example via the employer or training provider.

The results of the request for special consideration will be approved by Advance EPA and the centre
is responsible for providing the adjustments. The centre will be consulted as part of the review of the
request to ensure that the reasonable adjustment can be made efficiently and effectively without
jeopardising the assessment.

If there is an incident of disturbance during an assessment the centre Invigilator) must report the
incident to Advance EPA, in accordance with the centre handbook. Apprentices must make their
requests directly to Advance EPA who will review the request alongside the evidence presented by
the centre to investigate and determine whether the request can be accepted.

Outcomes

The outcome of a reasonable adjustment or special consideration request could be:

. approval of requested adjustment / special considerations

. rejection of your request based on insufficient evidence of need

. rejection of your request based on the reasonableness of the request, such as a request for
specialist equipment

. suggested alternative adjustment / special considerations

. rescheduling of an assessment, subject to assurances that the confidentiality of the

assessment materials has not been breached or confirmation that a different set of
assessment questions will be used

Appealing the result of a decision on reasonable adjustments and special considerations
If you remain dissatisfied following the outcome of the request that has been submitted, you may
submit an appeal in line with our Advance EPA Enquiries and Appeals Policy.

Data Protection

An apprentice’s information will only be made available to those on a ‘need to know’ basis based on
the Equality Act 2010. This will include administrative staff and the assessor, as well as people who
may be required to assist the apprentice during the assessment.

Advance EPA will keep on record all reasonable adjustment and special consideration applications
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.
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Information about an apprentice’s disability is deemed ‘sensitive personal data’ and therefore
Advance EPA, the employer and training provider, if appropriate, are required by law (under the Data
Protection Act) to process the information ‘fairly and lawfully'.

An apprentice can request that information be destroyed once an assessment has been passed, if
preferred.

Monitoring

Advance EPA will monitor all requests for reasonable adjustments and special considerations as part
of its commitment to equality and to continuous improvement.

Responsibilities

The Managing Director has overall responsibility for ensuring adherence to this procedure.

The Managing Director has responsibility and is accountable for ensuring full compliance with this
procedure for all EPA activities carried out within their area of responsibility.

Policy Review

This policy is reviewed annually, to ensure it remains fit for purpose, as part of Advance EPA
commitment to continuous improvement. It may be reviewed earlier should any there be any adverse
effects, or if notifications are received from Ofqual.

Contact

If you have any queries relating to reasonable adjustments or special considerations, please contact
Advance EPA direct.

Email: nikki@advanceepa.co.uk

Referenced procedures and documentation

. ADV-EPA-OP-01 EPA Complaints, Enquiries and Appeals Policy
. ADV-EPA-OP-02 EPA Conflict of Interest Policy

. ADV-EPA-OP-04 EPA Fees, Cancellations and Resit Policy

. ADV-EPA-OP-05 EPA Quality Assurance Policy

. ADV-EPA-OP-06 EPA Maladministration and Malpractice Policy
. ADV-EPA-OP-07 EPA Staff Recruitment and Training Policy

. ADV-EPA-OP-08 EPA Sanctions Policy

. Reasonable Adjustment and Special Considerations Form
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Appendix — Institute for Apprenticeships and Technical Education Reasonable Adjustments Matrix

https://www.instituteforapprenticeships.org/quality/end-point-assessment-reasonable-adjustments-guidance/

1. No known disability

2.
literacy, numeracy, verbal reasoning, verbal memory, nonverbal memory
3. Social/ communication need such autistic spectrum condition
4. Long standing illness 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 need
8. Visual need

Assessment method Reasonable

adjustment

Observation

Practical
Skills Test

Project

Presentation

Cognitive processing need such as dyslexia, dyspraxia; a need in executive function, visual processing speed, visual perception,

Professional
Discussion

Extra time allowance 2,3,4,56,78 2345678 |2345678 |2345 2,3,4,57 2,3,5,6,7
Scribe 2,6,8

Reader 2,8

Personal support worker in attendance | 2,5,6,8 2,568 2,58 2,58 2,568 2,58
Timed rest breaks 24,5678 2,456,738 24,5678 24,5678 |245678 2,4,5,6,7,8
Bathroom breaks 4,6 4,6 4,6 4,6 4,6 4,6
Voice explanation 2,8 2,8

BSL interpreter + extra time 7 7 7 7 7 7
Assistive technology — voice recognition 2,4,6

Assistive technology — screen reader 8

Assistive technology — text to speech 2,4
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Assessment method Reasonable
adjustment

Observation

Practical
N A E

Project

Presentation

Professional
Discussion

Flexibility with location 3,4,5,6 3,4,5,6 3,4,5 6
Flexibility of time of assessment 4 4 4 4 4 4
Flexibility within the method of 6 3456 3456 3456 345 6
assessment
Pre—re;orded evidence / delivered by 2345 2345
video link
Permission to write notes 2,4, 5
Permission to bring notes 2,4, 5 2,4, 5
Info presented in required format — size,

2,8
font style, colour
Individual testing 3,4,5
Paper-based option 2,4
Supervised assessment taken at home 3,4,5,6
Written questions to back up verbal 2,4,5,6 2,4,5,6
Rewording of questions / clarification if 237 237
needed
Time gllowance for processing verbal 2457 2457
questions
Information presented in small chunks 2,4,7 2,4,7
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