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1st for Awarding Ltd 

Reasonable Adjustment & 

 Special Consideration Policy 
 

Policy Purpose 
This document details 1st for Awarding’s policy for providing reasonable adjustments within 
assessment for apprentices with additional support needs. Our aim is to support apprentices 
with disabilities or physical or mental health conditions through assessment while ensuring they 
are not substantially disadvantaged. This policy will describe how we will comply with our duties 
under Equalities Law to make reasonable adjustments by maintaining appropriate and 
consistent judgements and providing a valid, reliable and manageable approach to supporting 
apprentices. 

 

Reasonable Adjustments (RAs) 
A reasonable adjustment relates to an adjustment that helps to reduce the effect of a disability 
or a physical or mental health condition, which may place the apprentice at a disadvantage 
compared to others. 

 
During the assessment, the types of adjustments offered may include, but aren’t limited to, 
changes to elements such as: 

• The location and timing of the assessment. 

• The format, wording or type of assessment activity. 

• The assessment being carried out in British Sign Language, with the presence of an 
interpreter. 

• The availability of support personnel for additional needs. 

• The availability of adaptive software or hardware, or specialist equipment. 
 
These adjustments will 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.  
 
It is important that reasonable adjustments do not affect the reliability or validity of assessment 
and they should not give the apprentice an advantage over other apprentices undertaking the 
same assessment. 
 
In addition to this, 1st for Awarding will support apprentices by ensuring that: 

• The reasonable adjustments provide apprentices with the opportunity to demonstrate 
attainment against occupational competence. 

• The assessment is reliable, and any person using the apprenticeship certificate to 
identify an individual’s competence can have confidence in their skills and abilities. 

• The assessment process is rigorous and fair, and the assessment activity is valid. 

• The assessment is practically able to operate within available resources, following the 
application of any reasonable adjustments. 

• Facilities and time allow apprentices to use any commercially available mechanical, 
electronic or other aids in order to demonstrate achievement so long as they reflect the 
apprentice’s normal ways of working and do not give the apprentice an unfair advantage. 

 
1st for Awarding will: 

• Review the request for reasonable adjustments in line with our reasonable adjustment 
arrangements. Decisions will be confirmed as soon as possible. 
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• Where appropriate, discuss the adjustments in place in the workplace and off-the-job 
training. These discussions could involve the: apprentice, training provider, employer. 

• Implement the reasonable adjustments needed for the assessment. Where possible and 
appropriate, these will be the same as those made in the apprentice’s workplace and 
off-the-job training. 

• Maintain records of any applications for reasonable adjustments and the decisions 
made. This will include the evidence used to support the application and decision. 

 

Putting Reasonable Adjustments in Place 
1st for Awarding will use the guidelines within the Reasonable Adjustments Guidance from Skills 
England. 
 
The matrix developed by Skills England will be used to support us in applying appropriate and 
consistent judgements (see appendix 1). This matrix is based around the Higher Education 
Statistical Authority’s (HESA) disability grouping framework. Each of these difficulties/disabilities 
have then been overlaid with the listed assessment methods to ensure the most suitable 
adjustments are applied for each situation and for each assessment method determined in the 
assessment plan without changing the demands of the assessment. 
 
These are recommendations only, and 1st for Awarding will use the matrix from an apprentice 
centred perspective on a case-by-case basis. Each assessment will be subject to some variance 
due to job role, employment context and apprentice support needs, and will be adapted as 
necessary. The support need for a particular person will be unique to that individual and may 
not be listed as a need in the relevant category in the disability grouping framework, so flexibility 
is required. It is also important to note that appropriate adjustments are likely to be a continuation 
of the additional support that the apprentice has received during their apprenticeship.  
 
Employers and training providers should work collaboratively with the apprentice and 1st for 
Awarding to determine the appropriate reasonable adjustment. They are advised to seek 
clarification from us in any case where they consider that they do not have the necessary 
expertise to judge whether a reasonable adjustment is required. 
 
The outcome produced by the apprentice must at all times: 

• Meet the requirements of the occupational standard regardless of the process or 
methods used. 

• Be as rigorously assessed as outcomes generated by other apprentices. 

• Be assessable. 

• Be a valid measure of occupational competence; and 

• Be able to be moderated or verified. 
 
It is not necessary to obtain approval from the DfE prior to putting reasonable adjustments into 
place for an apprentice. 
 

Special Considerations (SCs) 
A special consideration can be applied after an assessment, if there was a reason the apprentice 
may have been disadvantaged during the assessment. 
 
For example, a special consideration could apply to an apprentice who had temporarily 
experienced: 

• An illness or injury; or 

• Some other event outside of their control; 
which has had, or is likely to have had, a material effect on that apprentice’s ability to make an 
assessment or demonstrate his or her level of attainment in an assessment. 
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Special consideration should not give the apprentice an unfair advantage. The apprentice’s 
result must reflect their achievement in the assessment and not necessarily their potential 
ability. 
 
Special consideration, if successful, may result in a small post-assessment 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. 
 
1st for Awarding will review a request for special consideration on a case by case basis and will 
take the particular need of each individual apprentice into consideration when making a decision 
to grant the request. 
 

Process 
 

Requesting a Reasonable Adjustment 
The training provider should preferably request the reasonable adjustment upon registering the 
apprentice on epaPRO. If this is not possible, it must be requested at least 14 days prior to an 
assessment booking, unless they are not made aware until after this date has passed.  
 
In all cases, the training provider, with input from the employer and the apprentice, must apply 
to 1st for Awarding for reasonable adjustments to be applied to the assessment. Evidence of 
the difficulty/disability will be required to support the application, along with evidence of any 
existing adjustments or additional support provided by the employer or training provider. These 
should also be kept for any future audit.  
 
You need to have evidence that an apprentice has a need, however GPs cannot diagnose 
conditions such as Dyslexia, Autism, ADHD, Aspergers etc. This should normally be done by a 
Clinical Psychiatrist, usually via CAMHS, rather than a GP note or referral letter – see first bullet 
point below. If the apprentice is currently undergoing medical assessment but not yet had a final 
diagnosis, we are able to accept evidence of this, from the relevant specialist department, e.g. 
CAMHS, referring clinician, as it is highly likely they will get a final diagnosis. 
 
For medical conditions such as Dyslexia, ADHD, Autism, Dyspraxia, mental health issue etc, 
evidence could include: 

• A Specialist Clinician Report, usually via CAMHS, Mental Health Services etc. This is an 
official report from a specialist clinician detailing the disability/difficulties, usually for long 
term and significant disabilities. The report must give the name, title and qualification 
and signature of the specialist. 

• An Education Health Care Plan (EHCP) or Individual Development Plan (IDP) 

• A NWW Form/8, School/College Centre File/SENCO Note – details exam access 
arrangements in school and are approved by the JCQ; Form 8 starts the process of RAs 
in schools. A Centre (or File) Note is a record from the school/college SENCo on centre-
headed paper/template confirming the difficulty/issue etc. These are useful documents 
to prove that Reasonable Adjustments have been reviewed and the evidence used to 
come to a decision on adjustments. 

• A letter from a hospital consultant or clinical psychiatrist or Speech and Language 
Therapist. 
 

Where no medical condition has been diagnosed, and/or no clinical diagnosis, and there are 
identified learning difficulties, a Cognassist Report is acceptable evidence. 
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The training provider must complete 1st for Awarding’s Reasonable Adjustments and Special 
Considerations Request Form with full details. The RA/SC Request must then be emailed to 
quality@1stforawarding.co.uk along with the supporting evidence. The RA/SC Policy and 
Request Form can be found in epaPRO Support Materials. 
 
Training providers should be aware that applying for a reasonable adjustment less than 14 days 
prior to a booked assessment, could lead to the assessment being rescheduled and cancellation 
charges may apply, unless there are extenuating circumstances. 
 

Requesting a Special Consideration 
Requests for special consideration should be submitted as soon as possible after the 
assessment and not later than 5 working days after the assessment, using the Reasonable 
Adjustments and Special Considerations Request Form.  
 
Special consideration can be given to apprentices who have temporarily experienced: 

• An illness 

• An injury  

• Any other event outside of their control. 
 

Special consideration may be given where these events have affected an apprentice’s ability to 
either: 

• Undertake assessment 

• Demonstrate their occupational competence 

• If the application for special consideration is successful, the apprentice’s performance 
will be reviewed in the light of available evidence. It should be noted that a successful 
application of special consideration will not necessarily change an apprentice’s result. 
 

1st for Awarding’s response 
We will acknowledge your request within 2 working days and aim to provide an outcome within 
10 working days, but in more complex cases which require input from experts, it may take 
longer. If we are unable to respond in this time, we will provide you with an estimated response 
date via email. 
 
As it is a legal duty, 1st for Awarding may only reject applications for a reasonable adjustment 
in circumstances where: 

• Any adjustment may create a serious loss of validity or independence within the 
assessment process. 

• Any adjustment may constitute a serious safety hazard. 
 

1st for Awarding will keep a record of any reasonable adjustment and special consideration 
applications, the decisions made regarding these applications, the reasons for making any 
changes and any appropriate evidence behind the decision. All requests will be recorded on the 
apprentice’s profile within the epaPRO platform to allow for future review and audit purposes. 
 
The RA/SC Request will be accepted or rejected on the epaPRO platform and an email 
notification will be sent to the training provider, via epaPRO. 
 
Any records pertaining to the implementation of and/or rejection of reasonable adjustments 
records will be retained and be made available to our management and EQA Providers when 
requested. This will be kept for 6 years after completion, in accordance with DfE policy. 
 

mailto:quality@1stforawarding.co.uk
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Access Arrangements 
This document does not cover all and every possible arrangement that may be required; 
however the fact that it is not listed does not mean it is not permitted. We make every effort to 
provide detailed information, but it is not possible to list every possible access arrangement an 
apprentice may need. Therefore, should you feel that an apprentice may be disadvantaged 
without additional support, please complete the access arrangements request. 
 
Any Access Arrangement must not invalidate the assessment and assessment criteria, and, 
where possible should reflect the candidate’s normal way of working within their workplace 
and/or place of learning. 
 
Any access arrangement request must be submitted using the RA/SC Request Form, following 
the process detailed within this document. Each request will be taken on its own merits. A 
decision made based on the evidence submitted and whether the request is deemed reasonable 
and appropriate, without invalidating the integrity of the assessment. 

 

Funding 
During the apprenticeship, the employer and training provider must make reasonable 
adjustments to ensure any apprentice with a disability or physical or mental health condition is 
not at a disadvantage compared to their peers. To do this they may be eligible for additional 
support through DWP Access to Work funding, which provides support with everyday 
employment difficulties that are not directly associated with the apprenticeship programme. Or 
you can check the DfE Funding Rules which may detail funding available to fund apprentices 
who require extra support to meet the learning goals of their apprenticeship. 
 

Appeals 
If an apprentice or an employer, for any reason, considers that they have been wrongly refused 
access to fair assessment and wishes to appeal, they should follow 1st for Awarding’s 
Complaints Policy. 
 

Responsibility 
Responsibility for upholding this policy is held by the Quality department. Data relating to 
reasonable adjustments and special considerations that have been requested and granted will 
be reviewed regularly to ensure the validity of our assessments and minimise bias. For any 
queries about this policy, contact quality@1stforawarding.co.uk  

 
  

https://www.gov.uk/access-to-work
https://www.gov.uk/government/collections/sfa-funding-rates
mailto:quality@1stforawarding.co.uk
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Appendix 1: The Reasonable Adjustment Matrix  

 

 

 

 

 

 

 

 

 



 

 
1st for Awarding Reasonable Adjustment & Special Consideration Policy v2.0 Public  
©1st for Awarding 2025, Contains public sector information licensed under the Open Government Licence v3.0. 8 

 

 

 

 


