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1
1.1 The guidance has been written to help
vocational awarding bodies and their centres
meet their obligations on equality of access
to qualifications and assessment, as
required by relevant legislation, including
the Disability Discrimination Act 1995 and by
the regulatory authorities’ document ‘The
statutory regulation of external
qualifications in England, Wales and
Northern Ireland 2004’.* 

1.2 The guidance provides an indication of
good practice to assist vocational awarding
bodies in the consistent application of
reasonable adjustments to enable equal
access to qualifications. It has been devel-
oped by the Federation of Awarding Bodies
(fab) with key stakeholders, with the
support of the regulatory authorities.
Individual awarding bodies may adapt it to
suit the requirements of the vocational
qualifications they offer and to fit with their
administrative systems. 

1.3 The guidance is advisory only and is
intended for vocational awarding bodies to
adopt in their own contexts. Each awarding
body adopting this guidance will take 
responsibility for their own use and imple-
mentation of the guidance and for its 
publication to, and use by, centres. fab and
the regulatory authorities do not bear any
responsibility for the use of the guidance
and for its publication to, and use by,
individual awarding bodies or centres. By
adopting the guidance each awarding body
takes responsibility for their publication, use
and implementation of the guidance. The
regulatory authorities are aware that
awarding bodies may have to adapt the
guidance to suit the different qualifications
they offer, and to fit in with their administra-
tive systems. Each awarding body is 
responsible for any amendments and
adaptations they make to the guidance for
their specific needs.

1.4 The recommendations in this guidance
are not exhaustive and in every case it is for

the awarding bodies and their approved
centres to determine on a case-by-case basis
whether reasonable adjustments are neces-
sary and what reasonable adjustments will
be effective.

This guidance is applicable as at 1 July 2005.
Awarding bodes are responsible for checking
any updates and changes to the law. 

1.5 The guidance is aimed to be used with
centres which are approved to offer accred-
ited vocational qualifications.

1.6 The guidance sets out:
– the impact of legislation and regulation on

access to assessment;
– the principles which should be followed

when making decisions about adjust-
ments to assessment;

– the responsibilities that awarding bodies
and centres have to ensure that all candi-
dates are given an equal opportunity to
demonstrate attainment; 

– the procedures which should be followed
when making adjustments to assessment
requirements.

1.7 Similar guidance on providing access
arrangements for gce, vce, gcse, gnvq,
Entry Level and Key Skills has been
published by the Joint Council for
Qualifications (jcq).†

* The regulatory authorities for England, Wales and

Northern Ireland, are qca, accac and ccea respectively. 

† Access arrangements and special consideration regula-

tions and guidance relating to candidates who are eligible

for adjustments in examinations (published annually on 

1 September)

 



Awarding bodies and centres can demon-
strate their commitment to ensuring that 
individual candidates can access qualificati-
ons and assessment in two ways:
– by recognising the diverse needs of 

candidates at the stage where
qualifications and assessments are de-
signed. An inclusive design approach will
help to ensure that access is built in to the
qualification and assessment for all can-
didates;

– by making appropriate reasonable 
adjustments to standard assessment
arrangements, wherever this is required
to enable access. 

Definition of reasonable adjustments
3.1 A reasonable adjustment is any action
that helps to reduce the effect of a disability
or difficulty that places the candidate at a
substantial disadvantage in the assessment
situation. 

3.2 Reasonable adjustments must not affect
the reliability and validity of the 
assessment outcomes, but may involve:
– changing usual assessment arrange-

ments, for example allowing a candidate
extra time to complete the assessment ac-
tivity;

– adapting assessment materials, such as
providing materials in Braille;

– providing assistance during assessment,
such as a sign language interpreter or a
reader;

– re-organising the assessment room, such
as removing visual stimuli for an autistic
candidate;

– changing the assessment method, for ex-
ample from a written assessment to a
spoken assessment;

– using assistive technology, such as screen
reading or voice activated software

3.3 Reasonable adjustments are approved
or set in place before the assessment 
activity takes place; they constitute an
arrangement to give the candidate access to
the qualification. The work produced by the

candidate will be marked in the same way as
the work of other assessed candidates.

3.4 Awarding bodies and centres are only
required by law to do what is ‘reasonable’ in
terms of giving access. What is reasonable
will depend on the individual circumstances,
the impact of the disability on the individual,
cost implications and the practicality and
effectiveness of the adjustment. Other
factors, such as the need to maintain compe-
tence standards and health and safety, will
be taken into consideration.

Inclusion and reasonable adjustments
Awarding bodies have a duty to ensure that
the integrity of their qualifications and
assessment is maintained at all times. At 
the same time they and their centres have a
duty to ensure that the rights of individual
candidates to access qualifications and
assessment in a way most appropriate for
their individual needs are upheld. Disability
and equal opportunity legislation and the
regulatory criteria give support and
guidance to awarding bodies and their
centres in creating an inclusive assessment
process. 
Note where the terms ‘access-related
needs’ or ‘access-related issues’ are used in
this guidance, they refer to any entitlement
to access the assessment process resulting
from legislation, regulation, or good
practice, provided that the standards of the
assessment are maintained. 

2.1 Disability legislation
The Disability Discrimination Act 1995
brought in measures to prevent discrimina-
tion against people with disabilities. The
provisions of the Act have since been
widened to include training providers and
awarding bodies. This means that they are
now required to make reasonable adjust-
ments to assessment arrangements which
place disabled candidates at a substantial
disadvantage in comparison to candidates
who are not disabled. 

2.2 Regulatory criteria
In their publication ‘The statutory regulation
of external qualifications in England, Wales
and Northern Ireland, 2004’, the regulatory
authorities, qca, accac and ccea, state:
“Both in setting the structure and content of
qualifications and in its processes and
arrangements for assessment and awarding,
the awarding body must: 
– ensure access and equality of opportunity

while safeguarding the integrity of the
qualifications; 

– not create unnecessary barriers to
achievement; 

– guarantee fair assessment for all candi-
dates, including those with particular 
assessment arrangements; 

– take account of all current legislation in
relation to equality of opportunity.” 

(The statutory regulation of external qualifications in

England, Wales and Northern Ireland, 2004 

– paragraph 9)

and
“The awarding body must, when necessary,
make reasonable adjustments for candidates
with particular requirements to enable them
to access fair assessment and demonstrate
attainment.”

(paragraph 15)

and
“The awarding body must ‘publish to
centres’ its procedures for making reason-
able adjustments, including:
– adjustments that need to be determined

by the awarding body, indicating how and
when applications should be made on
behalf of candidates; 

– adjustments that give the centre some
discretion, together with the associated
requirements for decision making and
record keeping.”

(paragraph 17)

and
“The awarding body must arrange for ‘spe-
cial consideration’ to be given to candidates
who suffer temporary illness, injury or 
indisposition at the time of assessment. The
awarding body must publish to centres its
procedures for accessing special considera-
tion, including:
– conditions for eligibility; 
– the application procedures” 

(paragraph 18)
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4.11 design assessment material, as far as
possible, in such a way that it can be used
successfully with assistive technology such
as screen reading software. The layout, 
particularly the use of tables, can be
problematic when used with some screen 
reading software;

4.12 ensure that they have an effective
appeals policy so that centres can appeal
against decisions involving assessment
arrangements for candidates with 
access-related needs; 

This list is not intended to be exhaustive and
awarding bodies must take all possible
practical steps to apply reasonable adjust-
ments, so as to promote equality of access
for candidates who are placed at a substan-
tial disadvantage in comparison to a person
without disability or difficulty.

To meet their responsibilities to individual
candidates, and in terms of current disability
and equal opportunity legislation and
regulatory requirements, vocational
awarding bodies should, as far as is practi-
cable:
4.1 have a policy in place to prevent discrim-
ination in the assessment of skills and
knowledge. This policy should conform to
the requirements of equality and disability
legislation and should be subject to regular
review. Awarding bodies should communi-
cate this policy to all their approved centres;

4.2 have effective systems in place to
approve reasonable adjustments and special
consideration. Special considerations are
procedures implemented at the time of an
examination to allow attainment to be
demonstrated by a candidate who has been
disadvantaged by temporary illness, injury,
indisposition or adverse circumstances;

4.3 monitor and evaluate the use of reason-
able adjustments and special consideration
in order to ensure that these are effective
and meet the requirements of current legis-
lation; 

(The statutory regulation of external qualifications in

England, Wales and Northern Ireland, 2004, 

paragraph 20).

4.4 provide clear and comprehensive
guidance to approved centres on the 
procedures for making adjustments to
assessment. The guidance should include
information about when a centre is permit-
ted to allow adjustments to assessments
and when it has to apply to the awarding
body for permission and the timescales for
this. The guidance should specify the
requirements for supporting evidence and
record keeping. Awarding bodies should
regularly review these procedures in the
light of changes in legislation and regula-
tion;

4.5 encourage centres to have policies and
procedures in place to prevent discrimination

against candidates with access-related
assessment needs; 

4.6 ensure that centres have effective
internal systems to record where they permit
reasonable adjustments. Awarding bodies
should monitor these systems to ensure
they continue to meet the requirements of
the awarding body;

4.7 require that centres undertake that
buildings used as assessment venues are
accessible to all candidates; 

4.8 consider the needs of all potential
candidates when developing qualifications.
Awarding bodies should work closely with
the appropriate Sector Skills Council or
sector body to ensure that the needs of all
candidates are considered when standards
are being developed and reviewed and that
inclusive assessment methods are incorpo-
rated. Assessment requirements should be
clearly expressed so that any modifications
to the assessment method or delivery may
be made without compromising standards;

4.9 continually review competence
standards of qualifications or contribute 
appropriately to the review of national 
occupational standards to ensure that such
standards can be objectively justified;

4.10 consider the needs of all potential
candidates when developing assessment
material. The presentation of assessment
material may prove a barrier for some candi-
dates, for example a cluttered layout, un-
clear font type, long sentences and 
unnecessary visual content may be problem-
atic for some candidates. The language used
in assessment material should be clear,
unambiguous and free from jargon. Extern-
ally set assessment tasks should be
sufficiently varied and flexible to ensure that
no particular group of candidates is placed
at a disadvantage;
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5.8 ensure that they have effective internal
appeals procedures so that the candidate
can query any decision taken by the centre
not to allow an adjustment to assessment.
These procedures should be made available
to the candidate and should include details
of the grounds for appeal and the timescales
associated with investigations of appeals;

5.9 design centre-set assessment activities
or material in an inclusive way so that they
are accessible to candidates with access-
related needs. The centre should ensure that
the language of the assessment is clear,
unambiguous and free from jargon;

5.10 ensure that buildings used for assess-
ment are accessible to all candidates, as far
as is practicable.

This list is not intended to be exhaustive and
centres must take all possible practical steps
to apply reasonable adjustments, so as to
promote equality of access for candidates
who are placed at a substantial disadvan-
tage in comparison to a person without
disability or difficulty.

To meet their responsibilities to individual
candidates, and in terms of current disability
and equal opportunity legislation and
regulatory requirements, a centre should, as
far as is practicable:
5.1 have an access to assessment policy and
communicate this to all staff and candidates.
The centre should cultivate an atmosphere
in which candidates feel free to disclose
their access-related needs. It should be
noted that the duty to make reasonable
adjustments has an ‘anticipatory’ aspect.
This means that the centre should consider
what adjustments future candidates with
disabilities or difficulties may need, and
make appropriate provision in advance;

5.2 identify as early as possible, preferably
before registering a candidate for a
qualification, any difficulties the candidate
may have in accessing assessment. To assist
with this the centre should ensure that all
staff who recruit, advise, or guide potential
candidates have had training to make them
aware of access-related issues. Early contact
with the awarding body is advised, in order
to determine whether reasonable adjust-
ments to the assessment process are
possible;

5.3 select an appropriate qualification for
the candidate, based upon his/her particular
circumstances. The centre should explain to
the candidate the assessment requirements
of the qualification and the planned
programme of study. It should be made clear
at the outset if the candidate will not be able
to meet all the assessment criteria. The
candidate may still decide to proceed with
the qualification but enter only for part, or
none, of the assessment. In this case the
centre should explain to the candidate any
restriction on progression to other
qualifications as a result of not achieving all
the criteria; 

5.4 select an appropriate adjustment to
make the assessment accessible to the 
candidate. In order to decide whether an

adjustment is appropriate, the centre should
consider the nature of the skills that are
being assessed and the implications for
assessment of the candidate’s difficulties.
The centre should involve the candidate in
making any decisions about appropriate
adjustments to assessment. In cases of
doubt, the centre should contact the
awarding body for advice on suitable and
appropriate adjustments;

5.5 ensure that they can resource the 
selected adjustment to assessment. It is the
centre’s responsibility to arrange any assis-
tance for the candidate, such as a reader,
scribe, additional invigilator, British Sign
Language (bsl)/English interpreter, etc.
follow the awarding body’s procedures for
requesting adjustments to assessment. The
centre should apply for reasonable adjust-
ments on behalf of the candidate. All appli-
cations for adjustments to assessment must
be supported by the Head of Centre or other
member of staff with designated respon-
sibility; 

5.6 follow the awarding body’s procedures
for requesting adjustments to assessment.
The centre should apply for reasonable
adjustments on behalf of the candidate. All
applications for adjustments to assessment
must be supported by the Head of Centre or
other member of staff with designated
responsibility; 

5.7 follow the awarding body’s procedures
for implementing adjustments to assess-
ment. The centre will be required to imple-
ment the adjustments to assessment in
accordance with the guidance given in
sections 8.3.1 – 8.3.24. It is the centre’s
responsibility to ensure that the candidate
only uses those adjustments agreed with the
awarding body and that they keep records of
reasonable adjustments for audit purposes.
If the centre exceeds the level of assistance
and type of assistance as set out in these
sections it may lead to malpractice investi-
gations; 
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– allow the candidate to present their an-
swers or evidence in any format as long as
it enables them to demonstrate that they
have met the assessment criteria, for ex-
ample, answers or evidence do not have
to be in written format unless specified by
the assessment criteria.

6.2.4 The centre is advised to adopt a
flexible approach in identifying alternative
ways of achieving the assessment require-
ments. The centre is advised to contact 
individual awarding bodies to discuss 
alternative arrangements that may be appro-
priate for specific situations. 

6.2.5 The outcome produced by the candi-
date must at all times:
– meet the requirements of the specifi-

cations regardless of the process or
method used

– be assessable
– be able to be moderated or verified. 

6.2.6 In the case of long-term illness of an
individual candidate or when a permanent
health condition/disability means a candi-
date’s completion of assessment takes 
additional time it may be possible to permit
an extension to the deadline for the submis-
sion of work for certification. A centre should
note that it will not be possible to allow time
extensions for all qualifications.

6.2.7 Where reasonable adjustments are put
in place for these types of assessments, the
centre should check whether permission
needs to be obtained from the awarding
body. The centre should ensure that they
adhere to the awarding body’s requirements
for record keeping and supporting evidence.

6.3 Assessments for nvqs and other 
externally verified qualifications
6.3.1 nvq candidates are often required to
compile a portfolio of evidence which can
consist of a mixture of work products, 

observation reports, witness statements,
knowledge tests, etc. Making appropriate
access arrangements in qualifications of this
type can be more straight forward than in
qualifications where the mode of assess-
ment is more firmly fixed. 

6.3.2 The benefits of being able to vary the
assessment evidence and choose the most
appropriate method of obtaining evidence
should be considered when the candidate is
first accepted onto a programme. 

6.3.3 Where there is an identified need, the
candidate may present their evidence in any
format as long as it enables them to demon-
strate that they have met the specified 
assessment criteria. For example, a candi-
date may present their evidence through the
medium of Braille, on audio cassette or on
video. Alternatively, oral questioning or wit-
ness statements may replace written re-
sponses.

Where evidence is produced in Braille or
signed onto video, it is the centre’s responsi-
bility to ensure that a person who is suitably
qualified in Braille or sign language is avail-
able to translate the material for the internal
and external verifier if this is required.

6.3.4 Where the candidate uses alternative
means of providing evidence, the method
must have equal rigour to those used for
other candidates.

6.3.5 The candidate must fulfil the demands
of the criteria consistently over a period of
time, regardless of method used to obtain
the evidence. The assessment criteria may
not be amended, re-worded or omitted. 

6.3.6 The candidate may use any mechani-
cal or electronic aids which are available in
the workplace or which are commercially
available in order to demonstrate compe-
tence. For example, these may include 
specially adapted equipment or assistive

6

General guidance
Different types of assessment make different
demands on the candidate and will influence
whether reasonable adjustments will be
needed and the kind of reasonable adjust-
ment which may be put in place.

The adjustments that are appropriate for a
particular assessment will depend upon:
– the specific assessment requirements of

the qualification
– the type of assessment
– the particular needs and circumstances of

the individual candidate

6.1 Health and safety considerations for
practical assessments
There are no circumstances when the health
and safety of a candidate should be compro-
mised in the name of assessment. In a
practical activity, if there is a concern that
the effects of a person’s disability or
difficulty may have health and safety impli-
cations for him/herself and for others, a
suitably qualified person in the centre
should carry out a risk assessment related to
the candidate’s particular circumstances.
The risk assessment should identify the
risks associated with the particular activity,
but should also take account of any reason-
able adjustments put in place for the candi-
date which may remove or reduce the risk.
The risk assessment may reveal that it is not
possible for the candidate to fulfil all the
requirements of the assessment. In this case
it may be appropriate to substitute another
task. The centre should contact awarding
bodies to discuss individual cases where
further clarification is necessary.

Assumptions should not be made about a
disability or difficulty posing a health and
safety risk, but the health and safety of all
candidates and others must always be of
paramount importance.

6.2 Assessments which are not taken under
examination conditions
With these types of assessments the centre
has greater flexibility to be responsive to 
an individual candidate’s needs and choose
an assessment activity and method that 
will allow the candidate to demonstrate
attainment.

6.2.1 These types of assessments may 
include, for example, coursework, set assign-
ments which are researched in the 
candidate’s own time, assessment activities
devised by the centre or the awarding body,
assessments where the candidate has to col-
lect evidence in order to demonstrate 
competence. 

6.2.2 The assessment requirements for the
majority of vocational qualifications fall into
this group. 

6.2.3 In these types of assessments the can-
didate may meet the specified assessment
criteria in any way that is valid. To facilitate
access where there is evidence of need, the
centre may:
– allow the candidate to use any mechani-

cal, electronic or other aids in order to
demonstrate achievement as long as the
aids: 
· are generally commercially available 
· reflect the candidate’s normal way of 

working 
· enable the candidate to meet the 

specified criteria 
· do not give the candidate an unfair 

advantage.
– present assessment materials or 

documents in a way that reflects the can-
didate’s normal way of working and 
enables him or her to meet the specified
assessment criteria, for example, materi-
als do not have to be in written format,
unless specified by the assessment 
requirements.
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7.1 Identifying candidates who are eligible
for reasonable adjustments 
7.1.1 Any adjustment to assessment will be
based on what the candidate needs to access
the assessment. Below are some examples
of candidate needs that may be eligible for
adjustments to assessments. This list is not
exhaustive and it should be noted that some
candidate needs will fall within more than
one of the categories set out below.

Communication and interaction needs
A candidate with communication and interac-
tion difficulties may have problems with
reading or writing, the effects of which could
be reduced through the use of a reader, word
processor, scribe, bsl/English interpreter,
screen reading software or voice activated
software. They may also benefit from extra
time during assessments that are time-con-
strained to allow them to demonstrate their
skills and knowledge.

Cognition and learning needs
A candidate with learning difficulties and
difficulties with comprehension may benefit
from extra time in time-constrained examina-
tions. They may also need assistance with
reading and writing.

Sensory and physical needs
A candidate may need to have assessment
material modified for hearing impairment
and visual impairment. They may also need
to use a bsl/English interpreter, practical as-
sistant, reader and scribe. In addition they
may benefit from the use of assistive 
technology and extra time to complete as-
sessments.

Behavioural, emotional and social needs 
The candidate may benefit from supervised
rest breaks and separate accommodation,
either within the centre or at an alternative
venue. A candidate with attention difficulties
may need the use of a prompter.

Candidates for whom English is an 
additional language
A candidate may benefit from extra time
during assessments that are time con-
strained or the use of bilingual dictionaries.

7.1.2 The candidate will be eligible for rea-
sonable adjustments if their performance
during an assessment is likely to be 
substantially affected by a particular impair-
ment. Many of these candidates will be
defined as being disabled under the
Disability Discrimination Act. 

7.1.3 An adjustment to assessment should
only be considered where the difficulty 
experienced places the candidate at a sub-
stantial disadvantage, in comparison with
persons who are not disabled. Where the
difficulty is minor, the centre should assist
the candidate by offering help with study and
assessment skills. 

7.1.4 A candidate does not necessarily have
to be disabled (as defined by the Disability
Discrimination Act) to be entitled to 
reasonable adjustments to assessment.
Every candidate who is disabled will also not
necessarily be entitled to or need an adjust-
ment to assessment. The candidate may
have developed coping mechanisms which
minimise or remove the need for assistance.

7.2 Identifying candidates’ needs
The centre has a responsibility to ensure it
has effective internal procedures for 
identifying candidates’ needs and that these
procedures comply with the requirements of
Disability and Equal Opportunity legislation.

A centre may choose to use the following
guide:
7.2.1 Identify those candidates who are
having difficulties or are likely to have
difficulties accessing assessment. 

A candidate should be encouraged to
make any access-related assessment needs
known to the centre at the earliest 
opportunity, and preferably before they are

About the candidate
technology. The centre is required to provide
the necessary resources to enable a candi-
date with access-related needs to produce
evidence of developing the portfolio. 

6.3.7 All adjustments should be consistent
with the candidate’s normal way of working
and must not give the candidate an unfair ad-
vantage over others. 

6.3.8 While assessors, internal and external
verifiers normally prefer to see a portfolio
made up of evidence which is varied, the
centre should be prepared to accept a more
restrictive variety of evidence as a means of
enabling access. It is sensible, however, to
discuss this matter with the internal and/or
external verifier at an early stage.

6.3.9 The candidate must achieve all the 
required units to gain an nvq. It may some-
times be the case that some full
qualifications are inaccessible because of a
candidate’s inability to demonstrate compe-
tence in all parts of the qualification. In these
cases unit certification should be available. 

6.3.10 Where reasonable adjustments are
put in place for verified types of assess-
ments, the centre should check whether 
permission needs to be obtained from the
awarding body or the external verifier. The
centre should ensure that they adhere to the
awarding body’s requirements for record
keeping and supporting evidence.

6.4 Assessments which are taken under 
examination conditions (ie. where the 
candidate is given set assessment material
and a fixed amount of time to complete the
assessment)
6.4.1 Where the method of assessment is
more rigidly determined, such as for assess-
ments taken under specified conditions,
there may be a greater need for adjustments
to standard assessment arrangements in
order to give access. 

6.4.2 Section 8 deals with the principles and
procedures for making adjustments to as-
sessment.
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may be called upon to assess the candi-
date. This evidence should include an 
indication of how the centre plans to meet
the candidate’s needs and should show
that the candidate can cope with the level
and content of the assessment. The evi-
dence should be documented for audit
purposes. Information from previous cen-
tres attended by the candidate may also
be included; 

– history of provision within the centre. This
should include information about the sup-
port received by the candidate during the
learning or training programme and
during formative assessments. Evidence
of the way in which the candidate’s needs
are being met during the learning pro-
gramme should be documented for audit
purposes; 

– written evidence produced by independ-
ent, authoritative, specialists. This could
take the form of medical, psychological or 
professional reports or assessments.
These reports should state the name, title
and professional credentials of the person
who carried out the assessments and
wrote the report. The report should set
out the nature of the difficulty and extent
to which the candidate is affected by the
difficulty, including the effects of any
medication that the candidate may be
taking.  In cases where it might be ex-
pected that there could be changes in the
way the candidate is affected by the
difficulty, there will have to be recent and
relevant evidence of assessments and 
consultations carried out by an independ-
ent expert. 

7.3.4 A candidate with a Statement of
Special Educational Need does not automati-
cally qualify for reasonable adjustments. The
demands of the qualification should be taken
into account. The reasons for the statement
may have only limited effect on achievement
in the assessment. 

7.3.5 It is the centre’s responsibility to
ensure that all applications for reasonable
adjustments are based on the individual
need of the candidate and that the evidence
in support of the application is sufficient, re-
liable and valid. A centre should maintain
records of all cases for audit purposes and to
monitor the effectiveness of the reasonable
adjustments which have been made.

registered or entered for a qualification. To
assist with the early identification of candi-
dates with access-related assessment
needs, the centre should ensure that all staff
who recruit, advise or guide potential candi-
dates have had training to make them aware
of access-related issues. Once the candi-
date’s need has been identified, it should be
documented for audit purposes. 

7.2.2 Identify whether reasonable 
adjustments may be needed 
Relevant centre staff should decide, in con-
junction with the candidate, whether he or
she will be able to meet the requirements of
the assessment or whether adjustments will
be required. It is important that the candi-
date is involved in this discussion as he or
she knows best what the effect of their par-
ticular disability or difficulty is on how they
do things. Where the implications of a partic-
ular difficulty are unclear, the centre should
make use of specialist advice in order to 
determine how the difficulty will affect the
candidate’s performance in the assessment.
The centre should avoid making assump-
tions, on the basis of previous experience,
about whether adjustments may be neces-
sary. Judgments should be made on the basis
of individual need. If an adjustment will be
needed, it should be documented for audit
purposes. 

7.2.3 Identify the appropriate adjustment.
When identifying which adjustments the can-
didate will need in the assessment, centre
staff should take into consideration the can-
didate’s normal way of working, history of
provision during teaching and during infor-
mal assessments and the assessment 
requirements of the qualification. Certain
simple adjustments may be all that is re-
quired, for example adjusting seat height or
providing an arm rest, etc. The same candi-
date may not require the same adjustment
for all types of assessment. Different
qualifications make different demands. For
example, a dyslexic candidate may need
extra time to complete a written test, but

may not need extra time for a purely practical
activity. Once the adjustment has been
identified, it should be documented for audit
purposes. 

7.2.4 Ensure that the adjustment is in 
accordance with the awarding body guide-
lines. The centre must ensure that the 
adjustment will not impair the ability to
assess the candidate’s performance, skill or
knowledge fairly in each assessment.

7.3 Identifying and obtaining supporting
evidence
7.3.1 In order to ensure that any adjustment
to assessment will only provide the candi-
date with the necessary assistance without
giving him or her an unfair advantage over
others, the centre must be clear about the
extent to which the candidate is affected by
the disability or difficulty. 

7.3.2 Where the centre can verify evidence
of the disability or difficulty and where the
implications are clear, such as for a candi-
date with physical difficulties, profound
hearing impairment or who are registered as
blind or partially sighted, the centre does not
need to provide further evidence of these
physical difficulties. 

7.3.3 Where the implications of the difficulty
are not obvious, such as for learning difficul-
ties, or mental health difficulties, the centre
will have to provide additional evidence of
the effect of the impairment on the candi-
date’s performance in the assessment. Any
of the following types of evidence would be
acceptable. The centre should decide which
of these will best assist understanding of the
candidate’s situation: 
– evidence of assessment of the candidate’s

needs in relation to the particular assess-
ment, made within the centre by the 
relevant member of staff with competence
and responsibility in this area; staff in-
clude learning support staff, teaching
staff, trainers, assessors and other spe-
cialist staff. If necessary, external experts
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to the awarding body. Most awarding bodies
will require the centre to report back when
they have permitted reasonable adjust-
ments. Form 3 in appendix II can be used for
this purpose. 

The centre should declare that the informa-
tion provided for the awarding body is 
accurate and that the adjustments to assess-
ment have been made in accordance with the
guidance of the awarding body. The declara-
tion should be signed and dated by a
member of the centre staff who has formally
been given delegated authority for this by
the Head of Centre.

8.2.2 Adjustments agreed with the external
verifier
For nvqs and other externally verified
qualifications, the centre has to consult and
inform the external verifier if reasonable ad-
justments have to be implemented.

8.2.3 Adjustments permitted by the 
awarding body
The centre has to apply for adjustments to
assessments on behalf of the candidate.
Form 1 in appendix II should be used for this
purpose. 

A separate form should be completed for
each candidate and submitted by the dead-
line stipulated by the awarding body. It
should be noted that applications received
after the deadline may not be processed in
time for the candidate to take the assess-
ment. 

The application should be signed and dated
by a member of the centre staff who has for-
mally been given delegated authority for this
by the Head of Centre and should include the
following declaration:
– the information in the application is accu-

rate;
– the centre will be able to provide the

arrangements requested if their use is ap-
proved by the awarding body;

– the reasonable adjustment will be imple-
mented in accordance with the guidance
given by the awarding body;

– the centre will not exceed the allowances
given.

8.2.4 A centre should keep records for audit
purposes where they are permitted to agree
reasonable adjustments, where they apply to
the awarding body for permission or where
they agree adjustments to assessment with
the external verifier. Please see section 9 for
further details. 

8.3 Range of reasonable adjustments
The Permissions Table (form 4 in appendix 2)
lists the most commonly requested 
adjustments to standard assessment
arrangements in a template which awarding
bodies can use when considering where the
decisions on applying different reasonable
adjustments need to be applied. It is not
intended to be a comprehensive list and a
centre is advised to contact the awarding
body for advice on alternative ways of
accessing assessment for particular situa-
tions. Centres and external verifiers have a
duty to seek advice from awarding bodies in
any case where they do not consider that
they have the necessary expertise to judge
whether a reasonable adjustment is needed,
and/or how it should be applied. The follow-
ing sections provide guidance for centres on
how various types of reasonable adjust-
ments should be implemented. 

Centres should note that:
– not all the adjustments to assessments

described below will be reasonable, 
permissible or practical in particular situ-
ations. If in doubt, the centre is advised to
contact individual awarding bodies for
advice. In some circumstances it may be
more appropriate to select an alternative
assessment task for the candidate; 

– the candidate may not need, nor be al-
lowed, the same adjustment for all
qualifications. Some candidates may
need a single adjustment; others may 

Making reasonable adjustments
8.1 Principles for making reasonable 
adjustments
These principles should be followed when
making decisions about a candidate’s need
for adjustments to assessment. Awarding
bodies and centres have a responsibility to
ensure that the process of assessment is
robust and fair and allows the candidate to
show what they know and can do without
circumventing the assessment criteria. 

When considering whether an adjustment to
assessment is appropriate, awarding bodies
and centres need to bear in mind the 
following:
8.1.1 Adjustments to assessment should not
compensate the candidate for lack of knowl-
edge and skills. The candidate must be able
to cope with the content of the assessment
and be able to work at the level required for
the assessment. 

8.1.2 Any adjustment to assessment must
not invalidate the assessment requirements
of the qualification or the requirements of
the assessment strategy. Competence stan-
dards should not be altered (see 4.9). While
vocational awarding bodies should take all
reasonable steps to ensure that a candidate
with a disability or difficulty is not placed at a
substantial disadvantage, in comparison
with persons who are not disabled, in terms
of access to assessment, there is no duty to
make any adjustment to a provision, criterion
or practice which is defined as a competence
standard. All candidates’ performance will be
assessed against set standards. These 
standards cannot be altered, but it may be
possible to change the delivery or process of
assessment so that each candidate has an
equal opportunity to demonstrate what they
know and can do. 

8.1.3 Any adjustment to assessment must
not give the candidate an unfair advantage or
disadvantage the candidate. The quali-
fication of a candidate who had an adjust-
ment to assessment must have the same
credibility as that of any other candidate. As

vocational qualifications may lead to em-
ployment, achievement of such
qualifications must give a realistic indication
to the potential employer of what the holder
of the certificate can do. 

8.1.4 Any adjustment to assessment must
be based on the individual need of the 
candidate. Decisions about adjustments to
assessment should be taken after careful
consideration of the assessment needs of
each individual candidate, the assessment
requirements of the qualification and the
nature and extent of the support given as
part of normal teaching practice. A centre
should not assume that the same adjustment
will be required for all assessments.Different
qualifications and different methods of as-
sessments can make different demands on
the candidate. The candidate should be con-
sulted throughout the process. 

8.1.5 Any adjustment to assessment should
reflect the candidate’s normal way of work-
ing providing this does not affect what is
being assessed in any way. The candidate
should have experience of and practice in the
use of the adjustment. 

8.1.6 Any adjustment to assessment must
be supported by evidence which is
sufficient, valid and reliable. 

8.1.7 All adjustments to assessment must
be authorised by the Head of Centre or a
member of staff with delegated authority. 

8.1.8 All adjustments to assessment must
be implemented in accordance with the
guidance given by the awarding body.

8.2 The process for making the adjustment
8.2.1 Adjustments permitted by the centre
In some cases awarding bodies may permit
the centre to implement reasonable adjust-
ments without seeking prior permission from
the awarding body. Individual awarding
bodies should, in these cases, provide guid-
ance on the mechanisms for reporting back
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8.3.3 Change in the organisation of the 
assessment room 
Minor changes to the organisation of the 
assessment room may benefit some candi-
dates with autistic spectrum disorder, with
visual or hearing impairment or with physical
difficulties. 

Visually impaired candidates may benefit
from sitting near a window so that they have
good lighting. 

Deaf candidates may benefit from sitting
near the front of the room and in good light. 

Some candidates may benefit from using
chairs with arm rests or adjustable heights. 

Autistic candidates may benefit from having
visual/noise stimuli, such as a ticking clock,
removed from the room. 

8.3.4 Separate accommodation within the
centre 
It may be necessary to accommodate the
candidate separately if they are using
readers, scribes, bsl/English interpreters, or
word processing equipment which may
disturb other candidates. 

8.3.5 Taking the assessment at an 
alternative venue
In certain circumstances the candidate may
be permitted to take an assessment at an
alternative venue, for example at home or in
hospital. 

The centre should ensure that the candidate
is medically fit to take the assessment. 

Use of mechanical, electronic and 
technological aids 
8.3.6 Use of coloured overlays, low vision
aids, tinted spectacles, cctv and ocr
scanners
8.3.6.1 The centre should ensure that the
candidate has had sufficient practice in the
use of these aids and that any electronic aids
are in good working order. 

8.3.6.2 For assessments taken under exami-
nation conditions, the candidate should be
accommodated separately with separate 
invigilation if the use of any of these aids will
disturb other candidates. In these cases the
invigilator should be fully informed of the
candidate’s support. 

8.3.6.3 A centre should contact the individ-
ual awarding body if they are unclear about
whether any new technology will unfairly
advantage the candidate or invalidate the
assessment requirements. 

8.3.7 Use of assistive technology
(for example speech/screen reading 
software and voice activated software)
Some candidates may benefit from the use
of software that reads the assessment 
material to them and records their spoken
responses. Speech software should not be
allowed for qualifications where reading is
the competence being assessed. Elsewhere,
and especially in vocational areas, such
software may be used to allow candidates to
have access to assessments that are appro-
priate for them and enable them to show
their proficiency. 

The centre should ensure that the use of
assistive technology will not invalidate the
assessment requirements or give the candi-
date an unfair advantage. Due to the rapid
development of such technology, the centre
should seek advice from the awarding body
if the implications of using certain kinds of
assistive technology are unclear. 

It should be noted that the use of such
software may introduce a hidden assess-
ment agenda, in that the candidate has to
master the use of the software in addition to
mastering the assessment criteria. Some
candidates may need extra time if they use
such software. 

require a combination of several adjust-
ments;

– adjustments to assessments will mostly
be needed for assessments which are
taken under constrained/examination
conditions. 

The list of reasonable adjustments is organ-
ised under the following headings:
– Changes to assessment conditions 

(8.3.1 – 8.3.5)
– Use of mechanical and electronic aids 

(8.3.6 – 8.3.8)
– Modifications to presentation of assess-

ment material (8.3.9 – 8.3.14)
– Alternative ways of presenting responses

(8.3.15 – 8.3.18)
– Use of access facilitators (8.3.19 – 8.3.24)

8.3.1 Extra time 
Where assessment activities are time 
constrained a candidate may be allowed
extra time during an assessment if he/she
has a condition which affects the speed of
processing. 

8.3.1.1 The amount of extra time allowed
should accurately reflect the extent to which
the completion of the assessment will be af-
fected by the candidate’s difficulty.
‘Unlimited’ extra time will not be allowed. It
is the centre’s responsibility to specify the
amount of extra time the candidate will need,
using as a guide the extra time required
during formative assessments in the centre. 

8.3.1.2 Extra time will not be allowed for
computer based assessments testing the
time in which a skill is performed, such as
keyboarding speed tests. Extra time may,
however, be available for those computer
based assessments where the manipulation
of software, and not processing speed, is the
primary aim of the assessment. 

8.3.1.3 Extra time for online assessments
may have to be customised for each candi-
date. In these cases the centre is advised to

contact the awarding body to apply for a time
extension to be set up. 

8.3.1.4 Before the centre allows extra time
for the candidate, the centre should be
satisfied that the candidate can cope with
the content of the qualification and that the
candidate is medically fit to undertake the
extended assessment. 

8.3.1.5 Extra time will not be allowed in
practical activities where the timing is a 
crucial part of the assessment or in group ac-
tivities where the candidate’s performance
will be assessed in conjunction with others. 

8.3.2 Supervised rest breaks 
Where assessment activities are time con-
strained, a candidate may, if there is a
demonstrated need, be allowed supervised
rest breaks during an assessment.

8.3.2.1 Supervised rest breaks may be taken
either in or outside the assessment room.
The duration of the breaks will not be de-
ducted from the assessment time. The centre
should be aware that, during the supervised
rest breaks, the candidate is still under as-
sessment conditions and that the usual regu-
lations governing conduct of assessments
will apply during this time. 

8.3.2.2 Rest breaks are not applicable where
speed or time is a component of what is
being assessed, although, if there is a natu-
ral break in the assessment, ie between
tasks, supervised rest breaks can be al-
lowed. 

8.3.2.3 For online assessments, the centre
needs to check with the awarding body
whether the time for rest breaks must be
built into the extra time requested for the as-
sessment. This will be necessary if the test
runs continuously on the system. The system
must also be supervised during the break to
ensure that no one else can interfere with the
candidate’s test during the break. 
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magnify the text to a suitable size. Advanced
screen magnification software programmes
provide options to change colours and fonts. 

8.3.10 Assessment material in Braille
Assessment material may be provided in
Braille for a blind or visually impaired candi-
date. 

8.3.10.1 The material will be modified to
remove any visual content prior to brailling. 

8.3.10.2 Diagrams in the assessment
material can be produced as tactile
diagrams. 

8.3.10.3 Where the awarding body provides
externally set assessment material in Braille,
the centre should meet the awarding body’s
deadlines for applying for this. If Braille
assessment material has been ordered, but
is no longer required, the centre should
inform the awarding body immediately as
any costs incurred in producing such
material may be passed to the centre. 

8.3.10.4 Permission may be given to the
centre to Braille externally set assessment
materials. Individual awarding bodies
should advise when this can be permitted. 

8.3.10.5 Where the centre is permitted to
Braille externally set assessment material, it
should take responsibility for the security of
the material and for ensuring that the entire
document is brailled. The candidate may be
penalised for any errors in his/her work
which occur as a result of errors in the
brailled material. 

8.3.10.6 Braille is not always an appropriate
adjustment for the candidate, not all blind
people are fluent in Braille. 

8.3.10.7 It is the centre’s responsibility to
arrange for the brailling of centre-devised
assessment material/resource or reference
materials. 

8.3.11 Language modified assessment 
material 
The carrier language in assessment material
may be modified for a deaf candidate whose
first language is either English or British Sign
Language (bsl). In either case, the candi-
date’s English may be limited and modified
assessment material may be necessary. bsl
is a language in its own right and has its own
grammar, syntax and vocabulary and written
assessment material will have to be modified
for most deaf candidates for whom bsl is
their first language. 

8.3.11.1 Technical language may not be
modified. The modified version of the as-
sessment material should contain the same
questions as the standard version and the
same answers will be expected from the can-
didate. 

8.3.11.2 In listening tests, a transcript of the
test may be provided, which can be read to
the candidate by a live speaker. This will
enable the candidate to lip-read the text. 

8.3.11.3 Where the awarding body provides
language modified externally set assess-
ment material, the centre will have to apply
by the deadlines set by individual awarding
bodies. 

8.3.11.4 Where the centre is permitted to
modify externally set assessment material,
they should take responsibility for the secu-
rity of the material and for the accuracy of
the modification. The candidate may be pe-
nalised for any errors in his/her work which
occur as a result of inaccurate modification
of the material.

8.3.11.5 It is the centre’s responsibility to
arrange for the modification of centre-de-
vised assessment material/resource or 
reference materials. 

8.3.8 Use of bilingual dictionaries or 
bilingual translation dictionaries (manual or
electronic) 
8.3.8.1 The use of bilingual dictionaries and
bilingual translation dictionaries (including
bsl/English dictionaries/glossaries) can be
allowed in all vocational assessments unless
its use is expressly forbidden by the assess-
ment requirements. 

8.3.8.2 For timed assessments, if the centre
is satisfied that the candidate can cope with
the subject content, but the candidate’s
knowledge and comprehension of English,
Welsh or Irish (Gaelige) impairs his/her abil-
ity to complete the assessment within the
normal time allocated, an additional al-
lowance of extra time may be permitted. 

8.3.8.3 The centre should note that the reg-
ulatory authorities state that: 
“Awarding bodies may allow assessment in
a language other than English, Welsh or Irish
(Gaelige) in qualifications designed for the
workplace, provided that: 
– the awarding body ensures that the as-

sessment is comparable to that offered in
English, Welsh or Irish (Gaelige) 

– lack of proficiency in English, Welsh or
Irish (Gaelige) does not prevent the candi-
date from properly carrying out the role
that is supported by the qualification” 

(The statutory regulation of external qualifications in

England, Wales and Northern Ireland, 2004 

– paragraph 40) 

8.3.8.4 The centre should check the diction-
aries used by the candidate to make sure
they do not contain notes which would give
the candidate an unfair advantage. Where
permission is given to use electronic 
dictionaries, the centre must check that the
equipment does not contain additional func-
tionality that will give the candidate an unfair
advantage. If such functionality is present, it
must be disabled or the equipment disal-
lowed. 

Modifications to the presentation of the 
assessment material 
8.3.9 Assessment material in enlarged
format
For paper-based assessments 
8.3.9.1 Enlargements for paper-based as-
sessments may be used. Examples of these
include: 
– unmodified enlarged papers where the

standard paper is photocopied from a4 to
a3, thus enlarging the whole paper and
retaining the original layout and visual
presentation. 

– modified enlarged paper where the paper
is modified by simplifying the layout and
where necessary reducing the content
while still meeting the same objectives as
those tested in the original paper. 

8.3.9.2 Where the awarding body provides
externally set assessment material in en-
larged format, the centre will have to apply
by the deadlines set by individual awarding
bodies. 

8.3.9.3 Where the centre is permitted to
make the enlargements to externally set 
assessment material, it should take respon-
sibility for the security of the material and for
ensuring that the entire document is en-
larged. The candidate may be penalised for
any errors in his/her work which occur as a
result of incomplete enlargement of thema-
terial. 

8.3.9.4 Centres should note that assess-
ment material containing scale diagrams
cannot be enlarged. 

8.3.9.5 It is the centre’s responsibility to
provide centre-devised assessment 
material/resource or reference material in a
suitable format for the candidate. 

8.3.9.6 On-screen assessments
If the default font and text size used for an
on-screen assessment is not suitable for the
candidate, screen magnification software
programmes may provide an option to
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material/resource or reference material in a
suitable format for the candidate. 

Alternative ways of presenting candidate 
responses
A candidate should be provided with the
means to present their responses by the
method most appropriate and familiar to
them, as long as the use of methods will not
invalidate the requirements of the assess-
ment. The use of ict is generally perceived to
have a positive impact on helping candi-
dates to access assessment. 

The guidance given below relates to the use
of ict in written assessments. ict can
normally be used for centre-devised and
portfolio work unless the use of ict is
expressly prohibited by the qualification
specification. 

8.3.15 Use of ict to present responses
The use of ict in this context should be taken
to include word processors, personal 
computers (pcs) and other microprocessor
controlled devices producing output in text
or other forms such as graphics and dia-
grams. 

8.3.15.1 For many candidates with additional
support needs, computers provide an effec-
tive means of independent communication.
Consideration should be given to whether
the candidate can meet the assessment cri-
teria using a computer. 

8.3.15.2 A computer should only be used if it
is appropriate to the candidate’s needs and if
the candidate is confident in its use, can use
it effectively and if it reflects his/her normal
way of working. The candidate should be
consulted before a decision is taken whether
the use of ict is an appropriate adjustment. 

8.3.15.3 When a computer is used, other
than as a basic word processor, the centre
needs to consider the effect and appropriate-
ness of facilities like spell-checkers, 

electronic dictionaries, thesauri, calculators,
predictive software, etc that are available. 

8.3.15.4 The use of the computer should not
create a misleading impression of the 
candidate’s attainment or confer an unfair
advantage over other candidates. 

8.3.15.5 The centre should ensure that
workstations are adapted for the needs of
the candidate, and that enabling technolo-
gies, (for example screen reading software,
coloured background, adapted keyboard,
large tracker ball mouse, sticky keys) are
available. 

8.3.15.6 Where it is apparent that 
assessment objectives cannot be met fully if
a computer is used, the centre should sug-
gest alternative arrangements. 

8.3.16 Spoken responses using electronic
recording devices, for example cd Roms,
memory sticks, audio cassettes 
Where there is evidence of need, the candi-
date may be permitted to record their re-
sponses electronically. 

8.3.16.1 This arrangement will only be 
available for assessments where there is no
requirement for the candidate to produce
visual material. 

8.3.16.2 Where the candidate’s responses
are recorded electronically, the centre should
provide an authenticated transcript of the
candidate’s responses. 

8.3.16.3 It will be the centre’s responsibility
to ensure that the transcript is an accurate
reflection of the candidate’s responses and
to keep this and the original recording as a
record of the assessment. 

8.3.17 Responses in bsl
Where there is evidence of need, the candi-
date may be allowed to sign their responses
to questions. 

8.3.12 Assessment material in bsl (British
Sign Language)
Where the centre cannot provide a
bsl/English interpreter for the assessment,
and if language modified assessment mate-
rial does not provide sufficient assistance, a
bsl version of assessment material may be
provided on videotape instead of (or in addi-
tion to) the assessment material in written
English. This facility may not be permitted for
assessments where reading or listening is
the competence being assessed. 

8.3.12.1 Where the awarding body will pro-
vide externally set assessment material in
bsl, the centre will have to apply by the
deadlines set by individual awarding bodies. 

8.3.12.2 Where the centre is permitted to
translate externally set assessment material
into bsl, they should take responsibility for
the security of the material and for the accu-
racy of the translation. The candidate may be
penalised for any errors in his/her work
which occur as a result of errors in the mate-
rial. 

8.3.12.3 It is the centre’s responsibility to
arrange for the translation of centre-devised
assessment material/resource or reference
materials into bsl. 

8.3.12.4 Centres should note that this 
adjustment will not be suitable for all assess-
ments and that they need to contact the
awarding body for further advice if they are
unclear whether this adjustment is appropri-
ate. 

8.3.12.5 Centres should read the guidance
for bsl/English interpreters in section 8.3.21.

8.3.13 Assessment material on coloured
paper
8.3.13.1 Where the awarding body provides
externally set assessment material on
coloured paper, the centre will have to apply
by the deadlines set by individual awarding
bodies. 

8.3.13.2 Where the centre is permitted to
photocopy externally set assessment 
material onto coloured paper, it should take
responsibility for the security of the assess-
ment material and for ensuring that the
entire document is copied. 

8.3.13.3 The candidate may be penalised for
any errors in his/her script which occur as a
result of incomplete copying of the docu-
ment. 

8.3.13.4 It is the centre’s responsibility to
provide centre-devised assessment mate-
rial/resource or reference material on
coloured paper, if required. 

8.3.13.5 On-screen assessments 
It may be possible to provide a screen 
background in a colour that is suited to the
candidate’s needs. 

8.3.14 Assessment material in audio format 
Where there is evidence of need, assessment
material may be provided in audio format.
This facility is not available if reading is 
the competence being assessed or if the as-
sessment material has visual content that is
crucial to the understanding of the ques-
tions, such as illustrations, tables, diagrams
or sketches. 

8.3.14.1 Where the awarding body provides
externally set assessment material in audio
format, the centre will have to apply by the
deadlines set by individual awarding bodies. 

8.3.14.2 Where the centre is permitted to
produce an audio version of externally set
assessment material, they should take re-
sponsibility for the security of the material
and for ensuring that the recording is accu-
rate. The candidate may be penalised for any
errors in his/her work which occur as a result
of errors in the recording. 

8.3.14.3 It is the centre’s responsibility to
provide centre-devised assessment 
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8.3.19.7 The centre should ensure that the
candidate and reader are clear about the
limitations of the reader’s role. 

8.3.19.8 A separate invigilator must be
present when a reader is used to ensure that
the guidance regarding readers is followed. 

8.3.19.9 The centre should give the reader
clear instructions regarding what they are
required to do and what they may and may
not do during the assessment. These
instructions should also be given to the
invigilator. 

8.3.19.10 For a candidate requiring a reader
and a scribe, the same person may act as
both as long as permission has been given
for both arrangements. 

8.3.19.11 The candidate using a reader
should be accommodated separately so as
not to disturb other candidates. 

8.3.19.12 Where a candidate is not eligible
for the use of a reader, it may be helpful for
the candidate to read the questions aloud. In
these circumstances the candidate must be
accommodated in a separate room so that
other candidates are not disturbed. Separate
invigilation should be arranged in these
cases. The invigilator may not correct the
reading of the candidate. 

8.3.19.13 The reader is responsible to, and
should be approved by the Head of Centre or
the centre staff member with delegated
responsibility. 

8.3.19.14 The reader: 
– should read only as requested by the can-

didate. The candidate may choose to read
some parts of the assessment him/her-
self; 

– should read accurately. If the reader is
working with a deaf or hearing impaired
candidate, the reader should articulate
clearly; 

– should only read the exact wording (in-
structions and questions), and not give
meanings of words, rephrase or interpret
anything; 

– should repeat instructions and questions
on the paper only when specifically re-
quested to do so by the candidate; 

– may consult a dictionary, where this is al-
lowed, at the candidate’s request and
read out entries; 

– should read, as often as requested, the
answers already recorded, but may not
act as proof-reader; 

– should not advise the candidate regarding
which questions to do, when to move on
to the next question, or the order in which
the questions should be answered; 

– may enable a visually impaired candidate
to identify which piece of visual material
relates to which question, but should nei-
ther give factual help to the candidate nor
offer any suggestion; 

– is permitted to help a visually impaired
candidate using diagrams, graphs and
tables to obtain the information that the
print/amended print copy would give to a
sighted candidate; 

– should, if requested, give a visually im-
paired candidate the spelling of a word
which appears on the paper, but other-
wise spellings must not be given; 

– should refer any problems during the as-
sessment to the invigilator. 

8.3.20 Scribe (sometimes called 
amanuensis) 
A scribe is a person who, in an assessment,
writes down or word processes a candidate’s
dictated responses. Where there is evidence
of need, a scribe may be allowed in all as-
sessments where writing or keyboarding is
not the competence being assessed. 

8.3.20.1 The centre should, in consultation
with the candidate, decide whether the use
of a scribe is an appropriate adjustment. As
the effective use of a scribe requires high
level communication skills from the candi-
date, the centre is advised to consider

8.3.17.1 Signing of responses should not be
permitted if the ability to write or speak
English, Welsh or Irish (Gaelige) is being 
assessed. 

8.3.17.2 A candidate can sign full responses
in bsl. Where the candidate is required to
show knowledge of an expression/name in
their response, this must be fingerspelt. This
must all be videoed for quality assurance
purposes. 

The centre will provide a translation of
the responses for assessment. 

8.3.17.3 The centre should ensure that the
person doing the translation is appropriately
qualified. 

8.3.17.4 The centre should ensure that
sufficient recording equipment is available
and that it is in good working order. 

8.3.17.5 Where the centre provides a
transcript of the candidate’s response, the
centre should ensure that the transcript is
authenticated and an accurate reflection of
the candidate’s responses. The centre
should keep this as a record of the assess-
ment. 

8.3.18 Responses in Braille 
Where there is evidence of need, a candidate
may be permitted to present their responses
in Braille. 

8.3.18.1 In these cases an authenticated
transcript of the candidate’s responses
should be provided by the centre. 

8.3.18.2 It will be the centre’s responsibility
to ensure that the transcript is an accurate
reflection of the candidate’s responses and
to keep the transcript for their records.

Use of access facilitators 
8.3.19 Reader
A reader is a person who, when requested,
will read to the candidate all or part of the

assessment material and the candidate’s
written responses. 

8.3.19.1 Where there is evidence of need a
reader may be allowed in all assessments
where reading or understanding of the writ-
ten word is not an assessment requirement
or the competence being assessed. 

8.3.19.2 The centre should, in consultation
with the candidate, decide whether the use
of a reader will be an effective arrangement.
The candidate may be more comfortable
with: 
– the use of speech/screen reading soft-

ware which reads out the material without
decoding or interpreting it 

– accessing the assessment material in
electronic format, in Braille or through
sign language. 

8.3.19.3 The centre is responsible for
making the necessary arrangements for the
provision of a reader. 

8.3.19.4 The reader should not normally be
the candidate’s own tutor or assessor,
except in circumstances where it is neces-
sary to do so. In such cases, the awarding
body should be specifically consulted. On no
account may a relative, friend or peer of the
candidate be used as a reader. 

8.3.19.5 The centre should select the reader
on the basis of their ability to work 
effectively with the candidate. The reader
should be able to read accurately and at a
reasonable rate and should have sufficient
knowledge of the subject to read technical
terms accurately. 

8.3.19.6 A candidate should, wherever
possible, have had previous practice in
working with the reader and should have
used this arrangement during the training
programme leading up to the assessment. 
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to draw or add to diagrams in accordance
with the candidate’s instructions; 

– may, at the candidate’s request, read back
what has been written but no comment
must be made about any part of the candi-
date’s response; 

– should immediately refer any problems in
communication during the examination to
the invigilator. 

8.3.21 British Sign Language (bsl)/English
interpreter
Although British Sign Language (bsl) is now
recognised as an official language of the uk,
it is not a statutory language, unlike English,
Welsh and Irish (Gaelige). 

The regulatory criteria state: “Awarding
bodies may allow assessment in British Sign
Language in accordance with criteria 14 to 20
in the section reasonable adjustments and
Special Consideration.” 

(The statutory regulation of external qualifications in

England, Wales and Northern Ireland, 2004 

–  paragraph 41) 

Where bsl is the primary means of communi-
cation for a deaf candidate, these candidates
may have the support of a bsl/English 
interpreter to sign the questions (or part
questions) where they are undertaking writ-
ten assessments. 

For assessments where reading or speaking
and listening are the competences being as-
sessed, bsl or any other sign language may
only be used for the assessment material
rubric and instructions. 

8.3.21.1 The centre should ensure that the
bsl interpreter has an appropriate
qualification in the sign language and a good
working knowledge of the content of the 
assessment. Some awarding bodies may
provide the centre with a specification for the
person allowed to interpret the written as-
sessment material into bsl. 

8.3.21.2 A candidate should, wherever 
possible, have had previous experience of

working with a bsl/English interpreter and
should have used this arrangement during
the learning programme leading up to the as-
sessment. 

8.3.21.3 The centre should ensure that the
candidate and the person providing the inter-
pretation are clear about the limitations of
the latter’s role in the assessment situation. 

8.3.21.4 The centre should ensure that the
person providing the interpretation has
access to the assessment material in ad-
vance of the assessment, to prepare for the
signing. This arrangement should be agreed
with the awarding body. 

8.3.21.5 The interpretation should not give
the candidate an unfair advantage and care
must be taken not to indicate the meaning of
technical words, where the candidate’s un-
derstanding of these words is inherent in the
purpose of the question. The interpretation
should not explain or clarify. In some in-
stances it may be more appropriate to 
finger-spell a word. 

8.3.21.6 Any words or phrases interpreted
for the candidate because a standard sign is
not available or appropriate should be un-
derlined on the assessment material, which,
if separate from the answer book, should be
attached to the candidate’s answer book.
Amended versions of questions should be
shown on the assessment material. 

8.3.21.7 The candidate using a bsl/English
interpreter should be accommodated sepa-
rately so as not to disturb other candidates. 

8.3.21.8 A separate invigilator should be
present when a bsl/English interpreter is
used to ensure that guidance regarding
bsl/English interpreters is followed. 

8.3.21.9 The bsl/English interpreter: 
– should have access to the assessment

material in advance of the examination to
prepare for the signing. The awarding

whether the candidate would be more 
comfortable with the use of a computer. The
candidate is also more likely to use a word
processor rather than a scribe in the work-
place. 

8.3.20.2 For a candidate requiring a scribe
and a reader, the same person may act as
both, provided permission has been given for
both. 

8.3.20.3 The use of a scribe should not
affect the assessment requirements for the
qualification being assessed. In some cases
the writing of answers by the candidate may
be the skill being assessed. 

8.3.20.4 The centre should select a scribe
on the basis of their ability to work effec-
tively with the candidate. A scribe should be
able to produce an accurate record of the
candidate’s responses, write legibly and/or
word process at a reasonable speed, and
have sufficient knowledge of the subject to
be able to record technical terms correctly. 

8.3.20.5 The centre is responsible for
making the necessary arrangements for the
provision of a scribe. 

8.3.20.6 A scribe is not permitted in an as-
sessment requiring word processing. 

8.3.20.7 A scribe should not normally be the
candidate’s own tutor or assessor, except
when it is necessary to do so. In such cases,
the awarding body should be specifically
consulted. On no account may a relative,
friend or peer of the candidate be used as a
scribe. 

8.3.20.8 A candidate should, wherever pos-
sible, have had previous practice in working
with the scribe and used this arrangement
during their learning programme. 

8.3.20.9 The centre should ensure that the
candidate and scribe are clear about the limi-
tations of the scribe’s role. 

8.3.20.10 The centre should give the scribe
clear instructions regarding what he/she is
required to do/what he/she is not allowed to
do during the assessment. These instruc-
tions should also be given to the invigilator. 

8.3.20.11 The candidate using a scribe
should be accommodated separately so as
not to disturb other candidates. 

8.3.20.12 A separate invigilator should be
present when a scribe is used to ensure that
the guidance regarding scribes is followed. 

8.3.20.13 The scribe is responsible to and
should be approved by the Head of Centre or
the centre staff member with delegated re-
sponsibility. 

8.3.20.14 During the assessment a scribe: 
– should check with the candidate for which

parts of the assessment they wish to have
their responses scribed. The candidate
may choose to write some responses
him/herself; 

– should neither give factual help to the
candidate nor offer any suggestions; 

– should not advise the candidate regarding
which questions to do, when to move on
to the next question or the order in which
the questions should be answered; 

– should write down answers exactly as
they are dictated. Where spelling accu-
racy and punctuation is being tested, the
scribe must follow explicit instructions
from the candidate. The scribe may not
take responsibility for spelling technical
words; 

– should write a correction on a typescript
or Braille sheet if requested to do so by
the candidate; 

– should not assist the candidate to pro-
duce any diagrammatical or graphical ma-
terial. If assistance with this is needed,
approval should be obtained from the
awarding body in advance of the assess-
ment. Exceptions to this are Entry Level
qualifications where the scribe is allowed
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that the guidance regarding prompters is 
followed. The invigilator should be fully 
informed of the strategies used to regain the
candidate’s attention. 

8.3.22.13 The prompter is responsible to
and should be approved by the Head of
Centre or the centre staff member with dele-
gated responsibility. 

8.3.22.14 During an assessment a prompter: 
– should draw the candidate’s attention

back to the task in hand; 
– should use the method of prompting

agreed with the candidate; 
– should not give factual help to the candi-

date or offer any suggestions; 
– should not advise the candidate regarding

which questions to do, when to move on
to the next question or the order in which
the questions should be done. For Entry
Level qualifications it may be appropriate
for the prompter to direct the candidate to
where they were last; 

– should be prepared for periods of inactiv-
ity during the assessment, but should
remain vigilant; 

– should immediately refer any problems
during the assessment to the invigilator. 

8.3.23 Practical assistant 
A practical assistant is a person who, during
an assessment, carries out practical tasks at
the instruction of the candidate. Examples of
the kinds of tasks with which the practical
assistant may assist are, turning the pages of
the question paper or, guiding a candidate
using a Braille paper to the correct page they
need. 

8.3.23.1 The centre should, in consultation
with the candidate, decide whether the use
of a practical assistant is an appropriate
arrangement. A practical assistant will not
normally be allowed in those qualifications
where the practical skill is the focus of the
assessment. 

8.3.23.2 The centre is responsible for
making the necessary arrangements for the
provision of a practical assistant. 

8.3.23.3 The practical assistant should be
familiar with the requirements of the 
assessment, but should not normally be the
candidate’s own teacher/tutor/assessor
except when it is necessary to do so. In such
cases, the awarding body should be
specifically consulted. On no account may a
relative, friend or peer of the candidate be
used as a practical assistant. 

8.3.23.4 A practical assistant should be a
person who is able to ensure the safety of
the candidate and carry out his/her instruc-
tions accurately. 

8.3.23.5 The centre should prepare clear
written instructions for the practical assis-
tant on the assistance they are able to give
the candidate. A copy of these instructions
should also be given to the invigilator and
candidate. The centre should note that the
practical assistant may not perform tasks for
which the candidate will receive credit. 

8.3.23.6 The use of a practical assistant
should not modify the specification require-
ments. For example, where the manipulation
of apparatus or making accurate visual ob-
servations may be the skill being assessed,
the use of a practical assistant will not be
permitted. 

8.3.23.7 A candidate using a practical 
assistant may need to be accommodated
separately from other candidates. In these
cases a separate invigilator should be pres-
ent to ensure that the guidance regarding
practical assistants is followed. During prac-
tical assessments, the assessor should be
present in addition to the practical assistant. 

8.3.23.8 During a practical assessment, a
practical assistant: 

body should advise how long before the
assessment the bsl/English interpreter
can have access to the assessment mate-
rial; 

– should not interpret technical language or
give additional explanations; 

– may, at the candidate’s request, sign any
labels or text connected with reference
material such as maps, diagrams or
graphs. The candidate should, however,
study the reference material 
independently. 

8.3.22 Prompter 
A candidate with severe attention problems
may benefit from the use of a prompter in
timed assessment situations to draw their at-
tention back to the assessment task. 

8.3.22.1 The centre should, in consultation
with the candidate, decide whether the use
of a prompter is an appropriate arrangement. 

8.3.22.2 The centre is responsible for
making the necessary arrangements for the
provision of a prompter. 

8.3.22.3 Where the problem is one of con-
centration, consideration should be given to
allowing supervised rest breaks rather than a
prompter. 

8.3.22.4 A prompter should not normally be
the candidate’s own tutor or assessor, except
when it may be necessary to do so. In such
cases the awarding body should be
specifically consulted. On no account may a
relative, friend or peer of the candidate be
used as a prompter. 

8.3.22.5 Prompters should be sufficiently
familiar with the candidate to recognise
when his/her attention is no longer on the
assessment task and that he or she is not,
for example, looking away from the paper
whilst thinking. 

8.3.22.6 Under no circumstances may the
prompter draw the attention of the 

candidate to part of the question paper or
the candidate’s answer paper. 

8.3.22.7 The prompter should sit near
enough to be able to observe the candidate
and draw his/her attention back to the task.
This should, however, be organised as
unobtrusively as possible. The candidate’s
attention may be drawn back to the task
using a light tap on the candidate’s arm or
shoulder or, alternatively, on the desk
(though not in a way that may be taken to
indicate any part of the examination
question paper). Verbal prompting should
not normally be used. The method used by
the prompter to bring back the candidate’s
attention should be agreed before the
assessment between the candidate and the
prompter and should be acceptable to the
centre. It should be noted that some candi-
dates with emotional and behavioural 
sensitivity/vulnerability and/or mental
health conditions may not be comfortable
with a ‘light tap’ prompt. A form of verbal
prompting should be considered and agreed
for these candidates. 

8.3.22.8 In the case of an epileptic candi-
date where the problem is one of temporary
absencing, the normal procedure to help that
candidate will be allowed. 

8.3.22.9 The centre should ensure that the
candidate and prompter are clear about the
limitations of the prompter’s role. 

8.3.22.10 The centre should give the
prompter clear instructions regarding what
they are required to do and what they may
and may not do during the assessment.
These instructions should also be given to
the invigilator. 

8.3.22.11 The centre should ensure that the
candidate and the prompter have had experi-
ence of working together. 

8.3.22.12 A separate invigilator should be
present when a prompter is used to ensure
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– should not involve the candidate in the
production of the transcript; 

– should normally transcribe complete an-
swers.  In cases where only occasional
words need to be transcribed, these may
be written on a photocopy of the 
candidate’s script. On no account should
the candidate’s original script be marked
or annotated in any way; 

– should normally be a word-for-word tran-
scription, ie an exact copy of what the
candidate has written. The transcriber
may not insert or omit words or alter their
order. In English, Welsh or Irish (Gaelige)
or modern foreign language examinations
any errors, including those of spelling,
punctuation and grammar, must be tran-
scribed as given by the candidate and
must not be corrected. In other
qualifications, the transcriber may correct
the spelling of non-technical words; 

– should indicate any corrections to spelling
on the verbatim transcript using a differ-
ent colour ink, but not red, green or
purple ink. Pencil must not be used for
this purpose; 

– should not transcribe diagrammatical ma-
terial. Assessment of such material will be
based on the candidate’s own work.

– should follow the instructions prepared by
the centre on the level and kind of assis-
tance that can be given to the candidate; 

– should ensure the safety of the candidate
and those around him/her; 

– should not give factual help to the candi-
date or offer any suggestions; 

– should not advise the candidate which
questions to do, when to move on to the
next question or the order in which the
questions should be done; 

– should carry out instructions exactly as
they are given unless to do so would
cause a hazard. If the practical assistant
does not understand the candidate’s in-
structions, he/she may ask for
clarification but must not lead the candi-
date in any way or attempt to interpret the
candidate’s wishes; if incorrect or 
inadequate instructions are given by the
candidate this must be reflected in the
outcome of the assessment; 

– should not expect to assist the candidate
throughout the entire assessment (there
may be parts of the assessment which the
candidate can do without help and thus
gain credit for demonstrating the required
skills); 

– should immediately refer any problems
during an assessment to the
invigilator/supervisor. 

8.3.24 Transcriber
This arrangement may be used by a candi-
date in the following circumstances: 
– where the candidate’s handwriting is illeg-

ible, but he or she is unable to use a 
computer or dictate responses. It may not
be allowed where writing by hand is the
competence being assessed; 

– where the candidate’s responses are pro-
duced in Braille or in bsl. 

The transcriber will produce a transcript to
assist the examiner/assessor in the assess-
ment of a candidate’s work. The
examiner/assessor will assess the candi-
date’s work and will only refer to the 
transcript if it is impossible to decipher any

part of the candidate’s response(s). (For re-
sponses produced in Braille or bsl the 
examiner/assessor may refer solely to the
transcript). 

8.3.24.1 The centre should, in consultation
with the candidate, decide whether the use
of a transcript will be an effective arrange-
ment. 

8.3.24.2 The centre should give the tran-
scriber clear instructions regarding what
he/she is required to do after the assess-
ment. 

8.3.24.3 The transcript should be produced
by a member of the centre’s staff who is fa-
miliar with the candidate’s handwriting, is
fully competent in Braille (where the tran-
scription is for candidate’s responses 
produced in Braille), or who has the required
skills in bsl (where the transcription is for
candidate’s responses produced in bsl). 

8.3.24.4 The transcript(s) should be 
securely attached to the back of the candi-
date’s work and be included with the other
work from the centre for dispatch to the as-
sessor in the normal way. The production of
the transcript should not delay the dispatch
of scripts to the assessor. 

8.3.24.5 The centre should not inform the
assessor of the reason why a transcript was
necessary. 

8.3.24.6 The transcriber: 
– should produce the transcript in a sepa-

rate copy of the question paper/answer
booklet or on lined or unlined white paper
as appropriate; 

– may handwrite or word process the tran-
script. If handwritten, dark blue or black
ink should be used. Pencil must never be
used; 

– should, for examinations, produce the
transcript immediately after the examina-
tion under secure conditions; 
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Each request for special consideration will
be unique to that candidate or assessment.
These guidelines offer some broad princi-
ples for the centre to follow. Further informa-
tion should be sought in each case from the
appropriate awarding body.

Special consideration may be given follow-
ing a scheduled assessment to a candidate: 
– who is present for the assessment but

who may have been disadvantaged by
temporary illness, injury or adverse cir-
cumstances which arose at or near the
time of assessment; 

– who misses part of the assessment due to
circumstances outside their control.

Centres should note that, where an assess-
ment requires the candidate to demonstrate
practical competence or where criteria have
to be met fully, or in the case of
qualifications that confer a Licence to
Practise, it may not be possible to apply
special consideration. 

In some circumstances, for example for
on-demand assessments, it may be more
appropriate to offer the candidate an oppor-
tunity to take the assessment at a later date. 

Special consideration should not give the
candidate an unfair advantage, neither
should its use cause the user of the
certificate to be misled regarding a candi-
date’s achievements. The candidate’s result
must reflect his/her achievement in the
assessment and not necessarily his/her
potential ability. 

Special consideration, if successful, may
result in a small post-assessment adjust-
ment to the mark of the candidate. The size
of the adjustment will depend on the circum-
stances and reflect the difficulty faced by the
candidate. 

10.1 Eligibility criteria 
A candidate who is fully prepared and
present for a scheduled assessment may be
eligible for special consideration if: 

– performance in an assessment is affected
by circumstances beyond the control of
the candidate for example recent personal
illness, accident, bereavement, serious
disturbance during the assessment; 

– alternative assessment arrangements
which were agreed in advance of the 
assessment proved inappropriate or inad-
equate; 

– part of an assessment has been missed
due to circumstances beyond the control
of the candidate; 

– there is a sufficient difference between
the part of the assessment to which spe-
cial consideration is applied and other
parts of the qualification that have been
achieved to infer that the candidate could
have performed more successfully in the
assessment. 

A candidate will not be eligible for special
consideration if: 
– no evidence is supplied by the centre that

the candidate has been affected at the
time of the assessment by a particular
condition; 

– any part of the assessment is missed due
to personal arrangements including holi-
days or unauthorised absence; 

– preparation for a component is affected by
difficulties during the course, for example
disturbances through building work, lack
of proper facilities, changes in or short-
ages of staff, or industrial disputes. 

10.2 Applying for special consideration 
A centre should apply for special considera-
tion using the form supplied by their 
awarding body. Form 2 in appendix II is a
suitable example of this. A separate form
should normally be completed for each can-
didate for each qualification. However, in
cases where a group of candidates has been
disadvantaged by a particular event (for ex-
ample fire alarm) a single form should be
submitted. A list of candidates affected
should be attached to the form. 

Requirements for record keeping within the
centre
9.1 Requirements for recording adjustments
to assessments agreed with the awarding
body. 
The centre should retain a copy of the appli-
cation form and supporting evidence sent to
the awarding body, and relevant documenta-
tion received from the awarding body.
Awarding bodies should advise the centre
how long these records should be kept. 

9.2 Requirements for recording adjustments
to assessments permitted by the centre.
The centre should keep records of their
decisions to permit adjustments to assess-
ments. These records should include any
supporting evidence. Awarding bodies
should advise the centre how long these
records should be kept. 
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9 Special consideration10

 



A centre should note that failure to comply
with the guidance regarding adjustments to
assessments set out by individual awarding
bodies has the potential to constitute
malpractice and may lead the awarding body
to withhold the candidate’s result. Failure to
comply is defined as any or all of the 
following: 
– putting in place arrangements without

seeking prior approval from the awarding
body, where this is required; 

– exceeding the allowances agreed with the
awarding body; 

– agreeing delegated adjustments that are
not supported by evidence; 

– failing to maintain records of reasonable
adjustments and special considerations
for audit; 

– failing to report delegated adjustments to
the awarding body, where this is required.

The candidate needs to submit evidence in
support of special consideration. This may
include medical evidence or a statement
from the invigilator or any other appropriate
information. 

The application should be signed and
dated by a member of the centre staff who
has formally been given delegated authority
by the Head of Centre. The signatory must
declare that the information given is accu-
rate. 

The application for special consideration
should be submitted as soon as possible
after the assessment and not later than
seven working days after the examination.
Requests for special consideration may only
be accepted after the results of the examina-
tion have been released in the following 
circumstances: 
– application has been overlooked at the

centre and the oversight is confirmed by
the Head of Centre; 

– medical evidence comes to light about a
candidate’s condition, which demon-
strates that the candidate must have been
affected by the condition at the time of
the examination, even though the 
problem revealed itself only after the as-
sessment; 

– for on-screen assessments where results
are immediately available. 

If the application for special consideration is
successful, the candidate’s performance will
be reviewed in the light of available evi-
dence. It should be noted that a successful
application of special consideration will not
necessarily change a candidate’s result. 
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Malpractice11

 



8.3.1 Extra Time 
Extra time should not be allowed where its
use will invalidate the assessment criteria. 

Extra time should not give the candi-
date an unfair advantage over others. 

8.3.2 Supervised rest breaks 
Centres should ensure that both the candi-
date and his/her work is supervised during
the break.

The duration of the break should not be
deducted from the assessment time.

Rest breaks should not be allowed
where their use would invalidate the assess-
ment criteria.

8.3.3 Changes in organisation of the
assessment room 
The centre should consider the needs of the
individual candidate and, where possible,
arrange the assessment room to suit the
candidate.

8.3.4 Separate accomodation within the
centre 
Centres should ensure that, where candi-
dates are accommodated separately for 
assessments taken under examination
conditions, usual examination conditions
apply and separate invigilation is arranged. 

8.3.5 Taking the assessment at an alterna-
tive venue 
For assessments taken under examination
conditions, standard examination condi-
tions should be in place at the alternative
venue and the standard procedures for 
security of assessment material and
despatch of the candidate’s work should 
be followed. 

8.3.6 Use of coloured overlays, low vision
aids, tinted spectacles, cctv and ocr
scanners 
The candidate should be familiar with how
the aid works.

The use of aids should not give the candi-
date an unfair advantage over other candi-
dates or invalidate the assessment criteria.

8.3.7 Use of assistive technology 
The candidate should be familiar with how
the assistive technology works.

The assistive technology should not
give the candidate an unfair advantage over
other candidates or invalidate the assess-
ment criteria.

8.3.8 Use of bilingual dictionaries and 
bilingual translation dictionaries 
The use of a bilingual dictionary should not
give the candidate an unfair advantage over
other candidates or invalidate the assess-
ment criteria.

8.3.9 Assessment material in enlarged
format 
Where appropriate, the centre should meet
the awarding body deadlines for requesting
enlarged assessment material. 

In cases where the centre is permitted
by the awarding body to enlarge assessment
material, the centre should take 
responsibility for the security of the material
and for ensuring that the entire 
document is enlarged. 

8.3.10 Assessment material in Braille 
Where appropriate, the centre should meet
the awarding body deadlines for requesting
brailled assessment material. 

In cases where the centre is permitted
by the awarding body to braille assessment
material, the centre should take responsibil-
ity for the security of the material and for 
ensuring that the entire document is
brailled.

8.3.11 Language modified assessment
material 
Where appropriate, the centre should meet
the awarding body deadlines for requesting
language modified assessment material. 

Summary of the range of reasonable 
adjustments (section 8)

Appendix 

I Summary of the range of reasonable 
adjustments (section 8) 

II Forms 

III Glossary

IV Resources
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Recording the candidate’s responses elec-
tronically should not be allowed where it will
invalidate the assessment requirements.

The centre should ensure that the ap-
propriate recording equipment is provided in
full working order.

The candidate using recording equip-
ment should be accommodated separately,
with separate invigilation, where its use will
disturb other candidates. 

8.3.17 Responses in bsl
The centre should check whether permission
should be sought from the awarding body to
sign the candidate’s responses on video.

Signing of the candidate’s responses on
video should not be allowed where it will in-
validate the assessment requirements.

8.3.18 Responses in Braille 
The centre should select a transcriber with
the required level of skill in Braille and fully
brief him/her on their responsibilities.

Presenting the candidate’s responses in
Braille should not be allowed where it will
invalidate the assessment requirements.

8.3.19 Reader 
The centre should check that the use of a
reader is the most appropriate arrangement
to enable the candidate to undertake the as-
sessment.

The centre should select a reader and
fully brief him/her on their responsibilities.

A separate invigilator should be present
when a reader is used.

A reader should not be allowed where
such use would invalidate the assessment
requirements.

8.3.20 Scribe 
The centre should check that the use of
scribe is the most appropriate arrangement
to enable the candidate to undertake the as-
sessment.

The centre should select a scribe and
fully brief him/her on their responsibilities.

A separate invigilator should be present
when a scribe is used.

A scribe should not be allowed where such
use would invalidate the assessment re-
quirements.

8.3.21 bsl/English interpreter 
The centre should check that the use of
bsl/English interpreter is the most appropri-
ate arrangement to enable the candidate to
undertake the assessment.

The centre should select a bsl/English
interpreter and fully brief him/her on their
responsibilities.

A separate invigilator should be present
when a bsl/English interpreter is used. 

A bsl/English interpreter should not be
allowed where such use would invalidate
the assessment requirements.

The bsl/English interpreter should
meet the person specification provided by
the awarding body, or should have an appro-
priate qualification in the sign language so
as not to disadvantage the candidate.

8.3.22 Prompter 
The centre should check that the use of a
prompter is the most appropriate arrange-
ment to enable the candidate to undertake
the assessment.

The centre should select a prompter
and fully brief him/her on their responsibili-
ties.
A separate invigilator should be present
when a prompter is used.

A prompter should not be allowed
where such use would invalidate the assess-
ment requirements.

8.3.23 Practical assistant 
The centre should check that the use of a
practical assistant is the most appropriate
arrangement to enable the candidate to un-
dertake the assessment.

The centre should select a practical 
assistant and fully brief him/her on their re-
sponsibilities.

A separate invigilator should be present
when a practical assistant is used. 

In cases where the centre is permitted by the
awarding body to modify assessment mate-
rial, the centre should take responsibility for
the security of the material and for the accu-
racy of the modification.

8.3.12 Assessment material in bsl
The centre should meet the awarding body
deadlines for requesting assessment
material in bsl.

In cases where the centre is permitted
to translate the assessment material into
bsl, it should take responsibility for the se-
curity of the material and for the accuracy of
the translation.

The centre should provide sufficient
playback equipment that is in full working
order.

8.3.13 Assessment material on coloured
paper  
Where appropriate, the centre should meet
the awarding body deadlines for requesting
externally set assessment material on
coloured paper. 

Where the centre is permitted to modify
the assessment material, it should take re-
sponsibility for the security of the assess-
ment material and for the accuracy of the
modification.

8.3.14 Assessment material in audio format 
Where appropriate, the centre should meet
the awarding body deadlines for requesting
assessment material in audio format. 

Where the centre is permitted to pro-
duce an audio version of the assessment
material, they should take responsibility for
the security of the material and for ensuring
that the entire document is copied.
The centre should ensure that sufficient
playback equipment is provided in full work-
ing order. 

8.3.15 Use of ict to present responses 
The centre should ensure that: 
– the computer is used solely by the 

candidate and not by someone acting on

the candidate’s behalf unless the candi-
date has permission to use a scribe; 

– the computer is working correctly at the
time of an assessment. It is the centre’s
responsibility to arrange the ICT provi-
sion for the candidate; 

– the candidate has access only to those fa-
cilities (for example spell/grammar
checker, voice activated software, speech
reading software,) which have been
agreed in advance with the awarding
body; 

– the candidate is not able to gain access to
existing files or documents. Where a
system operates from floppy disk, the
candidate must be supplied with a for-
matted disk containing only the software
required for the assessment;

– the computer should be free-standing
and not be connected to the Internet,
unless this is required in the assessment;

– the candidate is accommodated sepa-
rately if the use of a computer is likely to
distract other candidates. In this case
separate invigilation should be arranged;

– the candidate is present when his/her
work is printed. It is normal practice for a
printed version of the candidate’s work to
be submitted and authenticated for as-
sessment, and not the disk; 

– where a question/answer booklet is pro-
vided, the candidate might need to
answer some questions in the booklet
and type other answers. Answers should
be clearly labelled and the printout must
be attached to the question
paper/answer booklet;

– the candidate should be proficient in the
use of the computer and its software;

– the candidate’s work is saved frequently
and, if possible, using an auto-save 
facility. 

8.3.16 Responses using electronic 
recording devices 
The centre should check whether permis-
sion should be sought from the awarding
body to record the candidate’s responses
electronically.
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A practical assistant should not be allowed
where such use would invalidate the assess-
ment requirements.

8.3.24 Transcriber 
The centre should check that the use of a
transcriber is the most appropriate arrange-
ment to enable the candidate to undertake
the assessment.

The centre should select a transcriber
and fully brief him/her on their responsibili-
ties.

A transcriber should not be allowed
where such use would invalidate the assess-
ment requirements.
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On the following pages, you will find: 
Form 1
A template form that can be used by a centre when applying to the awarding body for reason-
able adjustments.

Form 2
A template form that can be used by a centre when applying to the awarding body for special
consideration. 

Form 3
A template form that can be used by the centre to record those reasonable adjustments that
have been permitted by the centre or external verifier.

Form 4
A permissions table that can be completed by the awarding body indicating which reasonable
adjustments can be made by the centre without prior permission from the awarding body and
those adjustments that can be made by the centre without seeking permission.

These forms are just examples that can be adopted and adapted by an awarding body. For
information on which form to use, a centre should consult their awarding body.

Forms for centres
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Please complete a separate form for each
individual candidate and send a completed
copy to the awarding body by the stipulated
deadline.
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Please complete a separate form for each individual candidate and send a completed copy to
the awarding body by the stipulated deadline. 

Assessment date/session: 

Qualification code: Unit/component
number/code

Qualification title/level: 

Reason for application:

Reasonable adjustments required (please be specific):

Candidate
name:

Centre 
name:

Candidate 
number:

Centre 
number:

Evidence in support of the application
This may include:
– the centre’s assessments of candidate’s needs; 
– history of provision within the centre; 
– medical certificate; 
– psychological or other professional assessment report

Please provide details of supporting evidence:

Please provide details of access facilitator required (where applicable):

Declaration 
I confirm that:
– the information provided is accurate; 
– the centre will be able to provide the arrangements requested; 
– the reasonable adjustments will be implemented in accordance with the guidance 

given by the awarding body

Name:

Signature:

Position in centre: Date:

For office use only

Fo
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Form to apply for reasonable adjustments
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Evidence in support of the application
This may include:
– medical or psychological evidence
– statement from the invigilator

Please provide details of supporting evidence:

Optional Information:
In cases of partial absence, an awarding body may require the following information from the
centre:
– list four candidates estimated to be of comparable standard

Candidate numbers: 

Declaration 
I confirm that the information provided is accurate.

Name:

Signature:

Position in centre: Date:

For office use only
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Please complete a separate form for each individual candidate and send a completed copy to
the awarding body by the stipulated deadline.

Assessment date/session: 

Qualification code: Unit/component
number/code

Summary of adverse circumstances affecting performance in assessment:

Date of assessment
session

Did not
attend

Attended but 
disadvantaged

Qualification title/level:

Candidate
name:

Centre 
name:

Candidate 
number:

Centre 
number:

Form to apply for special consideration
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Please list the candidates granted reasonable adjustments by the centre or by the external
verifier. 
Please do not list candidates for whom applications have been made to the awarding body. 

This form should be returned to the awarding body by: 
[dd/mm/yyyy]

A copy of the form should be retained by the centre and made available to the awarding body
or the regulatory authorities as required.
Please complete as appropriate:

Assessment date/session: 

Qualification code: Unit/component
number/code

Declaration
I confirm that:
– this form contains the details of all the reasonable adjustments permitted by the centre 

or external verifier; 
– the adjustments to assessment have been made in accordance with the guidance of the 

awarding body

Name

Signature

Position in centre Date

Reason for application Supporting evidenceReasonable adjustment
made

Qualification title/level:

Candidate
name:

Candidate
number:

Centre
name:

Centre
number:

Form to complete where the centre or the 
external verifier has permitted reasonable
adjustments
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Permissions table (to be completed by 
awarding bodies) 

Fo
rm

  4

Assessments not taken
under examination 
conditions

Assessments taken
under examination 
conditions

Extra time up to 
Extra time in excess of 
Supervised rest breaks 
Change in the assessment room 
Separate accommodation at centre 
Taking the assessment at alternative venue 
Use of coloured overlays, low vision aids,
tinted spectacles, CCTV and OCR scanners
Use of assistive software 
Use of bilingual/translation dictionaries 
Assessment material in enlarged format
Assessment material in Braille 
Language modified assessment material 
Assessment material in BSL
Assessment material on coloured paper 
Assessment material in audio format 
Use of ICT
Responses using electronic devices 
Responses in BSL
Responses in Braille 
Reader 
Scribe  
BSL/English interpreter 
Prompter 
Practical assistant
Transcriber 
Other

Awarding body

Date of issue

Key The following key can be used by awarding bodies to indicate where the decisions on
reasonable adjustments can usually be made. However, centres and external verifiers have a
duty to seek advice from awarding bodies in any case where they do not consider that they
have the necessary expertise to judge whether a reasonable adjustment is needed, and/or
how it should be applied.

A – Reasonable adjustment permitted at the discretion of the centre
B – Consult external verifier for permission
C – Apply to the awarding body for permission

Reasonable adjustment 



Access to assessment The removal of
artificial and unnecessary barriers to the
process of judging an individual’s 
competence. 

Appeal A process through which an
awarding body or centre may be challenged
on the outcome of a decision. 

Assessment The process of making
judgements about the extent to which a
candidate’s work meets the assessment 
criteria for a qualification or unit, or part of a
unit. 

Assessment criteria The requirements
that a candidate needs to meet in order to
achieve success (or a given grade) in a
qualification or unit, or part of a unit. 

Assessment method The method by
which an individual’s competence is judged. 

Assessment needs The adjustments
that some individuals require to the assess-
ment strategy and/or assessment task in
order to demonstrate that they can meet the
required standard.  

Assessment task An activity under-
taken by an individual candidate to show
that he or she can meet the required 
standard. 

Assessor The person who assesses a
candidate’s work. 

Assistive technology Mechanical or
electronic devices which help individuals
with particular needs to overcome these
limitations. 

BSL/English interpreter An individual
who interprets communication into and from
British Sign Language.

Carrier language The language used
by the awarding body to set an 
assessment task or test (which may not be

the first/preferred language of the candi-
date). 

CCTV Closed circuit television 

Centre An organisation or consortium
accountable to an awarding body for the
assessment arrangements leading to a
qualification or units. 

Competence The ability to perform to
the required standard. 

Enabling technologies (see assistive 
technology) 

Externally set Examinations or assess-
ment tasks or assignments which are 
determined by the awarding body. 

Invigilator A person who supervises
individuals taking an examination or 
assessment. 

Learning programme A programme
or course of study. 

Oral language modifier Person who
can modify/rephrase the carrier language of
an assessment for a candidate whose
first/preferred language is English, but who
has specific difficulties with written 
language. 

Malpractice Actions and practices which
threaten the integrity of public
qualifications. 

Moderation The process of checking
that assessment standards have been 
applied correctly and consistently between
assessors, between centres and over time,
and making adjustments to results where
required to compensate for any differences
in standard that are encountered. 

Portfolio A collection of work submitted
for assessment. 
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Prompter Person who draws the candi-
date’s attention back to the task in hand. 

Practical assistant Person who carries
out practical tasks at the instruction of the
candidate. 

Reasonable Adjustment Any action
that helps to reduce the effect of a disability
or difficulty that places the candidate at a
substantial disadvantage in the assessment
situation. Arrangements are approved in
advance of an examination or 
assessment. 

Risk assessment An estimation of the
likelihood of something unfortunate happen-
ing as a result of a course of action. 

Scribe Person who writes down or word
processes a candidate’s dictated 
responses. 

Qualification specification A detailed
statement or document which sets out the
aims, purpose, content, structure and assess-
ment arrangements for a qualification. 

Standards The combination of knowledge,
understanding and skills required to perform
a job or task to the level of competence
required in the workplace. 

Sector body A body (such as a Sector
Skills Council) recognised by the regulatory
authorities as responsible for formulating and
reviewing standards of occupational compe-
tence for an employment sector. 

Special consideration Procedures
implemented at the time of an examination to
allow attainment to be demonstrated by a
candidate who has been disadvantaged by
temporary illness, injury, indisposition or
adverse circumstances at the time of the
examination. 

Speech software A computer programme
that reads text. 

Transcript A full written or typewritten
copy of information or material originally
provided in writing, speech or sign language. 

External verifier Person who checks that
a centre’s assessment and quality 
assurance procedures comply with the
requirements of the awarding body and the
regulators. 

Voice activated software A computer
programme which responds to spoken 
instructions. 

Glossary Term Definition
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Disability Rights
Commission
drc Helpline
Freepost mid 02164
Stratford-upon-Avon
cv37 9br
Telephone 08457 622 633
Fax 08457 778 878
Email enquiry@drc-gb.org 
www.drc-gb.org

The Disability Consultancy
c/o RNIB Redhill College
Philanthropic Road
Redhill
Surrey
rh1 4dg
Telephone 01737 37 85 79
Fax 01737 765347

Abilitynet
PO Box 94
Warwick 
cv34 5ws
Telephone 0800 269545
Fax 01926 407425
Email enquiries@abilitynet.org.uk
www.abilitynet.org.uk 

Action for blind people  
14 – 16 Verney Road
London
se16 3dz
Telephone 020 8635 4800
Fax 020 7635 4900
Email: info@afbp.org
www.afbp.org 

Action for ME 
Third Floor
Canningford House
38 Victoria Street
Bristol
bs1 6by
Telephone 0845 123 2380 
Fax 0117 9279552 
Email admin@afme.org.uk
www.afme.org.uk 

AFASIC 
2nd Floor, 
50 – 52 Great Sutton Street, London 
ec1v 0dj
Telephone 020 7490 9410
Fax 020 7251 2834
Email info@afasic.org.uk
www.afasic.org.uk

Arthritis Care
18 Stephenson Way
London 
nw1 2hd
Telephone 020 7380 6500
Fax 020 7916 1505
Email thesource@arthritiscare.org.uk
www.arthritiscare.org.uk 

Adult Dyslexia
336 Brixton Road, 
London 
sw9 7aa
Helpline 01704 546 308
Fax 020 7207 7796
Email dyslexia.hq@dial.pipex.com

Association for Spina Bifida
and Hydrocephalus
42 Park Road 
Peterborough 
pe1 2uq
England 
Telephone 01733 555988
Fax 01733 555985
Email info@asbah.org
www.asbah.org 
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AVERT 
Aids Education and 
Research Trust 
4 Brighton Road, 
Horsham, 
West Sussex
rh13 5ba
Telephone 01403 210202
Fax 01403 211001
Email info@avert.org 
www.avert.org 

BILD (British Institute of
Learning Disabilities)
Campion House
Green Street
Kidderminster
Worcestershire
dy10 1jl
Telephone 01562 723010
Fax 01562 723029
Email enquiries@bild.org.uk
www.bild.org.uk 

British Deaf Association 
1 – 3 Worship Street 
London 
ec2a 2ab
Telephone 020 7588 3520
Fax 020 7588 3527
Email info@bda.org.uk 
www.bda.org.uk

British Dyslexia Association 
98 London Road
Reading
rg1 5au
Telephone (admin) 0118 966 2677
Helpline 0118 966 8271
Fax 0118 935 1927
Email admin@bda-dyslexia.demon.co.uk
www.bda-dyslexia.org.uk

British Liver Trust
Portman House
44 High Street
Ringwood
bh24 1ag
Telephone 01425 463080
Fax 01425 470706
Email info@britishlivertrust.org.uk
www.britishlivertrust.org.uk 

British Lung Foundation 
73 – 75 Goswell Road
London 
ec1v 7er
Telephone 020 7688 5555
Fax 020 7688 5556
Email enquiries@blf-uk.org
www.britishlungfoundation.org 

British Stammering
Association 
15 Old Ford Road
London 
e2 9pj
Telephone 0208 983 1003
Fax 020 8983 3591
Email mail@stammering.org 
www.stammering.org

Cancer Research 
PO Box 123
Lincoln’s Inn Fields
London
wc2a 3px
Telephone 020 7242 0200
Fax 020 7269 3100
www.cancerresearchuk.org

Resources
Sources of additional information
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Guide Dogs for the Blind
Association
Burghfield Common 
Reading 
rg7 3yg
Telephone 0118 983 5555
Email guidedogs@guidedogs.org.uk
www.guidedogs.org.uk 

Haemophilia Society 
First Floor
Petersham House
57a Hatton Garden
London
ec1n 8jg
Telephone 020 7831 1020
Freephone helpline 0800 018 6068 (Monday
to Friday 10 am to 4 pm)
Fax 020 7405 4824
Email info@haemophilia.org.uk
www.haemophilia.org.uk 

Hearing Concern 
275 – 281 King Street, 
London 
w6 9lz
Telephone 020 8233 2929
Helpline 0845 074 4600
Fax and Text 020 8233 2934
Email info@hearingconcern.org.uk
www.hearingconcern.org.uk 

Insulin Dependant Diabetes
Trust 
PO Box 294
Northampton 
nn1 4xs
Telephone 01604 622837
Fax 01604 622838
Email enquiries@iddtinternational.org 
www.iddtinternational.org 

Leonard Cheshire
Foundation 
30 Millbank
London
sw1p 4qd
Telephone 020 7802 8200
Fax 020 7802 8250
Email info@london.leonard-cheshire.org.uk
www.leonard-cheshire.org 

Leukaemia Research Fund 
43 Great Ormond Street, 
London 
wc1n 3jj
Telephone 020 7405 0101
Fax 020 7405 3139
Email info@lrf.org.uk
www.lrf.org.uk 

The Lymphoma Association 
PO Box 386
Aylesbury
Bucks
hp20 2ga
Telephone (admin) 01296 619400 
Helpline 0808 808 5555
Email information@lymphoma.org.uk
www.lymphoma.org.uk 

Marie Curie Cancer Care 
89 Albert Embankment
London 
se1 7tp
Telephone 020 7599 7729 
Fax 020 7599 7708
www.mariecurie.org.uk 

ME Association
4 Top Angel, 
Buckingham Industrial Park
Buckingham, 
mk18 1th
Telephone 0870 444 1836
Fax 01280 821 602
Email enquiries@meassociation.org.uk
www.meassociation.org.uk 

55

Th
e 

ap
pl

ic
ar

io
n 

of
 r

ea
so

na
bl

e 
ad

ju
st

m
en

ts
 a

nd
 s

pe
ci

al
 c

on
si

de
ra

ti
on

 in
 v

oc
at

io
na

l q
ua

li
fi

ca
ti

on
s

CACDP (Council for the
Advancement of
Communication with Deaf
People)
Durham University Science Park
Block 4, Stockton Road
Durham
dh1 3uz
Telephone 0191 383 1155
Fax 0191 383 7914
Email durham@cacdp.org.uk
www.cacdp.org.uk 

Crusaid
1 – 5 Curtain Road
London
ec2a 3jx
Telephone 020 7539 3880
Fax 020 7539 3890
Email office@crusaid.org.uk 
www.crusaid.org.uk 

DEAFAX
www.deafax.org.uk 

Diabetes 
10 Parkway, 
London 
nw11 7aa
Telephone 020 7424 1000
Fax 020 7424 1001
Email info@diabetes.org.uk
www.diabetes.org.uk 

Disabled Living Foundation 
380 – 384 Harrow Rd
London 
w9 2hu
Telephone 020 7289 6111
Textphone 020 7432 8009
www.dlf.org.uk 

Discovery Centre 
4a Church Road
Whitchurch
Cardiff
cf14 2dz
Telephone 029 2062 8222
Fax 029 2062 8333
Email discovery.centre@btinternet.com 

Dyslexia Institute
Park House, 
Wick Road
Egham, Surrey
tw20 0hh
Telephone 01784 222300
Fax 01784222333
Email info@dyslexia-inst.org.uk
www.dyslexia-inst.org.uk 

Dyspraxia Foundation 
West Alley
Hitchin
Herts
sg5 1eg
Telephone 01462 455016
Helpline 01462 454986 
Fax 01462 455052
Email
dyspraxia@dyspraxiafoundation.org.uk 
www.dyspraxiafoundation.org.uk 

Epilepsy Action
New Anstey House
Gate Way Drive
Yeadon
Leeds 
ls19 7xy
Telephone 0113 210 8800
Fax 0113 391 0300
Email helpline@epilepsy.org.uk
www.epilepsy.org.uk 



The National Deaf
Children’s Society
15 Dufferin Street
London
ec1y 8ur
Telephone 020 7490 8656 
Telephone minicom: 020 7490 8656
Fax 020 7251 5020
Email ndcs@ndcs.org.uk 
www.ndcs.org.uk 

RNIB
Royal National Institute of the Blind
105 Judd Street
London
wc1h 9ne
Helpline 0845 766 9999 
Telephone 020 7388 1266 
Fax 020 7388 2034
Email helpline@rnib.org.uk 
www.rnib.org.uk 

RNID
19 – 23 Featherstone Street
London 
ec1y 8sl
Telephone 0808 808 0123
Textphone 0808 808 9000
Email information@rnid.org.uk
www.rnid.org.uk

SCOPE
6 Market Road
London 
n7 9pw
Helpline 0808 800 3333
Telephone 020 7619 7100
Email cphelpline@scope.org.uk
www.scope.org.uk 

SENSE
The National Rubella and
Deafblind Association
11 – 13 Clifton Terrace
Finsbury Park 
London 
n4 3sr
Telephone 020 7561 3383
Text 020 7272 9648
Fax 020 7272 6012
Email info@sense.org.uk

SKILL
National Bureau for
Students with Disabilities
Chapter House
18 – 20 Crucifix Lane
London
se1 3jw
Information line 0800 328 5050 (Tuesday
11.30am – 1.30pm, Thursday 1.30 – 3.30pm) 
Fax 020 7540 0650
Email info@skill.org.uk

Techdis
Telephone 01904 754530 
Email helpdesk@techdis.ac.uk
www.techdis.ac.uk 
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Mental Health Association 
9th Floor, Sea Containers House, 
20 Upper Ground, 
London, 
se1 9qb
Telephone 020 7803 1100
Fax 020 7803 1111
Email mhf@mhf.org.uk
www.mhf.org.uk 

Mind
15 – 19 Broadway 
London 
e15 4bq
Telephone 020 8519 2122
Fax 020 8522 1725
Email contact@mind.org.uk 
www.mind.org.uk 

MS Society of Great Britain
and Northern Ireland
372 Edgware Road, 
London 
NW2 6ND
Helpline 0808 800 8000
Telephone 020 8438 0700
Fax 020 8438 0701
Email info@mssociety.org.uk
www.mssociety.org.uk 

Muscular Dystrophy
Campaign 
7 – 11 Prescott Place
London 
sw4 6bs
Telephone 020 7720 8055 
Fax 020 7498 0670 
Email info@muscular-dystrophy.org
www.muscular-dystrophy.org 

National Asthma Campaign 
Summit House
70 Wilson Street
London
ec2a 2db
Helpline 08457 010203 
Telephone 020 7786 4900
Fax 020 7256 6075
Email info@asthma.org.uk 
www.asthma.org.uk 

National Autistic Society 
393 City Road
London
ec1v 1ng
Helpline 0845 600 8585 
Telephone 020 7833 2299 
Fax 020 7833 9666 
Email nas@nas.org.uk

National Back Pain
Association 
16 Elmtree Road, 
Teddington, 
Middlesex 
tw11 8st 
Telephone 020 8977 5474
Fax 020 8943 5318
Email info@backcare.org.uk
www.backcare.org.uk 

PATOSS (The Professional
Association of Teachers of
Students with Specific
Learning Difficulties)
po Box 10 
Evesham
Worcs
wr11 1zw
Telephone 01386 712650
Fax 01386 712716
Email patoss@evesham.ac.uk 
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