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VetSkill Policy and Guidance on Access Arrangements and 

Reasonable Adjustment 

Introduction 

Access arrangements and reasonable adjustments to assessment allows learners to show what they 

know and can do without changing the demands of the assessment.  These arrangements are agreed 

before an assessment, and allow learners with special educational needs, disabilities or temporary 

injuries to access the assessment. 

This policy sets out the steps Centres must follow when carrying out assessment, where a learner, who is 

disabled within the meaning of the Equality Act 2010, would be at a substantial disadvantage in 

comparison to someone who is not disabled.   

Centres are required to take reasonable steps to overcome that disadvantage so as to enable a disabled 

learner to demonstrate his or her knowledge, skills and understanding to the levels of attainment required 

by the specification for the qualification. 

Scope 

This policy applies to all VetSkill qualifications, whether delivered within or outside the UK. It also applies 

to all forms of assessment, which may include, but not be limited to, multiple choice questions, written 

assignments, presentation, professional discussion, case studies, practical exams and portfolio of 

evidence.  

For the purposes of this policy, Reasonable Adjustment is defined as complying with the Equality Act 

2010 which requires an Awarding Organisation to make reasonable adjustments where a disabled person 

would be at a substantial disadvantage in undertaking an assessment.  However, there is no duty on the 

Awarding Organisation to make any adjustment to the assessment criteria being tested in an 

assessment.  

How reasonable the adjustment is, will depend on a number of factors including the needs of the 

learner.  An adjustment may not be considered reasonable if it involves unreasonable costs, timeframes 

or affects the security or integrity of the assessment. 

A reasonable adjustment for a particular person may be unique to that individual. 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. Adjustments to assessment must:  

 Not make the assessment easier  

 Not give the learner an unfair advantage  

 Be based on the individual need of the learner  

 Be auditable and capable of being internally and externally quality assured  

 Preferably reflect the learner’s normal way of working  

 Give a realistic indication to a potential employer of what the holder of the certificate can do 

 Comply with any PSRB requirements for fitness to practice  
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Centre Responsibilities 

It is important that the Centre staff involved in the management, assessment and quality assurance of 

VetSkill qualifications, and learners, are fully aware of the contents of the policy and that each Centre has 

arrangements in place to support access and reasonable adjustment requests. 

The Centre must familiarise themselves with the JCQ Guidelines and (where relevant) the RCVS Training 

Practice Handbook prior to making any request for Reasonable Adjustments.  

If a Centre wishes to receive guidance/advice from us on how to identify and deal with requests for 

access and reasonable adjustment, please contact VetSkill on the details below and we will be happy to 

provide the Centre with such advice and/or guidance.  

Failure to comply with the regulations contained in this document has the potential to constitute 

malpractice which may impact on the learner(s) involved.  Failure to comply is defined as putting in place 

access and/or reasonable adjustment arrangements that are not approved, or permitting arrangements 

within the Centre which are not supported by appropriate evidence.  

Review Arrangements 

VetSkill will review this policy annually as part of the annual self-evaluation arrangements, and revise it as 

and when necessary in response to customer and learner feedback, changes in our practices, actions 

from the regulatory authorities or external agencies, changes in legislation, or trends identified from 

previous allegations.    

 

In addition, this policy may be updated in light of operational feedback to ensure our arrangements for 

dealing with cases of Access Arrangements and Reasonable Adjustment remain effective. 

 

If you would like to feedback any views, please contact us via the details provided at the end of this 

policy. 

Definition of Reasonable Adjustment 

The Equality Act 2010 requires an awarding organisation to provide access arrangements and make 

reasonable adjustments where a learner, who is disabled within the meaning of the Equality Act 2010, 

would be at a substantial disadvantage in comparison to someone who is not disabled. The awarding 

organisation is required to take reasonable steps to overcome that disadvantage. 

Examples 

Any access arrangements and reasonable adjustment must reflect the normal learning or working 

practice of a learner in a Centre, or working within the occupational area. Learners may, however, use 

mechanical, electronic and other aids in order to demonstrate competence. The aids must either be 

generally commercially available, or available from specialist suppliers, and can feasibly be used in the 

Centre or on the employers’ premises.  In these cases, there is no requirement for the Centre to gain 

permission from VetSkill, but a record does need to be made and kept on the learner file to reflect what 

adjustment had been applied. 
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Qualification assessment strategies must be appropriate, valid and fair.  Assessment may take the form of 

multiple choice questions, written assignments, presentation, professional discussion, case studies, 

practical exams and portfolio of evidence. Under no circumstances, should adjustments be made to any 

assessments for qualifications governed by a Professional, Statutory and Regulatory Body (PSRB) 

without prior consent from VetSkill. Some specific examples from the RCVS are included in their Training 

Practice Handbook.  

The following adaptations are examples from JCQ of what may be considered for the purposes of 

facilitating access to assessment and reasonable adjustment, as long as they do not impact on any 

competence standards being tested:  

• adapting assessment materials;  

• adaptation of the physical environment for access purposes;  

• adaptation to equipment;  

• assessment material in an enlarged format or Braille;  

• assessment material on coloured paper or in audio format;  

• British Sign Language (BSL);  

• changing or adapting the assessment method;  

• changing usual assessment arrangements;  

• extra time, e.g. assignment extensions;  

• modified language assessment material;  

• practical assistant;  

• prompter;  

• providing assistance during assessment;  

• reader;  

• scribe;  

• use of assistive software/technology;  

• use of CCTV, coloured overlays, low vision aids;  

• use of a different assessment location;  

• use of ICT/responses using electronic devices.  

 

 
It is important to note that not all of the adjustments (as above) will be reasonable, permissible or practical 

in particular situations or for particular qualifications, e.g. 25% extra time may be considered for multi 

choice examinations for the Veterinary Nursing Diploma but not for any practical assessment. Also, a 

learner may not need, nor be allowed, the same adjustment for all assessments. 

A reasonable adjustment may be unique to an individual. Whether an adjustment will be considered 

reasonable will depend on a number of factors which will include, but not be limited to:  

• the needs of the disabled learner  

• the effectiveness of the adjustment  

• the cost of the adjustment  

• the likely impact of the adjustment upon the learner and other learners  

 

For example: 

 A learner with Dyslexia may need to use a coloured overlay and/or a word processor which would be 

considered reasonable adjustments. 
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 A learner who has been assessed using current nationally-standardised tests, and who has a 

substantial and long term impairment with working memory may need 25% extra time. This may be a 

reasonable adjustment for some qualifications, however this will not always be the case and must be 

checked against the assessment guidance for each qualification. 

 A learner who is profoundly deaf and uses BSL as their normal way of working within the Centre, may 

be provided with modified language, a live speaker for pre-recorded components and a 

Communication Professional. These would be considered as reasonable adjustments for the learner.  

An adjustment will not be approved if it is considered ‘not reasonable’, and this may be because it:  

• involves unreasonable costs to the awarding organisation  

• involves unreasonable timeframes  

• affects the security and integrity of the assessment 

• does not comply with a regulatory requirement 

 

In all cases it will not be reasonable for adjustments to be made to the assessment criteria within a 

qualification. To do so would undermine the effectiveness of the qualification in providing a reliable 

indication of the knowledge, skills and understanding of the learner.  

Process 

The design and quality assurance of assessments with reasonable adjustments must be carried out by 

staff who are specifically qualified to execute these functions. There must be procedures in place to 

maximise the fairness, validity and reliability of the assessment outcomes, and appropriate security 

arrangements must be in place to safeguard the integrity of the reasonable adjustment assessment.  

If a learner needs special provision for any form of assessment made under the Access Arrangements 

and Reasonable Adjustment policy, on account of a disability or other particular need, the learner should 

indicate this to the Centre in writing before assessment occurs.   

Any requested adjustment must be formally agreed and documented,  The Centre must then notify 

VetSkill of any adjustments required to the normal assessment process using the Reasonable Adjustment 

Request Form (Appendix A) 30 days before the assessment is due to take place.  

Medical certificates or other documentary evidence of the learner’s needs will be required.  The RCVS 

provide some specific guidelines regarding the age of the evidence, which should be submitted.  Centres 

should refer to the RCVS Training Practice Handbook for further detail.  

Vetskill may also seek additional guidance or support from professional bodies and/or occupational health 

professionals.  This will allow them to fully understand an individual’s specific needs and ensure that any 

adjustment agreed fully supports the learner whilst not providing an unfair advantage. 

This form can be emailed to info@vetskill.com.  

Once Vetskill have considered the request they will complete an Outcome of Reasonable Adjustment 

Request form (Appendix B) giving the decision and the reasons why if reasonable adjustment has not 

been granted. Routine requests will be processed within 10 working days of a fully completed form with 

supporting evidence.  Requests that are more complex may take longer to consider and Centres are 

advised to consider this when submitting any request.  

 

mailto:info@vetskill.com
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Other relevant VetSkill and Professional Body policies 

Special Consideration Policy 

Joint Council for Qualifications Guidance 

RCVS Training Practice Handbook 

Contact us 

 

If you have any queries about the contents of the policy, please contact our Standards Manager at 

info@vetskill.com or on Tel: 01480 278580. 

 

Unit 1, Headland House, Chord Business Park, London Road, Godmanchester, Cambridgeshire PE29 

2BQ. 

  

mailto:info@vetskill.com
tel:+441480278580
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Appendix A 

VetSkill Reasonable Adjustment Request Form 

The Regulatory definition of Reasonable Adjustment is where: 

“Adjustments are made to an assessment for a qualification so as to enable a disabled learner to 

demonstrate his or her knowledge, skills and understanding to the levels of attainment required by the 

specification for that qualification” 

1.  Introduction 

Centres are advised to refer to VetSkill Centre Operational Guide in the first instance. 

Please ensure that you have read the JCQ Guide to the Reasonable Adjustment process before 

completing and submitting this form. In addition to the JCQ guidelines, and dependent upon the nature of 

the reasonable adjustment being requested, VetSkill may seek additional guidance or support from 

professional bodies and/or occupational health professionals. This will allow us to fully understand an 

individual’s specific needs, and ensure that any adjustment agreed, fully supports the learner whilst not 

providing an unfair advantage. Professional, Statutory and Regulatory Body (PSRB) requirements may 

dictate that some reasonable adjustments cannot be permitted and each request will be considered on a 

case-by-case basis.  

 

Please also ensure you have read the RCVS Training Practice Handbook as this includes some specific 

guidance relating to those qualifications approved by the RCVS.   

 

Any adjustment to the normal assessment process must be formally agreed and documented, and notified 

to VetSkill in advance. 

2. Learner Information 

First name: 
 

Surname: 
 

Date: 
 

Address:  

 

Telephone: 
 

Email: 
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3. Centre Information 

Centre Name: 
 

Centre Number: 
 

Centre Address: 

 

 

Date: 
 

Centre Contact:  
 

Telephone: 
 

E-mail: 
 

 

4. Reasonable Adjustment Information  

4.1 Temporary Reasonable Adjustment  

Please complete this section only if you are applying for a temporary adjustment for a specific 

assessment. 

 

Qualification Title: 
 

Type of Assessment: 
 

Date of Assessment: 
 

Place of Assessment: 
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4.2 Reasonable Adjustment 

Please complete this section for all other reasonable requests.  Please provide the reason or grounds for 

your Reasonable Adjustment request 

 

 

 

 

 

 

 

 

4. Supporting Evidence 

VetSkill requires all documented evidence to be supplied with a Reasonable Adjustment request. All 

evidence must be from a relevant professional who is able to confirm the nature of the problem. Where 

applicable, please refer to the RCVS Training Practice Handbook for guidelines on the age of the 

evidence being submitted.  

Please ensure that all documentation submitted is both signed and dated and clearly identifies the 

originator.  VetSkill also require the originators contact details should we need to contact them for 

clarification or if there is any doubt about the suitability or level of adjustment to be made. 

Please list overleaf the documents you are submitting to support your request. 

 

Document Originators full name Originators contact details 
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5. Declaration 

VetSkill will process this data in accordance with GDPR. 

I confirm that by completing and submitting this form to VetSkill for a Reasonable Adjustment 

request, I give my consent to the processing of this data and that I have read and understand the 

JCQ guide to the Reasonable Adjustment process (and where relevant the RCVS Training Practice 

Handbook) and that VetSkill may seek additional guidance from health professionals.  The 

information I have supplied is accurate and to the best of my knowledge and understanding is 

correct.  

 

Signature:  

Print name:  

Date:  
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Appendix B 

VetSkill Request for Reasonable Adjustment Outcome 

VetSkill have processed this data in accordance with GDPR. 

Outcome of Reasonable Adjustment Request  

The Regulatory definition of Reasonable Adjustment is where: 

“Adjustments are made to an assessment for a qualification so as to enable a disabled learner to 

demonstrate his or her knowledge, skills and understanding to the levels of attainment required by the 

specification for that qualification”. 

1. Introduction 
 

Vetskill have made a judgement with regard to the request for Reasonable Adjustment based on the 

VetSkill Centre Operational Guide.  Dependent upon the nature of the reasonable adjustment being 

requested they may have also used JCQ guidelines and/or the RCVS guidelines within the Training 

Practice Handbook to inform their decision, and may have sought additional guidance or support from 

professional bodies and/or occupational health professionals. 

 

2. Learner information 

First name: 
 

Surname: 
 

Date of Request : 
 

Address: 

  

Telephone: 
 

Email: 
 

 

3. Centre Information 

Centre Name:  

Centre Number:  

Centre Address: 
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Date of Request:  

Centre Contact:  

Telephone:  

E-mail  

 

 
4. Decision 

4.1 Temporary Reasonable Adjustment 

Qualification title  

Type of Assessment  

Date of Assessment  

Place of Assessment  

Decision 

 

 

 

 

4.2 Reasonable Adjustment 

Qualification title  

Type of Assessment  

Date of Assessment  

Place of Assessment  

Decision 
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5. Declaration 

VetSkill confirms that the judgment decision made above has taken into account all information made 

available to them by the Centre on the Reasonable Request Form.   

VetSkill have processed this data in accordance with GDPR. 

Signature: 
 

 

Print Name: 
 

 

Job Title: 
 

 

Date: 
 

 

 

6. Enquiry or Appeal 

Should a Centre disagree with the outcome decision they should follow VetSkill Enquiries and Appeals 

policy and process which is available via www.vetskill.com or by contacting info@vetskill.com 

 

 

http://www.vetskill.com/
mailto:info@vetskill.com

