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Reasonable Adjustment Policy

Introduction
This policy and associated procedures apply to all examinations offered by the IFE awarding
organisation.

The IFE provides a system of Reasonable Adjustments. This system is in place to enable candidates
with disabilities (including medical conditions and learning disabilities such as Dyslexia) to access
the IFE examinations whilst ensuring that the assessment process remains valid with all candidates
receiving an equitable assessment experience.

All decisions on Reasonable Adjustments rest with the IFE.

Reasonable Adjustments

A Reasonable Adjustment is any action that helps to reduce the effect of a disability or difficulty that
places candidates at an unfair disadvantage in an examination. Reasonable Adjustments must not
affect the reliability or validity of what needs to be assessed; the adjustments should provide an
arrangement to give candidates fair access to examinations and must not give them an unfair
advantage over others.

Access to Reasonable Adjustments

Candidates who have physical, sensory or learning impairments which have a substantial and long-
term adverse effect on their ability to carry out normal day-to-day activities may apply for
Reasonable Adjustments. Candidates must submit evidence which specifically states the degree to
which the impairment has this adverse effect, and this must be supported by confirmation from a
relevant specialist.

Under equalities legislation, candidates are deemed to have such an impairment if they can show
that their condition:

e is more than minor or trivial

e has an effect that has lasted, or is likely to last, for at least twelve months

o daffects everyday activities

Guidance from the Office for Disability Issues provides examples of the factors which might
reasonably be regarded as having a substantial adverse effect on normal day-to-day activities as
follows:

e persistent and significant difficulty in reading and understanding written material where this
is in the person’s native language e.g. as a result of a mental impairment, a learning difficulty
or a sensory or multi-sensory impairment

e persistent distractibility or difficulty concentrating

o difficulty understanding or following simple verbal instructions

e physical impairment - for example, difficulty operating a computer because of physical
restrictions in using a keyboard.

In terms of assessment, factors that might reasonably be expected not to have a substantial adverse
effect include minor problems with writing or spelling. The IFE does not mark papers based on spelling
or punctuation, although handwriting should be legible.
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Reasonable Adjustments Available

Reasonable Adjustments should be based on individual needs and reflect the ways in which affected
candidates normally work. Adjustments will usually be recommmended by an expert who is familiar
with the candidate’s needs; for example, a dyslexia specialist who confirms a learning need will also
make recommendations on arrangements for examination conditions that would be appropriate in
the circumstances.

Paper Examination
Examples of Reasonable Adjustments that might be requested include:

e 25% extra time for all examinations

o use of a laptop/computer on which to type their answers (where available)

e use of areader or scribe in severe cases

» use of modified print and/or paper colour (e.g. examination papers provided on a different
colour paper/text printed in a different colour/text printed in a bigger/different font)

e use of a coloured overlay (candidates must bring their own coloured overlay to the
examination and ensure that the overlay is transparent and free from any text, symbols, or
markings.)

e use of an assistant for mobility

Online Examination
Reasonable Adjustments may also be made for online IFE examinations.

Examples of Reasonable Adjustments that might be requested include:

e 25% extra time for all examinations
e Use of read aloud software

All candidates taking online examinations will be able to do the following without making a
Reasonable Adjustment application:

e Adjust font size

e Use on-screen notepad

e Use on-screen whiteboard
e Use on-screen calculator

The above examples are not prescriptive. The IFE will consider all requests as long as the requests are
supported by appropriate evidence and do not compromise the integrity of the assessment process.

An adjustment may not be considered reasonable if it:

e involves unreasonable costs (either to IFE or to the examination centre)
e involves unreasonable timeframes e.g. where late requests mean that there is not enough
time to find additional invigilators or to source appropriate equipment.
« affects the security or integrity of the assessment.
In addition, the IFE is unable to make adjustments that could change the nature of the assessment
objectives being tested in an assessment.
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Applying for Reasonable Adjustments

Candidates who wish to request Reasonable Adjustments can apply directly to the IFE via their MyIFE
account. Where Reasonable Adjustments have previously been approved for a deferred examination,
these will be carried forward to the new sitting without the need to reapply, provided the adjustments
relate to long-term needs. All other candidates, including those who have booked before, must submit
a new application so that we can ensure any requested adjustments are appropriate for the specific
examination, reflect current circumstances, and are supported by up-to-date evidence.

Each examination where the candidates would like to have access to Reasonable Adjustments must
be included in the application.

Applications for Reasonable Adjustments must be made within the timelines specified by the IFE. This
will enable the IFE to assess the nature of the application and to determine whether or not the
Reasonable Adjustments requested are appropriate in relation to the specific examination and/or
can be implemented (in terms of logistics) by the centre.

Applications for Reasonable Adjustments after the deadline will not be considered.

Each request for Reasonable Adjustments will be treated on its own merits and should include the
following:

¢ the nature of the candidate’s disability or learning need
e the supporting evidence
¢ details of the Reasonable Adjustment arrangements that are being requested

The IFE will confirm by email whether Reasonable Adjustments are acceptable and appropriate and,
if so, the nature of the arrangements that are permitted and any conditions that should be observed
in the implementation of the arrangements.

Candidates should note that the IFE will provide specific guidance for some arrangements including
those involving third parties such as scribes and the use of electronic equipment. In these instances,
the guidance will be provided to the centre.

Please note that the IFE is unable to process requests unless appropriate supporting evidence is
provided.

Where supporting evidence for arrangements due to learning disabilities is provided, this must
include confirmation from a relevant expert — the IFE will not accept print-outs or screenshots from
online/computerised tests unless the outcome is confirmed by an expert who is familiar with the
candidate’s situation and needs. The name of the expert and their position should be included on the
evidence. The IFE will accept confirmation from the candidates’ employer that the adjustment
requested reflects their normal way of working e.g. coloured overlay.

Implementing Reasonable Adjustments
Paper examinations

The IFE will engage with examination centres in order to confirm whether or not the centre can
manage the arrangements (e.g. where the arrangements require the centre to provide an additional
examination room and/or additional staff to act as invigilotors/scribes). This will enable examination
centres to plan for the adjustments and to make any relevant preparations. Where additional
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guidance is required, e.g. procedures for managing IT-based solutions, the IFE will provide this to the
centre and centres will be required to confirm that they will adhere to the IFE procedure.

Candidates should ensure that they bring the confirmation from the IFE with them on the day of the
examination.

Invigilators at examination centres will be asked to confirm via the post-examination Invigilation
Report that the arrangements that were agreed with the IFE were made on the day and will be asked
for feedback on the implementation process.

Online examinations

Where a Reasonable Adjustment has been granted for online examinations, these will automatically
be made available on the online platform. Where an agreed Reasonable Adjustment does not show
in the online platform, please contact exams@ife.org.uk immediately.

Feedback from candidates and centres on the effectiveness of Reasonable Adjustments
The IFE welcomes feedback from candidates and centres on their experience of accessing and

implementing Reasonable Adjustments. Feedback will be used to improve the arrangements
provided and also the procedures. Please email feedback to exams@ife.org.uk

Candidates with short-term conditions

In unusual situations, some candidates may require special arrangements at short notice, for
example, due to an unexpected injury or illness. In most situations, these conditions do not affect the
way the candidate approaches the examination and can be accommodated by the examination
centre. Such special arrangements may include enabling a candidate to sit at a desk with additional
space so that they can stretch an injured limb - in this instance, the candidate will take the
examination with exactly the same examination conditions as other candidates.

Where a short-term condition appears to require an arrangement that affects the way in which the
candidate takes the examination so that the conditions are different from those experienced by other
candidates (for example, the need for additional time and/or a scribe due to an injured wrist), the
candidate and/or the examination centre must always seek agreement from IFE before making any
alternative arrangements. Requests must be made in writing with supporting evidence to
exams@ife.org.uk

Examination centres must report any short-term conditions as part of the Invigilation Report.

Special consideration

In most instances, Reasonable Adjustments will meet candidates’ needs in enabling access to the
assessment process. However, in a small number of instances, the Reasonable Adjustments may not
operate as anticipated, and candidates may be disadvantaged e.g. equipment may not work on the
examination day or a third party such as a scribe may not be able to provide the support required. In
this instance, the candidate and the centre should notify the IFE immediately after the examination
via the Special Consideration process. Information on this is available on the IFE website.

Queries and IFE contact information

Candidates or centres who have queries on who is eligible for Reasonable Adjustments and the
Reasonable Adjustments that may be permitted should contact the IFE examinations team -
exams@ife.org.uk
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