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PARTICULAR NEEDS, REASONABLE ADJUSTMENTS

AND SPECIAL CONSIDERATIONS POLICY
Information for Candidates with Particular Needs
1. INTRODUCTION

The NCTJ welcomes and is sensitive to candidates with particular needs, and encourages them to take NCTJ Examinations.  Where necessary, the needs of candidates are addressed on a case-by-case basis, and all appropriate and reasonable steps are taken to ensure that any special requirements which they may have are put into place, while at the same time maintaining the full rigour of the examination itself.

Information about particular needs MUST be made available to NCTJ at the time of entry.  This should be in the form of a written explanation of the candidate's requirements, along with a request for any particular alteration to standard examination procedure as appropriate.  Documentary evidence relating to the candidate's requirement from an authorised source, such as a doctor, psychotherapist or psychologist, etc., MUST also be included.  Please note that if such information is not included at the time of entry, NCTJ cannot guarantee to ensure that appropriate procedures are put in place.  Such information will be treated by NCTJ as confidential, and will not be divulged to outside sources.

Further correspondence about particular requirements should be addressed to the appropriate Examination Controller.
1.1 PROCEDURES

General

· Certain questions may be tailored to the needs of candidates' understanding if there is clear evidence of their difficulties in conceptualising certain terms or ideas.

· Candidates who are unable to take particular components may apply for dispensation.
· The following are examples of particular conditions and what the NCTJ may offer:
Blind and partially sighted candidates

· Exam questions may be presented using photo-enlarged or otherwise modified print (including the use of different colours of print and/or background, reverse black/white printing, etc.)  Please advise NCTJ of the preferred format, enclosing a specimen if possible.

· In exams requiring a written response, candidates may use Braille versions, provided the original versions of the exam papers are also available in the examination room.

· Special arrangements may be made for lighting in the examination room.

· Candidates can expect examiners to be clear in their verbal directions, and to be prepared to assist them in moving around the room if requested. Alternatively, a suitable person, such as a parent or personal support, may be allowed to be present in the examination room to escort the candidate.  Such a person may take no active part in the examination process.  This concession may at no stage be used as the basis of any complaint or appeal in respect of the examination.

· Extra time may be allotted where necessary.

Deaf and hard of hearing candidates

· A sign-language interpreter may be allowed to be present in the examination room.  Such a person may take no active part in the examination process.  This concession may at no stage be used as the basis of any complaint or appeal in respect of the examination.
· The examiner may be forewarned about the need to speak clearly and distinctly at an appropriate volume, to look directly at the candidate when speaking in order to facilitate lip-reading, and to repeat instructions if requested to do so by the candidate.
· Instructions from the examiner may be written rather than spoken.
· Extra time may be allotted where necessary.
Dyslexic and dyspraxic candidates

· Exam questions may be presented using photo-enlarged or otherwise modified print (including the use of different colours, reverse black/white printing, etc.)  Please advise NCTJ Examinations Controller of the preferred format, enclosing a specimen if possible.
· Special arrangements may be made for lighting in the examination room.

· The examiner may be forewarned about the need to speak clearly and distinctly at an appropriate volume, and to repeat instructions if requested to do so by the candidate, or if the candidate does not respond initially to the instruction.

· A suitable person, such as a parent or personal support, may be allowed to be present in the examination room.  Such a person may take no active part in the examination process.  This concession may at no stage be used as the basis of any complaint or appeal in respect of the examination. 

· Extra time may be allotted where necessary.
Candidates with behavioural difficulties, learning difficulties or Attention Deficit Disorder

· The examiner may be forewarned about the need to speak clearly and distinctly at an appropriate volume, and to repeat instructions if requested to do so by the candidate, or if the candidate does not respond initially to the instruction.

· A suitable person, such as a parent or personal support, may be allowed to be present in the examination room.  Such a person may take no active part in the examination process.  However, they may repeat questions or instructions given by the examiner, and they may reassure or comfort the candidate if necessary.  This concession may at no stage be used as the basis of any complaint or appeal in respect of the examination. 

· Extra time may be allotted where necessary.
Candidates requiring wheelchair access

· Every effort will be made to accommodate such candidates.  Candidates will need to liaise directly with the Centre representative.
Information for Centres with Candidates with Particular Needs

2. Summary of Principles

THE NCTJ will take reasonable care to:

· provide valid special/alternative arrangements for access to examination and assessment;

· give special consideration to the performance in assessment where specific circumstances have arisen at or near to the time of assessment that were not provided for by prior reasonable adjustments;

· ensure that neither a reasonable adjustment nor special consideration gives an unfair advantage over other candidates;

· ensure that reasonable adjustments do not reduce the validity or reliability of the examination or assessment;

· ensure that the provision for reasonable adjustments and special consideration does not mislead the users of the qualification about the candidate’s attainment;

· ensure that the provision for reasonable adjustments and special consideration does not compromise the integrity or credibility of the qualification;

· determine reasonable adjustments and special consideration in relation to the defined needs of individual candidates;

· consider the candidate’s usual methods of learning and producing work when making decisions on reasonable adjustments.

2.1 Summary of Principles for Centres entering candidates for NCTJ Awards

A centre entering a candidate for examination should:

· diagnose the requirements of each candidate individually making use of specialist advice from external sources, as appropriate;

· ensure that the adjustments requested will assist the candidate to demonstrate his/her attainment without affecting or circumventing assessment requirements;

· consider the candidate’s normal way of learning and producing work as a basis for reasonable adjustments provided that this would not give the candidate an unfair advantage or compromise the integrity of the examination or assessment;

· ensure that the candidate has experience of and practice in the use of the adjustments requested;

· consult the NCTJ at the time of entry  in order to plan adjustments for a candidate with particular needs;

· contact the NCTJ if there is any doubt surrounding the acceptability of proposed adjustments for a particular candidate;

2.2 Guidance for centres entering candidates with Particular Needs. 
· Centres should note that failure to comply with the Regulations contained in this document may lead to a candidate’s result being withheld.

· Centres should send all specific enquiries, requests for advice and applications directly to the NCTJ, The New Granary, Station Road, Newport, Saffron Walden, Essex. CB11 3PL.

3. reasonable adjustments
3.1 General Regulations on Reasonable Adjustments
1. Reasonable adjustments apply to both permanent or long-term disabilities and learning difficulties, and to temporary disabilities, illness and indispositions. In the case of temporary conditions centres should contact the NCTJ as soon as possible after the situation arises. If a temporary condition arises during the examination, centres should seek the advice of the NCTJ, wherever possible, especially if the circumstances are unusual or distressing.

2. Centres should avoid making assumptions, on the basis of previous experience or hearsay, about the adjustments that may or may not be made. Judgements are made by the NCTJ according to the circumstances and needs of the individual candidate.

3. In respect of permanent or long-term conditions, centres should be able to advise the candidate of the demands of the course and the examination and how their needs might be addressed.

4. Multiple disabilities; many people with physical disabilities also have sensory difficulties or problems. If candidates have multiple disabilities, teachers should ensure that they have considered all the possibilities for meeting the assessment needs of the candidate.
5. Before making an application for reasonable adjustments, centres should; consult any specialist or other external advisory services available; consider whether the severity or effect of the particular disability is likely to change before the time of the examination; consider the assessment objectives and physical demands of the course and examination concerned. 

6. Centres should be aware and take into account the impact of reasonable adjustments on other candidates and assist the NCTJ to ensure that these do not give the candidate an unfair advantage over other candidates or compromise the integrity of the examination.

7. In all cases, when consideration is being given to a candidate with Particular Needs the candidate must be consulted about, and kept informed of the demands of a Programme of Study and the nature of the examination requirements before the candidate commences the Programme of Study.

8. Careful consideration must be given to the resourcing implications of any reasonable adjustments which may be agreed.

9. Centres must ensure that the candidate has had experience of, and practice in, the use of any reasonable adjustments which are requested.

10. If there is any doubt about the acceptability of the adjustments proposed, the NCTJ should be consulted at the earliest opportunity and preferably before the Programme of Study is started. 

11. In the case of learning difficulties, there must be evidence of need and a history of provision during the Programme of Study. The evidence must take the form of a relevant assessment report confirming learning disability produced by an educational psychologist or other appropriately qualified professional person.

3.2 HOW TO APPLY FOR Reasonable adjustments
Evidence Requirements

Centres must provide the NCTJ with historical evidence of the candidate's needs and an indication of how these needs have been met during the Programme of Study. They will be expected to establish that the candidate's needs have been recognised over the duration of the Programme of Study and that the adjustments requested for the examination reflect past and present requirements.

In the case of learning difficulties, evidence of need should be confirmed by a history of provision during the Programme of Study within the school/college, supported by current medical/psychological evidence from a competent person to support the application. (A competent person is defined as a Medical Doctor, Chartered Psychologist or a Full/Affiliated Member of the Association of Educational Psychologists or person of similar professional and relevant standing.)
Submitting Applications

Applications for reasonable adjustments should be submitted in writing at time of enrolment on course.
4.  SPECIAL CONSIDERATION
4.1 Eligibility for Special Consideration

1. A candidate will be eligible for special consideration if:

(a) performance in a component is affected by circumstances beyond the control of the candidate, e.g. recent personal illness, accident, bereavement, serious disturbance during the examination (but see paragraphs 4 and 5 below);

(b) reasonable adjustments which were made in respect of a permanent or long-term disability proved inappropriate or inadequate.

2. A candidate will not be eligible for special consideration if:

(a) any part of the examination is missed due to personal arrangements including

holidays or unauthorised absence from any examination component;

(b) no evidence is supplied by the centre that the candidate had been affected at the time of the examination by a particular condition e.g. chronic hay fever.

3. Candidates, either individually or as groups, will not be eligible for special consideration if:

(a) preparation for a component is affected by difficulties during the Programme of Study e.g. disturbances through building work, lack of proper facilities, changes in or shortages of staff, industrial disputes (but see also (b) below);

(b) the effect on the final assessment cannot be reliably quantified by the NCTJ.
4. The NCTJ does not, under any circumstances, offer an aegrotat award.
4.2 HOW TO APPLY FOR SPECIAL CONSIDERATION
The centre is responsible for advising the candidate to discuss the possible need for special consideration with the NCTJ before the examination starts.  The NCTJ must be satisfied beyond all reasonable doubt that the case of an individual candidate is genuine.  The candidate must submit a letter requesting special consideration to the NCTJ as soon as possible after the examination and not later than 2 days after the date of the examination.  This letter must provide medical or other appropriate evidence to support the request.  

4.3 Application for Reasonable Adjustments for NCTJ Graded Examinations 

· Application is by letter to the NCTJ, The New Granary, Station Road, Newport, Saffron Walden, Essex. CB11 3PL.

The letter must include the following information:



· Title and date of exam.
· A full description of the reasons why reasonable adjustments are being requested for an individual named candidate. 

· Current medical/psychological evidence from a competent person to support the application.

· A description of all reasonable adjustments already made within the Centre for the Programme of Study. 

· The centre’s recommendations for reasonable adjustments and the ways that this will be provided by the Centre for the examination.  

· A declaration to say that the centre is satisfied that the information provided is accurate. 

4.4 Application for Special Consideration in relation to an NCTJ Examination
· Application is by letter to the NCTJ, The New Granary, Station Road, Newport, Saffron Walden, Essex. CB11 3PL.

The letter must include the following information:

· Title and date of exam.
· A full description of the adverse circumstances on date of examination. 

Where appropriate current medical/psychological evidence from a competent person to support the application.

4.5 Notes on applications for Reasonable Adjustments or Special Consideration
· State precisely the nature of the disability or indisposition and its effects in relation to assessment.

· Specify any information/evidence enclosed with the application which will assist understanding of the case. 
· Specify your recommendations for the reasonable adjustments needed by the candidate. Be as precise as possible. Remember, it is the centre’s responsibility to recommend and subsequently provide the reasonable adjustments being requested. 

· You are advised, wherever possible, to consult a specialist advisory service or other external service on the most appropriate adjustments for the candidates concerned.

· Provide details of all reasonable adjustments already made within the centre for the Programme of Study and indicate any support that is usually available to the candidate during teaching. 

· Specify for how long such adjustments have been made for the candidate. 

· Enclose copies of current medical/psychological evidence from a competent person to support the application.  (A competent person is defined as a Medical Doctor, Chartered Psychologist or a Full/Affiliated Member of the Association of Educational Psychologists or person of similar professional and relevant standing.)
· The supporting evidence from a competent person must clearly indicate why the candidate has learning difficulties or particular needs severe enough to warrant special examination arrangements.  The person must indicate whether, in their judgement, the examination is appropriate for the candidate. Any other information to be taken into account such physical, perceptual, attention or co-ordination difficulties and any relevant emotional factors must be commented on and the results of recognised tests relating to these supplied. 
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