[image: ]   The London School of Public Health

Reasonable Adjustments & Special Considerations Policy
TLSPH LTD  |  The London School of Public Health

	Policy Reference
	TLSPH-POL-019



	Version
	1.0



	Date Issued
	June 2026



	Next Review Date
	June 2027



	Policy Owner
	Senior Leadership Team



	Applies To
	All students enrolled on TLSPH LTD programmes



	UK Legislative & Regulatory Framework
	Equality Act 2010 (s.20 — Duty to Make Reasonable Adjustments) | Ofqual General Conditions of Recognition — Condition G6 (Accessibility of Assessments) | Ofqual General Conditions of Recognition — Condition H5 (Reasonable Adjustments) | NCFE Reasonable Adjustments and Special Considerations Policy | ABMA Education Reasonable Adjustments Policy | Joint Council for Qualifications (JCQ) Guidance — A guide to the special consideration process | UK General Data Protection Regulation (UK GDPR) | Data Protection Act 2018 | Human Rights Act 1998 | Equality and Human Rights Commission (EHRC) Technical Guidance




	Our Commitment to Fair Assessment
TLSPH LTD is committed to ensuring that all learners have a fair and equal opportunity to demonstrate their knowledge, skills, and competence in assessment. We will make reasonable adjustments to remove or reduce any substantial disadvantage experienced by disabled learners, and apply special consideration where a learner's performance has been affected by circumstances beyond their control. These obligations arise under the Equality Act 2010 and Ofqual's General Conditions of Recognition.



1. Purpose and Scope
This policy sets out the arrangements by which TLSPH LTD (referred to as "TLSPH") will apply reasonable adjustments and special considerations in assessment, in compliance with the Equality Act 2010, Ofqual's General Conditions of Recognition, and the requirements of its awarding bodies.
This policy applies to all students enrolled on any TLSPH programme, including qualifications awarded by NCFE/CACHE, ABMA Education, and the CPD Certification Service. Where an awarding body's reasonable adjustments policy is more specific or prescribes additional requirements, the awarding body's policy takes precedence in relation to their qualification. TLSPH will always seek awarding body approval before applying an adjustment to a regulated qualification.
This policy should be read alongside the Equality, Diversity & Inclusion Policy (TLSPH-POL-005), the Internal Quality Assurance Policy (TLSPH-POL-018), the Student Complaints & Appeals Policy (TLSPH-POL-004), and the Accessibility Statement (TLSPH-POL-008).

2. Definitions

	Term
	Definition

	Reasonable Adjustment
	A change to the standard way an assessment is conducted to remove or reduce a substantial disadvantage experienced by a disabled learner, in accordance with section 20 of the Equality Act 2010. Adjustments are made in advance of assessment and must not give the learner an unfair advantage over others.

	Special Consideration
	A post-assessment adjustment applied where a learner's performance in an assessment has been affected by circumstances beyond their control at the time of assessment, such as illness, bereavement, or other personal crisis. Special consideration is applied after the assessment has taken place and may result in a mark adjustment, an opportunity to resubmit, or other action.

	Disability
	Under the Equality Act 2010 (s.6), a physical or mental impairment that has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities. 'Long-term' means 12 months or more, or likely to last that long.

	Substantial Disadvantage
	More than minor or trivial disadvantage compared to a person who is not disabled, as defined under the Equality Act 2010 and EHRC Technical Guidance.




3. UK Legal Framework
3.1 Equality Act 2010
Under section 20 of the Equality Act 2010, TLSPH has a duty to make reasonable adjustments where a provision, criterion, practice, or physical feature puts a disabled person at a substantial disadvantage compared to a non-disabled person. This duty is anticipatory — TLSPH must consider what adjustments may be needed for disabled learners generally, not just when a specific request is made.
TLSPH must not charge a disabled learner for a reasonable adjustment. The duty applies to all aspects of the assessment process, including the format of assessment materials, the conditions under which assessments take place, and the method of submitting work.
3.2 Ofqual General Conditions of Recognition
As an approved centre, TLSPH must comply with Ofqual Condition H5, which requires centres to have in place and apply a written policy for making reasonable adjustments to assessments. TLSPH must:
1. Only make adjustments that are permitted by the relevant awarding body
1. Seek awarding body approval for adjustments where required by the awarding body's policy
1. Ensure that any adjustment does not invalidate the assessment or compromise the qualification's integrity
1. Maintain records of all reasonable adjustments applied

Ofqual Condition G6 requires that awarding bodies, and by extension centres, ensure that assessments are as accessible as possible for all learners, including those with disabilities.
3.3 Awarding Body Requirements
Each awarding body with which TLSPH is affiliated has its own reasonable adjustments policy and permitted list of adjustments. TLSPH will obtain and follow the current version of each awarding body's policy:
1. NCFE/CACHE Reasonable Adjustments and Special Considerations Policy — available at www.ncfe.org.uk
1. ABMA Education Reasonable Adjustments Policy — available at www.abma.uk.com
1. CPD Certification Service requirements — available at www.cpduk.co.uk

Where an adjustment is not on an awarding body's permitted list, TLSPH must not apply it without express written approval from the awarding body. Applying an unapproved adjustment may constitute maladministration under the Malpractice & Maladministration Policy (TLSPH-POL-017).

4. Types of Reasonable Adjustment
The following are examples of reasonable adjustments that may be permitted, subject to awarding body approval where required. This list is illustrative and not exhaustive:

	Adjustment Type
	Description / Typical Application

	Extra time
	Additional time to complete an assessment, typically 25% extra for learners with conditions affecting processing speed, reading, or writing

	Rest breaks
	Permitted rest breaks during a timed assessment without the clock stopping

	Alternative format materials
	Assessment materials provided in large print, braille, audio, or plain text

	Use of a word processor
	Permission to type responses where handwriting is affected by a disability

	Use of assistive technology
	Screen readers, text-to-speech, voice recognition software, or other assistive tools

	Use of a scribe
	A person who writes on behalf of the learner where writing is not the competence being assessed

	Use of a reader
	A person who reads assessment materials aloud to the learner

	Oral assessment
	Permission to respond verbally rather than in writing where writing is not the competence being assessed

	Separate supervised venue
	Assessment conducted separately from others to minimise distraction

	Modified assessment materials
	Assessment materials adapted for specific sensory or physical needs

	Extension to submission deadlines
	Additional time to submit coursework or portfolio evidence




	Important — Adjustments Must Not Invalidate Assessment
A reasonable adjustment must not give a learner an unfair advantage or compromise the validity of the assessment. For example, providing a reader for an assessment that is specifically testing reading comprehension would invalidate the assessment. TLSPH will always consult the awarding body's permitted adjustments list and seek approval where required before applying an adjustment.



5. Applying for a Reasonable Adjustment
5.1 How to Apply
Students who require a reasonable adjustment should submit a request as early as possible, ideally at the point of enrolment and no later than four weeks before the relevant assessment. Requests should be submitted in writing to the Senior Leadership Team at:

	Email
	info@thelondonschoolofpublichealth.com (subject: Reasonable Adjustment Request)



The request should include:
1. The student's full name and student reference number
1. The qualification and unit(s) affected
1. The nature of the disability or condition and how it affects assessment performance
1. The adjustment(s) being requested
1. Supporting evidence (see Section 5.2)
5.2 Supporting Evidence
TLSPH may request supporting evidence to inform a reasonable adjustment decision. Evidence may include, but is not limited to:
1. A letter or report from a medical professional, educational psychologist, or specialist
1. A formal diagnosis or medical certificate
1. An Education, Health and Care (EHC) Plan or equivalent documentation
1. Evidence of adjustments previously granted in formal education or previous qualifications

Where a student is unable to provide formal evidence but can demonstrate a clear and credible need, TLSPH will consider the request on a case-by-case basis, using professional judgement and, where applicable, seeking awarding body guidance.
5.3 Decision and Notification
TLSPH will respond to reasonable adjustment requests within 10 working days of receipt of all required information. The student will be informed in writing of:
1. Whether the adjustment has been approved, modified, or declined
1. The rationale for the decision
1. Whether awarding body approval has been sought and granted
1. How the adjustment will be applied in practice

Where a request is declined, the student will be advised of their right to appeal via the Student Complaints & Appeals Policy (TLSPH-POL-004) and their right to contact the Equality Advisory and Support Service (EASS): www.equalityadvisoryservice.com | 0808 800 0082.
5.4 Record Keeping
TLSPH will maintain a Reasonable Adjustments Register recording all requests, decisions, supporting evidence, awarding body approvals, and the adjustments applied. This register is:
1. Maintained by the Senior Leadership Team
1. Available for inspection by the relevant awarding body's EQA on request
1. Processed in accordance with UK GDPR and the Data Retention Policy (TLSPH-POL-007)

6. Special Considerations
6.1 What Is Special Consideration?
Special consideration is applied after an assessment has taken place where a learner's performance has been affected by circumstances beyond their control. It is not a substitute for a reasonable adjustment and cannot be used to compensate for inadequate preparation or study. Special consideration aims to put the affected learner in the position they would have been in had the circumstances not occurred.
6.2 Grounds for Special Consideration
Special consideration may be applied in the following circumstances:
1. Illness or injury at or around the time of assessment, supported by medical evidence
1. Bereavement of a close family member or significant person, at or around the time of assessment
1. Serious personal crisis or trauma affecting the learner's ability to perform, supported by appropriate evidence
1. Significant disruption to learning caused by circumstances beyond the learner's or TLSPH's control (e.g. a major service outage — see Business Continuity Policy TLSPH-POL-009)

Special consideration will not be applied where:
1. The learner was aware of the circumstance in advance and did not request a reasonable adjustment or deferral
1. The circumstance relates to a pre-existing condition for which a reasonable adjustment should have been sought
1. The learner chose to sit the assessment despite the affecting circumstance without notifying TLSPH
6.3 Applying for Special Consideration
A request for special consideration must be submitted in writing within 5 working days of the affected assessment. Requests submitted outside this window will only be considered in exceptional circumstances. The request must include:
1. The student's full name and student reference number
1. The assessment affected and the date it took place
1. A description of the circumstances and how they affected performance
1. Supporting evidence (e.g. medical certificate, death certificate, or other relevant documentation)

	Email
	info@thelondonschoolofpublichealth.com (subject: Special Consideration Request)


6.4 Outcomes of Special Consideration
Where special consideration is approved, possible outcomes include:
1. An opportunity to resubmit the assessment without penalty
1. A mark adjustment applied in accordance with awarding body guidance
1. A deferral to the next available assessment opportunity
1. Awarding of the qualification based on performance in other assessed units, where sufficient evidence of competence exists and the awarding body permits this

Special consideration outcomes that affect a regulated qualification must be applied in accordance with the relevant awarding body's special considerations policy and, where required, notified to the awarding body before implementation.

7. Confidentiality and Data Protection
All information provided in support of a reasonable adjustment or special consideration request — including medical or disability-related data — is special category personal data under Article 9 of the UK GDPR. TLSPH will:
1. Process such data only for the purpose of administering the adjustment or consideration
1. Limit access to those who need to know in order to apply the adjustment
1. Not share information with other students or non-essential staff
1. Retain records in accordance with the Data Retention Policy (TLSPH-POL-007)
1. Obtain explicit consent from the student before sharing relevant information with the awarding body, except where required by law or awarding body obligation

8. Appeals
Students who are dissatisfied with a decision on a reasonable adjustment or special consideration request may appeal in accordance with the TLSPH Student Complaints & Appeals Policy (TLSPH-POL-004). Grounds for appeal include:
1. Procedural irregularity in how the request was handled
1. New evidence not available at the time of the original decision
1. A decision that appears to be in breach of the Equality Act 2010

Students may also contact the Equality Advisory and Support Service (EASS) or the Equality and Human Rights Commission (EHRC) for independent guidance.

9. Staff Training
All staff and tutors must be aware of TLSPH's obligations under this policy. Training will cover:
1. The duty to make reasonable adjustments under the Equality Act 2010
1. Identifying when a student may need an adjustment and how to encourage disclosure
1. TLSPH's application procedure and the awarding body requirements for each qualification delivered
1. Confidentiality obligations when handling disability and health information

Training is provided at induction and refreshed annually, or when awarding body requirements are updated.

10. Related Policies
1. Equality, Diversity & Inclusion Policy (TLSPH-POL-005)
1. Malpractice & Maladministration Policy (TLSPH-POL-017)
1. Internal Quality Assurance Policy (TLSPH-POL-018)
1. Student Complaints & Appeals Policy (TLSPH-POL-004)
1. Accessibility Statement (TLSPH-POL-008)
1. Data Protection Policy (TLSPH-POL-014)
1. Business Continuity & Contingency Policy (TLSPH-POL-009)

11. Contact and External Resources

	Reasonable Adjustment Requests
	info@thelondonschoolofpublichealth.com



	NCFE / CACHE
	www.ncfe.org.uk — Reasonable Adjustments and Special Considerations Policy



	ABMA Education
	www.abma.uk.com — Reasonable Adjustments Policy



	Ofqual
	www.gov.uk/ofqual — Conditions H5 and G6



	EASS (Equality Advisory & Support Service)
	www.equalityadvisoryservice.com  |  0808 800 0082



	EHRC
	www.equalityhumanrights.com  |  0808 800 0082




	Policy Review
This policy is reviewed annually by the Senior Leadership Team and updated to reflect any changes to the Equality Act 2010, Ofqual's General Conditions of Recognition (Conditions H5 and G6), awarding body reasonable adjustments policies (NCFE/CACHE, ABMA Education, CPD Certification Service), EHRC Technical Guidance, and any updates to the permitted adjustments lists issued by awarding bodies. Where awarding body requirements change mid-year, this policy will be reviewed and updated promptly.
Last Reviewed: June 2026   |   Next Review Due: June 2027   |   Version: 1.0
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