ETC Awards Ltd

Procedure for the Reporting, Monitoring and

 Evaluating Reasonable Adjustments to the Assessment Process
ETC Awards Limited (ETCAL) is committed to ensuring equal opportunities and access to its National Vocational Qualifications for all candidates in approved centres.

Where it is identified that a candidate has particular requirements ETCAL, along with the centre concerned, will endeavour to create an environment to assist the candidate, with any reasonable adjustments to the assessment or test process, to attain the skills and knowledge needed to meet the requirements of the NVQ.

At the time of registering candidates onto any ETCAL NVQ or Key Skills programme, centres should ensure that those candidates with particular needs are recorded on the reverse side of the ETCAL Registration Form.

On receipt of the centre registration form, ETCAL will record the centre name, candidate name and description of the particular needs of the candidate onto a database.

A paper copy of this information will be made available to:

· The external verifier of the centre concerned.

· The centre co-ordinator for retention in the Centre File.

· The centre records held within ETCAL.

As appropriate, ETCAL will provide advice and guidance on the reasonable adjustments that may be applied to the assessment or test process to all centres who have registered candidates with particular needs.

As registration is on going throughout the year, the database will be updated as registrations are received and a quarterly report made available to the ETCAL Manager.

At the end of each year the number of candidates and types of particular needs will be evaluated, reviewed and reported as an item within the ETCAL Section of the ETC Annual Report.

Special Consideration

Where and when appropriate a Centre may use a degree of discretion when a candidate is unable to complete an assessment due to temporary illness, injury or indisposition e.g. re-schedule a planned assessment at a time and placed agreed between candidate and assessor.  When such events occur, the assessor will complete an NVQ Assessment Irregularity Report stating why the assessment was terminated e.g. illness or injury.  The Irregularity Report will be retained by the Centre for inspection by the ETC Awards Ltd External Verifier.  The External Verifier will record the NVQ Irregularity report at the next monthly External Verification meeting where it will be noted and held as an aggregate monthly total.  The ETCAL Manager will review the data to establish any possible trends that may require further investigation.  The type and frequency of special consideration will be reported at the ETC Awards Ltd AGM and will be noted in the ETC(NI) Annual Report.
In exceptional circumstances a candidate may not be able to complete all the usual assessment requirements.  In such cases, the candidate may submit, with the full support and backing of an approved Centre, a request to ETCAL to make an aegrotat award.
Each case will be treated on an individual basis and will not be taken as a precedent in any other case or situation.  

The minimum evidence that ETCAL will require to consider an aegrotat award is:
· A statement from the Centre supporting the candidate application

· Relevant medical documentation covering the period of illness, injury or indisposition

· Internal verification and assessor records showing candidate progression in accordance with the requirements of the units the candidate has actually completed

· If available, external verification records showing candidate progress.

ETCAL reserve the right to interview the candidate.

The final decision to award an aegrotat qualification will be made by the External Verifier in consultation with the ETCAL Manager.
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