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Please make sure you’ve taken a look at our Reasonable Adjustments and Special Considerations policy, as there are some adjustments you can make yourself. You can find our policy on our website at www.ncfe.org.uk
For reasonable adjustments that we don’t delegate to you, you’ll need to complete this form and send it to us at least 10 working days before your candidate needs the Candidate Learning Log, NCFE mandatory workbook, supporting materials or sits either an online or paper based external assessment. We do need a bit more notice for some requests:
· at least 15 working days’ notice for the Candidate Learning Log, NCFE mandatory workbook, supporting materials or external assessment paper to be in simplified language, enlarged font, or printed on coloured paper
· at least 30 working days’ notice for the Candidate Learning Log, NCFE mandatory workbook, supporting materials or external assessment paper to be translated into Braille  
Please complete the form and return by emailing info@ncfe.org.uk.

Alternatively, you can fax your form to 0191 239 8001 or post it to our Centre Support team at NCFE, Citygate, St James’ Boulevard, Newcastle upon Tyne, NE1 4JE.
· We’ll aim to complete the review of your completed form within 2 working days.  We’ll keep in touch along the way to let you know what’s happening and phone you to let you know the outcome of the review.  If we’re unable to agree your request, we’ll try to suggest a suitable alternative reasonable adjustment.


	NCFE Centre Number:
	

	Centre Name:
	

	Contact Name:

(for this request)
	

	Contact’s Job Title:
	

	Contact’s Email Address:


	

	Contact’s Phone Number:
	



	Product Name(s):


	

	Product Number(s):


	

	Candidate’s Name:

	

	Candidate’s Registration Number:
	

	Batch Number:
	

	Type of assessment (please tick):

	
Internal   

External    




	Date internal assessment materials or external assessment paper needed by:
	


Please tell us more about your request so we can make sure we understand your candidate’s needs and provide them with the appropriate support.
1. Why does your candidate need a reasonable adjustment? 
	


2. What kind of reasonable adjustment do they need?
(Please specify the font size; the colour and shade of paper; and for Braille - the grade, single or double spacing and single or double sided where applicable) 
	


3. Please give us brief details of the evidence enclosed and any other supporting information
	


I accept that NCFE will hold and process electronically the information given and may use it for any purpose deemed relevant to this request.

I confirm that the centre and the candidate support this request.
	Signed:
	Date:

	Print name:


Request for Reasonable Adjustments








Guidance notes








What happens next?





Centre details








Candidate details




















Details of your request and your declaration








� Internal assessment is a portfolio of evidence. External assessment includes invigilated assessments, such as multiple choice questions, short answer questions, assignments etc. If you’re not sure please contact your Centre Support Assistant for more information.
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