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Reasonable Adjustment Request Form
	Centre name
	         

	Examinations Officer name
	     

	Examinations Officer email
	     

	Date of next exam
	     


Please register the students listed below for Reasonable Adjustment as indicated for the following Financial Capability qualifications:
	ifs Level 1 – Award in Personal Finance
	 FORMCHECKBOX 

	ifs Level 2 – Certificate in Personal Finance
	 FORMCHECKBOX 


	ifs Level 3 – Certificate in Financial Studies
	 FORMCHECKBOX 

	ifs Level 3 – Diploma in Financial Studies
	 FORMCHECKBOX 


	ifs Certificate in Personal Finance (Scottish Centres Only)
	 FORMCHECKBOX 

	ifs Level 2 – Programme in Personal Financial Planning
	 FORMCHECKBOX 



	Student No (CS)
	Title
	Forenames
	Surname
	Date of Birth
	Teaching Set
	Reason for Request

 see note 5
	Evidence Held 

see note 6
	Extra Time required

see note 7
	Reader required

	Scribe required

	Paper Format
see note 8
	PC for written Exams
	Bilingual Dictionary

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


 FORMCHECKBOX 
   By ticking this box and submitting this form I certify that it contains the details of all Access Arrangements granted by the establishment named in relation to the qualifications as indicated and that the signatory is satisfied that the access arrangements were granted in accordance with JCQ Regulations and Guidance.
Signed      
See note 9
Please print name      

Date      


             Examinations Officer

Reasonable Adjustment Request Form
Notes on Completion

	1
	This form should be used when a student requires reasonable adjustment arrangements.  Please list all students affected.

	2
	This form should be completed and returned to FE Operations 6 weeks before any examinations are booked or at time of registration.

	3
	For subsequent additions, please resubmit the form with revised details.

	4
	A copy should be retained and made available to inspectors on audit visits.

	5
	Under the heading ‘Reason for Request’ please enter the reason e.g. learning difficulties, visual impairment, dyslexia etc.

	6
	Under the heading ‘Evidence’, use the following
SEN - If Statement of Education Need only is held,


EP   - If an Education Psychologist Report is held,


ST   - If a Specialist Teacher report is held.

	7
	Under the heading ‘Extra Time’, please input the additional time required as a percentage of overall time.  The standard time given is generally 25%, although up to 100% extra time can be granted if specified in the evidence. All extra time is rounded to the higher 5 minute period.

	8
	Under the heading ‘Paper Format’ please specify Font size using F then size number.  If a special colour is required please specify. 

	9
	If this form is submitted by email, this statement should be made in the covering email which must be from the registered examination officer.

	10
	If any arrangements are required that are NOT covered under this form, please attach evidentiary documents to this request detailing the adjustments required. 


Please return this form to: Head of FE Operations, FE Operations, ifs School of Finance, IFS House, 4-9 Burgate Lane, Canterbury, Kent CT1 2XJ.        Fax  01227 784331     fcexams@ifslearning.ac.uk
The ifs School of Finance is a not-for-profit professional body and registered charity, incorporated by Royal Charter.

