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1. INTRODUCTION
515 /9%
The Equality Act 2010 requires awarding bodies and service providers to apply
reasonable adjustment for learners whose disability would significantly disadvantage
them in undertaking an assessment compared to learners who are not disabled. This
policy sets out the process of how to request reasonable adjustment and special
considerations and how these will be applied during internal assessment and IFA
externally invigilated examinations. Please note these recommendations are not
exhaustive and Centres are expected to use their discretion when determining how and
when to apply reasonable adjustment and special considerations on a case by case basis
during studies. This policy also covers when it would be applicable for the Centre to agree
a course of action with the [FA.
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2. CENTRE RESPONSIBILITIES
hLEE / FOTHME
The IFA aims to ensure that learners can expect a fair and accessible route to an IFA

Qualification and expects all its Centres to accommodate learners with special
requirements and apply reasonable adjustment where practically possible.
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To meet their responsibilities, Centres must:
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e Determine the most appropriate IFA qualification to allow the learner to reach their
full potential.
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o Identify if a learner has any special requirements that could disadvantage the learner
in undertaking an assessment before enrolling a learner on an I[FA qualification.
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e Consult and liaise between the Principal Teacher and the prospective learner to
determine if there are any aspects of the course or training procedure that may need
adaptation to support the learner’s particular needs (this process is especially
significant for practical elements of the teaching and learning curriculum).
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e Decide an appropriate adjustment to ensure the assessment is accessible to the
learner.
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o Ensure the Centre has the necessary resources to support the learner e.g. braille, and
has made any necessary adaptations to the building i.e. wheelchair access, where
applicable to accommodate the learner’s needs.
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o Follow the IFA’s procedure for requesting reasonable adjustment during an I[FA
externally invigilated examination.
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o Follow the IFA’s procedure for applying reasonable adjustment during an [FA
externally invigilated examination.
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o Ensure that the learner has access to the Centre’s internal reasonable adjustment and
special considerations policy.
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e Retain clear records of reasonable adjustment applied or reasons for refusal in the
event of any enquiry or appeal.
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e Design and set internal assessments in an inclusive way so they are accessible to
learners with special requirements.
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3.1
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o Inform the IFA of the learner’s disability when registering the learner as a student
member and supply the necessary evidence.

ER2EEIMARLEESEURHVETFTRR - SHIFAREENEE -
FERE A S E RN vt A 2 OF SR s BHIESR I, 35 RITFASE 2] H AR

3. REASONABLE ADJUSTMENTS

BEMNREE / SER R

The IFA and its Centres are required by law to apply what is considered ‘reasonable’ in
providing access to an IFA qualification. Each circumstance will be judged on a case by case
basis. Learners may require a single adjustment or a combination of adjustments.
Reasonable adjustments will only be applied where the learner’s disability would
disadvantage the learner’s performance, compared to a learner who was not disabled. A
learner does not necessarily have to be disabled to be eligible for reasonable adjustment to
be applied during an assessment. Similarly, learners with a disability will not automatically
be entitled to adjustment of the assessment method, as it is anticipated that the learner may
have developed coping mechanisms which would minimise or remove the need for
reasonable adjustment.
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Applying Reasonable Adjustment during training and internal assessment
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The Centre may use their own discretion when applying reasonable adjustment during
training and internal assessment but must ensure that the learner has completed all
components of the course with 80% attendance, before entering candidates into IFA
externally invigilated examinations; the same as every other learner. Centres who apply
reasonable adjustment during training must provide the IFA with an overview report of
how they will support the learner. The report will include details of how the Centre will
address health, safety and risk management in relation to learners with special needs, and
how they will support the learners’ other specific learning needs, if appropriate. Similarly,
the Centre will provide a report to the IFA detailing how and why they were unable to
support learners’ special requirements if they decide to refuse a learner access to an [FA
qualification on the grounds that they cannot meet such needs.
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3.2  Applying for Reasonable Adjustment during an IFA externally invigilated
examination
FEIFASMEREE B E S MR ER iR S HE R EE / 7EIFASNED e B 2% 1 A) FR o7 5 B B
Centres must gain approval from the IFA before reasonable adjustment is applied during
an IFA externally invigilated examination and inform the IFA when registering learners
with the IFA as student members. Applications for reasonable adjustment must be
supported by evidence which is valid, sufficient and reliable e.g. a medical certificate. If a
Centre fails to appropriately inform the IFA, the Centre will be liable for the additional
costs incurred by the [FA to accommodate the learner on the day, if possible.
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3.3 Principles of Reasonable Adjustment

SIEAEEFERA / & A

All IFA qualifications have a theoretical and practical assessment at the end of the course.
All learners, including those with special needs, will be assessed against the same
assessment criterion as any other learner. Learners with special needs will be supported in
a way that eliminates or reduces as much as is practically possible any disadvantage caused
through their disability. IFA assessments will be undertaken and graded without bias or
prejudice.
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Reasonable adjustments:
BIERE . GHiHE.

e  Will not affect the assessment demands of the qualification.

AEREBBAEMEER - / AR BRI K.

e Will notinvalidate the assessment requirements or competency standards.
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e Will present learners with opportunities to demonstrate their skills and
understanding without being disadvantaged by the method of assessment.
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e  Will not compensate for the learner’s lack of knowledge and skills.

AEMHBEBRZAERIIREE © / ARSI ok Z FIRMERE .

e Will not give the learner an unfair advantage over other learners.
FERBEETRAAFENEEMAZEMBESE - / A5 IE W RA LR
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e Will not mislead anyone as to the learner’s achievements.
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e  Will not compromise health and safety.

FERERENZE - [ AoMERFEMZAE.

3.4 Examples
i

Below are the most common applications of reasonable adjustment. Centres are
responsible for providing all the necessary equipment during the Quality Assurer’s visit.
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Nature of Disability Examples of Reasonable Adjustment Applied Ji& [ & H ZH%EL 1Y
VBRI MEE JHIRITE | (51 F /S0P & BRI (451 T

Jii
Visual impairmentst5 e Answer an appropriately adapted test paper (supplied by
Al AL Al the IFA) e.g. large font/Braille
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Use of a reader

(& PR RESR /At 1 e s

Use of a word processor with a Braille keyboard
ERATEXRBIXFEIERS /W E U T
AR

Use of a speech synthesiser

EREE MR /IS & A

Audio tape

BEE SR

Changes to examination room

BHEE /LEH

Extra time of up to 25% of the total examination time.
BIMNSE oI ZREREAY 25% © /BN A Ak S5
B TA] ) 25 %

Auditory impairments
T et / i et

Have questions communicated in sign language
FAFEER R ARE /1152 )

Have questions communicated by oral rephrasing or lip
reading

BROBENENEEREERRE /@ k5 ES 5k
A& I8 [ 7
Video recorder

IREH /xR

Changes to examination room

EBIZEE /YA H

Extra time of up to 25% of the total examination time.
ERIMSE T ZERE S ISEAN25% o /FSM R AT IA 8
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Physical impairment

G218/ IR

Use of a reader

{5 P BRIRERS /o P Bl e

Use of a word processor

ERNFEIEER /10 CF b3 &

Use of a speech synthesiser

(EREE MR /IS & A

Use of any mechanical or electronic aids that they usually
utilise

At PIE R E R E M EFEBIERE /0 A
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Answer an appropriately adapted test paper or use an
alternative presentation instrument (e.g. an audio tape or
via computer)

OZEZRBNGHSHERBNERXE (HINEET
BEBRT SR ) /Inl %l 2 T AR A B B AR R S
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Changes to the organisation of the examination room
EOlABNEE /S AL AR E

Take supervised rest periods
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Extra time of up to 25% of the total examination time.
ZHS NI R m R A I R 2596 © /44N B ]38 A 25 ik
IS H] R 25 %6

Learning difficulties
=SElusE
¢ > PR3

Use of a reader
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Have questions on audio tape via a computer

BB EHERETERR /8 TN R A 5]
Work in a separate room
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Prompter

feRER /4 in] 4%

Supervised rest breaks

EERSERE /B RS E

Extra time of up to 25% of the total examination time.
RSN B O ZE R B IFRIAN25% o /A R ATk 8 5
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Language

SETS E 2
fo=/loa

Assessments in languages other than English will be
supplied with an interpreter who will sign the Conflict of
Interest Assessment Declaration Form.

HRHE F 52 B IR ftIFAREE S HYEHY - ORRRKF&EEF
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3.5 Reasonable Adjustments that may be applied:
AT HE B A S ER R RE / vl AEE & R
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3.5.1 Extra Time
KEINYIIRERE] / AAN RIS [)

All IFA externally invigilated examinations are subject to constrained time limitations
and learners whose disability affects their speed process will be allowed extra time of
up to 25% to complete an examination. The extra time allowed will reflect the nature
of the learner’s disability and the specific assessment requirements e.g. if the learner
has dyslexia the theoretical examination will only be affected, if a learner has a
physical disability the practical examination may only be affected, depending on the
nature of the physical disability. Centres will use their own discretion during training
time to determine the extra time granted but should not exceed more than 25% of the
overall allocated assessment time as prescribed in IFA external examinations. Centres
who provide online internal assessments may have to customise these. At all times
Centres should be satisfied that the learner can cope with both the theoretical and
practical components of an IFA Qualification and is medically fit to do so.
FrRTFASNIRE = H ol B Z IR R PR - SRR B LR By R Ek e TAR
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3.5.2 Supervised rest breaks

BB ORISR / B AR I )

Where the need is demonstrated, learners may be allowed supervised rest breaks.
Supervised rest breaks will take place outside the examination room during IFA
externally invigilated examinations but may be taken inside or outside during
training and internal assessments. The time taken for supervised rest breaks will not
be deducted from the overall assessment time allocation. Centres and learners must
be aware that during the rest break ‘exam conditions’ still remain and must be
applied. Rest breaks may not be applicable or will be limited when there are natural
breaks during assessment components e.g. during practical assessments when groups
of learners are being assessed, there are natural breaks between tasks e.g. from
providing a massage demonstration to presenting coursework.
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3.5.3 Changes to the organisation of the examination room

EHEGHNEE / AL T

Some learners with disabilities may benefit from minor changes to the organisation of
the examination room, for example:

—LERESEBUASTREN ZRAMAGUNEIE - Bl -/ —Leike I E TR
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e Deaf learners may benefit from sitting near the front of the examination room.
BANBBEUDLEREZREMERE © / 2N\ H T DAAER 2 5 51 i
A2 o

e Visually impaired learners may benefit from sitting near a window so that they
have good lighting.

RNAZEMNBBETLEFEGFMAE RS - UEMPERIFAERE - /1)
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e Autistic learners may benefit from having visual /noise stimuli, (such as a clock),
removed from the examination room.
BEESBZEULEBREZRDBREE/IRBRA ( FIMISE ) - / BHAEY J&
A DA 2 R RS R AL /R A . (TS B

e Physically impaired learners may benefit from using chairs with arm rests or
chairs with adjustable heights etc.
SRZENEEERERENERFE TR TRIHASENETE - / Sk
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3.5.4 Separate room for the examination
BERHREE / PR EE
It may be necessary that the learner undertake the assessment in a separate room if
they are using readers, interpreters etc. so as to not disturb other learners. Centres
will ensure such arrangements are in place when requesting examinations at the
Centre. However, if due to a high number of candidates, a central venue is organised
by the IFA for theoretical examinations for example, Centres must inform the IFA of
learners requiring a separate room when scheduling examinations, so the IFA can
accommodate this when hiring the examination venue.
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3.5.5 Use of assistive technology/ information communication

{5 FERBD Rl /{5 B / SR BhBoR /{5 BaiE

Where the need is demonstrated, Centres must ensure learners are fully practised in
using electronic aids and that such aids are kept in good working order. Learners are
expected to have mastered the use of software and become familiar during training,
before entering into IFA externally invigilated examinations. It is anticipated that its
use will not impede a learner’s performance or require the learner to have additional
time added to the assessment. It is usually necessary that a learner undertake the
assessment in a separate room if they are using electronic aids e.g. visual or speech
reading software etc. so as to not disturb other learners. Centres are responsible for
providing supporting equipment and/or persons during training and internal
assessments and IFA externally invigilated examinations and should be approved by
either the centre owner or the centre staff member with delegated responsibility.
Centres must ensure that the use of assistive technology will not give the learner an
unfair advantage over other learners or invalidate the assessment requirements.
Centres should contact the IFA if they are unclear whether any technology will
unfairly advantage the learner or invalidate the assessment requirements.
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Braille

RAF [/ HT

Where there is evidence of need, assessment material may be provided in Braille for
example for a blind or visually impaired learner and will only be modified to remove any
visual content prior to brailling. Diagrams in the assessment material can be produced as
tactile diagrams. Braille may not always be an appropriate adjustment for a learner, as not
all blind people are fluent in Braille, and other methods may be more suitable e.g. reader
and scribe. If a Centre is permitted to translate externally set assessment material into
Braille for a learner, the Centre is responsible for the security of the assessment material
and for ensuring that the entire document is in Braille. Learners who use Braille may
respond in Braille under the supervision of the IFA quality assurance assessor and/or
interpreter to authenticate the transcript. Please note the learner may be penalised if
there are errors in the Braille material.
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Reader

BEE / 143 0

Where there is evidence of need, the learner may use a reader during assessments, if it is
deemed the most effective arrangement compared to other assistive methods. If a learner
is not eligible to use a reader, it may be helpful for the learner to read the questions aloud.
In these circumstances, the learner will be accommodated in a separate room so that
other learners are not disturbed. The quality assurance assessor and/or interpreter will
not correct the reading of the learner. The reader will not be the learner’s tutor, relative,
friend or peer, which would pose a conflict of interest. All Centres will be required to
complete Conflict of Interest Assessment Declaration Form for any and all supportive staff
present during assessments. For a learner requiring a reader and a scribe, the same
person may act as both as long as permission has been granted for both arrangements. An
[FA quality assurance assessor and/or interpreter will be present when a reader is used to
ensure that the reader does not provide prompts to learners and only reiterates what the
examiner/learner is saying. Other general guidance includes:

MRAFENER -  SEEULMENLPRERREES - IRTHRE2EEthEHES
AMHEERBMILH - MRBBERKFERERRES - BEEUATABMERE -
EEEBERT  BBEREREE—EEBNER - LEEHSBELERITE-E
EREFFEEN/AOFEFLSTAESBENRIES - HESFSE2BENER - #
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B - BARENER - EEEMFEER - AP OEERERSTEHBESNREES

ABERNEEHRAEPERE - HRFEFESNNRENEEE - REESMERH

AUEtd - A—EAMOLEEME - SERARES, BREEEAAEEERHERRTEE
EEFEES/BBEMRNVASE - FHIR IFA BEERENGEEMN/HOEZFS - Hit—
ARIGEEIE © / WA T E MRS, 228 v DB A el i 5, R e ol

e HAGH BT IR LU e B 22l R I B RRRAE BB R, oI Re s

KAWL . FERXAPIEOLT, 52 B R BAE— N i), AEHAR A 2] 35 A

KRBT FEORIEVPAS SO /8 A S AR S I B 0. T A A5
BRI, SR, IIAEREIE, KGR RE R . BT R R B SR AR BRI E

IR SCREN GV E R 2 b RTAL AR . X T T B S IS e o1, R

RAFPIFZHERIVEAT, [ — N AT ATE 2P o {3 B3 A, AR 1] 136 3 AN i) 2 30
SeARR T HACE B A 01 /52 1 F T U K I, R I TFA B ORAE DAL 53 A /=

BEOl. Hopth— Mt T 0.

a) Readers should read only as requested by the learner. Learners may choose to
read parts of the assessment themselves.

FEEEZRARBEEENEKERE - PREJLIEEBCRER 2 -
/ B2 N % AR 22 ST W R B . 27 3] 3 m] LLIE#E A B 3 0 vF
fitio

b) Readers should articulate clearly
FIBERERRE / Wik i R RIA

c) Reader should read at a reasonable rate and have sufficient subject knowledge
to read technical terms accurately.

FIE R B SEREREREL B R E BN AGE - DUEHRE RIS -
/ VR 53 87 DA B P ] 1 245 S AR AR, - DLERA B SR AR

15

d) Readers should only read the exact wording of instructions and questions, and
not give meanings of words, interpretations or rephrase.

WA RME R BN R - MARAHER  RENKRY
B - / B RSI R BR RB VR, TIARA thBi, R
S5 107 X

e) Readers can spell out the words on the paper if required.
MRFE - BEETULEMR EHFLERR - / RT3 T DRSS B
t F

f) Readers can repeat instructions and questions on the paper only when
specifically requested to do so by the learner.

RASBHBRERE - WA EERY EEERBRRE -/ G0
FOTIERI, B 54 R 28 S T A
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g) Readers mustread questions in the order they appear/or are asked, however
may enable a visually impaired learner to identify which piece of the visual
material i.e. diagram/table relates to which question, but must not give factual
or suggestive help to the learner.

BB E M ERBMILIR/MEBNIEFREERRE - E2uUERESEE
AESTEE BRI —BR 2 R B - BIER/REEMERERRR - EAXSETE
BEEURERIERBD o / B SR AU IRARATT H B/ i) 8 AR ) v R, (ELR
R DAL R 27 2] 3 BE s 00— B 0 AL SRk, BRI SR /380 55 MR i) LA
Ko B T HIBR R PERT .

Scribe
EE /PER

Where there is evidence of need, the learner may use a scribe during assessments, if it is
deemed the most effective arrangement compared to other assistive methods, as the use
of a scribe requires high-level communication skills from the learner. For example it may
be more appropriate to use a word processor, which is more common in the workplace. A
scribe is very rarely permitted as aromatherapists have to write detailed notes during
consultations. In these circumstances, the learner will be accommodated in a separate
room so that other learners are not disturbed. The centre should select a scribe on the
basis of their ability to work effectively with the learner but will not be the learner’s tutor,
relative, friend or peer, which would pose a conflict of interest. All Centres will be
required to complete the Conflict of Interest Assessment Declaration Form for any and all
supportive staff during assessments. For a learner requiring a reader and a scribe, the
same person may act as both as long as permission has been granted for both
arrangements. A scribe should be able to produce an accurate and legible record of the
learner’s responses, or word process at a reasonable speed, and have sufficient knowledge
of the subject to be able to record technical terms correctly. An IFA quality assurance
assessor and/or interpreter will be present when a scribe is used to ensure that the scribe
does not provide prompts to learners and only reiterates what the examiner/learner is
saying. Other general guidance includes:

MRERBENER - PREULEIEHBEERYRE - MIRWRASEE BN 53X
HEERAMNZE - BEAPSENERARTERZENSHRBERIS - fill - FAXFE
HRURESE  EEIESMERER - ROAHIRE - BRSHEEREMUELET

HIER NS - EERFERT - BEERRZEE—EERNER - LEEME
BEAERITE - POEREHPEASBEETUSENENEEDREE - BEXEIHE
BEERERT - BE - AREREMF - EEEAFNEER - AP OERRGREKE T
EREANAEZHFHETFASER MEERAGPHER" - HRFEEEMDREN
BEE  REECSWEZHNT - B—EAMIUREMSE - WREREZESHUSIE
MEEEMEEBBMNPEEOZ R - ABFEAUSENERETXFERE - T8
HEFATHE - AESIEMEERIIMNEE - EEANRERFRYESEAD2BER
HIERTEESEEEE/ZBEMBRNASE - §HIR IFA ESFREFEEN/HOE
8 - Efth—MRISB e | / R A T EANER, 22 W DRI S 5,
RGNy 5 HAbGH B 52 L e R 224k, RO B3 A A 5 2252 20 38 1 iy 2
Wy, Fln, RS AR T REE A, XAE TARA TR L. R RS 5,

RN 95 97 IR ML AE A 8] S R PR B IL . RGO T, 2R B A —
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ANERRE G5 TE], DAMEHARSE S HE AR BT O NARYE A1 5 5 3 H RS E R fE
TNEBYE G, BEAREONEHE I, 7B, MABRME, X id sl R, B
A7 R A R SRAE VAT I 1B AR AT R BITAT SRR AR N A A 2 b SR DAty R A
R M THRERENDE QK E, REPREWMZHRVERT, F—D AT ble
PIF o P05 SUNIZRENS DA BRI R A AR R ELISMT 1022 S)38 Il gid sk, BB REE LA
BT SO AR R, IR W A 2RI FIIR, BB IEFIC R BOR ARG . ST
G RIS BN S B AR SR OF A 4 8 5 /22 ST H Pt M A A, R
IFA JJT & JRAEVEAS A1 /B0 3 5. Hofh— R4 3 a4

a) Scribes may only scribe the parts of the assessment the learners wishes to
have their responses scribed. The learner may choose to write some
responses themselves.

PREUEREARALINES  BEEFEMMNZRER TR - BEE
OqPERECR—EBZ - / PE AR SR EIFEIED, I E
AT B AT TR B UGS H O —mE,

b) Scribes should only scribe the exact wording of instructions and responses
and must not give factual or suggestive help to the learner or correct them.
The scribe should write a correction on a typescript or Braille sheet if
requested to do so by the learner.

PREEZRABLERMOZMNEIER ASoS2BERUSEIRETY
MWEMSHAUEEH - MRBBEEXK - WREBZEITFRAEXRLET
BIE o / $5 BNAZA S BRI MBS IR, AMG RS S] H R At
B E7R PEH BERA IR EATT. QRE 2B 2R, Y5 SRS 3 A B E 3
REGTHEI,

c) Scribes cannot advise learners which questions to do or change the order they
appear/or are asked.

PWREAESHEEZEEMMT BN EMILIR/KEENIERF - / 574
RE T VR 21 3 BT A B AARATT HE I/ 0 1) 380 AR I

d) Where technical terms/latin names of essential oils are used the learner
should spell out the words, as the scribe will not take responsibility for
spelling errors.

R ERBHARIGIEE/N T 218 - BEEEZHRER  BRAYEER
ERHRERER - / WRMEARMIEARRIE /BT A0, I H NS
A, OIS AR E IR 15T

e) Scribes may read back to the learner what has been written but may not
comment or makes any indications if an answer is right or wrong.

PREUUOSBECEMSIAS - BNRZRIILEHENIER - kRS
aram e} (E L EIER o / 305 SR AR 2 S0 & BT S N A, HIERE %
R IEWEER R, WTREA PR B E R 67

f)  Any problems encountered during an assessment must be referred the I[FA
quality assurance assessor.
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A HAEB R AT O REE N A R4 IFA BEERENMLE - / I ES]
AR AT IR 25 A2 45 TFA Ji & RAE PG 5 o

Information communication technology

SR HEEEAG / 15 Bl E AR

Please note learners are not entitled to the use of ICT (information communication
technology) where they do not require a reasonable adjustment, even when this is their
normal way of working. The use of ICT may only include the use of word processors, for
learners with visual impairments as described above and only under supervised
conditions. A computer should only be used during training if it is appropriate to the
learner’s needs and if the learner is confident in its use.

mEE - BIEERMtMEENIFELRN -  PEBMEREER ICT (ERERGERN ) -
RtPIAFEETSENREE - GRMNBSRMNERAUERBEERXFEERS -
RAELAREERNEEE  THREEREBENRETER - STERRBESEIIEAE
ER  MREBSSEBENTE  THSBHEBREEAABRGD - /i5EE, XM
EE P TAET S, #AFHWTBER ICT (BREFEHA , BV IAT 274
HARE, FEAEESRIME A R A U ST BERS, WA LR RS 1
F2F, JEHRREA BRI N . tHREALU SRR, R eSS
BT, IR E A E .

3.5.6 Assessment in larger font/different colour
ERTFRE /A FEBRERTEHE / E R /A BT R PE S
Learners with visual impairments will be provided with theoretical /paper-based
examinations in larger sized font and/or a different colour. Papers will be
enlarged/changed in colour but questions and original layout will not be modified in
any way i.e. it will be printed in A3 rather than A4. Centres will also need to ensure
that training material and internal assessments follow the same principle and are
provided in a suitable format for the learner. Only IFA quality assurance assessors will
be permitted to photocopy/appropriately adapt papers for learners on the day of
externally invigilated examinations but usually, with the appropriate notice, the IFA
will have provided these to the assessor before the scheduled assessment.

BOERNBBERESARTFIRN/SARERNER/BEEH - MIHFHRK
R/AEEE - EEBENRBREASUEMUAINETESN - BIERKAIMAZEA4
TED - PERERMAISNFRIANAIMTGEEERNERR - EAEENENIEHR
HBBE - RAFARERGENGETSEEIINEEZEEENERREEEEH/EE
AERX - BEEREEEBRANERT - IFABREREN G Za @M ERHELX
o/ BLIIBERS 0 27 21 R R AT R RS AR A/ BN R L R BEAE / 2R BB 1k 130K
WTBOR /ARG, B A RN SR AR i A 2 AR FT 7 AT B2, RIERE LLAB T A2
AASTED . Tt dE 7 B DR ESUIRDREAN A B A S AR (R A R0, O DASE 24 A% 23R
a5 >1% . RAIFABTRRIEDHS R4 REAE SN 5 i) M RO 2 S E R H /&
MRS, HIEHAEE @RI T, IFARAETIUE PP FT 1A PRl SR it ix vt
A
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3.5.7 Bilingual assistance
BECEIRR) / DUE BN
The IFA will work collaboratively with Centres to ensure assessments are undertaken
in the learner’s colloquial language, to ensure learners are not disadvantaged. Centres
are responsible for providing an interpreter during practical assessments conducted
in languages other than English. The time required for interpreters to translate what
the IFA quality assurance assessor is saying will not be deducted from the overall
examination time. The Centre will complete the Conflict of Interest Assessment
Declaration Form for their appointed interpreter and ensure they do not alter
questions in a way that may benefit or disadvantage a learner. Interpreters must not
give factual assistance to the learner or give any clues to the answer when
communicating questions. If the IFA quality assurance assessor becomes concerned
interpreters are not translating exactly what they are saying, the Centre will be
required to supply another interpreter, which may also result in examinations having
to be rescheduled. For theoretical examinations, the [FA will provide papers
translated in the learner’s colloquial language.

IFARRE RO EE - BARMBEEZENDOREETEME - URAREBEZELTERAH
il - POBRBEEREBELOMIESETHERMMGHERHOES - OFSHEIFA
BERBAMGEMANSEMENREASRREZELSE PR - POBRER
ENOFESERNSERAGPRR"  TERARMMASUOEESEERSHAHN

WARXEEE - £EEAER - IFEFASnEEERHSEENRBEAR
R - MRIFAEERENGEEFIEL - OFRRAERMZFMMFARGE - P0G

WEXRRHS—RBOEFE - EHOEEREAVEEMR - BHRERES - IFAR
RHABBEEDOFEZRIM - /IFAKRSHOEE, iR 1 H 1 BT PP
fiti, PMfRZE I E AT ARMAL. ot 05T I JEiE DAAMIE 5 34T RS2 PRi
SR PR AL I B 11 SRR IF AT 5 ORAE VAl 539 Ui OIS TR BT 75 AR ) A 2 AL
PRI ) bR . Ao A AR RE I R USRI 2 pP VAl B AR AR, TR CR A
AIAN S BT B 27 >0 3 52 et AN R 5 U TP e AEAT A TR, 1133 B3 AN )
1 RS S B BRI R . ARIFAFUE DRUE VAl DARMS4H0, DR BIR
A HEREI AR IS, O EERIR A S — 2 D, X AT RE S B 1wl
N HT . X THARHEIR, [FAR IR AL 22 213 LG RIER8 3.

Use of bilingual dictionaries or bilingual translation dictionaries is not permitted.
Learners or centres are also not permitted to request special consideration or
adjustments to examination results after the examination on the grounds they were
unable to understand due to language barriers. Centres are reminded to only accept
learners with knowledge and comprehension of English if training is conducted in
English or the language of which training is delivered to avoid complaints, unless they
or the learner is prepared to supply an interpreter or translate material during
training to ensure the learner is not disadvantaged and able to understand and
complete all components of the course.

AN SV FH XU ] S BOOGE R . i T SRS, I F B O A SRR
TGS G RO RS BT R R SR B B . S8 0 R332 B S R ipURn B
fERE I3, IR GBI AT S R AR I DA e PR RIE S, BRARARAIEK
7 GUHERE AL RS VI ST ) SR AL 1013 53 B A kL AR DR 22 20 38 B A T AR, fgfs

© International Federation of Aromatherapists



HRARAN TE RTR I T AL 7 ./ AR E R RE ) ey SRl R 8t - FARREES
B BRERFOLOLARAARHEESEREBERYEAGERETHARE SR -
REDOIABEZEREFENENEFENNBEE - MRAEEETINIISIEMHIE
AR Se 32 AR RVEE S - BRIEM PSR B 2R T 18RI BRI IR (1 O 53 B s @l E A R A B
REBBHRZBERRAAMA - Aes9BRMT A RIZRIFAAARMERS -

3.5.8 Sign Language and other auditory support
FREREMPRE T / TR 55 FF
Learners who are deaf will be supported with the assistance of a sign language
communicator. The Centre will be responsible for providing the sign language
communicator during internal and external practical assessments. Questions and
technical terms used during the assessment may not be modified and the learner will
be expected to provide the same answers as all other learners. The learner should
have had previous experience of working with the sign language communicator
during training. The sign language communicator will portray the learner’s response
to the IFA quality assurance assessor or if necessary an interpreter who will relay
answers to the IFA quality assurance assessor. Alternatively a transcript of the
questions can be read to the learner to enable the learner to lip-read or if the centre is
unable to provide a lip reader the assessment questions may be related to learner via
videotape or audio in the learner’s colloquial language. Please note the learner may be
penalised if there are errors in inaccurate modification or translation of material. The
Centre must ensure that the interpreter is appropriately qualified. Centres should
contact the IFA for further advice if they are unclear which adjustment is appropriate.
Other general guidance includes:

BEANSEEREFEERENENTESSS - 2P OBREEATHIMIER

AEHIERHFERRESE - LB ERNEBENKIE IR S RSN - BE

ERREREHEMBEMBBEHENEE - BBERZEATIIREEEFE

BEEGHENER - FEBEEGHASEERFARERENEEMNOE - &M
AUE - BOIFABERENGEEEEZHRNEE - F - T EEEEFNEEN
IR EREEAEARNE  AEFNMRZPOFEREEESE - AIFGRETLUESR

REFRBEENOBPNSEASREEMNE - FHEE - MRENHFEMNE

# o BREURERIES - POLERFROZFEEREZENERS - IRFFEW

EREEEERN - POREIFARBLESE-PHNES - Ht—REEEE . /&
N5 3] 3 AL T AR VS RSB R JAF SRR 1% Dol S SR P AR MR SEBR 1T

IR SR AP o PEAIYI A Y (0 A R AN SR ARAE A RE A 2B, 2

R BRI Py HAb A I E AR M 5. 2138 Mz A IG5 T84

WHE AN . TARAIEE R IR 2 3] 2 X IFAR R CREVEAS R I8, B0
WE, R IFARTE GRAE VAL AL R, 80, T RAR A 2] 3 B /A i
UMl I H G B 1L, BE R O AN RESR BUS 12, JUIPP A4 [ R ] DA 5%

BT B S 1 DR TR B IS 2 SO IR, WERB B AT R,
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F)H R L RN o L IR R 1 1 53 BLAE S MRS o AN AE T R
BREENN, HLNASIFAR R RS — DI HAh— s S A4

a) Centres will appropriately prepare the sign language communicator with
example questions in advance of the practical assessment for the signing.
Centres should refer to examination procedures for each qualification,
downloadable in the centre support area.

POEERFHERIGZE - BETIEEAFEEREWFEENE
& PLESEBEEBNEHNER  IEPOIFHETEH - / T ORKEE
FHISERR VPG BT, B IR AU TR U E . b N
FRATHEIE R, ATE L SR IX R 3

b) Signlanguage communicators should communicate/interpret at a reasonable
rate and have sufficient subject knowledge to read technical terms accurately.

FRRXMEBMUSENEZETRN/GE  TEREHANSRAGE - DUE
TERRE MGG EE o / T-I5 S0 B D& BR K S AT St / feRe, IR A& 2%
HIZA RN, DLERA B RO AR .

c) Sign language communicators should communicate/interpret the exact
wording of instructions and questions, and not give the meanings of words,
explain, clarify or rephrase anything. Sign language communicators must take
care to indicate the meaning of technical words and Latin names of essential
oils. In some instances, it may be more appropriate to fingerspell a word.

FREEERZEE/BRERANEENEDER - MA2HALEENS

% BE FEANRTORA - FESEEEUETIERPBEHKMEEN
WTRBHEE - EREBERT  HiIRERATURESE - / THEARERZ
FRI8 R AN ) BRI DR B, A28 HRIE & 3 MRE,  PET5 BK

HCSAEMT ARV o T AR R 6 00T T 3R WA I A BORAR AL T 44 IR A 25 3o

FERLEREDL N, PHE RIA ] REE 5.

d) Anyamended words or phrases used to communicate a question to a learner
because a standard sign is not available or appropriate should be written
down so the learner is not penalised in how they respond and accordingly
communicated to the quality assurance assessor on the day of assessment
(where oral questions are asked).

ARESEEESEERENTAEEERNERE - AAREMRAIRNAE
EEETR . LUESFEFSAMPNOUDEMZRRE - TERItESERF
BEAGENEXEELAEERENLE - M (ABENOE™E) - /1T
5 2 F AL [ R AAR AT AE 1E Rl B AR, RO RRHERT 5 A ] F BANE 2 S
IR, DMESE I A S AT ey (B R 52 2UREST, IR DR A o ORAE Al
U RALIE G R RAE VPG 51 1Pl GRSk D
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3.5.9 Prompter
RRE [ e
All IFA externally invigilated examinations are subject to constrained time limitations
and learners with severe attention problems may benefit from the use of a prompter
to draw their attention back to an assessment task. The centre should consult with the
learner to decide if a prompter is an appropriate arrangement, or the use of
supervised rest breaks for example. The centre is responsible for making the
necessary arrangements for the provision of a prompter. The centre should select a
prompter sufficiently familiar with the learner to recognise when their attention is no
longer on the assessment task but will not be the learner’s tutor, relative, friend or
peer, which would pose a conflict of interest. All Centres will be required to complete
the Conflict of Interest Assessment Declaration Form for any and all supportive staff
during assessments. Centres should contact the IFA for further advice if they are
unclear which adjustment is appropriate. The IFA quality assurance assessor will be
informed of how prompts are given. Other general guidance includes:

FRAEIFASMBEEEH AR RNERFNAR - THEAREFENHENEEETD
AEREREARTERMMERNKRSIEFMEES - POBBAEESE - LREE
RAEEEREENRZ - AEBANERBEENARRER - 2P LEERIEHE
EHUENZH - PLOBEE—EZHABBEENRERE - LEBIMMERS
ARABLREIGEBL - EAEAREBEEZEM - A - REERF - B8
SHEMZER - AP OEFHRERETGHBAEANAEIFUETFASER
“FEEREPRE" - MRAFEMWEHBRIEFER - POBEIFABBLUESE
—SHER - IFAEEREIGEEFRSNNTELIER - Hft—iREE8E : /I
AT TFAS R 7 2 1K AT 52 2 [a] PR (R 25K, I HLELA ™ EE T 7 IR 27 3] 3wl g
S a T HIRRE R AATRE B I S BIPAEAESS . L RS ST 3, AR E IR
NE R A, BCE B A R RS % 5 ST R i 1R
B E R . O NIERE A R I ENSERE, DARAAA TR R
A HBUE RS £, BEASEONHEIE NI, SR AR, X5
A 2 R o BT AT AR AR AL SRAE VP A I 1) A AT R0 BT A SCHF IR AR N G335 A
o (PPl R RER” . WRANE IR R B R G 1, LN S IFARRR LSRG — 2
. TFABTEORUE PG SR 05 R 45 s . Hofth— et A 4:

a) Prompters should sit close enough to the learner to be able to observe the
learner and draw their attention back to the task but positioned in an
unobtrusive way.

RAERZEASBERG AR - ERHHREBZEMRMMRNEE
NRSIEER - BERURSINEENAEML ° / R BizE 5 2 FH IR R
AEMEIER R, DAMEREME ISR 7 31 8 R AT TR R MRS RS, (B A
SINE R B A€ AL

b) Prompts will be delivered by light tapping on the desk so as to not disturb
other learners. Verbal prompting and physical tapping e.g. on the shoulder or
arm is not normally permitted and must be prior agreed in conjunction with
the IFA and will be determined, dependent on the learner’s specific disability.
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BBEENBRERMKER - MURTEEMBEE - DBERTMYERE -
PImEEARHFERBERFE L - HENWESLE IFA —EFE - WiFRE
SBEENERBRERETE - / BdREmd S mitftier, DT>
Ho FEKIR A Bl il AN VAR B e T8 B, JF B Ak
5 IFA —eig, JFRRTE 31 3 1 BRI € -

c) Prompters may not indicate to learners which questions to do or change the
order in which they appear/or are asked.

RNE D REA B 2T & R E ML B 2 fth 9 L 38 /R BRIV IE

FF o/ $EoR 3 AT REAN 23 11 2 2] 2 2 WY S 0TIR £8 f 30  p538 feb A1 T S B0/ 48 ) 81 4
M o

d) Prompters should be aware that there will be periods of inactivity and must
remain silent during these periods and conform to examination conditions.

RANERZESEEEE—REBAEE - HEEEERHANERTIFIE
FERMERM - / IR FHFPZR NP A — BN EAES), I HAEX L]
WAL TR FFITERIF AT A A 2 1

e) Any problems encountered during an assessment must be referred the IFA
quality assurance assessor.

AL BB R OUEEL AR IFA BEERENMEE - / HIREER
AT TR 2R AZ 45 TFA Ji B ARAE DAL 51

4. SPECIAL CONSIDERATIONS
Real5 8 / 15 e
Special considerations are applied when a learner is temporarily impaired either due to
illness or injury but also includes other such circumstances beyond the learner’s control,
which would impact on the learner’s ability to undertake or partake in assessments. Each
case will be addressed individually and the Centre must complete the Special
Considerations Form, for each and every learner, downloadable in the centre support
area. Typically, the most appropriate course of action is to defer the learner to take the
assessment at a later date. It should be noted that a successful application of special
consideration will not necessarily change a learner’s result and marks will not be adjusted
if evidence of a special consideration is presented after an assessment has been
undertaken.

ERRERERAZEMENRIER - ERRAKH%ERERER - B aEREERAE
HIRWEMILEER - EEXESBHETHSETMENEET - SEARFIESEREE -
PLMERBEBEBERBERERER  JEFOLZKETH - BF - REGENTHERS
ERHESBEEURETMG - BRIBELNE - MERRHEERA —EEUNEEE
FWER MREETIGHRRIBFHREBNER - AIRSZHRESE - L I HR M
BT R I S, RN HR RS B, (A IE A 2] 3 JEAE i i AR RS
B, X ERON A 2] AT S 51PN RE T . B ROIHOK AL EE, O AT A
B IERPIAEIER, AETOSIRFX T8 MWW, REENATEIT RAHR
FELLE BT VPG o NI A0, RIIN HRFR S FEA — E 2 iR S E A R, Wik
FEREAT VPG J5 SR AR IARSE REROIESE , AN 2 R B 202
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4.1

4.2

Applying special considerations during training and internal assessment

TSI B AR R PR B R ERIZR / A3 VIR A S8t SO 1] S FH R R 5 IR 3R

The Centre may use their own discretion when applying special considerations during
training and internal assessment but must ensure that the learner has completed all
components of the course before entering any candidate into [FA externally invigilated
examinations, with 80% or greater attendance. We recommend that Centres include
clauses in their contracts with learners regarding rescheduling missed lessons. Special
consideration should not give the learner an unfair advantage over other learners and not
mislead anyone regarding a learner’s achievements. Learners’ internal assessment results
must reflect their achievement and not their potential ability.

ERINNSEEREEREFEERER - POTMETAE - EVERRBEEE
SRRENFAERNS - REBEASEMAFASMIEEER - HHFENS0%
£& - BRRATOERSARTNSEP A EMEN ZHEB0RENER - 155
LEFEREBBE—EFATHES MAZREEAABBENORL - BBEHNR
G AR Y BRI PIRRE - TR R PIROTEERES) © / (5 B VA1 L
FRFFRE T IRZENT, SO ATLAE (T UE, (E R 0 D20 52 MR T AL

S, SRIEASFERTSEMNIFASNIBI S, (hBhR 5 2180 % SRS 5. JRATLIL AP Lo
T I R A KR R O BRI 2K . H BB et )
AP TR RIRGIERNEIH M. 35100 P 425 el SR WA
IR, TR 1B 7E e 1.

Applying special considerations during IFA externally invigilated

Examinations

FEIFASNER S5 S I R R R L BB IE / (EIFAS Rl =5 25 i ] B FH s ki
=8

Special considerations supplied as a reason for abstaining or absence from IFA externally
invigilated examinations must be brought to the IFA’s attention as soon as the Centre
becomes aware and the Centre must completed the Special Considerations Form for each
learner. Applications for special considerations must be supported by evidence which is
valid, sufficient and reliable e.g. a medical certificate. However if a Centre needs to delay
or cancel any examinations for a group of learners e.g. in the case of a fire at the Centre,
then only a single form will need to be completed naming all the learners affected.

RN ENRFEIFAINEEEZSNREMR RS HRERBRRUNETE PO T EERIIE]
SIREIFARVER - AP OLMERABEBREBERBERERER - FAEENPRLES
B - RHOMOUERERAIZE - HlM0 . BEER - BE - MR OEEEESEUH
—HBBENEMER - FIMMMREPOREXK - AIRBEER—ORE - mB&AA
RRENEE o /M TRF B IFASN 5 2% 1 S DR T 5 4 AR IR 5 18 PR 2K 6 ZAE
Hol 1 JE SERDSEIFARE R, I O AU 2 S FH ISR IR E R . FRIAE R
R LA B 2L, 78 AR SERUE SR IS RE, Biln: BRyTiE]. {E52, RO
TR B — 4 21 F AR5, AN s RAE R O R A kR, MR R EHS — 3R
1%, i P S 5

Centres schedule examinations with the IFA a minimum of four (4) months in advance of
the required month and work collaboratively with the IFA to finalise dates for which an
examiner is available in that country within that month. Centres will provide learners
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with enough notice to ensure attendance. Once dates are confirmed in writing by the IFA
and the IFA has received the finalised examination candidate list, the quality assurance
assessor’s travel and accommodation is booked, based on guaranteed numbers. Centres
are charged cancellation fees for learners. Learners should check with their Centre in
regards to if they are liable to pay cancellation fees or their Centre pays this on their
behalf. Centres must ensure that all learners take into consideration every foreseeable
circumstance before entering into external examinations.

POEFRZRMZAEMRANERALZAIFAERT - THRIFASF - BEZAANZEEE
ERHE - PO RBERMENNEN - DEFRLER - —BIFAUSERERAE
I BIFACWEIRANEHERE - IEEREIGENRTNEESRERERE
TR - POWIBBENIUEER - BEEERtMANPLERMMIREEEES
HECHERS MNP ORRMMZAER - POLERFRAESEEETEAIIGER
ZRHEEIB—RIBRRER - / ORI H 4 281 2485000 A H 2 HFFATS
W, JEEIFAGAE, #iEiZA WZEGHENHY. ook R At v mimm, L
R B, — BIFALLRTRE A H 3 HIFAC W R B 24 125508 44 5, BT fRiE
PEAL 53 HIRAT AR i R AR PRAEBCE HEAT THAT o OIS 21 3 B 2 . 2 2138 B
[ ARATT A O B ARAT 12 54 ST SO G 2 T Bl AT T 0 e ARGR AT TS A BT
W2 DRI AT 5 2 3 AEBE NS ER 25 2 BT AR5 18 BIRE— A T 3L L IR O

4.3 Principles of Special considerations

TS IR A / iR 1S SR

Learners who are prepared and present for a scheduled assessment may be eligible for
special consideration if:

MRFEUTRSG - ERFHSMRETENBEUREERESERER | / WA
EULT A, HESR I IESINTUE P-4l 157 03 T REA BUAR TRATHRT IR 18 -

o Their performance is affected due to circumstances beyond their control e.g. illness,
accident, bereavement.

R fthfIEEERNER - tPINRRRIRE - KK - S BEZE - /b Tt
MR O, AR B, BN, ik, &R,

e Their performance is affected due to missing part of internal assessment and/or tuition
time due to circumstances beyond the learner’s control.

HAREHSBEEHHEENER - BRRVES ARG /XBERME - thfIfRRE
A& - /b HREH B EHEE O, BT e ARG A /B S TR, Al
AR BRI .

e Their performance is affected due to alternative assessment arrangements (prior
approved and agreed in advance) proving inappropriate or inadequate e.g. change in
location.

HRERFERE (SRELSAETE ) - RRERRASENATS - tRGE(E - /
BT EACEG 22 e (et IR semie)  IERIIA G EEA TR, H a2
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In these circumstances:

FEELEFERT : /ERXLEET:

o The learner will be re-entered into examinations at the next available opportunity and the
examination fee will be transferred. If a learner does not want to wait until an examiner is
next available in their country or region, please see Transfer Policy for more details.

BERE N —EUTANEEERSINES - TREBEHER - MRBEFEEFtF
FREEXSMENEETRURA - FEREREERTBESHFE - / FAKET 4
RN B 25, TR R 50 T o i DRSS B AT T BT 7 B X st X )
HHTRATH, SR EBOR T RE 2.

o Ifthe learner is seriously injured or impaired due to illness or an accident, the
examination fee may be refunded to the Centre or

MRBBZBRERASUMBRERISHRE - EHBEREL DO / W13 Bk
T3 BT ™ A 2 AR, B AT IR 4 0 B

e Reasonable adjustment will be applied as prescribed above.
SRR PR EETSIEREE o /K LR e AT S E R

Learners will not be eligible for special consideration in the following

circumstances:
ETHERT  BERBERESIERER | /E NEH T, 20T T SRR
FI&:

e No valid evidence supplied by the Centre that the learner has been affected at the time of
the scheduled assessment or self-diagnosis.

POREHBUEBRIAPBEEFEET LN ERZEISTRIRE - / P ORRIEA R
VR 2R W 2 51 F AR TIUE VP A B E FAZ Wi 52 2520 o

e Personal arrangements e.g. holidays, weddings or unauthorised absence
BAZHE - BIAN{RER - BT AREIRIERIRRE / DN, GlE, BALECRARAL
(R 5

o Lack of preparation of coursework (externally verified by the IFA quality assurance
assessor at the scheduled assessment)

RZREER (ERENEPH IFA HERETGEETINIEGE ) / 2 RIEHER
CAEFIUE VFAG 7 b TFA 58 ORAE A 53 3EAT SR 98IE )

e Failure to prepare or revise due to difficulties experienced during the course e.g. lack of
resources, changes to home life - all learners have the opportunity to discuss these with
their teacher (and where appropriate the IFA) before committing to an examination

HRREPEINESEMAREERBREN - SINRZENR - IBREEE - hE28E
HAEKSEETESNEZE (MUREZEMN IFA ) FHELRRE / b T IR i@ 2 A
MET R RENHE R BB, IS = IR, U RBEETE - T 2 2 & AL AT %1
A5 200 CBLAGE 2 [ TFA) T & ] 7t
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e Failure to inform the IFA before the scheduled assessment.

KRIEFEE M ZATEAN IFA © / RAETE PG 2 ATIE %0 IFA.

In these circumstances:

FEELEFERT : / ERXLE .

o Fees are applied to Centres for learners’ invalid cancellation (see Service Fees Policy). Itis
at the discretion of your Centre if they require learners to pay this fee themselves or pay
this fee on behalf of their learners.

ERERARSBEEVECENDO (SRIRBENE ) - IRENPLERBEBTT
HIEANNRESZEZMIEER - RIBSINPOBEITIRE - / HEH T & L
BOB R (MRS RBER) o WERER PO EREE 5 B AT SO I 2% P B RER 3L 5
SCATIEBRAL, M E RO B AT R

e Learners should also be aware of the time restriction for undertaking an IFA examination
after completing their course (see Learner Handbook).

SEEBIE TR RGMERETIFASSIRREIRE (SEEEEFM) -/ ¥ JHIEN
TS R JE BEATIFA IR I T BR 1) (S 0% 21 E T

4.4 Examples
BT / b1

Below are the most common applications of special considerations.

UTNRHEREIBREENGERER - / N 2R RE S HIUN 5o WA o

e Learners whose arms or hands are bandaged may not enter the Practical Examination(s)
in the interest of upholding safe practice. The Centre will re-schedule the learner at the
next available opportunity when the risk has been removed.

RTHEZZRF  FEAFHERNBBELFSNERER - ERMHERE - i
FE N —EOREEEMRABE - / N TP efilE, FEHBRTHROLR:IEA
B seEk B . HMRHERE, FORE N D LS =R 2 a .

e Pregnancy will not be accepted as a reason to cancel a theory examination but will be
accepted as a reason for cancelling a practical examination. Learners will be advised by
their tutor not to enter examinations or defer until the following year (our congratulations
also).

AERRZERICHEREZHAVER - ERRERFAIUHEERZHAER - fIE
MESNEEEARSMEAIMERN T —F (BRMACRER) - / HAEZHEIEAR
HER G WM, (B HER AN BN LB A B . AT I 2 5 k022 28 A
HZ MBI EHEE R T — 4 (FRATEARIR) .

e Ifalearner has an allergy to a particular essential oil or base product your Centre will
bring this to the attention of the IFA when registering the learner and inform the IFA of
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the reasonable adjustment they apply during training. The IFA will then agree how or if
the examination process can be adapted, this will be judged on a case by case basis.

MREBBFEFHHENBEHNERERBH - CPOFERMBBBNGHEIZERIFAT
B - WEMIFAfPIEEIAEERANSIEREE - 22% - IFARRENOREE T LERE
BERRF - ERRIBEERERETHER o / i1 2] 0 E FRS I s A i,
T R AR E M 2 ST 3 PR L RIB TFATE R, 95 FHTFAMATIFE 15 )1 393 18] 52 P A 5 2
o A, IFAR [EEA T B0 5] DU B R, OB RS BARE DL AT I .

In any event, all special circumstances such as these must be brought to the [FA’s
attention immediately to determine how to best support the learner.

| - FREELERKRIERMEAIEISIREIFARGER - UREMA&FiISZHER

F oo /oW, A XK LA AL R SRS IFARE R, DABH E A0 n f i 3 S H 7
E

5.  RECORD KEEPING
RCSRIRTE / 10k ARAF

Centres will retain records of any and all requests, decisions and applications of
reasonable adjustment and special considerations for learners in either electronic or
paper format, for 3 years. The IFA may request details at any given time.

PG REHEFRBERANBETETSEABRNEREZERNEQMABRK - R
EMEPAAVRCER - BYBE - IFATMERMAEREFEKFMER o / h KR
TR 2 3] 3 AT & BOR BEAVR IR 5 RS AR AT A I AR, e AT 1L
3K, N3, IFART AFEARAT4S € I RS R PEAH(E 2 -

6. MALPRACTICE
EfTR /AHTH

Centres are reminded that failure to comply with this policy may potentially constitute
malpractice and result in the withholding of examination results. Failure to comply could
be:

REDL - FEFEABERUBERAZETALERNERELER - FETIRER : /iR
BEFF Ly, ANESFABOR AT RER A ZAT NI S SN B4 R . AT il fESE

e Failure to inform the IFA
FRIBANIFA / A @ HIFA

e Implementing reasonable adjustments without prior approval from the IFA
REEIFASEHLE - Bt SIRREE / RAEIFAEGAE, S0 & B

e Implementing reasonable adjustments or special considerations without obtaining the
relevant evidence from the learner

ERBHEBENEESHEEZEBNER TERSIEAGEEIS®RER / E1A N
B8 HLARAGAH SRS A 1B 0 T St 2 A 1 R RS AR5 R

e Circumnavigating this policy
IRIBE IR ) o X —BUR
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e Failing to retain, and provide the IFA with, records of decisions regarding reasonable
adjustments or special considerations.

REERE W [AIFATR AR S IR RS TAE BRVRRECER - / RAEOREIF A IFASR LA
KA B B R IR FE TR AT K

All cases of malpractice will be addressed through the Malpractice and Maladministration
policy, which can be found on the IFA website.

FrEARETREARFERAETRATBREBIRMANR - KBERTEIFAGERS L%
g o / A A AT NSRBI A AT AT EUR MBUR AR R, 2B T EIFAR 3
P

7. APPEALS
E&x/ LF
If you wish to appeal a decision regarding the IFA’s decision to grant reasonable
adjustments or special consideration please see the Appeals Policy, which can be found on
the IFA website.

MREEFIFARER FEEFABRFHREBIRERSL L5k - FFEH LEREER - ZH
SROJTEIFARENE EHB] - / G RIEAEIFA R E 45 T & BB B IR 5 R 1 v E 1R H
Uk, EZ 0 LIRBOR, BRI AEIFAM uh_ B H)

8. MONITORING
B / Ha

The IFA will monitor the content of this Reasonable Adjustment and Special
Considerations Policy and the implementation of its content on an annual basis through:

IFA B EBUTAXASEER L SERABNBEHREBBERNABT REASTHE : /IFA
W et DL U A A M 00 b B R N 5 PR IERE 1) N 728 L P 25 1 i -

o Centre approval process and procedure
POEMRIEMER / o0 s R

e External Verifier visits and their completed report, and any other applicable method of
providing feedback

SMEBRREE B IR ESe VS - I RIEM REERVEMEMER 75 E / SN RIEE V) )
L CSE IR, LR BR A S ASE HAE Ary oAb Y vk

o Examiners’ and external verifiers’ training sessions
EEESMINEBREASRIEIEREE / & A SOAAMTRZ A R IERTE

e Statistical analysis of the number of learners with special needs
HAERBKBENSBAEYSETRI W / AR EK 7 B BE AT G0 b

e Statistical analysis of achievement and pass rates, incorporating and observing trends,
positive and/or negative bias or disadvantage (gender, ethnicity, age, disability)

BRI RAERAVRET O - MANERREE - BB /SOHBRIRR AT (145 - &
& - R - TRIK) [/ BRI B F RGNS SS, BI04 i A
K (PER, B, il O
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e Inspection of training assessment promotional materials produced and presented by
Centres and their editors, advisors and staff

o WERPOKERE - BERMNIFEASEENRRZNEINTGEEEME - /ahho
L LG, R AN AR N G AR AT R85 I PP B A A
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