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Access to Fair Assessment Policy and Procedures  

 
Suffolk Wildlife Trust (SWT) will ensure that all AIM Qualifications accredited courses 
and units are designed and assessed in a way that gives all candidates the fairest 
possible opportunities to show their attainment. 
 

• Learning needs will be identified and addressed where necessary to ensure that 
information is accessible and tasks appropriate. 

• Tuition will be to a high standard and will be internally assessed. 

• Assessment tasks will be relevant, clearly defined and supported by tutors. 

• Assessment by tutors and internal quality assurers will be transparent and 
respect equality and diversity. 

• Candidates will be kept informed in a timely manner of progress after 
submission of evidence, including validation and results.  

 
All accredited courses, assessment and verification will comply with AIM Qualifications 
guidelines and procedures. 
 
In designing an assessment strategy and/or individual assessment tasks the following 
principles will need to be included:  
 

• Reliability  

• Validity  

• Fitness for purpose  

• Transparency 

• Recognises and respects equality and diversity 
 

 
Reasonable Adjustments and Special Consideration Policy 

A reasonable adjustment is any action that helps to reduce the effect of a disability or 
difficulty that places the learner at a substantial disadvantage in the assessment 
situation. Reasonable adjustments are made for individual learners, based on each 
learner’s individual needs. Reasonable adjustments must not affect the reliability and 
validity of the assessment outcomes, but may involve:  



   
 

   
 

• Changing usual assessment arrangements, for example allowing a learner extra time 
to complete the assessment activity.  
• Adapting assessment materials, such as providing materials in Braille. 
 • Providing specific assistance for the learner to access the assessment, such as a sign 
language interpreter or a reader.  
• Re-organising the assessment room, such as removing visual stimuli for a learner with 
autism.  
• Changing the assessment method, for example from a written assessment to a spoken 
assessment.  
• Using assistive technology, such as screen reading or voice activated software. 
 
Identifying learners’ needs  
The centre has a responsibility to ensure it has effective internal procedures for 
identifying learners’ needs, and that these procedures comply with the requirements of 
the Equality Act 2010. 
 
Reasonable adjustments must be approved or set in place before the assessment 
activity takes place, to enable the learner to access the assessment. The work produced 
by the learner must be marked in the same way as the work of other assessed learners; 
‘allowances’ cannot be made once the assessment is complete, and ad hoc, unapproved 
adjustments may not be put in place. SWT is required by law to do what is ‘reasonable’ 
in terms of giving access. What is reasonable will depend on the individual 
circumstances, the impact of the disability on the individual, cost implications, and the 
practicality and effectiveness of the adjustment. Other factors, such as the need to 
maintain competence, must also be taken into consideration. Different types of 
assessment make different demands on the learner and will influence whether 
reasonable adjustments will be needed and the kind of reasonable adjustment which 
may be put in place. 
The adjustments that may be appropriate for a particular assessment will depend upon:  
• The specific assessment requirements of the units and/or qualification.  
• The type of assessment.  
• The particular needs and circumstances of the individual learner 
 
Any adjustments made must: 
 • Meet the requirements of the specifications regardless of the process or method 
used.  
• Enable the assessment criteria to be assessed, and moderated or verified.  
• Ensure the assessment methods are as rigorous as those used with other learners.  
• Be consistent with the learner’s normal way of working.  
• Not change the level of the achievement required.  
• Not give the learner an unfair advantage.  
Assessment criteria may not be amended, re-worded or omitted. 
 



   
 

   
 

It is the responsibility of the tutors to check if identified/requested reasonable 
adjustments require approval from AIM Qualifications prior to assessment. 
 
Special Consideration  
A special consideration may be requested when a one-off, unexpected, temporary event 
has taken place during an assessment event, which has or potentially could have 
affected the performance of one or more learners at the time of assessment. Special 
consideration may be given to whole groups of learners where an event affects the 
whole group (such as a fire alarm going off during an assessment), or may be given to 
one individual learner (e.g. as a result of bereavement). Further information and advice 
should be sought from AIM Qualifications where necessary.  
 
A learner who is fully prepared and present for a scheduled assessment may be eligible 
for special consideration if:  
• Performance in an assessment is affected by circumstances beyond the control of the 
learner for example recent personal serious illness, accident, bereavement, or serious 
disturbance during the assessment, such as a fire alarm.  
• Part of an assessment has been missed due to circumstances genuinely beyond the 
control of the learner.  
 
A learner will not be eligible for special consideration if: 
 • No evidence that the learner has been affected at the time of the assessment by a 
particular condition.  
• Any part of the assessment is missed due to personal arrangements including holidays 
or unauthorised absence.  
• Preparation for a component is affected by difficulties during the course, such as 
disturbances through building work, lack of proper facilities, changes in or shortages of 
staff, or industrial disputes.  
 
In some circumstances, for example for on-demand assessments, it may be more 
appropriate to offer the learner an opportunity to take the assessment at a later date. 
Special consideration should not give the learner an unfair advantage neither should its 
use cause the user of the certificate to be misled regarding a learner’s achievements. 
The learner’s result must reflect their achievement in the assessment, and not 
necessarily their potential ability. 
 
Recognition of Prior Learning 

Suffolk Wildlife Trust is totally committed to an inclusive approach in the provision of 
appropriate learning opportunities and, to this end, emphases its responsibility to 
recognise prior learning and / or achievement. Recognition of Prior Learning (RPL) is a 
method of assessment that considers whether learners can demonstrate that they can 
meet the assessment requirements for a unit through knowledge, understanding or 
skills they already possess and so do not need to develop through a course of learning. It 

https://www.aim-group.org.uk/qualifications/centres/policies-and-procedures/


   
 

   
 

is used sparingly and can be applicable to adult learners returning to education. RPL 
provides a route for the recognition of the achievements resulting from continuous 
learning.  
 
RPL enables recognition of achievement from a range of activities using any valid 
assessment methodology. Provided that the assessment requirements of a given unit or 
qualification have been met (through evidence that the relevant unit learning outcomes 
have been met by a learners’ prior learning), the use of RPL is acceptable for accrediting 
specific assessment criteria or a whole unit. Evidence of learning must be valid and 
reliable.  The process of assessment for RPL applies the same quality assurance and 
quality monitoring standards as is any other form of assessment offered by SWT.  
 
Assessment of RPL evidence 
Assessment methods for RPL must be as rigorous as those used for other methods of 
assessment in that they must be fit for purpose and relate to the evidence of learning 
provided. It is possible to claim credit for any unit through RPL unless the assessment 
methods proscribed for that unit do not allow this. It is the responsibility of tutors and 
IQA to ensure that the evidence presented and accepted is:  
 • Valid: The evidence provided by the learner or potential learner must be a clear 
demonstration of conformity with the demands of the specified learning outcome. 
 • Current: It is essential that the evidence should be current i.e. that it should meet up 
to-date demands and not be demonstrative of a practice which has significantly 
changed. The exact form of the evidence required will vary from programme to 
programme and will depend on the extent of the experience and the nature of the 
outcomes claimed. If there is any doubt about the currency of any evidence supplied 
then tutors will be allowed to use questions to check for understanding and for 
competence.  
• Sufficient: evidence must be sufficient fully to meet the requirements of the learning 
outcome/s. if the evidence offered is deemed to be insufficient then that RPL evidence 
must be supplemented by evidence generated through other appropriate assessment 
method/s before the learning outcome can be said to have been met. 
 • Authentic: The evidence provided must have been produced only by the individual 
who presents it. As with any other form of assessment, it is important that the learner 
understands the meaning and implication of plagiarism and that a declaration of 
authenticity is provided.  
• Reliable: Evidence provided in support of any RPL claim should be such that the 
individual assessing it would make the same decision if the assessment was to be 
repeated.  
 
The process of RPL  
If the request for RPL rests on previous study, then the process set out immediately 
below will apply: 



   
 

   
 

 • The first part of the process will involve checking the prior award’s learning outcomes 
and unit content against the corresponding elements from which the learner is seeking 
exemption.  
 • The second part involves checking that any materials offered by the learner have, in 
fact, been produced by them. It should be noted that it is the learner, not SWT, who 
bears the responsibility for assembling appropriate evidence. The responsibility of SWT 
is to check the evidence presented, not to seek evidence on behalf of the learner  
• Once a file of evidence has been submitted then the tutor will be asked to map the 
evidence from the prior award, unit by unit, against the required level of the 
programme to ensure that they are covered by the evidence presented. If the tutor is 
satisfied that the academic requirements are met, then a report will be prepared for the 
IQA. The final decision will rest with the IQA 
 • If the RPL rests on practical experience and skills, then the method set out below may 
be used: 
 • The methods of assessment chosen will depend on the assessment strategy for the 
programme unit being assessed and may include: examination of documents/ witness 
testimony/ reflective accounts or portfolios/ professional discussion  
• Assessment should: be planned with the learner/ be the subject of formal decision 
making/ be the focus of feedback and advice/ be recorded on Moodle in the same way 
as any other type of assessment/ be verified in the same way as for other forms of 
assessment/ be considered via the SWT appeals procedure if this is required/ be subject 
to the normal certification process/ be subject to the same quality assurance 
requirements as any other assessment method. 
 
 
 
Appeals  

These will be recorded and handled according to AIM Qualifications guidelines and 
Suffolk Wildlife Trust’s Appeals Procedure for Learners. Details of this are made 
available to every learner registering on a course. 
 
 
 
Malpractice and Maladministration 

Malpractice  
Malpractice is essentially any deliberate activity or practice which contravenes 
regulations and compromises the integrity of the internal or external assessment 
process and/or the validity of certificates. Malpractice may include a range of issues 
from completing assessments on behalf of learners to the deliberate falsification of 
records in order to claim certificates. 
 
 
 

https://www.suffolkwildlifetrust.org/media/8728


   
 

   
 

Maladministration 
Maladministration is essentially any activity or practice which results in non-compliance 
with administrative regulations and requirements and includes the application of 
persistent mistakes or poor administration within a centre.  
 
The Centre Manager responsible for the qualification and/or units of the qualification 
will supervise all investigations resulting from an allegation of malpractice or 
maladministration.  
 
If malpractice is discovered by the Centre, full details of the case will be submitted at 
the earliest opportunity to AIM Qualifications. 
 
Contingency Procedures 

In the event that SWT is unable to continue delivery of courses with registered learners 
alternative providers will be contacted to enable learners to complete. All transfer 
details will be arranged between SWT and the other providers. Learners will be given 
the option of transferring provider or a full refund. 
Providers with which arrangements are in place include Essex Wildlife Trust, Sussex 
Wildlife Trust and Hampshire and Isle of Wight Wildlife Trust. 
 
Plagarism 

SWT takes plagiarism seriously.  Plagiarism is submitting someone else's work, in whole 
or in part as your own, with or without their consent, by incorporating it into your work 
without full acknowledgment. AI generated content is also classified as plagiarism. Work 
means any intellectual output and typically includes text, data, images, sound or 
performance.  
 
If a learner submits an assignment that contains work that is not their own, without 
clearly indicating this to the marker, they are committing ‘plagiarism’ and this is 
academic misconduct.  
 
This might occur in an assignment when:  

• using a choice phrase or sentence that you have come across or translated from 
another source  

• copying word-for-word directly from a text or other source  

• paraphrasing or translating the words from a text or other source very closely  

• using text downloaded from the internet, including that exchanged on social 
networks  

• borrowing statistics or assembled facts from another person or source  

• copying or downloading figures, photographs, pictures or diagrams without 
acknowledging your sources  

• copying comments or notes from a tutor  

• copying from the notes or essays of a fellow student  



   
 

   
 

• copying from your own notes, on a text, tutorial, video or lecture, that contain 
direct quotations from tutors  

• using text obtained from assignment writing sites, organisations or private 
individuals.  

• paying for work from other sources and submitting it as your own 

• copying work generated by an AI content generator.  
 
Learners are given guidance on referencing to prevent unintentional plagiarism. Tutors 
and IQAs undertake random plagiarism and AI generation checks using the online 
checker (SmallSEOTools) 
 
Intentional or reckless plagiarism is not acceptable and can prevent learners from 
qualifying. Learners should ensure they use appropriate referencing. Where SWT 
suspects plagiarism, the learner will be informed and asked to resubmit the work.   
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