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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs – learner support, assessment, access 

and equity, and reasonable adjustment obligations; National Code of 
Practice for Providers of Education and Training to Overseas 
Students 2018 – Standard 6 Overseas student support services, 
where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 
1988; Disability Discrimination Act 1992; relevant anti-discrimination 
and equal opportunity legislation 

Related Documents Student Support Policy and Procedure; Language, Literacy, 
Numeracy and Digital Literacy Policy and Procedure; Assessment 
Policy and Procedure; Reasonable Adjustment Policy and 
Procedure; Complaints and Appeals Policy and Procedure; 
Educational Resources and Equipment Policy; International Student 
Application Form 

 

1. Purpose 

This policy and procedure explains how Million Brown’s College (MBC) identifies, records, supports and responds 
to student needs that may require reasonable adjustment in training and assessment. 

It provides practical guidance for staff when considering support needs, assessment access, reporting and 
documentation for students whose characteristics or circumstances may affect participation. 

2. Objective 

MBC will ensure that its services provide access and equity for all students and prospective students and that its 
policies, procedures and assessment practices are fair and non-discriminatory. 

Where MBC cannot reasonably meet an individual student’s needs or cannot provide the required support within 
the training and assessment environment, MBC may discuss referral or alternative options with the student. 
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3. Scope 

This policy applies to all current, prospective and previous students, staff, trainers, assessors, student support staff 
and other MBC stakeholders involved in student support, reasonable adjustment, assessment and recordkeeping. 

4. Policy Statement 

Characteristics and circumstances such as disability, carer responsibilities, cultural or religious obligations, being of 
Aboriginal or Torres Strait Islander origin, having English as an additional language, or other individual factors may 
result in a student requiring reasonable adjustment for some or all of their training and assessment. 
Reasonable adjustment describes actions or changes implemented to ensure that a student can participate in 
learning and assessment on the same basis as other students, while still maintaining the integrity of the training 
product and the standards required for competent performance. 

Reasonable adjustment must not remove the need for the student to meet the requirements of the unit of 
competency, assessment conditions, licensing outcomes or workplace performance outcomes. 

5. Principles 

Student needs must be considered respectfully, individually and confidentially. 

Support decisions must be evidence-based and appropriate to the learner, course and assessment context. 

Adjustments must be reasonable, practical and must not compromise the validity, fairness, reliability or authenticity 
of assessment. 

Where support needs are identified, these should be documented and monitored. 

6. Identifying Support Needs 

Support needs may be identified through the enrolment process, LLND review, pre-training review, student 
disclosure, trainer observation, medical or specialist documentation, support meetings, or ongoing review during 
training. 

Where a student identifies a need that may affect training or assessment, staff should discuss the issue with the 
student and consider whether an assessment adjustment, delivery adjustment, support referral or other strategy is 
required. 

7. Course and Training Delivery Modification Guidelines 

Delivery strategies that may be used to support students with reading difficulties include minimising unnecessary 
reading demands, explaining content verbally and visually, reading aloud key information, using demonstration and 
simulation, explaining written concepts verbally, using oral questioning to highlight critical information, using group 
activities where appropriate, using visuals to support written text, and enlarging text where needed. 

Delivery strategies that may be used to support students with writing difficulties include group exercises where 
writing responsibility is shared, examples of completed tasks, use of plain English documents and forms, 
highlighting key words or phrases, and use of glossaries for technical terms. 

Delivery strategies that may be used to support students with hearing difficulties include transcripts or subtitles for 
audio-visual material, seating arrangements that support visibility, minimising background noise, ensuring the room 
is well lit, repeating student questions before responding, avoiding speaking while facing away from students, and 
providing information through handouts or written instructions. 

Delivery strategies that may be used to support students with numeracy difficulties include explaining the numeracy 
problem in words, demonstrating calculations step by step, supporting students to identify the required calculation 
or measurement, and encouraging and demonstrating appropriate calculator use. 
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8. Assessment Modification Guidelines 

Assessment modifications may include oral responses instead of written responses where appropriate, oral 
questioning of underpinning knowledge, reading questions aloud to the student, observation-based assessment 
supported by questioning, group work where another student acts as scribe if appropriate, use of a personal 
support person to read or scribe, use of an interpreter where approved, extra time, enlarged text, assistive 
technology, or modified presentation of instructions. 
All assessment adjustments must still enable the assessor to collect sufficient valid, authentic and current 
evidence. 

9. Reasonable Adjustment Decision-Making 

Reasonable adjustment decisions should be made by an authorised trainer, assessor or support staff member in 
consultation with the student and, where needed, the RTO Manager or another suitable officer. 
Where specialist documentation exists, it should be considered in deciding appropriate support strategies. 

Any significant adjustment arrangement should be recorded on the student file or support plan. 

10. Reporting and Documentation 

Where special needs, support needs or reasonable adjustment arrangements are identified, the relevant details 
should be documented using approved MBC forms, file notes, support plans, assessment reports or meeting 
records. 

Reports should identify the need, the adjustment or support strategy agreed, any evidence considered, who 
approved the adjustment, and any follow-up review date where relevant. 

Documentation must be retained on the student file in accordance with MBC records management requirements. 

11. Limits of Adjustment 

MBC is not required to make an adjustment that would impose unjustifiable hardship, compromise required 
competency outcomes, create an unreasonable safety risk, or undermine the essential requirements of the training 
product or assessment. 

Where MBC cannot reasonably provide the required support, the student should be informed respectfully and given 
advice about other available options where appropriate. 

12. Staff Responsibilities 

Trainers and assessors must identify possible support needs, discuss issues respectfully with the student, 
implement approved strategies, and keep required records. 

Student Support staff must assist with support discussions, referrals, coordination and documentation where 
relevant. 

RTO Manager / authorised delegate must oversee significant decisions, support staff guidance, and ensure that 
adjustment processes remain compliant and consistent. 

13. Continuous Improvement 

A summary of all special needs, support and reasonable adjustment related matters may be presented as part of 
MBC’s Continuous Improvement and Management Meeting processes for review. 

The purpose of this review is to ensure management becomes aware of repeat issues, common threads relating to 
the general management and safety of staff and students and the services being provided, and any general 
adverse trends that need correction. 

 

 
 



 

Special Needs Assessment Guidelines and Reports Version 2.0 Review Date: 26 March 2027 

14. Confidentiality and Privacy Statement 

MBC values and is committed to protecting the privacy of its staff and students. Information about special needs, 
support arrangements and assessment adjustments will be handled confidentially and only disclosed where 
necessary for support, compliance or legal reasons. 

15. Publication 

This policy will be available to students and staff through MBC’s approved document access points, the intranet, 
website where appropriate, or on request. 
This policy and procedure will form part of the information distributed and communicated during staff orientation 
and relevant student information processes. 

16. Review Processes 

Policy review frequency: Annually. 

Responsibility for review: RTO Manager or authorised delegate. 


