Assessment (VET and Foundation) Procedure

MELBOURNE
POLYTECHNIC

Appendix A — Handling requests for alternative arrangements for assessment

Flowchart 1: Reasonable adjustments for learners with a disability or long-term medical condition

Learner has a disability or long-term
medical condition

v

Learner approaches teaching area
requesting assistance with
assessment and/or other learning
support

A 4

Teacher/Lead Teacher/ Education Manager:
- Encourages learner to contact Student Equity and Access Service

(SEAS) as soon as possible
- Shows learner the SEAS website, highlighting types of support

available, including assistance with reasonable adjustments to
assessment

- Assists the learner to make contact if appropriate

v

Learner contacts SEAS:
- Preferably at commencement of course
- Can be at any time, but must be prior to

assessment

SEAS gathers information and decides if
criteria for its support are met.

If so, learner registers with SEAS and is
assigned Disability Liaison Officer.

A

Disability Liaison Officer works
collaboratively with learner and
Teacher/Lead Teacher/ Education Manager
to develop Disability Support Plan. This may
include reasonable adjustments to

Reasonable adjustments could include,
but are not limited to, changes in:

- Method of assessment

- Time allowed

- Venue of assessment

- Use of a scribe

- Format of presentation

assessment.

Educator/assessor implement reasonable
adjustments as agreed

!

Teacher/Lead Teacher/ Education Manager
ensure agreed adjustments are recorded on
student file
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Flowchart 2: Extension to due date (less than 10 days)

Learner is affected by unexpected illness, injury or family/work matter
and anticipates not being able to complete assessment task by due

'

Learner asks teacher for an extension of due date

.

Teacher advises learner to put request:

- In writing (email), advising new due date for submission
- Atleast 2 working days prior to due date

'

Teacher responds:
- In writing (email)

Teacher considers request and may request additional evidence.

- Within 2 working days of request

Approved?

Yes

Extension granted for up to 10 days

Learner may lodge a complaint or appeal
against the process or your decision. See
Student Complaints and Appeals Policy.

Teacher records outcome on learner file
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Flowchart 3: Special consideration

Disability Support Plan.

e Alearner’s personal circumstances, illness, injury or other cause are anticipated to adversely affect their capacity to prepare
for, present or perform any component of an assessment; and/or

e  Alearner anticipates their ability to complete assessment will be impacted by personal circumstances including illness, injury
or other cause for a period of more than 10 days; and/or

e Alearner's performance on an assessment was adversely affected by personal circumstances, iliness injury or other cause.

This includes learners with a disability who may have been impacted by unforeseen circumstances not covered under their

|

Learner approaches teaching area
requesting assistance

v

Yes

International
student?

No

"

Seek advice from International
Office regarding best option for
student. If special consideration
best, proceed.

Learner advised to apply for special consideration:
In writing, with supporting documentation if available
To Education Manager
Any time during teaching period but no later than 3 days after

assessment due date

Education Manager:

Considers request
Requests additional evidence if required

Responds to learner via email within 5 working days of

receiving request:
o  Approved/not approved

o Details of special consideration granted
Advises Teacher/Lead Teacher of outcome of decision

Approved

Possible outcomes:
- Extension longer than 10 days

o Method of assessment
o  Time of assessment
o  Venue of assessment

- Alternative assessment task

- Reasonable adjustment, e.g. change to:

v

Not approved

S

Learner may lodge a complaint or appeal
against the process or your decision. See
Complaints and Appeals Policy.

Education Manager records outcome on
learner file

Page 3 0of 3

Melbournepolytechnic.edu.au / ABN 50 230 165 243 / Higher Education Provider No. PRV12142 / CRICOS CODE 00724G / RTO Provider No. 3075




	Appendix A – Handling requests for alternative arrangements for assessment

