P-65 Special Consideration Policy and Procedure

Purpose

Diamond Valley Learning Centre (DVLC) will give special consideration to any VET student whose work for a
particular assessment has been adversely affected by exceptional circumstances beyond their control.

Scope
This policy applies to DVLC staff and VET students.

Definitions

Assessment The process of collecting evidence and making judgements on whether
competency has been achieved, to confirm that an individual can perform
to the standard expected in the workplace, as expressed by the relevant
endorsed industry / enterprise competency standards of a training
package or by the learning outcomes of an accredited course (AQTF Users’
Guide to the Essential Conditions and Standards for Continuing
Registration).

Competency The consistent application of knowledge and skill to the standard of
performance required in the workplace. It embodies the ability to transfer
and apply skills and knowledge to new situations and environments (AQTF
Users’ Guide to the Essential Conditions and Standards for Continuing
Registration).

Credit transfer Recognition that a student has previously completed a unit of competency
that is part of their current training program. Recognition can only be
given where the unit codes and unit titles are identical.

Currency of the The status of the training product (VET qualification, skill set or unit of
training product competency) on the National Register such as current, superseded,
removed or deleted.

National register www.training.gov.au

Recognition of prior | A method of Individual competency-based assessment undertaken by
learning qualified assessors to identify the training required to fill gapsin a
person’s knowledge and skills to meet the requirements specified in a
training package.
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Training support Resources provided to a student to help them successfully complete their
training. Examples include practice exercises and tests, tutorials,
individualised support from the trainer, assistive technology, language,
literacy and numeracy support, and IT or technical support.

VET Vocational education and training.

Wellbeing support Resources made available to students to support their wellbeing during
training and assessment. Examples include study skills support, access to
counselling or mental health resources, access to domestic violence
support, financial wellbeing support, access to bereavement support, and
local community support.

Policy Guidelines

DVLC recognises that some students enrolled in a VET program may be adversely affected by exceptional
circumstances beyond their control and that they should be offered a further opportunity to demonstrate
their competency.

Special consideration
Students may apply for special consideration where their assessment performance has been affected by:

e acute illness (e.g. hospital admission, serious injury, severe anxiety or depression or severe
asthma);

e bereavement (e.g. loss of a close family member) or a family breakdown;

e hardship or trauma experienced as a victim of crime or due to loss of income or employment; and

e absences due to obligations to emergency services such as the Country Fire Authority, jury duty, or
military service.

Written application

A student seeking special consideration must apply in writing to the Training Manager (for example by
email) no later than two (2) days after the assessment submission deadline has passed. The application
must include supporting documentation, such as:

e a medical certificate stating the student was unfit to sit the assessment;

e evidence or certificates from other professionals such as social workers or psychologists;
e adeath notice or certificate;

e apolice report;

e notification of jury service or military obligations;

e notification of obligations to emergency services; and

e astatutory declaration from the student or relevant others.

Special Consideration decision

The Training Manager will discuss the application for special consideration with the trainer in confidence
and make a decision with the best interests of the student in mind. The Training Manager will inform the
student in writing of the special consideration decision (for example, by email). The special consideration
decision may include one or more of:
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e an extension to assessment due dates;

e additional time to complete work placement requirements;

e appropriate reasonable adjustments to assessment conditions (such as additional time to complete
the task, a replacement task, access to ICT tools or resources, provision for video or photographic
evidence);

e alternative assessment tasks, provided that they meet assessment requirements and do not
advantage the student over others; or

e atransition plan where the VET course is (soon to be) no longer current.

Students may be offered up to a six (6) month extension to their course. If the student has not met the
course requirements within the six month extension period, they will be withdrawn and relevant
statements of attainment issued. If the student wishes to continue their studies, they will be offered the
opportunity to re-enrol in the next available course, or an appropriate alternative course, and be given
credit transfer or recognition of prior learning where applicable.

Procedure Guidelines

1. All requests for special consideration must be made in writing to the Training Manager no later
than two days after the assessment submission date has passed.

2. The Training Manager will consult relevant staff such as the course trainer and ensure that the
application contents remain confidential or on a need to know basis.

3. In considering the request, the Training Manager will take the following into account:

e the student’s circumstances, and the availability of supporting evidence;
e the best interests of the student;

e the currency of the training product;

e the timeliness of the application; and

e how DVLC may be able to support the student during this process.

4. |If the request is to be granted, the Training Manager must decide the most appropriate form of
consideration to be applied. This may include one or more of (but not limited to):

e extension to assessment due dates;

e extension or change to work placement dates;

e alternative ways to collect evidence of competency;
e use of assistive technology;

e alternative form of assessment; and

e training support and/or wellbeing support.

5. The Training Manager must inform the student in writing of the outcome of the request, and
include details such as:

e reasons for request refusal; or

e asix month completion deadline; and/or

e alist of revised assessment dates; and/or

e the alternative form of assessment to be used; and/or
e training / wellbeing support provisions.

6. The Training Manager must ensure that:
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e adequate resources are in place to implement the consideration process;

e arelevant staff member is appointed to monitor student progress and provide a
communication channel; and

e consideration conditions are reviewed over the next six months.

7. If the student is unable to complete their assessment program after six months, the Training
Manager must reassess the situation and:

e inform the student that they will be withdrawn as per the special consideration condition; and
e discuss options for the student to re-enrol in the course or suitable alternative training.
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