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About this guide 
This guide has been designed to help vocational education and training (VET) lecturers 
and assessors, disability practitioners and managers make ‘reasonable adjustment’ 
in teaching, learning and assessment. 

It explains the concept of reasonable adjustment and its role in VET, namely, to: 
•	 ensure that students with disability can access and participate in training on the same 

basis as students without disability; 
•	 increase access to, and participation in, training of students with disability; and 
•	 reduce the impact of disability on achievement of a vocational qualification. 

This guide provides information and practical strategies for applying reasonable adjustment 
in teaching, learning and assessment. 

All registered training organisations (RTOs) must refer to and comply with relevant state 
and Commonwealth legislation. Lecturers, assessors, managers and disability services 
officers (DSOs) are advised that they must also refer to the policies of the relevant RTO 
to determine what adjustments they may be able to offer and what processes are to be 
followed. 

Students with disability often need additional support to ensure that they have the same 
educational access, opportunities and outcomes as those without disability. 
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Legislative requirements 
A legislative and regulatory framework underpins and supports the delivery of education, 
training and employment services in Western Australia. 

The following information explains the relevant framework and its implications for 
reasonable adjustment by service providers in the VET sector. 

The Disability Discrimination Act 1992 and the Disability Standards for 
Education 2005 

The definitions of direct and indirect discrimination in the Disability Discrimination Act 1992 
(Cth) were amended by the Disability Discrimination and Other Human Rights Legislation 
Amendment Act 2009 (Cth) to make explicit that there is a duty to make reasonable 
adjustments to avoid discrimination. 

In terms of direct discrimination, this means that a person is discriminating against another 
person if he or she fails to make, or proposes not to make, reasonable adjustments for the 
person with the disability, where the failure to make such adjustments has, or would have, 
the effect that the person with disability is treated less favourably than a person without 
disability in circumstances that are not materially different.1 

The Disability Standards for Education 2005 (Cth) are a form of subordinate legislation 
made under section 31 of the Act. The Standards clarify and make more explicit the 
obligations of education and training service providers under the Act and the rights of 
people with disabilities in relation to education and training. 

The Standards relate to all aspects of a student’s engagement with a training organisation, 
including enrolment, participation, student support services and curriculum development, 
accreditation and delivery, as well as the elimination of harassment and victimisation. 

A comprehensive set of guidance notes supports these standards. This publication further 
explains the advice given in the notes and relates it specifically to the development and 
delivery of assessment services – including RPL in the VET sector. 

On pages 24 and 25 of the Disability Standards for Education 2005, it states the following: 

6.3 Measures for compliance with standards 

Measures that the education provider may implement to enable the student to participate 
in the learning experiences (including the assessment and certification requirements) of 
the course or program, and any relevant supplementary course or program, on the same 
basis as a student without a disability, include measures ensuring that: 

(a) the curriculum, teaching materials, and the assessment and certification requirements 
for the course or program are appropriate to the needs of the student and accessible 
to him or her; and 

... 

1	 See Explanatory Memorandum, Disability Discrimination and Other Human Rights Legislation Amendment 
Bill 2008, 7. 
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(f)	 the assessment procedure and methodologies for the course or program are adapted
 
to enable the student to demonstrate the knowledge, skills or competencies being
 
assessed.
 

Providers of training and assessment services in the VET sector are obliged to: 

make reasonable adjustments where necessary to ensure that students with disability
 
are able to participate in education and training on the same basis as students without
 
disabilities.
 

Equal Opportunity Act 1984 (WA) 
Discriminatory conduct may contravene the Disability Discrimination Act 1992 or the 
Equal Opportunity Act 1984. These Acts operate concurrently. However, the Disability 
Discrimination Act and the associated Disability Standards for Education 2005 (Cth) are 
more prescriptive in this area. 

The Equal Opportunity Act prohibits discrimination on the grounds of impairment in the 
area of education (sections 66A and 66I) and provides specific direction relating to: 
• qualifying bodies (Section 66G), including the conferring of a qualification; 
• education (Section 66I) relating to access to training services; 
• exceptions to certain work‑related provisions; and 
• measures intended to achieve equality (Section 66R). 

The following definition of ‘impairment’ is taken from Section 4 of the Equal Opportunity Act 
1984 and reproduced with permission. 

Impairment in relation to a person means one or more of the following conditions – 

(a)	 any defect or disturbance in the normal structure or functioning of a person’s body;
 
or
 

(b)	 any defect or disturbance in the normal structure or functioning of a person’s brain;
 
or
 

(c)	 any illness or condition which impairs a person’s thought processes, perception of
 
reality, emotions or judgment or which results in disturbed behaviour,
 

whether arising from a condition subsisting at birth or from an illness or injury and includes
 
an impairment –
 

(d)	 which presently exists or existed in the past by has now ceased to exist; or 

(e)	 which is imputed to the person. 

The information that follows has been adapted from Section 66A of the Equal Opportunity 
Act 1984 and used with permission. 

Under this Act, education providers are prohibited from treating persons with an 
impairment less favourably than in the same circumstances, or in circumstances that are 
not materially different, it would treat a person who did not have such an impairment on the 
ground of – 

(a)	 the impairment; 

(b)	 a characteristic that appertains generally to persons having the same impairment as;
 
or
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(c)	 a characteristic that is generally imputed to persons having the same impairment. 

Education providers are also prohibited from discriminating against a person with an 
impairment indirectly. This means they cannot require a person with an impairment to 
comply with a requirement or condition – 

(a)	 with which a substantially higher proportion of persons who do not have the same
 
impairment as the aggrieved person comply or are able to comply;
 

(b)	 which is not reasonable having regard to the circumstances of the case; and 

(c)	 with which the aggrieved person does not or is not able to comply. 

To apply the concept of reasonableness, assessors need to understand the assessment 
requirements required of RTOs by the AQTF’s publication AQTF Essential Conditions and 
Standards for Initial Registration. 

Inclusive practice 
Decisions about making reasonable adjustment should focus on the needs of the individual 
student. You may need to consult with a range of people, such as lecturers, support 
people and/or technical experts, as well as the student to decide what is reasonable in any 
particular case. 

Reasonable adjustment does not mean that all student requests are granted. It is about 
consultation and negotiation. However, students with disability are often major sources of 
information on the reasonable adjustment that would be appropriate for them. Adjustments 
should be based on the ability of each student to participate, and achieve outcomes. 

Planning and preparation are very important in making reasonable adjustment, and 
sufficient time should be allowed for appropriate arrangements to be put in place. 

The guiding principle underlying the concept of reasonable adjustment is inclusive practice. 
Such practice includes the following. 
•	 It recognises differences among students. 
•	 It caters for differences in individual interests, experiences, learning styles and 

preferences. 
•	 It develops students’ ability to take control of their own learning. 
•	 It uses authentic tasks that require thought and allow time for exploration. 
•	 It emphasises the development of meaning and understanding, rather than simply the 

completion of tasks. 
•	 It involves cooperation, communication and negotiation. 
•	 It ensures that no student is excluded. 

© Department of Training and Workforce Development 2013 8 



Reasonable adjustment: A guide to working with students with disability

 

 

 
 
 
  

  

  
 

  
 

 
 
  

 

 

 
 

 

 

 
 
  

 
 

Disability defined 

In Australia, disability in relation to a person is formally defined in the Disability 
Discrimination Act 1992 (DDA) as: 

(a)	 total or partial loss of the person’s bodily or mental functions; or 
(b)	 total or partial loss of a part of the body; or 
(c)	 the presence in the body of organisms causing disease or illness; or 
(d)	 the presence in the body of organisms capable of causing disease or
 

illness; or
 
(e)		 the malfunction, malformation or disfigurement of a part of the person’s 

body; or 
(f)	 a disorder or malfunction that results in the person learning differently
 

from a person without the disorder or malfunction; or
 
(g)	 a disorder, illness or disease that affects a person’s thought processes,
 

perception of reality, emotions or judgment or that results in disturbed
 
behaviour;
 

and includes a disability that: 
(h)	 presently exists; or 
(i)	 previously existed but no longer exists; or 
(j)	 may exist in the future (including because of a genetic predisposition to
 

that disability); or
 
(k)	 is imputed to a person. 

A disability that is otherwise covered by this definition includes behaviour that is a 
symptom or manifestation of the disability. 

Impairment has already been defined under Equal Opportunity Act 1984 (WA). 

Reasonable adjustment defined 

‘Reasonable adjustment’ is a term used in the education, employment and VET sectors 
to refer to any modification made to the learning environment, certification requirements, 
training delivery or assessment method used to help students with disability to access and 
participate in education and training on the same basis as those without disability. 

RTOs are obliged by law to make reasonable adjustment to ensure maximum participation 
of students with disability in teaching, learning and assessment activities. This includes: 
•	 ensuring that course activities are sufficiently flexible; 
•	 providing additional support where necessary; and 
•	 offering a reasonable substitute within the context of the course where a student cannot 

participate. 

Reasonable adjustment is defined in section 4(1) of the Employment and the Disability 
Discrimination Act as ‘an adjustment to be made by a person is a reasonable adjustment 
unless making the adjustment would impose an unjustifiable hardship on the person’. 

Reproduced with permission. 
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There is no list in the Act of the types of adjustments needed to remove discrimination 
against people with disability. Each case needs to be assessed on its own circumstances 
and merits.2 The nature of the reasonable adjustment will vary from case to case. The 
Explanatory Memorandum, Disability Discrimination and Other Human Rights Legislation 
Amendment Bill 2008 at page 9 explains: 

… the question of whether the person has made ‘all reasonable adjustments’ takes 
into account the circumstances of the parties involved, including what is or is not 
possible for the person making the adjustments. 

Reproduced with permission. 

Section 3.4 of the Disability Standards for Education 2005 defines reasonable adjustment 
as follows. 

3.4 Reasonable adjustments 

(1)	 For these Standards, an adjustment is reasonable in relation to a student with a
 
disability if it balances the interests of all parties affected.
 

Note Judgements about what is reasonable for a particular student, or a group of students, 
with a particular disability may change over time. 

(2)	 In assessing whether a particular adjustment for a student is reasonable, regard
 
should be had to all the relevant circumstances and interests, including the following:
 

(a)	 the student’s disability; 
(b)	 the views of the student or the student’s associate, given under section 3.5; 
(c)	 the effect of the adjustment on the student, including the effect on the student’s: 

(i)	 ability to achieve learning outcomes; and 
(ii)	 ability to participate in courses or programs; and 
(iii)	 independence; 

(d)	 the effect of the proposed adjustment on anyone else affected, including the 
education provider, staff and other students; 

(e)		 the costs and benefits of making the adjustment. 

Section 3.3 of the Disability Standards for Education 2005 defines adjustments as: 

(a)	 a measure or action (or a group of measures or actions) taken by an education 
provider that has the effect of assisting a student with a disability: 
(i)	 in relation to an admission or enrolment – to apply for the admission or 

enrolment; and 
(ii)	 in relation to a course or program – to participate in the course or program; 

and 
(iii)	 in relation to facilities or services – to use the facilities or services; on the 

same basis as a student without a disability, and includes an aid, a facility, or a 
service that the student requires because of his or her disability; 

(b)	 an adjustment mentioned in subsection 7.2 (4); 
(c)	 if a change is made to an adjustment mentioned in paragraph (a) or (b) – the 

adjustment as affected by the change. 

Reproduced with permission. 

Australian Human Rights Commission, Employment and the Disability Discrimination Act, Australian Human Rights 
Commission <http://humanrights.gov.au/disability_rights/faq/employment/employment_faq_1.html>. 

© Department of Training and Workforce Development 2013 10 

2 

http://humanrights.gov.au/disability_rights/faq/employment/employment_faq_1.html


Reasonable adjustment: A guide to working with students with disability

 

 
 

 

 

 

 

  

  

 

  

  

  
 

  

  
 

The purpose of reasonable adjustment 
Reasonable adjustment aims to make it possible for students with disability to participate 
fully in education and training. It is not to give a student with disability an advantage over 
other students, to change course standards or outcomes, or to guarantee success. 

Reasonable adjustment to teaching, learning and assessment activities needs to be 
justifiable and uphold the integrity of the qualification. 

The Disability Standards for Education 2005 provide the following explanations of 
reasonable adjustment on pages 15 and 16. 

3.6	 Deciding on an adjustment to be made 

In deciding whether to make a particular reasonable adjustment for a student, the 
education provider must: 

(a) assess whether there is any other reasonable adjustment that would be less 
disruptive and intrusive and no less beneficial for the student; and 

(b)	 assess whether the adjustment may need to be changed over the period of a 
student’s education or training. 

3.7	 Adjustments to be provided in reasonable time 

(1)	 The education provider must take reasonable steps to ensure that any adjustment
 
required to be made is made within a reasonable time.
 

(2)	 Whether the time is reasonable depends, in particular, on whether and when the
 
student, or his or her associate, has provided:
 

(a)	 in a timely way, any relevant information in the possession of the student or 
associate about how the disability affects the student in relation to education or 
training; and 

(b)	 the student’s or the associate’s opinion about the matters mentioned in 
paragraphs 3.5 (a), (b) and (c). 

Note The requirement for a provider to consult a student with a disability, or an associate of the 
student, about how the disability affects the student in relation to education or training is set out in 
paragraphs 4.2 (3) (a), 5.2 (2) (a), 6.2 (2) (a), 7.2 (5) (a) and 7.2 (6) (a). 

The following case study is a practical application of reasonable adjustment. 

© Department of Training and Workforce Development 2013 11 
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Case study 1 – Jody 
Jody is currently completing Certificate III in Applied Art. She has a learning 
disability and attention deficit disorder (ADD). As a result of her learning 
disability, she is not a fluent reader and experiences difficulty understanding 
some subject‑related terminology. Because of her ADD, she has difficulty with 
her short‑term memory, is often disorganised and frequently loses her notes 
and learning plans. She also has difficulty planning and maintaining a routine. 
Consequently, her class notes are poor, her files disorganised and she finds it 
difficult to meet assessment deadlines. 

She feels anxious and overwhelmed because of these issues, and has started to 
miss classes. This is unfortunate because Jody is an intelligent and competent 
artist with good hand–eye coordination and spatial awareness. 

The DSO at her RTO has been made aware of Jody’s situation, and consults with 
Jody and her lecturers, and implements some strategies to support her learning. 
These include: 
• providing clarification of new terms and key concepts introduced in lectures; 
• ensuring that lectures include a mixture of theory, group discussion and 

practical activities to maintain attention and interest; 
• allowing lead time and preparation for assignments and assessments; 
• allowing oral presentation of assessments; 
• allowing extra time for theoretical assessments; 
• providing tutorial sessions to clarify new information and help with organisation; 
• encouraging the use of assistive technologies such as electronic organisers; and 
• making learning plans and course notes available on the learning management 

system to ensure accessibility. 

Jody is now catching up on her notes and assignments. As she now finds 
these tasks more manageable, her anxiety has decreased. She understands 
that she must achieve the inherent requirements of the course, and now feels 
more confident about this because she has the support of her lecturers and of 
disability services staff. 

Reproduced with the permission of Polytechnic West. 
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The kinds of reasonable adjustment that can be made 
Reasonable adjustment as it applies to participation in learning and assessment activities 
may include: 
•	 customising resources or activities within a training package or accredited course; 
•	 modifying a presentation medium; 
•	 providing additional support; 
•	 providing assistive or adaptive technologies; 
•	 making additional information accessible both before enrolment and during the course; 

and 
•	 monitoring these adjustments to ensure that the student’s needs continue to be met. 

Many organisations have developed guidelines to help lecturers and assessors determine 
the impact of specific disabilities on the teaching, learning and assessment process, and 
the types of adjustment to learning and assessment strategies that may be appropriate. 

Polytechnic West has developed a Disability Services Toolbox to help staff identify training 
and assessment methods suitable for a range of recognised disabilities. The toolbox 
provides a brief description of each disability, along with recommended assessment 
methods for overcoming the barriers associated with it. It is accessible to Polytechnic 
West staff through the learning management system Moodle. For those without access to 
Moodle, a copy of the assessment methods summary table from the toolbox is included on 
page 27 of this guide. 

The Australian Government also provides information to help organisations make 
appropriate workplace adjustments for people with disability. Their JobAccess website 
includes a workplace adjustment tool at http://jobaccess.gov.au/work_place_adjustment_ 
tool that gives practical guidance on the use of a wide range of workplace adaptations 
suitable for specific disabilities. Some of these modifications may also be appropriate for 
competency‑based training and assessment. 

For more information, see ‘Useful links and resources’ at the end of this guide. 

Preparing to make reasonable adjustment 
Making reasonable adjustment does not need to be expensive or complex, but you do need 
to allow sufficient time for planning and preparation. This includes sharing information, 
making decisions collaboratively and following relevant frameworks and guidelines. 

Practices that facilitate making reasonable adjustment include: 
•	 encouraging early student disclosure of disability; 
•	 gathering relevant supporting information (including evidence of need); 
•	 considering each student individually; and 
•	 consulting with the student and others. 

© Department of Training and Workforce Development 2013 13 
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Sharing information 

Both the student and the RTO need to be involved in order to make an appropriate decision 
about any reasonable adjustment. 

It is crucial that students are provided with all relevant information before they enrol so that 
they can select the right course and prepare their home or work environment to enable 
them to best meet course demands. 

Providing information in a range of formats – such as both in print and electronically – 
allows for flexibility and optimum accessibility to students. 

Relevant information includes: 
•	 course structure, core requirements, literacy and numeracy levels required, delivery 

methods (including distance or e‑learning options, facilities and resources available 
to students), assessment methods, any relevant industry licences or professional 
association requirements, relevant legislation and occupational health and safety 
requirements for the industry; 

•	 reasonable adjustment options for students with disability (including the student’s 
responsibilities and how to access Disability Services); and 

•	 how the student can disclose information about their disability. 

Disclosure of disability 
Disclosure of disability is the student’s choice; it is not a requirement for participation in a 
VET course or program. However, encouraging students to share information about the 
impact of their disability on their learning early in their engagement with the RTO helps the 
RTO to make any reasonable adjustment required. 

Students should be made aware that the RTO is prepared to make reasonable adjustment, 
but the RTO must not force any student to engage in this process, as some students 
may feel uncomfortable about being ‘singled out’. The RTO can reduce the risk of such 
discomfort by providing clear information about: 
•	 the opportunity for all students to have the assessment process tailored to meet their 

needs; and 
•	 the processes involved in working with each student to develop a suitable assessment 

strategy. 

The RTO must obtain the student’s written/signed consent before sharing any of their 
disclosed information. 

© Department of Training and Workforce Development 2013 14 
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Making decisions about reasonable adjustment 
According to the Disability Standards for Education 2005, the RTO is required to consult 
with the student or their associates about the nature of the disability and its effects, if any, 
on the student’s ability to participate in the course or program, and about any reasonable 
adjustment that may be made to facilitate participation. This process depends on the 
student providing timely information about the effects of their disability. The key word in the 
process is consultation. The student may already have a clear idea of what they need. 

Once a student has shared information about having a disability, any decisions to be made 
about making reasonable adjustment should be made collaboratively with the student, 
their lecturers, appropriate support people, disability practitioners and external experts as 
required. 

If the student seeks support, the following steps may be considered in consultation with the 
student. 
•	 Identify the challenges, needs and barriers involved (a disability support specialist or the 

workplace adjustment tool on the JobAccess website may help by providing information 
about the disability and some strategies that might be applied). 

•	 Suggest adjustments that could be made to meet the student’s needs. 
•	 Discuss whether these adjustments are reasonable. 
•	 Provide written confirmation to the student of all discussions and decisions, and specify 

a date for final confirmation of course enrolment by the student. 

There are a number of specific issues to consider in the decision‑making process. These 
include but are not limited to the student’s needs with respect to: 
•	 reading and writing; 
•	 hearing; 
•	 communicating with others or getting ideas across; 
•	 sitting still for long periods; 
•	 moving around the learning environment; 
•	 moving or manipulating objects; 
•	 paying attention and staying focused; 
•	 remembering or retaining information; and 
•	 dealing with frustration. 

The RTO may also need to consult with other agencies, industry and/or work placement 
employers before being able to make a firm commitment to the student. 

If the RTO is able to accommodate the student, reasonable adjustment must be made 
to ensure that there is a clear and continuing commitment from all parties to improve the 
likelihood of course completion. 

© Department of Training and Workforce Development 2013 15 
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Unjustifiable hardship 

An adjustment is not required if the making of the adjustment would impose an unjustifiable 
hardship on the education provider [section 4(1) Disability Discrimination Act 1992 (Cth)]. 
An unjustifiable hardship is defined in section 11 of the Act as: 

(1)	 For the purposes of this Act, in determining whether a hardship that would be
 
imposed on a person (the first person) would be an unjustifiable hardship, all
 
relevant circumstances of the particular case must be taken into account, including
 
the following:
 

(a) the nature of the benefit or detriment likely to accrue to, or to be suffered by, any 
person concerned; 

(b)	 the effect of the disability of any person concerned; 
(c)		 the financial circumstances, and the estimated amount of expenditure required 

to be made, by the first person; 
(d)		 the availability of financial and other assistance to the first person; 
(e)	 any relevant action plans given to the Commission under section 64. 

Example: One of the circumstances covered by paragraph (1)(a) is the nature of the 
benefit or detriment likely to accrue to, or to be suffered by, the community. 

(2)	 For the purposes of this Act, the burden of proving that something would impose 
unjustifiable hardship lies on the person claiming unjustifiable hardship. 

Reproduced with permission. 

If the RTO is unable to make reasonable adjustment, it should ensure that the student is 
made aware of the reasons, and is helped to find an alternative provider and/or course 
to meet their needs and capabilities. 

If the RTO can make reasonable adjustment only to some units of a course, the student 
should be advised accordingly. These units may still be sufficient to secure employment 
in a role where a narrower range of skills is required. 

Where a student is undertaking an apprenticeship/traineeship and reasonable adjustment 
is not appropriate to the qualification being undertaken, the RTO must discuss the issue 
with an ApprentiCentre Apprenticeship consultant on 13 19 54. The student’s employer 
should also be consulted; however, care is required here as the student may not have 
disclosed their disability to their employer. 

Subsection 10.2 of the Disability Standards for Education 2005 also provides that it is not 
‘unlawful for an education provider to fail to comply with a requirement of the Standards if, 
and to the extent that, compliance would impose unjustifiable hardship on the provider.’ 

The application of unjustifiable hardship should take account of the scope and objects 
of the Act and the Standards, particularly the object of removing discrimination as far as 
possible, and of the rights and interests of all relevant parties. In determining whether 
the exception of unjustifiable hardship can be relied on, all relevant circumstances of the 
particular case are to be taken into account. 

Reproduced with permission. 
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Implicit in the concept of unjustifiable hardship is that some hardship will be justifiable. 

In Hills Grammar School v Human Rights & Equal Opportunity Commission [2000] FCA 658 
an amount ‘significantly less than $1.1 million dollars’ was not viewed as an unjustifiable 
hardship for a school to expend to enable a single disabled student to attend the school. In 
Cocks v Queensland [1994] EOC 92‑612, the Queensland Anti‑Discrimination Tribunal held 
that the benefit to both the wheelchair‑bound complainant in enabling the complainant to 
have dignified access to the Brisbane Convention Centre, as well as the wider community, 
outweighed the significant cost of installing lift access, at a cost of between $276,000 and 
$298,000. 

However, each case necessarily turns on its own facts. In circumstances where a 
significant expense or inconvenience will not of itself be sufficient to constitute an 
unjustifiable hardship, and with the courts appearing in the majority of the cases to place a 
greater emphasis on the effects of the adjustments on the disabled person and any other 
person concerned, than on financial considerations, education providers cannot afford to 
underestimate the importance of a proper consideration of such matters. 

Unreasonable adjustment and unjustifiable hardship 

The concept of unreasonable adjustment is different from the concept of unjustifiable 
hardship on the provider. In determining whether an adjustment is reasonable, the factors 
in subsection 3.4 (2) of the Disability Standards for Education 2005 are considered, 
including any effect of the proposed adjustment on anyone else affected, together with 
the education provider, staff and other students, and the costs and benefits of making the 
adjustment. 

The specific concept of unjustifiable hardship is not considered. It is only when it has been 
determined that the adjustment is reasonable that it is necessary to go on and consider, 
if relevant, whether this would nonetheless impose the specific concept of unjustifiable 
hardship on the provider. 

In some cases a student will be unable to meet the inherent requirements of a particular 
course, even with reasonable adjustment. For example, occupational health and safety 
requirements may preclude that student’s participation in some core course activities. 
If this is the case, the RTO may be able to offer alternative training options. It becomes the 
responsibility of the student to follow up any information provided by the RTO. 

All processes followed must be transparent, supportive, encouraging, honest and 
respectful of the student’s rights and needs. 

At times, a student may make a decision to enrol in a course despite being advised by 
the RTO that it may not be the most appropriate course for them. As with all adult learning 
environments, the final responsibility for this decision rests with the student. 

The following case study illustrates a practical application of reasonable adjustment. 
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Case study 2 – Errol 
Errol is a plumbing apprentice who is deaf. His deafness is hereditary and both 
his parents are deaf. At school Errol had an Auslan interpreter. Even with the 
interpreter, Errol struggled with written assignments because of the differences in 
syntax and grammar between written English and Auslan. 

Errol is managing his apprenticeship reasonably well. He has an interpreter 
during block release to communicate the underpinning knowledge of the course. 
His lecturers have attended a deafness awareness course and make reasonable 
adjustment wherever possible to accommodate Errol’s deafness. 

These adjustments include: 
• notes for the Auslan interpreter to familiarise them with industry terminology; 
• extra time with the interpreter and/or lecturers to clarify concepts; 
• visual aids to supplement oral presentations; 
• captions for videos; 
• handouts containing visual information; 
• help with written assignments; and 
• classes that work cooperatively and are inclusive of all students. 

Errol’s employer has also been made aware of these issues and provides Errol 
with support in his on‑the‑job training component. The support from both the RTO 
and the employer give Errol the best opportunity to complete his apprenticeship 
successfully. 

Reproduced with the permission of Polytechnic West. 

They aim to provide consistency and continuous improvement in training, assessment 
and client services. There are aspects of these frameworks, particularly in the Australian 
Quality Training Framework (AQTF) and the Standards for National VET Regulator 
(NVR) Registered Training Organisations 2012 (SNR) which reflect the requirements for 
reasonable adjustment, despite not being stated explicitly. 

AQTF Standard 1 and SNR 15 require that RTOs provide quality training and assessment 
services across all operations. This includes compliance with training package/accredited 
course requirements in planning, resourcing, delivery and assessment services. The 
standards also require that all assessments meet the principles of assessment, the rules of 
evidence and any relevant workplace or regulatory requirements. Reasonable adjustment 
should be considered when meeting these requirements. 
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The principles of assessment 
The principles of assessment are validity, reliability, flexibility and fairness. (See Guidelines 
for assessing competence in VET for an explanation of these principles.) 

When making reasonable adjustments to assessments and assessment processes, 
assessors need to focus on validity and fairness in particular. 

Validity 
First among the rules of evidence and the principles of assessment is validity, which 
requires that: 
•	 assessment against the units of competency cover the broad range of skills and 

knowledge essential to competent performance; 
•	 assessment of knowledge and skills be integrated with their practical application; and 
•	 judgement of competence be based on sufficient evidence, ie evidence gathered on a 

number of occasions and in a range of contexts using different assessment methods. 

Validity is compromised if an adjustment made to an assessment tool or process requires 
the student to demonstrate skills not required by the competency standard or if the skills 
demonstrated during assessment are not transferable to the workplace. It could also 
involve assessments being conducted at the incorrect AQF level by being either too easy 
or too difficult. 

Look at the following two case studies. Each illustrates the need not only to understand 
students but also to understand the AQF, the training package and industry expectations. 

Case study 3 – Jane 
Jane has Down syndrome and is currently completing Certificate I in Hospitality 
(Kitchen Operations). She has prepared an excellent plate of chilli mussels, but 
is reprimanded by her assessor for not exhibiting more flair and creativity in her 
presentation. This criticism is unfair and invalid (as well as discouraging), because 
at Certificate I level, there is no expectation of such performance. 

Reproduced with the permission of Polytechnic West. 
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Case study 4 – Class of 2013 

A group of students with a range of intellectual disabilities is currently completing 
Certificate I in General Construction. They are being taught with extensive reading 
resources and assessed through written tests. These methods of delivery and 
assessment require a level of literacy well above that required in the relevant 
workplace. These students are being provided with inappropriate learning and 
assessment resources, which do not give them the opportunity to demonstrate 
what they are capable of. 

Reproduced with the permission of Polytechnic West. 

Fairness 
On page 68 of the Australian Quality Training Framework’s (AQTF) publication Users’ 
Guide to the Essential Conditions and Standards for Initial Registration, it states that 
fairness involves ‘consideration of the individual candidate’s needs and characteristics, and 
any reasonable adjustments that need to be applied to take account of them.’ 

All assessments related to training packages are designed to be assessments of 
competence. Competence is defined as ‘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’ (ibid. p 66). 

This requirement, together with the need for validity and the preservation of the integrity of 
assessment, requires that a student perform the assessment task before being deemed 
competent. The assessor must observe the student’s performance of the application of 
knowledge and skills in a context indistinguishable from a real workplace. The performance 
should also reflect the dimensions of competency – task skills, task management skills, 
contingency management skills and job/role environment skills. 

The use of surrogates is prohibited – students with disability must perform tasks by 
themselves. 

RTOs are not required to make adjustments that would result in assessments falling 
short of these requirements. Such adjustments would be considered ‘unreasonable’, not 
only because they would advantage the student with disability, but because they would 
also disadvantage all students by invalidating the award being conferred. There is no 
requirement to make unreasonable adjustments under either the Act or the Disability 
Standards for Education 2005. 
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Costs associated with reasonable adjustments 
JobAccess can provide employers with funding for workplace modifications; however, it 
is not available to trainees or training providers. You can find the conditions for funding at 
www.jobaccess.gov.au. Go to the Workplace Adjustment Tool 
http://jobaccess.gov.au/work_place_adjustment_tool which contains practical ideas and 
solutions for supporting students with disability. 

The costs associated with modifications will also determine whether an adjustment is 
reasonable or not and whether compliance would impose an unjustifiable hardship on the 
provider. The student may be able to work part‑time and therefore qualify for assistance 
through their employer. It may also be possible for an RTO to build up a reserve of 
resources which can be shared with other RTOs, or an RTO could underwrite the initial 
cost of an adjustment, then seek reimbursement through the Workplace Modifications 
Scheme (WMS), when the student, once graduated, secures employment and the 
employer buys the modification from the RTO. 

The RTO is not expected to experience unjustifiable hardship or put the welfare of other 
students at risk in its attempt to make adjustments 

In the unlikely event that a student does not accept the RTO’s judgement that an 
adjustment is unreasonable, you can contact the Equal Opportunity Commission 
www.equalopportunity.wa.gov.au or the Australian Human Rights Commission 
http://humanrights.gov.au for advice. 

State government entities should also seek legal advice from the State Solicitor’s Officer, 
following the appropriate procedure, if a student does not accept that an adjustment is 
unreasonable. 

Extracurricular activities 
Modifications may also be required for activities not conducted within the training 
environment, including extracurricular activities or activities that are part of the student’s 
broader educational program. This may include access to library resources, participation 
in field trips, vocational placements and attendance at approved student activities. 

Variation in individual needs 
Different types of disabilities require different teaching, learning and assessment strategies. 
Students with the same type of disability may require different strategies. For example, 
some students with vision impairment might require audio files or text‑to‑speech 
conversion technology; others might require large‑print materials or magnification aids. 
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Variation in course delivery methods 
The type of course in which a student is enrolled and its usual method of delivery 
can mean that students with similar types of disability may have different reasonable 
adjustment requirements. For example, the modifications required for teaching and 
assessment strategies for a student with disability who undertakes a practical course 
may differ from those for a student with a similar disability who undertakes a course that 
involves a lot of reading and writing. 

Integrity of the qualification and units of competency 
Throughout coursework, assessment and qualification, students need to be able to 
demonstrate the knowledge and skills required for the award. Any changes made to 
learning materials, activities or assessment tasks need to preserve the integrity of the 
qualification. 

For example, in tailoring units of competency, the RTO must consider: 
•	 the purpose of the unit, industry standards and licensing; 
•	 the relevant skills and their context; 
•	 the assessment methods used and the skills and knowledge needed; 
•	 the evidence required to demonstrate competence; and 
•	 whether the qualification is being delivered under apprenticeship or traineeship 

arrangements. 

The following has been adapted from the Queensland Government’s VET Development 
Centre, Strategy and Research (Equity) 2010 publication Reasonable adjustment 
in teaching, learning and assessment for learners with a disability: A guide for VET 
practitioners and used with permission. 

To maintain the integrity of the qualification the RTO needs to balance the principles 
inherent in the Disability Discrimination Act 1992 (DDA) and the limitations of reasonable 
adjustment. 

•	 The DDA makes it clear that it is unlawful to refuse to admit a person to a course
 
on the basis that they are unlikely to be able to gain employment because of their
 
disability.
 

•	 Reasonable adjustment is not intended to bridge the gap between the learner’s
 
aspirations or career goals and their current capacity to successfully complete
 
the training.
 

The following edited extracts may help to clarify the principles of integrity and appropriate 
modifications and alternatives. 

•	 Assessment Foundations – Resources for VET professionals, Department of
 
Education and Training Queensland, 2009
 

Flexibility and fairness apply to modifications of the assessment process to 
meet individual student need. The amount of modification possible is limited to 
‘reasonable adjustment’. When determining ‘reasonableness’, assessors must 
ensure they maintain the integrity of the unit so it does not impact on the validity 
of assessment. 
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•	 Disability Standards for Education 2005 [Section3.4 (3)]
 
Training providers are not required to make changes to courses which would
 
undermine the academic integrity of the course, eg changes to core units of
 
competency.
 

•	 AQTF Essential Conditions and Standards for Continuing Registration, Element 1.5 (a) 
Assessment, including recognition of prior learning (RPL), must meet the
 
requirements of the relevant training package or accredited course.
 

•	 The Australian Human Rights Commission
 

Some adjustments – such as provision of course materials in alternative formats
 
– would not appear to raise any issues of academic standards. Others – such 
as being excused from performing a practical task – could call into question 
whether the student has mastered and demonstrated the skills which the course 
is designed to teach and test. 

The following case study is another example of the application of reasonable adjustment. 

Case study 5 – James 
James has paraplegia and uses a wheelchair. He wanted to take a qualification 
within the timber trades area. 

It was immediately evident that some parts of the training would present barriers 
due to issues of physical mobility, predominantly in the workshop environment. 
It was decided that a meeting would be held to determine James’ abilities and 
individual requirements in relation to training and assessment in this area. 

The meeting involved a number of relevant stakeholders and was held in the 
workshop of the timber trades area. The workshop was the perfect place to hold 
the meeting, as it allowed James to physically demonstrate what he could and 
could not do in the environment in which he would undertake his training. 

He was given the opportunity to have a ‘test run’ of the equipment that he would 
be required to use. He did this in the presence of those best qualified to determine 
whether he was able to do so in a way that would not present a risk to himself or 
other students. 

Some of the equipment was not a problem for James. Other equipment 
presented occupational health and safety (OHS) risks that could be overcome 
with modifications, and some equipment was just not an option as it could not be 
adjusted to eliminate unacceptable risk to James or other students. 

The stakeholders worked together over a period of time to establish the 
modifications that could be made to enable James to enrol in as many of the 
units in the qualification as possible. During this process it was discovered that 
some modifications that would have allowed James to participate in a number of 
units would in fact have introduced a range of duty‑of‑care and OHS issues for 
the other students in the class. It was decided that the RTO’s duty‑of‑care to the 
other students in the training environment outweighed the benefits of the proposed 
modifications, thus making them unreasonable. 
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After some collaboration and with input from James and the other relevant 
stakeholders, it was decided that James would enrol only in the units in which he 
could safely participate. Modifications would be made that did not raise duty‑of‑care 
issues for other students, such as a bench being lowered so that James could 
safely use hand tools at the bench. 

It was also decided that, since James was unable to undertake some of the units 
associated with the qualification, the course would be modified for him to include a 
number of specialised units that he could safely undertake. For example, units that 
involved developing specialised hand‑tool skills were introduced. These enabled 
James to undertake assessable tasks such as detailed hand carving, which would, 
if he were deemed competent, allow him to apply for specific types of employment. 
The course was modified for James to incorporate a unique set of skills that would 
make him employable within a specific part of the timber industry. 

This process took some time to complete, as it was complex and involved many 
stakeholders, but this was necessary to ensure that James had the best possible 
opportunity to undertake the training for which he had a passion, without imposing 
risk to himself or others in the training environment. 

James will not achieve a ‘full’ qualification in the standard sense but, due to the 
way in which statements of attainment are presented, it will be reflected that he has 
achieved a wide range of competencies, including some which are specialised in 
the area of his choice. This will contribute to James becoming highly employable to 
a suitable employer. 

Reproduced with the permission of Polytechnic West. 
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Implementing reasonable adjustment 
Applying reasonable adjustment in day‑to‑day teaching and assessment practices does 
not need to be complicated. Most of the following ideas are based on common sense and 
practical strategies that can be of benefit to all students. There are lots of resources to help 
RTOs make reasonable adjustment for students with disability. For more information, see 
‘Useful links and resources’ at the end of this guide. 

Assessing competence 
Assessing competence involves two distinct phases: 
• gathering sufficient evidence; and 
• making an assessment judgement. 

The process of assessment must be a reflection of the mandatory requirements of the 
unit of competency and all students must be judged against the same standard. This does 
not mean that all students must be assessed in the same way. The process of gathering 
evidence to be used in the judgement can vary. It can range from evidence derived 
from workplaces or realistic simulations to observations made by supervisors, clients or 
assessors. It can be recorded unit by unit or in ‘holistic’ checklists. 

It is in gathering evidence that an assessor can safely make reasonable adjustments, 
while retaining the rigour and consistency of their judgement of competence. Because 
the standards provide for consistency of judgement, assessors can use the flexibility of 
evidence gathering without risking validity or credibility. It is expected that assessors will 
use this flexibility for all students – not just those with disability. 

The Australian Human Rights Commission states http://www.humanrights.gov.au/disability_ 
rights/faq/Education/education_faq.html#course that: 

The DDA does not require education providers to make changes to courses which 
would undermine the academic integrity of the course. This is confirmed by a 
decision of this Commission in its former tribunal function (a function now vested
 
instead in the Federal Court and Federal Magistrates Court). The decision in
 
question is W v Flinders University.
 

The Disability Standards for Education state a similar position in their section 3.4.3: 

(3) In assessing whether an adjustment to the course of the course or program in 
which the student is enrolled, or proposes to be enrolled, is reasonable, the provider 
is entitled to maintain the academic requirements of the course or program, and 
other requirements or components that are inherent in or essential to its nature. 

Note In providing for students with disabilities, a provider may continue to ensure the 
integrity of its courses or programs and assessment requirements and processes, 
so that those on whom it confers an award can present themselves as having the 
appropriate knowledge, experience and expertise implicit in the holding of that 
particular award. 
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In short, if there is a reasonable adjustment that can be made which does not compromise 
the competency standard, it is a requirement of the DDA that this adjustment be made 
available to the student with disability. Conversely, if there is no adjustment that can be 
made that would not compromise the competency standard, it is not unlawful to deny the 
student that adjustment. 

Section 4.1 of the guidance notes from the Disability Standards for Education 2005 
indicates that an adjustment that helps a student with disability to participate in assessment 
on the same basis as other students: 

is reasonable if it achieves this purpose while taking into account the student’s 
learning needs and balancing the interests of all parties affected, including those 
of the student with the disability, the education provider, staff and other students. 

Assessing knowledge and skills 
Competence includes two components: 
•	 knowledge (‘know‑how’); and 
•	 skills (‘can‑do’). 

These components will be assessed differently, so different kinds of adjustments will be 
required for each. 

Assessing knowledge 
Knowledge is usually assessed through written or oral, short‑answer tests where assessors 
seek to determine the extent of the student’s knowledge. Time is rarely an issue. However, 
you may need to do the following for a student with disability: 
•	 ask questions orally instead of in a written format; 
•	 employ the services of a reader, interpreter or scribe; 
•	 provide equipment such as text enlargers, image enhancers, voice synthesisers, 

voice recorders, specialised software or special furniture; 
•	 give the student more time to complete the assessment; 
• allocate a different time for completion of the assessment; 
• offer a separate, quiet room. 

These adjustments make the process of understanding the question and responding 
appropriately less threatening for the student but they do not alter the thought processes 
the student has to go through to demonstrate knowledge. 
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Assessing skills 
Skills are important in VET and assessment must reflect the application of each skill in a 
real or simulated workplace. 

When making reasonable adjustment with respect to the assessment of skills, you should 
consider workplace modifications that might be expected in industry. Skills are usually 
work‑related, hands‑on activities, where how much time is taken can be a work‑relevant 
requirement. You should seek to determine that the student can perform the required skill 
in workplace‑like conditions. 

If you use a simulated workplace, it is important that the workplace requirements are 
replicated faithfully and, if required by the competency, the dimensions of competency are 
demonstrated. 

The dimensions of competency are as follows: 
•	 task skills – the ability to perform tasks to the required standard; 
•	 task management skills – the ability to plan and integrate a number of different tasks to 

achieve a work outcome; 
•	 contingency management skills – the ability to respond to irregularities, breakdowns and 

other unexpected occurrences; and 
•	 job/role environment skills – the ability to deal with the responsibilities and expectations 

of the work environment, including working with others. 

Using a real workplace combined with the demands of demonstrating the dimensions of 
competency in a simulation put constraints on what constitutes a reasonable adjustment. 
To be able to identify reasonable modifications to a workplace requires significant 
consultation with industry. This will be of benefit to both industry and the RTO, as 
input from industry can help to identify the modifications needed to provide access to 
assessment for students with disability. It will also inform and encourage industry to 
recognise the potential of students with disability as prospective employees. 

In some cases, there may be no reasonable workplace modification that will preserve 
the integrity of the competency. Students who face this situation need to be counselled 
about this, so that if they decide to go ahead with the training, they fully understand their 
prospects for successful assessment and certification. 

For training under apprenticeship or traineeship arrangements, you should discuss these 
issues with the employer and the apprentice/trainee when the training plan is being 
completed and the training delivery and assessment requirements associated with the 
on‑the‑job and off‑the‑job training components are being recorded. The RTO can also 
contact an Apprenticentre Apprenticeship consultant on 13 19 54 for advice. 
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Given that the assessment of competence must reflect workplace conditions, the 
modifications which are appropriate to workplaces are also those needed for the 
assessment of the competency. You can access the workplace adjustment tool at the 
JobAccess website http://jobaccess.gov.au/work_place_adjustment_tool to get some 
practical guidance on how to use a wide range of workplace adaptations. 

Modifications listed in this tool include: 
•	 computers and adaptive technology, including computer accessories, hardware, mouse 

and mouse alternatives, and software; 
•	 environmental controls, including air, chemical, floor coverings, lighting, sound/noise 

and temperature; 
•	 lifting, carrying and moving aids, including cranes, heavy moving and carrying 

equipment, ladders and reachers, lifters and carriers, lifts and elevators, and stair 
modifications and supports; 

•	 mobility aids, including scooters and carts, service animals, transfer aids, walkers, 
canes and wheelchairs; 

•	 occupation‑specific tools and equipment, including cleaning equipment, gardening and 
landscaping tools, health and science equipment, hospitality and catering equipment, 
industrial, mechanical and construction equipment, and retail equipment; 

•	 office and call centre equipment, including audiovisual equipment and communication 
aids, desk, chairs and workstations, organisers and timing devices, reading aids,
 
telecommunications equipment and writing aids;
 

•	 work‑related personal and medical items, including hearing aids, cushions and pressure 
supports, independent living products, splints, braces and slings; 

•	 safety, navigation and building modifications, including emergency and other alerts, 
entry, exit, evacuation and navigation aids, and protective equipment and clothing; and 

•	 vehicle‑related equipment, including drivers, pedal and clutch modifications, public 
transport, seating and steering modifications. 

Table 1 has been adapted from the Queensland VET Development Centre, Strategy and 
Research (Equity) 2010 publication Reasonable adjustment in teaching, learning and 
assessment for learners with a disability: A guide for VET practitioners. It provides you with 
a range of practical ways in which you might adjust assessment for specific students with 
disability. 
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Table 1: Examples of adjustments to assessment 

If a student has difficulty 
with: 

You might adjust assessment by: 

concentration • breaking the assessment into appropriate components 
that can be undertaken separately; 

• providing rest breaks during lengthy assessment 
sessions; 

• providing a separate assessment venue if the student is 
distracted by others’ movements or noise; 

• providing additional time; 
• providing alternative assessment methods, such 

as recording devices for oral testing, or telephone 
assessments for off‑campus testing; and 

• allowing the student to provide evidence of having 
completed the assessment task at another venue, 
for example, an employer could verify satisfactory 
demonstration of competence. 

expressing knowledge in 
writing 

• allowing oral assessment; 
• providing a digital recorder or similar; 
• providing a scribe; 
• providing a sign language interpreter; and 
• providing additional time. 

spelling and/or grammar • allowing oral assessment; 
• providing a digital recorder or similar; 
• providing a scribe; 
• providing a sign language interpreter; 
• providing additional time; 
• providing a computer with a generic spelling and 

grammar checker, dictionary and thesaurus (such 
as those included in Microsoft® Word) or specialised 
literacy software (such as Spell Master or Read and 
Write Gold); 

• providing models and practical examples for the student 
to demonstrate what they mean; and 

• providing alternative assessment methods, such as 
recorded interviews, slide presentations, photographic 
essays or models. 

numbers and numerical • allowing additional time; 
concepts • allowing the student to use a calculator; and 

• providing other assistive technology, such as a talking 
calculator. 
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If a student has difficulty 
with: 

You might adjust assessment by: 

understanding spoken • allowing additional time; 
information or instructions • providing written information or instructions to 

complement the spoken version; 
• providing a sign language interpreter; 
• allowing rest breaks or split sessions; 
• using simple, direct language (plain English); 
• providing step‑by‑step instructions; 
• repeating information given; 
• paraphrasing to check for understanding, and asking 

the student to repeat what they are required to do; and 
• demonstrating what is required. 

examination‑related stress • providing additional time; 
• allowing rest breaks; 
• providing a separate examination venue; 
• allowing online assessment; and 
• providing alternative assessment methods, such as 

completion of an assignment or provision of third‑party 
evidence. 

English • providing a computer with spelling and grammar 
checker, dictionary and thesaurus; 

• allowing additional time; and 
• providing an interpreter. 

maintaining writing posture • providing a digital recorder or similar; 
for any length of time, or • allowing oral assessment; 
writing quickly • providing a personal computer (if using a keyboard is 

more comfortable than writing); 
• allowing rest breaks; 
• providing a scribe; 
• providing other assistive technology or equipment; and 
• allowing additional time. 
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If a student has difficulty 
with: 

You might adjust assessment by: 

reading standard‑sized • providing technology such as magnifying devices to 
print or handwriting enlarge print, or screen readers; 

• providing Braille examination papers (with tactile 
diagrams, maps, etc); 

• providing specialised writing pens; 
• providing oral assessment or recorded questions; 
• providing a reader; 
• allowing additional time; 
• providing models, graphics or practical examples to 

illustrate questions; and 
• providing heavily lined paper. 

hearing verbal information • facing the student and speaking clearly (if the student 
lip‑reads); 

• producing information in writing; 
• providing assistive technology or equipment; 
• providing a sign language interpreter; and 
• allowing additional time. 

physical tasks such as 
personal care 

• providing a disability support worker; 
• agreeing to a carer provided by the student; and 
• allowing additional time. 

physical tasks such as • providing a disability support worker; 
turning pages • agreeing to a carer provided by the student; 

• allowing alternative methods of competence 
demonstration, such as oral assessment or third‑party 
evidence; 

• providing assistive technology or equipment; and 
• allowing additional time. 

oral communication • allowing additional time; 
• providing an interpreter; 
• providing a computer with voice synthesiser; and 
• providing a reader of the student’s work. 

certain physical • providing appropriate lighting and eliminating glare 
environments (for students with low vision or epilepsy); 

• providing suitable furniture; 
• providing adequate space for equipment and support 

personnel; 
• providing access to power points for equipment; and 
• using a separate examination venue to eliminate 

distractions by others (and by others using 
equipment/support personnel). 
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Assessment methods summary table 
The table below uses a ‘traffic light’ system of colour coding. Methodologies shaded in 
green are those most suitable for students with the particular disability listed at the top. 
Methodologies shaded in yellow are likely to be moderately effective. Methodologies 
shaded in red are likely to be the least effective. 

This toolbox does not include an exhaustive list of disabilities or assessment strategies. It 
is only a sample guide. The needs of individual students may differ according to personal 
diversity and co‑existing issues such as anxiety, frustration or withdrawal. The information 
in the toolbox should therefore be used along with information collected during consultation 
processes to determine the appropriate course of action for each individual student. 

Table 2 – Polytechnic West Disability Services Toolbox: Assessment methods 
summary table 

For ease of interpretation, the assessment methods are highlighted as follows. 

Method of delivery 
or assessment Disability 
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Knowledge-based test 

Verbal delivery 

Assignment 

Diary or journal 

Case study 

Observation 

Recorded interview 

Portfolio 

Workplace evidence 

Third-party statements 

Not very effective methodology – to beModerately effectiveGood methodology used with caution, taking the particularmethodology barrier/disability into consideration. 
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Disability and areas of impact 


ADHD/ADD (Attention Individuals with this disorder: 
deficit/hyperactivity • are likely to have learning difficulties; 
disorder) • may also have other barriers to learning; 

• may be inattentive, impulsive, disorganised, forgetful 
restless and/or reactive; 

• may have difficulty controlling their responses to 
situations; and/or 

• may intrude upon and interrupt others. 

Autism spectrum disorder 
(ASD) 

Individuals with this developmental disorder: 
• have difficulty understanding what they see, hear and 

sense; 
• find social interaction and communication difficult; 
• may have delayed speech development; 
• may avoid eye contact; 
• may have difficulty understanding long verbal 

instructions; 
• may develop repetitive behaviours; 
• may follow strict routines; 
• may not be able to empathise; 
• may dislike changes in routine; and/or 
• may exhibit inappropriate behaviours. 

Deafness/hearing Individuals with deafness/hearing impairment: 
impairment • may use other forms of communication such as lip 

reading and sign language (Auslan); 
• may sit at the front of the lecture theatre where they can 

see the lecturer clearly; and/or 
• generally have Auslan as their first language and 

English as an additional language. 

Dyscalculia Individuals with this disability: 
• have difficulty understanding basic mathematical 

principles, such as number recognition and number 
manipulation; 

• are not able to perform arithmetic operations such as 
addition, subtraction, multiplication or division; 

• cannot grasp mathematical concepts and rules; and/or 
• have difficulty conceptualising time. 
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Dysgraphia Individuals with this disability: 
• have persistent difficulties with handwriting, often 

writing illegibly; 
• may lack coordination skills and have poor dexterity 

(motor dysgraphia); 
• find it difficult to get their thoughts in order then on to 

paper; 
• may also have dyslexia. 

Dyslexia Individuals with this disorder: 
• have difficulties with reading and writing; 
• may daydream or ‘zone out’; 
• may find it hard to pay attention; 
• may have low self‑esteem; 
• have difficulties decoding and interpreting information; 

and/or 
• have slower reading rates than their peers. 

Dyspraxia Individuals with this disability: 
• have difficulties with coordination; 
• have difficulty planning, sequencing and executing 

correct movement; 
• struggle to plan and manage tasks; 
• can find it challenging to conceptualise information and 

interpret messages; and/or 
• may have delayed speech development. 

Mental health Individuals with mental health issues: 
• may suffer from disorders such as anxiety or depression 

which can have long‑lasting and negative effects on 
their daily lives; 

• may be over‑sensitive to authority or criticism; 
• may find it difficult to concentrate and motivate 

themselves; 
• may be withdrawn and unwilling to participate in class 

activities; and/or 
• may experience increased irritability and frustration. 

Tremors Individuals with this condition: 
• experience uncontrollable and involuntary shaking in 

their hands, possibly as a result of an acquired brain 
injury; and 

• are generally aware of their safety and limitations and 
come up with coping strategies to minimise the impact 
of the tremors on their learning. 
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Practical applications in teaching and learning 

Inclusive strategies enable all students to engage with the content in any learning 
environment. Implicit in this statement is that a lecturer must understand the needs of the 
students and how they learn. This can be achieved by: 
•	 encouraging students to explore and identify the learning style that suits them best; and 
•	 consulting with support staff, such as learning support services, tutors, disability support 

workers, coaches or mentors. 

In any learning environment there is a wide range of learners and therefore of needs, 
which lecturers must take into account in their planning, teaching and assessing. There 
is no single correct approach, but consideration should be given to applying the following 
basic strategies to teaching practice. 

•	 Look for opportunities to optimise flexibility within a unit of competency or course. 
•	 Provide learning materials, texts and handouts in electronic format or in an online 

learning management system for optimum accessibility. 
•	 Consider modifying teaching tools and tasks by: 

–	 substituting alternative tasks where existing ones pose a problem for a student; 
–	 modifying the presentation medium, eg using visual, oral or print media or
 

demonstration, and providing practice opportunities;
 
–	 adapting the physical environment and equipment, eg using audiovisual aids and 

specific furniture; 
–	 providing access to information and communication through assistive or adaptive 

technologies or interpreters; and 
–	 extending or otherwise altering timeframes for teaching and learning. 

•	 Provide learning materials, texts and handouts ahead of class, so that: 
–	 students and support workers can become familiar with them beforehand; and 
–	 arrangements can be made to have them converted into a different format if
 

necessary.
 
•	 Use generic, inclusive terms when creating learning activities, eg ‘communicate’, 

‘present’ and ‘create’ rather than ‘speak’, ‘talk’, ‘listen’, ‘look’, ‘draw’ or ‘write’. 
•	 Encourage as much student independence as possible to develop confidence and 

prepare students for the workplace. 
•	 Adopt a gradual approach towards independent learning, by, for example: 

–	 using assistive technologies to enable the student to complete tasks independently; 
–	 gradually reducing one‑on‑one assistance. 

•	 Provide learning experiences to develop all students’ acceptance of, and respect for, 
people with different needs. 

•	 Consider the multiple accommodations necessary to meet a single student’s needs, 
eg students who require sign language interpreters may also need a note‑taker 
(watching an interpreter prevents the student from taking detailed notes). 
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•	 Identify any other adjustments that would be ‘less disruptive and intrusive and no less 
beneficial for the student’ (Disability Standards for Education 2005, Section 3.6). 

•	 Monitor the continuing relevance of adjustments to meet changing student needs over 
the duration of the course. 

Making learning materials accessible 
It is important for all students, including students with disability, to be able to readily access 
learning materials in a format that is suitable for them. These may be materials developed 
by individual lecturers or RTOs, commercially available materials or those converted from 
other formats. 

Planning for accessible learning materials 
Making materials accessible to all students can take time. It is important to plan ahead so 
that accessible materials are available when needed, for both student and lecturer. 

When designing and developing learning materials, use the principles of ‘universal design’ 
to ensure that your materials are accessible to most people, most of the time. 

The main principles in the checklist are listed below. 

Written documents 
•	 Plan the design of the document. 
•	 Write for your reader. 
•	 Write clearly. 
•	 Structure the document clearly. 

Visual presentations 
•	 Organise the content. 
•	 Take care with colour, contrast and shading. 
•	 Format screens. 
•	 Use graphics. 
•	 Present visuals. 

When planning to develop resources, first check the availability of existing materials 
(commercial and non‑commercial) in accessible formats – this can save time and money. 

It is a good idea to buy any new resources in digital format where possible. This makes it 
easier to convert them into a range of other formats if necessary. 
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Converting materials (format‑shifting) 
Even with the principles of universal design, some learning materials will still need to be 
converted into different formats to make them accessible to students with disability. You 
may have to convert a resource from hard copy into a digital sound recording. This is 
known as ‘format‑shifting’. 

In VET, materials can be converted from the original to: 
• hard copy (including Braille and large print); 
• electronic format; and 
• audio recordings. 

While format‑shifting for students with disability is considered reasonable adjustment, 
there are limits on format‑shifting rights for educational purposes, as well as implications 
regarding copyright and maintaining the integrity of the materials. 

Format‑shifting takes time – from selecting what needs to be converted to making the 
necessary arrangements with your organisation. Arrangements include identifying copyright 
details and possibly engaging an external provider to perform the conversion. 

There are commercial resources and organisations which can help you to format‑shift your 
teaching materials. 

You can find more information on how to make materials accessible through format‑shifting 
in the Australian Flexible Learning Framework’s E-standards for Training, (see under 
‘Information design’ in ‘Resources’ at the end of this guide), which contains recommended 
national standards for technical services, information formats and intellectual property 
management. 

Copyright 
You must take copyright obligations into consideration when you reproduce a resource or 
part of a resource for educational purposes. 

There is some provision for the limited reproduction of learning materials by educational 
institutions. However, VET practitioners, students and others involved in the VET process 
need to be mindful of their responsibilities and rights under copyright law. 

Visit the Smartcopying website at www.smartcopying.edu.au for information. This is the 
official guide to copyright issues for Australian schools and TAFE. 
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Useful links and resources 
You may find the following links and resources helpful in your planning and implementation 
of reasonable adjustment in VET. 

Disclaimer 
This publication (in printed, electronic or any other medium) has been prepared for general 
information purposes only to assist education providers. It is provided voluntarily by the 
Department of Training and Workforce Development (the Department) in good faith as a 
public service. The Department reserves the right to amend this publication at any time. 

Recipients of this publication must not act in reliance upon its contents and must satisfy 
themselves of the accuracy, correctness, currency and appropriateness of its contents. 
You and any other person reading this document are advised and expected to conduct 
your own proper enquiries, research and investigations so as to satisfy yourself as to the 
reliability and currency of this publication and its content. 

The Department, the State of Western Australia, the Minister and their respective 
employees or agents (collectively ‘the State’) give no representation or warranty, express 
or implied, as to the accuracy, completeness or fitness for purpose of the information in 
respect of the recipient’s circumstances. 

The State expressly disclaims any liability for any act or omission occurring in reliance on 
this information or for any consequence of such act or omission. Where such exclusion or 
disclaimer is prohibited by law, the liability of the State must be limited to the provision of 
a revised or replacement document/publication or the payment of the cost thereof, at the 
option of the State. 

This publication cannot be regarded as legal advice. Neither the authors nor the 
State Solicitor’s Office accept or undertake any duty of care relating to any part of the 
publication, including its contents, index, tables, legislation or case index. 

Acts 

Relevant Commonwealth Acts 
ComLaw at www.comlaw.gov.au includes the following Commonwealth legislation: 

• Copyright Act 1968 
• Disability Discrimination Act 1992 
• Privacy Act 1998. 
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Relevant Western Australian Acts 
The State Law Publisher at www.slp.wa.gov.au includes State legislation under the heading 
Acts in force: 

• Equal Opportunity Act 1984 
• Vocational Education and Training Act 1996. 

Other relevant Acts 
The Australian Human Rights Commission at www.humanrights.gov.au has information on 
the following Act: 

• Employment and the Disability Discrimination Act. 

Amendment Bill 
ComLaw at www.comlaw.gov.au includes the following Amendment Bill: 

• Disability Discrimination and Other Human Rights Legislation Amendment Bill 2008. 

Copyright 
The National Catalogue for Copyright Works in Alternate Formats: Copyright Agency 
Limited (CAL) Masters Catalogue – a searchable database of materials format‑shifted for 
learners with a print disability http://masters.copyright.com.au/masters 

Smartcopying – the official guide to copyright issues for Australian schools and TAFE. 
www.smartcopyng.edu.au 

Frameworks 
Australian Qualifications Framework (AQF) Council 2013, Australian Qualifications 
Framework, Second Edition January 2013 
http://www.aqf.edu.au/Portals/0/Documents/2013%20docs/AQF%202nd%20Edition%20 
January%202013.pdf 

Australian Quality Training Framework (AQTF), AQTF Essential Conditions and Standards 
for Initial Registration 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0003/69330/AQTF_Essential_ 
Conditions_and_Standards_for_Initial_Registration.pdf 

Australian Quality Training Framework, AQTF Essential Conditions and Standards for 
Continuing Registration 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0008/69344/AQTF_Essential_ 
Conditions_and_Standards_for_Continuing_Registration.pdf 

Australian Quality Training Framework, AQTF Users’ Guide to the Essential Conditions and 
Standards for Initial Registration 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0010/69346/AQTF_Users_Guide_to_ 
the_Essential_Condition_and_Standards_for_Initial_Registration.pdf 
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Australian Quality Training Framework, AQTF Users’ Guide to the Essential Conditions and 
Standards for Continuing Registration 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0008/69353/AQTF_Users_Guide_to_ 
the_Essential_Condition_and_Standards_for_Continuing_Registration.pdf 

Australian Skills Quality Authority’s (ASQA) VET Quality Framework [specifically the 
Standards for National VET Regulator (NVR) Registered Training Organisations 2012] 
http://www.comlaw.gov.au/Series/F2013L00167 

VET Quality Framework http://www.asqa.gov.au/about‑asqa/national‑vet‑regulation/vet
quality‑framework.html 

Inclusive practice 
A Way with Words: Guidelines for the portrayal of people with a disability – a Department 
of Communities, Child Safety and Disability Services resource from the Queensland 
Government designed to raise awareness of language‑based issues specific to the 
portrayal of people with disability http://www.communities.qld.gov.au/resources/disability/ 
community‑involvement/communication/documents/way‑with‑words.pdf 

Australian Council for Private Education and Training (ACPET) provides a range of 
information to VET and higher education providers, including resources on inclusive 
practices and supporting learners with disability www.acpet.edu.au 

The Australian Disability Clearinghouse on Education and Training (ADCET) provides up 
to date, comprehensive information about inclusive teaching, learning and assessment 
strategies, reasonable adjustment and support services for people with disability in post 
secondary education and training www.adcet.edu.au 

Information design 

New Generation Technologies for Learning, National VET E‑learning Strategy, E-standards 
for Training – recommended national standards for technical services, information formats 
and intellectual property management http://e‑standards.flexiblelearning.net.au/ 

FaHCSIA Print Disability Services Program – the Department of Families, Housing, 
Community Services and Indigenous Affairs (FaHCSIA) program which funds nine 
organisations to create materials in alternative formats www.fahcsia.gov.au 

JISC TechDis has produced an ‘Accessibility Essentials Series’ which has recently 
been updated for Microsoft® Office 2007. The series includes practical and easy‑to‑read 
information on: 
• making electronic documents more readable; 
• writing accessible electronic documents with Microsoft® Word; 
• creating accessible presentations; and 
• making the most of PDFs. 

www.jisctechdis.ac.uk 
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Round Table on Information Access for People with Print Disabilities Inc – information and 
resources on the production and use of quality alternative formats for people with a print 
disability www.e‑bility.com.au/roundtable 

Vision Australia – information, resources and services relating to Web accessibility 
www.visionaustralia.org 

Web Accessibility Initiative (WAI) – information, standards and guidelines to help 
organisations make the Web accessible; includes Web Content Accessibility Guidelines 
that explain how to make web content (information in a web page or web application) 
accessible to people with disabilities http://www.w3.org/TR/WCAG20/ 

Standards, policies and bulletins 
Disability Standards for Education 2005 
http://www.deewr.gov.au/schooling/programs/pages/disabilitystandardsforeducation.aspx 

National Quality Council, Special bulletin – Training and assessment competencies to be 
held by trainers and assessors 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0007/66535/NQC_Special_ 
Bulletin_18_Dec_2009_Trainer_and_Assessor_Competencies.pdf 

National Skills Standards Council, Determination for trainer and assessor competencies 
http://www.nssc.natese.gov.au/policies/determination_for_trainer_and_assessor_ 
competencies 

National Skills Standards Council, Standards for Training Packages 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0014/71510/NSSC_‑_Standards_for_ 
Training_Packages_v1.0.pdf 

National Skills Standards Council, Training Package Products Policy 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0003/71508/NSSC_‑_Training_ 
Package_Products_Policy_v1.0.pdf 

National Skills Standards Council, Training Package Development and Endorsement 
Process Policy 
http://www.nssc.natese.gov.au/__data/assets/pdf_file/0004/71509/NSSC_‑_TP_ 
Development_and_Endorsement_Process_Policy_v1.0.pdf 

Standards for NVR Registered Training Organisations 2012 
http://www.comlaw.gov.au/Series/F2013L00167 

Standards for VET Accredited Courses 2012 
http://www.comlaw.gov.au/Series/F2013L00177 
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Strategies 
Bridging Pathways: The National Strategy 
http://www.westone.wa.gov.au/workingwithdiversity/html/disability/know/ 
popup03pathways00.html 

National VET E‑learning Strategy 2012–2015 
http://www.flexiblelearning.net.au/shared/docs/national_vet_elearning_ 
strategy_2012_2015_web.pdf 

More useful links 
Australian Human Rights Commission http://humanrights.gov.au/ 

Australian Social Inclusion Board – An Australian Government website with information on 
the principles of social inclusion. http://www.socialinclusion.gov.au/ 

Building diversity and equity in training 2010–2018: Equity is everybody’s business 
http://www.dtwd.wa.gov.au/dtwd/detcms/apprenticeships‑and‑training/trainingwa/binary
files/building‑diversity‑and‑equity‑in‑training‑2010‑2018.en?oid=com.arsdigita.cms. 
contenttypes.FileStorageItem‑id‑9788741&tab=Main 

Training.gov.au http://training.gov.au/ 

United Nations Enable – Development and human rights for all www.un.org/disabilities 

VETinfoNET vetinfonet.dtwd.wa.gov.au 
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Useful organisations
 

Asperger Services Australia www.asperger.asn.au 

Association for the Blind of WA – Guide Dogs WA www.guidedogswa.com.au 

Australian Council for Private Education and Training, 
Learning Disability Resource 

www.adcet.edu.au/Ld 

Australian Disability Clearinghouse on Education and 
Training 

www.adcet.edu.au/acpet 

Australian Learning Disability Association (ALDA) www.adcet.edu.au/ALDA 

Australian Psychological Society (APS) Tip Sheets www.psychology.org.au/ 
publications/tip_sheets/ 

Beyond Blue www.beyondblue.org.au 

Cerebral Palsy Australia www.cpaustralia.com.au 

Creating Accessible Teaching and Support (CATS) www.adcet.edu.au/Cats/ 
Specific_Impairments/ 
Learning_Disabilities.chpx 

Development Disability Council of WA (Inc) www.ddc.org.au 

Disability Services Commission www.dsc.wa.gov.au 

Down Syndrome WA www.dsawa.asn.au 

Headwest Brain Injury Association of WA Inc www.headwest.asn.au 

Learning and Attentional Disorders Society of WA (LADS) www.ladswa.com.au 

National Center for Learning Disabilities www.ncld.org 

National Disability Services (NDS) www.nds.org.au 

Paraplegic Quadriplegic Association of WA (Inc) www.paraquadwa.asn.au 

People with Disabilities (Western Australia) [PWDWA] www.pwdwa.org 

SANE Australia www.sane.org 

Senses Foundation (Inc) www.senses.asn.au 

WA Deaf Society Inc www.wadeaf.org.au 

Western Australian Association for Mental Health www.waamh.org.au 
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