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Reasonable Adjustment Decision and Review Tool

How to use this tool
This tool supports consistent, defensible decision making about reasonable adjustment.
It is designed to:
· guide professional judgement
· prompt appropriate consultation
· support proportionate documentation
· demonstrate alignment with the Standards

The level of detail recorded should reflect the level of complexity and risk.
Note that this document is not the legally required written agreement between the RTO and the learner, but rather a tool to support planning and decision making. 


Reasonable Adjustment Decision Pathway

Understanding the barrier
What barrier to participation or assessment has been identified?
Describe the practical issue, not the diagnosis. Focus on what is affecting participation, learning, or assessment.
Examples:
· difficulty processing written instructions under time pressure
· anxiety impacting participation in group assessment
· physical access issues in the training environment

How was this identified?
☐ Learner disclosure
☐ Observation during training
☐ Assessment related issue
☐ Other (describe) 

Commentary
This section establishes the reason for considering adjustment.
Medical detail is not required unless it is necessary to inform the decision.




Is inclusive practice sufficient?
Can this barrier be addressed through inclusive practice or wellbeing support alone?
☐ Yes
☐ No
If yes, describe what inclusive practices were applied and why they were sufficient.
If no, proceed to Consultation below.
Examples:
· clarified assessment instructions for the whole cohort
· provided structured templates and exemplars
· adjusted delivery pace or sequencing
· provided additional non assessable practice opportunities
Commentary




Consultation
Who has been consulted as part of this decision?
(Consultation may occur at multiple points)
☐ Learner
☐ Trainer
☐ Assessor
☐ Support or student services staff
☐ Compliance or quality staff
☐ Employer or workplace supervisor (where relevant)
☐ Industry or licensing requirements considered (where applicable)


Key points from consultation
Summarise the information that informed the decision, such as:
· the learner’s experience of the barrier and what they believe would assist
· trainer or assessor input on delivery and assessment requirements
· advice on assessment conditions, evidence requirements, or integrity risks
· workplace or industry considerations where assessment reflects real work tasks
· constraints identified, including safety, regulatory, or competency requirements
Commentary 
Consultation supports informed and defensible decision making. It does not mean that any one view determines the outcome. The purpose is to ensure that learner needs, training and assessment requirements, integrity considerations, and where relevant workplace or industry expectations are all considered before a decision is made.
Only consultation relevant to the decision needs to be recorded. The level of detail should reflect the complexity and risk of the adjustment being considered.









Considering adjustment options
What adjustment options were considered?
Describe:
· what was explored
· what was agreed
· what was ruled out and why (if relevant)
Examples:
· adjusted assessment environment
· alternative evidence collection methods
· timing or scheduling adjustments
Commentary
This section shows that options were actively considered, not defaulted.
Not all options need to be recorded, only those relevant to the final decision.













Integrity check
Adjust the pathway, not the destination
Confirm that the proposed adjustment:
☐ Keeps competency outcomes unchanged
☐ Keeps evidence requirements unchanged
☐ Keeps performance standards unchanged
☐ Allows judgements of competence against the required standard
If any box cannot be confirmed, explain why and reconsider the adjustment.
Commentary
This is the key control point, if integrity cannot be confirmed, the adjustment is not reasonable.



Decision and rationale
Decision made
Describe what was agreed or not agreed.




Why this decision is reasonable
Briefly explain how the decision:
· addresses the learner’s barrier
· aligns with course and assessment requirements
· maintains integrity
Commentary
This does not need to be lengthy. Two or three clear sentences is often sufficient.
Monitoring, Review, and Evidence

Monitoring effectiveness
How will effectiveness be monitored?
Examples:
· check in after first assessment attempt
· trainer observation during delivery
· learner feedback conversation

When will it be reviewed?
☐ After next assessment
☐ Midway through unit
☐ At completion
☐ Other 
Commentary
Reasonable adjustment decisions are rarely one off. This shows that the RTO is actively supporting participation over time.


Review outcomes
Is the adjustment effective?
☐ Yes
☐ No
☐ Partially
What changed, if anything?

Commentary
Evidence of review strengthens compliance. Changes over time are expected and appropriate.

Evidence and records
Evidence should show consistency, not perfection
Evidence may include:
☐ brief decision notes
☐ consultation records
☐ training or assessment plans showing adjusted conditions
☐ learner check ins or communications
☐ assessor judgement records
☐ staff explanations or interviews
Commentary
Evidence should align with actual practice. 


Key reminders
· Inclusive practice applies to all learners
· Reasonable adjustment applies to individual learners with disability or ongoing ill health
· Not all requests result in reasonable adjustment
· Saying no can be compliant when integrity would be compromised or the adjustment causes unjustifiable hardship
· Documentation supports professional judgement, it does not replace it


Core principles
1. Inclusive practice sets the conditions.
2. Reasonable adjustment responds when those conditions are not enough.
3. Integrity is protected through clear, consistent decision making.


Please note these tools have not been assessed for compliance against the 2025 Standards and are for workshop purposes only 
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