[image: ][image: ]

Reasonable 
adjustments 
and special 
considerations 
policies.

April 2026











www.ciob.org



Reasonable adjustments and 
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This document incorporates the Chartered Institute of Building (CIOB) policies 
in respect of the provision of reasonable adjustments and special considerations. 
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What is a ‘reasonable adjustment’?
Reasonable adjustments are made for disabled people and those with long-term conditions to allow them to participate in membership and enjoy the benefits of services provided. Reasonable adjustments are generally requested in advance of participation in membership, an event, interview or assessment and can include changes to institute processes. Examples of reasonable adjustments are: 
· Communication in writing only 
· Alternative formats for written resources/communications
· The provision of hearing-loops at events 
· Extra time during examinations or assessments
If you are interested in requesting a reasonable adjustment, please refer to the reasonable adjustment policy from page 4. 


What is a ‘special consideration’? 
Special considerations are changes in procedure to meet the needs of a person disadvantaged by extraordinary circumstances immediately prior to or during an exam, learning, test or assessment. Special considerations may be given in respect of a range of circumstances including (but not limited to) an accident, illness, bereavement or an injury at the time of an assessment. Examples of special considerations are: 
· Extra time during examinations or assessments
· Alternative formats for written assessments where a person is unable to write/type
· Deferral of learning/exams/ assessments at no cost to the candidate
· An agreed break to allow the learner to re-engage when able
If you are interested in requesting a special consideration, please refer to the special consideration policy from page 7. 
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1. Reasonable adjustments policy introduction
At CIOB we are committed to delivering a fair and inclusive environment for all, so we strive to continuously improve our services and standards and embed accessible practices across all areas of our work. One of the ways we provide accessible practices is through adjustments. Adjustments may be needed to meet the individual needs of some members and delegates, and they are considered on a case-by-case basis.  
As an Investors in People (Gold) accredited organisation, we have engaged with leaders and innovators in wellbeing to create an environment for our members that builds upon the framework we have in place for our staff. In this way, we aim to nurture a culture of wellbeing for all. 
Our approach is designed to ensure that all members, learners and delegates with a disability or long-term condition can request adjustments to enable them to make the most of the resources and services offered by CIOB. 
2. Policy scope 
This policy document confirms CIOB’s commitment to the provision of reasonable adjustments for members, learners, apprentices and other external stakeholders (hereafter referred to as ‘customers’). It clarifies the circumstances when they will be considered and the process to be followed.  
Please note that this policy does not cover: 
· How CIOB will manage special considerations and/or extenuating circumstances (e.g. temporary illness, injury or adverse circumstances) generally submitted at the time of assessments for qualifications. The special considerations Policy follows this policy from page 7. 

· The provision of reasonable adjustments for CIOB employees. The policy in respect of CIOB employees can be viewed by staff members on the HR Intranet page entitled ‘Life and Wellbeing’.
3. Relevant legislation
CIOB is defined as a ‘trade organisation’ by Section 57 of the Equality Act (2010) and as such has a duty to make it possible for members to request adjustments; to consider those requests and provide adjustments where appropriate.
The Equality Act (2010) only applies to the UK; nevertheless, CIOB is committed to providing all members and delegates with the opportunity to request adjustments, as we are committed to ensuring our services are inclusive for all. 
4. Who can request a reasonable adjustment? 
In accordance with CIOB’s commitment to inclusive and accessible service delivery, disabled members or those with a long-term condition can request adjustments at their own discretion in the personal details section of the CIOB membership portal. This should be done in advance of the time when the adjustment will be needed. 
Documentary confirmation of a condition and/or its impact may be requested to understand an individual’s need. 
These documents will be treated confidentially and only used in relation to the administration of reasonable adjustments.
Reasonable adjustments can also be requested by learners, apprentices, anyone who uses CIOB’s services (e.g. CIOB Academy), those attending a public event or whose association with CIOB is frequent and substantial.
Individuals may request reasonable adjustments based on the following conditions (not an exhaustive list):
· Being D/deaf or hearing impaired 
· Being blind or visually impaired
· Physical impairments 
· A neurodivergent condition 
5. How to request a reasonable adjustment
Members are invited to provide their reasonable adjustment requests when providing personal details on the CIOB membership portal. The following options are available:  
i. Contact from CIOB other than by phone  
ii. Support during CIOB assessments and reviews
iii. Support when participating in formal regulatory activities, such as investigations and compliance
iv. Accessing and/or attending in-person CIOB meetings and/or events
v. Other reasonable adjustment – please specify.
CIOB members can update their details at any time and they are encouraged to revisit their personal profile on an annual basis as their needs can change over time. 
Please note that the information requested from members relates to the specific adjustments required, rather than a description of a medical condition. 
The following are examples of adjustments relating to specific CIOB functions:
a) Events 
Prior to in-person events, delegates are asked if they have any accessibility requirements or any other needs to be addressed to ensure that they can participate in the event (e.g. graduation ceremonies, conferences etc). This is in accordance with CIOB’s Guide on Hosting Inclusive, Accessible and Welcoming Events: ciob.org/Events guidance 
b) Participation in regulatory proceedings 
Members subject to or participating in regulatory proceedings may ask to join the required hearings via a virtual platform (e.g. Teams, Zoom) rather than attend in-person. 
c) Assessments for qualifications and accreditation  
Adjustments can be requested to ensure that the format of the assessments are not a barrier, nor place the disabled learner at a substantial disadvantage. Each request for a reasonable adjustment will be considered on a case-by-case basis. The need for CIOB to maintain standards of competence will also be taken into consideration when responding to request for an adjustment.  
CIOB’s Education Department conducts assessments for accreditation in respect of different grades of membership (e.g. Chartered Membership, Fellowship and Technical Membership). A request made by a prospective member on the CIOB membership portal will be considered before any assessment. 
If you are studying for a CIOB qualification at a CIOB Approved Centre, contact your centre in the first instance to request a reasonable adjustment. If you are not satisfied with their response, contact CIOB directly, setting out your request: educationadmin@ciob.org.uk 
CIOB is a registered apprenticeship provider in England. As part of their training, Apprentices are required to undertake regular assessments of their knowledge, skills and behaviours. CIOB apprentices should complete and submit the following form at least 20 days prior to the assessment so that they can be given due consideration. 
If CIOB is your apprenticeship training provider, you should email: Apprenticeships@ciob.org.uk
If CIOB is your End Point Assessor only, you should email: EPA@ciob.org.uk

CIOB Academy provides resources for learners from across the built environment sector. CIOB Academy learners should complete and submit the following form at least 20 days prior to the assessment so that they can be given due consideration. 
d) Recruitment 
Applicants for employment with CIOB are asked to provide reasonable adjustment requests when they have been shortlisted and invited to an interview stage.  
6. How CIOB will respond to requests for reasonable adjustments
CIOB will consider all requests for reasonable adjustments and respond in one of three ways: 

1. Approval
2. Request for documentary confirmation of need
3. Rejection on the basis of unreasonableness
CIOB may decline to meet a request for an adjustment if it is considered by CIOB to be unreasonable. This may be when the requested adjustment is not the most effective means of addressing a barrier; or when the cost of implementing the adjustment is disproportionate. In relation to assessments for qualifications, a request may be declined on the basis that the adjustment requested would undermine the integrity of that qualification. When rejecting requests, CIOB may suggest an alternative, more effective means of meeting the needs of the member or delegate. 
7. Costs
If a request is considered reasonable, the costs associated with implementing the adjustment will be met by CIOB. If CIOB considers an adjustment to be unreasonable, it will not cover the costs.  
8. Monitoring provision 
Each CIOB department will keep a record of the reasonable adjustments provided to facilitate monitoring and trend analysis. 
9. Appeals
Appeals against a CIOB response to a request for a reasonable adjustment should be emailed to: governance@ciob.org.uk setting out the grounds for appeal.  
10.  Policy review and ownership
This Policy was developed by the CIOB Head of EDI in conjunction with the CIOB Leadership Team and in consultation with the CIOB (members) EDI Advisory Panel in March and April 2026. It will be reviewed in 12 months or earlier if changes to systems, processes or legislation necessitate an update. An equality Impact Assessment was completed by the Head of EDI in April 2026. 



11.  Special considerations policy introduction
At CIOB, we are committed to delivering a fair and inclusive experience for all, so we strive to continuously improve our services and standards and embed accessible practices across all areas of our work. One of the ways we provide accessible practices is through our special considerations for extenuating circumstances policy. Special considerations may be needed to mitigate extenuating circumstances experienced by members, learners, and apprentices (hereafter referred to as customers), to be considered on a case-by-case basis.  
As an Investors in People (Gold) accredited organisation, we have engaged with leaders and innovators in wellbeing to create an environment for our community that builds upon the framework we have in place for our staff. In this way, we aim to nurture a culture of wellbeing for all. 
[image: ]Our approach is designed to ensure that all customers can request special considerations to enable those who experience an adverse event in their lives to access learning services and assessments with equity.
12.  Policy scope 
This policy document confirms CIOB’s commitment to the provision of special considerations for customers. It clarifies the circumstances when they will be considered and the process to be followed.  
13.  Who can request a special consideration? 
In accordance with CIOB’s commitment to inclusive and accessible service delivery, any CIOB customer, as defined in the introduction may request a special consideration.
Documentary confirmation of an extenuating circumstance and its impact may be requested to understand an individual’s situation. These documents will be treated confidentially and only used in relation to the administration of special considerations.
In all cases, assessments will be a test of a learner’s knowledge and understanding of the subject matter. 

Special considerations can be requested to ensure that the format of the assessments is not a barrier, nor places the learner at a substantial disadvantage. Each request for a special consideration will be considered on a case-by-case basis and balanced against the need to uphold standards of competence. 
14.  How to request a special consideration
If you are studying for a CIOB qualification at a CIOB Approved Centre, contact your centre in the first instance to request a special consideration. If you are not satisfied with their response, contact CIOB directly, setting out your extenuating circumstances:  educationadmin@ciob.org.uk 
CIOB is an Awarding Organisation and a registered apprenticeship provider in England. CIOB Apprentices should complete and submit the following form. 
If CIOB is your apprenticeship training provider, you should email: Apprenticeships@ciob.org.uk
If CIOB is only your End Point Assessor, you should email: EPA@ciob.org.uk
If you are a learner or delegate with CIOB Academy complete the following form: Application to Request an Extension
If a member cannot comply with the CPD audit requirements due to extenuating circumstances, they should contact cpdaudit@ciob.org.uk to discuss their situation. 
15.  How CIOB will respond to requests for special considerations
CIOB will consider all requests for special considerations and respond in one of three ways: 
1. Approval
2. Request for documentary confirmation of need
3. Rejection 
CIOB may decline to meet a request for a special consideration if it is deemed by CIOB to be unreasonable. This may be when the requested consideration is not the most effective means of addressing a barrier, or when the cost of implementing the consideration is disproportionate. In relation to assessments for qualifications, a request may be declined on the basis that the consideration requested would undermine the integrity of that qualification or assessment. When rejecting requests, CIOB may suggest an alternative means of meeting the need of the member or customer. 
16.  Appeals
Appeals against a CIOB response to a request for a special consideration should be emailed to: governance@ciob.org.uk setting out the grounds for appeal.  Please note that appeals cannot be made solely on the basis of disagreement with the result of an assessment. 
17. Policy review and ownership
This Policy was developed by the Director of Education and Standards in conjunction with the CIOB Leadership Team in April 2026. It will be reviewed in 12 months or earlier if changes to systems, processes or legislation necessitate an update by the Education Team in collaboration with the Head of EDI.  
An Equality Impact Assessment was completed by the Head of EDI in April 2026. 



IF YOU WOULD LIKE TO REQUEST A COPY OF THIS POLICY DOCUMENT IN AN ALTERNATIVE FORMAT PLEASE CONTACT: inclusion@ciob.org.uk
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