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Introduction   

This guide and the related policy are intended for centres and their staff delivering AIM approved 
qualifications or units who wish to request and apply a reasonable adjustment for a learner. 

A reasonable adjustment is any action that helps to reduce the effect of a disability or difficulty that places 
a learner at a substantial disadvantage in an assessment situation. Reasonable adjustments are made to an 
assessment for a qualification to enable a disabled learner to demonstrate their knowledge, skills and 
understanding of the levels of attainment required by the specification for that qualification. 

The AIM Reasonable Adjustment and Special Consideration Policy provides more detail and examples  
of reasonable adjustments.  

The purpose of this guide is to assist centres with the completion of the Reasonable Adjustment 
Applications.  

 

 

Timelines 

AIM must receive applications for reasonable adjustments no later than 25 working days before the 
scheduled assessment for a paper-based exam, and no later than 10 working days before an online exam 
Any applications received after these dates will be rejected.  

Approved reasonable adjustments will be honoured for the current academic year, the centre will not need 
to reapply for the learner in the same academic year.  

 

 

Accessing the Reasonable Adjustment Application Form 

The Reasonable Adjustment application form is hosted on Quartz Web https://quartz.aimawards.org.uk/ 

Log in to QuartzWeb using the account details provided by AIM.  

At the top of the screen click ‘Actions’, then select ‘Tracking’. 

 

 

https://quartz.aimawards.org.uk/
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Next click the ‘Initiate New Form’ button. 

 

 

 

 

Use the menu to select ‘AIMGROUP Reasonable Adjustments’ and click Next. 
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Completing the Reasonable Adjustment Application Form 

Next, use the menu to select the qualification the reasonable adjustment is for (the menu will be  
pre-populated with the qualifications your centre has approval for) and click Add, then Next.  

 

 

NB - A separate form must be completed for each learner.  

 

On the next page, review the qualification at the bottom of the page and click Submit.  
There is no need to write anything in the text box. 

 

Click on Learner Details:  

 

 And in the text box type in the learner name, Learner ID number and Date of birth.  
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Click Submit/ Confirm.  

 

Next Click RUN ID  
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Type the Run ID into the text box and click Submit/ Confirm 

 

  

Select Externally Assessed Examination or Internally Assessed Assessment.  

 

 

If externally assessed assessment is chosen, add the date of the examination, unit title and code into the 
text box, and then click on Submit/Confirm. 
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If Internally Assessed Assessment is chosen type, the unit title and unit code into the text box and then 
click Submit/ Confirm.  

Now you need to choose which Reasonable Adjustment is required. If a learner needs more than one 
adjustment eg 25% extra time and coloured paper- please select the Multiple option. If it’s just one 
adjustment, then click the relevant blue button. 

 

 

If ‘multiple’ is selected list the requested adjustments in the text box and click submit/ confirm.  
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Next you need to upload the appropriate evidence. Examples of evidence are included in the AIM 
Reasonable Adjustment and Special Considerations Policy. Click ‘Upload Document’ 

 

 

 

In ‘Document Type’ Select Reasonable Adjustment Evidence from the menu and insert a brief note 
describing the evidence eg Joe Bloggs medical report. Select the file from your PC and upload.  

 

 

 

 

 

 

 

https://www.aim-group.org.uk/download/clientfiles/files/AIM/Qualifications/Policies/Reasonable%20Adjustments%20and%20Special%20Considerations.pdf
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Your uploaded document will appear on the main page. 

 

 

Next click ‘Reason for Reasonable Adjustment’ and type the reason into the text box, this should explain 
briefly the main reasons that the reasonable adjustment is required- eg the learner is visually impaired  
or the learner suffers from ADHD Submit/ Confirm.   
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Finally click ‘Additional Information’ if there is no additional information that you wish to add,  
leave the text box blank and click submit/ confirm- as this submits the whole application.  

 

 

Your Reasonable adjustment application has been submitted and will be reviewed by the AIM Compliance 
team. You will receive a decision within 10 working days and will be notified via the Quartz portal The 
person that submitted the application will also be notified by email.  

 

Tracking the Application 

On the home page of your QuartzWeb account, click on ‘Actions’ and Select ‘Tracking’. 

 

A list of forms you have submitted, both current and completed, will be listed. You can either scroll down 
until you find the form you wish to check, or you can filter to show active/ current forms using the menu 
option.  

 

When you have located the form, you wish to check you will see that the current status will be shown in 
the status column. Initially it will state RA Application Submitted, but as AIM review it, this will be updated 
to either Approved, Rejected or Further Information Requested.  The individual form can be opened by 
clicking on the name of the form- you will need to do this is you are asked to submit more information.  
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Responding to the request for more information 

If you receive notification that further information has been requested, you will need to click on the form 
to open it and upload further evidence, eg if you forgot to add the learner’s date of birth this will show on 
the table one the form has been opened.  

 

 

 

Then click ‘Application Resubmitted’ and type the additional information into the text box and click 
submit/ confirm. This will be sent to AIM and will appear on your tracking list ‘Application Resubmitted’, 
until AIM has reviewed it and either approved, partially approved, or rejected the application.  

 

If approved or partially approved, AIM will administer the relevant adjustment, where necessary, eg 
providing exam papers printed on coloured paper. The centre is responsible for ensuring that reasonable 
adjustments are applied correctly on the day of the exam.  

 

 

 

 


