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REASONABLE ADJUSTMENTS SCHEME (RAS) GUIDANCE 
FOR PRISON OFFICER RECRUITMENT 

 
 
This document outlines guidance for HMPPS staff responsible for agreeing and 

organising reasonable adjustments for candidates taking Prison Officer assessments.  

It also provides insight for candidates and establishments regarding possible 

assessment adjustments and information regarding the professional assessment 

reports requested.  
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Definition of Disability 

 

The Equality Act 2010 states that "A person has a disability1 for the purposes of the 

Act if he or she has a physical or mental impairment and the impairment has a 

substantial and long term adverse effect on his or her ability to carry out normal day 

to day activities2." 

 

Additional guidance  

 

This means that, in general: 

 

o The person must have an impairment that is either physical or mental 

o The impairment must have adverse effects which are substantial3 

o The substantial adverse effects must be long-term4 

o The long-term substantial adverse effects must be effects on normal day-to-day 

activities5 

 

A disability can arise from a wide range of impairments which can include but are not 

limited to: 

 

o Sensory impairments, such as those affecting sight or hearing; 

o Impairments with fluctuating or recurring effects such as rheumatoid arthritis 

and epilepsy;  

o Progressive, such as motor neurone disease, muscular dystrophy, and forms 

of dementia;  

o Auto-immune conditions; 

                                                 
1 Disability means “Limitations going beyond the normal differences in ability which may exist among people”.  
2 Legislation.gov.uk. (2018). Equality Act 2010. [online] Available at: 

https://www.legislation.gov.uk/ukpga/2010/15/section/6 [Accessed 7 Aug. 2018]. 
3 “Substantial” means ‘more than minor or trivial’. This can be distinguished by looking at the effects on a person 
with the impairment, comparing those to a person without the impairment, to judge if the difference between the 
two is more than minor or trivial.   
4 “Long-term” means the impairment has existed for more than at least 12 months, or is likely to do so. 
5 GOV.UK. (2018). Definition of disability under the Equality Act 2010. [online] Available at: 
https://www.gov.uk/definition-of-disability-under-equality-act-2010 [Accessed 7 Aug. 2018]. 
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o Organ specific, including respiratory conditions, such as asthma, and 

cardiovascular diseases, including thrombosis, stroke and heart disease; 

o Developmental, such as autistic spectrum disorders (ASD), dyslexia and 

dyspraxia;  

o Learning disabilities;  

o Mental health conditions with symptoms such as anxiety, low mood, panic 

attacks, phobias, or unshared perceptions; eating disorders; bipolar affective 

disorders; obsessive compulsive disorders; personality disorders; post-

traumatic stress disorder, and some self-harming behaviour;  

o Mental illnesses, such as depression and schizophrenia;  

o Produced by injury to the body, including to the brain6. 

 

Factors that might reasonably be expected to have a substantial adverse effect 

include:  

 

o Persistent and significant difficulty in reading and understanding written 

material where this is in the person’s native language, for example, because of 

a mental impairment, a learning difficulty of a sensory or multi-sensory 

impairment; 

o Persistent distractibility or difficulty concentrating; 

o Difficulty understanding or following simple verbal instructions. 

 

Factors that might reasonably be expected not to have a substantial adverse effect 

include: 

 

o Minor problems with writing or spelling; 

o Inability to fill in a long, detailed, technical document, which is in the person’s 

native language without assistance; 

o Inability to concentrate on a task requiring attention for several hours. 

 

 

                                                 
6 Newcastle University Human Resources. 2016. What is a disability? [ONLINE] Available at: 
https://www.ncl.ac.uk/hr/support/what-is-a-disability.php. [Accessed 1 July 2018]. 
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Reasonable Adjustments 

 

o HMPPS is under a duty of care to candidates to make reasonable adjustments 

in line with The Equality Act 20107.  A reasonable adjustment is an adaptation 

to change a provision, criterion or practice, or to change a physical feature to 

avoid placing a disabled person at a substantial disadvantage during a 

recruitment or assessment and selection process.  

 

What does ‘reasonable’ mean? 

 

o The law does not specify what factors you should take into account when 

considering what is ‘reasonable'.  In the event of any legal action, 

reasonableness is determined by the courts on an individual basis.    

 

The following factors may need to be taken into account when considering what is 

reasonable: 

 

o How effective any steps would be in overcoming the difficulty; 

o How practicable it would be for the organisation to take these steps;  

o How disruptive taking the steps would be;  

o The financial and other costs of making the adjustment(s);  

o The amount of any resources already spent on making adjustments;  

o The availability of financial or other assistance; 

o How replicable the adjustment(s) made can be mirrored in the job role; 

o Whether the adjustment is suitable for different types of assessments.  There 

are specific areas that are required to be measured for the job role, which may 

mean certain adjustments cannot be made. 

 

 

 

                                                 
7 Equalities and Human Rights Commission. 2018. Equality Act 2010. [ONLINE] Available at: 
http://www.legislation.gov.uk/ukpga/2010/15/contents. [Accessed 1 July 2018]. 
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What level of cost should the organisation bear? 

 

o The courts consider the Prison Service to be a single entity, similar to a large 

organisation like a supermarket chain; 

o Large organisations cannot use the cost of an adaptation as reason not to 

provide it, unless it is significant and out of proportion to the benefit the 

individual will receive.  The courts look at the funds available across the entire 

organisation, rather than the budget for a specific team or directorate.  

 

Who can provide advice? 

 

o There are a range of organisations and people who can advise on reasonable 

adjustments: 

o The HMPPS National Assessment Team (NAT) will communicate with each 

candidate to understand what sort of reasonable adjustments would support 

them during their assessment.  

o Specialist organisations who deal with a particular disability may also 

provide useful guidance (please see page 18 for further guidance); 

o Charities and other third sector organisations which specialise in supporting 

people with particular disabilities can often supply advice and guidance.  
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Reasonable Adjustments Scheme (RAS) Process 

 

o The NAT has a duty of care to ensure that reasonable adjustments are put in 

place so that a disabled candidate is not placed at a substantial disadvantage 

compared to a non-disabled candidate during the assessment process. 

o Non-advantageous reasonable adjustments will be offered to candidates for 

both the Online Tests and the Assessment & Recruitment Centre, without the 

requirement for a professional assessment report. 

o Candidates will be required to upload a professional assessment report if they 

wish to receive certain types of reasonable adjustments, such as extra time, 

which can provide an advantage over other candidates.  The NAT will then 

communicate with candidates to agree the reasonable adjustments. 

o Candidates may also request other adjustments without providing the NAT with 

a professional assessment report.  These cases will be looked at on an 

individual case-by-case basis. 

o Reasonable adjustments are considered on an individual basis and are agreed 

in consultation with each candidate to ensure that adjustments are both 

appropriate and possible to implement.  

 

Types of Reasonable Adjustments 

 

o A non-exhaustive list of the most common reasonable adjustments are: 

 

o Coloured overlays 

o Changes to assessment paper format (e.g. bold text or larger font) 

o Supervised extra toilet/medication breaks  

o Reader (not suitable for assessments testing reading ability)  

o Separate rooms  

o 25% extra time  

o Treadmill (as a possible adjustment for the bleep test)  
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Professional Assessment Reports  

 

When is a professional assessment report requested?  

 

o It can be reasonably assumed that some adjustments would be more 

advantageous to a non-disabled candidate than other types of adjustments.  

For example, assessment papers printed in a different font are less likely to 

have an advantageous impact on non-disabled candidates, than the provision 

of 25% extra time. 

o As a result, a professional assessment report which outlines what reasonable 

adjustments a disabled candidate requires will be reviewed before agreeing 

certain reasonable adjustments. 

o Where a professional assessment report is not available, the NAT will work with 

candidates on an individual case-by-case basis to try and provide the most 

appropriate support. 

o Adjustments that are considered reasonable depend on both the design and 

purpose of each specific assessment.  The same adjustment may not be 

considered reasonable for every assessment and/or component part.  For 

example, the use of a laptop for all parts of an English Test during an 

assessment day may not be considered reasonable if the job role requires 

candidates to make hand-written notes.  

 

What type of professional assessment reports will candidates be asked to produce to 

enable the NAT to agree appropriate reasonable adjustments?   

 

o Candidates requesting specific types of reasonable adjustments which are 

considered advantageous, such as extra time or breaks, will be required to 

submit a professional assessment report to enable the NAT to make the most 

appropriate reasonable adjustments for their disability.  

o This is to ensure that we are providing a consistent and fair approach to all 

candidates when agreeing reasonable adjustments.  
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General guidance on submitting a professional assessment report  

 

o A professional assessment report should be typed (not hand written); 

o A professional assessment report should also detail the candidate’s full name, 

date, the professional that conducted the assessment and their contact details; 

o A professional assessment report must be written in English; the NAT is not 

responsible for funding the translation of documents; 

o Online tests will not be accepted as a professional assessment report as these 

are typically pre-diagnostic tests and will not enable the NAT to make the most 

appropriate reasonable adjustments as they typically do not provide 

individualised candidate recommendations. 

 

Who will be able to see my professional assessment report? 

 

o All professional assessment reports submitted will be treated in confidence in 

line with GDPR and will only be viewed by those with a genuine need to see 

them. 

o Professional assessment reports will only be used to inform on which 

reasonable adjustments may be suitable for individuals and will not be used 

when making assessment decisions. 

Physical impairments  

 

A professional assessment report can be in the form of a letter from a GP or consultant, 

other qualified medical practitioner or appropriate specialist. 

 

Medical professional assessments should: 

o Explain how the candidate’s disability impacts upon them for assessment 

processes or workplace tasks. 

 

 

 



OFFICIAL 

9 
 

RAS Guidance for Prison Officer Recruitment, HMPPS National Assessment Team, V1.1 Jan 19 
© Crown copyright 2019 

Autism/Asperger’s Syndrome  

 

Candidates on the autistic spectrum will be asked to provide the following:  

 

o A written statement or letter from a doctor or appropriate qualified medical 

professional which explains how the candidate’s disability impacts upon them 

for assessment processes or workplace tasks. 

o Or a Statement of Special Educational Needs (SEN) issued by a Local 

Authority8 which explains how the candidate’s disability impacts upon them for 

assessment processes or workplace tasks. 

 

Specific learning difficulties (SpLD) 

 

Candidates with a specific learning difficulty will be asked to provide the following:  

 

o A professional assessment report from a registered psychologist or suitably 

qualified professional such as a specialist teacher; 

o The professional assessment report will have ideally been carried out after a 

candidate’s 16th birthday, to be most informative for agreeing appropriate 

reasonable adjustments8. 

o If a professional assessment report is unavailable after a candidate’s 16th 

birthday, the NAT will review any professional assessment reports prior to the 

age of 16, in order to agree the most appropriate reasonable adjustments.  

 

Mental health conditions  

 

A professional assessment report for candidates with mental health conditions can be 

in the form of a professional assessment report from a GP, consultant, or other 

qualified professionals such as a Clinical Psychologist.   

 

                                                 
8 Adapted from  - Disabled Students’ Allowances (DSAs). 2018. Disabled Students’ Allowances – Continuing 

DSA students. [ONLINE] Available at: https://www.practitioners.slc.co.uk/media/1647/sfe-dsa-continuing-18-
19.pdf. Page11 [Accessed 1 July 2018]. 
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A professional assessment report should: 

o Explain how the candidate’s disability impacts upon them for assessment 

processes or workplace tasks.9 

 

 

Comorbidity of conditions 

 

Where a candidate experiences several conditions (otherwise known as co-morbidity), 

then a professional assessment report should be submitted from an appropriately 

qualified medical practitioner which details: 

  

o A written statement or letter from a doctor or appropriate qualified medical 

professional which explains how the candidate’s disability impacts upon them 

for assessment processes or workplace tasks. 

o The overall impact of the conditions on the candidate and ideally any 

adjustments which can be suggested to reduce the effects of the disabilities on 

the candidate’s performance. 

 

Bilingualism  

 

o English as a second language is not considered a disability under The Equality 

Act 2010 and we are unable to make any reasonable adjustments for this.  

o HM Government guidelines require any employee in a public service, whatever 

their nationality or origins, to be able to speak fluent English.  This means that 

they must have a command of spoken English which is sufficient to enable the 

effective performance of their role. 

o This level of fluency does not relate to regional or international accents, 

dialects, speech impediments or the tone of conversations. 
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Pregnancy  

 

A professional assessment report of pregnancy will be requested if candidates would 

like to request certain types of reasonable adjustments, such as extra time.  A 

professional assessment report can be in the form of a letter from a GP or consultant, 

other qualified medical practitioner or appropriate specialist. 

 

A professional assessment report should: 

 

o Explain how the candidate’s pregnancy impacts upon them for assessment 

processes or workplace tasks. 

 

Adjusted fitness test  

 

Candidates may be considered for an adjusted fitness test, which uses a treadmill as 

an alternative to the bleep test, if they can provide a professional assessment report: 

 

A professional assessment report can be in the form of a letter from a GP or consultant, 

other qualified medical practitioner or appropriate specialist. 

 

A professional assessment report should: 

 

o Make reference to the RAFT (reasonably adjusted fitness test); 

o Outline that their medical condition is covered under The Equality Act 2010; 

o State that the treadmill would be more appropriate than the bleep test. 

 

Please note: Candidates are still required to pass other elements of the fitness test, 

such as the agility test, for which there are no possible adjustments.  
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Lack of or Inconclusive Professional Assessment Reports  

 

What if a candidate does not have a professional assessment report?  

 

o If no suitable professional assessment report can be produced, the candidate 

may request to have reasonable adjustments which will then be looked into on 

an individual case-by-case basis.  

 

What if a candidate’s professional assessment report is inconclusive?   

 

o Cases may arise where the professional assessment report that the candidate 

provides is considered insufficient by the NAT for the purposes of agreeing 

appropriate reasonable adjustments; 

o These situations will be looked into on an individual case-by-case basis.  

 

Implementation of Specific Adjustments 

 

Supervised bathroom/medication breaks  

 

o The timing of the examination must be paused and re-started when the 

candidate is ready to continue; 

o During the supervised rest break the candidate must not have access to the 

question paper or answer booklet; 

o If the candidate needs to leave the room, they must be accompanied by an 

invigilator; 

o The supervised rest break is not included in any extra time allowance. 
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Extra time 

 

o If a candidate is given any extra time, the centre manager / invigilator must 

ensure that appropriate invigilation and timetabling arrangements are in place 

to accommodate this;  

o Extra time may not be appropriate for all assessments and/or component parts 

and the NAT will confirm for which elements they are appropriate;   

o Extra time greater than 25% must only be given if a professional assessment 

report explicitly suggests that this is appropriate and that the candidate would 

be at a substantial disadvantage without this.  

 

Use of a reader  

 

Appropriate members of the assessment centre staff will provide this reasonable 

adjustment.  They will follow the guidelines as stated below when reading questions 

to candidates.  Readers are only possible for assessments which are not designed to 

measure reading ability, such as the English Test.  

 

o A reader is a responsible adult who reads the question paper instructions to the 

candidate.  This may involve reading the whole paper to the candidate or the 

candidate may request only some words to be read; 

o A reader is not a practical assistant, a prompter, a scribe or a Sign Language 

Interpreter; 

o A reader may read numbers printed as words (e.g. 24 as twenty four) however, 

a reader must not read these if the question is testing the ability to write 

numbers in words (e.g. write 24 in words); 

o If requested, a reader may read back what the candidate has written. A reader 

cannot make any emphasis on any errors; 

o If requested, a reader can give the spelling of a word, as long as it is not a 

question on any examination paper; 
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o A reader must only read the instructions provided and cannot explain or clarify 

any questions; 

o A reader must only repeat instructions if requested to do so by a candidate; 

o A reader must not advise a candidate which question to do, how to manage 

their time or how to order their answers; 

o A reader must not decode any symbols or abbreviations, e.g. if the symbol < is 

printed, it must not be read as smaller than, but merely be pointed out.  

 

Use of a scribe  

 

Appropriate members of the assessment centre staff will provide this reasonable 

adjustment.  They will follow the guidelines as stated below when scribing for 

candidates.  A scribe is only possible for assessments which are not designed to 

measure written literacy abilities.   

 

o A scribe can only be used for written assessments.  They cannot be used in 

interviews / role play simulations; 

o A scribe is not a practical assistant, a prompter or a reader; 

o The centre manager / invigilator / panel chair is responsible for ensuring that a 

candidate with a scribe cannot be overheard by, or distract other candidates;  

o The candidate and scribe should be in a separate room from other candidates; 

o An invigilator may act as a scribe if needed; 

o A scribe must not perform any tasks which are part of the assessment; 

o A scribe must only write what has been said by the candidate; 

o A scribe must immediately alert the centre manager / invigilator / panel chair to 

any problems with communication; 

o A scribe must not advise candidates on which questions to answer, when to 

move on from a question or the order in which they should answer questions; 

o A scribe may, if required, read back what has been written. 
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Use of a computer/laptop 

 

o A computer can be provided if this is appropriate for both the individual and type 

of assessment; 

o The computer provided for any assessment must not be able to be connect to 

the internet; 

o The computer provided must be thoroughly checked before it is given to a 

candidate and any documents on the computer must be deleted; 

o The computer must be checked for access to any instant messenger services 

and these must be removed before any assessments; 

o NAT assessment laptops do not have access to speech recognition software 

(e.g. Dragon Software), a programme often used by candidates with learning 

difficulties - however, the use of a reader may be an appropriate alternative 

adjustment; 

o We are unable to allow candidates the use of their own personal laptops 

because we cannot control the material on the system or distribute the 

assessment material; 

o We are often able to provide a reader and/or scribe as possible alternative 

adjustments for those candidates who request a computer. 

 

Use of own room for assessment 

 

o If a candidate is given their own room for an assessment, they must have an 

invigilator present at all times; 

o A candidate must still have access to a clock for timings; 

o The room that a candidate is provided must be free of distractions; 

o This may not be suitable for all assessment types (e.g. group exercise). 
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Pregnancy arrangements  

 

o A candidate may be permitted to take frequent breaks when they are pregnant; 

o An invigilator must be present in any breaks and a candidate must not be given 

access to the question or answer booklet during this time; 

o If a candidate is breastfeeding, they may also be given frequent breaks for 

breastfeeding.  The above point would apply; 

o A candidate who is pregnant may be able to choose the time slot of their 

assessment to suit any daily changes in sickness; 

o If a candidate has to take frequent breaks, the clock must be stopped when 

they stop working on their assessment, and then re-started when they return 

from a break. 

 

Modified test papers 

 

o Test papers can be modified to use different font, text size, emboldened test or 

different coloured paper; 

o Modified papers must be prepared before an assessment is due to begin; 

o Modified test papers will not be provided ad hoc on the day of an assessment; 

all adjustments must be agreed and approved by NAT in advance; 

o Modified test papers must not contain any additional information to the standard 

test paper. 

 

Adjusted fitness test  

 

The RAS Team will seek guidance from the Fitness Strategy team to ensure that any 

reasonable adjustments related to the fitness test are in line with HMPPS policy10, as 

the NAT are not responsible for this policy.  

 

                                                 
10 Adjusted Fitness Test Policy is included within the Further Guidance and Support section.   
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o The fitness test includes: Grip test, the Multi-stage fitness test (bleep test), 

Speed agility (running and changing direction) and the Shield test (holding a 

shield in a functional position).  

o The only possible adjustment agreed by the Fitness Strategy team is that a 

treadmill can replace the bleep test.  However, candidates are still required to 

meet the same level.  No other adjustments to the fitness test are possible.  

o An adjusted fitness test must be confirmed in advance and agreed with the 

relevant centre and fitness team to ensure that this adjustment can be 

facilitated. 

o Candidates need to be made aware that whilst adjustments can be made for 

the bleep test, they are still expected to complete the agility test without 

adjustments. Therefore, this adjustment may only be suitable for specific 

candidates who can supply the necessary professional assessment report.  

 

 

Amputees  

 

o If a candidate discloses that they have a prosthetic limb or joint replacement 

the NAT will outline the required standards expected of candidates to pass the 

fitness test.  It will also be explained to candidates that they may be required to 

undergo additional assessments or provide further information to see if 

adjustments are required.  
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Further Guidance and Support 

 
1) Reasonable adjustment advice and guidance  

 
2) Definition of disability 

 
3) Reasonably Adjusted Fitness Test (RAFT) – Policy Guidance  

 

Disability specific guidance 

Autism: 

The National Autistic Society: https://www.autism.org.uk/  

 

Specific Learning Difficulties (SpLD): 

British Dyslexia Association: https://www.bdadyslexia.org.uk/ 

 

Mental health:  

Mind: https://www.mind.org.uk/ 

Mental Health UK: https://www.mentalhealth-uk.org/ 

Samaritans: https://www.samaritans.org/ 

 

Physical health:  

NHS England: https://www.england.nhs.uk/ 

NHS Tools: https://www.nhs.uk/Tools/Pages/Longterm.aspx 

 

 

https://www.equalityhumanrights.com/en/advice-and-guidance/what-are-reasonable-adjustments
https://www.gov.uk/government/publications/equality-act-guidance
file://UKBIA03KDFSJ001/ORG/CLV-USERS/DQL00L/Documents/RAFT%20CTPWT%20June%202018%20%20PROTOCOLS.doc
https://www.bdadyslexia.org.uk/
https://www.mind.org.uk/
https://www.mentalhealth-uk.org/
https://www.samaritans.org/
https://www.england.nhs.uk/
https://www.nhs.uk/Tools/Pages/Longterm.aspx

