
How to Complete AARA 
Applications
- Short Term
- Long Term
- Request for Adjustment

Step-by-Step Guide for 
Staff, Students and Parents



Long-Term AARA



Long-Term AARA –
Step 1

• Check this is the correct form.
• Use the Long-Term AARA 

Application for ongoing 
conditions such as diagnosed 
learning disorders, disability, 
medical conditions, mental 
health conditions, sensory 
impairments or long-term 
physical conditions.

• This application is submitted 
to the Guidance Officer.



Long-Term AARA –
Step 2

• Complete student 
details.

• Enter the student’s full 
name, Connect class 
and application date.



Long-Term AARA –
Step 3

• Select the relevant 
category.

• Tick all categories that 
apply, such as cognitive, 
physical, sensory, 
social/emotional or 
medical condition.



Long-Term AARA –
Step 4

• Complete the student statement.
• The student explains:

– their condition or diagnosis
– how it affects them in class
– how it impacts assessment
– what adjustments help them 

complete assessment



Long-Term AARA –
Step 5

• Attach medical documentation.
• Attach current supporting documentation from 

an approved practitioner.
• Documentation should explain the diagnosis, 

symptoms, impact on assessment and 
recommended adjustments.

• Medical Practitioner needs to sign



Long-Term 
AARA –

Step 7

Submit the completed 
application.

Send the completed form 
and all supporting 
documents to the Guidance 
Officer for review.



Short-Term 
AARA



Short-Term AARA –
Step 1

• Check this is the correct form.
• Use the Short-Term AARA Application 

for temporary illness, injury, accident, 
unexpected events or misadventure.

• This application is submitted to the 
HOD Senior Schooling.



Short-Term AARA –
Step 2

• Complete student 
details.

• Enter the student’s 
name, Connect class, 
application date and 
the dates the 
application covers.



Short-Term AARA –
Step 3

• Select the reason for 
application.

• Tick the relevant 
category such as illness, 
injury, accident, 
unexpected event or 
other.



Short-Term AARA –
Step 4

• Complete the parent 
statement.

• Parents/carers briefly 
explain the situation and 
how it has impacted the 
student’s ability to 
complete assessment.



Short-Term AARA –
Step 5

• List impacted subjects 
and assessments.

• Include the subject 
name, assessment item 
and teacher for every 
affected subject.



Short-Term AARA –
Step 6

• Student and parent 
sign the form.

• Both signatures are 
required before 
submission.



Short-Term 
AARA –

Step 7

Submit to HOD Senior 
Schooling.

The HOD Senior Schooling 
reviews the application 
and communicates the 
outcome to staff.



Short-Term 
AARA –

Step 8

This may include medical 
certificates, medical reports, 

official notices or other 
independent supporting evidence.

Attach supporting documentation.



Assessment 
Adjustment 

Request –
Step 1

• Check this 
is the 
correct 
form.

• Use this 
form when 
a formal 
AARA may 
not be 
suitable but 
temporary 
flexibility is 
required.



Assessment 
Adjustment 

Request – Step 2

• Complete student and subject details.
• Enter the student’s name, Connect class, 

subject, teacher and assessment details.



Assessment 
Adjustment 
Request – Step 3

• Record assessment information.
• Include the due date, time allowed, in-class 

time provided and assessment topic.



Assessment 
Adjustment 

Request – Step 4

• Explain the reason for the request.
• Clearly outline why the adjustment is needed.



Assessment 
Adjustment 

Request –
Step 5

Select the adjustment 
required.

Options may include:

• early access to assessment
• early submission
• adjustment to checkpoints
• completing exams early
• late draft submission



Assessment 
Adjustment 
Request –

Step 6

Attach supporting 
documentation if 

required.

This may include a 
medical certificate 
or parent/guardian 

letter.



Assessment 
Adjustment 

Request –
Step 7

Student and 
parent sign the 
form.

Both signatures 
are required 
before submission.



Assessment Adjustment Request –
Step 8

Teacher comment and 
Senior Schooling review.

The teacher provides 
relevant information before 
the Senior Schooling team 
reviews and approves or 

declines the request.



Final Reminders

Ensure all sections 
are completed 

before submission.

Incomplete 
applications may 
delay approval.

Applications should 
be submitted as 
early as possible.

If unsure, contact 
the HOD Senior 

Schooling.
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