
Online Exam 
Policies and 
Learner Rights 



Learners have a right to receive this information before every course taken.  Please be sure to 
read and understand these policies and ask your AST for clarification on anything below.  You 
can also reach out to SCA at education@sca.coffee for more information.

SCA Learner Online Exam Code of Conduct 

1. I will not take the exam for another student (this includes taking an exam under someone’s
name that is not your own or allowing someone else to take a test in your name). My responses
to the exam will be my own work with no additional person sitting near me, coaching me or
providing answers.

2. I will not communicate with a trainer or with another student by any means during the exam.

3. I will not use any materials during the exam.  To ensure that I am not looking up answers
on handouts, books, or online, I understand the exam is timed quickly so that I must pick the
correct answer quickly, or the exam will end before I am finished.  There will be no refund or
retake if I do not answer all questions in time.

4. I will not make exam questions or answers available to anyone else by any means possible.
This includes both answers written by me or by others. I will not engage in any activities that
will dishonestly improve my results or dishonestly improve/harm the results of other test-
takers.

1. All learners must agree to the SCA Code of Conduct in order
to take the online written exam.

2. What if the learner cannot or does not take the online
written exam within the 21-calendar day testing period?

There are many reasons why a learner may not have taken the online written exam within the 
21-calendar day testing period.  These may include, and are not limited to, personal illness,
accident, bereavement, lack of internet access, any other unforeseen circumstance which
makes it difficult for the learner to take the exam.

• In this case, the learner should submit a AE1 Request for Special Consideration 
Application, which can be found here:

      specialtycoffee.wufoo.com/forms/request-for-special-consideration-application/

• The Application must be submitted within 14 calendar days following the exam expiration
date.
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If the learner’s application is granted, SCA will reset the exam and the learner will be given a 
7-calendar day window in which to complete the exam for a third time.

If the learner attempts the exam but cannot log in due to technical issues, the learner should 
contact SCA at exams@sca.coffee.  It may take up to 72 hours for SCA to respond. Learners 
should plan accordingly so they can complete the exam within the 21-calendar day testing 
period. 

• Learners are permitted two attempts of the practical exam within a year period.
Additional fees may be applicable.

• If the learner fails the second attempt at the practical, the learner should join a new course
and take the entire course again.  Learner should pay the full course fee unless other
arrangements are made between learner and AST.

3. What if the learner does not pass the practical exam?

• Learners are allowed two attempts at the online written exam within the 21-calendar day 
testing window.

• If the learner does not pass either of these attempts, the learner must take the course 
again.  Learners should pay the course fee again unless other arrangements are made with 
the trainer. It is up to the trainer if the practical score from previous course remains valid or 
whether the practical exam needs to be taken again.

• Any questions regarding the exam or the learner’s score should first be addressed with the 
trainer.  Trainers receive the learner’s exam results and a report which indicates which 
questions were answered incorrectly . This information will be in English.

• If a learner wishes to appeal an online written exam result, the learner should complete the 
Request for Special Consideration Application within 14 calendar days from the second 
exam attempt. A decision on the Application is made within 2 weeks.

4. What if the learner does not pass the online written exam?
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SCA’s Access to Education Policy

Education providers around the world have a responsibility to ensure reasonable adjustments 
are made for learners with a specific learning difficulty or disability which impacts their access 
to training and assessments (examinations). These adjustments ensure that a learner is not 
disadvantaged or discriminated against when applying for, and taking part, in an education or 
training program.

The Specialty Coffee Association (SCA) is a non-profit, membership-based association built 
on foundations of openness, inclusivity, and the power of shared knowledge. As such, SCA is 
committed to equal opportunities for all learners to participate in its education programs (the 
Coffee Skills Program, Coffee Technician Program and Coffee Sustainability Program).  

The SCA Access to Education policy identifies the circumstances under which a learner may 
apply for a reasonable adjustment and the type of adjustments the learner may expect to 
be provided.  The policy confirms the responsibility of the learner, of the trainer and of SCA in 
applying reasonable adjustments.

The policy does not affect the integrity of the assessment process: a reasonable adjustment 
must still ensure that assessment is rigorous, fair and valid and that the result is reliable.

5. What if the learner is unable to take an online written exam?

Disability

The UN Convention on the Rights of Persons with Disabilities (UNCRPD) states, “Persons 
with disabilities include those who have long-term physical, mental, intellectual or sensory 
impairments which in interaction with various barriers may hinder their full and effective 
participation in society on an equal basis with others.” (UNCPRD Article 1 – Purpose, 2006)

1. Obtaining an exemption from the online written exam requirement

A learner with a disability which limits their access to online exams may be eligible for an 
exemption from the requirement to take an online written exam.  This exemption must be 
agreed to by SCA before the learner takes the course.

• The application for an exemption based on a disability is submitted by the Authorized 
SCA Trainer (AST) on behalf of the learner using the AE2 Request for Reasonable 
Adjustment application.  If the application is successful, the learner will be offered a 
paper-based written exam which will be taken under exam conditions after the course. 

The AE2 Request for Reasonable Adjustment application can be found here: https://
specialtycoffee.wufoo.com/forms/request-for-reasonable-adjustment-application/ 
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• Application AE2 may also be used to request an exemption from the online written
exam requirement  if the learner has limited access to the internet and/or appropriate
IT equipment (computer) or if the online written exams have not yet been translated.

• Application AE2 must be submitted three weeks prior to a course.

• Application decisions will be made within a 2 week period.

2. Modifying assessment materials (paper-based exams)

A learner who takes a paper-based exam may request the use of enlarged font or colored 
paper.  It is the responsibility of the AST to adapt the paper-based assessment material 
(exam paper) for the learner(s) at their own discretion.   

Other adjustments may include use of a reader or use of a scribe

• The reader is a responsible adult who reads the questions to the learner but must not
be the course AST. The reader must only read the question paper instructions and the
questions, they must not explain or clarify. They may if requested repeat instructions, read
back what has been written or give the spelling of a word on the paper.

If the AST has any questions about supplying modified assessment materials, they should 
contact exams@sca.coffee.

3. Increasing time to take exam (online or paper-based)

A learner may be entitled to an additional 25% of time allowed to take the exam.  For example, 
if the exam is due to last 20 minutes, a learner who has successfully requested additional time 
to take the exam will be allowed 25 minutes.

A learner may request additional time to take the exam for the following reasons:

• the exam is not available (online or paper-based) in the learner’s own language;

• the learner has a specific learning disability or difficulty.

The AST may grant additional time without seeking authorization in situations where the 
learner is taking an exam in a language in which they are not fluent. For all other reasons, 
the AST needs to submit an application AE2 Request for Reasonable Adjustment, which 
can be found here: https://specialtycoffee.wufoo.com/forms/request-for-reasonable-
adjustment-application/

• If the application is successful, the learner will be allowed an additional 25% of time to take
the exam under usual exam conditions.
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• A decision will be made regarding the application within a two week period.

• This Application must be submitted 3 weeks prior to a course.

As the needs and circumstances of each learner are different, SCA will consider any request 
for a reasonable adjustment on a case by case basis. Any application for an adjustment 
to assessment must be supported by evidence that is valid, sufficient and reliable.  Any 
adjustment to assessment should not provide the learner with a unfair advantage over others, 
should reflect the learner’s normal way of working and should not compensate the learner for 
lack of knowledge and skills.

The learner should be able to cope with the content of the assessment and be able to work at 
the level required for the assessment.

IMPORTANT INFORMATION: APPLIES TO ALL PAPER BASED EXAMS The trainer is responsible 
to communicate all exam results to SCA via the Paper Based Exam Results Submission Form 
within 5 calendar days of the Learner taking the exam. The form can be found here: https://
specialtycoffee.wufoo.com/forms/paper-based-written-exam-results-submission-form/
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