Access Arrangement Policy

2025/26

This plan is reviewed annually to ensure compliance with current regulations

Approved/reviewed by

Lakshmy Rajah, SENCo

Date
of
next | 1st October 2026
revie
w

Key staff involved in the access arrangements process

Key staff involved in contingency planning

Role Name(s)
SENCo Lakshmy Rajah
SENCo line manager (Senior | Claire Mullord
Leader)

Head of centre Stuart Worden

Assessor(s)

Lakshmy Rajah, Louise Powell

Access arrangement
facilitator(s)

AEN department




Contents

Key staff involved in the access arrangements process 1
Key staff involved in contingency planning 1
1. What are access arrangements and reasonable adjustments? 3
1.1. Access arrangements 3
1.2 Reasonable adjustments 3
2. Purpose of the policy 4
3. General Principles 4
4. Disability policy (exams) 5
5. The assessment process 5
5.1.The qualification(s) of the current assessor(s 5
5.2.Appointment of assessors of candidates with learning difficultiesb
5.3. Checking the qualification(s) of the assessor(s) 5
5.3 Process for the assessment of a candidate’s learning difficulties by an assessor 6
5.4 Painting a picture of need and gathering evidence to demonstrate normal way of
working 7
6. Processing access arrangements 8
6.1.Arrangements requiring awarding body approval 8
6.2.Centre-delegated access arrangements 9

6.3. How do parents, students and staff know whether a student has Access Arrangements?

10

7. Centre-specific criteria for particular access arrangements

71Word processor policy (exams) 10
7.2.Separate invigilation within the centre 10
7.3. Modified Papers 1
8. Roles and Responsibilities 1

9. Appendices

a. Types of evidence 13



b. The BRIT School Access Arrangements flow chart 14

1. What are Access Arrangements and Reasonable Adjustments?

11.Access Arrangements

Access arrangements are agreed before an assessment. They allow candidates with
specific needs, such as special educational needs, disabilities or temporary injuries to
access the assessment and show what they know and can do without changing the
demands of the assessment. The intention behind an access arrangement is to meet
the needs of an individual candidate without affecting the integrity of the
assessment. Access arrangements are the principal way in which awarding bodies
comply with the duty under the Equality Act 2010* to make ‘reasonable adjustments’.

(JCQ, 2025, p13)

References to 'AA/JCQ' relate to JCQ Access Arrangements and Reasonable
Adjustments 2025/26.

1.2.Reasonable Adjustments

The Equality Act 2010* requires an awarding body to make reasonable adjustments
where a candidate, who is disabled within the meaning of the Equality Act 2010,
would be at a substantial disadvantage in comparison to someone who is not
disabled.

The awarding body is required to take reasonable steps to overcome that
disadvantage. An example would be a Braille paper which would be a reasonable
adjustment for a vision impaired candidate who could read Braille. A reasonable
adjustment may be unique to that individual and may not be included in the list of
available access arrangements. Whether an adjustment will be considered reasonable
will depend on several factors which will include, but are not limited to:

- the needs of the disabled candidate;
. the effectiveness of the adjustment;
. the cost of the adjustment; and

- the likely impact of the adjustment upon the candidate and other candidates.

An adjustment will not be approved if it:
« involves unreasonable costs to the awarding body
« involves unreasonable timeframes

. affects the security and integrity of the assessment.



This is because the adjustment is not ‘reasonable’. The centre must ensure that
approved adjustments can be delivered to candidates. In most cases it will not be
reasonable for adjustments to be made to assessment objectives within a
qualification. To do so would likely undermine the effectiveness of the qualification in
providing a reliable indication of the candidate’s knowledge, skills and understanding.
There is no duty to make adjustments which the qualifications regulators have
specified should not be made. As set out in Chapter 2, there is no duty to make
adjustments to competence standards within vocational qualifications. (JCQ, 2025,
p13)

2. Purpose of the Policy

The purpose of this policy is to outline the steps taken by The BRIT School to comply
with JCQ regulations in ensuring that we are meeting our obligation to identify the
need for, request and implement access arrangements.

The Policy is held by the SENCo. The SENCo is also responsible for the storing of
individual candidate files which hold all the requisite information required for each
Access Arrangement allocated.

The policy is updated yearly, taking into account the most up to date JCQ guidance to
ensure full compliance.

3.General Principles

The general principles of access arrangements for The BRIT School to consider are
detailed in Access Arrangements (JCQ). These include:

- The purpose of an access arrangement is to ensure, where possible, that barriers to
assessment are removed for a disabled candidate preventing him/her from being
placed at a substantial disadvantage due to persistent and significant difficulties. The
integrity of the assessment is maintained, whilst at the same time providing access to
assessments for a disabled candidate.

- The SENCo, must ensure that the proposed access arrangement does not
disadvantage or advantage the candidate.

« Although access arrangements are intended to allow access to assessments, they
cannot be granted where they will compromise the assessment objectives of the
specification in question.

- Candidates may not require the same access arrangements in each specification.
Subjects and their methods of assessment may vary, leading to different demands of



the candidate. The need for access arrangements must be considered on a
subject-by-subject basis.

« Exam access arrangements must always be approved before an examination or
Assessment in line with published external deadlines.

- The arrangement(s) put in place must reflect the support given to the candidate in
the centre.

« The candidate must have had appropriate opportunities to practise using the access
arrangement(s) before his/her first examination.

4. Disability Policy (Exams)

Please see The BRIT School Disability EAA policy and procedure JCQ September
2025-26.

5. The Assessment Process

Assessments are carried out by an assessor(s) appointed by the head of centre. The
assessor(s) is (are) appropriately qualified as required by JCQ regulations in Access
Arrangements.

5.1 The Qualification of the current assessor

Assessments are carried out by an assessor(s) appointed by the head of centre. The
assessor(s) is (are) appropriately qualified as required by JCQ regulations.

Lakshmy Rajah (SENCo) - Postgraduate Award in Proficiency in Access
Arrangements

Louise Powell (Deputy SENCo) - Postgraduate Award in Proficiency in Access
Arrangements

5.2. Appointment of assessors for candidates with learning disabilities

At the point an additional/alternative assessor is engaged/employed in the
centre, evidence of the assessor’s qualification is obtained and checked against
the current requirements in the JCQ regulations. This process is carried out prior
to the assessor undertaking any assessment of a candidate.



5.3. Checking Qualification(s) of the Assessor(s)

Copies of certificates for internal and external assessors are held on file. Where
the external assessors are Chartered Educational Psychologists, a record of their
PYL number is kept instead of a copy of their qualification.

5.4 Process for the assessment of a candidate’s learning difficulties by an
assessor

We have a range of referral points to identify candidates who may require Access
Arrangements:

Application:

Applicants are asked to provide information related to AEN and Access needs on
the application form. These are noted ahead of the strand meeting and entered on
to the Access Arrangements spreadsheet once a place has been offered and
accepted.

Enrolment:

An additional opportunity is provided on the Admissions paperwork where
candidates can note their previous arrangements and provide supporting
paperwork.

Induction:

e AEN Open Day - students with AEN are invited to attend an Open Day. They
are encouraged to bring any relevant documents. They are also provided with
a copy of The BRIT School Access Arrangements process leaflet to take away
(Appendix 2)
e Tutor Time - reminders are provided in the initial tutor sessions with each
group, highlighting the need to submit prior Access Arrangement paperwork.
e Present AAs at wider KS4 meeting to capture any non-AEN students

On course:

Teachers are encouraged to make referrals for Access Arrangements to
accessarrangements@brit.croydon.sch.uk through the duration of the course. They
are asked to submit a “normal way of working” form and evidence of student work
to support the referral. There are internal deadlines for these referrals which are
managed by the AEN and Exams Team.
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At all points, it is made clear that Access Arrangements do not automatically

carry forward from one setting to another.

It is also made clear that a diagnosis alone does not qualify for Access
Arrangements. Nor do recommendations from external assessors.

5.4 Painting a picture of need and gathering evidence to demonstrate normal

way of working

If a student requires Access Arrangements and the SENCo is aware of this, they will
ensure that staff and students are aware of support needs at the start of term.
These are highlighted on the Access Arrangements document shared with staff at
the beginning of the year and available on Google Drive through the remainder of
the year, with a caveat of “TRIAL" This ensures that the student has access to
support throughout the year and that any access arrangements assigned are the
student’s usual way of working.

If a tutor or other support staff identifies that a student has access arrangement
needs then the following procedures should be followed.

R
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Staff should complete an Evidence of Need form and send it to
accessarrangements@brit.croydon.sch.uk. The types of evidence can be found
in the table below but students will often also have formal evidence from
Educational Psychologist or Specialist Tutor, for those with a specific learning
difficulty (SpLD) or from a Medical Practitioner for those with an impairment or
disability.

This applies in all circumstances, including students who have previously had
access arrangements as we must have up-to-date evidence of their need at
The BRIT School in line with JCQ regulations.

This applies to all examinations including Functional Skills.

When referring a student, staff should give as much detail as possible about
the nature of a student’s needs via the “Normal Way of Working” form. We are
clear they are referring for a concern NOT a specific arrangement as that will
be determined in due course.

When a referral is received the student will be invited to meet the SENCo.
During the interview the SENCo will check the student’s eligibility through
specialist testing and discuss the most appropriate course of action for them.
Outcomes of this meeting will be recorded on Google Drive and a summary
provided to the candidate on the day.

If AAs are deemed appropriate, the team will then submit a request with
evidence to the exam board which must approve the application before the
arrangement can be in place. For the in house arrangements, these will be
assigned accordingly.

Students will be invited to open, drop in sessions in AEN to ensure they fully
understand each arrangement and how to use them

All AAs are entered into the iISAMS system by the AEN Administrator for the
Exams Team to proceed with their plans for each sitting.
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% If AAs are not appropriate, candidates will be able to access additional AEN
support to work through their concerns and find ways to work through them
without AAs.

s Early referral is essential as the any access arrangements must be linked to

the students usual way of working, therefore the student should have had

this support throughout the year,

ALL REFERRALS MUST BE MADE IN LINE WITH INTERNAL DEADLINES TO
ENSURE EXTERNAL DEADLINES CAN BE MET.

6. Processing Access Arrangements

6.1. Arrangements requiring awarding body approval

Access arrangements online (AAO) is a tool provided by JCQ member awarding
bodies for centres to apply for required access arrangement approval for the
qualifications listed:

« AQA Applied General qualifications

« AQA Level 2 Certificate in Further Maths

« AQA Level 3 Certificate in Mathematical Studies
« BTEC Firsts

« BTEC Level 2 Technicals

- BTEC Nationals

« BTEC Tech Awards

- Cambridge Advanced Nationals

« Cambridge Nationals « Cambridge Technicals
« Essential Skills

« FSMQ

« Functional Skills (Pearson specifications)

« GCE (AS and A level)

- GCSE

+ OCR Level 3 Certificates

« T Levels (Pearson and WJEC specifications)



« Welsh Baccalaureate Qualification (WBQ)

« WJEC Level 1 and Level 2 General qualifications

« WJEC Level 1 and Level 2 Vocational Technical Qualifications

« WJEC Level 1 and Level 2 Vocational Awards (Technical Awards)

« WIJEC Level 3 Certificates, Diplomas and Extended Diplomas (including Alternative
Academic Qualifications).

(JCQ, pM).

This tool also provides the facility to order modified papers for those qualifications
listed (JCQ, p26). AAO is accessed within the JCQ Centre Admin Portal (CAP) by
logging in to one of the awarding body secure extranet sites. A single application is
required for each candidate regardless of the awarding body used.

Examples of arrangements requiring awarding body approval:

Extra Time

Reader

Scribe

Word Processor with Spell Check

There are a number of pieces of evidence that can be used to support an application
for exam access arrangements to JCQ:

« Previous exam access arrangements from another school.

« Subject teachers — examples of work as appropriate and support given in class or
evidence from tests or mock exams.

« Results from baseline assessments such as reading ages or writing tests.
« Medical reports outlining significant medical needs and disability.

- An Educational Psychology report which explicitly diagnoses the need for exam
access arrangements.

« A Speech therapy report which diagnoses severe language impairment.

However, the internal process noted above will need to be completed alongside this
evidence to confirm an application for an Access Arrangement can be made.



The SENCo is responsible for using Access Arrangements Online to process requests
for arrangements. Where these are agreed, the JCQ approval form is printed and
stored on the student file in the SENCo’s office.

Centres must comply with the following:

e For students with a Learning Disability, the centre must complete a Form 8.
For students with a medical need or EHCP, the centre must complete a Form 9.

e For students with a Learning Difficulty moving from GCSE to GCE, where
previous approval exists, the centre must complete a Form 8RF.

e For students with a medical need or EHCP moving from GCSE to GCE, where
previous approval exists, the centre must complete a new Form 9

Applications online are not made until the relevant paperwork has been compiled,
printed and signed.

When granted, access arrangements are valid for 26 months but must be reapplied

for if the candidate is moving from one qualification to another. For example, from
GCSE to GCE.

6.2 Centre-delegated Access Arrangements

Decisions relating to the approval of centre delegated arrangements are made by
the SENCo. Appropriate evidence, where required by the arrangement and outlined
in the JCQ regulations, is held on file by the SENCo.

e Examples of centre delegated arrangements:

o

0O O 0O O O O O

Supervised Rest Breaks
Coloured overlays

Noise cancelling headphones
Prompt

Word Processor

Fidget toys/stress balls

Blank sheet of paper for doodling
Timer on desk

- Candidates may be provided with this arrangement for reasons such as, but not

limited to:

bereavement, recent physical injuries or sickness, having an identified SEND need
that would be better served in a quiet venue, behaviour concerns that would
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necessitate closer supervision of the candidate, and to separate them from the
main exam venue in order to minimise potential disruption to the majority of the
cohort.

- The SENCo will complete relevant paperwork to support the arrangement, for
instance a Form 9. The SENCo must be satisfied that there is a genuine need
for the arrangement to be put in place.

- In addition, the candidate’s difficulties must be established within the school
and thus known to a form tutor, a member of the Pastoral Team, the SENCo
and/or a senior member of staff with pastoral responsibilities.

- The only exception to this is where an arrangement is put in place as a
consequence of a temporary injury or impairment (see section 8.3 of JCQ AA).

6.3. How do parents, students and staff know whether a candidate has Access
Arrangements?

If a need for access arrangements have been identified, the relevant parties are
informed:

« Parents are informed in writing — the letter outlines the type of arrangements that
have been awarded. If not successful, parents are informed as well.

« Students are informed verbally and with a slip to highlight the next steps following
the meeting with the SENCo.

« A list of all students who receive access arrangements is made available to all
staff. This information is also placed on The BRIT School’s relevant shared drives.

7. Centre-specific criteria for particular access arrangements

71 Word processor policy (exams)

Approval of the use of a word processor will be granted following awarding body
guidelines and where this is appropriate to the candidate’s needs and not simply
because this is the candidate’s preferred way of working within the centre.

Further details and explanations are contained in the Word Processor Policy
(Exams).
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7.2. Separate invigilation within the centre

A decision where an exam candidate may be approved for separate invigilation
within a centre will be made by the SENCo. The decision will be based on:

The candidate’s disability is established within the centre (see Chapter 4, paragraph
41.4, JCQ).

It is known to a Form Tutor, a Head of Year, the SENCo or a senior member of staff
with pastoral responsibilities. For example, a long-term medical condition which has
a substantial and adverse effect.

Separate invigilation must reflect the candidate’s normal and current way of working
in internal school tests and mock examinations.

Nervousness, low level anxiety or being worried about examinations is not
sufficient grounds for separate invigilation within the centre (JCQ, p82).

7.3 Modified Paper

« Modified papers are ordered through AAO.

« Modified papers must be ordered in advance of a specific examination series, no
later than the published deadline for the series concerned (Access Arrangements
6.1).

« Modified papers are individually prepared for candidates for whom other access
arrangements are unsuitable. The modification of papers involves additional
resources. Therefore, centres are required to provide the awarding bodies with
early notification that a candidate will require a modified paper. (Access
Arrangement 6.1)

- Modified papers must not be ordered for candidates unless they intend to enter
them for the relevant examination series (Access Arrangements 6.1)

« For the adjustment to be effective, the candidate must have had appropriate
opportunities to practise using an awarding body’s past modified papers before
his/her first examination (Access Arrangements 6.1)

10.Roles and Responsibilities

When an access arrangement has been processed on-line and approved, the

evidence of need (where required) must be made available to a JCQ Centre Inspector
upon request. An awarding body may also request evidence of need when
considered necessary. This can either be in hard copy paper format or electronically.

Where access arrangements documentation is stored electronically an e-folder for

each individual candidate must be created. The candidate’s e-folder must hold each
of the required documents for inspection.

12



It is the responsibility of:

e SENCo to submit applications for approval through AAO

e SENCo to hold the file/e-folder for each individual candidate containing a copy
of the candidate's approved application, appropriate evidence of need (where
required) and evidence of teacher concern/student work

e SENCo to submit applications for approval directly to an awarding body for any
qualification that does not fall within the scope of AAO

e Rooming for access arrangement candidates will be arranged by the Exams
Team.

e Invigilation, rooms and support for access arrangement candidates, as defined
in the JCQ access arrangements regulations, will be organised by the Exams
Team, liaising with the AEN team as needed.

e The SENCo will organise and ensure scribes, readers, assistive technology and
all other access arrangement requirements are in place.

e The SENCo and Exams Team ensure that all staff complete relevant training on
an annual basis, including the Communicate-ed Training for Readers, Scribes,
Invigilators and Other Adult Helpers in Exams.

e The SENCo and Exams Teams are supported in their role by:

o AEN Administrator - Kieh Linh Kerrison
o Deputy SENCo - Louise Powel

13



Appendix 1- The BRIT School Access Arrangements Flow Chart

etk A rarnginrnt alloe
Card st witks & et al et afonal
renincth, dikalvl il o Darmparacy
T G SO Ei el
vailhiinad charging e ditandi al
Ebw drickarichrriial. I Lk my
Semardivy Bestid will cormply with e
dhoty o the Equality Act 30710 1o maka

Tnikoratl sduitmentd’ - K0

BRIT N
SCHOOL

Before BRIT: Any information you provide at this stage is wery helpful.

As there Is o process to follow it Is not o guarantee thor these will be in place ot BRIT but we will work

hard o ensure that each young person s able to occess thelr assessmends, with or without these
OrranRgements.

This history of need is a flag to staff that they need to be mindful of previous arrangements, Staff

willl bear these challenges In mind as they complete their own assessments & screening at BRIT.

At BRIT: Lucid screening for all ¥10+12 students through Induction process
We screen students from Induction through to mid ¥11+13

Teacher: Flags students of
concern to AEM with evidence
E.g. annotated papers/
evidence work

AEM Team trial
arrangements in Mock
exams

No Arrangements
Arrangements, approved on AAD
sessions with AEN ; outline
Outcome of AA

is a letter home
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Some Key Arrangements

Supervised Rest Breaks: Candidates are able 1o pause the exam for up ta 15 minutes per paper. This
it for candidates wha struggle with tirming, focus, writing for lang pericds af time without a break. Far
medical conditions, the |CQ reguire evidence that this was trialled before extra time & allocated.

Extra Time: & percentage af extra time, usually 25%, is added ta the taeal tirme af the paper. This i far
eandidates wia may have a learming need which affects their processing or reading speed. it may also
be required far students wha have a medical need or physical disability. Extra time is allocated on a

R

WLP: Candidates wha requieawwﬁmunruaresulmfslm hmi:ingspud. nii g
handwriting a physical or lsarning disability. Allacation must cemply with the Weord Processing Pelicy.

Seribe: For candidate’s wha struggle 1o wite wark independently Tar a variety of reasons. A scribe will
Fudfil that robe. 11 & apecific skill on bath sdes and needs 16 be eordidered carefully. A WP will aften be
condidéred first, Howesar, plEHEI'HH'.E e s an iﬁmﬁh‘l Tar SPAG marks o 3armsa papErs,

Prompt: Candidates wha struggle with focus may need to be prompred by an invgilatar b ensure they
are able 1o complete the paper. This could be & guiet calling of the name or gentle tap on the desk.

Overlay: Caloured overlays are used 1o access the written word on the page and adjust for visual
stress, Can be a range of colours. If this is considered, we would ahways advide a trip ta the Optician 1o
ensure thens are No isswes with the candidate’s eyesight.

Resder: For candidates wi find reading 4 challenge as a result of their learming needs. Thas will be in
thee farm off & cormputer reader.

All orroagements need to be estobiished within the centre as o
cendidete’s normal woy of working in clesswork and

mssessments. A Diogrosis does not outematicoly meos on
Acoess Arrongement.

FAQs:

Do iy AA foliow sutomatically from my old school ?
Na. Fou will meed fo be reassessed, I o candidates feocher makes @ mew refema,

Wi if | hove o report from an E8specialist teacher?
Thesa are considered &= a part of the history of need. However, they are not implemented
automatically. This needs 1o be the candidates normal way of working,

Howw cavt | check the A4 | have?
u can chedck the AEM confirmation letter sent home COR candidate of entrees from Data and Exams.

Who dio | go to (f | have concerns for mysalf?
Students can come o the AEM Department (n person or email
accessarrangementsEbrit cropdon.schouk
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Appendix 2: Normal Way of Working Form

Demonstrating ‘normal way of working' for Access Arrangements

Once completed, plegse uplood to AEN Information.

All Access Arrangement queries to g0 to accessanangements@Ebrit.croywdon.schuk

Fieass remember, you are not referming for a specific arrangement but referming for
imvestigation as you are concemed about specific areas of their leaming. Please do not

promise any speciic A4,

el

Arowss Rreangeant

Student name:

Year group:

Staff name:

Subject area:

MILIST EE COMIPLETED

Have you spoke winh His
POUNg person about their
choNenges?

HELPPUL TO CHECK
Howe you checked thedir
(CATE Srowes!

ETAR Reading?

Are there any cancerns there ?

MIFET BE COMPLETED

Are theve cancems in arher
subjects as well ! freports are

MUST BE COMPLETED

Hewe yow ruled aut cancarns
aroung ol cvam
Sructure, ot oo SUbjerT
aroa? Same those are the
isous, mot an AEM rooted neod

fes
Mo

Yes
o

TIME

Yes

Takes longer than expected with workitasks andior finishes after others

Nesds extra time for 3ssignments

Neads time to formulate an answer to a verbal question (slow responding)

READING

Yes

Needs support reading in class

Awoids reading out loud

Has difficulty following written instructions

Has difficulty processing text - needs to re-read for meaning

Finds it hard to remember what has been read

WRITTEN WORK

Yes

Handwriting is difficult to read

Has difficulty copying from the board with speed/accuracy

Finds taking notes hard

Works on laptop/computer rather than writing by hand

Neads support with planning written work

Can exgplain verbally but struggles to write anything down

Needs support with spelling
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Gramemar and punciuation insecure

MEMORY AND CONCENTRATION

Yes

Has difficulty following cral instructions

Has difficulty concentrating for long penods

Has difficulty remembering messages, appointments

Nesds to have instructions repeated

Needs to have instructions written down

PRACTICAL TASKS

Yes

Prefers practical tasks to written ones

Understands better if learning is consolidated through practical experience

Poor at practical tasks

Needs support with physical demands of practical tasks

ORGAMISATION

Yes

Organisational skills are weak - loses things. forgets to bang items

Miszes deadlines

Work is often incomplete or lost

VISION

Yes

Needs large print version

Uses coloured overay Please state colour:

Benefits from handouts on coloured paper Please srate colowr:

EXAM3

Yes

Difficulty revising for exams/doesn’t know how to revise/revision left
too late

Unable to finish an exam in the time allowed

Panics when faced with tests

Needs to take frequent breaks

Needs reminders to stay focused on task

Any other information:

‘What adjustments are made in lessons, tests or exams?

17



Appendix 3: JCQ Guidance for Parents, Carers and Students about Access

Arrangements

lCQ Guidance for parents, carers and

4 students about access arrangements

? j- WHAT ARE ACCESS ARRAMCEMENTS?

¢ Access arrangements allow students with specific needs, such as special edwcational needs or
disabtabties, to ACCess am axam.

+ Thioy alkoer studenis to show winat thoy knows and can da withowt Changing the Jemands of thie ecam

? .I' HOW WILL THE PROCESS START?

¢ PFarents and carers should let the SENCo know as soon as possitbe if their child has additional
needs. Good and open camimunication s mmpartant.

¢ Stedents in further education shaould record their additional needs on the college’s enrocbment fonm.
+ T SERCa will work with temchers and the student to identdy possible arrangements

+  Vanous JCCess arrangements ane available. For example, support for students who have difficulties
with reading, writing, speed of waorking or conoentratson.

# Mot all stugents with agditional needs will reguire access arrangements. This depends onwhether
their difficulty affects their acoess o exams. Additional needs or a diagnosis alone do not entitle a
student to ACOESs arrangoments.

? .f WHO WILL MAKE THE ASSESSMENT?

¢ |If @ student has leann: ng difficulties, the school or college's appointed assessor must conduct the
assessment to determine the need for access arra ngements, such as Z5% axtra tirme.,

+  If am external assessor diagnases a learning difficulty [for example, dyslexia or dyscalowlia), the
assessment can onby be used as evidence for access arrangements if the assessor has kaised with,
thie schiood or college and received the necessary access arrangements paperwork in advance of the
assoessmaent taking place.

+  Specialists ffor example, a medical consultant ar a peychiatrst] are responsibde for pros ding a
formal diagrosis. They are not responsible far decisions about access arra ngemants.

+  The schoal or college must geoae which access arrangemants a student has for thear cxams.

+  Teacheors must give evidencos to showy that an access arrangement is noeded. The school or college
will record hiowy effectree the arrangement & in the classroom, inintemmal tests or in rmock exams.

by J ,If WHAT ELSE NEEDS TO BE DOME?

#  Tha schoal or college wall havee 1o apphy for some arrangoments.

+  |If a student has complex needs, a school or college can discuss their needs with the exam board.

FINALLY

Schaols and colleges must fallow the rules. They are iInspected and i thay are fownd to b breaking the
rube s, this wwall be malprackice.

If you have any questions about access arrangements,

please speak to the school, college or SENCo.




Appendix 4: JCQ Access Arrangements Process Flow Chart for Teachers
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The role of the teacher in the
access arrangements process

DBSERVATION

You notice a student who regularky:

wirugglas 1o finiskh waork

s sppor® whan mading,
wriling or usre assstive technology

REFER TO SEMCO [ ACCESS
ARRANCEMENTE COORDINATOR

FINE YO ORI
warky - dontt wuk ior
tha firal deadline

Shars whak
youve ok wed

iosms focus or becomas tred sasily

has significer difficulbas with
resdireg, writing, precmsing informstion

CLASSROOM
SUPPORT TRIALLED

Frovide strategies jeg.
wafra thinking birme,
reading support, werd
procENNOF, promgts)

These shoukd rellezE
I by wammosuppart

Provide information on the studert's diffecultias
and khe support ey Fave in fha cisssroom

TEACHER FEEDBACKE PROVIDED

el udie s ples of urcomplated vwork,
Faksgue, procEssing msums

Commaent on the effectiveneas snd consistercy of the sapport ghaan to e student
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Access Arrangements:
JCQ 9

M A guide for teaching staff

Purpose of this decument

I'his guide sets gut the role of teaching staff mm i:cnl:ll"\-.-lng supparting and evsaencing students who
Midy MU acoess arrangements for formal exams. Teach ng staff play @ vital part in the access
arrangements process and are assantial in ensenng studonts ecense fair and approprate support

A whole-centre approach

& successful access arrangemants process depends on jeined-up, centre-wide collaboration.
Thi rolie of a class teacher or subject specialist is particularly valuable in

» pbservying and identfyng adfcultses inthe cassroom and in internal assessments

» supporting students in developeng strateqies

v Eendencing hos adjustrments @ane rootneh used

« contnbuting to deciHons based on subpect knowledge and ocngaing expensno with the student

ACORSE arrangements are not decided by a diagnosis. They require evidenos fram wathim the centne
to shioew that the support 15 both mecessany and wsed requlady

What are access arrangements?

Access arrangements allow students with specific and long-term difficulties to demonstrate their
attainment withaut being unfairly disadvartaged. These arrangements must

» reflect the student s normeal way of warkirg in the cantre
+ be based an evidence of necd, not smpdy preference
»  becompiant with J00 regulations and agroed doadnes

ACDRSS arrangements are not a substitute for revson, oeam techmigue, or classroom support
They shaould be part of a broader suppoart: strategy and nob be seen as a 'guick fi
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Arrangemaent Purpose

5% oxtra time Supparts students who need mone time to read, process informatian
ar write.

Computer readesreader Supparts access bo text for students with readeng difficulties.

Scribefspeech recognition Far those with physical or processang difficulties that affect wrnting.

Wiard processor Far stedents who work more effectieely by typing.

Prompt, Individual timer, Arrangements to suppart with attention, arganisation or tmae

carplugs, car defenders management iSSUes.

Supervised rest breaks Allow students to pause durning exams due to medical, mental health
ar fatigue-related needs.

Alternative rooming For shedents who have a substantal impairment who necd to work

A smaller rocen with other students whio have simillar needs.

The arrangements listed abovwe are examples of commonby used adjustments. & wsder range of
ACCESS amrangements is availabde and outlined m full in the 300 document Access Armmngements and
Reoosonabie Adustrents

Tezching staff are often the fist 1o notice patterns of difficulty n class and assessments. Your input
hedps thie SEMCo/Acoess Armangoments Coordinator ta:

» understand a student’s persistent barriers to assessments
» decide whether a formal arrangement = appropriate
» avuid inappropriate or UNNECCssarny arrangements

» gather ewedence that amangements reflect the student's nommal way of warking.

Same arrangemeonts used in formal cvams may kak different to dassroom strategies. For examiple

» astudent who needs 35% extra tirme in cxams may benefit from flexible deadlines, ‘scaffolding’,
or eutra thenking time n class

» astudent usng a reader or computer reader in exams may rely more on teacher or peer support
in lessons

» astudent needing rest breaks may cope without them in sharter lessons but struggle in longer
ASSESSMCTE



Alert the SENCodooes Surangement s Coordinator as early as possible if you observe anmy of
the following:

the stedent struggles ta comiplete tasks in time

the stedent suffers from fatsgee or loss of focws during tasks

the stedent regularky uses assistiee technolagy ar alternative woarking methods
the stedent needs promipts ar adult suppart to stay on task

thie student has difficulties with handhesriting, spelling, or processing that significanthy affects their
winirk

the stedent needs support with reading and/or writing.

1. Teacher Feedback {required for all arrangements)

& description of the difficulty and how it affects performance in timed tasks.

The difficulties moticed in the classroam.

fnalysis of the student’s workibooks for signs of unfinished wark, any issues with writing, spelling.
The strategies and support already i place.

‘Whether thes support is effectrse and used consstenthy

Arry differences in suppart between the dassroom and internal assessments.

2. Evidence for 25% oxtra time

A& copy of a completed internal test/mock exam paper.
Clear change im pen colour [or font if the sbedent uses a word processor) when extra time begins.

& comument on whether the extra time made a differenoe to the guant ity or gueal ity of waorkc.

Impewtant: if exlra hme made o= impack, & may ns! be epproprats.

Is it @ nevision, cocam bechnique, or engagement issue?
Is it & lack of understanding of the subject matter?
Is classroom support in place?

We'habe 5% pwtra time is commonly requested, it's not abways the most effective or approp rate
support. Many students do better with alternatives that ane mone targeted to ther specific noeds.
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v Help bto prepare students for fubuene life
+  Promote independence, nat dependeancy.
v Consider assstree technology first = a computer neader, speech recogreton softwans.

«  Remember that access arangements are ot a ‘sticking plaster’. They are nat @ substitute for lack
af subject knowledge or preparation.

Accoss arrangements apphcations must be processed well n advanoe of exams. If arangements are
not established and regularky used by the student, they will not be approved. Ensure pau:

«  respond prampthy to reguests abowt students’ needs and thair normal way of warking

v keep the SENCofdocess Arrangements Coordinator informied of amy changes, improvements, or
M COMOarns

v meet mtermal deadlines for feedback and evidence

v keep relovant work: or records

1. oObserve: ldentify ongoing challenges and consider causes and solutions.

2. Support: Ensure approprate smangements are in place n the classroom and for exams.
3. Refer: Share concerns with the SEMCo earky.

&. Provide: Ceee fecdback and examples when nesded and imoa timely manner:

5 Collaborate Br part of a consistent, contne wide aporoach.

Contact the SEMCD ) focess Arrangements Coordinator for help imterpreting student needs or for
templates/guidance.

Teaching staff are in a unigue position to help identsfy necds and provide practical evidence Yaur
professional input is essentiad o the process.

Rememben The goal is to promote independence and prosde crough support (o remiose bammers
wathaut giving an adwantage.
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