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1. What are Access Arrangements and Reasonable Adjustments? 
 

1.1.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.  
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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 
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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. 
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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:  

●​ 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) 

●​ Tutor Time - reminders are provided in the initial tutor sessions with each 
group, highlighting the need to submit prior Access Arrangement paperwork.  

●​ 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. 

❖​ 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 iSAMS 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. 

❖​ 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)  
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• 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)  

• WJEC Level 3 Certificates, Diplomas and Extended Diplomas (including Alternative 
Academic Qualifications). 

(JCQ, p11).  

 

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. 
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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: 

●​ 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.  
●​ For students with a Learning Difficulty moving from GCSE to GCE, where 

previous approval exists, the centre must complete a Form 8RF.  
●​ 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. 

●​ Examples of centre delegated arrangements:  
○​ 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  
 

7.1 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). 

 

 

 

 

11 



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 
4.1.4, 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 Papers 

 

• 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. 
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It is the responsibility of: 

●​ SENCo to submit applications for approval through AAO 
●​ 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 

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

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

●​ 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.  

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

●​ 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. 

●​ The SENCo and Exams Teams are supported in their role by:  
○​ AEN Administrator - Kieh Linh Kerrison 
○​ Deputy SENCo - Louise Powel 
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Appendix 1 - The BRIT School Access Arrangements Flow Chart 
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Appendix 2: Normal Way of Working Form 
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Appendix 3: JCQ Guidance for Parents, Carers and Students about Access 

Arrangements 
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Appendix 4: JCQ Access Arrangements Process Flow Chart for Teachers 
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Appendix 5: JCQ Access Arrangements A Guide for Teachers 
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