
This template is provided for members of The Exams Office only and must not be shared beyond use in your centre  
Access arrangements policy template (2020/21) Hyperlinks provided in this document were correct as at September 2020 (updated 

22/09/2020) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Access Arrangements 
Policy 

2021/22 
 

 

 

 

 

 

 

 

 

This policy is reviewed annually to ensure compliance with current regulations 

Approved/reviewed by 

T Cullen 

Date of next 
review 

Aug 2022 

  



2 

Key staff involved in the policy 

Role Name(s) 

Head of centre James Gresty (Principal) 

Deputy Head of centre George Contos (Vice Principal) 

Exams officer line 
manager (Senior Leader) 

Teresa Cullen (Business & Operations Manager) 

Exams Officer Sue O’Brien 

Exams Deputy Officer Sarah Hickey 

MIS & Central Services 
Manager 

Clare Sandford 

Inclusion Manager Tracie Ryan 

Access Arrangements 
Assessor 

Talia Gutenstein/Jayne Iveson 

Senior leader(s) 

Sarah Graham (Asst Principal – Teaching, Learning & 
Assessment) 

Mark Eccleston (Asst Principal – Student Support Services) 

 

  



3 

 

Contents 

Key staff involved in the policy ....................................................................................................... 1 

What are access arrangements and reasonable adjustments? ........................................................... 4 

Access arrangements ................................................................................................................. 4 

Reasonable adjustments ............................................................................................................ 4 

Purpose of the policy .................................................................................................................... 4 

General principles ......................................................................................................................... 4 

Equalities Policy (Exams) ............................................................................................................... 5 

The assessment process ................................................................................................................ 5 

The qualification(s) of the current assessor(s) .............................................................................. 5 

Appointment of assessors of candidates with learning difficulties ................................................... 5 

Process for the assessment of a candidate’s learning difficulties by an assessor .............................. 6 

Painting a ‘holistic picture of need’, confirming normal way of working ........................................... 7 

Processing access arrangements .................................................................................................... 8 

Arrangements requiring awarding body approval .......................................................................... 9 

Centre-delegated access arrangements ....................................................................................... 9 

Centre-specific criteria for particular access arrangements ................................................................ 9 

Word Processor Policy (Exams) ................................................................................................... 9 

Separate Invigilation Policy ....................................................................................................... 10 

Appendices .................................................................................... Error! Bookmark not defined. 

 

 

  



4 

What are access arrangements and reasonable adjustments? 

Access arrangements 

Reasonable adjustments 

Purpose of the policy 

The purpose of this policy is to confirm that Priestley College has a written record which clearly shows 
the centre is leading on the access arrangements process and is complying with its …obligation to identify 
the need for, request and implement access arrangements... 

[JCQ General Regulations for Approved Centres, (section 5.4)] 

This publication is further referred to in this policy as GR 

This policy is maintained and held by the ALS lead/SENCo alongside the individual files/e-folders of each 
access arrangements candidate. Each file/e-folder contains detailed records of all the essential 
information that is required to be held according to the regulations.  

Where the SENCo is storing access arrangements documentation electronically he/she must 
create an e-folder for each individual candidate. The candidate’s e-folder must hold each of the 
required documents for inspection. (AA 4.2)   

The policy is annually reviewed to ensure that processes are carried out in accordance with the current 
edition of the JCQ publication Adjustments for candidates with disabilities and learning difficulties - 
Access Arrangements and Reasonable Adjustments.  

This publication is further referred to in this policy as AA 

General principles 

The general principles of access arrangements for the centre to consider are detailed in AA (section 4.2). 
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.  

AA (Definitions, page 3) state… 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’. 

AA (Definitions, page 3) state… 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; or  
 affects the security and integrity of the assessment.  

This is because the adjustment is not ‘reasonable’.  
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The SENCo, or an equivalent member of staff within a FE college, must ensure that the proposed 
access arrangement does not disadvantage or advantage the candidate. 

Arrangements must always be approved before an examination or assessment.  

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.  

Equalities Policy (Exams) 

A large part of the access arrangements process is covered in the Equalities Policy (Exams) which covers 
staff roles and responsibilities in identifying the need for, requesting and implementing access 
arrangements and the conduct of exams. 

Refer to Priestley College Sixth Form Centre Disability Policy (exams)’  

The access arrangements policy further covers the assessment process and related issues in 
more detail.  

 

The Access Arrangements Policy further covers the assessment process and related issues in more detail. 

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 AA 7.3. 

The qualification(s) of the current assessor(s)  

Certificate of Psychometric Testing, Assessment & Access Arrangements – Real Training 
/Dyslexia Action                                 

Appointment of assessors of candidates with learning difficulties 

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

Checking the qualification(s) of the assessor(s)  

The college has 2 specialist assessors within the Study Support Team to carry out exam 
access assessments. Both specialist assessor hold a Level 7 - Post Graduate Diploma. 

The qualification is seen and checked by the Head of Centre and the Examinations Officers 

A copy of the specialist assessor’s qualification is held on file in HR and the originals are filed 
in the assessment Office and will be shown on request to the JCQ inspector. 

Both Specialist Assessors are registered with the BPS Test User: Educational 
Ability/Attainment  - Assistant Test User Registration 

Reporting the appointment of the assessor(s) 

A copy of the Access Arrangement Assessor’s certification  is held on file in HR and the 
originals are filed in the LRC Assessment Office and will be shown on request to the JCQ 
inspector. 
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Certification of any other Assessors who have carried out assessments at past placements are 
kept in the relevant student’s file & a copy of each certificate of appropriate Level 7 
Qualifications is kept in the Assessment Office.  

  

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

Exam Access Assessment processes are administered with regard to the  equality Act 2010 
regulations and SEN code of Practice (2014) 

The college makes every attempt to identify students needing exam access as early as 
possible  

 
 During the application, interview and registration process and at the start of each 

academic year, the college collects data from new students about previously held 
exam access arrangements. The college may use this information to request form 8’s 
from feeder schools and as evidence for history of need. 

 
 The Inclusion Manager/Access Arrangements Assessor identify students needing 

exam access through assessment, observations and from information contained in 
Education Health Care Plans and other documentation. Tutors refer students to the 
Inclusion Manager/Access Arrangements Assessor for exam access assessment via 
email or consultation as soon as possible and by an internal deadline to ensure 
submission to the JCQ by their deadline.  

 
 The Inclusion Manager/Access Arrangements Assessor gathers further evidence 

through consultation with the student and Tutors complete a questionnaire and 
consult as necessary, detailing how a candidate’s difficulties impact on teaching and 
learning. The deadline for completion is prior to submission to JCQ and by the 
internal deadline to ensure completion of the process by the JCQ deadline. 
 

 
 Students may also self-refer to the Inclusion Manager/Specialist Assessor by email or 

through drop-in/appointment the Study Base and the same process is followed. This 
can and does occur throughout the year and students do follow the assessment 
process to establish entitlement or otherwise. It is diligently explained to students 
where the deadlines for submission to JCQ are missed that outcome and support will 
be recorded and reported to involved staff to ensure entitlements are reflected in the 
normal way of working but that entitlement will not be awarded for the exam series  
following JCQ deadline but will be available for the exam periods in the next academic 
year. 

 
 Once students needing exam assessments have been identified, the Access 

Arrangements assessor schedules an assessment with the student.  
 

 Reminders are texted/emailed to the student and Personal Tutors are contacted in 
any case of failed to attend and the student is advised to reschedule an appointment. 
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Where appropriate parents are also contacted to reinforce the benefit of keeping 
assessment appointments. 
 

 Students who choose not to avail themselves of the opportunity for assessment are 
consulted and the advantages/disadvantages/consequences are discussed. 
Dependent on outcome an appointment for assessment is scheduled or the student 
signs a declaration to confirm rejection of the opportunity and this is relayed to 
involved staff through REMS/email and the Examinations Officers 

 
 Students are informed verbally of the outcome of their exam access assessment and 

receive a letter confirming entitlement together with a verbal and leaflet outline of the 
support arrangements and facilities available through the Study Support Base. 
 

 Involved staff are informed through the REMS system which is reinforced by email 

 
 A record of a candidate’s access arrangements are recorded on the college’s MIS 

system.  

 
 Students with exam access arrangements will have these arrangements in class tests, 

mock exams and controlled assessments and details of these measures will be 
recorded in Class profiling. 

 

Painting a ‘holistic picture of need’, confirming normal way of working 

Overtype here information relating to the centre’s process for painting a picture of need and 
gathering evidence to demonstrate normal way of working. 

A history of need is requested from each feeder placement – The Access Arrangement Assessor 
will email the SENDCo at each feeder school requesting a holistic picture of need for each 
student who has made a disclosure – this including pastoral and academic.  

Information on new students’ past normal way of working/access arrangements and any 
pastural support /history of intervention is recorded on REMS and accessible to all relevant 
tutors.  

Private candidates – the Assessor will contact all tutors individually to gain a picture of their 
needs & profile of learning differences/difficulties & ‘normal way of working’ before assessment 
takes place.  This enabling Part 1 of the Form 8 to be completed before assessment. In the 
case of any medical or psychological difficulties – reports will be requested and evidence 
collected to support any arrangements.  

 For candidates requiring exam access, JCQ Forms and other relevant and appropriate 
documentation is used to record assessment and application information.  

For candidates with an EHCP who only require extra time the Inclusion Manager/Access 
Arrangements assessor, in line with JCQ guidance, writes a file note confirming the 
candidate’s difficulties as per the equality act 2010.  

 

The file note:  
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 confirms that the candidate has persistent and significant difficulties when accessing 
and processing information and is disabled within the meaning of the Equality Act 
2010; 

 includes evidence of the candidate’s current difficulties and how they substantially 
impact on teaching and learning in the classroom; 

 shows the involvement of teaching staff in determining the need for 25% extra time; 
 confirms that without the application of 25% extra time the candidate would be at a 

substantial disadvantage; (The candidate would be at a substantial disadvantage 
when compared with other, non-disabled candidates undertaking the assessment.) 

 confirms that 25% extra time is the candidate¡¦s normal way of working within the 
centre as a direct consequence of their disability. 

The  file note is supported with appropriate documentation such as  

 a letter from CAMHS, a HCPC registered psychologist, a hospital consultant, a 
psychiatrist; or 

 a letter from the Local Authority Specialist Service, Local Authority Sensory 
Impairment Service or Occupational Health Service.; or 

 a letter from a Speech and Language Therapist (SaLT); or 
 a Statement of Special Educational Needs relating to the candidate¡¦s secondary 

education, or an Education, Health and Care Plan, which confirms the candidate¡¦s 
disability and includes evidence of the candidate’s current difficulties and how they 
impact on teaching and learning in the classroom.   

The college gathers evidence of normal way of working as defined by JCQ in the following 
ways  

 Screening tests ( Lucid Exact) 
 GCSE English Results 
 Candidates self-reported difficulties 
 Information from feeder schools  
 Comments on teacher questionnaires and from consultation about candidates’ 

difficulties. 
 Data drops and tracking information. 
 Information contained in EHCP, EP reports or other documents  

 

The arrangement(s) put in place reflect the support given to the candidate in the centre 
 in the classroom;  
 mock examinations. 
 Controlled Assessments 

 

†The only exception to this is where an arrangement is put in place as a consequence of a 
temporary injury or impairment                                                                  

              

 

 

 

Processing access arrangements 
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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 covered by the tool. This tool 
also provides the facility to order modified papers for those qualifications included. (Refer to AA, 
(chapter 8) Processing applications for access arrangements and (chapter 6) Modified papers)  

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 for approval is required for each candidate regardless of the 
awarding body used.  

In line with JCQ regulations the Access Arrangements Assessor/Inclusion Manager makes the 
online applications by the published deadline. This may be on the AAO/PAAO or other 
platforms used by different exam boards not included in either of these online environments.  

The Access Arrangements Assessor/Inclusion Manager keeps a record of the printed online 
application, letters from awarding bodies, Form 8’s, a copy of the Data Protection Notice, 
assessments and any additional forms or documents that evidence normal way of working & 
evidence of need for inspection. 

The files for inspection are located in the Assessment Office in the LRC 

Centre-delegated access arrangements 

The college follows JCQ guidance when providing all centre delegated access arrangements. 

The Inclusion Manager/Access Arrangements Assessor allocates candidates a prompter or 
rest breaks if; 

 the need is a result of substantial and long-term impairment and it is their normal 
way of working  

there is medical evidence to substantiate this arrangement and it is their normal way of 
working. 

Centre-specific criteria for particular access arrangements 

Word Processor Policy (Exams) 

An exam candidate may be approved the use of a word processor 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.  

The college allows candidates to use a word processor: 

 If a candidate has approval for the use of a scribe but refuses this option preferring to 
use a word processor and this is their normal way of working. 

 If a candidate has a permanent or temporary physical impairment that makes 
handwriting difficult and there is medical evidence to substantiate this. 

 If a candidate’s handwriting is so illegible that it cannot be read by third party. An 
example of their work is kept on file. 

 If tutors have confirmed via email or verbally that the student is at a disadvantage 
due to illegible handwriting that is difficult to mark reliably.  

 A word processor is their normal way of working for all extended written tasks.  
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Separate Invigilation Policy 

A decision where an exam candidate may be approved separate invigilation within the centre will be 
made by the ALS lead/SENCo.  

The decision will be based on:  

 whether the candidate has a substantial and long term impairment which has an adverse 
effect; and  

 the candidate’s normal way of working within the centre (AA 5.16) 
 The college requires students who claim a need for an own/separate room to provide 

from an involved professional evidence to confirm their need for this arrangement.  
 This must be given to the Inclusion Manager/Access Arrangements assessor or Exams 

Officer by  
 The evidence can take the form of a recorded conversation with tutor/wellbeing 

practitioner/professional, extract from EHC Plan, letter, report or email which can be 
retained on file 

 The Inclusion Manager/Access Arrangements Assessor make a professional 
judgement that this arrangement is necessary and appropriate to meet identified 
need in order not to disadvantage the student 
This will be decided on a case by case basis, but may require evidence provided by an 
involved professional or be sanctioned by the Inclusion Manager/Access 
Arrangements Assessor or be determined by circumstances on the day of the exam.  

 There may be incidents where a separate room/smaller room is arranged on the day 
of the exam due to the student being distressed e.g. panic attack/extreme anxiety – 
this is at the discretion of the Inclusion Manager/Exam Officer/ the Access 
Arrangement Assessor. 
 
  

 

Supervised Rest Breaks  

 

There is not a requirement to process an application using the AAO for this arrangement.  
Rest Breaks are Centre delegated. 

The Inclusion Manager/Access Arrangement Assessor will produce written evidence 
confirming the need for supervised rest breaks to a JCQ Centre Inspector upon request.  
This MUST confirm the candidate’s established difficulties and that supervised rest breaks 
reflect his /her normal way of working within the Centre.  

 

The Inclusion Manager /Access Arrangement Assessor is allowed to provide a RB to a 
candidate where it is her/his normal way of working within the Centre.  

The Inclusion Manager/Access Arrangement Assessor MUST be satisfied that  

 the candidate has an impairment which has a substantial and long-term adverse 
effect, giving rise to persistent and significant difficulties; 

 there is a genuine need for the arrangement. 
 The candidate’s difficulties must also be established within the centre and known to 

tutors and a senior member of staff with pastoral responsibilities.  
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Prompter  

 

 

A prompter may be permitted where a candidate has a substantial and long term adverse 
impairment resulting in persistent distractibility or significant difficulty in concentrating.  

For example, the candidate: 

 Has little or no sense of time (eg candidates with ADHD/ASD; or 
 Persistently loses concentrations; or 
 Is affected by OCD which leads them to keep revising a question rather than 

moving into other questions. 
 

In such instances a candidate may be assisted by a prompter who can keep the candidate 
focused on the need to answer a question and then move onto answering the next 
question.  

 

 

Other Access Arrangements 

 

Any other Access Arrangement will be considered and if necessary referred to the 
appropriate awarding body and guidance will be taken from the current edition of the 
Access Arrangements and reasonable adjustments manual provided by the JCQ 

 

 

 


