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Purpose
This procedure outlines the steps taken to ensure that all eligible students receive the necessary 'exam access arrangements.' These arrangements are a form of additional support designed to prevent learners from being significantly disadvantaged during assessments due to a special educational need or disability, thereby promoting equal opportunities.
The Equality Act (2010) requires institutions to avoid discrimination against students with learning difficulties or disabilities, ensuring they are not disadvantaged in terms of course admissions or access to education. The process for awarding access arrangements is governed by the legal obligation to make reasonable adjustments, in line with the guidelines provided by the Joint Council of Qualifications (JCQ).
This procedure is developed in accordance with the Code of Practice (2014), the Equality Act (2010), the Disability Discrimination Act (1995), and the JCQ guidelines for the 2024-2025 academic year.
This policy is aligned with and supports other policies maintained by the school, which can be accessed on the school's website.
Aims
At Old Buckenham High School, access arrangements are in place to:
· Ensure that students with SEND, disabilities, or temporary injuries can fully participate in assessments without altering the assessment's requirements or compromising its integrity.
· Provide reasonable adjustments for students with SEND or disabilities where they would otherwise face a significant disadvantage.
· Implement appropriate support measures for individuals who may experience disadvantages not explicitly covered by JCQ guidelines.
· Plan and agree access arrangements in advance of assessments whenever possible.
· Allow for emergency access arrangements in exceptional circumstances.
Ensure that all adjustments meet individual needs while maintaining the integrity of the assessment. These arrangements reflect our commitment to the Equality Act 2010, as detailed in Appendix 1.



Procedures (For Pupils, Staff, Parents, and Governors)
Our procedures follow those outlined by JCQ. A pictoral diagram can be found on the JCQ website (JCQ-Parent-guidance-information-sheet-2025_26.pdf). 
Identification of Pupils:
Students may be eligible for access arrangements if they:
· Have a special educational need (as defined by the 2014 Code of Practice and the 1996 Education Act) that makes learning more difficult than for peers of the same age.
· Have a disability, as defined by the Equality Act 2010, which significantly and long-term affects daily functioning.
· Are affected by temporary or exceptional circumstances that hinder access to assessments.
Access arrangements are put in place when there is sufficient evidence of a disability or special educational need that affects assessment performance.

Indicators a Student May Need Access Arrangements:
A student may be considered for access arrangements if they show:
· Ongoing difficulty reading or understanding written text (in their native language) due to a mental impairment, learning difficulty, or sensory need.
· Persistent issues with concentration or distractibility.
· Challenges following simple verbal instructions.
· Physical impairments affecting participation.
· Long-term difficulties with literacy or processing information.
Concerns about a potential need for access arrangements can be raised by pupils, parents, staff, or governors. The SEND department will review each case through:
· Year 6 SATS results
· Year 7 baseline assessments
· Information from primary schools
· Teacher or parental referrals
· Student history of need
· Diagnostic testing showing a specific learning need
· Medical evidence requiring adjustments
· Observations of the student's usual way of working
Roles and Responsibilities
The SENCo Will:
· Coordinate and ensure the correct administration of specialist assessments.
· Ensure the specialist assessor follows JCQ guidelines.
· Collect and maintain evidence of a student’s usual way of working.
· Maintain documentation, including Form 8.
· Communicate approved arrangements to parents and students.
· Notify subject teachers of students requiring special arrangements in lessons and assessments.
· Submit applications for access arrangements.
The Examinations Officer Will:
· Manage all exam procedures.
· Arrange exam rooms for students with access arrangements.
· Organise and train invigilators and support staff.
· Ensure all JCQ regulations for access arrangements are followed during exams.
Teachers and Support Staff Will:
· Provide evidence supporting the effectiveness of access arrangements.
· Submit written referrals to the SENDCo for students who may need support.
· Ensure access arrangements reflect the student’s normal way of working.
· Notify the SEND and Exams teams of new or evolving access needs.



Evidence Required to Apply for Access Arrangements
To submit an application for access arrangements to an exam board, the school must provide:
· A record of the student's exam access history
· Evidence of the student’s normal way of working and results from internal assessments
· A signed data protection form
· Assessment results from a qualified specialist assessor (e.g., CPT3A or equivalent)
· A completed Form 8 or a valid medical diagnosis
· Confirmation from the SENDCo supporting the application
· A formal application submitted to the exam board
· The Head of Centre’s signature
Requirements may vary depending on the type of access arrangement requested. Please note, even with all documentation provided, the exam board may choose not to approve the application.
Use of Medical Evidence:
If a medical professional recommends access arrangements, JCQ regulations require evidence that the student has consistently received this support over time. Arrangements cannot be introduced solely at the point of examination. Awarding such support without a history of use may be considered malpractice.
JCQ guidance states:
“If a candidate has never made use of the arrangement granted, then it is not their normal way of working. The arrangement should not be awarded for examinations.”
Therefore, previously approved arrangements may be withdrawn if there is no evidence they were used in prior assessments.
Determining Reasonableness of Adjustments
Adjustments must be “reasonable” as defined by the Equality Act 2010. When determining this, the following factors are considered:
· The specific needs of the candidate
· The likely effectiveness of the adjustment
· The cost involved
· The impact on the candidate’s performance
· The potential effect on other candidates
An adjustment may be refused if it:
· Incurs unreasonable costs for the awarding body
· Requires an unrealistic timeframe to implement
· Compromises the security or integrity of the assessment
In such cases, the adjustment is not considered “reasonable.”
Private Assessments and Reports
While private educational assessments will be accepted for review, they will not automatically result in exam access arrangements. Instead, they may initiate an internal review of the student’s normal way of working.
As an exam centre, we are required to ensure that no student receives an unfair advantage or disadvantage. Private reports may suggest access arrangements that differ from those identified by our in-house assessor. In such instances, the recommendations in private reports may not be adopted.
JCQ guidance states:
“Where a centre elects to either accept or decline a privately commissioned report from an external professional, the head of centre or SENCo must provide a brief note detailing the rationale to support their decision. This must be available for inspection.”
Before a private assessment is carried out, the independent assessor must request evidence from the school of the student’s normal way of working and relevant background. The student must be assessed in context, based on a full picture of need as required in Section A of Form 8.
The assessor must be:
· A specialist teacher with a current SpLD Assessment Practicing Certificate, or
· A qualified psychologist registered with the Health and Care Professions Council, or
· A holder of a Level 7 (or equivalent) postgraduate qualification in specialist individual assessment
Specialist Assessor Requirements:
All specialist assessors must:
· Be fully knowledgeable about the current JCQ guidance on access arrangements and reasonable adjustments
· Understand the legal framework of the Equality Act 2010
· Hold qualifications appropriate for assessing and supporting secondary-aged or adult learners with learning difficulties
The SENCo and Exams Officer are responsible for:
· Verifying the qualifications of all assessors used by the centre
· Ensuring all assessment procedures are carried out according to JCQ regulations
· Maintaining up-to-date documentation and records for inspection




Appendix 1: Overview of Possible Access Arrangements
Note: This is a summary. Not all arrangements are listed here. For full guidance, refer to the latest JCQ regulations (Latest Update: March 2026: JCQ-AARA-2025-March-26.pdf)
Supervised Rest Breaks
The SENCo may approve supervised rest breaks as a candidate’s normal way of working, provided:
· The student has a long-term impairment that causes persistent and significant difficulty (as defined under the Equality Act 2010).
· There is a documented and genuine need, related to:
· Learning difficulties
· Communication and interaction needs
· Medical conditions
· Sensory or physical needs
· Social, emotional, or mental health needs
This must be established within the school and recognised by relevant staff (e.g. Form Tutor, Head of Year, SENCo, or senior pastoral staff).
25% Extra Time
25% extra time may be granted if:
· The student has a Statement of Special Educational Needs or an EHCP confirming a disability, or
· An assessment (from Year 9 onwards) by a qualified assessor indicates:
· Two standardised scores of 84 or below, or
· One score of 84 or below and one between 85–89, across two different areas of slow processing such as:
· Reading speed
· Reading comprehension speed
· Writing speed
· Cognitive processing speed
Supporting evidence must include:
· An official report from CAMHS, a HCPC psychologist, medical consultant, psychiatrist, local authority services, or SaLT
· Confirmation that extra time is the candidate’s normal way of working
Up to 50% Extra Time
Candidates with a severe and persistent learning difficulty may qualify for up to 50% extra time if:
· They have two standardised scores of 69 or below, in two distinct areas related to processing or working speed
· Evidence is recorded in Section A of Form 8
Examples of acceptable combinations:
· Reading and writing speed
· Reading and cognitive processing
· Two areas of cognitive processing
Supporting evidence is the same as for 25% extra time (see above).
Extra Time Over 50%
More than 50% extra time (e.g. 75%) may be approved if:
· The candidate has a significant and ongoing impairment affecting information access and processing
· The student is disabled as defined under the Equality Act 2010
· The need is evidenced through:
· Current classroom challenges
· How the time has been determined (e.g. timed assessments)
· Teacher input confirming the need
· A record that this level of support is the student’s usual way of working
· Usage of additional aids (e.g. Braille, computer reader, scribe)
Computer Reader
A computer reader can be provided if:
· The student has a disability that substantially affects their ability to access text independently
· The use of a computer reader is the student’s normal way of working
Eligibility excludes candidates whose difficulties are due to English, Irish, or Welsh not being their first language. The candidate must receive training and time to practise with the tool. Valid reasons may include:
· Language processing difficulties
· Significant visual impairment (when Braille or enlarged text is not sufficient)
Reader
A human reader may be approved in the following circumstances:
· When a computer reader cannot read certain words (e.g. unusual symbols)
· The student has:
· Persistent reading difficulties due to a long-term condition
· A significant visual impairment not fully addressed by modified materials
Approval requires:
· SENCo evidence confirming need under the Equality Act 2010
· Demonstrated impact on classroom learning
· Staff input on the need
· Confirmation that without a reader, the candidate would be at a substantial disadvantage
· Evidence that the arrangement reflects usual classroom practice
Supporting documentation must include relevant medical, psychological, or educational service letters.
Scribe
A scribe may be used when a student cannot independently produce written responses. A scribe:
· Writes or types dictated responses in exams and assessments (excluding speaking tests)
· May also serve other roles (e.g. reader, prompter) only if separate permissions are granted
Approval requires:
· Evidence of substantial and long-term writing difficulties
· SENCo confirmation that:
· The student is disabled under the Equality Act 2010
· Difficulties significantly impact classwork
· Teaching staff are involved in the decision
· The student cannot effectively use a word processor (with spellcheck/predictive text disabled)
· The scribe is the student’s usual way of working
Supporting documentation is the same as other arrangements and must include medical or professional reports.



Appendix 2: Using a Word Processor
The term ‘word processor’ is used to describe for example, the use of a computer, laptop or tablet. The use of a word processor in exams and assessments is an available access arrangement. It is important to note that different subjects may lead to different demands on the candidate and that the use of a word processor may not be applicable in some.
This policy relates to chapter 4 and Chapter 5.8 of the latest JCQ regulations (Latest Update: March 2026: JCQ-AARA-2025-March-26.pdf)
Approval requires:
· The pupil has a difficulty which has a substantial or long-term adverse effect on their ability to write legibly or evidences substantially poor handwriting
· The pupil has a medical condition
· The pupil has a disability
· The pupil has a sensory impairment
· The pupil has substantial organisation and planning difficulties when conducting hand written work
· The quality of language significantly improves due to using a word processor.
· Teaching staff are involved in the decision and evidence that it is the child’s normal-way-of-working
Procedures: 
· The centre will allocate the use of a word processor with the spelling and grammar check facility/predictive text disabled to a candidate where it is their 2 | P a g e normal way of working within the centre
· The centre will allow a candidate using a word processor in an examination to type certain questions, i.e. those requiring extended writing, and hand write shorter answers if appropriate.
· Word processors in non-examination assessment components will be considered standard practice unless prohibited by the specification.
Old Buckenham High School will not grant a word processor to a candidate because:
· They now want to type rather than write in examinations or can work faster on a keyboard, or because they use a laptop at home
· Grant a word processor if this does not reflect the candidate’s normal way of working within the centre
· allow a candidate to use their own word processor in an exam

Exceptions
The only exception to the above where a word processor would be considered for a candidate would be in the event of a temporary injury or impairment, or a diagnosis of a disability or manifestation of an impairment relating to an existing disability arising after the start of the course.
Arrangements to ensure effective and appropriate Assessment 
· the centre will provide a word processor with spelling and grammar check facility/predictive text disabled, to a candidate where it is their normal way of working within the centre
· check the battery capacity of the word processor before the candidate’s exam to ensure that the battery is sufficiently charged for the entire duration of the exam allowing seating of a candidate without the need for separate power points or individual invigilation (unless this is part of other EAA provisions)
· ensure the candidate is reminded to check that their centre number, candidate number and unit/component code appear on each page as a header or footer - If a candidate is using the software application Notepad or Wordpad, these do not allow for the insertion of a header or footer. In such circumstances, once the candidate has completed the examination and printed off their typed script, they must handwrite their details as a 4 | P a g e header or footer. The candidate must be supervised to ensure that they are solely performing this task and not re-reading their answers or amending their work in any way.
· ensure the candidate understands that each page of the typed script must be numbered
· invigilators must remind candidates to save their work at regular intervals (or where possible, an IT technician will set up ‘autosave’ on each laptop/tablet)
· instruct the candidate to use a minimum of 12pt font and double spacing to assist examiners when marking
The centre will also:
· Ensure the word processor is in good working order at the time of the exam 
· Ensure it is accommodated in such a way that other candidates are not disturbed and cannot read the screen
· is used as a typewriter, not as a database, although any standard formatting software is acceptable and is not connected to an intranet or any other means of communication
· is cleared of any previously stored data. An unauthorised memory stick must not be used by a candidate. If needed, the centre must provide a memory stick which is cleared of any previously stored data for the candidate
· does not give the candidate access to other applications such as a calculator (where prohibited in the examination), spreadsheets etc.
· does not include graphic packages or computer aided design software unless permission has been given to use these
· does not have any predictive text software or an automatic spelling and grammar check enabled unless the candidate has been permitted a scribe or is using speech recognition technology (a scribe cover sheet must be completed), or the awarding body’s specification permits the use of automatic spell checking)
· is not to be used on the candidate’s behalf by a third party unless the candidate has permission to use a scribe
· must not be used to perform skills that are being assessed
Printing the script following the examination
· the word processor is either connected to a printer so that a script can be printed off, or have the facility to print from a portable storage medium
· that the candidate is present to verify that the work printed is their own.
· that a word-processed script is attached to any answer booklet which contains some of the answers
· a word processor cover sheet may be required by an awarding body.
· electronic copies of word-processed scripts may be retained and may be used by an awarding body if the printed copy is lost.
· that the electronic file has been kept securely.
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