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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 th e Equality Act 2010 to 

ƳŀƪŜ ΨǊŜŀǎƻƴŀōƭŜ ŀŘƧǳǎǘƳŜƴǘǎΩΦ  

 

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. 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 wil l 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.  

¢Ƙƛǎ ƛǎ ōŜŎŀǳǎŜ ǘƘŜ ŀŘƧǳǎǘƳŜƴǘ ƛǎ ƴƻǘ ΨǊŜŀǎƻƴŀōƭŜΩ όAA Definitions).  

 

2. Purpose of the policy  

The purpose of this policy is to confirm that Clifton High School has a written record which 

clearly shows that it is leading on the access arrangements process and is complying with its 

obligation to identify the need for, request and implement access arrangements in accordance 

with W/vΩǎ DŜƴŜǊŀƭ wŜƎǳƭŀǘƛƻƴǎ ŦƻǊ !ǇǇǊƻǾŜŘ /ŜƴǘǊŜǎ όGR) section 5.4.   

 

This policy is maintained and held by the Head of ELD/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 

Head of ELD/SENCo is storing documentation electronically they must create an e-folder for 

ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ŎŀƴŘƛŘŀǘŜΦ ¢ƘŜ ŎŀƴŘƛŘŀǘŜΩǎ Ŝ-folder must hold each of the required documents 

for inspection (AA section 4.2).  

 

The policy is annually reviewed to ensure that processes are carried out in accordance with the 

ŎǳǊǊŜƴǘ ŜŘƛǘƛƻƴ ƻŦ ǘƘŜ W/v ǇǳōƭƛŎŀǘƛƻƴ ΨAdjustments for candidates with disabilities and 

learning difficulties  ς !ŎŎŜǎǎ !ǊǊŀƴƎŜƳŜƴǘǎ ŀƴŘ wŜŀǎƻƴŀōƭŜ !ŘƧǳǎǘƳŜƴǘǎΩ όAA ). 

 

3. General principles  

The principles for the School to consider are detailed in AA section 4.2. These include: 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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¶ The purpose of an access arrangement/reasonable adjustment is to ensure, where 

possible, that barriers to assessment are removed for a disabled candidate preventing 

them from being placed at a substantial disadvantage due to persistent and significant 

diff iculties. The integrity of the assessment is maintained, whilst at the same time 

providing access to assessments for the disabled candidate.  

¶ The SENCo, or an equivalent member of staff, must ensure that the proposed access 

arrangement/reasonable adjustment does not unfairly disadvantage or advantage the 

candidate. 

¶ Applications  should whenever possible, be processed by the start of Year 10.  

¶ Arrangements must always be approved before an examination or assessment.  

¶ The arrangement(s) put in place must reflect the support given to the candidate at the 

School.  

¶ The candidate must have had appropriate opportunities to practise using the access 

arrangement(s)/reasonable adjustment(s) before their first examination.  

 

4. Equality, Diversity and Inclusion policy  

The Head of School and Senior Leadership Team recognise their duties towards disabled 

candidates, including private candidates, ensuring compliance with all aspects of the Equality 

Act 2010, particularly Section 20 (7). This includes exploring and providing access to suitable 

courses, through the access arrangements process submit applications for reasonable 

adjustments and make reasonable adjustments to the service Clifton High School provides to 

disabled candidates. Where the School is under a duty to make a reasonable adjustment, it will 

not charge a disabled candidate any additional fee in relation to the adjustment or aid. 

 

4.1 Equality Act 2010 

Section 4 of this policy is provided as an exams-ǎǇŜŎƛŦƛŎ ǎǳǇǇƭŜƳŜƴǘ ǘƻ ǘƘŜ {ŎƘƻƻƭΩǎ !ŎŎŜǎǎƛōƛƭƛǘȅ 

Plan, its Enhanced Learning policy and its Equality and Diversity and Inclusion policy which 

detail how the School will:  

άrecognise its duties towards disabled candidates, including private candidates, ensuring 

ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ŀƭƭ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ 9ǉǳŀƭƛǘȅ !Ŏǘ нлмлϞΣ ǇŀǊǘƛŎǳƭŀǊƭȅ {ŜŎǘƛƻƴ нл όтύΦ ¢Ƙƛǎ Ƴǳǎǘ 

include a duty to explore and provide access to suitable courses, through  the access 

arrangements process submit applications for reasonable adjustments and make 

reasonable adjustments to the service the centre provides to disabled candidates. Where the 

centre is under a duty to make a reasonable adjustment, the centre must no t charge a 

disabled candidate any additional fee in relation to the adjustment or aidΦέ όW/vΩǎ General 

Regulations for Approved Centres , section 5.4) 

 

A definition is provided on page 13 of the JCQ publication (Adjustments for candidates with 

disabilities and learning difficulties) Access Arrangements and Reasonable Adjustments 2025-

2026. 

 

4.2 Identifying the need for access arrangements  

 

4.2.1 Roles and responsibilities  

 

Head of School 

¶ Is familiar with the entire contents, refers to and directs relevant School staff to the 

annually updated JCQ publications including GR and AA. 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Senior leader(s) 

¶ Are familiar with the entire contents of the annually updated JCQ publications including 

GR and AA. 

 

Additional learning support Head of the ELD/Special educational needs coordinator 

(SENCo) 

¶ Has full knowledge and understanding of the contents, refers to and directs relevant School 

staff to the annually updated JCQ publication AA. 

 

Teaching staff  

¶ Inform the ALS lead/SENCo of any support that might be needed by a candidate. 

 

Support staff  (for example, Learning Support Assistants and Teaching Assistants)  

¶ (Where appropriate) provide comments/observations to support the ALS lead/SENCo to 

ΨǇŀƛƴǘ ŀ ƘƻƭƛǎǘƛŎ ǇƛŎǘǳǊŜ ƻŦ ƴŜŜŘΩΣ ŎƻƴŦƛǊƳƛƴƎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ŦƻǊ ŀ ŎŀƴŘƛŘŀǘŜΦ 

 

Assessor of candidates with learning difficulties (an assessor will be an appropriately 

qualified access arrangements assessor/psychologist/specialist teacher assessor)  

¶ Has detailed understanding of the JCQ publication AA. 

 

4.2.2 Use of word processors 

A member of the Senior Leadership Team must produce a word processor policy, specific to the 

School, which details the criteria the School uses to award and allocate word processors for 

examinations and assessments. This policy must be available for inspection. (AA, section 5.8). 

The Word Processor policy can be found in the School Policies section in SharePoint. 

 

4.2.3 Requesting access arrangements: roles and responsibilities  

 

Head of ELD/SENCo 

¶ Determines if the arrangements identified for a candidate require prior approval from the 

awarding body before the arrangements are put in place or if approval is centre delegated. 

 

Exams officer (EO)  

¶ Is familiar with the entire contents of the annually updated JCQ publication GR and is 

aware of information contained in AA where this may be relevant to the EO role. 

 

4.3 Implementing access arrangements and the conduct of exams: roles and 

responsibilities  

 

4.3.1 External assessments 

These are assessments which are normally set and marked/examined by an awarding body 

which must be conducted according to awarding body instructions and/or the JCQ publication 

Instructions for conducting examinations  (ICE).  

 

Head of School 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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¶ Supports the SENCo, the Exams Officer and other relevant School staff in ensuring 

appropriate arrangements, adjustments and adaptations are in place to facilitate access 

for disabled candidates to exams. 

 

Head of ELD/SENCo  

¶ Ensures appropriate arrangements, adjustments and adaptations are in place to facilitate 

access for candidates where they are disabled within the meaning of the Equality Act 

(unless a temporary emergency arrangement is required at the time of an exam). 

 

Exams officer  

¶ Understands and follows instructions for Invigilation arrangements for candidates with 

access arrangements and Access arrangements in ICE 2025-2026. 

 

Other relevant School staff  

¶ Support the SENCo and the Exams Officer to ensure appropriate arrangements, 

adjustments and adaptations are in place to facilitate access for disabled candidates to 

exams. 

 

4.3.2 Internal assessments  

These are non-examination assessments (NEA) which are normally set by the School/awarding 

body, marked and internally moderated/standardised by the School and externally moderated 

by the awarding body. 

 

Head of ELD/SENCo 

¶ Liaises with teaching staff to implement appropriate access arrangements for candidates. 

 

Teaching staff  

¶ Support the SENCo in implementing appropriate access arrangements for candidates. 

 

4.3.3 Internal exams  

These are exams or tests which are set and marked within the School; normally a pre-cursor to 

external assessments.  

 

Head of ELD/SENCo 

¶ Liaises with teaching staff to implement appropriate access arrangements for candidates. 

 

Teaching staff   

¶ Support the SENCo in implementing appropriate access arrangements for candidates. 

 

4.4 Facilitating access - examples  

The Appendix to this policy sets out examples of how the School facilities access for exams.  

                                                                                                                            

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 the JCQ regulations set out in AA section 7.3. 

 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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5.1 The qualification(s) of the current assessor(s)  

Gabrielle Pilgrim , Head of Enhanced Learning (SENCO) and  specialist assessor with a 

current  SpLD Assessment Practising Certificate. Assessment Practising Certificate number 

as listed on the SASC website 500001059-OF4260. APC awarded by PATOSS and valid from 6 

November 2023 until 5 November 2026. 

 

Vivienne Agoston , specialist Maths Teacher with AMBDA status and specialist teacher 

assessor with a current SpLD Assessment Practising Certificate number: 25/APC10208. APC 

awarded by British Dyslexia Association (BDA). Valid from January 2026 until January 2029. 

 

Peter Parkhouse , Chartered Educational Psychologist registered with the British 

Psychological Society (BPS) and the Health and Care Professions Council (HCPC). My BPS 

number is 024055 and my HCPC number is PYL1773 

 

Alexis Brooking , Specialist Teacher with current SpLD Assessment Practising Certificate. 

Assessment Practising Certificate number as listed on the SASC website: 22/APC02016 

Awarded by British Dyslexia Association and valid from 12.02.22 ς 11.02.25 

 

Faith Jameson , Specialist Teacher with current SpLD Assessment Practising Certificate. 

Assessment Practising Certificate number as listed on the SASC website: 21/APC02019 

Awarded by British Dyslexia Association and valid from 08.02.21 ς 04.02.24 

 

 

5.2 Appointment of assessors of candidates with learning difficulties  

!ǘ ǘƘŜ Ǉƻƛƴǘ ŀƴ ŀǎǎŜǎǎƻǊ ƛǎ ŜƴƎŀƎŜŘκŜƳǇƭƻȅŜŘ ŀǘ ǘƘŜ {ŎƘƻƻƭΣ ŜǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŀǎǎŜǎǎƻǊΩǎ 

qualification is obtained and checked against the current requirements in AA, section 7.3 

(Appointment  of assessors). This process is carried out prior to the assessor undertaking any 

assessment of a candidate.  

 

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

The Head of School and Senior Leadership Team have a written process in place to not only 

check the qualification(s) of their assessor(s) but that the correct procedures set out in Chapter 

7 of the AA are followed ( GR, section 5.4). The Head of School ensures that evidence of the 

ŀǎǎŜǎǎƻǊΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴόǎύ ƛǎ ƻōǘŀƛƴŜŘ ŀǘ ǘƘŜ Ǉƻƛƴǘ ƻŦ ŜƴƎŀƎŜƳŜƴǘκŜƳǇƭƻȅƳŜƴǘ ŀƴŘ ǇǊƛƻǊ ǘƻ ǘƘŜ 

assessor undertaking any assessment of a candidate.  

 

9ǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŀǎǎŜǎǎƻǊΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴόǎύ ǿƛƭƭ ōŜ ƘŜƭŘ ƻƴ ŦƛƭŜ ŦƻǊ ƛƴǎǇŜŎǘƛƻƴ ǇǳǊǇƻǎŜǎ ŀƴŘ ōŜ 

presented to the JCQ Centre Inspector by the Head of ELD. (AA, section 7.3). 

 

Reporting the appointment of the assessor(s)  

ELD assessor qualifications can be found here: Evidence of EAA Assessors' Qualifications. As 

required by AA section 7.4 our process that reflects the requirements can be found at this link: 

Process for appointing Assessors for Exam Access Arrangements.odt.  

                     

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
https://cliftonhigh.sharepoint.com/:f:/r/sites/CHS_Subjects_EL/Exam%20Access%20Arrangements/Evidence%20of%20EAA%20Assessors%27%20Qualifications?csf=1&web=1&e=mD7NoB
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
https://cliftonhigh.sharepoint.com/:w:/r/sites/CHS_Subjects_EL/Exam%20Access%20Arrangements/Access%20Arrangements%20Policy/Process%20for%20appointing%20Assessors%20for%20Exam%20Access%20Arrangements.odt?d=w501aa6266dd04300bab67a3f3a6f8898&csf=1&web=1&e=hSyEY7
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5.3 tǊƻŎŜǎǎ ŦƻǊ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ƭŜŀǊƴƛƴƎ ŘƛŦŦƛŎǳƭǘƛŜǎ ōȅ ŀƴ ŀǎǎŜǎǎƻǊ  

 

 

Assessment  

¢ƘŜ Ƴŀƛƴ ŀǎǎŜǎǎƻǊ ƛǎ ǘƘŜ IŜŀŘ ƻŦ ǘƘŜ 9ƴƘŀƴŎŜŘ [ŜŀǊƴƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǿƘƻ ƛǎ ŀƭǎƻ ǘƘŜ {ŎƘƻƻƭΩǎ 

SENCo.  The Head of Enhanced Learning is assisted by ǘƘŜ 9[5Ωǎ specialist Maths Teacher. 

¢ƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ƭŜŀǊƴƛƴƎ ŘƛŦŦƛŎǳƭǘƛŜǎ ōȅ ŀƴ ŀǎǎŜǎǎƻǊ Ŧƻƭƭƻǿǎ 

the AA1 September 2025 to 31 August 2026, section 7.5. 

 

The process for assessment is as follows:  

¶ At the beginning of the academic year, the Head of ELD contacts parents of pupils in 

Year 9 who are on the ELD list to inform them of the need for an assessment for Exam 

Access Arrangements (EAA) and explains that the assessment can be carried out in 

school and undertaken by either the Head of ELD or by ǘƘŜ 9[5Ωǎ specialist Maths 

Teacher, both of whom hold a valid Assessment Practising Certificate  (AA 7.5.2). 

¶ .ŜŦƻǊŜ ŀǎǎŜǎǎƳŜƴǘ ǘŀƪŜǎ ǇƭŀŎŜ ǘƘŜ IŜŀŘ ƻŦ 9[5Σ ŀǎ ǘƘŜ ŀǎǎŜǎǎƻǊΣ ŎƻƴǘŀŎǘǎ ŀ ǇǳǇƛƭΩǎ 

teachers and asks for evidence of how the learning difficulty impacts the pupil in the 

classroom and what support and adjustments are made in the classroom and for 

internal tests/assessments; this evidence helps to inform Part 1 of Form 8 where the 

assessor paints a picture of current  need. 

¶ Part 1 of Form 8 is completed before the assessment. 

¶ If an external assessor is making the assessment, the SENCo must provide the 

assessor with background information, i.e. a picture of need has been painted as 

required in Part 1 of Form 8. The SENCo and the assessor must work together to ensure 

a joined-up and consistent process (AA 7.5.3). An independent assessor must contact 

ǘƘŜ {ŎƘƻƻƭ ŀƴŘ ŀǎƪ ŦƻǊ ŜǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ŀƴŘ 

relevant background information  and the SENCO must provide a detailed Form 8. 

These steps must take place b efore the candidate is assessed. Additionally, the 

independent assessor must be approved by the Head of Centre to assess the 

candidate. 

¶ All candidates must be assessed in the light of the picture of need and the background 

information as detailed within Part 1 of Form 8. An independent assessor must 

discuss access arrangements/reasonable adjustments with the SENCo. The 

responsibility to de termine and request appropriate and practicable access 

arrangements/reasonable adjustments specifically lies with the SENCo. 

¶ After steps 1 to 5 above have been completed the assessment takes place. The majority 

of assessments are undertaken by the Head of ELD (SENCo) ŀƴŘ ǘƘŜ 9[5Ωǎ specialist 

Maths Teacher (who has an APC); all assessments are personally conducted by the 

Head of ELD as assessor (unless, on the rare occasion it is an external assessor) (AA 

7.5.6). 

¶ The assessor uses current editions of nationally standardised tests which are relevant 

to support the application and which produce standardised scores (AA 7.5.8). 

¶ ¢ƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŎƘǊƻƴƻƭƻƎƛŎŀƭ ŀƎŜ Ƴǳǎǘ ōŜ ƭŜǎǎ ǘƘŀƴ ǘƘŜ ΨŎŜƛƭƛƴƎΩ ƻŦ ǘƘŜ ǘŜǎǘΣ ǳƴƭŜǎǎ 

ǘƘŜǊŜ ƛǎ ƴƻ ǇǳōƭƛǎƘŜŘ ǘŜǎǘ ŦƻǊ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŀƎŜ ό!! тΦрΦфύΦ wŜǎǳƭǘǎ Ƴǳǎǘ ōŜ ƎƛǾŜƴ ŀǎ 

standardised scores which use a mean of 100 and a standard deviation of 15. These 

ŀǊŜ ǎǘŀƴŘŀǊŘ ǎŎƻǊŜǎΦ {ǘŀƴŘŀǊŘƛǎŜŘ ǎŎƻǊŜǎ ƻŦ уп ƻǊ ƭŜǎǎ ŀǊŜ ŘŜǎŎǊƛōŜŘ ŀǎ ΨōŜƭƻǿ ŀǾŜǊŀƎŜΩΦ 

Standardised scores of 85-уф ŀǊŜ ŘŜǎŎǊƛōŜŘ ŀǎ Ψƭƻǿ ŀǾŜǊŀƎŜΩΦ ¢Ŝǎǘ ǊŜǎǳƭǘǎ ŦƻǊ tŀǊǘ н ƻŦ 
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Form 8 must not be reported as percentiles, scaled scores, T-scores or age-equivalent 

scores. Such scores must be converted into standard scores. 

¶ The assessor is required to establish if the results of tests in literacy and/or cognitive 

abilities present evidence that the candidate has an impairment which substantially 

affects their performance  (AA 7.5.5). Assessors must personally conduct the 

assessments. They must not sign off assessments carried out by another professional 

(AA 7.5.6). The assessor must carry out tests which are relevant to support the 

application  (AA 7.5.7). Current editions of nationally standardised tests which 

produce standardised scores must be used, where published (AA7.5.8). 

¶ During the assessment, the Head of ELD, as the assessor, uses a range of nationally 

standardised tests which produce standardised scores; these tests include: the Lucid 

Exact, The Test of Word Reading Efficiency -Second Edition (TOWRE -2);The 

Comprehensive Test of Phonological Processing ς Second Edition (CTOPP-2); The Test 

of Memory and Learning ς Second Edition (TOMAL-2);; The Gray Oral Reading Test-

Fifth Edition (GORT-5); Wide Range Achievement Test ς Fifth Edition (WRAT -5); The 

Helen Arkell Spelling Test- Second Edition (HAST-2) (AA 7.5.9). 

¶ Testing reading ability - reading comprehension: for candidates potentially requiring 

a Language Modifier (AA 5.11) reading comprehension is assessed using a recognised 

test of text or sentence comprehension e.g. The GORT-5; WRAT-5. 

¶ Reading speed: a candidate with a history of reading difficulties, whose reading 

accuracy (at single word level), or reading comprehension, is within normal limits for 

his/her age, may read slowly because he/she:  

¶ takes longer than expected to decode the words, leading to slow reading (slow reading 

speed);  

¶ needs to re-read text many times to absorb its meaning (slow reading comprehension 

speed).   

In order to test reading speed a test such as the Lucid Exact or GORT ς 5 will be used. 

This test assesses speed at text level (known as reading rate or reading speed); a test 

which combines text level speed and accuracy (sometimes known as reading 

fluency); This test provides a score for reading comprehension speed, not just for 

reading comprehension. 

¶ When a pupil uses a Computer Reader/Human Reader or Reading Pen a score for 

reading speed cannot be used as evidence of the need for 25% or more extra time. 

¶ Tests which measure single word reading speed and efficiency e.g. The WRAT -5 

Single Word Reading Test are not appropriate in this context. However, they may 

contribute to cognitive processing measures for extra time, as recorded within Part 2 

of Form 8 undŜǊ ŎƻƎƴƛǘƛǾŜ ǇǊƻŎŜǎǎƛƴƎ ƻǊ ƛƴ ΨhǘƘŜǊ ǊŜƭŜǾŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴΩΦ 

¶ During assessment, writing skills will be assessed in order to assess the need for a 

scribe. One or more of the following tests would be used during assessment: Lucid 

Exact and The DASH. A scribe, a word processor with the spell check enabled, or 

speech reŎƻƎƴƛǘƛƻƴ ǘŜŎƘƴƻƭƻƎȅ ǿƛƭƭ ōŜ ŀƭƭƻǿŜŘ ƛƴ ŎŜǊǘŀƛƴ ǎǳōƧŜŎǘǎ ǿƘŜƴ ŀ ŎŀƴŘƛŘŀǘŜΩǎ 

impairment has a substantial and long-term adverse effect. Usually, for examination 

purposes, a substantial impairment will be shown by the candidate having:  

¶ a below average standardised spelling accuracy score (a standardised score of 84 or 

less) with unrecognisable spelling attempts; or  

¶ a below average standardised score for writing speed (a standardised score of 84 or 

less).  
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Lƴ ǎƻƳŜ ŎŀǎŜǎΣ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǿǊƛǘƛƴƎ ƛǎ ƛƭƭŜƎƛōƭŜ ƻǊ ƎǊŀƳƳŀǘƛŎŀƭƭȅ ƛƴŎƻƳǇǊŜƘŜƴǎƛōƭŜ 

but improves significantly when a scribe is used. If these difficulties are not 

evidenced by a below average standardised spelling accuracy score, or a below 

average standardised score for writing speed, Access arrangements online will not 

approve the application. The SENCo may then decide to refer the application to the 

awarding body/bodies. Where the candidate writes by hand, an assessment of 

writing speed may be used as one of the two required measures for 25% extra time. 

¢ƘŜ ǊŜǎǳƭǘ ǿƛƭƭ ōŜ ǊŜŎƻǊŘŜŘ ǿƛǘƘƛƴ tŀǊǘ н ƻŦ CƻǊƳ у ǳƴŘŜǊ Ψ²ǊƛǘƛƴƎ {ǇŜŜŘΩ ό!! тΦрΦммύΦ 

¶ If the pupil uses a scribe or voice activated test an application for 25% extra time 

cannot be made using a measure of writing speed. 

¶ During assessment areas of cognitive processing will be assessed if required. 

Different areas of cognitive processing assessments would include:  

¶ short-term/working verbal memory  

¶ short-term/working visual memory (short -term/working verbal and visual memory 

may be combined within a composite score)  

¶ phonological awareness  

¶ phonological memory  

¶ phonological processing speed/rapid naming  

¶ visual processing speed  

¶ visual/motor processing  

¶ other measures as determined appropriate for the candidate by the assessor, for 

example, word reading fluency/sight word efficiency, decoding fluency/non -word 

reading efficiency, associational /oral fluency  

¶ mathematical processing. Tests such as the TOMAL-2, The CTOPP-2, The TOWRE-2 

would be used to assess the above areas of cognitive processing.  

¶ The time taken to process mathematical concepts is known as mathematical fluency 

or mathematical processing. A timed assessment of mathematical computation or 

attainment is not acceptable. An assessment of mathematical processing may only 

be used as one of the two required measures for 25% extra time in Mathematics 

examinations. The mathematical processing score must be below average. An 

assessment of mathematical processing cannot contribute to the evidence for 25% 

extra time in examinations other than Mathematics (AA 7.5.12). 

¶ Where a candidate has cognitive processing difficulties which have a substantial and 

long-term adverse impact on their speed of working 25% extra time may be awarded. 

(AA 5.2.2.) These difficulties will be demonstrated by tests which result in at least:  

¶ two below average standardised scores of 84 or less; or  

¶ one below average standardised score of 84 or less and one low average standardised 

score (85-89); which relate to two different areas of speed of working. This may 

include two different areas of cognitive processing.  

In rare and exceptional circumstances an awarding body may grant 25% extra time 

where a candidate has at least two low average standardised scores (85- 89) relating 

to two different areas of speed of working. This may include two different areas of 

cogniti ve processing. An awarding body may grant extra time of up to 50% in very 

exceptional circumstances (AA paragraph 5.3.2). 

¶ Other cognitive ability measures. In most cases there is not a requirement to carry out 

tests of general cognitive abilities. However, in rare and exceptional circumstances 

the SENCo may need to refer a candidate to an alternative professional, such as a 
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HCPC registered psychologist or a specialist teacher assessor with a current SpLD 

Assessment Practising Certificate, where further investigation is warranted which 

may include tests of general cognitive ability. The initial assessment may have 

indicated specific/ global learning needs, mental health or developmental concerns 

(AA 7.5.13). 

¶ If a private candidate such as a distance learner or a home educated pupil is taking an 

exam at Clifton High School the SENCo must undertake the necessary and 

appropriate steps to gather a picture of need and demonstrate the normal way of 

working for the p rivate candidate. The School, where required, must lead on the 

ŀǎǎŜǎǎƳŜƴǘ ǇǊƻŎŜǎǎΦ ¢ƘŜ ŎŀƴŘƛŘŀǘŜ Ƴǳǎǘ ōŜ ŀǎǎŜǎǎŜŘ ōȅ ǘƘŜ {ŎƘƻƻƭΩǎ ŀǇǇƻƛƴǘŜŘ 

assessor. In some instances, depending on his/her needs, the candidate may have to 

be assessed away from the School, for example at home. The School must comply 

with the obligation to identify the need for, request and implement access 

arrangements. 

¶ The Head of ELD SENCo follows the above procedure as detailed in chapter 7 of the 

AA. 

 

Completing Form 8  

¶ After assessment has been carried out by the Head of ELD/SENCo /the specialist 

Maths Teacher (who has an APC), the Form 8 will be completed as detailed in AA 

chapter 7 from 7.6. 

¶ Form 8 ς W/vκ!!κ[5 ƛǎ ǳǎŜŘ ǘƻ ǊŜŎƻǊŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ŀŎŎŜǎǎ 

arrangements/reasonable adjustments and is presented by the SENCo for inspection. 

¢ƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴŀƳŜ ƛǎ ǊŜŎƻǊŘŜŘ ƻƴ ŜǾŜǊȅ ǇŀƎŜ ƻŦ CƻǊƳ у ŀƴŘ ǿƘŜǊŜ ǘƘŜ ŦƻǊƳ ƛǎ 

stored in hard copy format it must be stapled together. The form must only be used 

for candidates with learning difficulties or where a Language Modifier is required. 

Form 8 ς JCQ/AA/LD is available from: http://www.jcq.org.uk/exams -office/access-

arrangements-and-special-consideration/forms. Alternatively, an online version of 

Form 8 is available to SENCos and assessors employed within the School through the 

Centre Admin Portal (CAPύΦ /!t Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ ǘƘǊƻǳƎƘ ŀƴȅ ƻŦ ǘƘŜ ŀǿŀǊŘƛƴƎ ōƻŘƛŜǎΩ 

ǎŜŎǳǊŜ ŜȄǘǊŀƴŜǘ ǎƛǘŜǎΦ hƴƭȅ CƻǊƳ у ƛǎ ǳǎŜŘ ǘƻ ǊŜŎƻǊŘ ŀ ǇǳǇƛƭΩǎ 9!!Φ {ǇǊŜŀŘǎƘŜŜǘǎΣ ŜƳŀƛƭ 

ƳŜǎǎŀƎŜǎΣ ŎŜƴǘǊŜ ŘŜǾƛǎŜŘ ŜǉǳƛǾŀƭŜƴǘǎ ƻŦ CƻǊƳ уΣ ŜŘǳŎŀǘƛƻƴŀƭ ǇǎȅŎƘƻƭƻƎƛǎǘǎΩ ǊŜǇƻǊǘǎ 

and other reports are not acceptable for processing and inspection purposes.  

¶ A fully completed Form 8 ς JCQ/AA/LD is rolled forward where the candidate 

progresses from GCSE to GCE AS and/or A-level qualifications (see below), whether 

at the same centre or at a different centre. A Form 8, with Part 2 completed no earlier 

than the start of Year 9 for GCSE qualifications, may roll forward to GCE AS and/or A-

level qualifications where a candidate requires: 25% extra time; and/or a scribe (AA 

7.6.1). The Head of ELD/SENCO must check the existing Form 8 and also complete the 

Form 8RF Form to show that the Access Arrangement is still eligible and gather 

evidence from teachers that  the Exam Access Arrangement  is the normal way of 

working . Candidates must be informed that an application for access arrangements 

will be processed using Access Arrangements Online, complying with the UK GDPR 

and the Data Protection Act 2018.  A new online application must then be made.  

¶ If a pupil moves from Clifton High School to another provider of further 

education/Sixth Form, it is the responsibility of the Head of ELD/SENCo to provide the 

Form 8 to the college. 
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¶ If a pupil joins Clifton High School to complete their studies, it is the responsibility of 

the Head of ELD/SENCo to check that the access arrangements as detailed on the 

Form 8 remains appropriate, practical and reasonable by gathering evidence of 

normal way of working from teachers. 

¶ If the pupil is to be assessed by an assessor other than the Head of ELD/SENCo, Part 1 

of Form 8 must be completed prior to the assessment by the SENCo or the assessor 

ǿƻǊƪƛƴƎ ǿƛǘƘƛƴ ǘƘŜ {ŎƘƻƻƭΣ ŘŜǘŀƛƭƛƴƎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ōŀŎƪƎǊƻǳƴŘ, history of support  

and current difficulties in the classroom . The three questions within Part 1 of Form 8 

Ƴǳǎǘ ōŜ ŀŘŘǊŜǎǎŜŘΦ tŀǊǘ м ƻŦ CƻǊƳ у ƛǎ ŀ ǇŜƴ ǇƻǊǘǊŀƛǘ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴŜŜŘǎΦ Lǘ ŀƭƭƻǿǎ 

ǘƘŜ {9b/ƻ ǘƻ ΨǇŀƛƴǘ ŀ ƘƻƭƛǎǘƛŎ ǇƛŎǘǳǊŜ ƻŦ ƴŜŜŘΩΣ ŎƻƴŦƛǊƳƛƴƎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ 

bringing together:  

¶ if known, arrangements made for Key Stage 2 tests;  

¶ comments and observations from teaching staff and support staff 

¶ intervention strategies (e.g. individual education/learning plans) in place for the 

candidate;  

¶ pupil premium indicators;  

¶ screening test results;  

¶ use of pupil baseline and tracking data;  

¶ information about any differentiation in the classroom;  

¶ normal way of working in the classroom;  

¶ arrangements made for end of year internal school examinations/mock 

examinations  

¶ It is the Head of ELD/SENCo responsibility to screen pupils during Years 7 to 9 to 

ensure that all potential pupils with learning difficulties and in need of Exam Access 

Arrangements are picked up and assessed for Exam Access Arrangements e.g. in the 

autum n term of Year 7 the ELD screen all Year 7 pupils with the Access Reading Test, 

Access Maths Test and NferNelson Spelling Test. 

¶ If very little information is available, a selection from the following is used by the 

SENCo to paint a picture of need within Part 1 of Form 8, for example:  

¶ screening test results;  

¶ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǎŜƭŦ-reported difficulties;  

¶ comments and observations from teaching staff and support staff who have noted 

ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŘƛŦŦƛŎǳƭǘƛŜǎΤ  

¶ comments in school reports and/or pupil tracking data;  

¶ information relayed by telephone, with notes taken, or a photocopy of Form 8, where 

a candidate has moved, for example, from an 11 to 16 school to a FE College. Part 3 of 

Form 8 is completed by the SENCo once the assessment has been undertaken or an 

external assessor has completed their testing and confirmed that the candidate has 

an impairment which substantially affects their performance.  

¶ Part 3 of Form 8 makes recommendations for access arrangements/ adjustments 

taking into account:  

¶ the information from the assessment (Part 2 of Form 8);  

¶ the requirements of the specifications; and  

¶ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ƛƴ ǘƘŜ ŎŜƴǘǊŜ όtŀǊǘ м ƻŦ CƻǊƳ уύ ό!! тΦсΦнύΦ ¢ƘŜ 

completion of Form 8, Parts 1, 2 and 3 will enable the JCQ Centre Inspector to see 

ŎƭŜŀǊƭȅ ŀƴŘ ŎƻƴŎƛǎŜƭȅ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ǿƛǘƘƛƴ ǘƘŜ {ŎƘƻƻƭ ŀƴŘ 

the results of an assessment (AA 7.6.3).   
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¶ All assessors, as appointed by the Head of Centre and thus having an established 

relationship with the School, use Form 8, Part 2, to record the results of their 

assessment. At the same time, the assessor must sign and date Part 2 (AA 7.6.4).  Once 

Form 8 has been completed, the Head of ELD/SENCo processes the application using 

Access arrangements online (see the qualifications listed within the Deadlines 

section). The Head of ELD/SENCo keeps within the School for inspection purposes a 

fully completed Form 8 (Parts 1, 2 and 3), signed and dated. This is an electronic 

version (AA 7.6.5).  Assessors employed outside the School receive a completed Part 1 

of Form 8 from the SENCo before assessing the candidate and then completing Part 2 

of Form 8 (AA 7.6.6) The assessor must:  

¶ sign and date Form 8, Part 2;  

¶ have administered each assessment him/herself.  

The assessor must not sign off assessments carried out by a teacher or another 

professional. Unsigned and undated assessments cannot be accepted as appropriate 

evidence. The signature acts as confirmation that the assessor has completed the 

assessments and supports the recommendation made. An electronic or typed 

signature is permissible. Photocopies of Form 8 are not acceptable for processing and 

inspection purposes. 

 

Form 9 

A Form 9 must be used for candidates with: 

¶ Communication and interaction needs 

¶ Medical condition  

¶ Sensory or physical needs 

¶ Social, Emotional and Mental Health Needs,  

¶ Speech, Language and Communication needs 

¶ an EHCP 

¶ who use a Reader/Computer Reader but with no extra time 

¶ Supervised rest breaks. 

 

Form 9 must be completed by the SENCO before an application for an exam access 

arrangement is made to the JCQ.  A Form 9 must also be completed for the following access 

arrangements: 

¶ Access to a mobile phone for medical purposes 

¶ Timetable variation requiring overnight supervision with a formally diagnosed 

medical condition, psychological condition, physical condition or visual impairment  

¶ Timetable variation on the day of the exam for a candidate with a disability. An online 

application must not be processed until it has been established which of the 

ŎŀƴŘƛŘŀǘŜΩǎ ŜȄŀƳƛƴŀǘƛƻƴǎ ǿƛƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ŀ ǘƛƳŜǘŀōƭŜ ǾŀǊƛŀǘƛƻƴΦ Cǳƭƭ ŘŜǘŀƛƭǎ ƻŦ ŀƭƭ ǘƘŜ 

ŎŀƴŘƛŘŀǘŜΩǎ ŜȄŀƳƛƴŀǘƛƻƴǎ ǿƘƛŎƘ ǿƛƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ŀ ǘƛƳŜǘŀōƭŜ ǾŀǊƛŀǘƛƻƴ Ƴǳǎǘ ōŜ 

recorded. The date and session for each examination must be listed. 

¶ Remote Invigilation  through the use of technology 

¶ Supervised Rest Breaks. SENCos should note that supervised rest breaks are often 

more effective and appropriate than 25% extra time for candidates who experience 

anxiety or attention difficulties. They may better address the needs of neurodivergent 

candidates, such as those with ADHD or ASD, as well as those with a medical 

condition or mental health needs. It is important that SENCOs consider and, where 



14 

appropriate, implement access arrangements that will prepare candidates for the 

workplace. 

¶ A Computer reader/reader 

¶ 25% extra time. Where a candidate has an impairment other than a learning difficulty 

the SENCo must have trialled and exhausted the option of supervised rest breaks 

through timed internal tests and/or mock examinations before making an 

application for 25% extra time. 

¶ A scribe 

¶ 26% to 50% extra time or extra time over 50% 

¶ Timetable variation on the day of the exam for a candidate with a disability 

¶ Listening to Music/white noise due to a substantial impairment. 

 

Form Bilingual Dictionary (BD) 25%  

A Form BD 25% must be completed by the SENCO before an application is made to the JCQ. 

It is to record those EAL candidates who in rare circumstances need 25% extra time to use the 

Bilingual Dictionary. These will be EAL candidates who entered the UK within 3 years of the 

examination with no prior knowledge of the English language. Where a candidate has an 

approved online application for a bilingual dictionary with 25% extra time, if the three -year 

ǇŜǊƛƻŘ ŦǊƻƳ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŜƴǘǊȅ ƛƴǘƻ ǘƘŜ ¦ƴƛǘŜŘ YƛƴƎŘƻƳ Ŧalls within an examination 

series, the candidate will be permitted to complete that series in full using a bilingual 

dictionary with 25% extra time. 

5.4 Picture of need/normal way of working  

tŀƛƴǘƛƴƎ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǇƛŎǘǳǊŜ ƻŦ ƴŜŜŘ ŦƻǊ ŀƴ 9ȄŀƳ !ŎŎŜǎǎ !ǊǊŀƴƎŜƳŜƴǘ (AA, sections 7.5 

όDǳƛŘŜƭƛƴŜǎ ŦƻǊ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƭŜŀǊƴƛƴƎ ŘƛŦŦƛŎǳƭǘƛŜǎ ōȅ ŀƴ ŀǎǎŜǎǎƻǊύ and 7.6 

(Completing Form 8 ς JCQ/AA/LD, Profile of Learning Difficulties)  

 

In order to paint a holistic picture of need and gather evidence to confirm  normal way of 

working, the Head of ELD/SENCo collects all information that the School has been given or 

ŎƻƭƭŜŎǘŜŘ ŀōƻǳǘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ {ǇŜŎƛŦƛŎ [ŜŀǊƴƛƴƎ 5ƛŦŦƛŎǳƭǘƛŜǎΦ ¢Ƙƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƳŜǎ ŦǊƻƳ 

a variety of sources such as: 

¶ Reports written by Educational Psychologists/specialist teachers/Speech and 

Language Therapists/Occupational Therapists 

¶ School reports 

¶ Observations form teachers and support staff 

¶ Records from the Enhanced Learning Department such as copies of Individual 

Educational Plans/Maths Support Plans which detail the level and type of support a 

pupil has had before Y 9 

¶ Details about Interventions e.g., in class support from Learning Support Assistants/ 

Teaching Assistants 

¶ Use of interventions such as NESSY and Units of Sound 

¶ Interventions from external professionals such as Speech and Language 

Therapists/Occupational Therapists 

¶ Pupil tracking data such as MidYis 

¶ The results of screening tests such as the routine screening of Year 7 with the Access 

Reading Test, Access Maths Test and NferNelson Spelling Test. 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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The Head of ELD/SENCo completes section 1 of Form 8 and provides detail for the following 

four areas:    

¶ The current difficulties to show how they have impacted on teaching and learning 

and performance in examinations. Summarise evidence of feedback from teachers 

and/or support staff.   

¶ The support and adjustments that are in place for the candidate in the classroom, 

tests and examinations.  

¶ If the candidate has previously been granted access arrangements by an awarding 

body, please specify. 

¶ Any other relevant information (e.g. EAL issues; co-occurring conditions).  

 

In order to answer these questions, the Head of ELD/SENCo will gather information from 

teachers using a form detailing these four  key areas to guide their response.  

 

The Head of ELD/SENCo provides pen portraits for pupils with additional needs called The 

Essential Teacher Information SEND Sheet (ETISS) which outlines the Exam Access 

Arrangement and the strategies that can be used to support that pupil. Observations are  

made by the Head of ELD/SENCo to see if the support and adjustments made by the teachers 

are being used in the classroom.  

 

The Head of ELD will also collect exam papers where there is evidence of the use of an exam 

access arrangement such as 25% extra time. A change of pen colour is used to show the use of 

extra time and on the front of exam scripts there is a pupil reflection to show if they have used 

the extra time and what they have used it for.  The teacher marking the exam script also 

includes a reflection as to whether the extra time has been used successfully by the pupil and 

has been of benefit. 

 

If the candidate is to be assessed by an external assessor the Head of ELD/SENCo will provide 

the assessor with background information, i.e., the picture of need which has been painted as 

required in Part 1 of Form 8. The SENCo and the assessor work together to ensure a joined-up 

and consistent process. Part 1 of Form 8 must include teacher feedback and evidence of 

ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎΦ ¢ƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŎǳǊǊŜƴǘ ŘƛŦŦƛŎǳƭǘƛŜǎ ƛƴ ǘƘŜ ŎƭŀǎǎǊƻƻƳΣ ǘƛƳŜŘ ƛƴǘŜǊƴŀƭ 

tests and/or mock examinations, teacher feedback and their normal way of working must be 

ǊŜŎƻǊŘŜŘ ǿƛǘƘƛƴ tŀǊǘ м ƻŦ CƻǊƳ у ǇǊƛƻǊ ǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘΦ ! ΨǎƪŜƭŜǘƻƴΩ tŀǊǘ м ƻŦ CƻǊƳ у ōŜƛƴƎ 

completed prior to the assessment is no longer acceptable. 

 

¢ƘŜ ƛƴŘŜǇŜƴŘŜƴǘ ŀǎǎŜǎǎƻǊ ŎƻƴǘŀŎǘǎ ǘƘŜ {ŎƘƻƻƭ ŀƴŘ ŀǎƪǎ ŦƻǊ ŜǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 

normal way of working and relevant background information. This takes place before the 

candidate is assessed. Additionally, the independent assessor is approved by the Head of 

Centre to assess the candidate.  

 

All candidates are assessed in light of the picture of need and the background information as 

detailed within Part 1 of Form 8.  
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An independent assessor discusses access arrangements/reasonable adjustments with the 

SENCo. The responsibility to determine and request appropriate and practicable access 

arrangements/reasonable adjustments specifically lies with the SENCo (AA, section 7.5).    

 

If a private candidate is to sit their exams at Clifton High School, it would be the Head of 

Enhanced Learning/SENCo responsibility to gather information about the history of need 

and the use of Exam Access Arrangements and to ensure that there is a completed Form 8 

giving a holistic picture of the Specific Learning Difficulty.  

6. Processing access arrangements and adjustments  

6.1 Arrangements/adjustments 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. The tool also provides the facility to order modified papers for those qualifications 

included. (Refer to AA, chapter 8 ( Processing applications for access arrangements and 

adjustments) and chapter 6 (Modified papers).  

AAO is accessed within the JCQ Centre Admin Portal (CAP) by logging in to one of the awarding 

ōƻŘȅΩǎ ǎŜŎǳǊŜ ŜȄǘǊŀƴŜǘ ǎƛǘŜǎΦ ! ǎƛƴƎƭŜ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ŀǇǇǊƻǾŀƭ ƛǎ ǊŜǉǳƛǊŜŘ ŦƻǊ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜ 

regardless of the awarding body used.  

Processing Arrangements/Adjustments requiring awarding body approval. References 

Chapter 8 of AA 

Once the assessment has taken place and all parts of Form 8 have been completed, dated and 

signed by the assessor and Head of Enhanced Learning Department/SENCo candidates must 

be informed that an application for access arrangements will be processed using Access 

Arrangements Online, complying with the UK GDPR and the Data Protection Act 2018. .  

Applications for Year 9 are processed by the Head of ELD/SENCo and the Examinations 

Officer towards the end of Year 9 in the summer term in order that the JCQ approval remains 

in date for the time from the point of application to the end of the GCSE series in Year 11. If 

there any applications needed in Year 10, 11 or 12 they will be done as soon as the assessment 

and Form 8 are completed. 

Each of the questions from Access Arrangements online is answered using the Form 8 and 

the scores within the Form 8 act as evidence. The SENCo and Examinations Officer do this 

task together, to ensure details are accurate. 

Once the approval has been given by the Joint Council for Qualifications, this document is 

ŦƛƭŜŘ ƛƴ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŜCƻƭŘŜǊΦ ¢ƘŜ ŜCƻƭŘŜǊΩǎ ŦƻǊ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜ ŀǊŜ ǎǘƻǊŜŘ ƛƴ {ƘŀǊŜtƻƛƴǘΦ 

This enables the Head of ELD/SENCo and Examinations Officer to work together to ensure 

ǘƘŀǘ ŀƭƭ ŜCƻƭŘŜǊΩǎ ŀǊŜ ǳǇ ǘƻ ŘŀǘŜ ŀƴŘ ƛƴŎƭǳŘŜ ǘƘŜ ǊŜƭŜǾŀƴǘ ŘƻŎǳƳŜƴǘŀǘƛƻƴΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎΥ 

¶ Form 8/Form 9/Form 8 RF/Form BD 25% 

¶ JCQ Approval 

¶ Evidence from teachers and support staff 

¶ 9ǾƛŘŜƴŎŜ ŦǊƻƳ L9tΩǎκaŀǘƘǎ {ǳǇǇƻǊǘ tƭŀƴǎΤ 9ȄŀƳ 9ǾƛŘŜƴŎŜ ŀƴŘ 9ǎǎŜƴǘƛŀƭ ¢ŜŀŎƘŜǊ 

Information SEND Sheets; Education Health and Care Plans (EHCP); medical details. 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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LŦ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ 9!! ƛǎ ƴƻǘ ƎƛǾŜƴ ŀǇǇǊƻǾŀƭΣ ŦƻǊ ŜȄŀƳǇƭŜ ǿƘŜƴ ŀǇǇƭȅƛƴƎ ŦƻǊ ƻǾŜǊ 

25% extra time, Access arrangements online will automatically reject applications for extra 

time of more than 25%.  

The School must then make an online referral to the relevant awarding body/bodies using 

Access arrangements online. Each application will be considered in the light of the 

ŎŀƴŘƛŘŀǘŜΩǎ ƴŜŜŘǎΦ !ƴ ŀǿŀǊŘƛƴƎ ōƻŘȅ ǊŜǎŜǊǾŜǎ ǘƘŜ ǊƛƎƘǘ ǘƻ ǊŜǉǳŜǎǘ ΨŎŀƭƭ-ƛƴΩ ŜǾƛŘŜƴŎŜ from the 

centre and will expect to see a strong justification for the arrangement (AA 5.3.1). 

Lƴ ǘƘŜǎŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǘƘŜ 9ȄŀƳƛƴŀǘƛƻƴΩǎ hŦŦƛŎŜǊ ŀƴŘ IŜŀŘ ƻŦ 9[5κ{9b/ƻ ǿƛƭƭ ƳŀƪŜ ŀƴ 

online referral. The SENCo will ensure that there is a body of evidence to present to back up 

ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ƻǾŜǊ нр҈ ŜȄǘǊŀ ǘƛƳŜ ƛŦ ǘƘŜǊŜ ǎƘƻǳƭŘ ōŜ ŀ ΨŎŀƭƭ ƛƴΩ ŦƻǊ ŜǾƛdence made by an 

awarding body. 

Lǘ ƛǎ ǘƘŜ 9ȄŀƳƛƴŀǘƛƻƴǎ hŦŦƛŎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƻǊŘŜǊ ƳƻŘƛŦƛŜŘ ǇŀǇŜǊǎ ōȅ ǘƘŜ ŘŀǘŜ ǎǇŜŎƛŦƛŜŘ 

in the AA.  

At Clifton High the SENCo and Exams Officer usually work in tandem as is best practice. The 

entering of access arrangements online (AAO) is generally undertaken together. All relevant 

information is stored by the SENCo in a separate area of Share Point and shared with the 

exams team. Most documents are now kept electronically although the occasional document 

will still be held as hard copy. Cases that fail to get approval and require evidence are dealt 

with by the SENCo and the Exams Officer together. The ordering of modified papers, dealing 

with awarding body referrals or any other less usual access arrangement is dealt with in 

tandem.. 

The SENCo must keep detailed records for inspection purposes, whether electronically or in 

hard copy paper format, of all the essential information on file. This includes a signed a copy 

ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŀǇǇǊƻǾŜŘ ŀǇǇƭƛŎŀǘƛƻƴΤ ŀǇǇǊƻǇǊƛŀǘŜ ŜǾƛŘŜƴŎŜ ƻŦ ƴŜŜŘ όǿƘŜǊŜ ǊŜǉǳƛǊŜŘύΤ 

ŜǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŀǎǎŜǎǎƻǊΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴ όǿƘŜǊŜ ǊŜǉǳƛǊŜŘύΦ (AA, section 8.6). 

Make full reference to AA, section 8 (Processing applications for access arrangements and 

adjustments), section 6 (Modified papers)  and record your process that reflects the 

requirements.                        

6.2 Centre-delegated arrangements/adjustments  

There are a number of access arrangements that do not need to be processed through Access 

ŀǊǊŀƴƎŜƳŜƴǘǎ ƻƴƭƛƴŜΦ ¢ƘŜǎŜ ŀǊŜ ƪƴƻǿƴ ŀǎ άŎŜƴǘǊŜ ŘŜƭŜƎŀǘŜŘ ŀǊǊŀƴƎŜƳŜƴǘǎέΦ ¢ƘŜǎŜ ƛƴŎƭǳŘŜΥ 

¶ Amplification equipment  

¶ Bilingual dictionary  

¶ Braille transcript  

¶ Braillers  

¶ Closed Circuit Television (CCTV)  

¶ Colour naming by the invigilator for candidates who are colour blind  

¶ Coloured overlays  

¶ Communication Professional (for candidates using Sign Language)  

¶ Examination on coloured/enlarged paper  

¶ Fidget toys and stress balls  

¶ Live speaker for pre-recorded examination components  

¶ Low vision aid/magnifier  

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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¶ Non-electronic ear defenders/ear plugs/headphones  

¶ Optical Character Reader (OCR) scanners  

¶ Prompter  

¶ Read aloud (which can include an examination reading pen)  

¶ Separate invigilation within the centre (sitting the examination outside of the main 

examination hall/room, e.g., a room for a smaller group of candidates)  

¶ Squared paper for visual spatial difficulties  

¶ Supervised rest breaks  

¶ Word processor. 

¶ {Ƴŀƭƭ ǘƛƳŜǊ ƻƴ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŘŜǎƪ 

¶ Blank sheet of paper for doodling, where a candidate has persistent and significant 

concentration difficulties . TƘƛǎ Ƴǳǎǘ ōŜ ƛƴŎƭǳŘŜŘ ǿƛǘƘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŎƻƳǇƭŜǘŜŘ 

answer booklet. 

 

In order to manage centre delegated arrangements, there are a number of the above where 

the School requires evidence of need with accompanying evidence. The access arrangements 

will be their normal way of working in the School. These centre delegated acces s 

arrangements which require evidence of need with accompanying evidence are as follows:  

¶ Separate invigilation within the School  (sitting the examination outside of the main 

examination hall/room, e.g., a room for a smaller group of candidates). The School 

requires the candidate to evidence the need through a letter/report from a 

professional, such as a clinical Psychologist or a letter from CAMHS that outlines the 

level of anxiety experienced and why separate accommodation is necessary. 

¶ Supervised rest breaks ς the School requires the candidate to evidence the need and 

requires supporting evidence from teachers or a GP that the candidate has either a 

learning or medical need for a rest break during an examination. 

¶ Prompter - candidates who need a prompt should be known by their teachers and this 

will be their normal way of working in the School. The candidate may be on the 

Autistic spectrum or have ADHD/ADD  

¶ Read Aloud, including use of the Reading Pen ς the candidates who read aloud will be 

known by their teachers to use this way of reading and it will be the candidate Ωs 

normal way of working  

¶ Word Processor ς in order for a candidate to have access to a word processor there 

must be evidence that there is a Specific Learning Difficulty, such as Dyslexia where 

ǳǎƛƴƎ ŀ ƭŀǇǘƻǇ ƛǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ŀƴŘ ƘŜƭǇǎ ǎǳǇǇƻǊǘ ǿǊƛǘƛƴƎ 

skill s. There may also be difficulty with the mechanics of handwriting or handwriting 

is illegible. The School specifies that an assessment looking at handwriting speed and 

legibility is carried out and an assessment of typing speed such as the Lucid Exact or 

the Detailed Assessment of Handwriting (DASH). Standard scores for handwriting 

and typing are compared and handwriting is observed. Only when the assessor can 

see that there is a difficulty with handwriting which is corroborated by teachers, will 

a laptop bŜ ǇŜǊƳƛǘǘŜŘ ŀƴŘ ƛǘ Ƴǳǎǘ ōŜ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ 

 

All other arrangements listed above will be put in place for a candidate if it is their normal 

way of working and teachers see the arrangement is required in the day-to-day classroom; 

/ŜƴǘǊŜ ŘŜƭŜƎŀǘŜŘ ŀǊǊŀƴƎŜƳŜƴǘǎ ǿƛƭƭ ōŜ ǊŜŎƻǊŘŜŘ ōȅ ǘƘŜ 9ȄŀƳƛƴŀǘƛƻƴΩǎ hŦŦƛŎŜǊ ŀƴŘ {9b/ƻ ƛƴ 
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ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŜCƻƭŘŜǊ ƛƴ ǘƘŜ 9ȄŀƳ !ŎŎŜǎǎ !ǊǊŀƴƎŜƳŜƴǘǎ CƻƭŘŜǊ ƛƴ {ƘŀǊŜtƻƛƴǘ ǿƘƛŎƘ ƛǎ 

accessible to the Examinations Officer and SENCo.  

 

These access arrangements will also be held in a user defined field in SIMS, on the ELD EAA 

list (available to all staff I SharePoint and also in Exams Organiser in SIMS when pupils are 

entered for public examinations.  

7. Centre-specific criteria for particular arrangements/adjustments  

7.1 Word Processor Policy (Exams) 

An exam candidate may be approved to use a word processor where this is appropriate to the 

ŎŀƴŘƛŘŀǘŜΩǎ ƴŜŜŘǎ ŀƴŘ ƴƻǘ ǎƛƳǇƭȅ ōŜŎŀǳǎŜ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ƴƻǿ ǿŀƴǘǎ ǘƻ ǘȅǇŜ ǊŀǘƘŜǊ ǘƘŀƴ ǿǊƛǘŜ ƛƴ 

exams or can work faster on a keyboard, or because they use a laptop at home. The use of a 

ǿƻǊŘ ǇǊƻŎŜǎǎƻǊ Ƴǳǎǘ ǊŜŦƭŜŎǘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ǿƛǘƘƛƴ ǘƘŜ {ŎƘƻƻƭΦ 

The Word Processor policy can be found in the School Policies section in SharePoint.  

! ƳŜƳōŜǊ ƻŦ ǘƘŜ ŎŜƴǘǊŜΩǎ ǎŜƴƛƻǊ ƭŜŀŘŜǊǎƘƛǇ ǘŜŀƳ Ƴǳǎǘ ǇǊƻŘǳŎŜ ŀ Word Processor policy, 

specific to the centre, which details the criteria the centre uses to award and allocate word 

processors for examinations and assessments. This policy must be available for inspection 

(AA, section 5.8).     

7.2 Alternative Rooming Arrangements   

A decision to approve alternative rooming arrangements, eg. a room for a smaller group of 

candidates with similar needs  (formerly known as separate invigilation)  will be made by the 

Head of ELD/SENCo. The decision will be based on:  

¶ whether the candidate has a substantial and long -term impairment which has an 

adverse effect; and  

¶ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ǿƛǘƘƛƴ ǘƘŜ ŎŜƴǘǊŜ (AA, section 5.16). 

There are candidates who may require alternative rooming arrangements  outside of the 

main examination hall. This will be where the candidate has a substantial and long -term 

impairment which has an adverse effect on being seated with the majority of other 

candidates. This may include medical or psychological reasons.  

In order for the Head of ELD/SENCo to make a decision, there needs to be evidence from a 

suitably qualified professional such as a medical practitioner or Psychologist that the need is 

substantial and requires alternative rooming arrangements . The condition needs to have 

ōŜŜƴ ǎƘŀǊŜŘ ǿƛǘƘ ǘƘŜ IŜŀŘ ƻŦ 9[5κ{9b/ƻ ŀƴŘ ǿƛǘƘ ǘƘŜ {ŎƘƻƻƭΩǎ ǇŀǎǘƻǊŀƭ ǘŜŀƳ ŀƴŘ ōŜ ǘƘŀǘ 

ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ƛƴ ǘƘŜ {ŎƘƻƻƭ ό!! пΦмΦпΦύΦ 

In the majority of cases where a candidate has a substantial and long-term impairment 

which requires alternative rooming , the candidate will be in a smaller room than the main 

examination hall with a smaller number of candidates with similar needs.  

Lƴ ǎƻƳŜ ŎŀǎŜǎΣ ǿƘŜǊŜ ƛǘ Ƙŀǎ ōŜŜƴ ŜǎǘŀōƭƛǎƘŜŘ ŀǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ǿŀȅ ƻŦ ǿƻǊƪƛƴƎ ŀƴŘ 

where there is a weight of evidence from a suitably qualified professional, the candidate will 

have alternative rooming  with an invigilator.  

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
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Nervousness, low level anxiety or being worried about examinations is not sufficient grounds 

for alternative rooming arrangements  within the centre (AA, section 5.16).  

The need for a smaller or individual room will be considered on a case-by-case basis with the 

SENCO making the final decision.  

Lƴ ǘƘŜ ŎŀǎŜ ƻŦ ǎŜǇŀǊŀǘŜ ƛƴǾƛƎƛƭŀǘƛƻƴΣ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ Řƛǎŀōƛƭƛǘȅ ƛǎ ŜǎǘŀōƭƛǎƘŜŘ ǿƛǘƘƛƴ ǘƘŜ ŎŜƴǘǊŜ 

(see Chapter 4, paragraph 4.1.4). It is known to a Form Tutor, a Head of Year, the SENCo or a 

senior member of staff with pastoral responsibilities. For examp le, a long-term medical 

condition which has a substantial and adverse effect. 

Alternative rooming arrangements  Ƴǳǎǘ ǊŜŦƭŜŎǘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƴƻǊƳŀƭ ŀƴŘ ŎǳǊǊŜƴǘ ǿŀȅ ƻŦ 

working in internal school tests and mock examinations.  

The use of an alternative room with one -to-one invigilation must only apply where the 

ŎŀƴŘƛŘŀǘŜ Ƙŀǎ ŀ ǎŜǊƛƻǳǎ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴΣ ǎǳŎƘ ŀǎ ŦǊŜǉǳŜƴǘ ǎŜƛȊǳǊŜǎΣ ¢ƻǳǊŜǘǘŜΩǎ ƻǊ ǎƛƎƴƛŦƛŎŀƴǘ 

behavioural issues which would disturb other candidates in the examination  room. (AARA 

5.16) 

 

  

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Appendix - Facilitating access - examples 

The following information confirms ǘƘŜ {ŎƘƻƻƭΩǎ good practice in relation to the Equality Act 

2010 and the conduct of examinations. 

On a candidate-by-candidate basis, consideration is given to:  

¶ adapting assessment arrangements 

¶ adapting assessment materials 

¶ the provision of specialist equipment or adaptation of standard equipment 

¶ adaptation of the physical environment for access purposes.  

The table provides example arrangements, adjustments and adaptations that are considered to 

meet the need(s) of a candidate and the actions considered/taken by the centre for the purposes 

of facilitating access. 

Example of candidate 

need(s) 

Arrangements 

explored 
Centre actions  

A medical condition 

which prevents the 

candidate from taking 

exams in the centre 

Alternative site 

for the conduct 

of examinations  

Supervised rest 

breaks 

SENCo gathers evidence to support the need for 

the candidate to take exams at home. 

Pastoral head provides written statement for file 

to confirm the need. 

Approval confirmed by SENCo; AAO approval for 

both arrangements not required. 

Pastoral head discussion with candidate to 

confirm the arrangements should be put in place. 

9h ǎǳōƳƛǘǎ Ψ!ƭǘŜǊƴŀǘƛǾŜ ǎƛǘŜ ŦƻǊƳΩ ŦƻǊ ǘƛƳŜǘŀōƭŜŘ 

written exams to awarding body/bodies online 

using CAP. 

An on -line submission must only be made for 

timetabled written examinations in the following 

ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΧ 

EO provides candidate with exam timetable and 

JCQ information for candidates. 

Pastoral head confirms with candidate the 

information is understood . 

Pastoral head agrees with candidate that prior to 

each exam will call to confirm fitness to take 

exam. 

9h ŀƭƭƻŎŀǘŜǎ ƛƴǾƛƎƛƭŀǘƻǊόǎύ ǘƻ ŎŀƴŘƛŘŀǘŜΩǎ 

timetable; confirms time of collection of exam 

papers and materials. 
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LƴǾƛƎƛƭŀǘƻǊ ƳƻƴƛǘƻǊǎ ŎŀƴŘƛŘŀǘŜΩǎ ŎƻƴŘƛǘƛƻƴ ŦƻǊ 

each exam and records any issues on incident log. 

Invigilator records rest breaks (time and duration) 

on incident log and confirms set time given for 

exam. 

Invigilator briefs EO after each exam on how 

ŎŀƴŘƛŘŀǘŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƛƴ ŜȄŀƳ Ƴŀȅ ƘŀǾŜ ōŜŜƴ 

affected by his/her condition . 

EO discusses with pastoral head if candidate is 

eligible for special consideration (candidate 

present but disadvantaged). 

EO processes request(s) for special consideration 

where applicable; incident log(s) provides 

supporting evidence. 

Pastoral head informs candidate that special 

consideration has been requested. 

Persistent and 

significant difficulties 

in accessing written 

text  

Reader/compute

r reader 

25% Extra time  

Separate 

invigilation 

within the centre  

Confirms candidate is disabled within the 

meaning of the Equality Act 2010. 

Papers checked for those testing reading. 

Computer reader/examination reading pen 

sourced for use in papers (or sections of papers) 

testing reading OR up to 50% extra time awarded. 

Form 8 or 9 is completed 

(25% Extra time - Form 8 completed as 

appropriate). 

Supporting evidence and AAO approval. 

Significant difficulty 

in concentrating  

Prompter 

Separate 

invigilation 

within the centre  

Gathers evidence to support substantial and long 

term adverse impairment . 

Confirms with candidate how and when they will 

be prompted. 

Briefs invigilator to monitor candidate and the 

method of prompting (call out his name to bring 

his attention back to the paper - confirms 

requirement for separate room). 

A wheelchair user ς 

Clifton High School is 

not wheelchair 

accessible. The only 

instance where a 

wheelchair user 

Desk 

Rooms 

Facilities 

Applies for practical assistant to help candidate 

set up wheelchair and other equipment in a 

practical assessment; approval automatically fails 

so awarding body referral lists the tasks that will 

be performed.    


