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Academy 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 
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What are access arrangements and reasonable adjustments? 

Access arrangements 

Access arrangements are agreed before an assessment. They allow candidates with specific 

needs, such as special educational needs, disabilities or temporary injuries, to access the 

assessment and show what they know and can do without changing the demands of the 

assessment. The intention behind an access arrangement is to meet the needs of an 

individual candidate without affecting the integrity of the assessment. 

Access arrangements are the principal way in which awarding bodies comply with the duty 

under the Equality Act 2010 to make reasonable adjustments. (JCQ Access Arrangements 

and Reasonable Adjustments, Definitions) 

Reasonable adjustments 

The Equality Act 2010 requires an awarding body to make reasonable adjustments where a 

candidate, who is disabled within the meaning of the Equality Act 2010, would be at a 

substantial disadvantage in comparison to someone who is not disabled. The awarding body 

is required to take reasonable steps to overcome that disadvantage. 

An example would be a Braille paper, which would be a reasonable adjustment for a vision-

impaired candidate who can 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, 

including but 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 would not be considered reasonable. 

References to legislation are to the Equality Act 2010. Separate legislation applies in 

Northern Ireland. The definitions and procedures relating to access arrangements and 

reasonable adjustments also apply in Northern Ireland. 

 

Purpose of the Policy 

The purpose of this policy is to confirm that Sandwell Academy has a written record which 

clearly shows that the centre is leading the access arrangements process and is complying 

with its obligation to identify the need for, request and implement access arrangements. 
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(JCQ General Regulations for Approved Centres, Section 5.4) 

This policy is maintained and held by the SENCo alongside the individual files/e-folders of 

candidates requiring access arrangements. 

Each file/e-folder contains detailed records of all essential information required by JCQ 

regulations. Where documentation is stored electronically, an individual e-folder is 

maintained for each candidate and contains all documentation required for inspection. 

The policy is reviewed annually, and whenever significant changes are made to JCQ 

regulations, to ensure that all procedures are carried out in accordance with the current 

edition of JCQ Access Arrangements and Reasonable Adjustments and JCQ General 

Regulations for Approved Centres. 

 

General Principles 

The centre recognises the following principles: 

The purpose of an access arrangement is to remove barriers to assessment for a disabled 

candidate who would otherwise be placed at a substantial disadvantage due to persistent 

and significant difficulties. 

The integrity of the assessment must be maintained at all times. 

The SENCo must ensure that any proposed arrangement neither disadvantages nor 

advantages the candidate. 

Access arrangements and reasonable adjustments should be considered and processed as 

early as possible during a course of study. 

Arrangements must always be approved before an examination or assessment takes place. 

The arrangement(s) put in place must reflect the support normally provided to the candidate 

within the centre. 

The candidate must have had adequate opportunities to practise using the arrangement(s) 

before their first examination. 

 

Identification of Need 

The centre is committed to identifying candidates who may require access arrangements as 

early as possible. 

Identification may arise through: 

• concerns raised by teaching staff; 

• evidence from classroom practice and internal assessments; 

• information provided by parents/carers; 

• information provided by the candidate; 
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• transition information from previous educational settings; 

• medical evidence; 

• reports from external agencies and professionals. 

The centre recognises that access arrangements are not awarded solely on the basis of a 

diagnosis, disability or test score. 

Decisions will be based on: 

• a holistic assessment of need; 

• evidence of persistent and significant difficulties; 

• the candidate’s normal way of working within the centre; and 

• compliance with current JCQ regulations. 

 

Equalities Policy (Exams) 

The Head of Centre 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 a duty to: 

• explore and provide access to suitable courses; 

• submit applications for reasonable adjustments where appropriate; 

• make reasonable adjustments to the services provided by the centre. 

Where the centre is under a duty to make a reasonable adjustment, no additional fee will be 

charged to a disabled candidate in relation to that adjustment or aid. 

 

The Assessment Process 

Assessors 

Assessments are carried out by an assessor appointed by the Head of Centre. 

The assessor must hold qualifications that meet JCQ requirements. 

When an assessor is appointed or employed, evidence of the assessor’s qualifications is 

obtained and checked against current JCQ requirements before any assessments are 

undertaken. 

Currently, the assessor is also the Special Educational Needs Coordinator (SENCo). 

Evidence of qualifications is stored centrally and is available for scrutiny by the Head of 

Centre and inspection by JCQ. 

Records of previous assessors’ qualifications are also retained. 
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Referral for Assessment 

A student may be referred for consideration of access arrangements by: 

• teaching staff; 

• pastoral staff; 

• parents/carers; 

• the candidate; or 

• the SENCo. 

 

Referrals may arise where there is evidence of: 

• persistent and significant difficulties; 

• a disability; 

• a medical condition; or 

• another identified barrier to accessing examinations and assessments. 

The SENCo will gather and review relevant evidence from teaching staff and other 

professionals, where appropriate, to determine whether an assessment is required and 

whether the candidate is likely to meet the criteria set out in the current edition of JCQ 

Access Arrangements and Reasonable Adjustments. 

Assessments will only be undertaken where there is sufficient evidence of need and where 

the candidate’s difficulties are likely to have a substantial impact on their ability to access 

examinations and assessments. 

Assessment Procedures 

The assessor will conduct relevant assessments, where appropriate, based upon the 

candidate’s identified needs and the evidence gathered by the centre. 

The assessor will complete all required documentation and ensure that assessment 

procedures comply with the requirements of the current edition of JCQ Access 

Arrangements and Reasonable Adjustments. 

Assessment outcomes will be considered alongside: 

• evidence from teaching staff; 

• the candidate’s normal way of working; 

• the candidate’s own views; 

• information from parents/carers where appropriate; and 

• any available medical or specialist reports. 

This information will be used to establish a robust and holistic picture of need. 

 

Establishing a Holistic Picture of Need and Normal Way of Working 
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Before any assessment is conducted, the SENCo will ensure that a holistic picture of need is 

obtained, detailing the nature of the candidate’s difficulties, disability or medical condition. 

The SENCo will consult teachers when establishing the candidate’s normal way of working, 

drawing on evidence from across the candidate’s educational experience. 

The views of the candidate will also be sought and considered as part of the evidence-

gathering process. 

Information from parents/carers and relevant external professionals may also be considered 

where appropriate. 

Evidence gathered will demonstrate: 

• the candidate’s persistent and significant difficulties; 

• the impact of those difficulties on learning and assessment; 

• the support routinely provided within the centre; and 

• the candidate’s normal way of working. 

 

Processing Access Arrangements 

Arrangements Requiring Awarding Body Approval: 

Access Arrangements Online (AAO) is the system used by JCQ awarding bodies for the 

submission and approval of access arrangements applications. 

A single application is made for each candidate regardless of the awarding body used. 

The SENCo is responsible for processing applications. 

The SENCo must maintain detailed records, either electronically or in hard copy, including: 

• copies of approved applications; 

• evidence of need where required; 

• evidence of normal way of working; 

• candidate consent forms; and 

• any supporting documentation required by JCQ. 

All records must be available for inspection by the JCQ Centre Inspection Service. 

 

Centre-Delegated Access Arrangements 

Centre-delegated access arrangements will be considered by the SENCo in accordance with 

the requirements of the current edition of JCQ Access Arrangements and Reasonable 

Adjustments. 

Any arrangement implemented will: 

• reflect the candidate’s normal way of working; 
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• be supported by appropriate evidence of need; and 

• comply fully with current JCQ regulations. 

 

Centre-Specific Criteria for Particular Access Arrangements 

Word Processor Policy (Exams) 

A candidate may be approved the use of a word processor where this is appropriate to their 

needs and not simply because it is their preferred method of working. 

The use of a word processor must reflect the candidate’s normal way of working within the 

centre. 

Further details are contained within the centre’s Word Processor Policy. 

 

Separate Invigilation Policy 

A decision regarding separate invigilation will be made by the SENCo. 

The decision will be based on: 

• whether the candidate has a substantial and long-term impairment which adversely 

affects their ability to access examinations; 

• whether the candidate has a significant medical condition; 

• whether the candidate has substantial social, mental or emotional needs; 

• whether separate invigilation reflects the candidate’s normal way of working within 

the centre; and 

• whether the arrangement is supported by appropriate evidence in accordance with 

current JCQ regulations. 

The SENCo will consult relevant teaching staff, and where appropriate pastoral staff, when 

determining whether separate invigilation is required. 

Nervousness, low-level anxiety or general concerns about examinations do not constitute 

sufficient grounds for separate invigilation. 

Separate invigilation will only be approved where the criteria set out in the current edition of 

JCQ Access Arrangements and Reasonable Adjustments are met. 

 

 


