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This document is written in accordance with the current edition of JCQ Access Arrangements and reasonable 
adjustments. Associated policies are Equality Information and Objectives Statements, Inclusion and SEND 
Policy and Examinations Policy.  

The SENDCo, fully supported by teaching staff and members of the senior leadership team, leads on the 
access arrangements/reasonable adjustments process within our centre.  

Teaching staff and members of the senior leadership team support the SENDCo in identifying, determining 
and implementing appropriate access arrangements and reasonable adjustments. The SENDCo works with 
teaching staff, support staff (such as Learning Practitioners) and exams office personnel to ensure that 
approved access arrangements/ reasonable adjustments are put in place for internal school tests, mock 
examinations and examinations. Where appropriate, the SENDCo will also work with specialist advisory 
teachers, educational psychologists and medical professionals.  

The Head of Centre/SENDCo will also appoint the designated assessor and will thus ensure that candidates 
are assessed, process applications online and hold the evidence for inspection purposes for all qualifications. 
The SENDCo will work with teaching staff to identify the most appropriate published format of modified 
papers where required. These regulations must be used when processing applications using Access 
arrangements online. 

Access arrangements/reasonable adjustments may cover the entire course. Ideally, they should be applied for 
at the start of the course. Access arrangements online must be used to process applications. Arrangements 
must be processed and approved before an examination or assessment, no later than the published deadlines 
by JCQ. 

 



Access Arrangements Overview 
 

Access Arrangements are pre-examination adjustments for candidates based on evidence of need and normal 
way of working. Access Arrangements fall into two distinct categories: some arrangements are delegated to 
centres, others require prior JCQ awarding body approval. 
 
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’.  

 Reasonable Adjustments 

The Equality Act 2010* requires an awarding body to make reasonable adjustments where a candidate, who is 
disabled within the meaning of the Equality Act 2010, would be at a substantial disadvantage in comparison 
to someone who is not disabled. The awarding body is required to take reasonable steps to overcome that 
disadvantage. An example would be a Braille paper which would be a reasonable adjustment for a vision 
impaired candidate who could read Braille. A reasonable adjustment may be unique to that individual and 
may not be included in the list of available access arrangements. Whether an adjustment will be considered 
reasonable will depend on several factors which will include, but are not limited to:  

• the needs of the disabled candidate;  

• the effectiveness of the adjustment;  

• the cost of the adjustment; and  

• the likely impact of the adjustment upon the candidate and other candidates.  

An adjustment will not be approved if it:  

• involves unreasonable costs to the awarding body;  

• involves unreasonable timeframes; or  

• affects the security and integrity of the assessment.  

 

Identifying the needs for access arrangements within Middlewich High School    

Students who may qualify for formal Access Arrangements during KS4 are identified early in KS3 (in most 
instances Y7). At this stage needs are screened and identified, rather than formally assessed. Screening and 
monitoring takes the form of: KS2 scale scores, teacher assessment, reviews of interventions, EP reports, ST1 
exam analysis and invigilator’s log, biannual STAR reading tests and CATs. Adjustments to quality first 
teaching within lessons are then made, according to need, to enable a student to access their learning and 
make progress (in-line with the SEN Code of Practice 2015). All staff are involved in monitoring the 
adjustments. 



Historic screening and ongoing monitoring determines the level of specific assessment required. These 
assessments are delivered in accordance with the JCQ guidance, by the appointed specialist assessor. Formal 
Access arrangements expire after 26 Months, after this period the student may be re-tested. The most 
recent testing is binding and determines any subsequent Access Arrangements (AA). 

Where formal AA are determined and agreed these become part of ‘normal practice’. This means that 
appropriate AA should be taken into consideration through Quality First teaching and formally applied in all 
lessons. If a student chooses continually not to use the agreed access arrangements, either because their 
needs change or they do not feel it aids their learning or achievement, then access arrangements can be 
removed by the centre (SENDCo and/or Principal). 
 
 
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, by the SENDCo, against the current requirements from JCQ. This process is carried out 
prior to  the assessor undertaking any assessment of a candidate.   

Checking the qualification(s) of the assessor(s):  
A copy of the Assessors Certificates are held by the SENDCo and will be available for the Inspector during 
their visit. 
 
The Head of Centre must satisfy themselves that the assessor does have the required level of competence 
and training. The assessor must present evidence of successful completion of a post-graduate course in 
individual specialist assessment at or equivalent to Level 7. Further details are provided in the JCQ guidance 
section 7.3. 
 
Guidelines for the assessment of the candidate’s learning difficulties by an assessor  
 
The SENDCo will adhere to JCQ guidance set out in the current document JCQ Access Arrangements and 
Reasonable Adjustments: 
 
The SENDCo must:  
● ensure that applications are processed on time, no later than the published deadline;  
● ensure that the full supporting evidence is in place before an online application is processed;  
● review the evidence before an online application is processed, ensuring that the candidate does meet the 

published criteria for the respective arrangement;  
● hold all supporting evidence and present such evidence to a JCQ Centre Inspector upon request; and  
● ensure that the agreed adjustment has been put in place before the candidate’s first examination, e.g. 

internal school tests and mock examinations. 
● The SENDCo must provide the assessor with at least a ‘skeleton’ Part 1 of Form 8 prior to the candidate 

being assessed (Part 2 of Form 8). 
● The SENDCo must complete form 9 to establish needs of students requiring access arrangements 
 
 The assessor must:  
● record the results of any tests completed indicating that the impairment has a substantial and long-term 

adverse effect on the candidate’s performance;  
● only work within their area of expertise and in an ethical fashion;  
● use current editions of nationally standardised tests appropriate to the candidate;  
● report the results of their assessment within Part 2 of Form 8; and provide the centre with evidence of 

their qualification(s) before assessing any candidate 



● Assessors must personally conduct the assessments. They must not sign off assessments carried out by 
another professional. 

 
All assessments and forms are stored securely in appropriate files in the SEND department.   
Each file contains a combination of the following documentation to support the  application as appropriate:   
● The completed and analysed assessments,   
● JCQ Form 8 – JCQ/AA/LD must be used to record information about a candidate’s access 

arrangements/reasonable adjustments and be presented by the SENDCo for inspection. The candidate’s 
name must be recorded on every page of Form 8 and the form must be stapled together. The form must 
only be used for candidates with learning difficulties or where a Language Modifier is required. 

● Appendix 1 Evidence of Need form (provides supplementary information to  the Form 8),   
● Signed data protection notice (required for each application),  ∙ 
● Teachers Referrals 
● Academic Reports,   
● Samples of work,   
● Letters from parents,   
● Reports/letter from other professionals,   
● Medical evidence.   
● Evidence of email correspondence between teachers and colleagues in the  SEND department. 

 
Applying for Access Arrangements Online 
 
The SENDCo is responsible for completing the online applications. A copy of the approved application must 
be given to the exams officer in order to facilitate any arrangements.  
 
The SENDCo must keep detailed records, whether electronically or in hard copy paper format, of all the 
essential information on file. This includes a copy of the candidate’s approved application, appropriate 
evidence of need (where required) and a signed candidate personal data consent form for inspection by the 
JCQ Centre Inspection Service. 

The SENDCo  will inform the students of the outcome of the assessments and which arrangements  they are 
entitled to, if at all. The SENDCo will advise students that the arrangements will be in place in forth-coming 
assessments and they should become part of their normal way of working (in class, key assessments, mock 
exams and external  examinations). They are also made aware that if they do not use the arrangement  then 
it will be withdrawn. A student does not have to make use of an arrangement  that has been approved 
although if they choose not to, then they need to sign a form acknowledging this and which confirms that the 
arrangement is being withdrawn.  The SENDCo must ensure that parents/carers are advised. 

 
Centre-delegated access arrangements 
 
Centre delegated access arrangements are those arrangements which may be granted by the centre with 
appropriate evidence held on file and/or those arrangements that do not need to be recorded). These will be 
applied as appropriate via the SENDCo and Exams Officer and do not need to be approved online. The Exam 
Officer will be notified of any centre delegated access arrangements via the Access Arrangements form.    
 
 
 
 
 



Appendix 1  
Secure Storage  

All confidential access arrangement application materials will be logged and stored as per current JCQ 
guidance. 
 

Actions  Staff 

Access test 
Materials  

• Student access tests to be  stored in a locked filing 
cabinet.   
• All evidence to be stored  in secure files with access tests.  

SENDCo 
Deputy SENDCo 

Access Arrangements 
Learning Practitioner 

Transfer to secure 
room  

• Files to be stored in a locked cabinet for 3yrs.   
• Older material will be securely transferred using school 
procedures to archives.  

SENDCo 
Deputy SENDCo 

Exam Officer 

 


