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[bookmark: _Toc523473881][bookmark: _Toc22304697][bookmark: _Toc22487025][bookmark: _Toc22487144][bookmark: _Toc210220283][bookmark: _Toc523473882][bookmark: _Toc22304698][bookmark: _Toc22487026][bookmark: _Toc22487145]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’. (1AA, Definitions)
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The Equality Act 2010* requires an awarding body to make reasonable adjustments where a candidate, who is disabled within the meaning of the Equality Act 2010, would be at a substantial disadvantage in comparison to someone who is not disabled. The awarding body is required to take reasonable steps to overcome that disadvantage. An example would be a Braille paper which would be a reasonable adjustment for a vision impaired candidate who could read Braille. A reasonable adjustment may be unique to that individual and may not be included in the list of available access arrangements. Whether an adjustment will be considered reasonable will depend on several factors which will include, but are not limited to: 
• the needs of the disabled candidate;
• the effectiveness of the adjustment;
• the cost of the adjustment; and
• the likely impact of the adjustment upon the candidate and other candidates. 
An adjustment will not be approved if it:
• involves unreasonable costs to the awarding body;
• involves unreasonable timeframes; or
• affects the security and integrity of the assessment. 
This is because the adjustment is not ‘reasonable’. (1AA, Definitions)
*References to legislation are to the Equality Act 2010. Separate legislation is in place for Northern Ireland (see AA 1.8). The definitions and procedures in AA relating to access arrangements and reasonable adjustments will also apply in Northern Ireland
[bookmark: _Toc210220285]Purpose of the policy
The purpose of this policy is to confirm that Cairn Education has a written record which clearly shows the centre is leading on the access arrangements process and is complying with its obligation to identify the need for, request and implement access arrangements.
(JCQ’s General Regulations for Approved Centres, section 5.4)
This publication is further referred to in this policy as GR
This policy is maintained and held by the ALS lead/SENCo alongside the individual files/e-folders of each access arrangements candidate. Each file/e-folder contains detailed records of all the essential information that is required to be held according to the regulations. 
Where the ALS lead/SENCo is storing documentation electronically he/she must create an e-folder for each individual candidate. The candidate’s e-folder must hold each of the required documents for inspection. (1AA, section 4.2)
The policy is annually reviewed to ensure that processes are carried out in accordance with the current edition of the JCQ publication ‘Adjustments for candidates with disabilities and learning difficulties - Access Arrangements and Reasonable Adjustments’. 
1This publication is further referred to in this policy as AA
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The principles for the centre to consider are detailed in AA (section 4.2). These include:
The purpose of an access arrangement/reasonable adjustment is to ensure, where possible, that barriers to assessment are removed for a disabled candidate preventing him/her from being placed at a substantial disadvantage due to persistent and significant difficulties. The integrity of the assessment is maintained, whilst at the same time providing access to assessments for disabled candidate. 
The SENCo, or an equivalent member of staff within a FE college, must ensure that the proposed access arrangement/reasonable adjustment does not unfairly disadvantage or advantage the candidate.
Access arrangements/reasonable adjustments should be processed at the start of the course. 
Arrangements must always be approved before an examination or assessment. 
The arrangement(s) put in place must reflect the support given to the candidate in the centre.
The candidate must have had appropriate opportunities to practise using the access arrangement(s)/reasonable adjustment(s) before his/her first examination. 
[bookmark: _Toc210220287]Equality (Exams)
The head of centre recognises its duties towards disabled candidates, ensuring compliance with all aspects of the Equality Act 2010†, particularly Section 20 (7) (refer to Cairn Education’s Equality, Diversity and Inclusion policy for further information). This includes 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 head of centre is aware of the duty to not charge a disabled candidate any additional fee in relation to the adjustment or aid. 
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Assessments are carried out by an assessor(s) appointed by the head of centre.  The assessor(s) is (are) appropriately qualified as required by JCQ regulations in AA, section 7.3.
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	Rachael Thompson MSc Occupational Therapy PGCert Sensory Integration
Dr Joanna Simms Educational Psychologist
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At the point an assessor is engaged/employed in the centre, evidence of the assessor’s qualification is obtained and checked against the current requirements in AA. This process is carried out prior to the assessor undertaking any assessment of a candidate. 
Checking the qualification(s) of the assessor(s) 
	HCPC registration check
Qualification Certification Check

Accepted documentation can include:
• copy of current Assessment Practising Certificate (APC) issued by Patoss, Dyslexia Guild or British Dyslexia Association; 
• copy of Level 7 assessment qualification certificate;
• screenshot of HCPC registration showing the Unique Registration Number; 
• screenshot of SASC listing showing the APC code number and expiry date; 
• screenshot of listing for PAPAA Graduates showing the certificate number; 
• screenshot of listing for CPT3A Certificate Holders showing the certificate number; 
• screenshot of listing for ETAAC Certificate Holders showing the certificate number; or 84 
• screenshot of


[bookmark: _Toc466921633][bookmark: _Toc490083858][bookmark: _Toc496088797]Reporting the appointment of the assessor(s)
	Records kept in the Confidential Vault- Staff- Examination Access Assessors.
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	Processes as outlined in Chapter 7 of JCQ AA are applied for the assessment of a candidate’s learning difficulties by an assessor.

The SENCO will ensue that applications are processed on time, no later than the published deadline.

The SENCO will ensure that the full supporting evidence ins in place before an online application is processed.

Current editions of nationally standardised tests will used as and where appropriate.
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	Before an assessment takes place, Form 8 Part 1 must now include teacher feedback and evidence of the candidate’s normal way of working as a minimum. This requirement applies whether the assessment is carried out by a centre-based assessor or an external assessor approved by the head of centre.
In addition to feedback from teaching and support staff, results from any screening tools, and evidence of arrangements used in class and during internal tests and mock exams, the following may also be included: 
• Classroom observations of the candidate’s learning style 
• A review of the candidate’s workbooks, including spelling accuracy, handwriting legibility, and task completion.
Before the candidate’s 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. 
Comments from parents must not be included on JCQ forms (Form 8, Form 8RF, or Form 9). Parental views do not form part of the evidence required for access arrangements.
An independent assessor must contact the centre and ask for evidence of the candidate’s normal way of working and relevant background information. This must take place before 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 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 determine and request appropriate and practicable access arrangements/reasonable adjustments specifically lies with the SENCo. (AA, section 7.5)   
Preparation for the Workplace
The SENCO is encouraged to consider access arrangements that help prepare candidates for the demands of the workplace. While 25% extra time remains a common arrangement, it may not always be the most appropriate or transferable support. SENCos are encouraged to consider alternatives such as assistive technology, supervised rest breaks, timers, or listening to music or white noise. These options may better reflect real-world adjustments and promote long-term independence.
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Access arrangements online (AAO) is a tool provided by JCQ member awarding bodies for centres to apply for required access arrangement approval for the qualifications covered by the tool. This tool also provides the facility to order modified papers for those qualifications included. (Refer to AA, chapter 8 (Processing applications for access arrangements and adjustments) and chapter 6 (Modified papers). 
AAO is accessed within the JCQ Centre Admin Portal (CAP) by logging in to one of the awarding body secure extranet sites. A single application for approval is required for each candidate regardless of the awarding body used. 
	Applications for Access Arrangements will be submitted online through the AOO portal. The exam officer must make the SENCO aware of any deadlines involved in submitting access arrangements for the exam series. 
Details of assessments and evidence for access arrangements will be kept in the secure electronic vault accessible by the head of centre, exams officer and SENCO only.
External assessment will be requested in cases that do not gain approval.
The SENCo will keep detailed records, electronically and in hard copy paper format, of all the essential information on file. This includes a copy of the candidate's approved application and appropriate evidence of need (where required).
In September 2025, the two JCQ documents, Candidate Personal Data Consent Form and Data Protection Confirmation by the Examinations Officer or SENCo have been withdrawn and are no longer required. Instead, where applicable, centres must ensure that candidates are informed that an application for access arrangements will be processed online using Access Arrangements Online (AAO), in line with the UK GDPR/Data Protection Act 2018.
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An exam candidate may be approved the use of a word processor where this is appropriate to the candidate’s needs and not simply because the candidate now wants to type rather than write in exams or can work faster on a keyboard, or because they use a laptop at home. The use of a word processor must reflect the candidate’s normal way of working within the centre.
	Please refer to Cairn Education Word processor policy. 
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A decision where an exam candidate may be approved separate invigilation within the centre will be made by the ALS lead/SENCo. 
The decision will be based on: 
· whether the candidate has a substantial and long term impairment which has an adverse effect and 
· the candidate’s normal way of working within the centre (AA, section 5.16)
	See Cairn Education’s Exam Policy 
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[bookmark: _Toc210220298]25% extra time
Whichever form is used, Form 8, Form 8RF, or Form 9, additional samples of centre-based evidence must now accompany the evidence for 25% extra time. The following are required: 
• A sample of internal tests or mock exam papers across relevant subjects showing how extra time is applied. The candidate will have changed pen or font colour for the extra time. 
• Comments and observations from subject staff explaining why 25% extra time is needed and how it is used in practice.
Where 25% extra time is evidenced through Form 9, there must also be evidence that supervised rest breaks have been trialled and found insufficient. This should be clearly documented on Form 9.
If a candidate asks to leave the examination room permanently before the end of their extra time, their departure time needs to be noted on the incident log. The candidate will need to sign the incident log to confirm their decision to leave the examination room before the end of their extra time.
[bookmark: _Toc210220299]Supervised rest breaks
For candidates with impairments other than learning difficulties, before applying for extra time, SENCos should consider supervised rest breaks during timed internal tests or mock exams. The 2025/26 JCQ AARA document explains why supervised rest breaks may be more appropriate than 25% extra time for some candidates.
Where a candidate requires supervised rest breaks and extra time, the supervised rest break(s) may be taken at any point during the examination. 
[bookmark: _Toc210220300]Listening to music/white noise due to a substantial impairment
As well as this arrangement being available for candidates with social, emotional and mental health needs or with a sensory impairment such as tinnitus or misophonia, those with ADHD or ASD may find that listening to music helps them to focus. 
The device used must not have internet or Bluetooth connectivity. Suitable options include a CD player, MP3 player, white noise machine, or a centre laptop controlled by the invigilator. Candidates may choose the content, but music playlists must be checked to ensure no unfair advantage is gained.
[bookmark: _Toc210220301]Doodle paper
Newly added to the centre-delegated list: Blank sheet of paper for doodling where a candidate has persistent and significant concentration difficulties. (This must be included with the candidate’s completed answer booklet.) The doodle paper should be clearly struck through so that examiner knows not to mark it. 
This arrangement can be provided according to the candidate’s needs and normal way of working in the centre. No formal evidence is required, and an online application does not need to be made. The arrangement is not subject to inspection.
[bookmark: _Toc210220302]Coloured/Enlarged Paper
Where candidates require coloured paper, the SENCo must ensure this is genuinely needed.
[bookmark: _Toc210220303]JCQ guidance documents 
To help centres manage access arrangements more effectively, JCQ has published several updated guidance materials https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
These include: 
• Access Arrangements – A Guide for Teaching Staff Designed for use in staff training and briefings, this guide helps teachers understand their role in the access arrangements process. There is also a visual flowchart summarising the key steps and responsibilities.
 • Flowchart – Managing Parental Requests for Access Arrangements A clear step-by-step flowchart to support SENCos and access arrangements leads when responding to parental requests.
 • Access Arrangements when a Candidate Changes Centre This revised version simplifies the guidance and includes a summary table indicating which JCQ form should be used in different scenarios.
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