[image: A logo with blue and orange triangles

AI-generated content may be incorrect.]
TRUST EXAM ACCESS ARRANGEMENTS POLICY
1st September 2025 – 31st August 2026

Rationale

This document outlines the Bridgwater CollegeTrust policy for access arrangements as mentioned in the Trust SEND Policy – Section 7.5.  These are arrangements put in place to ensure all students have equal access to examinations. Students should not be disadvantaged by any learning, medical, physical, sensory, or psychological difficulty they may experience.
The Trust complies with the rules for Access Arrangements as set out in the most current Joint Council for Qualifications (JCQ) publication

https://www.jcq.org.uk/wp-content/uploads/2025/08/JCQ-AARA-2025_FINAL.pdf

Access Arrangements
The intention behind an access arrangement is to meet the particular 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.’  http://odi.dwp.gov.uk/docs/wor/new/ea-guide.pdf 
 They allow candidates with specific needs, disabilities, or temporary injuries to access the assessment and show what they know and what they can do without changing the demands of the assessment.
‘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 disadvantage in comparison to someone who is not disabled. (JCQ AARA) 
According to statutory guidance, disability means ‘limitations going beyond the normal differences in ability which may exist among people’. JCQ

A candidate with a disability or difficulty which has a substantial and long-term effect on performance in examinations may qualify for access arrangements. Access arrangements are not intended to give students an advantage but to give them a fair opportunity to demonstrate their knowledge and skills. The intention is to remove barriers that may prevent them from demonstrating their knowledge and to allow them on to a ‘level playing field’ with other candidates. However, the Trust must assess each potential learner and make justifiable and professional judgements about the learner’s potential to successfully complete and achieve the qualifications. 

Some types of disability may affect the candidate’s ability to demonstrate one or more of the assessment objectives. An alternative route may be available in the specification and advice must be sought from the awarding body. In some cases, a disabled candidate may have to be exempted from a component if that is the only reasonable adjustment available to enable him/her to overcome a substantial disadvantage in accessing the specification.


Access Arrangements encompass a wide range of provisions which may include:

· supervised rest breaks
· use of colour overlays
· prompter
· extra time
· reader/computer reader
· scribe/speech technology
· use of a word processor
· practical assistant
· modified papers
· being allowed to sit examinations in an alternative room
· white noise generator
 
Notes regarding the use of word processors

Specific students may be allowed the use of word processors in written examinations. This should be appropriate to their needs and may only be allowed when a substantial and long-term adverse effect on the ability to write is the result of:

· a learning difficulty
· a medical condition
· a physical disability
· a sensory impairment
· planning and organisational problems when writing by hand
· poor or illegible handwriting

Examination word processors must have the spelling and grammar check/predictive text disabled. 
Please refer to each individual centre within the Trust for their own word processing policy linked with KS4/5 access arrangements. 

JCQ state: ‘A centre must have a policy on the use of word processors.’

The Identification of candidates who might need access arrangements

There are several ways in which students can be identified as possibly qualifying for access arrangements:

· Schools within the Bridgwater College Trust act on the SEN information provided by students’ previous schools to identify those who may need access arrangements. This may be used as background supporting evidence for an application.
·  Students currently on the SEN Reg with a recognised SEN need.
· A teacher may voice a concern about a student with difficulties that prevent them from completing tests or practice papers.  – Via the SEN Referral Form
·  A parent / carer may raise concerns about their child who is attempting but unable to access work set in class and as homework.
·  Students may be identified as part of benchmark testing of whole year cohorts in Year 9.

Students within The Trust schools with special educational needs are not automatically eligible for access arrangements. However, when concerns are raised about a particular student, the relevant SENDCo from the Secondary Schools within the Trust will require information/evidence from the students’ teachers which support the key points below:

· Completion by staff of the Teaching Staff Questionnaire (Appendix 1) once completed sent through to the SENDCo.  
· Staff to provide subject specific evidence showing the students persistent and significant difficulties and how they impact on teaching and learning. 


Students with a history of SEN

Students with medical, physical, sensory, behavioural, complex needs or an EHCP
Where access arrangements are requested due to medical or physical difficulties, JCQ highlight that a letter from a consultant or paediatrician is required (a letter from a GP is not acceptable). The SENDCo will ask parents/carers to obtain a letter with a brief outline of the student’s condition or disability. Parents/carers may be requested to obtain letters from other professionals when a student requires arrangements due to their psychological, behavioural, sensory or communication difficulties if not already held by the school. 

The SENDCo’s across BCT will be responsible for collating and acting on the external agency evidence along with ensuring the student meets the core conditions criteria. This will enable the SENDCo to build a picture of need, ensure a personal data consent form is signed by student prior to them making an application via Access Arrangements Online (AAO).  



Students with learning difficulties

Students with learning difficulties typically have a long history of recognised learning needs and evidence available to support this need. Late identification of learning difficulties can occur, but concerns should be raised during the early months of a course leading towards an examination. 

The SENDCo will complete the necessary paperwork (Form 8 section 1) which paints the detailed picture of the candidates’ needs and history of difficulty.  Forms are then emailed to the Trust Access Arrangements Assessor at least 3 days before the assessment date. This is to ensure Form 8s can be read and the correct assessment paperwork can be prepared.   All students with learning difficulties must be formally assessed by The Trust Access Arrangements Assessor, except for a student with learning difficulties who is also in receipt of an EHCP.  

The concession assessments must have taken place no earlier than the start of Year 9. An approved range of standardised tests are used, and a Form 8 Section 2 completed. The assessor is not required to recommend access arrangements but to assess the candidates and discuss appropriate arrangements with the SENDCo.  

Please note: the candidate must have an impairment in their first language which has a substantial and long-term adverse effect. A candidate does not have a learning difficulty simply because their first language is not English.

Parents may choose to arrange a comprehensive assessment out of school.  A privately commissioned assessment carried out without prior discussion with the school (SENDCo) cannot be used to award access arrangements and cannot be used to process an application using Access Arrangements Online. 
‘SENDCo’s will always carefully consider any privately commissioned assessment to see whether the process of gathering a picture of need, demonstrating normal way of working within the centre and ultimately assessing the candidate should be instigated. ‘(JCQ AARA 7.3.6)


Temporary arrangements
Temporary arrangements may be required by students suffering from illness or injury. In general, students with leg injuries are accommodated in the main rooms near the doors for easy access and exit.
Students with a temporary illness or injury that has a direct impact on their ability to access the examination should obtain a letter from a GP, consultant or other professional giving a brief outline of their condition and the access arrangements that are deemed to be necessary. For example, a right-handed candidate whose right arm is broken may need a scribe and some extra time, as it is not their normal way of working and dictating to a scribe may be difficult for them. A student with a painful back condition may require supervised rest breaks to stand and move around.
In all cases where an access arrangement or a reasonable adjustment is needed, the Trust is entitled to expect reasonable notice to carry out its responsibilities.
Where a need for access arrangements has been identified before an examination session, the SENDCo and Examinations Officer should be provided with medical evidence in reasonable time. For example:
• a candidate who suffers from panic attacks in test or exam situations should obtain a diagnosis or as waiting lisys have become longer a  letter agreeing to formally assess an individual from a mental health professional such as CAMHS worker, well before the start of formal examinations
• in an emergency, a scribe can be provided with 24 hours’ notice. It may not be possible to provide a scribe if the request is made without notice

Collation of Evidence

Supporting evidence provided by staff must be collated by the SENDCo and securely filed in a locked cabinet or held within an electronic file and available for inspection by the JCQ.
In all cases, access arrangements should reflect the support that is usually given to the student in the classroom, internal tests, and mock examinations. This is commonly referred to as the ‘normal way of working.’ 

Applications for access arrangements are based on evidence of current learning difficulties and support  along with contemporary evidence from teachers.
For instance, the evidence required for extra time must include comments, observations and supporting evidence from teaching staff, such as performance in exams and samples of internal tests. Staff from subject areas must complete the staff questionnaire (Appendix 1) as to why the student needs extra time and how s/he uses the time awarded.
The SENDCo must consider the need for access arrangements on a subject-by-subject basis. Extra time may not be appropriate in practical exams or assessments where the impairment has a minimal effect on the assessment. 

Notification about access arrangements

Parents / carers are informed by letter when formal applications for access arrangements are approved via Access Arrangements Online. The SENDCo is responsible for sending home a copy of the successful access arrangements. 

JCQ publish deadlines by which arrangements must be processed via AAO.  Arrangements should not be requested just before the exam unless they are temporary - due to illness or injury or due to a diagnosis of a disability or manifestation of an impairment relation to an existing disability.


Access Arrangements for KS2

The access arrangement process is different for KS2 SATs. Teachers use professional judgement to identify children who cannot read or who have significant handwriting difficulties. The identification process is carried out well before the pupil has reached Yr 6. All students with a Statement or EHCP are automatically provided with extra time.

Access arrangements should be based primarily on normal classroom practice and the support given must never advantage or disadvantage the pupil. The support given must not change the test questions and the answers must be the pupil’s own.  Once the students are identified a reading speed or writing speed assessment is carried out by teaching staff. Depending on the results of these tests an online application is made on behalf of the pupil who met the government’s criteria before the deadline.

Applications for Access Arrangements varies slightly from year to year and is set by the government. Additional time can also be applied for, and applications should be made by a teacher who has a good knowledge of the student’s needs and abilities. 

Access arrangements are adjustments that can be put in place to support those pupils. Head teachers and teachers must decide whether pupils will need access arrangements before they administer the tests. KS2 access arrangements are completed online by Senior members of staff. 


Access Arrangements for KS5

WSC is the only college within the Trust with a KS5 provision. The SENDCo monitors the need for renewal of access arrangements and completes via Access Arrangements Online (AAO) when necessary. This is linked with the most current version of the JCQ guidelines for Access Arrangements and Reasonable Adjustments. 
The SENDCo will ensure evidence is available which clearly shows the need for the continuation of the current access arrangement so as not to give an unfair advantage. 
This updated centre-based evidence is produced on centre headed paper relates to CGE AS and/or A-Level exams.


Students sitting examinations set by awarding bodies not regulated by JCQ

When a candidate is entered for an exam set by an awarding body that is not regulated by JCQ, the rules regarding access arrangements could be different. In most cases, the students’ evidence of need will be accepted, and a separate application must be made by the Exams Officer/SENDCo. Each awarding body set their own rules regarding access arrangements and use in specific subjects, eg. a scribe may be allowed in English by JCQ but not by CIE. SENDCos will have regular discussions/meetings with the Exam Officer. 

Vocational Qualifications
Many access arrangements and reasonable adjustments can be used to facilitate access to vocational qualifications,’ as long as they do not impact on any competence standards being tested. They must not affect the reliability or validity of assessment outcomes, nor must they give the learner an unfair advantage.’


Alternative accommodation away from the centre

On very rare occasions, a student may need to sit an examination at a residential address or at a hospital due to a severe medical condition or profound psychological condition which prevents them from taking examinations within the centre. The centre must ensure that JCQ guidelines are followed regarding conduct, procedures and staffing. The centre must be satisfied that the candidate is well enough to take the exam and there must be appropriate evidence of need held on file. This is the responsibility of the Exams Officer and SENDCo within the Trust schools.


Approved at the BCT Trust board meeting held on 16th October 2025


















Appendix 1 
Individual school logo

EXAM ACCESS ARRANGEMENTS
NEED & NORMAL WAY OF WORKING – TEACHING STAFF QUESTIONNAIRE
Subject:							Teacher:
Student Name:                                                               Year Group:                               
	Information processing & responding
	YES
	NO

	Always finishes tasks after others
	
	

	Needs extra time for assignments
	
	

	Needs time to formulate an answer to a verbal question (slow responding)
	
	

	Needs careful explanations in straightforward language of tasks & assignments
	
	

	Needs to have instructions repeated
	
	

	Needs to have instructions written down
	
	

	Reading and comprehension
	
	

	Needs support with reading in class
	
	

	Avoids reading out loud
	
	

	Can decode text accurately but has difficulties with understanding
	
	

	Reads more slowly than peers
	
	

	Needs to reread to aid understanding
	
	

	Finds it hard to remember what s/he has read
	
	

	Written work
	
	

	Writing is very difficult to read (poor handwriting)
	
	

	Writing is very difficult to read (unrecognisable spelling)
	
	

	Writes more slowly than peers
	
	

	Uses laptop/computer rather than writing
	
	

	Uses scribe rather than writing themselves
	
	

	Needs support with planning written work
	
	

	Can explain verbally without problems but struggles to write anything down
	
	

	Needs support / difficulties with spelling
	
	

	Grammar and punctuation insecure
	
	

	Memory and concentration
	
	

	Poor organisational skills – loses things, forgets items they need to bring
	
	

	Finds it hard to remember and follow oral instructions
	
	

	Needs a lot of repetition to remember key facts
	
	

	Finds it hard to meet deadlines
	
	

	Finds it hard to concentrate for long periods
	
	

	Needs timely reminders to stay focused on task
	
	

	Finds test/exam revision hard
	
	

	Needs to take frequent rest breaks
	
	

	Vision
	
	

	Uses coloured overlay when reading
	
	

	Benefits from handouts on coloured paper
	
	

	Benefits from larger print
	
	

	 Other
	
	

	 Panics/gets very stressed when faced with tests
	
	


What adjustments are made in lessons? 



Any other relevant information or additional evidence in support of exam access arrangements:
13
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