
 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Access Arrangements Policy 



Page 2 of 6 

 

 

 
 

 

Document Control Information 

Access Arrangements Policy, Issue 4 – October 2020 

 

Review Period 
Annual 
 

Review Committee 
Trustees 
 

Revision History (most recent first) 

Author Summary of changes Issue Date Authorised 

L Butler 
L Butler 
L Butler 
L Butler 

New Policy 
Policy review 
Policy review 
Policy review 
 

1 
2 
3 
4 
 

November 2016 
January 2018 
March 2019 
October 2020 

Authorisation 

Approved By: 
 
 
Date Approved: 
 
 
Date of Next review: 
 
 
Document Owner & 
Reviewer: 
 

Trustees 
 
 
01/10/2020 
 
 
01/10/2021 
 
 
The senior manager responsible for this policy is the Asst CEO 
Standards 
 

Equality Impact 

Statement 
 
 
 
 
 
 
 
Screening 

We welcome feedback on this document and the way it operates.  
We are interested to know of any possible or actual adverse 
impact that may affect any MATs in respect of any of the Equality 
Act 2010 protected characteristics. 
 
The person responsible for equality impact assessment for this 
document is the Director of Equality and Diversity. 
 
This document has been screened by the Equality Team and 
the impact has been assessed as:  
 

 Not applicable 

 Low 

 Medium 

 High 



Page 3 of 6 

 

 
1. Purpose 

1.1. “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’.”                                                                           

 [AA Definitions, page 3] 

 

1.2. Reasonable Adjustments 

1.2.1. “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 a number of factors which will include, but are not limited to:  

1.2.1.1. the needs of the disabled candidate;  

1.2.1.2. the effectiveness of the adjustment;   

1.2.1.3. the cost of the adjustment; and  

1.2.1.4. the likely impact of the adjustment upon the candidate and other 

candidates.  

1.2.2.  An adjustment will not be approved if it:  

1.2.2.1.  involves unreasonable costs to the awarding body;  

1.2.2.2. involves unreasonable timeframes; or  

1.2.2.3. affects the security and integrity of the assessment.  

1.2.2.4. This is because the adjustment is not ‘reasonable’.”                              

[AA Definitions, page 3] 

 

1.3. The purpose of this policy is to confirm that New Bridge MAT has a written record 
which clearly shows the centre is leading on the access arrangements process and 
is complying with its “…obligations in respect of identifying the need for, requesting 
and implementing access arrangements.” 

[JCQ ‘General regulations for approved centres’ section 5.4] 
This document is further referred to in this policy as GR 

 
 

 
2. Scope of Policy  

2.1. This policy applies to anyone who identifies a need for requesting and 
implementing access arrangements 

2.2. This policy is maintained and held by the Exams Officer (EO) alongside the    

individual files of each access arrangements candidate. Each file contains detailed 

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
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records of all the essential information that is required to be held according to the 

regulations. 

 
3. Reason for Review 

3.1. Annual review 2020/21. 

 

4. Aim(s): 

4.1. 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. 

This publication is further referred to in this policy as AA 

 
 
5. Procedures and practice 

5.1. The general principles of access arrangements for the centre to consider are 

detailed in AA (section 4.2). These include: 

5.1.1. The purpose of an access arrangement 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 a disabled candidate.  

5.1.2. The Assistant CEO Standards must ensure that the proposed access 

arrangement does not disadvantage or advantage the candidate. 

5.1.3. Arrangements must always be approved before an examination or 

assessment.  

5.1.4. The arrangement(s) put in place must reflect the support given to the candidate 

in the centre. 

5.1.5. The candidate must have had appropriate opportunities to practise using the 

access arrangement(s) before his/her first examination. 

 

5.2. Equalities Policy (Exams) - formerly named Disability Policy (exams) 

5.2.1. A large part of the access arrangements process is covered in the New Bridge 

MAT’s Equalities Policy (Exams) which covers staff roles and responsibilities 

in identifying the need for, requesting and implementing access arrangements 

and the conduct of exams. This policy is available on the NBG Operation 

Manual and is published on each school’s website. Paper copies are available 

on request. 

5.2.2. New Bridge MAT recognises its duties towards disabled candidates as defined 

under the terms of the Equality Act 2010 including “…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; or any 

legislation in a relevant jurisdiction other than England and Wales which has 

an equivalent purpose and effect” [GR 5.4]                                                                                          

5.2.3. This Access Arrangements Policy further covers the assessment process and 

related issues in more detail. 

 

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
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5.3. The assessment process - Checking the qualification(s) of the assessor 

5.3.1. Assessments are carried out by an assessor appointed by the head of centre. 

Rebeckah Hollingsworth, Director of Well-being and Child Protection, is the 

assessor who carries out all the assessments across the New Bridge MAT. 

Rebeckah has a Master of Arts in Education Degree; her qualification has been 

checked by the CEO Standards and copies of her degree certificate and 

academic transcript are kept within the Access Arrangements files that are 

securely stored at each centre within the MAT. This ensures the MAT is 

satisfied that Rebeckah is appropriately qualified as required in JCQ 

regulations in AA 7.3  

 [GR 5.4] 

5.4. How the assessment process is administered 

5.4.1. Candidates who may have need of access arrangements are identified by 

heads of curriculum during Year 9 and Year 10. Evidence of need and the 

candidates’ normal way of working is recorded on a centre devised form to 

reflect the support given to candidates in the classroom, when working in small 

groups for reading and/or writing, during literacy intervention sessions and 

mock examinations. All curriculum staff who teach a candidate are asked to 

complete the centre devised form to provide evidence of their normal way of 

working. This process ensures the centre is able to paint a holistic picture of 

need confirming a candidate’s normal way of working. 

 

5.5. Recording evidence of need 

5.5.1. The CEO Standards checks the evidence presented and determines which 

candidates require further assessment. The type of assessment(s) needed will 

depend on the qualification(s) individual candidates are taking and the specific 

JCQ and Awarding Body requirements for access arrangements for these 

qualifications.  

5.5.2. The majority of young people within the New Bridge MAT are subject to a 

current Education, Health and Care Plan and have complex needs which have 

a substantial and long term adverse effect on their speed of working. For these 

candidates, the JCQ “Form 8 is not required and must not be used.” A detailed 

picture of need supported by evidence is compiled for these candidates to show 

their normal way of working   AA 

5.5.3. The CEO Standards, with the administrative support of the Exams Officer, 

ensures the correct process is followed using centre devised forms, Awarding 

Body forms and/or JCQ forms as appropriate to record assessment and 

application information. 

 

5.6. Processing applications for access arrangements 

5.6.1. 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 listed in AA. This tool also provides the facility to order 

modified papers for those qualifications listed in chapter 8. 

5.6.2. 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. 

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/access-arrangements-and-special-consideration/regulations-and-guidance
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5.6.3. Applications are submitted by the Exams Officer at the request of the CEO 

Standards once all the required information has been collated, printed and kept 

on file in the Exams Office. 

5.6.4. Centre-delegated access arrangements are granted by the centre at the 

request of the CEO Standards once all the relevant assessments have been 

completed in line with JCQ guidelines. Appropriate evidence required for each 

application is held on file by the Exams Officer, including details of 

arrangements that do not need to be recorded.  

 

5.7. Word Processor (exams) Policy 

5.7.1. A candidate may be granted approval for the use of a word processor where 

this is appropriate to the candidate’s needs and not simply because this is the 

candidate’s preferred way of working within the centre. The CEO Standards 

ensures the MAT’s Word Processor (exams) policy is followed when awarding 

and allocating word processors for exams. This policy is available on the NBG 

Operation Manual and is published on each school’s website. Paper copies are 

available on request. 

 

5.8. Separate invigilation within the centre 

5.8.1. A decision on whether a candidate may be approved for separate invigilation 

will be made by the CEO Standards based on whether this is the candidate’s 

normal way of working within the centre due to their substantial and long term 

impairment which has an adverse effect. 

 

6. Sources and references 

6.1. https://www.jcq.org.uk/exams-office/access-arrangements-and-special-

consideration/regulations-and-guidance  

 

7. Other useful documents 

7.1. Equalities Policy (Exams) previously named Disability Policy (exams) 

7.2. Exam Contingency Plan 

7.3. Exams Policy 

 
8. Monitoring 

This policy will be monitored through the MAT’s accountability framework. 
 
 
 
 
 
 
 
 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance

