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[bookmark: _Toc523473880][bookmark: _Toc22304696][bookmark: _Toc22487024][bookmark: _Toc22487143][bookmark: _Toc51674454]What are access arrangements and reasonable adjustments?
[bookmark: _Toc523473881][bookmark: _Toc22304697][bookmark: _Toc22487025][bookmark: _Toc22487144][bookmark: _Toc51674455][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. (AARA1, Definitions)

[bookmark: _Toc51674456][bookmark: _Toc490083853][bookmark: _Toc523473883][bookmark: _Toc22304699][bookmark: _Toc22487027][bookmark: _Toc22487146][bookmark: _Toc466921629][bookmark: _Toc449469095][bookmark: _Hlk523424464]Reasonable adjustments
[bookmark: _Toc51674457]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.’ (1AARA, Definitions)
The centre must ensure that approved adjustments can be delivered to candidates. (AARARA1, Definitions)
*References to legislation are to the Equality Act 2010. Separate legislation is in place for Northern Ireland (see AARA 1.8). The definitions and procedures in AARA relating to access arrangements and reasonable adjustments will also apply in Northern Ireland.
Purpose of the policy
The purpose of this policy is to confirm that Burton Borough School 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 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 SENCo or equivalent role 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 SENCo or equivalent role is storing access arrangements documentation electronically they must create an e-folder for each individual candidate. The candidate’s e-folder must hold each of the required documents for inspection. (AARA  4.2)  
The policy is annually reviewed to ensure that processes are conducted in accordance with the current edition of the JCQ document Adjustments for candidates with disabilities and learning difficulties - Access Arrangements and Reasonable Adjustments. 
This publication is further referred to in this policy as AARA
[bookmark: _Toc51674458][bookmark: _Toc490083854][bookmark: _Toc496088793][bookmark: _Toc523473884][bookmark: _Toc22304700][bookmark: _Toc22487028][bookmark: _Toc22487147][bookmark: _Toc443593739][bookmark: _Toc466921640]

General principles
The head of centre/senior leadership team will appoint a SENCo, or an equivalent member of staff, to coordinate the access arrangements process within the centre and determine appropriate arrangements for candidates with learning difficulties and disabilities, those for whom English is an additional language, and those with a temporary illness or temporary injury. (GR 5.4) 
The principles for the centre to consider are detailed in AARA (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 them 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. 
The SENCo, or an equivalent member of staff, must ensure that the proposed access arrangement/reasonable adjustment does not unfairly disadvantage or advantage the candidate.
A centre must make decisions on appropriate access arrangements for their candidates. Although professionals from other organisations may give advice, they cannot make the decision for the centre. They will not have a working knowledge of an individual candidate’s needs and how their difficulties impact in the classroom and/or in timed assessments. It is the responsibility of the SENCo to make appropriate and informed decisions based on the JCQ regulations. 
Applications should be processed at the start of or during the first year of a two-year course having firmly established a picture of need and normal way of working. 
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 their first examination.

[bookmark: _Toc51674459]Equalities Policy (Exams)
A large part of the access arrangements process is covered in the Equalities Policy (Exams) which covers staff roles and responsibilities in identifying the need for, requesting, and implementing access arrangements and the conduct of exams.
[bookmark: _Toc443593725]This policy further covers the assessment process and related issues in more detail.
A digital copy of the policy is in SharePoint, Exams, Policy documents. 
[bookmark: _Toc466921631][bookmark: _Toc490083855][bookmark: _Toc496088794][bookmark: _Toc523473885][bookmark: _Toc22304701][bookmark: _Toc22487029][bookmark: _Toc22487148][bookmark: _Toc51674460]The assessment processes
Assessments are conducted by an assessor(s) appointed by the head of centre. The assessor(s) is (are) appropriately qualified as required by JCQ regulations in AARA 7.3.
The qualification(s) of the current assessor(s)
The current assessor is a member of school staff who holds a level 7 qualification called CPT3A  Certificate in Psychometric Testing, Assessment and Access Arrangements
[bookmark: _Toc523473887][bookmark: _Toc22304703][bookmark: _Toc22487031][bookmark: _Toc22487150][bookmark: _Toc51674462][bookmark: _Toc466921632][bookmark: _Toc490083857][bookmark: _Toc496088796]Appointment of assessors 
At the point an assessor is engaged in the centre, evidence of the assessor’s qualification is obtained and checked against the current requirements in AARA. This process is conducted prior to the assessor undertaking any assessment of a candidate. 
A copy of the qualifications of the appointed assessor will be held on school electronic storage 
Heads of centre must satisfy themselves that a professional does have the required level of qualification, competence and training in all areas as referenced in AARA 7.3 appointment of assessors.
A digital copy of the BBS Qualifications of the Centre’s AA assessor check document is in SharePoint, Exams, Policy documents.

The current assessor is a member of school staff who holds a level 7 qualification called CPT3A  Certificate in Psychometric Testing, Assessment and Access Arrangements.

[bookmark: _Toc523473888][bookmark: _Toc22304704][bookmark: _Toc22487032][bookmark: _Toc22487151][bookmark: _Toc113029748][bookmark: _Toc443593728][bookmark: _Toc466921635][bookmark: _Toc490083860][bookmark: _Toc496088799][bookmark: _Toc523473889][bookmark: _Toc22304705][bookmark: _Toc22487033][bookmark: _Toc22487152][bookmark: _Toc51674464]Process for the assessment of a candidate’s learning difficulties by an assessor and painting a ‘holistic picture of need,’ confirming normal way of working

The SENCo must arrange for the candidate to be assessed by the centre’s appointed 
assessor. 
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.
The assessor is required to establish if the results of tests in literacy and/or 
cognitive abilities present evidence that the candidate has an impairment which 
substantially affects their performance.
Assessors must personally conduct the assessments. They must not sign off 
assessments conducted by another professional.
The assessor must conduct tests which are relevant to support the application.
Current editions of nationally standardised tests which produce standardised 
scores must be used, where published.
Where a computer-based assessment tool is used to gather assessment evidence 
for Part 2 of Form 8, a suitably qualified assessor (see paragraph 7.3.4) must be 
present to oversee the test’s computerised administration, actively observe the 
candidate and monitor the candidate’s engagement with the assessment.
The candidate’s chronological age must be less than the ‘ceiling’ of the test, unless 
there is no published test for the candidate’s age.
Results must be given as standardised scores which use a mean of 100 and a 
standard deviation of 15. (These are standard scores.) Standardised scores of 84 or 
less are described as ‘below average.’ Standardised scores of 85–89 are described as 
‘Low average.’ Test results for Part 2 of Form 8 must not be reported as percentiles, 
scaled scores, T-scores, or age-equivalent scores. Such scores must be converted 
into standard scores.
Reading skills
Reading comprehension: for candidates potentially requiring a Language Modifier 
(see section 5.11), reading comprehension must be assessed using a recognised 
test of text or sentence comprehension.
Reading speed: a candidate with a history of reading difficulties, whose reading 
accuracy (at single word level) or reading comprehension is within normal limits 
for their age, may read slowly because they:
• take longer than expected to decode the words, leading to slow reading (slow 
reading speed).
• need to re-read text many times to absorb its meaning (slow reading 
comprehension speed).
There are various ways of assessing text level reading speed:
• a test which assesses speed at text level (known as reading rate or reading speed).
• a test which combines text level speed and accuracy (sometimes known as 
reading fluency).
• a test that assesses the time taken to both read the text and to answer 
questions on what has been read. The test must provide a score for reading 
comprehension speed, not just for reading comprehension.
Where a candidate reads for themselves, a measure of text reading speed may 
be used as one of the two required scores for 25% extra time. The results will be 
recorded within Part 2 of Form 8 under ‘Reading Speed’.
Where the candidate uses a computer reader/reader or an examination reading 
pen, a measure of reading speed cannot be used as evidence for 25% extra time.
Tests which measure single word reading speed and efficiency are not appropriate 
in this context. However, they may contribute to cognitive processing/fluency 
measures for extra time, as recorded within Part 2 of Form 8 under cognitive 
processing/fluency or in ‘Other relevant information.’
Writing skills
A scribe, a word processor, with the spellcheck switched on†
, or speech recognition 
technology will be allowed in certain subjects when a candidate’s impairment 
has a substantial and long-term adverse effect.
For examination purposes, a substantial impairment will be shown by the candidate 
having:
• a below average standardised spelling accuracy score (a standardised score 
of 84 or less) with unrecognisable spelling attempts; or
• a below average standardised score for writing speed (a standardised score 
of 84 or less).
In some cases, the candidate’s writing is illegible or grammatically incomprehensible 
but improves significantly when a scribe is used. If these difficulties are not 
evidenced by a below average standardised spelling accuracy score or a below 
average standardised score for writing speed, Access arrangements online will 
not approve the application. The SENCo may then decide to refer the application 
to the awarding body/bodies.
Where the candidate writes by hand, an assessment of writing speed may be 
used as one of the two required measures for 25% extra time. The result will be 
recorded within Part 2 of Form 8 under ‘Writing Speed’.
Where the candidate uses a scribe, speech recognition technology, or a word processor, 
a measure of writing speed cannot be used as evidence for 25% extra time.
Where a candidate uses a word processor, with the spellcheck enabled, or predictive 
text, a subject-specific bank of words is not permitted

[bookmark: _Toc466921636][bookmark: _Toc490083861][bookmark: _Toc496088800][bookmark: _Toc523473890][bookmark: _Toc22304706][bookmark: _Toc22487034][bookmark: _Toc22487153][bookmark: _Toc51674465]Processing access arrangements and adjustments 
[bookmark: _Toc496088801][bookmark: _Toc523473891][bookmark: _Toc22304707][bookmark: _Toc22487035][bookmark: _Toc22487154][bookmark: _Toc51674466]Arrangements/adjustments requiring awarding body approval
Access arrangements online (AARAO) 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 AARA, (chapter 8) Processing applications for access arrangements and (chapter 6) Modified papers) 
AARAO is accessed within the JCQ Centre Admin Portal (CAP) using any of the awarding body secure extranet sites. A single application for approval is required for each candidate regardless of the awarding body used. 
Online applications must only be processed where they are supported by the centre, and the candidate meets the published criteria for the arrangement(s) with the full supporting evidence in place. (AARA 8 Summary)
Candidates must be informed that an application for access arrangements will be processed using Access arrangements online, complying with the UK GDPR and the Data Protection Act 2018. 
The SENCo must keep detailed records for inspection purposes, 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). 
- evidence of the assessor’s qualification (where required). (AARA 8.6)  
The school SEN department will appoint a staff member at HLTA LEVEL to make the applications, print the applications, maintain the student AARA files, monitor the SEN/AARA records, and manage the evidence. Files will be retained in a secure system on the SEN department. 
[bookmark: _Toc466921637][bookmark: _Toc490083862][bookmark: _Toc496088802][bookmark: _Toc523473892][bookmark: _Toc22304708][bookmark: _Toc22487036][bookmark: _Toc22487155][bookmark: _Toc51674467][bookmark: _Toc449469100]Centre-delegated access arrangements
Where the AARA is centre delegated, the SENCO will record the agreement for students to be issued with access arrangements not requiring awarding body approval based on their normal way or working and identified need. 
[bookmark: _Toc490083863][bookmark: _Toc496088803][bookmark: _Toc523473893][bookmark: _Toc22304709][bookmark: _Toc22487037][bookmark: _Toc22487156][bookmark: _Toc51674468][bookmark: _Toc443593730][bookmark: _Toc466921638]Centre-specific criteria for particular access arrangements
[bookmark: _Toc490083864][bookmark: _Toc496088804][bookmark: _Toc523473894][bookmark: _Toc22304710][bookmark: _Toc22487038][bookmark: _Toc22487157][bookmark: _Toc51674469]Word Processor Policy (Exams)
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. There is a separate word processor in exams policy is in place, stored electronically in the SharePoint Exams Policy Documents Area
[bookmark: _Toc443593731][bookmark: _Toc466921639][bookmark: _Toc490083865][bookmark: _Toc496088805][bookmark: _Toc523473895][bookmark: _Toc22304711][bookmark: _Toc22487039][bookmark: _Toc22487158][bookmark: _Toc51674470]Alternative rooming arrangements Policy
There is a separate Alternative rooming arrangements Policy in place, stored electronically in the SharePoint Exams Policy Documents Area
A decision where an exam candidate may be approved for alternative rooming arrangements, e.g. a room for a smaller group of candidates with similar needs (formerly known as separate invigilation) will be made by the SENCo or equivalent. 

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 (AARA 5.16)
Alternative Rooming arrangements must reflect the candidate’s normal and current way of working in internal school tests and mock examinations. 
Nervousness, low level anxiety or being worried about examinations is not sufficient grounds for separate invigilation within the centre. (AARA, section 5.16)                                                                                      
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