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1. What are Access Arrangements and Reasonable Adjustments? 

 
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 without changing the demands of the assessment.  
 
All arrangements need to be approved in advance by the Joint Council of Qualifications (JCQ) 
and before the published deadline. The internal deadline for access arrangements is early 
February for the Summer exams and October half term for the January exams in order for the 
SENDCo and Exams Officer to complete the relevant administration in time for the JCQ 
deadlines to be met.  
 
In the case of a substantial, short-term difficulty that occurs at the time of the exams (e.g. a 
broken arm) the Exams Officer should be contacted immediately as a temporary access 
arrangement may be appropriate. The relevant medical evidence must be provided.  
 
The Equality Act 2010 requires an awarding body (the examination board) to make reasonable 
adjustments where a candidate, who is disabled as defined in 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. 
 
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 
 
Seaford Head School is committed to providing equal opportunities for all students. This means 
ensuring that students are neither advantaged nor disadvantaged in examinations. The school 
abides by the strict regulations set out by the JCQ.  
 
Parents should alert the school to any pre-existing conditions on entry and ensure that any 
documentary evidence is transferred from the primary school in order to build a picture of the 
student’s needs. Such documents may include evidence of access arrangements for SATS, 
school reports, results of screening tests, personal plans and reports written by professionals 
such as Psychologists, Occupational Therapists, Psychiatrists and Speech and Language 
Therapists. 
 
We do not automatically roll forward access arrangements from Primary School. If a subject 
teacher is concerned about a student’s ability to access assessments, they will inform the 
Head of Year who will collect evidence from across all subjects. Following these investigations, 
the Head of Year will refer to the SENDCo if the difficulties are found to be significant, 
persistent and across the curriculum.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 

 

2. Access arrangements for Cognition and learning difficulties 
 

General and/or specific learning difficulties 
 
Examples of access arrangements: 
Extra time  
Reading pen/Computer reader * 
Use of laptop to record work or a dictation tool * 
 
*The use of technology provides students with independence in class, in exams and in their life 
outside of school and better prepares them for life after school. If, due to the severity of a 
student’s disability, they are unable to use the relevant technology, a human reader or scribe 
will be considered.  
 
The process: 

 In Year 7 and 8 students are screened for reading and spelling difficulties. 
 Evidence is gathered from the Year 7 and 8 exams. 
 In Year 9 students are screened for access arrangements. 
 If the evidence gathering and screenings indicate that an access arrangement is 

needed, further assessments are undertaken by the Specialist Assessor and the 
application to JCQ is completed.  

 
If a student has an EHCP the access arrangements should be discussed and agreed as part of 
the annual review process.  
 
Use of private assessment reports: 
The JCQ guidelines specifically highlight the use of private educational reports (e.g. educational 
psychologist or specialist teacher assessments), indicating they may not be used for evidence 
for schools to apply for additional time. As a school we are unable to provide a diagnosis of a 
learning need, therefore we understand that it may be desirable to seek a private diagnosis. In 
order for us to use a private assessment for access arrangements all of the following criteria 
must be met: 

1. Part 1 of a Form 8 should be completed by the SENDCo prior to the assessment taking 
place – this form records the history of need and teacher evidence. This form needs to 
be sent to the assessor before the assessment takes place. 

2. The school needs to have a ‘working relationship’ with the private assessor, and they 
must be approved by the head of centre. The SENDco should be contacted to ask for 
the contact details of assessors that meet these criteria. 

3. The assessments are completed no earlier than the start of Year 9. 
 
If you are planning to have your child assessed by a private Educational Psychologist, or a 
Specialist Dyslexia Teacher, please make contact with the SENDCo prior to arranging the 
assessment. Privately commissioned reports that have not followed this process cannot be 
used to put in place access arrangements, the school’s Specialist Assessor will need to wait 6 
months before re-testing the student so this will cause a significant delay.  
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3. Access arrangements for: communication and interaction needs; a medical 
condition; sensory and physical need; social, emotional and mental health needs 
 

Autism Spectrum Condition 
Sensory and/or physical needs (e.g. HI, MSI, PD, VI) 
Social, emotional and mental health (e.g. ADHD) 
Speech, language and communication needs (SCLN) 
 
The process: 
 

 Specialist evidence must be held on file confirming the candidate’s disability. 
Evidence must be from one of the professionals listed below. The specialist evidence 
may relate to any age provided it remains current.  

 CAMHS 
 A HCPC registered Psychologist 
 A Psychiatrist 
 A Speech and Language Therapist 
 A Local Authority Specialist Service (e.g. Sensory Impairment Service or Occupational 

Health) 
        If a student has an EHCP the access arrangements should be discussed and 

agreed as part of the annual review process.  
 Evidence is gathered from teachers that the difficulty is significant and persistent 

(more than 12 months) and that the arrangement is the student’s normal way of 
working.  

 An application to JCQ for the access arrangement is completed.  
 
 
It is important to know that a GP letter will not be accepted as evidence for ongoing 
medical issues. It must be a letter from the above specialists. Please note, having a 
diagnosis does not automatically entitle a student to an access arrangement. The 
student must have a substantial impairment, the impact of which is evidenced by the school. 
Many students will have a diagnosis but will not require access arrangements. Some specialist 
reports recommend access arrangements, but these are advisory.   
 
You must advise the school of any on-going medical problems. This means that the school can 
put in place the appropriate adjustments based on the students needs. When a diagnosis is 
received this should be provided to the Head of Year as soon as possible. This enables us to 
provide the evidence of history of need that is required for the application to JCQ for access 
arrangements.  
 
If the School is not made aware of a student’s medical history prior to receiving a medical 
letter, then an access arrangement cannot be put into place for public examinations, as the 
school will be unable to build this evidence of need and provision. Schools are not obliged to 
accept private medical reports and are required to evidence that any medical problem presents 
as a long-term (more than 12 months) substantial difficulty or impairment that places the 
candidate at a substantial disadvantage compared to other candidates without the medical 
problem. Medical evidence should not normally be more than 24 months old, at the time of 
application for the allowance. 
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Examples of access arrangement: 
Supervised rest breaks (duration to be determined by the SENCo) 
Extra time (rest breaks must have been trialled in tests and exams before this arrangement can 
be considered) 
Use of a laptop to record work 
Access to a reader/scribe/prompter in the event that the student’s needs are so great they 
cannot use assistive technologies. 
Enlarged papers for students with visual impairments 
Adaptations to improve access to listening exams for students with hearing impairments 
Use of non-electronic ear defenders/ear plugs for students* 
Use of a mobile phone for medical purposes* 
Countdown timer on candidates’ desk* 
Use of a coloured overlay for students with visual stress* ** 
 
*Provided by the student 
**We do not provide exam papers on coloured paper. If a student requires a different colour 
background, then they should bring the overlay to the exam. The rationale for this is that using 
an overlay has the same effect as printing on coloured paper therefore we do not consider 
printing on coloured paper to be a reasonable adjustment, particularly as any errors made in 
printing would negatively impact the candidate.  
 

 Access arrangements for English as an Additional Language 
 

Candidate’s first language is not English, Irish or Welsh. 
 
The process 
Students are identified as EAL by their Head of Year. 
If language is a barrier to learning for the student, a referral is made to the East Sussex EAL 
service who will assess the student and provide support if they meet the criteria for this service. 
The SENCo will liaise with the EAL service to establish the appropriate Exam Access 
Arrangements.  
 
Examples of access arrangement: 
Bilingual dictionary 
25% extra time (in rare and exceptional circumstances) 
 
 

 Students transferring to the school/6th form college from a different setting 
 

For students transferring from other schools during the course of their secondary schooling, 
relevant documentation regarding existing conditions and examination access arrangements 
must be provided by the previous school.  The parent/carer should make the Head of Year 
aware that the student had access arrangements in place at their previous school. The Head of 
Year will then notify the SENCo so that they can make contact with the previous placement and 
arrange the transfer of the relevant documents. Parents can also make a direct request to the 
previous placement, asking them to forward relevant documentation. The school will need the 
following documents if access arrangements are to continue in the new school: 
 

 Form 8 (a JCQ form held by the previous school) and any report which was used as 
evidence 

 Application Approved (a JCQ form held by the previous school) 
 Supporting documents such as medical letters and professional reports, if necessary 
 Pieces of work showing the use of extra time by means of a different coloured pen 
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 Why do we need to evidence access arrangements? 
 

JCQ inspections require all schools to have the required evidence for every student that has 
been awarded access arrangements.  Schools are subject to at least two unannounced 
inspections from the JCQ every year.  If the school fails to provide sufficient evidence, in line 
with JCQ regulations, then the student in question could have marks deducted as the access 
arrangement will be deemed an unfair advantage, the student could be disqualified and our 
status as an approved examination centre could be jeopardised. 
 
The JCQ are very clear that any access arrangements given should be a student’s ‘normal 
way of working’, and so if the school believes that students are consistently not using the 
additional allowances agreed (e.g. extra time or use of a laptop), then we reserve the right to 
withdraw such allowances. Use of an arrangement will be evidenced by the school through 
mock examinations, end of term tests, or by evidence submitted by subject teachers.  If any 
technology provided to students is misused e.g. accessing the internet or gaming during 
lessons; or the equipment becomes damaged; then the school may remove this arrangement 
from the student. 
 
 

 Access arrangements timeline: 
 

Year 7 and 8: Interventions are provided to support students to develop the necessary skills to 
complete exams without access arrangements. We use the exam and testing points during 
these years to build evidence for arrangements that might be needed from Year 9. Students 
with recognised complex needs may be provided with access arrangements in order to access 
the curriculum.  
 
Year 9: All students are screened using the EXACT. Results from the screening are used 
alongside the evidence collected in Years 7 and 8 to identify students who will need to be 
assessed by the Specialist Assessor for access arrangements.  
 
Year 10s and 11: Access arrangement applications are completed. Teachers and parents 
should direct concerns about a student who may need access arrangements to the Head of 
Year, who will investigate and refer to the SENCo if there is evidence to do so.  
 
6th Form: Access arrangements awarded for GCSEs will not automatically roll forward for GCE.  
Evidence from class teachers is required to show that the arrangement is still appropriate. 
Students that join Seaford Head Sixth Form from a different setting will need to ensure that the 
school is aware of the arrangements that were in place for GCSEs so that we can contact their 
previous school to obtain the relevant paperwork. If we are unable to obtain this paperwork, 
we will need to treat this as a new arrangement and follow the procedures for new 
arrangements.  
 
 
 
 

 Assistive technologies 
 

We are constantly updating and improving our use of assistive technologies. In very rare 
cases, when a student’s needs are so great that despite support and training they are unable 
to use technology, we may consider a human reader or human scribe.  
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 Alternative room 
 

General anxiety or nervousness about sitting examinations are not sufficient grounds for an 
alternative room. Having a diagnosis does not mean that the student will be eligible for an 
alternative room.  
 
Alternative rooming within the centre is awarded where a candidate has a substantial and long-
term impairment.  For example, the candidate has a long-term medical condition, a long-term 
psychological condition or long-term social, emotional and mental health needs which are well 
documented and have clear medical evidence from a Consultant, CAMHs or a Clinical 
Psychologist. The pastoral team must have substantial school-based evidence to show that the 
student is unable to take exams in the main exam hall.  
Our alternative rooms are usually the sports hall classroom and classrooms in the Hub. These 
spaces can hold up to 30 students. When exams and tests take place in the classroom, we do 
not provide alternative rooming for these exams as the classroom meets the criteria of an 
alternative room.  

 

 Data Protection  
 

Students will have to sign a Data Protection Notice giving the school permission to make an 
application online to the JCQ. Failure to do so will mean that an application cannot be made 
and examination access arrangements cannot be granted. 
 
 
 


