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	Name(s)
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[bookmark: _Toc523473880]What are access arrangements and reasonable adjustments?
[bookmark: _Toc523473881]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 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’.                                                                  
[AA Definitions, page 3]
[bookmark: _Toc523473882]Reasonable adjustments
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: 
 • 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’.”                                                          [AA Definitions, page 3]
[bookmark: _Toc490083853][bookmark: _Toc523473883][bookmark: _Toc466921629][bookmark: _Toc449469095][bookmark: _Hlk523424464]Purpose of the policy
The purpose of this policy is to confirm that Elmwood 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, 5.5]
This publication is further referred to in this policy as GR
This policy is maintained and held by the SENCo alongside the individual files of each access arrangements candidate. Each file contains detailed records of all the essential information that is required to be held according to the regulations. 
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
[bookmark: _Toc490083854][bookmark: _Toc496088793][bookmark: _Toc523473884][bookmark: _Toc443593739][bookmark: _Toc466921640]Disability policy (exams)
A large part of the access arrangements process is covered in the Disability policy (exams) which covers staff roles and responsibilities in identifying the need for, requesting and implementing access arrangements and the conduct of exams.
	The Elmwood School Disability Policy is held in hard copy within the Exams Office and is available under Exams on the School’s web page.
 “The head of centre/senior leadership team will…recognise its duties towards disabled candidates as defined under the terms of the Equality Act 2010†. This must include a duty to explore and provide access to suitable courses, 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]


[bookmark: _Toc443593725]The access arrangements policy further covers the assessment process and related issues in more detail.
[bookmark: _Toc466921631][bookmark: _Toc490083855][bookmark: _Toc496088794][bookmark: _Toc523473885]The assessment process
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 7.3.
[bookmark: _Toc490083856][bookmark: _Toc496088795][bookmark: _Toc523473886]The qualification(s) of the current assessor(s) 
	Mr Dan Mason, Certificate of Psychometric Testing Assessment and Access Arrangements (CPT3A) equivalent to level 7


[bookmark: _Toc523473887][bookmark: _Toc466921632][bookmark: _Toc490083857][bookmark: _Toc496088796]Appointment of assessors of candidates with learning difficulties
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) 
	Certificates are requested from any person whom we employ to assess or Access Arrangements.
No testing can take place until we have checked the validity of said certificate by checking the appropriate register.


[bookmark: _Toc466921633][bookmark: _Toc490083858][bookmark: _Toc496088797]
Reporting the appointment of the assessor(s)
	A copy of the certificate is kept by our SENCO and our Examinations Officer. 


[bookmark: _Toc523473888]Process for the assessment of a candidate’s learning difficulties by an assessor 
	· Candidate is flagged by a member of the teaching staff as having difficulty based on both classroom work, homework and assessment results.
· Curriculum Lead for English creates a skeleton Form 8 for the student
· SENCO requests information from all areas of the School in respect of this student
· Screening test for access arrangements is carried out within centre
· Results from this test indicate that the student may have a need for access arrangements based on the 84 or below standardised scores achieved.
· SENCO adds all the information from above to the already started Form 8 completing as much as possible of part A and B.
· A session is booked with our independent assessor, providing him with information (Form 8s) prior to testing being carried out.
· The candidate is asked to sign a Data Protection Form to confirm he/she consents to testing
· Testing is carried out using tests appropriate to the student’s difficulties
· The Assessor completes part C of the Form 8
· The Assessor and the SENCO discuss the findings of these tests.
· The SENCO signs off the Form 8
· Access arrangements are formally applied for by the SENCO through the JCQ Central Admin Portal. 
· Student will then have this facility for all internal exams and classroom activities where appropriate, so that they are comfortable with this facility ready for external examinations.



[bookmark: _Toc443593728][bookmark: _Toc466921635][bookmark: _Toc490083860][bookmark: _Toc496088799][bookmark: _Toc523473889]Painting a picture of need and gathering evidence to demonstrate normal way of working
	· A student is brought to the attention of the SENCO by class teachers
· The SENCO starts a Form 8
· The SENCO requests information about this student from all subject areas.
· Information is requested on the normal way of working in the classroom or assessment situation for the student
· Information is requested on the difficulties experienced by the student.
· Data is requested as to current working at levels for that student and reference is made to KS2 levels obtained at primary school
· Reading age is determined for that student
· Information on any intervention strategies already employed is gathered
· All of this information is incorporated into Part A and B of the Form 8



[bookmark: _Toc466921636][bookmark: _Toc490083861][bookmark: _Toc496088800][bookmark: _Toc523473890]Processing access arrangements
[bookmark: _Toc496088801][bookmark: _Toc523473891]Arrangements requiring awarding body approval
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 on page 92 of AA. This tool also provides the facility to order modified papers for those qualifications listed on page 74.
AAO is accessed by logging in to any of the awarding body secure extranet sites. A single application is required for each candidate regardless of the awarding body used. 
	· The SENCO applies for Access Arrangements using information in the completed form 8, through the JCQ Centre Admin Portal which can be access via any of the Examination Board websites.
· It is a secure access and requires a username and password.
· BTEC access approvals are done separately and can only be accessed through Edexcel Online.
· If access approval is granted, this is shared with staff (who require).
· Hard copies of the tests the JCQ approval, the data protection sheet etc., are kept in secure storage ready for JCQ inspection
· The Examinations Officer to support examinations and organising the provision of support
· Unsuccessful applications are still kept.


[bookmark: _Toc443593731][bookmark: _Toc466921639][bookmark: _Toc490083865][bookmark: _Toc496088805][bookmark: _Toc523473895][bookmark: _Toc449469100]Separate invigilation within the centre
A decision where an exam candidate may be approved separate invigilation within the centre will be made by the 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 5.16]
	Separate invigilation is only provided within centre where a candidate has a special need for this evidenced by a letter from a GP or where a candidate is under the supervision of CAHMS or where there is strong evidence supported by a form tutor or senior member of staff, who after meeting with parents feel that the candidate would be at a disadvantage and caused extreme stress if made to sit in the main hall.
“SENCos must note that candidates are only entitled to the above arrangements if they are disabled within the meaning of the Equality Act. The candidate is at a substantial disadvantage when compared with other non-disabled candidates undertaking the assessment and it would be reasonable in all the circumstances to provide the arrangement. (The only exception to this would be a temporary illness, a temporary injury or other temporary indisposition which is clearly evidenced.) 
For example, in the case of separate invigilation, the candidate’s difficulties are established within the centre (see Chapter 4, paragraph 4.1.4, page 16) and known to a Form Tutor, a Head of Year, the SENCo or a senior member of staff with pastoral responsibilities. 
 Separate invigilation reflects the candidate’s normal way of working in internal school tests and mock examinations as a consequence of a long term medical condition or long term social, mental or emotional needs.”                                                                                          [AA 5.16]
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