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Key staff involved in the policy

Role Name(s)

SENCo Kally Maan

Exam’s officer/SENCo line Nick Jones/Matthew Syddall

manager (Senior leader)

Head of centre Dr Julian Murphy

Assessor(s) Kally Maan/Sally Eccleston//Jennifer Simpson
Access arrangement facilitator(s) | Kally Maan/Mary Walczak

This document is written in line with the Joint Council for Qualifications (JCQ) guidance, which can be found
via the link below:

http://www.jcqg.org.uk/exams-office/access-arrangements-and-special-consideration/requlations-and-
guidance.

What are access arrangements and reasonable adjustments?

Access Arrangements

These are arrangements that are put into place to allow candidates with specific needs, such as special
educational needs, disabilities or ftemporary 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.’

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 fo 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’.

Purpose of the policy

The purpose of this policy is fo confirm that The Oratory School has a written record which clearly shows the
centre is leading on the access arrangements process and is complying with its obligatfion to identify the need
for, request and implement access arrangements.

The policy is annually reviewed to ensure that processes are carried out in accordance with the current
edition of the JCQ publication. The school abides by the strict regulations set out by JCQ.
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General principles

The principles for the centre to consider 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 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 o assessments for @ disabled
candidate.

The SENCo must ensure that the proposed access arrangement/reasonable adjustment does not
unfairly disadvantage or advantage the candidate.

Access arrangements/reasonable adjustments should be processed at the start of the course.
Arrangements must always be approved before an examination or assessment.
The arrangement(s) put in place must reflect the support given fo the candidate in the centre.

The candidate must have had appropriate opportunities to practise using the access
arrangement(s)/reasonable adjustment(s) before his/her first examination.

The assessment processes.

Assessments are carried out by an assessor(s) appointed by the Head of Centre. The assessors are
appropriately qualified as required by JCQ regulations.

The qualification(s) of the current assessor(s)

Kally Maan- Level 7, PGCE in Education, Children with Literacy Difficulties awarded by Oxford Brookes
University

Sally Ecclestone- SpLD Assessor, awarded by BDA

Jennifer Simpson- Psychologist registered with HCPC

The Head of Centre will ensure that evidence of the assessor’s qualifications is obtained at the point of
engagement/employment and prior to the assessor undertaking any assessment of a candidate. JCQ rules
dictate that school must work with external assessors with whom they have an established relationship. In any
event, schools are not obliged to accept private reports.

Process for the assessment of a candidate’s learning difficulties by an assessor

SENCos and assessors working within the centre should 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 themselves should be
instigated. Normal way of working in the centre is the key element in awarding any AA.

The following cannot be used for processing and inspection purposes:
A diagnosis of Dyslexia

Diagnostic assessment reports

Educational psychologists' reports

Email messages
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Painting a ‘holistic picture of need’, confirming normal way of working

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.

An independent assessor must contact the centre and ask for evidence of the candidate’s normal way of
working and relevant background information. This must take place before the candidate is assessed.
Additionally, the independent assessor must be approved by the Head of Centre to assess the candidate.

All candidates must be assessed in light of the picture of need and the background information as detailed
within Part 1 of Form 8.

An independent assessor must discuss access arrangements/reasonable adjustments with the SENCo. The
responsibility to determine and request appropriate and practicable access arrangements /reasonable
adjustments specifically lies with the SENCo.

What do we need to evidence access arrangements?

JCQinspectionsrequire all school to have the required evidence for every candidate 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 candidate in question
could have marks deducted due to their unfair advantage and our status as an approved examination centre
could be jeopardised.

The required evidence needed from the school for JCQ inspection is:

Relevant evidence of the nature and extent of the disability or difficulty/impairment which has
a substantial and long-term effect i.e. history of need/history of provision

Evidence that the difficulties are persistent and significant (this will be ascertained from
progress data)

Show evidence from school staff of how the disability, difficulty or impairment has had long
term impact on teaching and learning in the classroom

Confirmation that the student will be at a substantial disadvantage when compared with
other nondisabled candidates undertaking the Assessment.

For access arrangements awarded on medical grounds the school will also need to present the following
evidence fo enable an application fo be made:

A current Statement of Special Educational Needs relating to secondary education, or an
Education, Health and Care Plan, which confirms the candidate’s disability

A report from CAMHS, a HCPC registered psychologist, a medical consultant, a psychiatrist, a
Speech and Language Therapist (SaLT);

A report from the Local Authority Specialist Service, Local Authority Sensory Impairment
Service or Occupational Health Service.

A letter from a GP is not sufficient.

Processing access arrangements and adjustments

Arrangements/adjustments requiring awarding body approval

Access arrangements online (AAQ) 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.
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AAQ is accessed within the JCQ Centfre 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.

The SENCo must keep detailed records, 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) and a signed candidate personal data consent form for inspection by
the JCQ Centre Inspection Service.

The JCQ stipulates that Access Arrangements must be considered on a subject-by-subject basis, therefore
they may vary between subjects due to their different demands. If this is the case, then access arrangements
may be awarded only for specific or particular subjects e.g. extra time may be required for longer written
exams such as History but not for a Maths exam. Where formal access arrangements are determined and
agreed these become the ‘normal way of working'. This means that the appropriate access arrangements
should be taken into consideration in all Assessments. An access arrangement must be the student’s ‘normal
way of working'in order for the application to comply with regulations. If a student chooses to continually not
use their access arrangement, then the SENCo will remove these access arrangements in Assessments.

Assistive technologies

Where possible pupils should work towards greater independence; human scribes should only be considered
when a pupil does not have sufficient word processing skills to use a laptop or a computer scribe, and readers
should only be considered after the possibility of using a computer reader has been explored.

Centre-delegated arrangements/adjustments

The SENCo must make their decision based on:

¢  Whether the candidate has a substantial and long term impairment which has an adverse effect;
and

e The candidate’s normal way of working within the centre.

Centre-specific criteria for particular arrangements/adjustments

These include the following:

e Supervised rest breaks-The SENCo must have considered and thoroughly exhausted the option of
supervised rest breaks before an application is made for 25% extra time.

e Coloured overlays

e Read aloud

e Word processor (see separate word processor policy which is available on the school website.)
e Fidget toys and stress balls

e Non-electronic ear defenders/ear plugs

e Prompter

Alternative rooming arrangements (formerly known as separate invigilation)

A decision where an exam candidate may be approved alternative rooming arrangements within the centre
will be made by the SENCo.
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The decision will be based on:

e whether the candidate has a substantial and long-term impairment which has an adverse effect; and
e the candidate’s normal way of working within the centre

In the case of alternative rooming arrangements, the candidate’s difficulties are established within the centre
and known to their Form Tutor, the SENCo, or a senior member of staff with pastoral responsibilities.

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 worries about the examinations is not sufficient grounds for separate
invigilation within the centre.

Deadlines

AAs must be in place near the start of the exam course, so they can be applied to all internal/mock tests. The
deadline for considering applications is December for 4th Form (Year 10) and Lower 6™ (Year 12). This will ensure
we adhere to JCQ regulations, and the pupil has time to practice using any awarded AA.

Emergency applications are not included in this e.g., a broken arm. The application will be made as soon
as possible but would be for a temporary application.

Data Protection

Pupils who are granted access arrangements must sign a Data Protection Nofice allowing the school
permission to make an application online to the JCQ. Failure to do so will mean an application cannot be
made and examination access arrangements will not be granted.
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