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Purpose of the policy  

This document is provided as an exams-specific supplement to the centre-wide 

equalities/disability/accessibility policy/plan which details how the centre will:  

• recognise its duties towards disabled candidates, including private candidates, ensuring 

compliance with all aspects of the Equality Act 2010†, particularly Section 20 (7). This must 

include 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. Where the centre is 

under a duty to make a reasonable adjustment, the centre must not charge a disabled 

candidate any additional fee in relation to the adjustment or aid   

†or any legislation in a relevant jurisdiction other than England and Wales which has an 

equivalent purpose and effect   
(JCQ’s General Regulations for Approved Centres, section 5.4)  

This publication is further referred to in this policy as GR  

 

This policy sets out how the centre meets its obligations under the Equality Act 2010 and the Joint 

Council for Qualifications (JCQ) regulations in relation to access arrangements and reasonable 

adjustments for examinations and assessments. It outlines staff roles and responsibilities for 

identifying need, requesting arrangements, and implementing approved access arrangements in line 

with current JCQ guidance. 

  

The Equality Act 2010 definition of disability  

A definition is provided in the JCQ publication (Adjustments for candidates with disabilities and learning 

difficulties) Access Arrangements and Reasonable Adjustments (current edition).  

This publication is further referred to in this policy as AA  

Identifying the need for access arrangements  

Roles and responsibilities  

 

The roles listed below reflect the centre’s arrangements for identifying and supporting candidates who 

may require access arrangements or reasonable adjustments for examinations and assessments. 

 

Responsibilities are clearly defined to ensure that access arrangements are identified appropriately, 

supported by evidence, requested in line with JCQ regulations, and implemented consistently across the 

centre. 

 

While specific responsibilities are allocated to key roles, effective identification and implementation of 

access arrangements relies on collaboration between teaching staff, support staff, the SENCo, and the 

exams officer. 

Head of Centre 

• Has overall responsibility for ensuring the centre complies with current JCQ regulations relating 
to access arrangements and reasonable adjustments. 

• Ensures that relevant staff are directed to, and act in accordance with, the annually updated 
JCQ publications, including General Regulations for Approved Centres and Access Arrangements 
and Reasonable Adjustments. 

http://www.jcq.org.uk/exams-office/general-regulations
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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• Ensures appropriate systems and resources are in place to support the identification and 
implementation of access arrangements. 

Senior Leader(s) 

• Are familiar with the requirements of the annually updated JCQ publications, including General 
Regulations and Access Arrangements and Reasonable Adjustments. 

• Support the Head of Centre and SENCo in ensuring access arrangements are applied 
consistently and in line with centre policy and JCQ requirements. 

Special Educational Needs Coordinator (SENCo) / Additional Learning Support (ALS) Lead 

• Has detailed knowledge and understanding of the current JCQ publication Access Arrangements 
and Reasonable Adjustments. 

• Is responsible for identifying candidates who may require access arrangements, determining 
appropriate arrangements based on evidence, and ensuring that arrangements reflect a 
candidate’s normal way of working. 

• Ensures that applications requiring awarding body approval are submitted within published 
deadlines and supported by appropriate evidence. 

• Maintains accurate records relating to access arrangements in line with JCQ and data protection 
requirements. 

• Provides guidance to staff involved in supporting candidates with access arrangements. 

Teaching Staff 

• Identify and raise concerns with the SENCo where a candidate may require additional support 
or an access arrangement. 

• Provide information, where appropriate, regarding a candidate’s normal way of working to 
support the identification and evidence of need. 

Support Staff 

(e.g. Learning Support Assistants, Teaching Assistants, Communication Support Workers) 

• Provide observations and relevant information, where appropriate, to support the SENCo in 
building a holistic picture of a candidate’s needs. 

• Support the implementation of approved access arrangements in line with centre procedures 
and JCQ regulations. 

Assessor of Candidates with Learning Difficulties 

• Is an appropriately qualified assessor in accordance with JCQ requirements (e.g. access 
arrangements assessor, psychologist, or specialist teacher assessor). 

• Has a detailed understanding of the JCQ publication Access Arrangements and Reasonable 
Adjustments. 

• Conducts assessments and produces reports that comply with JCQ regulations and support 
evidence-based decision-making. 
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Use of word processors 

Engineering UTC Northern Lincolnshire permits the use of word processors in examinations and 

assessments in line with the current JCQ publication Access Arrangements and Reasonable Adjustments. 

 

Decisions regarding the use of a word processor are based on evidence that its use reflects a candidate’s 

normal way of working within the centre and that it is appropriate to the candidate’s needs and the 

requirements of the assessment. 

 

The SENCo is responsible for determining the use of a word processor as an access arrangement, in line 

with JCQ guidance, and for ensuring that appropriate evidence of normal way of working is in place. 

 

Arrangements for the use of word processors are implemented in accordance with JCQ regulations and 

are communicated to relevant staff prior to examinations. 

 
 

Requesting access arrangements  

Roles and responsibilities  

Access arrangements are requested and implemented in accordance with the current JCQ publication 

Access Arrangements and Reasonable Adjustments. 

The SENCo has responsibility for coordinating the access arrangements process, including identifying 

candidates who may require arrangements, determining whether arrangements are centre-delegated 

or require awarding body approval, and ensuring that appropriate evidence is in place. 

The Exams Officer is responsible for supporting the submission and administration of approved 

access arrangements, ensuring that arrangements are accurately recorded, communicated to relevant 

staff, and implemented for examinations and assessments. 

The Head of Centre has overall responsibility for ensuring that access arrangements are managed in 

line with JCQ regulations and that appropriate systems and oversight are in place. 

Teaching and support staff contribute to the process by identifying potential needs and providing 

information, where appropriate, to support the SENCo in evidencing a candidate’s normal way of 

working. 

All applications for access arrangements are supported by evidence of need and normal way of 

working and are submitted within published JCQ deadlines. Records relating to access arrangements 

are retained in line with JCQ regulations and data protection requirements. Approved access 

arrangements are reviewed periodically to ensure they continue to reflect the candidate’s needs and 

normal way of working. 
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Implementing access arrangements and the conduct of exams  

External assessments (examinations) 

 

Roles and responsibilities 

 

Approved access arrangements for external examinations are implemented in accordance with current 

JCQ regulations, including Instructions for Conducting Examinations. 

 

Head of Centre 

• Has overall responsibility for ensuring that external examinations are conducted in accordance 

with JCQ regulations and that approved access arrangements are implemented consistently and 

fairly. 

• Ensures that appropriate systems, staffing, and resources are in place to support the effective 

conduct of examinations. 

Special Educational Needs Coordinator (SENCo) 

• Ensures that approved access arrangements remain appropriate to a candidate’s needs and 

continue to reflect their normal way of working. 

• Reviews the effectiveness of access arrangements through internal assessments and mock 

examinations and makes decisions regarding any review or amendment of arrangements in line 

with JCQ guidance. 

• Provides guidance to staff involved in supporting candidates with access arrangements. 

Exams Officer 

• Is responsible for the administration and implementation of approved access arrangements for 

external examinations in line with JCQ Instructions for Conducting Examinations. 

• Ensures that access arrangements are accurately recorded, communicated to relevant staff, and 

reflected in examination rooming, seating plans, and invigilation arrangements. 

• Liaises with the SENCo to ensure that appropriate facilities, equipment, and staffing are in place 

to support candidates during examinations. 

• Ensures that all required documentation relating to access arrangements is completed, retained, 

and available for inspection in accordance with JCQ requirements. 

Invigilators and facilitators 

• Implement approved access arrangements during examinations in accordance with centre 

procedures and JCQ regulations. 

• Supervise candidates appropriately, ensuring that arrangements are applied consistently and 

without compromising the integrity of the examination. 

• Report any concerns, incidents, or irregularities to the Exams Officer immediately. 

 

 

 

 

 

 

Internal and non-examination assessments 

 

Roles and responsibilities 

 

Access arrangements and reasonable adjustments for internal assessments, including non-examination 

assessment (NEA), are implemented in line with JCQ guidance, awarding body 

specifications, and the centre’s normal way of working. 
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Head of Centre 

• Has overall responsibility for ensuring that internal assessments are conducted fairly and in line 

with awarding body requirements, and that reasonable adjustments are applied appropriately. 

Special Educational Needs Coordinator (SENCo) 

• Determines appropriate access arrangements and reasonable adjustments for internal 

assessments based on evidence of need and normal way of working. 

• Reviews arrangements periodically to ensure they remain appropriate and effective. 

• Provides guidance to teaching staff on the implementation of arrangements for internal 

assessments. 

Teaching staff 

• Implement approved access arrangements and reasonable adjustments during internal 

assessments and non-examination assessment. 

• Ensure that arrangements reflect a candidate’s normal way of working and comply with awarding 

body requirements. 

• Raise any concerns about the effectiveness or appropriateness of arrangements with the SENCo. 

Support staff 

• Support candidates during internal assessments where appropriate, in line with approved 

arrangements and centre procedures. 

• Provide feedback to teaching staff and the SENCo on the effectiveness of arrangements. 
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Facilitating access - examples  

The examples below illustrate how access arrangements and reasonable adjustments may be 

implemented for candidates with different needs. 

 

These examples are not exhaustive and do not replace professional judgement or the requirement to 

follow current JCQ guidance. Arrangements are considered on a case-by-case basis, considering the 

candidate’s needs, normal way of working, and the requirements of the assessment. 

 

Area of need Example barrier Example access 
arrangement or reasonable 

adjustment 

Processing speed Candidate works more slowly when 
reading and writing under timed 
conditions 

Extra time reflecting normal way 
of working 

Written 
communication 

Difficulty producing legible 
handwritten responses 

Use of a word processor where 
this reflects normal way of 
working 

Reading Difficulty accessing written text in 
standard format 

Use of a reader or modified 
paper 

Visual impairment Difficulty accessing standard 
printed materials 

Enlarged or modified 
examination papers 

Hearing impairment Difficulty accessing spoken 
instructions 

Use of a communicator or 
appropriate support 

Physical disability Difficulty writing or manipulating 
examination materials 

Use of a scribe or practical 
assistance 

Medical needs Impact of a medical condition 
during assessments 

Supervised rest breaks or 
alternative rooming 

Anxiety or sensory 
needs 

Difficulty working in a standard 
examination environment 

Separate rooming or smaller 
group setting 

Temporary injury Short-term difficulty writing due to 
injury 

Use of a scribe or word 
processor, where appropriate 

Non-examination 
assessment 

Difficulty accessing timed or written 
internal assessments 

Reasonable adjustments 
reflecting normal classroom 
practice 

  


