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Forest School

1 Access arrangements and reasonable adjustments

Acccss arr angcmcnts

Access arrangements arc agreed before an assessment. They allow candidates with specific needs,
such as special educational needs, disabilitics, or temporary injurics to access the assessment and
show what they know and can do withourt changing the demands of the asscssment. The intention
bchind an access arrangement is to mect the needs of an individual candidate withour affecting the
integrity of the asscssment. Access arrangements arc the principal way in which awarding bodics
comply with the duty under the Equality Act 2010 to make ‘reasonable adjustments’.

Rcasonablc adjustments

The Equality Act 2010* requires an awarding body to make rcasonable adjustments where a
candidate, who is disabled within the meaning of the Equality Act 2010, would b at a substantial
disadvantage in comparison to somconc who is not disabled. The awarding body is required to

takc ['CG[SOHZ]blC SthS o overcome rhat CliS&ClVﬂl"ltﬂgC.

An cxamplc would be a Braille paper which would be a reasonable adjustment for a vision impaired
candidatc who could rcad Braille. A reasonable adjustment may be unique to that individual and

may not be included in the list of available access arrangements.

Whether an adjustmcnt will be considered reasonable will dcpcnd on scveral factors which will

include, bur arc notlimited to:

*the needs of the disabled candidate;
¢ the cffectveness of the adjustment;
* the cost of the adjustment; and

¢ the likely impacr 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 unrcasonable rimeframes; or

e affects the sccurity and integrity of the asscssment,

This is because the adjustment is not ‘reasonablc’.
2 Purpose of the policy

The purposc of this policy is to confirm that Forest School has a written record that clearly shows
the school is leading on the access arrangements process and is complying with its obligation to

identify the need for, request and implement aceess arrangements.

(General Regulations for Approved Centres, scetion 5.4) This publication is further referred to in
this policy as GR.

This policy is maintained and held by the Deputy Head Academic/SENCo alongside the individual
files/c-folders of cach 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.
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Forest School

Where the SENCo is storing documentation clectronically they must create an o-folder for cach
individual candidarc. The candidatc’s c-folder must hold cach of the required documents for
inspection. (AA 4.2)

The policy is annually revicwed to ensurc that processes arc carried out in accordance with the
current cdition of the JCQ publication i

difficultics - Acccss Arrangcmcnts and Recasonable Adjustments”.

This publication is further referred to in this policy as AA.

3 General Principles

The principles for the school to consider arc detailed in AA (scction 4.2). These include:

The purposc of an access arrangement/ rcasonable adjustmcnr is to ensurc, where possible, thar
barricrs to assessment arc removed for a disabled candidare preventing them from being placed at
a substantial disadvantagc duc to persistent and signiﬁcant difficultics. The integrity of the
asscssiment is maintained, whilst at the samce time providing access to asscssments for disabled
candidates.

The SENCo, or an cquivalent member of staff within a FE coﬂcgc, must cnsurc that the proposed
access arrangement/reasonable adjustment does not unfairly disadvantage or advantage the
candidare.

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 to the candidate in school.

The candidace must have had appropriatc opportunitics to practisc using the access

arrangement(s)/reasonable adjustment(s) before their first cxamination.

4 Equalities Policy (Exams)

A large parrt of the access arrangements/reasonable adjustments process is covered in the Equalirics
Policy (Exams}, which covers staff roles and responsibilitics in identifying the need for, requesting

and implementing access arrangements and the conduct of exams.

The Scnior Leadership Team will recognise its dutics towards disabled 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 courscs, through the access arrangements
process submit applications for reasonable adjustments and make reasonable adjustments to the
scrvice the school provides to disabled candidates. Where the school is under a duty to make a
rcasonable adjustment, the school must not charge a disabled candidate any additional fec in

rclation to the adjustment or aid.

For any legislation in a rclevant jurisdiction other than England and Wales which has an
cquivalent purposc and cffcet (GR section 5.4)
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Forest School

The Access Arrangements Policy further covers the assessment process and rclated issucs in more
detail.

5 The Assessment Process

Asscssments arc carricd out by an asscssor(s) appointed by the Senior Leadership Team. The
asscssors arc appropriatcly qualificd as required by JCQ regulations in AA, sccrion 7.3.

The qualifications of the current asscssors

e Melanie Wright — Level 7 PAAPA

e Amy Clifton — Level 7 PAAPA

e Estelle Shilton — Level 7 PAAPA

e Daniela de Silva — Specialist Assessor with APC

Appointment of asscssors of candidates with lcarning difficultics

Ar the point an asscssor is cngagcdfcmploycd in the school, cvidence of the asscssor’s qualiﬁcarion
is obrained and checked against the current requirements in AA. This process is carried out prior

to the asscssor undertaking any asscssment of a candidate.
Checking the qualifications of the asscssors

The Deputy Head Academic/SENCo will not only check the qualifications of their assessors but
also that the corrcer procedurcs are followed as in Chapter 7 of the JCQ publication Access
Arrangements and Reasonable Adjustments (GR 5.4)

The Senior Leadership Team cnsures that evidence of the assessor’s qualification(s) is obtained ar
the point of engagement/cmployment and prior to the asscssor undertaking any asscssment of a
candidate.

Evidence of the assessor’s qualification(s) must be held on file for inspection purposcs and be

prescnted to the JCQ Centre Inspector by the SENCo. (AA 7.3)
6 Reporting the Appointment of the Assessor(s)

Evidence of qualification of the assessor arc held within the AA filing cabinet.

Evidence of qualification of the SENCo arc held within the main files at HR.

7 Process for the Assessment of a Candidate’s Learning Ditficulties by
an Assessor

Following identification of lcarner difficultics and from the history of nced produced in
collaboration with teaching staff a Form 8 is completed by the SENCo. Access testing can then
commence, and subscquent applications made.

The Senior Leadership Team confirms that the correct procedures arc followed as per Chapter 7
of the JCQ publication Access Arrangements and Reasonable Adjustments.

(GR 5.4)
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Notc

SENCos and asscssors working within the school should always carcfully consider any privartcly
commissioned asscssment to sce whether the process of gathering a picturce of need, demonstrating

normal way of working within the school and ultimately assessing the candidate themsclves should

be instigated (AA 7.3)

8 Painting a ‘Holistic Picture of Need’ - Confirming Normal Way of
Working

Before the candidate’s asscssment, the SENCo must provide the assessor with background

information, i.c. a picrurc of nced has been painted as per Pare 1 of Form 8.

The SENCo and the assessor must work together to cnsurce a joined-up and consistent process
informed by robust evidence of the holistic picturc of nced and normal ways of working on behalf

of the pupil.

Subjcct EC&Chiﬂg staﬁ: arc COHSLlllCCd ]Jl'iOl' [0 asscssments bCillg carricd Qour to conﬁrm El".lC 1101'1112[1

way of working and to cnsurc the history of need is correct.

If an indcpendent asscssor is used, they must contace the centre and ask for evidence of the
candidatc’s normal way of working and relevant background information. This must take place

before the candidare is assessed.

All candidartes must be assessed considering the picture of need and the background information
as detailed within Part 1 of Form 8.

An independent assessor must discuss aceess arrangecments with the SENCo. The respensibility to

request access arrangements specifically lies with the SENCo. (AA 7.5)

9 Processing Access Arrangements and Adjustments

Arrangements/adjustments requiring awarding body approval

Access arrangements online {(AAO) is a tool provided by JCQ member awarding bodics for schools
to apply for required access arrangement approval for the qualifications covered by the tool. This
tool also provides the facility to order modificd papers for thosc qualifications included. (Refer o

AA, chaprer 8 (Processing applications for access arrangements and adjustments) and chapter 6

(Modified papers).

AAOQ is accessed within the JCQ Centre Admin Portal (CAP) by logging in to onc of the awarding
body sccure extranct sites. A single application for approval is required for cach candidare regardless
of the awarding body uscd.

The SENCo keceps detailed records, 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), a record of assessments carried out and a signed candidate personal data consent

form for inspection by the JCQ Centre Inspection Service. (AA 8.6)

Applications arc submirtted to AAO when an asscssment has been completed for a candidate and

dctails Of approvals arc sent hOHlC to parcntsfcarcrs.

Access Arrangements Policy Page 6 of 7


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

Forest School

For administration purposcs, all Access Arrangements for external cxam groups in an academic
year, will be finalised by the Ocrober half-term of Michaclmas.

S chool—dclcgatcd ar[angcmcntsfadjustmcnts

School-delegated arrangements arc detailed within the school Access Arrangements file along with

thC CVidCIlCC Of a lliStOl'}? Of HCCCl ancl is thC candidatc’s normal Way Of\«VOl'ijg.

10 School-Specitic Criteria for Particular Arrangements/Adjustments
Word Processor Policy (Exams)

An cxam candidatc may be approved the usc of a word processor where this is appropriatce to the
candidatc’s needs and not simply because the candidare now wants to type rather than write in
cxams, or can work fastcr on a keyboard, or because they usce a laprop at home. The use of a word

proccssor Imust ].'CﬂCCt thC candidatc’s 110['111111 way Of WOl'killg \Vil'hiﬂ tllC SCl]OOl.

The school holds a policy on the use of word proccssor dctailing the critcria the school uscs to

award and allocatc word processors for cxaminations. (AA 5.8)

11 Separate Invigilation Policy

A decision where an cxam candidate may be approved scparate invigilation within the school will

bc made by the ALS lead/SENCo.

The decision will be based on:

whether the candidarte has a substantal and long-term impairment, which has an adversc cffect
and

the candidatc’s normal way of working within the school (AA 5.16)

For scparate invigilation, the candidatc’s difficultics arc established within the school (sce Chapter
4, paragraph 4.1.4) and known to a Tutor, a Head of House, Head of Scction, the SENCo or a

scnior member of staff with pastoral responsibilitics.

Scparartc invigilation reflects the candidare’s normal way of working in internal school tests and

mock examinations becausc of a long-term medical condition or long-term social, cmotional, and

mental health needs. (AA 5.16)
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