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Access Arrangements Policy 

 
This policy is reviewed annually to comply with current JCQ and Cambridge International 
regulations.  For full details of regulations, please see current editions of ‘Adjustments for 
candidates with disabilities and learning difficulties. Access Arrangements and Reasonable 
Adjustments.’ Joint Council for Qualifications and Cambridge Handbook (International) 
‘Regulations and Guidance for administering Cambridge exams’. 
 

1. The purpose of this policy 
 

This policy is to confirm that Highgate School fulfils its obligations to identify the need for, request 
and implement Access Arrangements, and to ensure that we are fully compliant with the 2010 
Equality Act.  The policy will ensure the integrity of assessments so that all pupils are on a ‘level 
playing field’ with regards to their external examinations. Thus, Highgate School 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…’                  (JCQ General Regulations for Approved Centres) 

 
2. What are Access Arrangements? 

 
Access Arrangements 
‘Access Arrangements are pre-examination adjustments for candidates based on evidence of 
need and normal way of working. Access Arrangements fall into two distinct categories: some 
arrangements are delegated to centres, others require prior Awarding Body approval.’ (JCQ) 
Access Arrangements allow candidates/learners with special educational needs, disabilities, 
medical conditions or temporary injuries to access the assessment without changing the demands 
of the assessment. 
 
Reasonable Adjustments 
The Equality Act 2010 requires an Awarding Body to make reasonable adjustments where a 
disabled person would be at a substantial disadvantage in undertaking an assessment. 
A reasonable adjustment for a particular person may be unique to that individual and may not be 
included in the list of available Access Arrangements. 
How reasonable the adjustment is will depend on a number of factors including the needs of the 
disabled candidate/learner. An adjustment may not be considered reasonable if it involves 
unreasonable costs, timeframes or affects the security or integrity of the assessment. 
 
Definition of disability: Section 6 of the Equality Act defines disability as a ‘physical or mental 
impairment which has a substantial and long-term adverse effect on someone’s ability to carry 
out normal day to day activities’. 
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Definition of special educational needs:  A candidate has ‘special educational needs’ as defined 
in the Education Act 1996 if he/she has a learning difficulty which calls for special educational 
provision to be made for him/her. 
 

3. Who may require an Access Arrangement? 
 

Pupils with the following may need access arrangements: 

• Cognition and Learning Needs (specific learning difficulties) 

• Communication and Interaction Needs (Autistic Spectrum Disorder, Speech, Language and 
Communication Needs) 

• Sensory and Physical Needs (Hearing Impairment, Multi-Sensory Impairment, Physical Disability, 
Vision Impairment, a medical condition such as epilepsy or cancer) 

• Social, Mental and Emotional Needs (Attention Deficit Hyperactivity Disorder, Mental Health 
Conditions) 
 

4. What evidence do we need to have to secure Access Arrangements? 
 

JCQ and Cambridge International inspections require all schools to have appropriate evidence for 
every pupil awarded access arrangements. Failure to produce sufficient evidence can be deemed 
as malpractice with subsequent repercussions for the individual pupil’s examinations marks and 
for the centre. 
The appropriate evidence needed from the School for inspection is: 

• Evidence of the nature and extent of the disability, difficulty or impairment which has a 
substantial and long-term effect and a history of need and provision. Please see Assessment 
section below. 

• Evidence that the difficulties are persistent and significant 

• Evidence of how the disability, difficulty or impairment has had an impact on teaching and 
learning in the classroom 

• Confirmation that the student will be at a substantial disadvantage when compared with other 
non-disabled candidates undertaking the assessment if access arrangements were not in place 
 
For access arrangements awarded on medical grounds the School will also need to present at 
least one of the following (a letter from a GP is not admissible): 

• A letter from CAMHS or a clinical psychologist or from the Local Authority Educational 
Psychology Service 

• A letter from a hospital consultant 

• A letter from the Local Authority Sensory Impairment Service 

• A letter from a Speech and Language Therapist 
 
Please note that a letter from a medical professional is for evidence only and does not 
guarantee an application for access arrangements. 
 
Access arrangements may vary due to the different demands in some subjects and if this is the 
case then access arrangements may be awarded only for certain subjects. Where formal access 
arrangements are determined and agreed these become the ‘normal way of working’. This means 
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that the appropriate access arrangements should be taken into consideration in all internal and 
external 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 access arrangement will be removed for public examinations. 
 

5. Responsibilities of SENCo and the Exams Officer: 

 

• To ensure applications are processed on time and before the published deadline 

• To ensure the candidate meets the published criteria for the respective arrangement 

• To ensure full supporting evidence is in place before an online application is processed 

• To ensure staff roles, responsibilities and processes for identifying, requesting and 
implementing access arrangements for candidates are clearly defined 

• To ensure that the need for access arrangements for a candidate will be considered on a 
subject by subject basis 

• To ensure a candidate is involved in any decisions about arrangements, adjustments 
and/or adaptations that may be put in place for him/her and ensure the candidate 
understands what will happen at exam time 

• To ensure prior to any arrangements being put in place, checks are made that 
arrangements do not have an impact on any assessment criteria/competence standards 
being tested 

• To ensure any arrangements put in place do not unfairly disadvantage or advantage 
disabled candidates 

• To appoint appropriate centre staff as facilitators to support candidates and to ensure 
appropriate training 

• To ensure invigilators are aware of the Equality Act 2010 and are trained in disability issues 

• To ensure a process is in place to deal with emergency (temporary) access arrangements 
as they may arise, including applying for approval from the awarding body 

• To appoint a centre-based specialist assessor 

 
6. Responsibilities of the Assessor: 

 
The assessor is appropriately qualified as required: 

• an access arrangements assessor who has successfully completed a post-graduate course at or 
equivalent to Level 7, including at least 100 hours relating to individual specialist assessment. An 
access arrangements assessor may conduct assessments to be recorded within Part2 of Form 8; 
and/or 

• an appropriately qualified psychologist registered with the Health & Care Professions Council 
who may conduct assessments to be recorded within Section C of Form 8 and where necessary 
undertake full diagnostic assessments; and/or 

• a specialist assessor with a current SpLD Assessment Practising Certificate, as awarded by BDA, 
the Dyslexia Guild or Patoss and listed on the SASC website, who may conduct assessments to be 
recorded within Part 2 of Form 8 and where necessary undertake full diagnostic assessments. 
and 
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An access arrangements assessor must have successfully completed a post-graduate course at or 
equivalent to Level 7, including at least 100 hours relating to individual specialist assessment, 
which must include training in all of the following: 

• the theoretical basis underlying psychometric tests, such as the concepts of validity and 
reliability; standard deviations and the normal curve; raw scores, standard scores, quotients, 
percentiles and age equivalent scores; the concept of statistically significant discrepancies 
between scores; standard error of measurement and confidence intervals; 

• the appropriate use of nationally standardised tests for the age group being tested; 

• the objective administration of attainment tests which can be administered individually. This 
must include tests of reading accuracy, reading speed, reading comprehension and spelling. 
Appropriate methods of assessing writing skills, including speed, must also be covered; 

• the appropriate selection and objective use of tests of cognitive skills, see paragraph 7.5.12, 
page 81; 

• the ethical administration of testing including the ability to understand the limitation of their 
own skills and experience, and to define when it is necessary to refer the candidate to an 
alternative professional. 
 
Schools are not obliged to accept private reports and will only work with practitioners where 
there is an established relationship.  The practising certificates of these professionals must be 
kept on file in preparation for inspection. 
 
‘A privately commissioned assessment carried out without prior consultation with the centre 
cannot be used to award access arrangements’                                   (JCQ 7.3.6) 
                                                                                                         
Final decisions regarding access arrangements are made by the school; a diagnosis of a Specific 
Learning Difficulty does not automatically mean an access arrangement will be awarded. 
 

7. Assessments used 
 

Highgate has a wide range of assessments, all of which are approved by the awarding bodies. 
 

8. Recording evidence of normal way of working 
 

Information regarding a pupil’s specific circumstances or learning difficulties is kept on file along 
with reports from outside agencies, parents or the pupils themselves. Information regarding in 
class support, small group or one to one support is also kept on file and may be entered on SIMS. 
Those pupils who have been awarded an Access Arrangement will be given that provision in the 
classroom wherever possible as their normal way of working. The support given in the centre 
reflects the arrangement put in place for the examination series. All background information, 
support and or interventions are recorded in Form 8. 
Subject teachers may be asked to make individual comments with regard to those students who 
have been identified as having specific difficulties, responding to questions such as: 
How has this student’s difficulty had an impact on teaching and learning in the classroom? 
What support is regularly provided for this student? 
Staff are also asked to provide samples and examples of pupils’ work which are kept on file as 
evidence of normal way of working. 
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9. Deadlines 

All applications for exam access arrangements must be made by the deadlines imposed by JCQ 
and Cambridge, which vary slightly each year but are always before March.                                                  
No applications will be submitted after this date, apart from those arising from a temporary 
emergency. 

 


