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St Bede’s is committed to being an inclusive ecumenical Christian school which allows every 
student to achieve and play their full role in a vibrant and supportive community. School life will 
be designed to accommodate as broad a range of students and their needs as possible, including 
‘reasonable adjustments’ for those with difficulties and disabilities, but we recognise that a small 
proportion of students will require special provision beyond that made normally 

Introduction 
The school is committed to providing equal opportunities for all students. Where students have a 
need which puts them at a disadvantage from accessing examinations, provision will be made. 

Access arrangements are reasonable adjustments made in examinations and assessments taken 
under controlled conditions for students with evidence of a substantial and long term need. They 
allow students with a defined need to access an assessment and to show what they know and can 
do without changing the demands of the assessment. There are various access arrangements and 
students may be granted one or more of these depending on their specific needs. Supporting 
evidence is required as stated in the guidance and regulations laid down by examination boards 
and the Joint Council for Qualifications (JCQ). 

The school takes into account this is the student’s normal way of working but includes any 
information received from previous schools, professional reports and also conducts its own tests 
to establish which students may need access arrangements for examinations. Access 
arrangements are reviewed annually. However if a student receives help in any one year it does 
not automatically mean they will receive the same help in later years. 

The Equality Act 2010 definition of disability requires examination awarding bodies and the school, 
as a centre for public examinations, to make reasonable adjustments for those students who have 
substantial (more than minor or trivial) and persistent long term (existed for at least 12 months) 
disabilities in comparison to someone who is not disabled. Disability means ‘limitations going 
beyond the normal differences in ability which may exist among people’ (JCQ Access 
Arrangements and Reasonable Adjustments). The process for access arrangements and reasonable 
adjustments are overseen by the Joint Council for Qualifications and the school has to follow their 
regulations.  

The school is committed to providing equal opportunities for all students. Where students have a 
need which puts them at a substantial disadvantage for accessing examinations suitable 
reasonable adjustments will be made. A reasonable adjustment is unique to each student and the 
school has to take steps to overcome a disadvantage.   

How the school supports access arrangements 

The school aims to support students through the following processes and trialling arrangements in 
assessments and tests. 

There are three roles which remain integral in supporting and implementing access arrangements 
at St Bede’s. They are: 

Exams Officer – the exams officer implements the SENDCo’s recommendations in an exam 
situation, ie external and Y11/13 mock exams. The exams office is not responsible for deciding 
who should be awarded access arrangements. This is the role of the SENDCo.  

SENDCo and ‘specialist assessor’ – the SENDCo is currently awaiting certification for the specialist 
assessor training course which she completed in August 2021. This will allow her to assess 
students for access arrangements.   
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SEND Administrator and Access Arrangement Coordinator oversees the administration of access 
arrangements and works very closely with the SENDCo and the Exams Officer. 

Key Stage 3 
On entry to the school in Year 7 all students have their abilities tested. These initial results are 
used to identify students who may need additional support. 

If required, support or intervention will then be put in place and monitored. This history will be 
recorded and noted as the student’s normal way of working. 

Throughout Key Stage 3, staff who have any concerns about a student who may need access 
arrangements should liaise with the SENDCo. Wherever possible, they should provide evidence of 
need. In addition, the SENDCo will ascertain whether any assessment testing needs to be 
administered to determine any specific or additional needs. 

When students reach Year 9, those who have had access arrangements applied in internal 
assessments and any newly identified students will have their needs reviewed by the SENDCo. This 
will determine what, if any, arrangements are needed for the examinations. Permission will only 
be granted where arrangements: 

• Are the student’s normal way of working, with evidence of a history of need 
• Meet the conditions set out by the examination boards and JCQ 
• Backed by information and evidence clearly demonstrating the extent of the disability and 

the need for additional support 

It is important that any student with a possible disadvantage is identified during Key Stage 3 and 
referred to the SENDCo for assessment before the end of Year 9. Applications for access 
arrangements cannot be submitted for consideration by JCQ without evidence of a history of need 
and showing that this is their ‘normal’ way of working. 

Key Stage 4 
By this stage a history of need will have been established. If new concerns are raised the same 
process will be followed as for Key Stage 3. The school will then make a decision if testing for 
access arrangements is required. Any new student transferring to St Bede’s from another school 
who has previously been given access arrangements must present the following evidence: 

• Test data 
• Supporting evidence of need and provision from their previous school 
• Completed Form 8 
• A copy of Access Arrangements online Application Approved 

It is the responsibility of the parent/carer to obtain these documents on transfer and to present 
them to the SENDCo on entry to the school. 

When access arrangements for public examinations are granted 
Students granted access arrangements will be given guidelines on how to use them and parents 
are informed by letter from the SENDCo. 

The student is responsible for using their access arrangements correctly during controlled 
assessments and examinations. 

Other Considerations 
Those students with an EHCP will automatically be considered for possible access arrangements 
(following the rules and guidance set out by JCQ). 
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Independent reports (eg those commissioned by parents through private arrangement) cannot be 
considered in isolation but will be looked at by the school. Access arrangements, however, can 
only be considered alongside school data, history of need and the student’s normal way of 
working, which must be demonstrated over a significant period of time. 

Regulations have changed in the last few years, and a diagnosis of dyslexia is no longer sufficient 
to allow a student extra time. The awarding bodies now require evidence of need in the normal 
working arrangements, ie the student uses extra time in class and for tests and internal exams. 

Reports from primary schools are not eligible as evidence for exam access arrangements in a 
secondary school setting. 

There are time restraints for some access arrangements which will be reviewed as appropriate. 

Medical emergencies do occur and will be treated urgently as to whether access arrangements are 
required for exams. 

What evidence is needed to apply for Exam Access Arrangements? 
There are a number of pieces of evidence that can be used to apply for EAA to the Joint Council for 
Qualifications (JCQ): 

• Form 8 (Parts 1 and 3 to be completed by the SENDCo and part 2 by the qualified assessor) 
• Previous EAA from Primary School; 
• Subject teachers – examples of work as appropriate to show normal way of working 
• Results of baseline tests, eg reading/comprehension age, writing tests 

The SENDCo will retain copies of evidence each time a student is referred as having a possible 
need for support. 

Supervised rest breaks  
Supervised rest breaks allow students to ‘pause’ the exam for a brief period of time. They are 
evidenced with it being the student’s normal way of working, there is not a requirement to make 
an application to JCQ for this. It is considered as a reasonable adjustment to support students who 
have a genuine substantial and long term need. Supervised rest breaks are put in place to support 
students who:  

• Suffer from extreme cases of anxiety (social emotional and mental health needs) 
• Are prone to panic attacks or ADHD and need to re-focus 
• Have physical issues, ie a recently sprained wrist which causes discomfort when writing 
• Have a medical condition 

JCQ asks SENDCos to always consider if supervised rest breaks would be more appropriate before 
making an application for 25% extra time. 

Supervised rest breaks are also awarded on account of: 

• Cognition and learning needs 
• Communication and interaction needs 

Generally it is left with the student to make the invigilator aware when they need a supervised 
rest break and how long they need, where a student uses the breaks too frequently the school 
may limit the supervised rest break but this is adaptable to the child’s needs.  

Supervised rest breaks must always be considered before making a request for extra time. 
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Use of assistive technologies 
Currently the C-Pen reader pens are used in school. If a student uses their own reader pens, they 
have to use a school reader pen which has been approved for exams by the JCQ and not their own 
reader pen. Currently the preferred option is the C-Pen reader. Students using this are allowed to 
plug headphones in so that the pen ‘reads’ the words to them without disturbing others. As such, 
they are allowed to use it in the main exam hall. 

Reader/Scribe 
A reader or scribe may be considered and is put in place to support students who have the 
following types of disability or access needs where there is a significant need, not all students with 
these impairments will need access arrangements: 

• Autistic Spectrum Disorder (ASD) 
• Learning difficulties (ie a reading age significantly below average) 
• Sensory and/or physical needs (HI, MSI, PD, VI) 
• Social, mental and emotional needs (eg ADD, ADHD) 

Both arrangements (reader and/or scribe) require a degree of familiarity between the student and 
the reader and/or scribe. The reader and/or scribe needs to be in place from Year 9 onwards at 
the very latest in order to be effective. 

Scribe 
A scribe should only be used where a student cannot use a word processor with the spelling and 
grammar check disabled or the student is not competent or confident in using a word processor. 

Extra time 
From September 2021, to award a candidate up to 25% extra time (ET), the candidate will need to 
have at least two scores below average relating to two different areas of speed of working; or one 
score of 84 or less and one score between 85 - 89 relating to two different areas of speed of 
working. 

The student is granted up to an additional 25% extra time for the examination, usually to 
compensate for a below average processing, reading or comprehension speed (a score of 84 or 
less in appropriate standardised testing). This is evidenced by (JCQ) Form 8 (where formal 
assessment has been carried out by the school’s assessor) and work gathered in school to 
demonstrate the normal way of working. This arrangement can also be supported and granted by 
(senior) medical evidence or other evidence from appropriate third parties, such as CAMHS. In 
(some of) these cases, the student does not require the Form 8, but does require a signed, 
authorised letter (ie on headed paper) from the representative of the agency making the request. 

 

This policy is subject to change in order to reflect updated JCQ guidelines each 
academic year. 


