
Examination access 
arrangements
A guide for candidates and parents

What are they? 

Who gets them? 

How do we do it? 



Definitions
The awarding of Access Arrangements is governed by strict regulations as set out by the 
JCQ (Joint Council for Qualifications, see http://www.jcq.org.uk/examination-
system/access-arrangementsand-special-consideration for more information)

Access arrangements are agreed before an assessment. They allow candidates with 
specific needs, such as special educational needs or disabilities* 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 particular 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’. 

* (or indeed temporary conditions or injuries) 

http://www.jcq.org.uk/examination-system/access-arrangementsand-special-consideration


Rationale
There are a number of arrangements we can apply for in order to help 
students with exams

• if they have an identified need,

• if it is their normal way of working in the classroom or internal 
school tests

• and if we can provide evidence of that



A substantial 
impairment
The evidence of need will vary depending on the disability and the 
access arrangement(s) being applied for. 

There are a number of arrangements that have a higher threshold and 
we must show a substantial impairment. For example:

• Extra time

• Read or computer reader

• Scribe or voice recognition software



Long term
We must show that the needs 
are persistent and have existed 
for at least 12 months. 

Most candidates will have 
their access arrangements in 
their Personalised Learning 
Profile (PLP).



Procedure
1. Students trial access arrangements – we will gather normal way of 

working from their teachers, exams, tests. This can start as soon 
as their needs are identified, even at primary school. 

2. We will also ask subject teachers for their opinions and advice, as 
well as evidence of need from the classroom (copies of past exam 
papers, and other written work for example). 

3. (No earlier than Year 9 but usually in Year 10) one of the school’s 
Specialist Assessors will carry out standardised assessments with 
the student. We will produce an assessment summary report which 
will include the results of a range of assessments and tests. This 
will take approximately 2 lessons, but sometimes longer. 



Procedure cont
4 . If evidence of substantial impairment is found, we will complete a 
JCQ Form 8 that contains all the information justifying our 
application. 

5. We will apply online to JCQ and Pearson. 

6. Approved application – we will let you know via your young person. 

7. The access arrangements are then valid until they have completed 
their GCSEs. 

8. In Year 12, we repeat 4-7. Re-assessment is not always necessary. 



Procedure continued

If the access arrangement is for medical or physical reasons or mental 
health difficulties, written confirmation is required. If so, we will ask 
you to provide that. 

• Hospital or clinic consultant’s letter (not GP)

• Letter from specialist service such as CAMHS



What we don’t need
At Princethorpe College, we do not need a full Educational 
Psychologist diagnostic assessment (a new report or a re-assessment). 
This may be different at other schools. Any previous reports are taken 
into consideration. Advice from a psychologist or specialist teacher 
report (eg from the BDA) is taken note of. 



What we don’t do
Our assessments in school are not diagnostic. We write an access 
arrangements assessment report, not a full diagnostic one. 

It is not necessary for a candidate to have a labelled difficulty (such as 
‘dyslexia’ or ‘dysgraphia’) 

For a full assessment, we can advise on an Educational Psychologist. 



What access 
arrangements might 
be necessary?
These are not exhaustive, but these are the ones most commonly 
granted for GCSE/ A Level at our school. 



Separate 
invigilation 

Some students will need to sit their exams in a different room than 
the sports hall. This may be because of mental health difficulties, 
attention needs or a medical condition. 

Separate invigilation can be individual – a room alone with the 
invigilator. It can be a shared smaller room. 

This will be decided on a case by case basis, based on the evidence that 
we have (including medical evidence where relevant).



Supervised rest breaks
Rest breaks are awarded where there is a need for students to stop 
during an exam to take a break - for various factors that may be 
medical, physical or emotional/psychological reasons. 

The candidate needs to put their hand up and let the invigilator know 
that they need a break. The exam is paused and the re-started when 
the student is ready to begin again. No exam time is lost. If the 
candidate needs to leave the room, they are supervised at all times. 

This is trialled in advance in school exams and mocks in order to plan 
for the final exam papers. 



Use of a word processor
Word processor is awarded if it is the student’s 
normal way of working and if it significantly 
improves the quality of language written down. 

Due to a learning difficulty, a medical condition, a 
physical or sensory impairment, writing organisation
difficulties or illegible handwriting. Use of a laptop 
will already be their normal way of working. 

They will take the exam in a computer room on a 
school PC. Spelling and grammar check will be 
turned off.



A prompter
A candidate may be assisted by a prompter who can 
keep the candidate focused on the need to answer a 
question and then move on to answering the next 
question.

Will trial this in school examinations. Usually due to 
identified attention difficulties. 

Candidates with a prompter are generally grouped in 
a small room so that the invigilator will need to help 
just a few young people. 



Coloured overlay
If a candidate has indentified visual 
stress when reading. 

Normal way of working. 

The Exams Officer keeps a spare backup 
overlay in the correct colour (in case 
they forget it on the day)



Coloured paper and/or 
enlarged font
If a candidate has indentified visual stress when 
reading. 

Normal way of working. 

We print the exam paper onto the correct colour on 
the day of the exam. 

For modified papers, we must order in advance. 

• A4 modified 18 point bold 

• A3 modified 24 point bold 

• A4 modified 24 point bold 

• A3 modified 36 point bold 



Colour naming
If a candidate has indentified colour 
processing difficulty (colour blindness) 
and the exam papers have coloured 
elements. 



Read out loud
Some students may benefit from being able to read 
the questions out loud and hear their own voice, 
working out etc. 

They will be invigilated in a room on their own, and 
this will have been their normal way of working in 
the classroom, in internal exams.

Usually due to a difficulty with processing language 
– such as a Specific Learning Difficulty including 
dyslexia. 



Exam pen
Can be used by those who don’t qualify for a reader. Benefits pupils 
who may want to check occasional words and phrases. 

A permitted examination reading pen will not have an in-built 
dictionary or thesaurus, or a data storage facility.



Arrangements that are only 
available to certain candidates

Significant difficulty = below average on current assessment – 1 
standard deviation. 

Students with below average scores in a particular area. 



Extra time
In almost all cases, 25% additional time added at the end. 

Students are awarded 25% extra time (ET) if they need longer to process 
information and/or longer to read and/or write. 

We have to provide evidence that the student has needed extra time to 
complete written work and exams and that it is their normal way of 
working. 

In exceptional circumstances we can apply for extra time of more than 25% 
extra time. This is highly unusual and we will have to gather evidence of 
very substantial impairment in two different tests of the assessment, in 
addition to a compelling and substantial picture of need. 



Reader (or computer reader)
Students awarded a reader will take their exams in a separate room with an 
invigilator. The reader will read out loud all the exam text and questions. The 
candidate can also ask the invigilator to re-read single words, sentences, labels on 
diagrams etc as well as their own written answers. 

Readers may not re-word or elaborate questions in any way. 

To increase student independence we encourage students to use a computer reader. 
This is a piece of software which reads text to the student in an exam. They can 
highlight the text as many times as they like and listen to it through headphones. 
We strongly encourage the use of a computer reader, as it can be used in exam 
papers that test reading. A human reader cannot. 

(A computer reader and a reader do not interpret text in the same way. A reader can 
add a layer of vocal interpretation (nuance and meaning). This could affect a 
candidate’s response and therefore compromise the reliability of the qualification. A 
computer reader is an acceptable arrangement since it allows the candidate to 
independently meet the requirements of the reading standards. )



Reading 
software

Immersive Reader in Office 365 

Lots of advice 

on BDA 

website

Free 

extensions for 

Chrome –

such as Read 

Aloud or 

ClaroRead



Reading 
software



Reading software
We use Claro SE on our school computers, because it is approved for 
use in examinations. Candidates will have a pdf of the exam paper on 
a computer and headphones. They can listen to the questions (and any 
text) as many times as they need to. They can either word process 
their answers or write on a paper version of the exam. 



A scribe or voice 
recognition software
The invigilator acts as a scribe and writes down (or may type) the dictated answers 
to the questions under direction of the candidate. They write exactly what the 
candidate says. 

Usually for pupils who have very poor spelling or writing skills, compared with 
strong verbal responses. Must be normal way of working and they will practice with 
a scribe in internal exams and regularly leading up to final papers. 

The student will not have access to the marks awarded for spelling. They can choose 
to dictate punctuation, in which case they will get those marks.

JCQ encourages the use of voice activated (speech recognition) software as well. 
Another possibility is that the student word processes their own work, but has the 
spellchecker and the grammar checker turned on. 



Voice recognition 
software

Instead of a scribe

Candidates are much more independent. 
They can use voice recognition software daily  
for homework, classwork or coursework tasks 
on their own device. This is recommended 
because it is a more realistic access 
arrangement for university and for the 
workplace. 

Students are currently using their own 
Dragon Dictate software on their own 
laptops. 



When?
Year 10 usually, but no later than Year 11 mock examinations. We 
cannot apply after that. 

If students are sitting an exam in Year 9 (eg Latin) we will apply for 
them earlier ready for that. 



Driving theory 
test
It is possible to have extra time in the driving theory test if you have 
identified reading difficulties. You will need a letter confirming 
normal way of working. 

This may apply to various professional examinations. 



Any questions?


