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WYVERN COLLEGE  

POLICY NUMBER 16 

SPECIAL EDUCATIONAL NEEDS  
 

PURPOSE 

 
This document describes how Wyvern adopts ‘a whole college approach’ to help each student experience 
success and reach their potential by providing high standards of education and care. Wyvern staff are 
committed to the inclusion of all students so they can achieve optimal educational outcomes. We therefore: 

 offer opportunities to allow students to develop their talents and to provide  equality of education 
and opportunity for students with special educational needs and disabilities (SEND). 

 value every individual and celebrate their achievements 
 Identify and respond to individual needs 
 Identify and overcome potential barriers to learning 

 

RATIONALE 
 
Wyvern is committed to ensuring that all students regardless of their circumstances are given equal 
opportunities to develop their potential, achieve positive outcomes and feel valued members of the college   
community.  
 
This policy aims to: 
 

 Describe and promote the college’s philosophy on special educational needs and disabilities 
 Confirm that, the education of all students, including those who may have special educational 

needs and disability, is the shared responsibility of the whole staff and work should be 
differentiated to meet their needs.  

 Reinforce that all teachers are teachers of special educational needs. Every teacher is 
accountable for the progress and development of all students in their classes even where 
students access support from Teaching Assistants or specialist staff. (Code of Practice 2014: 
6.36) 

 
Teaching and supporting students with SEND is therefore a whole college responsibility requiring a whole 
college response. Meeting the needs of students with SEND requires partnership working between all 
those involved - Local Authority (LA), college, parents/carers, students, children’s services, and all other 
agencies.  
   

PHILOSOPHY 
 
Our philosophy is based on the belief that all students are of equal worth and should have an entitlement to 
equal opportunities. An underlying principle that informs the college’s SEN policy is that of inclusion. High 
quality teaching is that which is differentiated to meet the needs of the majority of students. Some students 

will need something additional to and different from what is provided for the majority of students; this is 
special educational provision and we will use our best endeavours to make appropriate   provision for those 
who need it. 
 
Wyvern will do its best to provide for any student who has special educational needs or disabilities. We will 
expect that all staff in the college can identify and provide for those students who have special educational 
needs or disabilities and   support students with SEND to join in the activities of the college. 
 
The staff and governors of Wyvern will also work to enable all SEND students to develop their potential,  
and  include them  within the college  community and support them  to make successful transfers between 
educational establishments. This policy aims to support all members of staff in providing positive whole 
college approaches toward the learning, progress, and achievement of SEND students. In line with the 
 
 



                                                                                                                     Page 2 of 18   

 

 
 Code of Practice 2014, (6.1): All students at Wyvern are entitled to an education that supports them in 
making progress so they: 
 

 Achieve their best 
 Become confident individuals living fulfilling lives, and 
 Make a successful transition into adulthood whether into employment, further or higher education or 

training 
 

AIMS OF POLICY 

 
The SEND policy seeks to support the college’s Vision and Values   by recognising the need to provide the 
structure for a student-centred process that engages students, families, college and other professionals in 
planning for and implementing high quality, needs led provision that is consistent across the college.  
 
Wyvern will support student to access the same opportunities for learning and social development 
achieving progress, developing their potential and promoting their well-being. We are committed to offering 
an inclusive curriculum to ensure the best possible outcomes for all students, whatever their needs or 
abilities, as a result of everyone working together. 
 
The aims of this special educational needs policy are: 
 

 To assist Wyvern in complying  with the requirements of the Children’s and Families Act 2014, The 

SEND Code of Practice 2015 (Updated) and other statutory guidance.  

 To meet the duties and responsibilities towards students with disabilities and comply with the Equality 

Act of 2010 duties.  

 To enable students with SEND to be identified early as possible. 

 To implement a graduated approach to meeting the needs of students using the Assess, Plan, Do, 

Review process. 

 To expect teachers and staff to monitor the progress of all students as continuous monitoring of 

students with SEND by their teacher’s will help them to reach their potential. 

 To consider the view of the students with special educational needs where appropriate 

 To work closely with parents, support agencies, other external agencies including those from Health 

and Social Care, and facilitate clear communications and the sharing of expertise in the best interest of 

the student. 

 To set appropriate individual learning outcomes based on prior achievement, high aspirations and, 

where, practicable  the views of the learner and family. 

 To encourage high standards of achievements and rapid and sustained progress by all students, within  

an environment that supports  them in  developing   their potential  

 To create a climate of inclusion valuing high quality teaching for all learners, with teachers using a 

range of effective differentiation methods. 

 To share expertise and good practice across the college and local learning community. 

 To make efficient and effective use of college resources. 

 To provide curriculum access for all. 

 Students with medical conditions will have a medical diagnosis but not all students with medical 

conditions will have special educational needs. Where students with medical conditions also have 

SEND their provision will have regard to the statutory guidance ‘Supporting Pupils at School with 

Medical Conditions’.  

 To support all staff to meet identified student-needs through efficient communication systems and 

Professional Development. 
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RESPONSIBILITIES 

 
Provision for students with special educational needs is a matter for the college as a whole. In addition to 
the Governing Body, Head Teacher, SENCO, and all members of staff have important responsibilities.  

 

The Governing Body 

 
The Governing Body follows the guidelines as laid down in the SEND Code of Practice (2014) to: 

a) Use their best endeavours to make sure that a student with SEND gets the support they need- this 
means doing all they can to meet students special educational needs within the resources available  

b) Enable  students with SEN to engage in the activities of the college alongside students who do not 
have SEN 

c) Designate a teacher to be responsible for co-ordinating SEN provision - the SEN co-ordinator, or 
SENCO. 

d) Establish  provision of  a  high standard for SEND students 

 Determine that a ‘responsible person’ is identified to link with the SENCO and to review the work of 
the departments. 

 Have regard to the Code of Practice when carrying out these responsibilities 

 Be involved in developing and subsequently reviewing SEND Policy. 

 Expect all teachers in the college to be accountable for the progress and development of the 
students in their classes, including where students access support from teaching assistants and 
specialist staff. 

 Determine that the college has clear and flexible strategies for working with parents, and that these 
strategies encourage involvement in their child’s education. 

 Report to parents on the implementation of the college’s policy for students with SEND and ensure 
that individual parents are consulted and involved regarding any additional provision for  a student 
with SEND.  

 Prepare a SEN Information report and outline the arrangements for the admission of disabled 
students, the steps being taken to prevent disabled students from being treated less favourably 
than others, the facilities provided to enable access to the college for disabled students and the 
accessibility plan showing how they plan to improve access progressively over time. 
 

Headteacher: 

 
The Headteacher has responsibility for the day-to-day management of all aspects of the college’s work, 
including the provision for students with special education needs. The Headteacher will keep the Governing 
Body fully informed on Special Educational Needs issues. The Headteacher will work closely with the 
SENCO and the Governor with responsibility for SEND. 
 

Senco: 
 
In collaboration with the Headteacher and governing body, the SENCO determines the strategic 
development of the SEND policy and provision with the ultimate aim of raising the achievement of students 
with SEND. 
 
The SENCO is delegated the day-to-day responsibility for the operation of the SEND policy supported by 
other college-based professionals and co-ordinates the provision for individual students working closely 
with staff, parents/carers and external agencies. The SENCO provides relevant professional guidance to 
colleagues with the aim of securing high-quality teaching for students with special educational needs. 
 
Through analysis and assessment of student’s needs, and by monitoring the quality of teaching and 
standards of student’s achievements and setting targets, the SENCO develops effective ways of 
overcoming barriers to learning and sustain effective teaching. 
 
The SENCO supports subject teachers so that learning of all students is given equal priority. 
 
The principle responsibilities for the SENCO include: 
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 Overseeing the day-to-day operation of the SEND policy alongside other college based 
professionals 

 Co-ordinating provision for SEND students and reporting on progress 

 Advising on the graduated approach to providing SEND support - Assess, Plan, Do, Review 

 Advising on the deployment of the college’s delegated budget and other resources to meet 
students’ needs effectively 

 Monitoring relevant SEND CPD for all staff 

 Overseeing the records of all students with special educational needs and ensuring they are up to 
date 

 Liaising with parents/carers of students with special educational needs 

 Contributing to the in-service training of staff 

 Being a point of contact with external agencies, especially the local authority and its support 
services 

 Liaising with other colleges, educational psychologists, health and social care professionals and 
independent or voluntary bodies 

 Liaising with potential next providers of education to ensure a student and their parents/carers are 
informed about options and a smooth transition is planned 

 Evaluating  the impact of interventions provided for students with SEND 

 Leading on the development of high quality SEND provision as an integral part of the college 
improvement plan 

 Working with the Head Teacher and the college governors in order that  the  college meets its 
responsibilities under the Equality Act (2010) with regard to reasonable adjustments and access 
arrangements 

 

All Teaching and Non-Teaching Staff: 

 

 All staff are made aware of the college’s SEND policy and the procedures for identifying, assessing, 
and making provision for students with special educational needs. 

 All teachers are teachers of special educational needs. Every teacher is responsible and 
accountable for the progress and development of all students in their classes even where students 
access support from Teaching Assistants or specialist staff. 

 Subject teachers are fully involved in providing high quality teaching, differentiated for individual 
students. This includes reviewing and, where necessary, seeking advice to improve their 
understanding of strategies to identify and support vulnerable students and strengthen their 
knowledge of the SEND most frequently encountered. 

 Subject teachers are responsible for setting suitable challenges and facilitating effective special 
educational provisions in response to the students’ diverse needs in order to remove potential 
barriers to learning. This process should include working with the SENCO and other college based 
 professionals to carry out a clear analysis of the student’s needs, drawing on the teacher’s 
assessment and experience of the student as well as previous progress and attainment. 

 Teaching Assistants will liaise with the class teacher and SENCO on planning, on student response 
and on progress in order to contribute effectively to the graduated response, (assess, plan, do, and 
review). 

 

MEETING MEDICAL NEEDS 

 
The Children and Families Act 2014 places a duty on the college to make arrangements to support 
students with medical conditions. Individual Health Care Plans will specify the type and level of support 
required to meet the medical needs of such students.  
 
Where students also have SEN, their provision should be planned and delivered in a co-ordinated way, 
taking due regard to Wyvern’s medical policy. For those students with an Education, Health, and Care  
 
 
Plan (EHCP) this will be used as it brings together health and social care needs, as well as their special 
educational provision. 
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Wyvern recognises that students at college with medical conditions should be properly supported so that 
they have full access to education, including college trips and physical education. Some students with 
medical conditions may be disabled and where this is the case the college will comply with its duties under 
the Equality Act 2010.  
Please see Wyvern’s Medical Policy for further details. 

 

RELATED DOCUMENTS 

 
This policy complies with the statutory requirement laid out in the SEND Code of Practice 0-25 years 
(2014) and has been written with reference to the following guidance and documents: 
 

 The Code of Practice for SEN 0-25 Years (2014) 

 The Code of Practice for SEN 0-25 Years (2015) updated 

 Children and Families Act 2014 

 The Equality Act (2010) 

 Hampshire County Council SEN Support: Guidance for early years providers,  mainstream schools 
and colleges  (2014) 

 Hampshire’s Local offer for SEND 

 Schools SEN Information Report Regulations (2014) 

 Statutory Guidance on Supporting students at school with medical conditions (April 2014) 

 Supporting Students at School with Medical Conditions (2014) 

 Teachers Standards 2012 
 
This policy is linked to the Equalities, Diversity and Accessibility Policies, Teaching and Learning Policy, the 
Safeguarding Policy and the SEND Information Report. 

 

Reviewed:      January 2018 

    

Reviewers:     Cheron Macdonald and Lynda Smith 

 

Next Review Date:    January 2019 

 

Approved by Curriculum & Standards Committee on 15th January 2018 

 

Ratified by Full Governing Body on 29th January 2018 
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Key staff involved in the policy 

Role Name(s) 

SENCo Cheron Macdonald 

SENCo line 
manager (Senior 
Leader) 

Jennie Firth – Assistant Headteacher   

Simon Stocks – Deputy Headteacher –  Exams 

Head of centre Mr Alan Newton 

Assessor(s) Cheron Macdonald 

Access 
arrangement 
facilitator(s)  

Sue Hogan   - Exams Officer  

Natalie Smith – Access Arrangements Facilitator 

file://///SVR-FS1.Wyvern.Internal/Staff%20Home%20Areas$/adminjd/Access%20Arrangements/Disability%20policy%20(exams)%202018.docx%23_Toc503257914
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Purpose of the policy 

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

which details how the centre 

“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… 

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

[Quote taken directly from section 5.4 of the current JCQ publication General regulations for approved centres] 

 

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

 

This policy details how the centre facilitates access to exams and assessments for disabled 

candidates, as defined under the terms of the Equality Act 2010, by outlining staff roles and 

responsibilities in relation to 

 identifying the need for appropriate arrangements, reasonable adjustments and/or 

adaptations (referred to in this policy as ‘access arrangements’) 

 requesting access arrangements 

 implementing access arrangements and the conduct of exams 

 good practice in relation to the Equality Act 2010  
 

The Equality Act 2010 definition of disability 

A definition is provided on page 4 of the current JCQ publication Adjustments for candidates with 

disabilities and learning difficulties Access Arrangements and Reasonable Adjustments 

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

 

Identifying the need for access arrangements 

Roles and responsibilities 

Head of centre 
 Is familiar with the entire contents, refers to and directs relevant centre staff to the annually updated 

JCQ publications including GR and AA 

 Ensures an appropriately qualified assessor(s) is appointed and that evidence of the qualification(s) 

of the person(s) appointed is held on file (See Appendix at the end of the Policy for evidence of 

assessors qualifications. 

Senior leaders 

 Are familiar with the entire contents of the annually updated JCQ publications including GR and AA 

 Ensures a policy demonstrating the centre’s compliance with relevant legislation is in place 

 Support the SENCo in determining the need for and implementing access arrangements 

 

 

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
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/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Special Educational Needs Coordinator (SENCo) 

 Has full knowledge and understanding of the contents, refers to and directs relevant centre staff to 

the annually updated JCQ publication AA 

 Ensures the quality of the access arrangements process within the centre 

 Ensures staff roles, responsibilities and processes in identifying, requesting and implementing 

access arrangements for candidates are clearly defined and documented 

 Ensures the assessment process is administered in accordance with the regulations 

 Ensure a statement is provided which details the criteria the centre uses to award and allocate word 

processors for exams 

 Leads on the access arrangements process to facilitate access for candidates 

 Defines and documents roles, responsibilities and processes in identifying, requesting and 

implementing access arrangements (Access arrangements policy –  Also see SEN Policy) 

 Ensures that all assessments carried out and arrangements put in place comply with JCQ and 

awarding body regulations and guidance 

 Ensures arrangements put in place for exams/assessments reflect a candidate’s normal way of 

working within the centre 

 Ensures the need for access arrangements for a candidate will be considered on a subject by 

subject basis 

 Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s qualification 

 Works with teaching staff, relevant support staff and the exams officer to ensure centre-delegated 

and awarding body approved access arrangements are put in place for candidates taking internal 

and external exams/assessments 

 Conducts appropriate assessments to identify the need(s) of a candidate 

 Provides appropriate evidence to confirm the need(s) of a candidate 

 Completes appropriate documentation as required by the regulations of JCQ and the awarding 

body 

Teaching staff  

 Inform the SENCo of any support that might be needed by a candidate 

 Provide comments/observations to support the SENCo in painting a holistic picture of need 

confirming normal way of working for a candidate 

 Support the SENCo in determining the need for and implementing access arrangements 

 Provide information to evidence the normal way of working of a candidate 

Exams Officer 

 Support the SENCo in determining the need for and implementing access arrangements 

 Ensure a statement is provided which details the criteria the centre uses to award and allocate word 

processors for exams 

 Ensures the qualified assessor(s) has access to the assessment objectives for the relevant 
specification(s) a candidate is undertaking  

Support staff   Learning Support Assistants, (where appropriate) Provide comments/observations 

to support the SENCo in painting a holistic picture of need confirming normal way of working for a 

candidate 

 Support the SENCo in determining the need for and implementing access arrangements 

 Provide information to evidence the normal way of working of a candidate 

Assessor of candidates with learning difficulties 
(An assessor of candidates with learning difficulties will be an appropriately qualified access arrangements 

assessor/psychologist/specialist assessor)  

 Has detailed understanding of the current JCQ publication AA 

Please see Appendix for qualifications and current training certificates 

 

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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Use of word processors 

Any arrangement for the use of a word processor within school will be determined by the SENCo who 

is also the Specialist Assessor. 

The provision of a word processor is strictly monitored and students must meet the criteria below:  

To address an underlying difficulty such as: speed of handwriting, poor legibility, medical condition, 

physical disability, sensory impairment, planning and organisational difficulties or they have an injury 

which prevents the student from being able to write.  

This must become the student’s normal way of working before such arrangement can be made for 

examinations. 

 

Requesting access arrangements 

Roles and responsibilities 

Special Educational Needs Coordinator (SENCo) 

 Determines if the arrangements identified for a candidate require prior approval from the awarding 

body before the arrangements are put in place or if approval is centre-delegated 

 Follows guidance in AA Section 8 to process approval applications for access arrangements for 

those qualifications listed on page 2 of AA 

 Applies for approval where this is required, through Access arrangements online (AAO), or through 

the awarding body where qualifications sit outside the scope of AAO 

 Ensures appropriate and required evidence is held on file to confirm validation responses in AAO 

including the completion of JCQ Form 8 (Application for access arrangements – Profile of learning 

difficulties), where required, and a body of evidence to substantiate the candidate’s normal way of 

working within the centre 

 Ensures where form 8 is required to be completed, the original form is signed by hand and dated as 

required prior to approval being sought and that the original form is provided for processing and 

inspection purposes 

 Confirms by ticking the ‘Confirmation’ box prior to submitting the application for approval that the 

‘malpractice consequence statement’ has been read and accepted 

 Makes an awarding body referral through AAO where the initial application for approval may not be 

approved by AAO, where it is deemed by the centre that the candidate does meet the criteria for 

the arrangement(s) 

 Ensures that arrangements, and approval where required, are in place before a candidate takes 

his/her first exam or assessment (which is externally assessed or internally assessed/externally 

moderated) 

 Ensures that where approval is required that this is applied for by the awarding body deadline 

 Maintains a file for each candidate that will include: 

 completed JCQ/awarding body application forms and evidence forms 

 appropriate evidence to support the need for the arrangement where required 

 appropriate evidence to support normal way of working within the centre 

 in addition, for those qualifications listed on page 2 of AA (where approval is required), a 

print out of the AAO approval and a signed data protection notice (which provides candidate 

consent to their personal details being shared)  

 Presents the files when requested by a JCQ Centre Inspector 

 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
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Exams Officer 
 Is familiar with the entire contents of the annually updated JCQ publication GR and is aware of 

information contained in AA where this may be relevant to the EO role. 

 Follows guidance in AA Section 8 to process approval applications for access arrangements for 

those qualifications listed on page 2 of AA 

 Applies for approval where this is required for example in case of an emergency application if a 

student has broken their arm, through Access arrangements online (AAO), or through the awarding 

body where qualifications sit outside the scope of AAO 

 Ensures the names of all other assessors, who are assessing candidates studying qualifications as 

listed on page 2 of AA, are entered into AAO to confirm their status including any professionals 

working outside the centre 

 Ensures that arrangements, and approval where required, are in place before a candidate takes 

his/her first exam or assessment (which is externally assessed or internally assessed/externally 

moderated) 

 Liaises with teaching staff regarding any appropriate modified paper requirements for candidates 

 Liaises with the SENCo to ensure arrangements are in place to either order a non-interactive 

electronic (PDF) question paper or to open question paper packets in the secure room within 90 

minutes of the published starting time for the exam where the centre is permitted to modify a 

timetabled written component exam paper (copy on coloured paper, enlarge to A3 or copy to single 

sided print) 

 Following the appropriate process (AAO for those qualifications listed on page 74 of AA; JCQ Form 

7 or Form VQ/EA), orders published modified papers, by the awarding body’s deadline for the exam 

series, where these may be required for a candidate 

 

Implementing access arrangements and the conduct of exams 

Roles and responsibilities 

External assessments 

These are assessments which are normally set and marked/examined by an awarding body which 

must be conducted according to awarding body instructions and/or the JCQ publication 

Instructions for conducting examinations (ICE).  

 

Head of centre 

 Supports the SENCo, the exams officer and other relevant centre staff in ensuring appropriate 

arrangements, adjustments and adaptations are in place to facilitate access for disabled candidates 

to exams 

 Is familiar with the Checklist for heads of centre and examination officers – The Equality Act 2010 

and conduct of examinations provided in the current ICE (page 44) 

Special Educational Needs Coordinator (SENCo) 

 Ensures appropriate arrangements, adjustments and adaptations are in place to facilitate access 

for candidates where they are disabled within the meaning of the Equality Act (unless a temporary 

emergency arrangement is required at the time of an exam) 

 Is familiar with the Checklist for heads of centre and examination officers – The Equality Act 2010 

and conduct of examinations provided in the current ICE (page 44) 

 Ensures a candidate is involved in any decisions about arrangements, adjustments and/or 

adaptations that may be put in place for him/her and ensures the candidate understands what will 

happen at exam time 

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
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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 Ensures that prior to any arrangements being put in place checks are made that arrangements do 

not impact on any assessment criteria/competence standards being tested 

 Ensures that any arrangements put in place do not unfairly disadvantage or advantage disabled 

candidates 

 Liaises with the exams officer (EO) regarding facilitation and invigilation of access arrangement 

candidates in exams 

 Liaises with the EO to ensure that invigilators are made aware of the Equality Act 2010 and are 

trained in disability issues 

Exams Officer 
 Is familiar with and follows the Checklist for heads of centre and examination officers – The Equality 

Act 2010 and conduct of examinations provided in the current ICE (page 44) 

 Is familiar with the Checklist for heads of centre and examination officers – The Equality Act 2010 

and conduct of examinations provided in the current ICE (page 44) 

 Ensures a candidate is involved in any decisions about arrangements, adjustments and/or 

adaptations that may be put in place for him/her and ensures the candidate understands what will 

happen at exam time 

 Ensures exam information (JCQ information for candidates documents, individual exam timetable 

etc.) is adapted where this may be required for a disabled candidate to access it 

 Ensures that prior to any arrangements being put in place checks are made that arrangements do 

not impact on any assessment criteria/competence standards being tested 

 Ensures that any arrangements put in place do not unfairly disadvantage or advantage disabled 

candidates 

 Liaises with other relevant centre staff regarding the provision of appropriate rooming and 

equipment that may be required to facilitate access for disabled candidates to exams 

 Ensures facilitators supporting candidates are appropriately trained and understand the rules of the 

particular access arrangement(s) 

 Ensures a record of the training given to those facilitating an access arrangement for a candidate 

under examination conditions is kept and retained on file until the deadline for enquiries about 

results has passed or until any appeal, malpractice or other results enquiry has been completed, 

whichever is later 

 Ensures a facilitator acting as a prompter is aware of the appropriate way to prompt depending on 

the needs of the candidate 

 Ensures invigilators supervising access arrangement candidates are trained in their role and 

understand the invigilation arrangements required for access arrangement candidates as detailed in 

ICE 7 and 8  

 Ensures cover sheets, where these are required by the arrangement are completed as required by 

facilitators  

 Liaises with the EO where a facilitator may be required to support a candidate requiring an 

emergency (temporary) access arrangement at the time of exams 

 Liaises with the SENCo and other relevant centre staff to ensure appropriate arrangements, 

adjustments and adaptations are in place to facilitate access for disabled candidates to exams 

 Liaises with the SENCo to ensure exam information (JCQ information for candidates documents, 

individual exam timetable etc.) is adapted where this may be required for a disabled candidate to 

access it 

 Liaises with the SENCo regarding the facilitation and invigilation of access arrangement candidates 

 Liaises with the SENCo regarding rooming of access arrangement candidates 

 Liaises with the SENCo to ensure that invigilators are made aware of the Equality Act 2010 and are 

trained in disability issues 

 Ensures appropriate seating arrangements are in place where different arrangements may need to 

be made for a candidate to facilitate access to his/her exams 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations


                                                                                                                     Page 12 of 18 
  

 

 Ensures invigilators are briefed prior to each exam session of the arrangements in place for a 

disabled candidate in their exam room 

 Checks in advance of dated exams/assessments that modified paper orders have arrived (and if 

not will contact the awarding body to ensure that papers are available when required) 

 Makes modifications that are permitted by the centre (a question paper copied onto coloured paper, 

an A4 to A3 enlarged paper or a paper printed on single sheets or where a question paper may 

need to be scanned into PDF format where a candidate is approved the use of a computer reader) 

that may be required and  either accesses a non-interactive electronic (PDF) question paper or 

opens the exam question paper packet in the secure room no earlier than 90 minutes prior to the 

published start time of the exam 

 Understands that where permitted/approved, secure exam question paper packets may need to be 

opened early where preparation is required by the facilitator (Oral Language Modifier, Live Speaker, 

Sign Language Interpreter only) 

 Ensures that the facilitator only has access to the papers 60 minutes prior to the published start 

time of the exam 

 Provides cover sheets prior to the start of an exam where required for particular access 

arrangements and ensures that these have been fully completed before candidates’ scripts are 

dispatched to examiners/markers 

 prints pre-populated cover sheets from AAO where this is required for those qualifications 

listed on page 2 of AA 

 Has a process in place to deal with emergency (temporary) access arrangements as they arise at 

the time of exams in terms of rooming and invigilation 

 Liaises with the SENCo where a facilitator may be required to support a candidate requiring an 

emergency (temporary) access arrangement at the time of exams 

 Where required for emergency (temporary) access arrangements, applies for approval through 

AAO or through the awarding body where qualifications sit outside the scope of AAO 

  

Other relevant centre staff 

 Support the SENCo and the exams officer to ensure appropriate arrangements, adjustments and 

adaptations are in place to facilitate access for disabled candidates to exams 

 Is familiar with the Checklist for heads of centre and examination officers – The Equality Act 2010 

and conduct of examinations provided in the current ICE (page 44) 

 Ensures a candidate is involved in any decisions about arrangements, adjustments and/or 

adaptations that may be put in place for him/her and ensures the candidate understands what will 

happen at exam time 

 Liaises with the exams officer (EO) regarding facilitation and invigilation of access arrangement 

candidates in exams 

 Arranges appropriate centre staff as facilitators to support candidates (practical assistant, prompter, 

Oral Language Modifier, reader, scribe or Sign Language Interpreter) 

 Ensures the facilitator is known by or introduced to the candidate prior to exams 

 

Other relevant centre staff could include: 

 Staff responsible for IT or other specialist equipment that may need to be provided or adapted for 

a candidate 

 Estates/site staff responsible for rooms and non-specialist equipment (chairs, tables, clocks etc.) 

used for exams that may need to be adapted for a candidate 

 Senior staff responsible for the centre’s emergency evacuation procedures and the 

arrangements that may need to be in place for a candidate with a disability who may need 

assistance when an exam room is evacuated 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Internal assessments 

These are non-examination assessments (NEA) which are normally set by a centre/awarding 

body, marked and internally verified by the centre and moderated by the awarding body.  

“Externally marked and/or externally set practical examinations taken at different times across centres are 

classified as ‘NEA’.” 

[Quote taken from the JCQ publication Instructions for conducting non-examination assessments, ] 

Special Educational Needs Coordinator (SENCo) 

 Liaises with teaching staff to implement appropriate access arrangements for candidates 

 Ensures centre-delegated and awarding body approved arrangements are in place prior to a 

candidate taking his/her first formal supervised assessment 

 Ensures candidates are aware of the access arrangements that are in place for their assessments 

 Liaises with the teacher where a facilitator may be required to support a candidate requiring an 

emergency (temporary) access arrangement at the time of his/her formal supervised assessment 

Teaching staff  

 Support the SENCo in implementing appropriate access arrangements for candidates 

 Provide the SENCo with assessment schedules to ensure arrangements are put in place when 

required 

 Liaise with the SENCo regarding assessment materials that may need to be modified for a 

candidate 

Exams Officer 

 Ensures facilitators supporting candidates are appropriately trained and understand the rules of the 

particular access arrangement(s) 

 Ensures cover sheets are completed as required by facilitators 

 

Internal exams 

These are exams or tests which are set and marked within the centre; normally a pre-cursor to 

external assessments.  

Special Educational Needs Coordinator (SENCo) 

 Liaises with teaching staff to implement appropriate access arrangements for candidates 

Teaching staff   

 Support the SENCo in implementing appropriate access arrangements for candidates 

Exam Officer 

 Provide exam materials that may need to be modified for a candidate 

 Provide the SENCo with internal exam timetable to ensure arrangements are put in place when 

required 

 

Facilitating access - examples 

The following information confirms the centre’s good practice in relation to the Equality Act 2010 

and the conduct of examinations. 

On a candidate by candidate basis, consideration is given to  

 adapting assessment arrangements 

 adapting assessment materials 

 the provision of specialist equipment or adaptation of standard equipment 

 adaptation of the physical environment for access purposes 

http://www.jcq.org.uk/exams-office/non-examination-assessments
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The table provides example arrangements, adjustments and adaptations that are considered to 

meet the need(s) of a candidate and the actions considered/taken by the centre for the purposes 

of facilitating access. 

Example of candidate 

need(s) 

Arrangements 

explored 
Centre actions  

A medical condition 
which prevents the 
candidate from taking 
exams in the centre 

Alternative site for 
the conduct of 
examinations  

Supervised rest 
breaks 

SENCo gathers evidence to support the need for the candidate to 
take exams at home 

Pastoral head provides written statement for file to confirm the 
need 

Approval confirmed by SENCo; AAO approval for both 
arrangements not required 

SENCo and EO discussion with candidate to confirm the 
arrangements should be put in place 

EO submits appropriate ‘Alternative site for the conduct of exams 
form’ 

EO provides candidate with exam timetable and JCQ information 
for candidates 

EO agrees with candidate that prior to each exam will call to 
confirm fitness to take exam 

EO allocates invigilator(s) to candidate’s timetable; confirms time 
of collection of exam papers and materials 

Invigilator monitors candidate’s condition for each exam and 
records any issues on incident log 

Invigilator records rest breaks (time and duration) on incident log 
and confirms set time given for exam 

Invigilator briefs EO after each exam on how candidate’s 
performance in exam may have been affected by his/her condition 

EO discusses with SENCo and pastoral head if candidate is 
eligible for special consideration (candidate present but 
disadvantaged) 

EO processes request(s) for special consideration where 
applicable; incident log(s) provides supporting evidence 

EO  informs candidate that special consideration has been 
requested 

Persistent and 
significant difficulties in 
accessing written text  

Reader/computer 
reader 

25% Extra time  

Separate 
invigilation within 
the centre 

Confirms candidate is disabled within the meaning of the Equality 
Act 2010  

Papers checked for those testing reading 

Computer reader sourced for use in papers (or sections of papers) 
testing reading OR up to 50% extra time awarded  

Original Form 8, signed by hand and dated, with Sections A, B and 
C completed; kept on file with body of supporting evidence, printed 
approval from AAO and signed data protection notice 
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Significant difficulty in 
concentrating 

Prompter 

Separate 
invigilation within 
the centre 

Gathers evidence to support substantial and long term adverse 
impairment 

Confirms with candidate how and when they will be prompted 

Briefs invigilator to monitor candidate and the method of prompting 
(call out his name to bring his attention back to the paper - 
confirms requirement for separate room) 

A wheelchair user Desk 

Rooms 

Facilities 

Seating 
arrangements 

Practical assistant 

Applies for practical assistant to help candidate set up wheelchair 
and other equipment in a practical assessment; approval 
automatically fails so awarding body referral lists the tasks that will 
be performed    

Provides height adjustable desk in exam room 

Allocates exam room on ground floor near adapted bathroom 
facilities 

Spaces desks to allow wheelchair access 

Seats candidate near exam room door 

Confirms arrangements in place to assist the candidate in case of 
emergency evacuation of the exam room 

Practical assistant cover sheet printed from AAO; to be completed 
by facilitator and inserted inside the candidate’s work where this 
may be applicable to the assessment 
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