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Access Arrangements Policy 
 
This information should be read in conjunction with SMSJ’s Special Educational Needs and Disability (SEND) policy, 
which sets out the School’s procedures for identifying SEND, making and evaluating provision for students with SEND, 
and monitoring support and progress of the students with SEND. 
 
This policy, and its approach to Access Arrangements, reflects our teaching and learning philosophy which seeks to 
create a learning environment whereby every individual student may fulfil his/her potential.  It explains the actions 
taken to ensure inclusion throughout the School for all students with additional educational needs (AEN, including 
those with formally diagnosed SEND). 

 
What are Access Arrangements? 
 
An Access Arrangement (AA) is a provision or type of support given to a student in a national/public exam where a 
particular need has been identified and assessed, subject to the approval of an Awarding Body. They are provided so 
that the student has appropriate access to the exam which takes into account their additional need(s). Students with 
AAs will have these arrangements in class tests, mock exams and assessments, home learning and assignments as it 
will constitute their normal way of working. AAs are intended to give all candidates with SEND equal opportunity to 
demonstrate their skills, knowledge and understanding. 
 
Procedures and practices relating to the awarding of AAs are governed by the statutory duty to make reasonable 
adjustments to provision under guidelines produced by the Joint Council for Qualifications (JCQ). The JCQ adjusts its 
regulations periodically and the School is bound to comply with current regulations. 
 
The most commonly used access arrangements at SMSJ School are as follows: 
 
Scribe: a trained adult who writes for the student. The student would dictate their answers and the scribe would write 
exactly what the student says. This provision is usually not encouraged for Maths or Modern Foreign Languages.   
 
This provision also includes the use of a word processor with spelling and grammar functions enabled.  However, 
relevant spelling/grammar (SPAG) marks would then be deducted from the final exam score. At present, SMSJ is unable 
to support the provision of speech recognition technology for this arrangement. 
 
Reader: a trained adult would read the question and relevant text for the student (with the exception of an exam 
testing the student’s reading such as English comprehension and Modern Foreign Languages). The student would then 
write the answers themselves. The reader is permitted to read written answers back to the student if requested. Under 
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JCQ Regulations, a small group of candidates may share one reader and candidates with individual readers may be 
required to share a room. 
 
Word processing: access to a computer for an exam (if appropriate but not usually for subjects such as Maths and 
Modern Foreign Languages) so the student would word process their answers. The Spelling and grammar checking 
function of the software is disabled, other than in exceptional circumstances where the student has ‘scribe’ provision 
(see above). 
 
25% Extra Time: students may be entitled to an allowance of extra time depending on their history of need and on 
their speed of reading, writing or processing standardised scores. 
 
Rest Breaks: where students are permitted to stop for short breaks during the exam, this time is then added to the 
finish time, with the effect of elongating the exam, but not actually gaining any extra time. 
 
Prompter: used for students with little sense of time or ability to concentrate, a trained adult/invigilator can prompt 
them with a few permitted words or gestures to refocus the student. 
 
Small room: used for students with diagnosed emotional or medical difficulties who may struggle in a large room with 
other students; however, this is subject to staffing and rooming limitations. 
 
The above list is not exhaustive, but covers the most commonly used exam access arrangements at SMSJ, to ensure 
the needs of each student are met as required.  AAs may also differ according to the student’s needs within each 
subject e.g. extra time may be awarded to extended writing subjects only, but not for mathematics. 
 
See Appendix 1 for the SMSJ Examination Word Processor Policy 
 
Procedures for AA 
 
Students will be identified for possible access arrangements through a combination of the following criteria: 

● From Year 7 as a result of information from primary schools, prior access arrangements and/or low 
attainment scores in relevant assessments. 

● Referral from a teacher and evidence supporting a student’s area of need. 
● AAs granted/officially approved by previous secondary school – subject to relevant paperwork being 

sent to the SEND department at SMSJ School, in addition to clear evidence of need and confirmation 
of qualifications of prior school’s specialist assessor. 

● Presentation of a recent medical letter/diagnosis from a qualified health care professional clearly 
confirming a diagnosis which supports the need for AAs. 

● Parental concern expressed to a subject/form teacher which leads to the student being added to the 
SEND register. 

 
‘Provisional’ access arrangements granted in Years 7, 8 or 9 are not automatically guaranteed for GCSE exams.  Official 
approval is normally requested during Year 10 and is subject to results from the School’s designated specialist and/or 
submitted medical advice. AAs have to be officially approved by JCQ for all students taking GCSE and A Levels.  
Students who are deemed eligible for access arrangements in Key Stage 4 will be tested (at the earliest in Year 9) by 
the School’s designated ‘specialist assessor’ to ensure the results are valid for official approval for the entire GCSE 
period. Further evidence, including evidence from teachers is required to apply formally for AAs. 
 
Students will need to demonstrate that use of these additional allowances are their ‘normal way of working’ through 
their use in mock examinations and in the classroom environment. Their use is recorded and presented to JCQ 
examiners on inspection of the school’s AA records. 
 
All exam access arrangements for Key Stage 5 students (A levels) must be resubmitted for official approval by the 
School and evidence of continued need within the classroom is essential for this process. 
 
Exam access arrangements for students in Years 11 to 13 will only be considered for those students identified before 
the autumn half term break commences. This allows the School sufficient time to gather evidence of need in the 
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classroom, evidence of normal way of working (including the mock exams) and assessment by the School’s designated 
‘specialist assessor’. This evidence is required to meet the JCQ deadline for submissions (currently set in February).  
 
As advised by the JCQ, the School is not allowed to accept privately commissioned assessments as sole evidence for 
exam access arrangements. Privately commissioned assessments will only be considered as background evidence 
additional to qualitative and quantifiable evidence gathered by the School to reflect the candidates’ significant, 
persistent and long-term need, and their ‘normal way of working’ in school. 
 
With the exception of temporary illness or injury on the day of the examination, students who require AA provision 
for medical purposes will need to provide written evidence from an appropriate medical professional in January of the 
year they will be sitting exams, stating their current diagnosis and treatment. Details of how it might affect their 
performance in examinations is helpful. Any AA provision will then be put in place to comply with current JCQ 
regulations, which may differ from that suggested by the medical professional.  
 
The Special Educational Need & Disability (SEND) Department is responsible for AA provision and duties include the 
following: 

• Ensuring there is appropriate evidence for a student’s access arrangement. 
● Informing subject teachers at regular intervals regarding student’s access arrangements and how they should 

be supported in the classroom. 
● Liaising with the Exams Team/the Examination Officer. 
● Informing parents/carers about the student’s official approval of access arrangements for GCSE or A Levels. 
● Ensuring each student understands how to use their access arrangements and under what circumstances. 
● Monitoring the use of access arrangements to ensure they remain appropriate and they become the student’s 

normal way of working. 
 
Please note, it is the responsibility of the student and the subject teacher to ensure AAs are put in place for any 
assessments and tests taking place in lessons (these do not include formal GCSE/A level exams).  This will be done with 
the support of the SEND Department where required.  
 
Approved by Governing Body:  
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Appendix 1: SMSJ Examination Word Processor Policy   
 
Introduction  
  
This policy on the use of word processors in examinations and assessments is reviewed and updated annually, on the 
publication of updated JCQ regulations and guidance contained in the publications Access Arrangements and 
Reasonable Adjustments and Instructions for conducting examinations. References to 'AA' relate to JCQ Access 
Arrangements and Reasonable Adjustments 2022-2023 document, specifying their Instructions for conducting 
examinations 2022-2023.  
  
Purpose of the policy 
 
This policy details how SMSJ complies with AA (chapter 4) Adjustments for candidates with disabilities and learning 
difficulties and (chapter 5.8) Word processor when awarding and allocating a candidate the use of word processor in 
his/her exams. The term ‘word processor’ is used to describe for example, the use of a computer, laptop or tablet.   
 
This policy details how SMSJ manages and administers the use of word processors (including laptops and tablets) in 
examinations and assessments. Word processors are not granted to candidates because they want to type rather 
than write or can work faster on a word processor.  
 
SMSJ assesses candidates according to the JCQ regulations and guidance contained in the publications Access 
Arrangements and Reasonable Adjustments and, if appropriate, will approve the use of word processors for a 
candidate.  
  
Principles for using a word processor  
 
SMSJ complies with AA chapter 4 Adjustments for candidates with disabilities and learning difficulties regulations 
and guidance as follows:  

• (AA 4.2.1) Candidates with access to word processors are allowed to do so in order to remove barriers for 
disabled candidates which prevent them from being placed at a substantial disadvantage as a consequence 
of persistent and significant difficulties.  

• The use of word processors is only permitted whilst ensuring that the integrity of the assessment is 
maintained, at the same time as providing access to assessments for a disabled candidate.  

• (AA 4.2.2) The use of a word processor is not granted where it will compromise the assessment objectives of 
the specification in question.  

• (AA 4.2.3) Candidates may not require the use of a word processor in each specification.  
As subjects and their methods of assessments may vary, leading to different demands of our candidates, the 
need for the use of a word processor is considered on a subject by-subject basis.  

• (AA 4.2.4) The use of a word processor is normally considered and agreed where appropriate at the start of 
the course providing the centre has firmly established a ‘picture of need’ and ‘normal way of working’ for a 
candidate.  

• Candidates are made aware when they will have the use of a word processor for timetabled examinations 
and non-examination assessments.    

• (AA 4.2.5) The use of a word processor for candidates is only granted if it reflects the support given to the 
candidate as their 'normal way of working', which is defined as support: in the classroom (where 
appropriate); or working in small groups for reading and/or writing; or literacy support lessons; or literacy 
intervention strategies; and/or in internal school tests/examinations mock examinations. 

  
The use of a word processor  
 
The centre will: 

• allocate the use of a word processor to a candidate where it is their normal way of working within the centre 
(AA 5.8.1). 

• award the use of a word processor to a candidate if it is appropriate to their needs. Needs may include: 
o a learning difficulty which has a substantial and long-term adverse effect on his/her ability to write 

legibly   
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o a medical condition  
o a physical disability  
o a sensory impairment;   
o planning and organisational problems when writing by hand  
o poor handwriting (AA 5.8.4)  

• only permit the use of a word processor where the integrity of the assessment can be maintained (AA 4.2.1).  

• not grant the use of a word processor where it will compromise the assessment objectives of the 
specification in question (AA 4.2.2). 

• consider on a subject-by-subject basis if the candidate will need to use a word processor in each 
specification (AA 4.2.3).  

• consider the needs of the candidate at the start of the candidate’s course leading to a qualification, based on 
evidence gathered that firmly establishes the candidates’ needs and ’normal way of working’ in the 
classroom, internal tests/exams, mock exams etc. and confirm arrangements are in place before the 
candidate takes an exam or assessment (AA 4.2.4). 

• provide access to word processors to candidates in non-examination assessment components as standard 
practice unless prohibited by the specification (AA 5.8.2).  

• The centre will not simply grant the use of a word processor to a candidate because he/she prefers to type 
rather than write or can work faster on a keyboard, or because he/she uses a laptop at home (AA 5.8.4).   

  
Exceptions  
 
The only exception to the above where the use of a word processor would be considered for a candidate would be: 

• in the event of a temporary injury or impairment, or a diagnosis of a disability or manifestation of an 
impairment relating to an existing disability arising after the start of the course (AA 4.2.4). 

• where a subject within the curriculum is delivered electronically and the centre provides word processors to 
all candidates (AA 5.8.4). 

  
Arrangements at the time of the assessment for the use of a word processor  
 
The centre will ensure the word processor: 

• is in good working order at the time of the exam. 

• is accommodated in such a way that other candidates are not disturbed and cannot read the screen.  

• is used as a type-writer, not as a database, although standard formatting software is acceptable and is not 
connected to an intranet or any other means of communication.  

• is cleared of any previously stored data.  

• does not give the candidate access to other applications such as a calculator (where prohibited in the 
examination), spreadsheets etc.  

• does not include graphic packages or computer aided design software unless permission has been given to 
use these.   

• does not have any predictive text software or an automatic spelling and grammar check enabled unless the 
candidate has been permitted a scribe or is using speech recognition technology (a scribe cover sheet must 
be completed), or the awarding body’s specification permits the use of automatic spell checking.   

• does not include speech recognition technology unless the candidate has permission to use a scribe or 
relevant software.   

• is not be used on the candidate’s behalf by a third party unless the candidate has permission to use a scribe.   
 
Portable storage medium  
 
The centre will ensure that any portable storage medium (e.g. a memory stick) used: 

• is provided by the centre. 

• is cleared of any previously stored data. 
 

In relation to printing the script after the exam is over, the centre will ensure: 

• the word processor is either connected to a printer so that a script can be printed off or have the facility to 
print from a portable storage medium.  

• the candidate is present to verify that the work printed is his or her own.   
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• a word processed script is attached to any answer booklet which contains some of the answers   

• a word processor cover sheet (Form 4) is completed and included with the candidate’s typed script 
(according to the relevant awarding body’s instructions). 

 
  


