
Understanding Access Arrangements
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Access arrangements are adjustments made for pupils with special educational needs or disabilities to ensure 
they have fair access to assessments and examinations. 
According to the Joint Council for Qualifications (JCQ) regulations, various types of access arrangements may be 
granted based on individual needs. These can include:
• Extra time, which allows students additional time to complete their exams; 
• The use of a reader, who can help by reading the exam questions out loud; 
• A scribe, who can write down the answers for the student; 
• A prompter, designated adult who helps a candidate stay focused and on task during an exam, but does not 

provide any help with the content of the answers
• The use of a word processor for those who benefit from typing; 
• Rest breaks, allowing students to take necessary pauses during the exam. 
• The use of Smaller Setting is for those with a specific need that would be best met in a smaller setting, such 

as managing a medical condition.



Extra Time
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Extra Time
Some pupils are allowed additional time (usually 25%) to complete their exam.

Common issues:
• Can be difficult to manage timings when pupils in the same year group finish at different times due to different 
exams. The invigilators do use calculators but there is always a second check.
Often pupils think they have not received the correct timing but there are different times for different pupils.

• Pupils with extra time may feel singled out or anxious about being “different.” We have to publish the extra time 
in all venues (JCQ Regulations)

• It can be tiring for pupils to sustain focus for longer periods. Many choose not to take the extra time and 
become restless. 



Reader
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Reader
A trained adult (or sometimes computer software/pen) reads the questions aloud for the pupil.

Challenges:
We often do not have enough trained invigilators due to staffing changes and therefore a Reader pen is provided.
The use of Pen Readers is the most common form of support and this is approved by JCQ.
Must be carefully managed to ensure readers don’t inadvertently give hints or interpret the question.
Pupils build relationships with invigilators/readers but we cannot guarantee the same invigilators/readers for all 
exams.
Readers are often in smaller but not separate rooms, which may mean some pupils may feel self-conscious using 
a reader.



Scribe
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Scribe
A trained adult writes down the pupil’s dictated answers.
Challenges:
Pupils need practice working with a scribe before the exam to ensure their ideas flow naturally. This should be 
part of their “normal way of working”
The scribe must write exactly what the pupil says, without interpreting or correcting, which can be tricky.
Pupils build relationships with invigilators/scribers but we cannot guarantee the same invigilators/scribers for all 
exams.



Word Processor (Laptop Use)
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Word Processor (Laptop Use)
Allows pupils to type their answers instead of writing by hand.
Challenges:
Not all laptops are the same make and model. Although we do remove the same functionality (for example, 
spellcheck must be disabled). This can lead to pupils learning to use technology on the day.
We have purchased new laptops and these are tested. However, there may be technical issues (battery, software, 
or network problems) can disrupt the exam.
Pupils need prior experience using a word processor for written work.
Pupils have to stay behind and sign and check printed document, which often means leaving school later or 
shorter break between exams.



Rest Breaks

Education with Character 6

Rest Breaks
What it is: Pupils can pause during the exam to manage fatigue, anxiety, or medical needs.

Challenges:
Rest breaks must be timed and supervised, and cannot be used to gain an unfair advantage.
Hard to coordinate when several pupils need breaks at different times, so some pupils will need to wait.
Normal way of working is “10 minute time out for a lesson”. This equates to 10 minutes per hour. 
Pupils who want a little longer may be refused.
Rest breaks can be on the desk.



Smaller Setting
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Smaller Setting
Pupils take their exam in a smaller, often with fewer distractions.

Challenges:
Limited availability of suitable smaller rooms or venues.
Different rooms can mean different invigilators and conditions, making consistency harder.
Some pupils may feel isolated or disadvantaged compared to their peers.
The rooms are not designed for exams, so often, there are corridors near by, noise from outside (all venues are 
JCQ compliant)
Pupils feel that they require an even smaller space. Smaller settings means, not the main hall. In our case, this is 
the Alan Hearne Hall.
In a smaller venue, we may have up to 40 pupils sitting an exam.



Pupil Responsibilities on Exam Days
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On exam days, pupils have responsibilities that they must fulfil to ensure a smooth 
experience. 
It is their duty to arrive on time, equipped with all necessary materials and an understanding 
of their individual access arrangements.

Students must inform the exam invigilators about their arrangements upon arrival and be 
proactive about seeking assistance if needed. 

It's important for pupils to rehearse these expectations in advance, as familiarity can ease 
their nerves and boost their confidence. 

To ensure compliance with JCQ regulations, pupils should also be aware of what is 
permissible and prohibited during examinations, helping them to navigate potential pitfalls.



Virtual Exam Day Run-Through
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Pupils will need to read and review their timetables carefully.

Teaching Assistants (TAs) will also be provided with a copy.

Before the mock exams, we encourage pupils to visit their allocated rooms so that they are familiar 

with the locations.

All pupils with Access Arrangements (AA) are expected to line up in the MUGA (unless they have a 

one-to-one arrangement; in that case, they should go directly to their allocated room).

Pupils will be asked to wait outside until the exam venue is ready.

Invigilators and members of the exam team will remind pupils of expectations and exam rules.

Pupils must sit in their allocated seats. These are arranged to meet all pupils’ individual needs.

Throughout the exam, and when being dismissed, pupils must remain silent.

Under no circumstances should pupils look around the venue, make eye contact with others, or 

attempt any form of non-verbal communication.



Exam Day Run-Through: Before the Exam
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All Candidates have received individual timetables, 
with seating allocations and timings clearly labelled.

Candidates will be asked to line up in Seating Plan 
order (Row A to L) at the start of exams.

SLT Lead/HOY will ensure silence and remind pupils 
of exam expectations.

Candidates will be dismissed row by row.

JCQ guidelines will not allow for pupils to join one 
hour of the starting of exams.

AM Start: 9.00am (Line up 8.40am)

PM Start:2.00pm (Line up 1.50 pm)

Pupils with Access Arrangements, will be directed to their rooms.
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All Candidates will be reminded to 
remove outdoor wear and bags and 
place in storage cages. 



Exam Day Run-Through: End of Exams
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All Candidates have received individual timetables, 
with seating allocations and timings clearly labelled.

Candidates will be asked to line up in Seating Plan 
order (Row A to L) at the start of exams.

SLT Lead/HOY will ensure silence and remind pupils 
of exam expectations.

Candidates will be dismissed row by row.

JCQ guidelines will not allow for pupils to join one 
hour of the starting of exams.

AM Start: 9.00am (Line up 8.40am)

PM Start:2.00pm (Line up 1.50 pm)

Pupils with Access Arrangements, will be directed to their rooms.
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Exam Day Run-Through: Rooms

AL1 (Back of the AHH)

This is our main AA for most year 11 pupils. 
However, based on feedback from exam 
team and parents, we have reduced the 
number of pupils in this room. Typically, we 
can fit around 35 pupils. This is considered 
as smaller room.

There is often noise from pupils playing 
near the whale area and we have staff 
managing this. However, it is not perfect. 

The room can get warm and we do have air 
con.
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Please note, you can not pick and chose the room allocated. This has 
been carefully planned with feedback from stake holders. We keep a 
record of the seating plans and subjmit these to any JCQ inspector.



Exam Day Run-Through: Rooms

Library

This is our second main AA for most year 
11 pupils. However, based on feedback 
from exam team and parents, we have 
reduced the number of pupils in this 
room. Typically, we can fit around 40 
pupils. This is considered as smaller 
room.

This is far from the main hall, so we 
often allocate older pupils to this room.
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Please note, you can not pick and chose the room allocated. This has 
been carefully planned with feedback from stake holders. We keep a 
record of the seating plans and subjmit these to any JCQ inspector.



Exam Day Run-Through: Rooms

Squash Courts

With increase demand for smaller room, 
we have to utilise the space we have. We 
will limit the use to a maximise of 15 
pupils.

There is often noise from pupils playing 
near the sport hall and the use of the 
Gym. There is corridor near by but PE 
staff can mange this.

Pupils can wear headphones to defend 
from noise.

Education with Character 14

Please note, you can not pick and chose the room allocated. This has 
been carefully planned with feedback from stake holders. We keep a 
record of the seating plans and subjmit these to any JCQ inspector.



Exam Day Run-Through: Rooms

Room 1
This is a small room, typically allocated to 
sixth formers. We can normally have 25 
pupils in the venue.
There is often noise from pupils walking 
down the corridor. We do have staff 
stationed outside of the room.
However, at the end of the school day, the 
side path is used when pupils are leaving.
This is far from the main hall, so we often 
allocate older pupils to this room.
Pupils can wear headphones to defend from
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Please note, you can not pick and chose the room allocated. This has 
been carefully planned with feedback from stake holders. We keep a 
record of the seating plans and subjmit these to any JCQ inspector.



Exam Day Run-Through: Rooms

IR3

This is a small room IT Room, typically 
allocated for Audio/Visual exams. We 
would not have more than 15 pupils in 
this room.

There is often noise from pupils walking 
down the corridor. We do have staff 
stationed outside of the room.

Pease note, there are building works 
going on, so we provide pupils with 
headphones.
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Please note, you can not pick and chose the room allocated. This has 
been carefully planned with feedback from stake holders. We keep a 
record of the seating plans and subjmit these to any JCQ inspector.


