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Purpose of the School’s Policy 

 

The Hall aims to enable all pupils with special educational needs or learning difficulties and/or 

disabilities (SEND) to have equal opportunities to access areas of the curriculum.  Some pupils 

may need additional access arrangements to ensure that this is the case.  Access arrangements are 

reasonable adjustments for candidates based on evidence of need and normal way of working.  

 

‘The purpose of an access arrangement is to ensure, where possible, that barriers to assessment are removed for a 

disabled candidate preventing them from being placed at a substantial disadvantage due to persistent and 

significant difficulties.’ 

 

(JCQ ‘Access Arrangements and Reasonable Adjustments’ 2025-2026)  

 

Principles 

 

The Hall applies the regulations for access arrangements published annually by the Joint Council 

for Qualifications (JCQ)1.  Under the Equality Act 2010, schools are required to make 

“reasonable adjustments” in assessments while ensuring that no pupil is given an “unfair 

advantage”.   

 

Although The Hall is a preparatory school, the JCQ regulations are followed so that: 

• Pupils are treated equitably and consistently throughout their education. 

• Access arrangements are established as the ‘normal way of working’ before senior school 

entrance exams. 

• Supporting evidence has been collected and can be shared with senior schools. 

 

Pupil’s access arrangements are reviewed annually when the new regulations are published.  

Parents are advised if any access arrangement is impacted.  

All staff receive regular communication from the SENCo regarding which pupils have access 

arrangements.   

 

Establishing ‘Normal Way of Working’ 

 

The arrangement(s) put in place must reflect the support given to the pupil.  This is referred to 

as ‘normal way of working’.  For example:  

• in the classroom 

• in small groups for reading and/or writing 

• during support lessons/interventions 

 
1 The JCQ is responsible for producing information about exam administration for public exams such as GCSEs 
and A Levels.  Regulations regarding access arrangements for assessments are published in a booklet called, 
‘Adjustments for candidates with disabilities and learning difficulties: Access Arrangements and Reasonable 
Adjustments’.  Updates are published in late summer and are effective from 1 September to 31 August. 
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• in internal school tests/examinations 

 

The use of access arrangements by pupils will be monitored and if it is not their ‘normal way of 

working’, the access arrangement will be withdrawn. 

 

Evidence Required for Access Arrangements 

 

Supporting evidence is required for access arrangements and depends on the needs of the pupil.  

This may include: 

• school evidence of ‘normal way of working’ 

• assessment results 

• letters/assessment reports from outside agencies, specialists, hospitals or doctors2 

• an Education, Health and Care Plan (EHCP) 

 

NB: Privately commissioned assessment reports will only be accepted if they are consistent with 

school evidence and assessors must be suitably qualified3.  If parents make private arrangements 

with an external assessor, that the assessor must contact the SENCo before carrying out an 

assessment so that information and observations about the pupil are shared and the most 

appropriate assessment tests are administered. 

 

All reports from outside agencies must be sent to the SENCo as soon as they are available, so 

that the findings can be reviewed and considered.   

 

A specialist, e.g. a medical consultant, may recommend access arrangements.  However, it is the 

SENCo who decides on the arrangements using their professional judgement, knowledge of the 

pupil’s difficulty, their normal way of working and the current JCQ regulations. 

 

Examples of supporting evidence required for some access arrangements: 

 

Use of a Laptop  

 

It may be appropriate for a pupil to use a laptop if they have been assessed to have: 

• Very slow and/or illegible handwriting (e.g. Handwriting speed is below average for age 

and/or teachers are unable to read handwriting). 

• A physical disability or medical condition. 

• Significant problems with planning and organisation when writing by hand. 

 

 
2 As detailed in the up to date JCQ regulations. 
3 A suitably qualified assessor may either be an access arrangements assessor who has successfully completed a post- 
graduate course at or equivalent to Level 7 relating to individual specialist assessment and/or an appropriately 
qualified psychologist registered with the Health & Care Professions Council (HCPC) who may conduct 
assessments and where necessary undertake full diagnostic assessments. 
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Feedback and samples of written work are requested from subject teachers, if required.  An 

assessment of handwriting speed, legibility and/or the structure of writing will be administered 

(using standardised testing where this is available).   

 

A laptop cannot be requested as a ‘preference’, as this is not supported by the JCQ regulations.   

 

Laptop as Normal Way of Working 

 

If a laptop is agreed as an appropriate access arrangement the pupil will be invited to join the 

school’s Touch Typing Club.  When a pupil meets the minimum requirements for typing speed 

and accuracy (depending on the age of the pupil, about 30 words per minute, 90% accuracy) and 

can independently produce written work more efficiently than when handwriting, it becomes 

their ‘normal way of working’.  Depending on the age of the pupil, this process can take several 

terms of continued practise. 

 

Pupils are responsible for creating, saving, organising, sharing and printing their work and they 

must be able to do this independently.  They must also be able to follow their teacher’s 

instructions for sharing and printing schoolwork.  All laptop use must be in accordance with the 

school’s ICT Acceptable Use Policy for Pupils (AUP). 

 

Exams and Tests 

 

School laptops will be provided for formal exams with internet, grammar and spell checks 

disabled.  

 

If a pupil stops using a laptop in class and for homework and/or fails to develop their typing 

speed in line with recommendations, then it is no longer their normal way of working and the 

arrangement will be removed. 

 

Extra Time  

 

Two different types of evidence is required, depending on the nature of the pupil’s difficulties: 

assessment/specialist evidence and school-based evidence: 

 

Pupils with Learning Difficulties (eg. Dyslexia, Dyscalculia) 

 

Assessment Evidence: 

A pupil must be assessed by a suitably qualified assessor.  The assessor is required to establish if 

the results of tests in literacy and/or cognitive abilities present evidence that the candidate has an 

impairment which substantially affects their performance. 

 

Qualifying scores related to two different areas of speed of working as below: 
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• speed of reading and speed of writing: or 

• speed of reading and cognitive processing/fluency or 

• two different areas of cognitive processing/fluency which have a substantial and long-term 

adverse effect on speed of working 

 

School-based Evidence: 

• Information from class teachers (eg. sample of internal tests or comments and observations 

from subject teachers) showing how extra time is applied and why it is needed. 

 

Pupils with Disabilities (eg. ASD, ADHD, Mental Health Needs) 

 

Specialist Evidence: 

• A letter/report or EHCP confirming the candidate’s disability. 

 

School-based Evidence: 

• Information from class teachers (eg. Sample of internal tests or comments and observations 

from subject teachers) showing how extra time is applied and why it is needed. 

• Information that supervised rest breaks have been trialled and exhausted. 

 

Supervised Rest Breaks 

 

Pupils must show evidence of need and normal way of working.  Supervised rest breaks may be 

the most appropriate access arrangement for a pupil who struggles to concentrate over an 

extended period of time. 

 

Depending on the need of the pupil, in most cases, supervised rest breaks are for exams lasting 

more than 40 minutes.  The Supervised Rest Break Policy is detailed in Appendix A. 

 

Other Arrangements  

 

JCQ regulations provide details and guidance on the criteria and implementation of a range of 

other possible access arrangements (e.g. listening to music/white noise due to a substantial 

impairment or alternative rooming arrangements), and these will be considered based on a 

pupil’s needs.   

 

Applying to Senior Schools 

 

The ISEB website provides further information regarding pupils with special educational needs 

and disabilities (SEND) who are sitting the ISEB Pre-Test.  

 

For pupils who require access arrangements when applying to senior schools, parents must 

check with individual schools what documentation is required as proof of SEND status.  For 
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pupils with learning difficulties, most senior schools require a report with qualifying scores 

written within two years of the date of the exam.  If evidence is more than two years old, a 

pupil may need to be re-assessed.  The SENDCo will also provide a letter to the senior school 

confirming the pupil’s normal way of working and the access arrangements which are in place.  

This may be sent to the parents to include in the documentation they provide to the senior 

school or sent directly to the senior school’s registrar/SENDCo.  

 

If access arrangements need to be put in place due to a recent change in circumstances (e.g. a 

physical injury impacting writing), parents will be asked to provide the senior school with 

relevant documentation.   

 

In all situations, the final decision regarding access arrangements when applying to senior 

schools is made by the senior school.  

 

Access Arrangements at Senior Schools 

 

Access Arrangements in place at The Hall are not guaranteed at a pupil’s next school.  In most 

cases, senior schools re-assess new pupils irrespective of previous arrangements, in line with their 

own policies.   
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Appendix A 

 

Supervised Rest Break Policy 
 

The SENCo must be satisfied that the pupil has an impairment which has a substantial and long-

term adverse effect, giving rise to persistent and significant difficulties and there is a genuine 

need for the arrangement.  The purpose of a supervised rest break is to provide a break from the 

examination and must not be used as ‘thinking time’. 

 

Pupils with Anxiety or Attention Difficulties 

 

Supervised rest breaks are often more effective and appropriate than 25% extra time for 

candidates who experience anxiety or attention difficulties.  They may better address the needs of 

neurodivergent candidates, such as those with ADHD or ASD, as well as candidates with 

medical conditions or mental health needs.  For a candidate who tires easily or struggles to 

concentrate over an extended period, supervised rest breaks will be more appropriate than 25% 

extra time. 

 

Allocating extra time simply extends the period a candidate must remain in a potentially stressful 

environment, which can intensify anxiety and reduce productivity.  Moreover, 25% extra time 

may not address the underlying issue, which is often related to difficulties with attention or 

emotional regulation. In contrast, supervised rest breaks allow the candidate to step away from 

the exam setting, use structured self-regulation strategies and return when they are calm and 

better able to focus. This targeted approach can lead to more effective exam performance while 

also supporting the development of long-term self-management skills. 

 

Implementation of Rest Breaks 

 

A supervised rest break is where the timed assessment is paused and restarted when the 

candidate is ready to continue.  During the supervised rest break, the pupil must not have access 

to the question paper/answer booklet.  

 

• Rest breaks will be available for timed assessments, usually lasting more than 40 minutes. 

• Pupils cannot be given as many supervised rest breaks as they like, for as long as they like.   

• Supervised rest breaks will not normally be required within the first 10 minutes of an exam. 

• The usual amount of time allowed for a rest break is a maximum of 15 minutes in every 

hour. 

• The SENCo will determine the duration and number of rest breaks based on their 

knowledge of the pupil’s needs and their normal way of working when working under timed 

conditions. 

• Rest breaks may not be needed in all exams. 
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• Pupils who qualify for rest breaks do not typically get extra time as well. 

 

Procedure 

 

Pupils take rest breaks in the room where they are sitting the exam.  They do not leave their chair 

unless they have a specific need, where the teacher will allow them to stand up and move silently 

to an appropriate place where they can be seen e.g. at the back of the exam room (or wherever is 

least disruptive for the other exam takers) or by the door. 

 

1. The student raises their arm to notify the teacher/ invigilator that 

they need a rest break.  
  

2. The teacher/invigilator will ‘stop the clock’.  

  

3. During the rest break the examination paper is turned over.  

  

  

4. When the student is ready to restart, he raises his arm to notify the 

teacher/ invigilator.  
  

5. The paper is turned back over.  

  

6. The clock is restarted.    

  

 


