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Policy Statement

Bridge Training Ltd is committed to ensuring that all learners have equitable access
to assessments and examinations through appropriate Exam Access Arrangements
(EAA) and Reasonable Adjustments.

We recognise our responsibilities under the Equality Act 2010 and the Joint Council
for Qualifications (JCQ) regulations to ensure that learners with disabilities, learning
difficulties, special educational needs, medical conditions, or temporary impairments
are not placed at a substantial disadvantage when undertaking assessments.

All arrangements will:
o Be based on identified need and supported by appropriate evidence.
Reflect the learner's normal way of working.

« Maintain the validity, reliability, and integrity of the assessment.
e Comply with awarding body and JCQ requirements.
« Promote inclusion, fairness, and equal opportunity.

Purpose

The purpose of this policy is to:

o Ensure fair and equitable access to assessment for all learners.

o« Clearly define roles and responsibilities relating to Exam Access
Arrangements.

o Establish procedures for identifying learners requiring support.

e« Ensure compliance with JCQ Access Arrangements and Reasonable
Adjustments guidance.

e Support learners through evidence-based and legally compliant reasonable
adjustments.

« Maintain robust systems for evidence gathering, record keeping,
implementation, and review.

Scope
This policy applies to:

o Alllearners enrolled at Bridge Training Ltd.
Teaching staff, trainers, tutors and assessors.
Access Arrangements Lead (AAL).
SEND/EHCP staff and support teams.

Exams Officer.
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« Invigilators.
« Administrative staff involved in assessment and examinations.
e Senior Leadership Team.

The policy applies to all internal and external assessments, examinations, workplace
assessments, and awarding body assessments

Values
Bridge Training is committed to creating an inclusive environment where learners are
supported to achieve their full potential. Our approach is underpinned by the
following values:

¢ Inclusion: ensuring all learners can access assessment through appropriate

support

e Integrity: maintaining the validity and fairness of all examinations

e Equity: ensuring equal opportunity for all learners

e Responsiveness: identifying and addressing needs early and effectively

Legal and Regulatory Framework
This policy is aligned with:
« Equality Act 2010.
« JCQ Access Arrangements and Reasonable Adjustments.
« JCQ Instructions for Conducting Examinations (ICE).
« JCQ General Regulations for Approved Centres.
« Awarding Organisation assessment regulations.
« Data Protection Act 2018 and UK GDPR.

Bridge Training Ltd will seek guidance directly from awarding organisations where
assessment adjustment requirements are unclear.

Bridge Training complies with its duty to make reasonable adjustments to ensure
learners are not placed at a substantial disadvantage.

Definitions
Exam Access Arrangements (EAA) - Access Arrangements are agreed adjustments
made before an assessment to enable learners with disabilities, learning difficulties,
special educational needs or temporary injuries to access assessments without
changing the demands of the qualification. Examples include:
o Extra time.
Rest breaks.
Use of a word processor.
Reader or computer reader.
Scribe.
Prompter.
Modified papers.
Separate room arrangements.

Reasonable Adjustments - Reasonable Adjustments are changes made to reduce or
remove disadvantages experienced by disabled learners during assessment.
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The Equality Act 2010 requires awarding organisations and centres to take
reasonable steps to avoid substantial disadvantage for disabled learners. Whether
an adjustment is reasonable will depend upon:

e The learner's needs.

o The effectiveness of the adjustment.

o Cost and practicality.

e Impact on other learners.

o Security and integrity of the assessment.
An adjustment will not be approved if it:

o Compromises assessment validity.

« Creates unreasonable costs.

« Cannot be implemented securely.

e Changes the assessment objectives.

Principles

Bridge Training Ltd will:

Ensure arrangements reflect the learner's normal way of working.
Base decisions on evidence rather than convenience.

Always maintain assessment integrity.

Promote equality of opportunity.

Support learners through early identification and intervention.
Ensure compliance with all awarding body requirements.
Maintain confidentiality throughout the process

Normal Way of Working
Bridge Training Ltd recognises that demonstrating a learner's normal way of working
is a key requirement of JCQ regulations. Evidence must show that:

o The arrangement is regularly used during teaching and learning.

e The arrangement is routinely used during internal assessments.

« The arrangement reflects the learner's established support needs.

If a learner does not normally use an arrangement, it will generally not be approved
for examinations.

The only exception may be where support is required due to a temporary injury or
impairment.

Supporting Evidence Requirements
Evidence may include:

o Educational Psychology reports.
CAMHS reports.
Hospital consultant reports.
Occupational Therapy reports.
Speech and Language Therapy reports.
Local Authority Specialist Service reports.
EHCP documentation.
Teacher evidence.
Assessment data.
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e Learning support records.
e Previous access arrangement approvals.

All evidence must be retained and available for inspection

Roles and Responsibilities
Head of Quality is responsible for:
o Overall accountability for compliance.
« Ensuring policies are implemented effectively.
« Providing adequate staffing and resources.
« Monitoring quality assurance and regulatory compliance.

Access Arrangements Lead (AAL) — is accountable for:
o Overseeing identification and assessment and approval processes.
Ensuring arrangements reflect normal way of working.
Coordinating evidence gathering.
Completing and maintaining Form 8 and Form 9 where required.
Submitting applications through Access Arrangements Online (AAO) where
applicable
e Maintaining inspection-ready records.
« Providing guidance and staff training.
o Liaising with awarding bodies where required.

Exams Officer is responsible for:
e Implementing approved arrangements during assessments.
o Organising rooms, staffing and equipment.
e Ensuring compliance with JCQ Instructions for Conducting Examinations
(ICE).
« Maintaining confidentiality and secure storage of records.
e Maintaining secure examination conditions
e Reporting any irregularities or concerns

Teaching Staff and Assessors are responsible for:
« ldentifying learners who may require support.
« Providing evidence of normal way of working.
e Implement approved access arrangements consistently in classroom practice.
« Contributing to evidence gathering.
e Meeting internal EAA deadlines.

Invigilators are responsible for:
e Maintaining examination integrity.
e Following examination procedures.
e Reporting concerns to the Exams Officer.

Identification of Need

Learners may be identified through:
« Previous educational assessments.
e EHCP documentation.
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Transition information and prior attainment data.
Initial assessments and screening.

Ongoing teacher observations and referrals.
SEND and support team input.

Medical evidence.

Previous examination history.

Support is based on identified need and does not require a formal diagnosis.

Exam Access Arrangements Process

Time Frame
Stage 1 Identification and Transition
September o Review transition information
o ldentify learners requiring support
o Contribute to initial evidence gathering
Stage 2 Evidence and Normal Way of Working

October to November

o Implement support strategies routinely
o Contribute to NWW evidence and learner folders
o Classroom observations

Stage 3 Formal Evidence Submission
December o Provide consistent evidence of classroom practice
o Form 8 or Form 9 will be completed where
appropriate
Stage 4 Finalisation
January to February o Respond to AAL queries
o Ensure arrangements are embedded and
consistent
o Applications will be submitted through the

appropriate awarding body process or JCQ Access
Arrangements Online (AAO).

Stage 5
March to April

Approval — once approved
o Learners will be informed.
o Teaching staff will be informed.
o Examination arrangements will be implemented

Stage 6
May to June

Examination Period

Ensure learners can use arrangements confidently
Reinforce correct usage of support

Suitable examination rooms.

@)
©)
@)
o Compliance with all regulations

RACI Matrix — Exam Access Arrangements

Activity Teacher AAL SEND Exams
Identify need R A C I
Evidence gathering R A C I
Approval I R/A C I
Internal implementation R A C C
External implementation I A I R
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Key: R = Responsible | A = Accountable | C = Consulted | | = Informed

For those students potentially requiring access arrangements a formal assessment
and application to JCQ is carried out. When granted access arrangements are valid
for 26 months. At Bridge Training the Exams Officer, Access Arrangements Lead
and EHCP work together to ensure that appropriate access arrangements are put in
place for all tests and examinations.

Bridge Training may provide the following Access Arrangements, subject to JCQ
approval and eligibility:
e Extra time (e.g., 25%, 50%)
Rest breaks
Use of a word processor
Reader or computer reader
Scribe
Prompter
Modified papers (e.g., enlarged text, Braille)
Use of a separate or smaller room for exams / Separate invigilation

Expectations

All staff must:

Meet internal deadlines

Provide accurate and evidence-based information
Ensure arrangements reflect normal classroom practice
Maintain confidentiality

Failure to meet expectations may result in access arrangements not being approved.

Record Keeping

Bridge Training Ltd will maintain secure records including:
Approval documentation.

Evidence files.

Assessment reports.

Form 8 and Form 9 documentation.
Correspondence with awarding bodies.

Records of implementation.

Learner notifications.

Records will be retained in accordance with awarding body requirements and GDPR
legislation.

Reasonable Adjustments

Where unexpected circumstances adversely affect a learner's performance, Bridge
Training Ltd will support applications for Reasonable Adjustments in accordance with
awarding body requirements. Examples may include:

¢ lliness.
« Bereavement.
e Injury.
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« Significant personal circumstances

Complaints and Appeals
Any complaint or appeal relating to Exam Access Arrangements should be submitted
in writing to the Head of Centre.
Complaints will be managed through:
« Bridge Training Complaints Policy.
« JCQ Appeals Process.
e Awarding Organisation Appeals Procedures

Monitoring, Evaluation and Impact
Bridge Training monitors:

e Timeliness and completion of EAA processes
Accuracy and quality of evidence
Learner outcomes and exam access
Compliance with JCQ requirements.
Examination implementation
Inspection readiness

Data is reviewed to ensure continuous improvement and compliance.



