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Currency

The information given here is based on the regulations published for the academic year 2013-14. The questions and answers are as general as possible so that they don’t go out of date, but changes are likely to be made each year. You are encouraged to check the version of the regulations that will be in force for the examination session you are interested in. In particular you are advised to check the deadlines for applications for modified papers and other access arrangements.

Abbreviations

· AA&RA: JCQ “Access Arrangements and Reasonable Adjustments” 2013-14, available as a download from www.jcq.org.uk 

· AAO: “Access Arrangements Online”, the online system accessible from any of the awarding bodies’ secure extranet websites

BPG: “Best Practice Guidance for the modification and production of examination papers for candidates with a visual impairment” from 
rnib.org.uk/examaccess 
and follow the link “Modification and production of exam papers page”
· GCSE: General Certificate of Secondary Education

· ICE: JCQ “Instructions for conducting examinations”, available as a download from www.jcq.org.uk 
· NC: National Curriculum

NC Tests: National Curriculum Tests, commonly referred to as SATs; access arrangements for these are given at: rnib.org.uk/examaccess
· NCAT: “NCA Tools” website for applications for access arrangements for NC Tests

· OEAA: RNIB “Overview of exam access arrangements” Feb 2013, available as a Word document download from rnib.org.uk/examaccess
· SEB: Standard English Braille, as currently in general use

· UEB: Unified English Braille, shortly to be introduced at the time of writing

· UKAAF: UK Association for Accessible Formats

· VI: Visual Impairment

Where KS2 NC Tests are referred to below the information usually applies similarly to any NC tests; access arrangements for KS1 tests are less restrictive and more at the teacher’s discretion; details are given at rnib.org.uk/examaccess
Where GCSEs are referred to below the information usually applies similarly to any general qualifications covered by AA&RA.

1. What changes can be made to exams to ensure they are accessible? 

The presentation of exam papers and the methods of answering them can be changed in various ways to reduce the barriers caused by visual impairment, although the knowledge and skills being tested must not be affected by these changes. Other changes, such as an extra time allowance, can be made to the conduct of exams. 

The key principle behind these access arrangements is that barriers caused by a disability should be reduced or removed without giving the candidate an unfair advantage. Also the candidate should be able to answer the paper using the normal methods of working that they use in school.

The limits to the access arrangements that can be made are governed, for GCSEs etc, by the term “reasonable adjustment”, as in the title of the governing document, “Access Arrangements and Reasonable Adjustments” (AA&RA). The definition of the term is not very precise, but, for instance, an adjustment will be considered not reasonable and will not be approved if it is judged to involve unreasonable costs to the awarding body, unreasonable timeframes or affects the security or integrity of the assessment.
Further information

· OEAA section 1 Introduction 

· AA&RA Definitions and Section A (pages 3 to 14) 

2. Are arrangements the same for GCSE as for NC Tests? 

They are similar but not entirely the same. Although the principles behind the arrangements are the same there are some differences of detail. This is partly because NC Tests are the same for all pupils of a certain age across the whole country, whereas GCSEs and other general qualifications can be based on different syllabuses from different examining bodies, and not all pupils sit every subject. Therefore there are some differences of interpretation of the arrangements between the different examining bodies for GCSEs, and the process is slightly less uniform than it is for NC Tests.

The main differences are:

· unmodified enlarged papers are available for NC Tests but they have to be produced locally at the exam centre for GCSEs

· modified large print papers are in 18 point Arial for both, but are on B4 paper for NC Tests and A4 paper for GCSEs

· modified large print papers in 24pt bold print on A3 paper are available for GCSEs but they have to be produced locally at the centre for NC Tests

· uncontracted (grade 1) braille papers can be requested for GCSEs but they have to be produced locally at the centre for NC Tests

· electronic files (pdf) can be requested for GCSEs but they have to be produced locally at the centre for NC Tests

· transcripts of GCSE braille answer papers must be produced at the centre; this is not necessary for NC Tests as the papers are marked by a braille reader

· early opening for GCSEs is maximum 1 hour; up to 1 day is allowed for NC Tests if permission is granted.

A fuller comparison is given in table form in Appendix 1. 
Further information

· OEAA in sections 2, 4 and 8
3. What alternative formats are available? 

The standard formats are: 

Enlarged Print 
Modified Large/Enlarged Print (MLP/MEP) (see FAQ 4 below for more details)

Braille. 

The print might be unmodified or modified, on A4, B4 or A3 paper. Electronic files (pdf) of the standard print version are also available for GCSEs, which are expected to be suitable for users with some a mild VI, but will not necessarily be accessible when Zoomed or read with screen magnification software or a screen reader. You should contact the examining body concerned to check details for individual papers.
The standard format for braille versions of all exam papers is capitalised contracted (grade 2) SEB. Uncontracted (grade 1) braille NC Tests or in-between grades for learners must be produced at the centre in early opening time. Uncontracted braille can be requested for GCSEs. Exam papers in UEB will be available as an option for NC Tests from 2015 and for GCSEs from 2016. UEB will be standard for most papers from 2017. 
Other specialised formats, such as tactile diagrams with print rather than braille labels, are available on request. 

If none of these meets the particular needs of a candidate then the centre will have to make a more detailed case for the format they require, based on evidence of the candidate’s disability and normal way of working. Disabled candidates have a legal right to have their needs met on an individual basis, but a balance has to be drawn by the examining body between the candidate’s needs and what is considered to be a “reasonable adjustment”. 
Further information
· OEAA section 4 Modified papers in alternative formats

· AA&RA Chapter 6 Modified Papers esp. section 6.4 Reasonable adjustments – modified enlarged papers

· “Modified versions of the key stage 2 tests” at www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 

· Information about UEB can be found at www.ukaaf.org/braille/ueb 
4. How is a modified paper different from the standard one? 

A number of alterations can make an exam paper more accessible to a candidate with VI, as well as changing the question text into large print or braille. The book “Well prepared!” (RNIB 2010) explores this process in some detail for modified large print. In this book the most commonly occurring types of modification are classified into 10 categories. Examples of each category are given for different types of exams: NC Tests, GCSE etc. In each example the original question from the standard print paper is presented, then the modified large print version, and finally some notes describing the changes that have been made.

For instance if a question involves scanning a lot of text or numbers, or analysing a large number of points on a graph, the amount of data can often be reduced without altering the nature of the question. Sometimes data or graphics are included in a question as a visual stimulus or point of interest, but are not necessary to answer the question. 

Example F1 from “Well Prepared!” (repeated here in Appendix 2) is of this type. The number of data points on a scatter diagram was reduced by about 50%. The individual points were redesigned to be more easily visible and several other changes were made to the graph. Example F2 (see Appendix 3) follows the same principle. In the original paper car models were given in a table of information about fuel consumption but the model was incidental to the question. It was therefore omitted from the MEP version. Diagrams account for most of the changes required when modifying exam papers.
When creating a braille version of a paper it is often necessary to change the order of the question wording because, for instance, it cannot be assumed that the candidate will quickly glance to another place on the page and back. The wording must make sense when followed in a strictly linear sequence. Also the method of answering questions must often be changed. Tick boxes cannot be used by a braillist, indeed it is rarely possible for a braillist to answer on the paper. They will usually write their answers separately on a manual brailler or braille notetaker, which may require changes to the question wording.

The mark scheme might also be altered for a modified paper, especially if section numbering is introduced or changed.
Further information

· “Well prepared!” RNIB 2010 rnib.org.uk/shop product code ED516 
· OEAA section 4 Modified papers in alternative formats
· NC Tests “Modified versions of the key stage 2 tests: Modified materials for children with a visual impairment” at www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 

· BPG: mainly of use to modifiers
5. How much extra time is allowed? 

It depends on the individual student’s needs and for GCSEs might be different for each subject. “Candidates may not require the same amount of extra time in each specification” (AA&RA section 5.2.6). 

Visual impairment often causes reduced speed in reading, processing information and writing, especially when working in braille. Students with visual impairments are therefore often allowed extra time in class to develop their learning and skills fully. Similarly extra time can be requested in exams to allow a candidate a fair opportunity to demonstrate their knowledge and skills. However, it should also be remembered that extra time in exams can cause the candidate to become so visually fatigued or generally exhausted that they are unable to use it constructively. One approach is to apply for extra time, but to use discretion when deciding how much to allow the candidate to have, and perhaps to allow them less than the amount for which permission has been granted.
The emphasis in the application process for access arrangements is therefore on the following factors.

Firstly consider giving the candidate supervised rest breaks. For some visual impairments, such as nystagmus, visual fatigue is often relieved by allowing the candidate timed rest breaks. 

The extra time should already be a regular feature of the candidate’s normal way of working. This will enable them to develop the skill of planning their use of time.

· Written evidence should be compiled in support of the application for extra time 

For GCSEs the amount of extra time available can be summarised as follows.

up to 25% is possible, with modest evidence

25% to 50% is difficult to obtain; more robust evidence is needed

above 50% is allowed in exceptional circumstances, but only with a strong case supported by very detailed justification based on evidence.
For NC Tests no standard time allowance is mentioned in the current regulations in connection with modified papers, unlike previous practice. At the time of writing the DfE website says that further information about the process for applying for extra time will be provided before NCAT opens for applications on 3rd February 2014.
Candidates using extra time can be disturbed by others leaving the room at the end of the standard time. Also the candidate who is entitled to extra time might be so embarrassed at being seen to be treated differently in the exam room that they don’t take advantage of the time allowance. For these reasons the best practice is to provide separate accommodation for these candidates on the same site as the exam centre.
Further information

· OEAA section 7 Extra time 

· NC TESTS: “Additional time for key stage 2 national curriculum tests” at www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 
· GCSEs: AA&RA sections 5.2 to 5.4 Extra time for Sensory Needs (VI)

6. Can I open the paper early and make changes to suit my candidate? 

Yes, but there are restrictions. The key principle is that any changes you make should only be to the presentation of a paper, not its actual content. Otherwise there is a danger that you might change what is being assessed.
For NC Tests you can open up to an hour early without permission, or up to a day early if you apply for permission. You can also open the modified subject-specific guidance notes for administration of the test early, on or after the date on the wrapping. Any models required for the modified test can be assembled up to 2 days before the test; the wrapping will have the earliest permitted opening date.

For GCSEs you must apply for permission to enlarge the paper or copy it onto coloured paper; if it is granted then you are allowed to open the paper up to an hour early. However, you can also negotiate with the exam board to delay the start of the exam if you need more time than this to prepare the paper properly.

If you are enlarging a paper to make it more accessible to a candidate take extra care with any tasks involving measuring which might be affected by the enlargement.
Further information

· OEAA section 4 (last page) Early opening to make further changes

· AA&RA section 6.5 Coloured/enlarged paper

· “Early opening of Key Stage 2 National Curriculum tests” at www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 

7. What adult support can be provided? 

Two roles are defined for adult helpers in NC Tests (readers and scribes) and four for GCSEs (readers, scribes, practical assistants in written papers and practical assistants in practical papers). Also any fully sighted adult in the exam can name colours for a candidate with a colour vision deficiency, as long as identification of colours is not an assessment objective.

For NC Tests no permission is required for a school to appoint a reader or scribe. The duties of each role are described on the access arrangements website.

For GCSEs the roles are summarised as follows.

Reader: to read the questions to a candidate who is unable to read independently or quickly enough; they must only read what is on the paper at the candidate’s instruction; readers are not allowed in exams that assess reading skills.

Scribe: to write the answers for a candidate who is unable to write, type or braille independently or quickly enough.

Practical assistant in written exams: to help the candidate locate a passage or to annotate the positions of points or lines on a tactile graph.

Practical assistant in practical exams: to carry out minor support tasks; the candidate must carry out any practical tasks for which marks are awarded in the exam. 

The four roles described above must be applied for separately, but can be carried out by one person. An important aspect of the support roles is to keep a record of what is done by the candidate and by the assistant, so that credit for the candidate’s knowledge and skills can be awarded appropriately. 
The use of adult support in any of the roles described above must be normal classroom practice for the candidate and evidence of this should be held at the centre. No less important is the need for adults performing these roles to have training and practice. The rules are extensive and some schools, local authority education departments or independent providers offer training sessions. 

A candidate who is a weak reader of print or braille might find it helpful to read aloud as they work through the paper. This will require accommodation in a separate room from other candidates. No application for permission or record of using read aloud is required.
Further information
· OEAA section 5 Using adult support

· AA&RA section 5.5 reader, section 5.6 read aloud, section 5.7 scribe, section 5.14 practical assistant
· NC Tests: Use of a reader ... and Use of a scribe ... at www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 
8. What technology can be used? 

In essence any technology that is part of a candidate’s normal way of working is permissible in an exam. This could include optical or electronic magnifiers, e-book readers, or computers or braille notetakers used for word processing. 

There are fairly extensive rules concerning the use of any type of word processor, summarised as follows. 

There must be no student’s work or any other subject content on the machine.

· Spell check, grammar check, automatic facilities such as AutoCorrect and predictive writing software must be rendered inoperative. 

· There must be no network link to intranet or Internet.

A computer with screen reader software may be used in place of a human reader, but the usual rules apply regarding application for a reader. The centre must make provision for creating an accessible computer file version of the question paper; this might be available from the exam board as a pdf, but there is no guarantee that it will be accessible to the screen reader software. Usually it will be necessary to apply for early opening and to scan the question paper, possibly with the aid of OCR software. Similarly voice-activated software may be used in place of a scribe and the procedures regarding application for a scribe must be followed.

Further information
· OEAA section 6 Using technology

· AA&RA section 5.8 Word processor
· ICE section 8.8 Word processors
· “Use of a word processor or other technical or electrical aid in key stage 2 national curriculum tests” from www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 

9. Are any changes made to mark schemes?
The purpose of access arrangements is to remove disadvantage ahead of the exam so that all students can be assessed to the same standard. There is therefore no allowance made for SEN or disability in the way that the papers are marked. However, some modifications made to large print and braille papers may require specific changes to mark schemes where individual questions have been altered. This is most common in the case of diagrams which require the candidate to measure distances or angles. Modified diagrams in large print or braille will usually be drawn to enable the candidate to answer correctly with a lower level of accuracy because of their visual difficulties.   For general qualifications the guidance is as follows:

“Where the degree of accuracy expected of sighted candidates is plus or minus 0.1 cm (or 2 degrees) then the degree of accuracy expected of candidates with a visual impairment should not be greater than plus or minus 0.5 cm (or 5 degrees).”  
Further information

BPG: advice on drawing and measuring in Section B - Braille Papers and Section C – Large Print Papers
10. What happens if parts of the course or the exam paper are still not accessible?
For NC Tests the arrangements vary according to the Key Stage. At Key Stage 2, for example, instructions are given about how to deal with pupils who are working below Level 3, or for children working at the level of the tests but who are unable to access them. 

In certain circumstances the candidate can be exempted from part of a GCSE or other general qualification as a last resort, but it will be shown as an “indication” on their certificate. Another approach would be for the student to follow the course, but not to enter the exam. This might be considered appropriate if it was felt that what they learnt would be useful, even if they could not expect to attain the qualification.
Further information
· OEAA section 9 Exemptions for General Qualifications
· AA&RA section 5.17 Exemptions

· For KS2 NC Tests see section 4.2 in “Key stage 2 assessment and reporting arrangements - 2014” from www.education.gov.uk/schools/teachingandlearning/assessment/keystage2 

11. What supporting information do I need when applying for access arrangements? 

This year (2013-14) a new system is being introduced for NC Tests. Schools will use the “Access arrangements” section of the NCA tools website to respond to a short series of questions about the child. Further information about this process will be provided before NCAT opens for applications in February 2014.

The type of supporting information required for extra time for GCSEs is listed in AA&RA section 5.2.3. More detailed evidence may be required in relation to other specific assessment arrangements. Some of these have been referred to in the answers to earlier FAQs above. They are not all listed again here; the safest course of action is to check the regulations in detail at the JCQ website.

An important aspect that is useful to bear in mind is that application for access arrangements for general qualifications are processed initially through Access Arrangements Online (AAO). However, if an application is rejected by AAO this should not be taken as a total rejection, only as a referral for further evidence. The centre staff making the application should contact the relevant awarding body to discuss the application further and to find out what additional evidence is required.
A Checklist (available from rnib.org.uk/examaccess) has been designed to help you to obtain the necessary information about a pupil’s needs. It is intended for internal use by the school and/or sensory support service. It can function both as a prompt for factors to consider and as a record of information for use in applications. Sections that do not appear to be relevant to a particular pupil can be ignored.

It is important to remember that there is a 26 month time limit on the validity of access arrangements that have been approved for a candidate entering for general qualifications. If a paper is taken early, in year 9, this time limit could pass before exams take place at the end of year 11. Similarly arrangements approved at the start of year 10 would not still be valid for re-sits in year 12.
Further information

· OEAA section 3 Evidence of need

· AA&RA under each separate access arrangement

· NC Tests: further information is expected before February 2014 at www.education.gov.uk/schools/teachingandlearning/assessment 
Appendix 1: Comparison of Access Arrangements for NC Tests and GCSEs

In all cases the access arrangement applied for or used must be normal classroom practice for the candidate.

	access arrangement
	NC Tests KS2 
	GCSEs and other general qualifications

	modified paper formats that are available as standard
	Enlarged (unmodified)

approximately 14pt on B4, black & white
	Unmodified enlargements to A3 (or any other size) or copies on different coloured paper must be produced at the centre, with an application for early opening

	
	Modified enlarged (MLP): 

Arial 18pt bold on B4, black & white
	Modified enlarged (MEP/MLP):

Arial 18pt bold on A4 

or Arial 24pt bold on A3

	
	Braille: 

contracted (grade 2) Standard English Braille with tactile diagrams and/or models
	Braille: 

contracted (grade 2) Standard English Braille with tactile diagrams and/or models

	
	Uncontracted (grade 1) or mixed-grade braille: 
must be produced at the centre, application for early opening not required unless more than 1 hour is required
	Uncontracted (grade 1) braille: 

can be requested

	
	Electronic files:

must be produced at the centre; application for early opening not required unless more than 1 hour is required
	Non-interactive electronic papers (pdf): 

available on request; might be suitable for sighted users, but no guarantee they will be accessible for screen magnification or screen reader users

	past modified papers for practice purposes
	Contact the Modified Test Agency 0300 3033019 or email schooltests@rnib.org.uk 
	Papers might be available for individual subjects if modified versions were requested when the papers were current. See OEAA section 4 for further details.

	early opening of papers
	permission required over 1 hour; max 1 day
	permission required; max 1 hour

	supervised rest breaks and extra time 
	system has changed this year; applications from 3/2/14-14/4/14; more information to follow before NCAT opens for applications in February
	supervised rest breaks – permission not needed

up to 25%: on application

25% to 50%: stronger justification is needed

above 50%: allowed in exceptional circumstances with detailed justification

	use of technology:
	
	

	word processor or braille notetaker
	may be used under restricted circumstances; tools that help with spelling, punctuation and grammar must be switched off
	may be used under restricted circumstances; tools that help with spelling, grammar and text prediction must be switched off; application not required

	screen reader (computer reader)
	no information available
	same in principle as using a human reader (accessible electronic paper would have to be produced at the centre); application required

	voice activated software 
	may be used as long as any editorial functions are turned off
	same in principle as using a scribe, with some restrictions; application required

	
	
	

	
	
	

	adult support:
	
	

	reader
	allowed except for text and questions in reading tests; application not required
	allowed with sufficient evidence of need; application required

	scribe
	allowed with notification but application not required; 25% extra time automatic
	allowed with sufficient evidence of need; application required

	practical assistant for written exams
	no information available
	allowed for certain tasks with evidence of need, eg marking positions of pins on tactile graph; application required

	practical assistant for practical exams
	no information available
	allowed with sufficient evidence of need and restrictions; application required

	transcripts of braille answers
	braille answer paper will be marked
	braille answers must be transcribed for marking

	exemptions
	very rarely allowed
	might be available, but “indication” is likely to be made on the certificate


Appendix 2: Example F1 from “Well Prepared!” 

Type F: Amount of information reduced

Key Stage 3 Maths for 14 year olds

Please note that these examples are intended to illustrate types of modification only. They do not reflect the print quality required in an actual exam paper.

Appendix 2: WP! Example F1 (cont.)
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Appendix 2: WP! Example F1 (cont.)
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Appendix 2: WP! Example F1 (cont.)
Type F: Amount of information reduced

Notes

1. The data points have been changed from crosses to large dots, large enough to show clearly even at a grid intersection.

2. The horizontal range has been reduced from 140–170 to 150–170 and the vertical range has been reduced from 300–700 to 400–700.

3. The grid lines for the reduced ranges are well-spaced and the intervals have not been altered.

4. The number of data points has been reduced by about 50 per cent, more or less uniformly across the diagram.

5. No two data points overlap or are very close.

6. The line of best fit is more or less unaltered and is still a reasonable line of best fit for the reduced number of data points.

7. The changes to the graph don’t make any difference to the question.

Subjects

Anywhere graphs or tables are part of the question.
Appendix 3: Example F2 from “Well Prepared!” 

Type F: Amount of information reduced

Key Stage 4 Maths for 14-16 year olds

Please note that these examples are intended to illustrate types of modification only. They do not reflect the print quality required in an actual exam paper.

Appendix 3: WP! Example F2 (cont.)

Example F2: original question
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Appendix 3: WP! Example F2 (cont.)
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Appendix 3: WP! Example F2 (cont.)

Type F: Amount of information reduced

Notes

1. There is only one car model quoted in each Category, so it is adequate to list just the Categories and omit the Car column.

2. The Category column has been renamed Category of Car to make it clear that it is about cars.

3. A double line has been used to separate the column headings from the data (used in preference to shading, which is sometimes used in standard papers).

4. In the specimen calculation the car model has been replaced with the Category of Car.

5. Subscripts in “CO²” have been enlarged so as to be about 16 point in size. Generally superscripts or subscripts should be about 16 point in size and appropriately raised or lowered, and the main text characters associated with them should be 18–20 point.

Subjects

Anywhere information is given in table form.
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