
 

 

 

 

 

 
 
 
 
 
 
 

Exams Access Arrangements – An Overview 
 
 
 
 
 

 
 

This overview has been put together by the Exams Department and reflects the regulations as 
outlined in the JCQ publication ‘Access Arrangements and Reasonable Adjustments 2021/22’ 

(available online from www.jcq.org.uk). 

For current and detailed information specific to you / your child, please contact the SEND team. 

 

http://www.jcq.org.uk/


25% Extra time 

You may be awarded 25% extra time in either some or all of your exams. This means, for example, that 
if your exam usually takes one hour, you could be allowed 1 hour 15 minutes to complete it. You might 
be seated in the main exam hall or in a separate room. 

You do not have to make use of the entire amount of extra time and can leave the exam room at any 
point after the official end time of the exam. 

Candidates may not require extra time for every examination/assessment and every subject. 
 

Extra time will not be permitted in examinations testing the time in which a skill is performed, such as 
expressive arts, a musical performance or a sport, where timing is an explicit part of the assessment 
objective. 

Extra time may not be appropriate in: 
• practical examinations; or 

• non-examination assessments where the impairment has a minimal effect on the assessment. 
 
 

Bilingual Dictionary (& in some cases 10% Extra Time) 
 
If your first language is not English and your normal way of working in class is to refer to a dictionary, 
then a bilingual dictionary can be provided for you in your exams. 
 
The dictionary can be used in all your exams except for the following: 

 GCSE English Language / Literature 

 GCSE Geography 

 GCSE History 

 GCSE Religious Studies 

 Modern Foreign Language exams testing one of the languages of the dictionary or a similar 
language, for example a Portuguese dictionary in a Spanish examination 

 
The bilingual dictionary provided will not contain any explanations of words – simply the equivalent 
word in your first language. It will have been stored securely by the exams office between exams. 
 
In some cases, where you have been resident in the country for less than three years and your 
regular use of a dictionary takes up a lot of class/exam time, you may be allocated 10% Extra along 
with the use of a bilingual dictionary. Please ask the SEN/Exams teams for more information on this. 
 
 

Colour Naming 
 
If your normal way of working in class is to have assistance with identifying colours in charts and 
diagrams, etc. (normally due to colour blindness) then this help can also be arranged for your exams. 
If you have been using a colour chart, you will also be permitted to do so in written / practical exams. 
 
The Invigilators will be aware of your access arrangement provision and you simply need to raise your 
hand and ask for help and they can identify the colour in question for you. No other information or 
explanation can be given to you. Colour naming will not be permitted where the ability to identify 
specific colours forms part of the assessment objectives. 



Coloured Papers / Overlays 
 

If your normal way of working is to have classwork or tests printed on a particular colour of paper, 
this can also be arranged for your exams. 
 

You can request for all or just some of your exam papers to be printed on coloured paper or you can 
make use of a coloured overlay that will be provided for you. Please ensure your requirements are 
clearly communicated to the exams office in advance of your exams. 
 
 

Prompter 

If you have been awarded this access arrangement, then the invigilator may regularly prompt you to stay 
focused on the need to answer a question and then move on to answering the next question. The 
prompter will attract your attention by tapping the table or your arm, saying your name or giving a simple 
verbal instruction. 

 

Please speak to the Invigilator who is at the front of the exam hall/room if there is a particular way you wish 
to be prompted. 

 

The prompter cannot speak to you, except to say your name or give a simple verbal instruction. 
 
 

Reader 

This arrangement involves someone helping you read. The reader might be someone who will sit with you 
and read just to you, or you might share a reader with other students. If you share a reader, then simply 
raise your hand when you need help reading. You will be working in a room separate from the main hall, so 
don’t feel embarrassed to raise your hand; all students in the room with you require the same assistance. 

 

You can ask the reader to: 
 

 read all or part of the examination paper, as many times as you request 

 read back any of your answers, as many times as you request 
 

The reader cannot: 
 

 give you clues or examples like a teacher/assistant might do in lessons 

 tell you if your answers are right or wrong 

 check your work to see if you have understood 

 explain or clarify any part of the paper 

 help you to choose which questions to do 

 tell you when to move on to the next question 

 read or explain mathematical, scientific and musical symbols and abbreviations, e.g. 52 and > 

(they can only point to them) 

 

In the English Language GCSE exams: a reader can read the questions in the writing section but can’t 
read any of the questions testing reading in the reading section to you. Because of this, students 
entitled to a reader will be given 50% extra time for the reading section of the exam.  
In Modern Foreign Language exams: a reader would not be permitted in components that assess 
reading as the assessment objectives require the candidate to ‘understand the written language’. 



Scribe 

A scribe is a responsible adult who writes or types a candidate’s dictated answers to the exam questions. 

(Scribes are not used in speaking exams.) 

You will be working in a room separate from the main hall. There may be other students in the room with 

you, so please make sure that you do not dictate so loudly that they can overhear you. 
 

Your scribe cannot: 

 give you clues or examples like a teacher/assistant might do in lessons 

 tell you if your answers are right or wrong 

 check your work to see if you have understood 

 explain or clarify any of the paper 

 help you to choose which questions to do 

 tell you when to move on to the next question 

 read any of the exam paper to you unless you are also allowed a reader 
 
The scribe will: 

 

 write down answers exactly as you dictate them 

 read back any of your answers if you ask them to 

 change an answer if you ask them to write down something different 

 strictly follow your instructions when drawing maps, diagrams and graphs  

(If possible, it is best if you can draw maps diagrams and graphs yourself – ask a member of 

staff for advice.) 

 

SPAG - In some exams marks are available for spelling, punctuation, vocabulary and grammar. 
You will only have marks awarded for spelling and/or punctuation if you have independently dictated 
ALL spelling and/or punctuation. As there are only limited marks available for spelling and punctuation, 
we would usually advise against this. You will still be awarded marks for vocabulary and grammar as 
appropriate. 

 

A scribe will not normally be allowed for an MFL exam as in the Writing papers candidates are marked for 
the quality of their language which not only covers the range and complexity of the language, but also the 
accuracy of their language and spelling. It is therefore essential for EVERY word to be spelled out in such 
examinations. If you have a scribe and are taking a language exam, then please see the SEN / exams teams 
who will advise the most appropriate option based on your particular circumstances. 

 
 

Seating requirement 
 
In particular circumstances, a student may be allocated a separate room or seating at the back of the 
exam hall. Exams rules are very strict and there has to be a demonstrable need and evidence when a 
student is moved from being seated in the main body of the exam hall.  
 

Students with straightforward access arrangements may be seated in Row A of the main exam hall. 
This could include those allocated extra time or a word processor. Students requiring a supervised 
rest break may be seated at the back of the exam hall. Students with the use of a Reader, a Scribe or 
who have an established medical need / learning difference may be seated in a separate room. 
 



Supervised Rest Breaks 

If you have been awarded this access arrangement you will be able to request a short break when you 
need one, though if there are other students needing breaks you might have to wait for a member of staff 
to be available to assist you. 

 
In some circumstances the SENCO may confirm with you how your break will be taken, how many breaks 
you can have and how long you can take for each break. Remember that if you have another exam on the 
same day you need to allow enough time to take a proper break between the two exams and still fit in 
both exams before the end of the day.  Breaks are generally restricted to a maximum length of 5 minutes. 
 
Please put your hand up to request a break. Your exam paper will be closed by the Invigilator and the 
time noted.  When you wish to re-start please raise your hand again and the Invigilator will note the time 
and open your paper. 
 
If you need to leave the exam room for a rest break, an invigilator must accompany and supervise you. 

 

All the time taken for your rest breaks will be added to the end of the exam. For example, if you have 
two breaks, one taking 3 minutes and the other 5 minutes, 8 minutes will be added to the end time. You 
will not be allowed any more time, but you will not lose time either. 

 

During supervised rest breaks you will not have access to the exam papers/answer booklets. 
 
 

Word Processor 
 

If you are entitled to the use of a Word Processor for your exams, you will be provided with a Chromebook and 
may sit your exam either in the main exam hall or in a separate room. You do not have to use the Word 
Processor for every exam. You will be given a paper exam booklet and can choose on the day, even once you 
have seen the paper, whether you feel more comfortable writing by hand only, using the Word Processor only or 
doing both. However, if you know in advance that you will not be using your Word Processor Access 
Arrangement for a particular exam, we would appreciate it if you could please let the exams office know. 

 

A few key things to note about using a word processor: 
 

 Your Chromebook will already be logged on for you by the invigilator. You must not log out of this exam 

account or try to use any other log on. To do so would constitute malpractice and would have to be 

reported to the exam board and could result in disqualification. 

 Your typed script will be printed and attached to your exam booklet. You can write some of your 

answers in your exam booklet if you wish. 

 You will only have access to ‘ExamWritePad’ for word processing purposes - all other features 

(including spellcheck and thesaurus facilities and internet access) will be disabled. 

 You will not be allowed access to any other documents/files on the Chromebook. 

 You MUST enter the following information, when prompted, before starting the exam: 

 Your name and candidate number 

 Centre number (50449) 

 Centre name (Mangotsfield School) 

 Date and subject of exam 

 

 



 You must number your answers clearly, e.g. Q1a or Q2ii. 

 You must use a minimum of 12pt font and double spacing to make marking easier for examiners. 

 Regularly save your work by clicking the save icon along the top toolbar. 

 Other candidates must not be allowed to see your screen or be disturbed by your use of the 

Chromebook, e.g. due to excessively loud tapping of the keyboard. 

 When you have finished the exam, press the save icon again and exit the programme (exit icon 

near the save icon), leave the Chromebook open on your desk and you will be escorted to the 

Exams Office where your work will be printed. 

 You will be asked to sign each printed page to confirm it is your work. 

 
Please see Mangotsfield School’s Word Processor policy for further information. 
 
 
 
 
 
Other Exams Access Arrangements may be available as needs arise. Please speak to the SEND team if you 
wish to discuss any element of your approved Access Arrangements. 
 
The above overview is supplementary to the school’s Access Arrangements Policy which can be found on 
the school website: https://www.mangotsfieldschool.org.uk/Students/Exam-Information/ 
 

 
 

https://www.mangotsfieldschool.org.uk/Students/Exam-Information/

