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Appeals Procedure for candidates 
 
Aim 
 

• To enable the learner to enquire, question or appeal against an assessment decision. 

• To attempt to reach agreement between learner and assessor in respect of assessment 
decisions. 

• To standardise and record any appeals to ensure parity and fairness. 

• To facilitate the learner’s right of appeal to the awarding body if appropriate. 

• To protect the interests of all learners and the integrity of the qualification.  
 
To achieve this, The Stable School will: 
 

• Inform the learner of their right to appeal and the procedures for this at the start of the course. 

• Record, track and validate any appeals. 

• Forward appeals to the awarding body when an internal soultion that is satisfactory can not be 
made internally. 

• Keep appeals records available for inspection for a minimum of 18 months. 

• Have a staged appeals procedure. 

• Will take appropriate action to ensure all learners work is checked when result vailidity is 
questioned in appeals. 

• Monitor appeals to inform quality control. 
 

Appeals Procedures 
 

• It is the responsibility of The Stable School as an assessment centre, to make all students aware 
of the appeals procedure and give them access to a copy of the procedure.  

• The Internal Verifier and Exams Officer are responsible for managing the formal appeals 
process. If deemed necessary, a formal appeals panel should be set up comprising at least three 
people, where at least one member is independent of the assessment process.  

• Written records of all appeals will be maintained by the school. These should include a 
description of the appeal, the outcome of the appeal and the reason for that outcome.  

 
 
Grounds for Appeal 
 

A student/candidate would have grounds for appeal against an assessment decision in the 
following situations. This list is selective and not exhaustive.  

 

• The work is not assessed according to the set criteria, or the criteria are ambiguous.  

• The final grade of the work does not match the criteria set for grade boundaries or the grade 
boundaries are not sufficiently defined.  

• The internal verification procedure contradicts the assessment grades awarded.  

• There is evidence of preferential treatment towards other students/candidates.  

• The conduct of the assessment did not conform to the published requirements of the Awarding 
Body 
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• Agreed deadlines were not observed by staff.  

• The current Assessment Plan was not adhered to.  

• The decision to reject coursework on the grounds of malpractice. 
 
Formal appeal procedures 
 

• If, after informal discussion with the Internal Verifier, the candidate wishes to make a formal 
appeal, the candidate must ask the Internal Verifier, in writing, for a re-assessment. This must be 
done within 10 working days of receiving the original assessment result.  

• The Exams Officer with the Internal Verifier, on receipt of the formal appeal from the candidate, 
will try to seek a solution negotiated between the relevant assessor and the candidate.  

• The outcome of the appeal may be:  
▪ Confirmation of original decision;  
▪ A re-assessment by an independent assessor;  
▪ An opportunity to resubmit for assessment within a revised agreed timescale. 
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Complaints Procedure 

The Stable School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment. 

 

Aims 

The Stable School aims to provide pupils with teaching and pastoral care of a quality that exceeds the 

school’s general duty. However, where a complaint is made against the school, its staff or a person 

contracted to work within the school this policy outlines the procedure that will be followed. Any 

complaints made against the school, or a member of its staff will be taken extremely seriously, and a 

satisfactory and efficient means of resolution will be sought at the earliest opportunity. 

 
Complaints Procedure 

All correspondence, documentation and written records will be held confidentially in relation to a 

complaint or concern, except where the Secretary of State or a body conducting an inspection under 

section 162A of the 2002 Act requests access to them. 

 
Where a complaint involves allegations against the Proprietor(s) / Headteacher(S), the complaint should be 

made directly to the Local Advisory Board (LAB) and procedures outlined in stage 3 commenced. 

 
Stage 1 - Informal Resolution 

It is hoped that for most complaints and concerns a resolution can be achieved quickly and informally. 

• Complaints by a parent/carer should be made directly to The Stable Staff member of staff 

concerned. It is intended that such cases will be resolved immediately in accordance with the 

parent/carer’s and pupil’s satisfaction, either on the same day as the complaint was made or 

within five working days. 

• In instances where The Stable School member of staff cannot resolve the matter alone a more 

senior member of staff will be consulted to find a successful and satisfactory resolution. An agreed 

resolution will be made within ten working days in these instances. 

• Where a more senior member of staff is consulted directly by a parent/carer the complaint will be 
referred to the member of staff unless the senior member of staff feels it is appropriate for them 

to deal with the matter personally. A resolution will be made within ten working days. 

• Where a matter cannot be resolved sufficiently within ten working days the parent/carer will be 
advised to follow formal resolution procedures, in accordance with stage 2. 

 
Stage 2 - Formal Resolution 
Where informal resolution cannot satisfactorily resolve matters a written complaint should be made 
directly to the Head of School. It is the responsibility of the Head of School in such cases to determine a 
suitable resolution to the complaint or concern made. 
 
Acknowledgement of a written complaint being received will be made within five working days. Details 
of the complaint policy will be given at this time. In most instances the Head of School will invite the 
parent/carer to the school to discuss the issue directly within ten working days and attempt to agree 
on a suitable method of resolution at this point. It may become apparent at this point that further 
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investigation into the matter is required. A written and dated record of all meetings and discussions 
relating to the complaint, and any subsequent investigations, will be kept by the school office. Once 
the Head of School is satisfied that all relevant facts have been gathered regarding the complaint the 
parent/carer will be contacted in writing (or by alternative means where a written response would be 
felt unsuitable for the purpose of effective communication with a parent/guardian). This will occur no 
later than fifteen working days after stage 2 proceedings are commenced. The written response to the 
complaint will outline the method of resolution to be taken and the reason for this decision 
Where a parent/carer is not satisfied with the decision of the Head of School, the LAB should be 
informed and the matter referred to a complaints panel. Stage 3 procedures should then be brought 
into action. 
 

Stage 3 – Complaints Panel Proceedings 

• The LAB will be informed if a parent/carer wishes to invoke stage 3 complaints proceedings, 

who will call a hearing of the Complaints Panel for consideration of the complaint. 

• The Complaints Panel members are appointed by the LAB. The Panel will consist of at least 

three people not directly involved in the matters relating to the complaint, and one member of 

the Panel will be independent of the management and running of the school. The Chair will 

schedule the hearing no later than 15 working days after stage 3 was invoked. 

• Any particulars felt necessary to the complaint hearing will be provided in copy to all parties 

involved in the complaint no later than 3 days prior to the hearing being held. 

• Legal representation requested by the parent/carer at the hearing will only be deemed 

appropriate in exceptional circumstances and must be agreed by the LAB and Heads of School 

before the hearing. A parent/carer may only be accompanied by 

• one other person to the hearing (other than their husband/wife or partner or the pupils 

biological mother and/or father). 

• It is hoped that a resolution will be made at the hearing. However, the Panel may feel it is 

necessary for further investigations to be undertaken. In this instance the Panel may adjourn 

for a period to investigate the matter fully, but for a period no longer than five working days. 

• Once the investigation is carried out and the Panel reconvened for due consideration of the 
facts, a decision and recommendations will be given to the parent/carer, Head of School, 

Trustees, and person complained of if appropriate within five working days. 

• The response will be given in writing (or by alternative means where a written response would 

be felt unsuitable for the purpose of effective communication with a parent/carer) and will 

explain in full the reasons for the decision. The Complaints Panel’s decision is final. 

• Written records will be kept of all complaints and outcomes, at whatever stage they were  

• Resolved. If a parent/carer is unhappy with the decision made during stage 3 they are advised 
to contact Ofsted to receive advice on their legal rights regarding complaints. 

• Ofsted can be contacted via www.ofsted.gov.uk or on 0300-123-4666 
 

Complaints by Pupils 

In matters where a pupil wishes to make a complaint, they are advised to speak directly to  a Stable 

School member of staff who will inform them of their rights in matters relating to complaints against 

the school. If the matter cannot be resolved by The Stable School member of staff or the complaint 

relates to that member of staff, then they are advised to contact an alternative Senior Manager or the 

Head of School. 

The complaint will be resolved in five working days, or else the pupil will be advised that they should 

ask their parent/guardian to follow the formal complaints procedure as outlined in stages 1-3. 

http://www.ofsted.gov.uk/
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Due Process 

• The Pupil has the right to contact the awarding body or any regulatory bodies. 

• We will ensure teaching continues if possible and work is set if not so the learner does not 

fall behind. 

• We plan lessons well, we are fair and we have many systems in place as a school to defuse 
situations. We also will follow regulatory guidance when explaining the progress of any 

course as well as share the assessment materials. 

• Record complaints and review these regularly to identify any trends which may have an 

impact upon other learners. Where a complaint is upheld, the learners will not be 

disadvantaged by this as they will still have access to the course materials and where 

necessary a different assessor if this is required. 
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Equal Opportunities and Diversity Policy 
 
This policy statement outlines the commitment of the staff and Trustees of The Stable School to ensure 
that equality of opportunity is available to all members of the school community.  These include: 
 

a) Pupils 
b) Teaching staff 
c) Support staff 
d) Parents 
e) Trustees 
f) Visitors to the school 
g) Students on placement. 

 
Equal opportunities should permeate all aspects of school life and is the responsibility of every 
member of the school community. 
 
This policy reflects The Stable School ethos and is founded on the school behavioural competencies of 
‘Respect, Reflect, Believe’.  Competencies that are key to staff and student behaviour alike.  
 
The implementation of the policy is the responsibility of all individuals within the school community.  
The responsibility for keeping the issue of equal opportunity at a high level of priority at all times and 
in all areas, is the responsibility of our whole school community and visited weekly through assemblies 
and staff meetings lead by our proprietor and Headteachers.  
 
All members of the school community should be aware that every individual has a right to be 
considered of equal value and be given equal opportunities regardless of: 
 

a) Ethnicity 
b) Gender (including Transgender) 
c) Social background 
d) Ability/Disability 
e) HIV/AIDS 
f) Belief 
g) Age 
h) Marital status 
i) Nationality/Citizenship 
j) Sexual orientation. 

 
In the context of the school we feel the most appropriate definition is that: 
 
  Equal opportunity is the right of everyone to equal chances,  

and each individual is respected for who they are. 
 
 
Ethos and Atmosphere 
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• At The Stable School we are aware that those involved in the leadership of the school community 
are instrumental in demonstrating mutual respect between all members of the school community. 

• There should be an ‘openness’ of atmosphere which welcomes everyone to the school. 

• The children are encouraged to greet visitors to the school with friendliness and respect. 

• Our curriculum offer reflects diversity across all aspects of equality of opportunity. 

• There is vehicular access to the school doors on both sites for disabled visitors. 

• Provision is made to cater for the spiritual needs of all the children through planning of both 
assemblies and classroom activities. 

 
 
Learning Environment 
 

• There is a consistently high expectation of all pupils regardless of age, gender, ethnicity, ability or 
social background.  All pupils are encouraged to improve on their own achievements and not to 
measure themselves against others.  Parents are also encouraged to view their own children’s 
achievements in this light. 

• Teacher enthusiasm and care is a vital factor in achieving a high level of motivation and good 
results from all pupils. 

• The adults in the school try to provide good, positive role models in their approach to all issues 
relating to equality of opportunity. 

• The school places a very high priority on the provision for special educational needs and disability.  
We aim to meet all pupils’ learning needs including the more able by carefully assessed and 
administered programmes of work (see SEN policy and Disability Equality Scheme). 

• The school provide an environment in which all pupils have equal access to all facilities and 
resources. 

• All pupils are actively involved in their own learning. 

• A range of teaching methods is used throughout the school to ensure that effective learning takes 
place at all stages for all pupils. 

 
 
The taught curriculum 
 

• At The Stable School we aim to ensure that our planning reflects our specific commitment to 
equality of opportunity in all subject areas and cross curricular themes in line with some elements 
of the National Curriculum and our own developing curriculum to specifically reflect the needs of 
our SEMH student population.  

• Our planning takes account of the differing needs of pupils and their progression. 

• We are developing our system to evaluate out curricular outcomes each term to ensure that what 
we have actually planned takes place.  These evaluations will be completed by the Heads of School/ 
Headteacher /Proprietors. 

 
 
Resources and Materials 
 
The provision of good quality resources and materials within the school is a high priority.  These 
resources should: 
 

• reflect “the reality of an ethnically, culturally and sexually diverse society” 

• reflect a variety of viewpoints 
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• show positive images of males and females in society including people with disabilities 

• reflect non-stereotypical images of all groups in a global context 

• include materials to raise awareness of equal opportunity issues 

• be equally accessible to all members of school community consistent with health and safety 

• not include explicitly and implicitly racist, sexist, homophobic or ageist materials. Our materials 
seek to promote all areas of equality. 

 
 
Language 
 
We recognise that it is important at The Stable School that all members of the school community use 
appropriate language which in particular reflects our therapeutic approach as a trauma informed 
school. 
 

• does not transmit or confirm stereotypes 

• does not offend 

• creates and enhances positive images of particular groups identified at the beginning of this 
document 

• creates the conditions for all people to develop their self-esteem 

• uses correct terminology in referring to particular groups or individuals eg Inuit rather than 
Eskimo, Native Americans rather than Red Indians. 

 
 
Organisation of Learning 
 
When organising groups for various activities, consideration is always given to the composition of the 
group, to provide a balance appropriate to the activity. 
 
At The Stable School our environment is not culturally diverse, and we are very conscious of the need 
to provide first hand experiences for the pupils to encounter people from other cultures.  We do this 
by: 
 
 
Extra-curricular provision 
 
As a school we provide equal access to all activities from an early age with no gender bias.  
 
We undertake responsibility for making contributors to extra-curricular activities aware of the school’s 
commitment to equality of opportunity (eg sports helpers, coach drivers) by providing them with 
written guidelines drawn from this policy. 
 
We try to ensure that all such non staff members who have contact with children adhere to these 
guidelines. 
 
 
Legislation 
 
We are respect and adhere to the legal requirements of the following legislation: 

 
     The Sex Discrimination Act 1995 
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Human Rights Act 1998 
 
Civil Partnership Act 2004 
 
Gender Recognition Act 2004 

 
 

The Race Relations Amendment Act 2000 
 

The Disability Discrimination Act 1995 
 
The Disability Discrimination Act (Amendment) Regulations 2003 
 
The Disability Discrimination Act 2005 
 
The Disability Discrimination (Public Authorities) (Statutory Duties) Regulations 2005 
 
The Special Educational Needs and Disability Act (SENDA) 2001 
 
The Disability (Pensions) Regulations 2003 
 
The Disability Rights Commission Act 1999 
 
The Education (Modification of Enactments Relating to Employment) Order 2003: SI 2003/1964 
 
The Education Act 1996: Part IV 
 
The Employment Equality (Age) Regulations 2006: 
The Employment Equality (Sex Discrimination) Regulations 2005 
 
The Employment Equality (Religion or Belief) Regulations 2003: SI 2003/1660 
 
The Employment Equality (Sexual Orientation) Regulations 2003: SI 2003/1661 
The Equality Act 2006 
The Equality Act 2010 

 
 
Staffing and Staff Development 
 
We recognise the need for positive role models and distribution of responsibility among staff.  This 
must include pupil’s access to a balance of male and female staff at both key stages 
 
We undertake to encourage the career development and aspirations of all individuals. 
 
Within our staff training and development, we will increase awareness of the needs of different groups 
of pupils in the various dimensions of equality of opportunity and respond quickly to our changing 
school population.  
 
 

 

http://www.opsi.gov.uk/acts/acts2000/20000034.htm
http://www.opsi.gov.uk/acts/acts2000/20000034.htm
http://www.opsi.gov.uk/acts/acts1995/1995050.htm
http://www.opsi.gov.uk/si/si2003/20031673.htm
http://www.opsi.gov.uk/si/si2003/20032770.htm
http://www.opsi.gov.uk/acts/acts1999/19990017.htm
http://www.opsi.gov.uk/si/si2003/20031964.htm
http://www.opsi.gov.uk/acts/acts1996/96056--d.htm#20
http://www.opsi.gov.uk/si/si2003/20031660.htm
http://www.opsi.gov.uk/si/si2003/20031661.htm
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Harassment and Bullying 
 
It is the duty of this school to challenge all types of discriminatory behaviour eg 
 

• unwanted attentions (verbal or physical) 

• unwelcome or offensive remarks or suggestions about another person’s appearance, 
character, race, ability or disability, sexuality, gender (or transgender) 

 
The school has a clear, agreed procedure for dealing with incidents such as these. 
 
 
Parents and the Wider Community 
 
We aim to work in partnership with parents to help all pupils to achieve their potential.  
 
We wish to affirm our continuing commitment to reach out to other diverse groups within our 
immediate community and beyond. 
 
 
Monitoring and Review 
 
Equality of opportunity is an inherent part of The Stable School’s growth and development.  It is a 
whole school responsibility, and all staff are encouraged to lead on new initiatives under the guidance 
and support of the SLT. To include:  
 

• Leading discussions in designated staff meetings which will include support staff, to discuss issues 
of equal opportunities within the school community. 

• Working closely with the Local Advisory Board  

• Monitoring the following will enable the school to see where equality of opportunity needs to be 
more intensely focused: 

• GL baseline testing 

• participation in extra-curricular activities 

• exclusions and truancy 

• continuous assessment of children’s learning 

• racist and sexist incidents 

• results from screening for specific learning needs 

• attendance. 

• behaviour watch monitoring 

• Motional updating.  
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Assessment Malpractice Procedure 
 
Aim 
 

• To identify and minimise the risk of malpractice by staff or learners. 

• To respond to any incident of alleged malpractice promptly and objectively. 

• To standardise and record any investigation of malpractice to ensure openness and fairness. 

• To impose appropriate penalties and / or sanctions on learners or staff where incidents (or 
attempted incidents) of malpractice are proven. 

• To protect the integrity of The Stable School, the courses, and AIM, AQA and Pearson 
qualifications. 

 
In order to do this The Stable School will: 
 

• Seek to avoid potential malpractice by using the induction period and the course introduction 
guidenlines to inform learners of the centre’s policy on malpractice and the penalities for 
attempted and actual incidents of malpractice. 

• Show learners the appropriate formats to record cited texts and other materials for 
information. 

• Ask learners to declare that their work is their own. 

• Ask learners to provide evidence that they have interpreted and acknowledged any information 
or sources used. 

• Conduct any investigation required in a form that suits the nature of the allegation. Such an 
investigation will be undertaken by the Course Leader and Internal verifier. 

• Make any individual aware at the earliest opportunity, of the nature of any alleged malpractice 
and the possible consequences if malpractice is proven. 

• Give individuals the opportunity to respond to any allegations. 

• Inform individuals of the procedures for appealing against any decision made. 

• Document all stages of any investigation. 
 
 
 
If Malpractice is proven: 
 
Course leader to make recommendations to the Internal Verifier depending on evidence in each 
individual case. 
Internal Verifier to report to the Head of School on action taken. 
Head of School makes any final decisions after consultation with all parties, according to School Policy. 
 
 
What is Malpractice? 
 
By Learners  
 

• Plagiarism of any nature. 

• Working with others to produce work that is then submitted as individual work. 
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• Copying (including the use of ICT cut and paste) 

• Fabrication of results or evidence 

• False declaration of authenticity in relation to coursework. 

• Impersonation by pretending to be someone else in order to produce work to be submitted by 
a 3rd party. 

• Deliberate destruction of another’s work. 
 
By the Centre: 
 

• Improper assistance to learners. 

• Inventing or changing marks for internally verified work where there is insufficient evidence of 
learners work to justify marks given. 

• Failure to keep learner work secure. 

• Fraudulent claims for certificates. 

• Inappropriate retention of certificates. 

• Assisting learners in the production of coursework where the level of help means the teacher is 
completing work for the learner. 

• Producing falsified witness statements. 

• Allowing evidence that is known to be fraudulent to form part of marked coursework. 

• Facilitating and allowing impersonation. 

• Misusing the conditions for special learner requirements. 

• Falsifying records. 
 
These are not exhaustive lists and all allegations of malpractice should be approached on a case by 
case basis. 
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Organisation Structure in Reasonable Adjustments and Special 
Considerations Policy 
 

Purpose of the Policy 

This document is provided as an exams-specific supplement to the centre-wide accessibility policy/plan 

which details how the centre: 

“Recognises its duties towards disabled candidates as defined under the terms of the Equality Act 2010†. 

This must include a duty to explore and provide access to suitable courses, submit applications for 

reasonable adjustments and make reasonable adjustments to the service the centre provides to disabled 

candidates. 

†or any legislation in a relevant jurisdiction other than England and Wales which has an equivalent  
purpose and effect” 

[Quote taken directly from chapter 5.4 of the current JCQ publication General Regulations for 
Approved Centres] 

 
This publication is further referred to in this policy as GR. 

 

This policy details how the centre facilitates access to exams and assessments for disabled candidates, 

as defined under the terms of the Equality Act 2010, by outlining staff roles and responsibilities in 

relation to: 

 
• identifying the need for appropriate arrangements, reasonable adjustments and/or 

adaptations (referred to in this policy as ‘access arrangements’); 

• requesting access arrangements; 

• implementing access arrangements and the conduct of exams. 

 

The Equality Act 2010 - Definition of Disability 

A definition is provided on page 9 of the current JCQ publication: Adjustments for candidates with 

disabilities and learning difficulties Access Arrangements and Reasonable Adjustments 2021 -2022 

AA_regs_20-21_FINAL.pdf (jcq.org.uk)  

This publication is further referred to in this policy as AA. Identifying the Need for Access Arrangements 
 

Roles and Responsibilities 

 

Head of School – The Gate House 

 
• Is familiar with the entire contents, refers to and directs relevant centre staff to the annually 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/wp-content/uploads/2020/10/AA_regs_20-21_FINAL.pdf
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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updated JCQ publications including GR and AA. 

• Ensures the quality of the access arrangements process within the centre. 

• Ensures staff roles, responsibilities and processes in identifying, requesting and implementing 

access arrangements are clearly defined and documented. 

• Ensures a policy demonstrating the centre’s compliance with relevant legislation is in place. 

• Ensures an appropriately qualified assessor(s) is appointed and that evidence of the 

qualification(s) of the person(s) appointed is held on file. 

• Defines and documents roles, responsibilities and processes in identifying, requesting and 

implementing access arrangements (Access Arrangements Policy

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Senior Leaders 

• Are familiar with the entire contents of the annually updated JCQ publications including GR and 

AA. 

• Support the Head of School and Examinations Officer and course leaders in determining the 
need for and implementing access arrangements. 

 

Head of School / Course Leaders up to here 

• Has full knowledge and understanding of the contents, refers to and directs relevant centre staff  

to the annually updated JCQ publication AA. 

• Ensures the assessment process is administered in accordance with the regulations. 

• Leads on the access arrangements process to facilitate access for candidates. 

• If not the appropriately qualified assessor, works with the person/persons appointed, on all 

matters relating to assessing candidates and the administration of the assessment process. 

• Ensures that all assessments carried out and arrangements put in place comply with JCQ and 

awarding body regulations and guidance. 

• Ensures arrangements put in place for exams/assessments reflect a candidate’s normal way of 

working within the centre. 

• Ensures the need for access arrangements for a candidate will be considered on a subject by  

subject basis. 

• Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s qualification. 

• Works with teaching staff, relevant support staff and the Exams Officer to ensure centre-

delegated and awarding body approved access arrangements are put in place for candidates 

taking internal and external exams/assessments. 

• Provides appropriate evidence to confirm the need(s) of a candidate. 

• Completes appropriate documentation as required by the regulations of JCQ and the awarding 

body. 

 

Teaching Staff (Assessors) 

 

• Inform the Head of School of any support that might be needed by a candidate. 

• Ensures arrangements put in place for exams/assessments reflect a candidate’s normal way of 

working within the centre. 

• Provide information to evidence the normal way of working of a candidate. 
 

Assessor of Candidates with Learning Difficulties 

 

(An assessor of candidates with learning difficulties will be an appropriately qualified access 

arrangements assessor/psychologist/specialist assessor). 

• Has a detailed understanding of the current JCQ publication AA. 

• Conducts appropriate assessments to identify the need(s) of a candidate.

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
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Requesting Access Arrangements 
 

Roles and Responsibilities 

Special Educational Needs Coordinator (SENCo) / Subject Leads / Head of School 

 

• Determines in conjunction with the Exams Officer if the arrangements identified 

for a candidate require prior approval from the awarding body before the 

arrangements are put in place or if approval is centre-delegated. 

• Follows guidance in AA Chapter 8 to process approval applications for access 

arrangements for    GCSE and GCE qualifications. 

• Ensures appropriate and required evidence is held on file to confirm validation 

responses in AAO  including the completion of JCQ Form 8 (due to all children 

having EHCPs this isn’t currently required) where required, and a body of 

evidence to substantiate the candidate’s normal way of working within the 

centre. 

• Makes an awarding body referral through AAO where the initial application for 

approval may not be approved by AAO, where it is deemed by the centre that 

the candidate does meet the criteria for the arrangement(s). 

• In conjunction with the Exams Officer ensures that arrangements, and approval 

where required, are in place before a candidate takes his/her first exam or 

assessment (which is externally assessed or internally assessed/externally 

moderated). 

• In conjunction with the Exams Officer ensures that where approval is required that 

this is applied  for by the awarding body deadline. 

• Liaises with teaching staff regarding any appropriate modified paper 

requirements for candidates. 

 
Exams Officer 

• Is familiar with the entire contents of the annually updated JCQ publication GR 

and is aware of information contained in AA where this may be relevant to the 

EO role. 

• In conjunction with the SENCo / teachers / subject leads, follows guidance in AA 

Chapter 8 to process approval applications for access arrangements for GCSE and 

GCE qualifications. 

• Applies for approval where this is required, through ‘Access Arrangements 

Online (AAO)’, or through the awarding body where qualifications sit outside the 

scope of AAO. 

• Ensures appropriate and required evidence is held on file to confirm validation 

responses in AAO  including the completion of JCQ Form 8, where required, and a 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
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body of evidence to substantiate  the candidate’s normal way of working within 

the centre. 

• Confirms by ticking the ‘Confirmation’ box prior to submitting the application for 

approval that the ‘malpractice consequence statement’ has been read and 

accepted. 

• Ensures that arrangements, and approval where required, are in place before a 

candidate takes his/her first exam or assessment (which is externally assessed or 

internally assessed/externally moderated). 

• Ensures that where approval is required that this is applied for by the awarding 
body deadline. 

• Maintains a file for each candidate that will include: 

• completed JCQ/awarding body application forms and evidence forms. 

• appropriate evidence to support the need for the arrangement where 
required. 

• appropriate evidence to support normal way of working within the 
centre. 

 

• in addition, for GCSE and GCE qualifications (where approval is required), 

a printout of the AAO approval and a signed data protection notice (which 

provides candidate consent to their personal details being shared). 

• Presents the files when requested by a JCQ Centre Inspector. 

• Liaises with teaching staff regarding any appropriate modified paper 

requirements for candidates. 

• Liaises with the SENCo / Head of School / teachers to ensure AAO approval is in 

place for early opening of papers where this may be required where the centre 

is permitted to modify a timetabled written component exam paper (copy on 

coloured paper, enlarge to A3 or copy to single sided print). 

• Following the appropriate process (AAO for GCE and GCSE; JCQ Form 7 or Form 

VQ/EA), orders published modified papers, by the awarding body’s deadline for 

the exam series, where these may be required for a candidate. 

 
Implementing Access Arrangements and the Conduct of Exams 

External Assessments 

 
*Please note as we are a small centre the role of Head of Centre/ Head of School / 
Examinations Officer / Special Educational Needs Coordinator is in many instances 
synonymous.  
 

These are assessments which are normally set and marked/examined by an awarding 

body which must be conducted according to awarding body instructions and/or the JCQ 

publication ‘Instructions for Conducting Examinations’ (ICE). 

 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Roles and Responsibilities 

 

Head of Centre / Head of School 

• Supports the SENCo, the Exams Officer and other relevant centre staff in 

ensuring appropriate arrangements, adjustments and adaptations are in place to 

facilitate access for disabled candidates to exams. 

• Is familiar with the Checklist for Heads of Centre and Examination Officers – The 

Equality Act 2010 and Conduct of Examinations provided in the current ICE (page 

44). 

 

Senior Leadership Team (SLT) 

• Responsible for the centre’s emergency evacuation procedures and the 

arrangements that may need to be in place for a candidate with a disability who 

may need assistance when an exam room is evacuated. 

 

Special Educational Needs Co-ordinator (SENCo) / Head of School / Exams Officer 

• Ensures appropriate arrangements, adjustments and adaptations are in place to 

facilitate access for candidates where they are disabled within the meaning of the 

Equality Act (unless a temporary emergency arrangement is required at the time 

of an exam). 

• Ensures that any arrangements put in place do not unfairly disadvantage or 

advantage disabled candidates. 

• Liaises with the Exams Officer (EO) (roles synonomus) regarding facilitation and 

invigilation of access arrangement candidates in exams. 

• Liaises with other relevant centre staff regarding the provision of appropriate 

rooming and equipment that may be required to facilitate access for disabled 

candidates to exams. 

• Ensures the facilitator is known by or introduced to the candidate prior to exams. 

• Liaises with the EO to ensure that invigilators are made aware of the Equality Act 

2010 and are trained in disability issues. 

• Liaises with the EO where a facilitator may be required to support a candidate 

requiring an emergency (temporary) access arrangement at the time of exams. 

• Liaises with the EO to ensure exam information (JCQ information for candidates 

documents, individual exam timetable etc.) is adapted where this may be 

required for a disabled candidate to access it 

 

Exams Officer 

• Is familiar with and follows the Checklist for Heads of Centre and Examination 

Officers – The Equality Act 2010 and Conduct of Examinations provided in the 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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current ICE (page 44). 

• Ensures a candidate is involved in any decisions about arrangements, 

adjustments and/or adaptations that may be put in place for him/her and 

ensures the candidate understands what will happen at exam time. 

• Ensures exam information (JCQ information for candidates documents, 

individual exam timetable etc.) is adapted where this may be required for a 

disabled candidate to access it. 

• Ensures that prior to any arrangements being put in place checks are made that 

arrangements do not impact on any assessment criteria/competence standards 

being tested. 

• Ensures that any arrangements put in place do not unfairly disadvantage or 

advantage disabled candidates. 

• Liaises with other relevant centre staff regarding the provision of appropriate 

rooming and equipment that may be required to facilitate access for disabled 

candidates to exams. 

• Appoints appropriate centre staff as facilitators to support candidates (practical 

assistant, prompter, Oral Language Modifier, reader, scribe or Sign Language 

Interpreter). 

• Ensures facilitators supporting candidates are appropriately trained and 

understand the rules of the particular access arrangement(s). 

• Ensures the facilitator is known by or introduced to the candidate prior to exams. 

• Ensures a facilitator acting as a prompter is aware of the appropriate way to 

prompt depending on the needs of the candidate. 

• Ensures cover sheets, where these are required by the arrangement are 

completed as required by facilitators. 

• Liaises with the SENCo and other relevant centre staff to ensure appropriate 

arrangements, adjustments and adaptations are in place to facilitate access for 

disabled candidates to exams. 

• Liaises with the SENCo regarding the facilitation and invigilation of access 

arrangement candidates. 

• Liaises with the SENCo regarding rooming of access arrangement candidates. 

• Liaises with the SENCo to ensure that invigilators are made aware of the Equality 

Act 2010 and are trained in disability issues. 

• Ensures appropriate seating arrangements are in place where different 

arrangements may need to be made for a candidate to facilitate access to his/her 

exams. 

• Ensures invigilators are briefed prior to each exam session of the arrangements 

in place for a disabled candidate in their exam room. 

• Checks in advance of dated exams/assessments that modified paper orders have 

arrived (and if not will contact the awarding body to ensure that papers are 

available when required). 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations


22 | P a g e  

 

• Makes modifications that are permitted by the centre (a question paper copied 

onto coloured paper, an A4 to A3 enlarged paper or a paper printed on single 

sheets or where a question paper may need to be scanned into PDF format 

where a candidate is approved the use of a computer reader) that may be 

required and, where approved, opens the exam question paper packet in the 

secure room no earlier than 90 minutes prior to the published start time of the 

exam. 

• Understands that where permitted/approved, secure exam question paper 

packets may need to be opened early where preparation is required by the 

facilitator (Oral Language Modifier, Live Speaker, Sign Language Interpreter 

only). 

• Ensures that the facilitator only has access to the papers one hour prior to the 

published start time of the exam. 

• Provides cover sheets prior to the start of an exam where required for particular 

access arrangements and ensures that these have been fully completed before 

candidates’ scripts are dispatched to examiners/markers. 

• prints pre-populated cover sheets from AAO where this is required for 

GCSE and GCE qualifications. 

• Has a process in place to deal with emergency (temporary) access 

arrangements as they arise at the time of exams in terms of rooming and 

invigilation. 

• Liaises with the SENCo where a facilitator may be required to support a 

candidate requiring an emergency (temporary) access arrangement at the time 

of exams. 

• Where required for emergency (temporary) access arrangements, applies for 

approval through AAO or through the awarding body where qualifications sit 

outside the scope of AAO. 

 

Teaching Staff 

• Support the SENCo and the Exams Officer to ensure appropriate arrangements, 

adjustments and adaptations are in place to facilitate access for disabled 

candidates to exams. 

• Ensures a candidate is involved in any decisions about arrangements, 

adjustments and/or adaptations that may be put in place for him/her and 

ensures the candidate understands what will happen at exam time. 

• Ensures that prior to any arrangements being put in place checks are made that 

arrangements do not impact on any assessment criteria/competence standards 

being tested. 

• Ensures that any arrangements put in place do not unfairly disadvantage or 

advantage disabled candidates. 
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• Liaises with the Exams Officer (EO) regarding facilitation and invigilation of access 

arrangement candidates in exams. 

• Ensures the facilitator is known by or introduced to the candidate prior to exams. 

• Liaises with the EO where a facilitator may be required to support a candidate 

requiring an emergency (temporary) access arrangement at the time of exams. 

• Liaises with the SENCo and other relevant centre staff to ensure appropriate 

arrangements, adjustments and adaptations are in place to facilitate access for 

disabled candidates to exams. 

 
Teacher Responsible for Planning 

• Appoints appropriate centre staff as facilitators to support candidates 

(practical assistant, prompter, Oral Language Modifier, reader, scribe or Sign 

Language Interpreter). 

• Liaises with the SENCo and other relevant centre staff to ensure appropriate 

arrangements, adjustments and adaptations are in place to facilitate access for 

disabled candidates to exams. 

 
Maintenance 

• Responsible for rooms and non-specialist equipment (chairs, tables, clocks 

etc.) used for exams that may need to be adapted for a candidate. 

 

 

Out-sourced IT specialist – Phil Manely 

• Responsible for IT or other specialist equipment that may need to be provided 

or adapted for a candidate. 

 
 

 

Internal Assessments 

 

These are non-examination assessments (NEA) which are normally set by a 

centre/awarding body, marked and internally verified by the centre and moderated by 

the awarding body. 

“Externally marked and/or externally set practical examinations taken at different 

times across centres are classified as ‘NEA’.” 

[Quote taken from the JCQ publication Instructions for conducting non-examination 
assessments – Foreword, page 3] 

 

http://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/non-examination-assessments
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Roles and Responsibilities 

 

Special Educational Needs Co-ordinator (SENCo) / Head of School / Subject Leads 

• Liaises with teaching staff to implement appropriate access arrangements for 
candidates. 

 

Teaching Staff 

• Support the SENCo in implementing appropriate access arrangements for 
candidates. 

• Ensures centre-delegated and awarding body approved arrangements are in 

place prior to a candidate taking his/her first formal supervised assessment. 

• Ensures candidates are aware of the access arrangements that are in place for 

their assessments. 

• Ensures cover sheets are completed as required by facilitators. 

• Provide the SENCo with assessment schedules to ensure arrangements are put 

in place when required. 

• Liaise with the SENCo regarding assessment materials that may need to be 

modified for a candidate. 

 

Exams Officer 

• Ensures facilitators supporting candidates are appropriately trained and 

understand the rules of the particular access arrangement(s). 

• Ensures cover sheets are completed as required by facilitators. 

• Liaises with the teacher where a facilitator may be required to support a 

candidate requiring an emergency (temporary) access arrangement at the time 

of his/her formal supervised assessment. 

Internal Exams 

 

These are exams or tests which are set and marked within the centre; normally a pre-

cursor to external assessments. 

 

 

 

 

Roles and Responsibilities 

 

Special Educational Needs Co-ordinator (SENCo) 

• Liaises with teaching staff to implement appropriate access arrangements for 
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candidates. 
 

Teaching Staff 

• Support the SENCo in implementing appropriate access arrangements for 
candidates. 

• Provide the SENCo with internal exam timetable to ensure arrangements are 

put in place when required. 

 

Exams Officer 

• Provide exam materials that may need to be modified for a candidate. 

 
Facilitating Access - Examples 

 

The following information confirms the centre’s good practice in relation to the Equality 

Act 2010 and the conduct of examinations. 

 
On a candidate by candidate basis, consideration is given to: 

• adapting assessment arrangements; 

• adapting assessment materials; 

• the provision of specialist equipment or adaptation of standard equipment; 

• adaptation of the physical environment for access purposes. 

The table provides example arrangements, adjustments and adaptations that are 

considered to meet the need(s) of a candidate and the actions considered/taken by the 

centre for the purposes of facilitating access. 

 

 

 

 

 

 

 

 
Registration and Certification Procedure 
 
Aim: 

• To register individual learners to the correct programme within agreed 
timescales. (Exams Officer) 
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• To claim valid learner certificates within agreed timescales.  

• To create a secure, accurate and accessible audit trail to ensure that learner 
registration and certificate claims are trackable. 

 
To achieve this, The Stable School will: 
 

• Register each learner within the awarding body requirements. 

• Provide a mechanism for programme teams to check the accuracy of learner 
registrations. 

• Inform the awarding body of any late entries, withdrawals, transfers or changes 
to learner details. (exams officer/programme leader) 

• Ensure certificate claims are done in good time and based on verified 
assessment work. (exams officer/programme leader) 

• Audit certificate claims made to the awarding body. (programme leader) 

• Audit certificates received before issue and report any mistakes. (programme 
leader) 

• Keep all assessment records safe and secure for three years post certification. 
(programme leader) 

 
 
This policy will be reviewed on an annual basis by the programme leader and exams 
officer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EXAMINATION CONTINGENCY PLAN  
 
The Policy Purpose 
In case of localised disruption to The Stable School, or more widespread disruption to the 
Examination System, the following contingencies are to be followed.  They are based upon the 
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‘Joint Contingency Plan’ issued by OFQUAL to all Awarding organisations and other stakeholders.  
The plan is exhaustive and ranges from contingencies that affect only the Awarding organisations 
to those that affect individual pupils.  Included in this document are those contingences that are 
likely to affect the school and its pupils. 
The key to dealing with any disruption is communication.  This is particularly important with 
regards to any form of disruption that affects individual pupils and external examinations. 
The advice in such cases is to contact The Stable School at the earliest opportunity by telephone 
01202 488362 or contact the Examinations Officer by e-mail or 
beth.whittaker@thestableschool.co.uk 
This document should be read in conjunction with the relevant sections of the The Stable School 
website, weather updates will be broadcast on local radio stations. 
 
TSS in this policy refers to The Stable School 12 Dudmoor Farm Road, Christchurch BH23 6AQ 
 

1. Disruption of teaching time – TSS is closed for an extended period. 

TSS is closed or candidates are unable to attend for an extended period during normal teaching 
or study supported time, interrupting the provision of normal teaching and learning. 

a. Where there is disruption to teaching time and students miss teaching and learning it 

remains the responsibility of TSS to prepare students, as usual for examinations. 

b. In the case of modular courses, TSS may advise candidates to sit examinations in an 

alternative site/series. 

c. TSS should have plans in place to facilitate alternative methods of learning. 

 
2. Disruption in the distribution of examination papers. 

If disruption to the distribution of examination papers to TSS in advance of examinations occurs: 
a. Awarding organisations to provide TSS with electronic access to examination papers via a 

secure external network. 

b. Awarding organisations to source alternative couriers for delivery of hardcopies. 

 
3. Candidates unable to take examinations because of a crisis – TSS remains open. 

If candidates are unable to attend TSS to take examinations as normal. 
a. TSS to liaise with candidates and identify whether exams can be sat at an alternative venue 

in agreement with the relevant Awarding organisations 

b. TSS to offer candidates an opportunity to sit any exams missed at the next available series. 

c. TSS to apply to Awarding organisations for special consideration for candidates where they 

have met the minimum requirements.  Candidates are only eligible for Special 

Consideration if they have a medical certificate or have been advised by TFC not to attend 

an exam.  If a candidate chooses not to sit an exam they should be aware that Special 

Considerations rules do not apply. 

 
4. TSS is unable to open as normal during the examination period. 

TSS unable to open as normal for scheduled examinations. 



28 | P a g e  

 

a. If TSS is unable to open as normal for exams the Head of School/Examinations Officer must 

inform each Awarding organisation with details of which exams are due to be taken as soon 

as possible.  The responsibility for deciding whether it is safe for TSS to open lies with the 

Head Teacher.  The Head is responsible for taking advice, or following instructions from 

relevant local or national agencies in deciding whether they are able to open. 

b. TSS to open for examinations and examination candidates only, if possible. 

TSS to use alternative venues in agreement with relevant Awarding organisations. 
TSS may offer candidates an opportunity to sit any exams missed at the next available 
series. 

c. TSS to apply to Awarding organisations for Special Consideration for candidates where they 

have met the minimum requirements (see item 3). 

 
5. Disruption to the transportation of completed examination papers. 

Delay in normal arrangements for the return of completed examination scripts. 
a. In the first instance TSS to seek advice from Awarding organisations. 

b. TSS to ensure secure storage of completed examination papers until collection. 

 
6. Assessment evidence is not available to be marked. 

Large scale damage to or destruction of completed examination scripts/assessment evidence 
before it can be marked. 

a. Awarding organisations to generate candidate marks for affected assessments based on 

other appropriate evidence of candidate achievement as defined by the Awarding 

organisations. 

b. Candidates to take affected assessment at subsequent assessment window. 

 
7. Examinations Officer is unable to fulfil role. 

   Exams Officer is unable to come to work due to illness, injury or other crisis. 
a. Head Teacher is able to fulfil the duties of the Exams Officer with the assistance of other 

members of the senior leadership team and administration team. 

 
8. TSS is unable to provide sufficient invigilators due to Covid 19 related illness. 

a. Cover manager to request part- time staff to come into the school to cover invigilator 

gaps. 

b. Cover manager to contact Teaching agencies to request invigilator trained TAs/teachers 

to cover.  

c. Head Teacher to request staff from nearby school. 

d. Examinations Officer/Head of Centre to contact Awarding bodies and request later 

start/session time for exam.  

 
9. TSS is unable to open for examination results collection. 

a. Examinations officer to place a notice on the TSS website and send a TTPT informing 

parents/carers of the closure. 
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b. Students to be offered the choice of receiving results via post or email.  

 
HeadTeacher                                                     Exams Officer 
      Dan Vincent                                                  Beth Whittaker 
--------------------------                                           ------------------------------- 
 
Dated 
9/6/21  
Updated and reviewed 29.4.22 
------------------------- 
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