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Wandsworth Council Lifelong

Learning: Access Arrangements -
25% Extra Time Policy

1 Policy Statement

Wandsworth Council Lifelong Learning (WCLL) is committed to fair, inclusive and accessible
examinations and assessments. In accordance with the Equality Act 2010, WCLL will consider and
make reasonable adjustments so that disabled learners are not placed at a substantial disadvantage,
while maintaining the demands, standards and integrity of the assessment. WCLL will also follow the
requirements of the Joint Council for Qualifications (JCQ) and each related awarding organisation.

This policy explains how WCLL identifies, considers, evidences, approves, implements and reviews 25%
extra time and related access arrangements. Learners may ask for support at enrolment or at any point
during their course. They will be listened to, involved in decisions, informed of outcomes and offered
information in an accessible format where required.

Where JCQ or awarding organisation requirements differ from this policy, the current requirements for
the relevant qualification and assessment take precedence. The Exams Officer will check for regulatory
updates before each application cycle and whenever revised guidance is issued.

2 Duty under JCQ Regulations

Where a learner discloses, or staff identify, a disability, learning difficulty, medical condition, temporary
injury or other barrier that may affect access to an assessment, WCLL will consider the learmer’s
individual circumstances promptly, respectfully and confidentially. Disclosure does not create automatic
entitlement to an arrangement, but it will always lead to consideration of need.

The centre will gather only relevant and proportionate evidence and will retain records securely in
accordance with current JCQ, awarding organisation and data protection requirements.

Any access arrangement must be based on evidence of the learner’s current need and must reflect their
normal way of working in learning and assessment.

3 Purpose of Access Arrangements

The purpose of access arrangements is to enable learners with disabilities, learning difficulties, or other
qualifying needs to access an assessment and demonstrate their knowledge, skills, and understanding
without changing the demands, standard or integrity of the assessment.
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4 Types of Access Arrangements

The following are examples only. Not every arrangement is suitable or permitted for every qualification
or assessment:

® 25% extratime

® Computer reader or reader

® Scribe or speech-recognition technology

® \Word processor

® Prompter

® Supervised rest breaks

® Alternative rooming arrangements

® Other arrangements permitted for the qualification and assessment

The Exams Officer must check the qualification handbook and current awarding organisation rules
before agreeing to or applying for any arrangement, including equipment, rooming, timing or noise-
management arrangements.

5 25% Extra Time - Core Principle

The central principle for 25% extra time is that the centre must establish that the extra time is a genuine
and current need and reflects the learner’s normal way of working.

A diagnosis, medical report, previous access arrangement or historic assessment does not automatically
entitle a learner to 25% extra time.

6 Current Need

The centre must establish the learner’s difficulties and how these affect their ability to access an
assessment and demonstrate their knowledge, skills and understanding.

Evidence should demonstrate that the learner experiences difficulties which significantly affect their
ability to work at the standard rate during timed assessments.

The centre should consider:

® whether the difficulty remains relevant and current;

® how the difficulty currently affects the learner;

whether it affects their speed of working;

whether it affects their performance under timed conditions;

whether the learner requires additional processing, reading, writing or thinking time;

whether 25% extra time is appropriate, effective and proportionate to the identified need; and
® whether the arrangement reflects the learner's normal way of working.

A historical report and/or previous access arrangement may provide useful background information
but will not, on its own, be treated as evidence of current need or automatic entitlement to an access
arrangement.
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7 Normal Way of Working

A learner’s normal way of working is the way in which they routinely access and complete learning and
assessment activities within the centre.

Evidence may include the learner routinely receiving and using additional time during:
® BKSB initial assessment

® (Classroom activities

® Timed exercises

Knowledge checks

Internal assessments

Practice papers

Mock examinations

Other relevant timed tasks

Where the evidence supports the arrangement, 25% extra time should be introduced as early as possible
so that the centre can establish whether the learner uses the additional time and whether it is effective
in meeting their identified need.

8 Tutor’s Role

Tutors are often the first to identify patterns of difficulty in class and assessments.

Tutors should alert the Deputy Head of Lifelong Learning and Exams Officer as early as possible where
they observe difficulties that may affect a learner’s ability to access a timed assessment.

Examples of difficulties that should be reported include where a learner:

® does not complete the expected task within the available time despite appropriate teaching
and support;

® has observable difficulty reading, writing or processing information;
® has difficulty sustaining concentration during timed activities;

® uses agreed prompts or support to remain on task;

® requires additional thinking, planning or processing time; or

® uses an existing adjustment routinely during learning or assessment.

Tutors should record objective examples, dates, activities, the support used, and the learner’s own
account. Tutors must not diagnose a condition or interpret medical evidence. Information must be
shared only with staff who need it to arrange support.

Tutors should refer to the JCQ Access Arrangements: A Guide for Teaching Staff for further information
on their role in identifying and supporting learers who may require access arrangements.



https://www.jcq.org.uk/knowledge-hub/access-arrangementsa-guide-for-teaching-staff/
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9 Procedure

Step 1 - Initial Disclosure or Referral

When a learner discloses or is referred with a need that may affect access to assessment, the Exams
Officer will acknowledge the referral promptly and request only evidence that is relevant to the
arrangement and application route.

The relevant supporting documentation may include one or more of the following:
dyslexia or other specific learning difficulty reports;

ADHD diagnostic reports;

autism spectrum condition (ASC) assessment reports;

medical reports;

educational psychologist reports;

previous access-arrangement assessments or approvals;

EHCPs or equivalent documents; and
® other evidence required by the relevant JCQ or awarding organisation process.

Supporting documentation should be treated as evidence rather than automatic proof of entitlement.

Late-ldentified or Disclosed Needs

Newly identified, temporary or recently disclosed needs must be properly considered and not
automatically discounted.

They will be considered in accordance with the current JCQ and awarding organisation requirements,
with appropriate evidence and within the required timescales. Where 25% extra time requires awarding
organisation approval, the application must be submitted before the examination or assessment, and the
arrangement may only be implemented if approval is granted.

Step 2 - BKSB Initial Assessment / Diagnostic Assessment

Where appropriate, a prospective learner will be invited to the centre to complete the BKSB initial
assessment as part of the centre’s initial assessment process for accredited courses. The Functional Skills
Course Lead will observe the learner during the assessment to identify their current strengths, areas

of difficulty, and any possible support needs. BKSB is not diagnostic evidence and does not, by itself,
establish entitlement to 25% extra time.

Where the assessment indicates that a learner may require additional support, the Functional Skills
Course Lead should consider whether further observation or evidence is required.

Step 3 - Tutor Observation

Tutor evidence is an essential part of the process. The tutor should observe the learner during normal
teaching and assessment activities.

Teaching staff comments and observations must give a clear, current picture of the learner’s barriers,
normal way of working and use of any additional time. Evidence should be specific, representative and
proportionate; its quality is more important than its quantity.
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Reading and Processing

Does the learner require more time than peers to read and understand written instructions?
Does the learner require instructions or questions to be repeated or clarified?
Does the learner process written information more slowly?

Does the learner need additional thinking or planning time?

Working Speed

Does the learner complete fewer questions/tasks than peers within the same period?
Does the learner continue working after other learners have finished?
Does the learner regularly run out of time?

Does the learner require additional time to complete the same task?

Concentration and Attention

Does the learner lose concentration or become distracted during class?
Does the learner require frequent prompts, reassurance, or reminders to remain focused and on task?
Does the learner’s condition affect their ability to sustain work during timed activities?

Does the learner demonstrate difficulties maintaining concentration that affect their ability to
complete tasks within the expected time?

Impact of Additional Time

Does the learner complete more work when additional time is provided?
Are the learner’s responses more accurate, detailed, or complete?
Does the learner actually use the additional time?

How does the learner use the additional time, for example, by completing more questions, checking
answers, or extending answers?

Does additional time improve the learner’s ability to demonstrate their knowledge, skills and
understanding?

Step 4 - Timed Practice Evidence

Where appropriate, the centre should gather evidence using suitable timed activities.

These may include:

Timed classroom exercises
Knowledge checks
Multiple-choice quizzes
Internal tests

Mock assessments

Functional Skills practice papers

Where appropriate, evidence should be gathered under the following conditions:



Wandsworth Lifelong Learning Access Arrangements Policy

A. Standard timing

The learner completes the activity within the normal time allowed.

B. 25% additional time

The learner is permitted to continue working for an additional 25% of the standard assessment time.

The centre should record:

the questions/tasks completed within the standard time;
the questions/tasks completed during the additional time;
whether the learner makes use of the additional time;

any changes in accuracy;

any changes in completeness; and

whether the additional time enables the learner to demonstrate knowledge, skills or understanding
that could not be fully demonstrated within the standard time.

Where a learner continues working during the additional 25% period, the centre should clearly identify
the work completed during that period. For paper-based activities, this may be done by using a different
coloured pen once the standard time has ended, marking the point at which standard time ended, or
recording the time at which additional time commenced.

The centre should retain copies of relevant timed classwork, internal tests, mock assessments and
practice papers.

Step 5 - Supervised Rest Breaks

Where a learner has an impairment other than a learning difficulty, the centre will consider whether
supervised rest breaks may be a more appropriate adjustment before applying for 25% extra time.

This is particularly important where the primary difficulty relates to:

concentration;
fatigue;
anxiety;

attention;

becoming overwhelmed during assessment; or
® the need to pause and regain focus.
JCQ states that supervised rest breaks may, in some cases, be more appropriate than 25% extra time for

learners with anxiety or attention difficulties, including learners with ADHD or ASD.

Supervised rest breaks do not have to be trialled and exhausted where this would be inappropriate
or impracticable. The Deputy Head of Lifelong Learning will use professional judgement, informed
by classroom evidence, tutor feedback and the learner’s own views, to identify the most appropriate
adjustment, taking account of the learner’s individual needs and normal way of working.

Step 6 - Recording the Arrangement in the ILP

Where an arrangement is appropriate and being used as the learner’s normal way of working, the tutor
should record the support information needed in the learner’s Individual Learning Plan (ILP). Access must
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be limited to authorised staff who need the information to provide or monitor support.

The ILP should clearly record:

® that 25% extra time is being provided;

® when the arrangement was introduced;

® how the arrangement is being used during lessons and timed assessment activities; and
® any relevant observations about the learner’s use of the additional time.

This provides an ongoing record that 25% extra time is being used routinely as part of the learner’s
normal way of working.

10 Functional Skills Evidence -
Level 1 and Level 2

For each Functional Skills application, the centre will retain the current prescribed form, representative
evidence of normal way of working, relevant teaching staff comments and any other evidence required
by the applicable JCQ and awarding organisation guidance. Requirements must be checked before each
application cycle and must not be assumed from a previous academic year.

Evidence principle WCLL requirement

Current need and normal way  Retain a representative sample of relevant evidence and teaching

of working staff's comments showing why the arrangement is needed and how
itis used.

Current prescribed Use the form and evidence route required for the qualification and

documentation academic year.

Progression between levels Review whether existing evidence remains current and relevant and

obtain updated evidence where required by current guidance or
where the learner’s needs or normal way of working have changed.

11 Learner Information and Data Protection

The learner must be informed why information is being collected, how it will be used, who it may be
shared with, how long it may be retained and how to exercise their data protection rights.

For access arrangements applications processed through JCQ Access Arrangements Online (AAO),
including Pearson Functional Skills, learners must be informed that their data will be processed in
accordance with UK GDPR and the Data Protection Act 2018. A signed JCQ Candidate Personal Data
Consent Form is not required. Appendix C provides the learner information and acknowledgement for
this purpose.

Where the relevant awarding organisation has additional consent or data protection requirements, WCLL
will follow its current requirements and retain any required documentation. For Pearson Functional

Skills, WCLL will follow Pearson’s current requirements, including any requirement to obtain and retain
candidate consent and to provide the Pearson Data Protection Notice.
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WCLL will process personal data in accordance with UK GDPR, the Data Protection Act 2018 and
Wandsworth Council’s privacy notice. Only information necessary for access arrangements will be
collected and shared, with access restricted to authorised staff and relevant organisations. Information
will be provided in accessible formats where required.

12 JCQ Form 8 - Learning Difficulty Route

For JCQ qualifications where a learner requires an access arrangement under the learning difficulty route,
for example dyslexia or dyscalculia, WCLL will follow the current JCQ requirements for Form 8 and the
associated assessment evidence.

The centre will gather and retain evidence of the learner’s current need and normal way of working,
which may include diagnostic or professional reports, tutor observations, internal assessment evidence,
timed assessment work and evidence of the learner’s use of additional time.

Where a formal assessment and Form 8 are required, WCLL will follow the current JCQ requirements and
ensure that the required supporting evidence is available for the application.

Where an application submitted through Access Arrangements Online (AAO) is not approved, WCLL
may refer the application to the relevant awarding organisation where further review is appropriate
The centre will submit the additional information and supporting evidence required by the awarding
organisation. The awarding organisation will review the application and notify the centre of the
outcome.

13 JCQ Form 9 - Profile of Need Route

The current JCQ Form 9 must be used only for the categories and arrangements specified on that form.
A diagnosis, including ADHD, autism or a mental-health condition, does not automatically determine the
route or establish entitlement to 25% extra time. The evidence must show the learner’s current needs,
relevant impact, normal way of working and the arrangement required.

JCQ identifies relevant categories as including:

® communication and interaction needs;

a learning difficulty where the candidate has a current EHCP;

sensory and/or physical needs;

social, emotional and mental health needs; and

a medical condition must be supported by evidence from a qualified, registered specialist, if required
by the current application form and awarding organisation rules. The accepted evidence source
must be checked for the individual application and must not be restricted automatically to a hospital
consultant.

The Deputy Head of Lifelong Learning will complete and sign the relevant sections of Form 9in
accordance with current JCQ requirements.
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14 Evidence to be Retained

The centre should maintain an individual access arrangements evidence file.

Where applicable, this should contain:

® evidence that the learner was informed about data processing and any acknowledgement required
by the awarding organisation;

diagnostic/medical evidence;

previous access arrangement reports;
current tutor observations;

initial assessment evidence;

internal assessment evidence;,

timed classroom activities;

mock examination papers;

evidence showing the use of 25% extra time;
annotated scripts;

applicable JCQ forms;

awarding organisation application and outcome.

Required evidence must be sufficient for inspection and must be stored securely with access limited to
authorised staff. Records will be retained and disposed of in line with council, examination and awarding
organisation requirements. Any suspected data breach must be reported through the council’s approved
procedure.

15 Examination Implementation

Once the arrangement has been approved or granted under the applicable process, the Exams
Officer must ensure that:

the approval, arrangement and evidence are checked before the assessment;

invigilators receive clear instructions and the information needed to implement the arrangement;
the learner receives the correct additional time and that accurate start and finish times are recorded,;
appropriate seating, rooming and invigilation arrangements are in place;

the arrangement is applied consistently and assessment security is maintained; and

contingency arrangements are available if equipment, staffing or accommodation fails.
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16 Reviewing a Request Where Evidence Is
Unclear or Insufficient

Where evidence for 25% extra time is unclear, insufficient or conflicting, the Deputy Head of Lifelong
Learning will review the request and available evidence. The learner’s account will be considered as
part of the evidence, and further information may be sought where necessary rather than resulting in
automatic refusal.

The review may include:

® discussing the learner’s experiences and perceived difficulties with them;

® consulting tutors and other relevant staff who know the learner’s classroom behaviour and
performance;

reviewing relevant classwork, timed tasks, internal assessments, or mock examination scripts;

considering whether there is sufficient evidence of a current need to support the requested
arrangement,

Following the review, the learner will receive a clear written outcome explaining the decision, alternative
support offered, any further evidence that may be provided and how to request a review or use the
WCLL complaints procedure.

The explanation should make clear that:
® the centre must follow current JCQ and awarding organisation requirements;

® the decision is based on the learner’s individual barrier, current need, normal way of working and
the evidence required for the arrangement;

® adiagnosis alone does not establish entitlement to a particular arrangement;
® other suitable support will be considered where the requested arrangement is not supported; and
® the learner may provide further relevant evidence or request a review.

If the learner remains dissatisfied, the matter may be referred to the Head of Lifelong Learning and then
progressed through the WCLL complaints procedure. WCLL will keep a secure record of the request,
evidence, decision and outcome.

The centre should retain a record of the learner’s request, the tutor’s observations, the evidence
considered, and the outcome of the review,

An online application should only be processed where it is supported by the centre and the learner
meets the published criteria for the arrangement, with the required supporting evidence in place.
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17 Additional Learning Support (ALS)

Where a learner has an identified learning difficulty or disability that requires a reasonable adjustment to
achieve their learning goal, the centre should identify and plan Additional Learning Support (ALS) as part
of the learner’s programme.

Once the planned support has been agreed with the tutor, the ALS Form should be completed to record
the identified need, assessment outcome and planned support. The agreed support should also be
reflected in the learner’s Individual Learning Plan (ILP).

Evidence must be retained to show that the planned support has been provided. Support arrangements
will be reviewed when needs change, with the learner involved, and in line with current Greater London
Authority Adult Skills Fund rules and WCLL procedures. This does not replace the ongoing duty to
consider reasonable adjustments.

ALS support does not, in itself, establish entitlement to an examination access arrangement.
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APPENDIX A

Tutor Observation Record -
Functional Skills Course

Access Arrangements Evidence - 25% Extra Time
Learner Name
Quialification
Unit / component
Tutor
Date(s) observed

Activity observed

1. Current Difficulties

Please describe the learner's current difficulties observed during teaching or assessment.

Record factual examples, the support required, and the learner’s own view where available. Focus on
observed functional difficulties rather than diagnosis or medical interpretation.

2. Reading and Processing

Please comment on the learner’s ability to read, understand and process written instructions,
questions and information.
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3. Working Speed

Please describe whether the learner completes the expected task within the available time, taking
account of teaching, instructions and support. Give examples with dates.

4, Performance Under Standard Time

Please describe how the learner performs when working within the standard time available.

5. Performance with 25% Additional Time

Please describe how the learner performs when 25% additional time is provided.
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6. Normal Way of Working

Please confirm whether 25% extra time is routinely used by the learner during lessons, timed
activities, internal assessments, class tests or mock examinations.

7. Effectiveness of Additional Time

Please comment on how the learner uses the additional time, for example, whether they complete
more questions, improve the accuracy or completeness of their responses, or extend their answers.

8. Supervised Rest Breaks

Please comment on whether supervised rest breaks have been considered or used and whether they
would be appropriate to address the learner’s difficulties.
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9. Tutor Observations and Recommendation

Please summarise the observed barrier, the learner’s normal way of working, the effect of any
additional time, other adjustments considered and the learner’s own view. The tutor provides
evidence and makes a recommendation. The Deputy Head of Lifelong Learning will make the final
decision in accordance with the regulations.

Tutor Name

Signature

Date
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APPENDIX B

Tutor Observation Record - City & Guilds
Hospitality & Supervision L3 Course

Access Arrangements Evidence - 25% Extra Time

Learner Name

City & Guilds Level 3 Hospitality Supervision and Leadership Principles
Quialification (7108)

Unit 301/322

Date of Observation

A. Classroom Observation

Record what was observed, with dates and specific examples. Select Yes, No or Not observed/not
applicable. Do not diagnose a condition or assume that 25% extra time is the only suitable adjustment.

Not observed/

o Comments
Not applicabe

Observation Yes

Took noticeably longer than
peers to read questions

Needed additional time to
process written information

Asked for questions or
instructions to be repeated

Lost concentration during
the activity

Required prompts to remain
on task

Frequently checked or re-read
questions before answering

Completed all questions within
the standard time

Required extra time to finish

Worked more accurately when
given additional time
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B. Impact of 25% Extra Time

Leaner used additional time for planning or processing
Learner completed additional questions/sections
Learner completed or extended answers

Learner improved accuracy or completeness of answers

C. Supervised Rest Break
In your professional opinion, would a supervised rest break be beneficial for this learner?
Yes No

If No, please explain why:

D. Summary of Observational Notes

Summarise your observations and include specific examples. Where relevant, refer to evidence recorded
in Sections A-B.

E. Professional Opinion

Based on my observations, | consider that:

The learner has a current need for additional time when completing timed assessments.
Additional time is part of the learner’s normal way of working in teaching and assessment settings.
The learner makes meaningful use of additional time when it is provided.

In my professional opinion, 25% extra time reflects the learner’s current need and normal way

of working.

A supervised rest break would be beneficial to the learner.

A supervised rest break would not be beneficial to the learner.

Tutor Name

Signature

Date
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APPENDIX C

JCQ Learner Information and Data
Protection Notice

Purpose of this notice

Wandsworth Council is the data controller. This notice explains how relevant information about
you may be collected, used, shared, stored and retained when WCLL considers or administers an
access arrangement. Your information will be processed in accordance with UK data protection law
and the council’s privacy notice.

1. Information that may be collected

To process an application for access arrangements, the centre may need to collect relevant
personal information about you, including information relating to a disability, learning difficulty,
medical condition or other assessment need.

2. How your information may be used
Your information will be used to consider, process and administer an access arrangement and to
provide the relevant evidence required by the awarding organisation.

3. Sharing information

Where applicable, your application may be processed through Access Arrangements Online (AAQ).
Relevant information may be shared with JCQ and the relevant awarding organisation for the
purpose of considering, processing and administering the access arrangement.

4, Data protection

WCLL will use only information that is relevant and necessary. Access is limited to authorised
staff and information may be shared with JCQ, the relevant awarding organisation, assessors
or regulators where required. Records will be retained and disposed of in line with council,
examination and awarding organisation requirements.

5. Retention of evidence

You may request access to your information and exercise other rights available under data
protection law. The full council privacy notice explains these rights, the applicable retention
period or criteria, how to contact the council’s Data Protection Officer and how to complain to the
Information Commissioner’s Office. WCLL can provide this information in an accessible format or
support you to understand it.

20
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Learner acknowledgement

| acknowledge that the purpose of collecting and sharing relevant information for my access-
arrangements application has been explained to me. | understand that my application may be
processed through Access Arrangements Online (AAO) and that relevant information may be shared
with JCQ and the relevant awarding organisation as required for the application. My signature confirms
that | have received and understood this information; it does not constitute consent for JCQ Access

Arrangements Online

Learner Name

Qualification/course

Learner Signature

Date
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APPENDIX D

City & Guilds Learner Information and
Acknowledgement Form

Purpose

This form confirms that the learner has been informed that the centre may apply for an access
arrangement to City & Guilds and, where necessary, share relevant supporting information for this
purpose.

Privacy Notice

The centre may share relevant personal information, including information about a disability,
learning difficulty, medical condition or assessment need, with City & Guilds where required to
consider, process, administer, audit or review an access arrangement. Information will be processed
and retained in accordance with UK data protection law, the council’s full privacy notice and current
City & Guilds requirements.

Learner Declaration

| confirm that:
I have been informed how my personal information will be used.

| understand that relevant supporting evidence may be shared with City & Guilds where
required.

| acknowledge that the centre may submit my application for access arrangements and
necessary supporting evidence to City & Guilds where the current qualification requirements
allow or require this.

| understand that my information may also be retained or disclosed where required for
examination administration, audit, regulatory, safeguarding or legal purposes. | can request the
full privacy notice or an accessible version and ask WCLL for help to understand it.

Learner Details & Signature

Learner Name

Qualification/Course

Learner Signature

Date

Notice for Centre: This form should be retained by the centre as evidence that the learner has been
informed before the application is submitted.

22
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