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Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
Working in Partnership with North London Schools & Local Authorities; Est. 2000

Accredited Independent School Status 2014 (Registration N0. 308/6003)
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Focus Inception

Focus 1st Academy was set up in the year 2000 using European Social Fund to provide education and training and to-date has defied all the odds and was awarded the Independent School status in August 2014.  This enables us to work in partnership with schools and local authorities to provide an alternative method of education for 14 to 16 year olds. Our student referrals are some of the most vulnerable young people and it is our duty to ensure that they are equipped with the appropriate skills and qualifications to ensure full participation within the modern workplace. Our team of professionals consisting of tutors, tutor assistance, pastoral support staff and mentors to nurture the students ensuring our work-based-learning approach alongside a variety of techniques are utilised and compatible to ensure the prevention of social and economic exclusion prior to adulthood which is underpinned through the subjects delivered whilst in classroom environment as well as on an individual basis.  

Focus Ethos

Our programme fulfils the need of students who are disengaged from academic studies and may be exhibiting behavioural problems as a result. Our hands-on approach to learning creates an inspirational motivation for students wishing to pursue a career via the vocational route. The students are taught methods on how to improve their social skills in preparation for work/apprenticeship schemes and/or further education by learning in real-life situations and participating in sports, art and drama to express emotions. We believe that all individuals have a certain quality, which is sometimes concealed due to lack of confidence, mixed sentiments or disabilities. As such, recognising and coming to terms with barriers is a small part of the conflict, we are certain that all individuals are aware of their own weaknesses; the most vital part is engaging with professionals and adhere to individual training plans set which in turn prepares our students for economic and social integration into adulthood.

Exams - Disability Policy

Purpose of the policy:

Focus 1st Academy has regard to the Equality Act (2010) and the Special Educational Needs and Disability Regulations 2014 and the Code of Practice (0-25 years) 2014 when carrying out its duties towards all challenged students. 

This document is provided as an exams-specific supplement to the Schools SEND and Disabilities policy which details how the school 
“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. 

Focus 1st Academy aims to ensure that all students have equal access to examinations and are neither advantaged, nor disadvantaged over their peers by any learning, medical or psychological difficulty they may experience. This policy details how the Focus 1st Academy 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 4 of the current JCQ publication Adjustments for candidates with disabilities and learning difficulties Access Arrangements and Reasonable Adjustments   

This publication is further referred to in this policy as AA. 
Identifying the need for access arrangements: 

Roles and responsibilities 

The Headteacher and Senior leaders
· Are familiar with the entire contents of the annually updated JCQ publications including GR and AA 
· Ensures a appropriately qualified assessor(s) is appointed and that evidence of the qualification(s) of the person(s) appointed is held on file 

The Head of curriculum 

· Is familiar with the entire contents, refers to and directs relevant centre staff to the annually updated JCQ publications including GR and AA

· Ensures staff roles, responsibilities and processes in identifying, requesting and implementing access arrangements are clearly defined and documented 
· Ensures the assessment process is administered in accordance with the regulations 
· Ensures a policy demonstrating the centre’s compliance with relevant legislation is in place 
· Leads on the access arrangements process to facilitate access for candidates 
· Defines and documents roles, responsibilities and processes in identifying, requesting and implementing access arrangements (Access arrangements policy) 
· Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s qualification 
· Completes appropriate documentation as required by the regulations of JCQ and the awarding body 
Learning Support Coordinator (SENCo) 
· Has full knowledge and understanding of the contents, refers to and directs relevant centre staff to the annually updated JCQ publication AA
·  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 
· 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 
Teaching staff 

· Inform the Learning Support Coordinator (SENCo) of any support that might be needed by a candidate 
· Support the Learning Support Coordinator (SENCo) in determining the need for and implementing access arrangements 
· Provide information to evidence the normal way of working of a candidate 
· Provides appropriate evidence to confirm the need(s) 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 detailed understanding of the current JCQ publication AA

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

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

The Examinations Officer 

· Has full knowledge and understanding of the contents, refers to and directs relevant centre staff to the annually updated JCQ publications GR and AA 

· Ensures that evidence of the qualification(s) of the appropriately qualified assessor(s) appointed is held on file 

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

Together the Headteacher, Learning Support Coordinator (SENCo)(s), Head of Curriculum, Examinations Officer make up the school Accessibility Committee. The Specialist assessor may also be invited to meetings of the committee. 

The Accessibility Committee, jointly and severally

· Ensures arrangements put in place for exams/assessments reflect a candidate’s normal way of working within the centre
· Ensures that all assessments carried out and arrangements put in place comply with JCQ and awarding body regulations and guidance 
· Ensures the quality of the access arrangements process within the centre 
· Ensures the need for access arrangements for a candidate will be considered on a subject-by-subject basis 
Identifying students who may need an Access Arrangement 

The school uses every opportunity to identify students’ needs throughout their time in Focus 1st Academy from their first contact at enrolment, and principally during the autumn term. These opportunities include the enrolment interview, initial data checks, by reporting from staff, and by a consistent message from all staff to encourage self-reporting by students. 

Teaching Staff 

Will also help build a history of need by noting areas where students struggle to meet the assessment objectives because of a LMP issue, for example running out of time in weekly tests because they are dyslexic. 

Professional Reports 

Previous schools are requested by the Examinations Officer to send any details of their history of need and provision when a request for a reference for a new student is sent.

 Educational psychologists are required to give results of their assessments as standardised scores. They should not provide specific instruction as to what the AA should be, as that is the centre’s decision. This alleviates any potential conflict and confusion between the College and families due to misunderstandings of the process. 

Requesting access arrangements: 

Roles and responsibilities 

The Accessibility Committee, jointly and severally: 

· Determines 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 to process approval applications for access arrangements for GCSE and GCE qualifications 

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 
·  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 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 
· 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) 
· 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 print out of the AAO approval and a signed data protection notice (which provides candidate consent to their personal details being shared) 
· With the Head of Curriculum 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 Learning Support Coordinator (SENCo) 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 

Roles and responsibilities 

External assessments 
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). 

Accessibility Committee (jointly and severally): 
· Supports the Learning Support Coordinator (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 
· 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 any arrangements put in place do not unfairly disadvantage or advantage disabled candidates

·  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 

Head of Curriculum 
· 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) 
·  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 
·  Liaises with the exams officer (EO) regarding facilitation and invigilation of access arrangement candidates in 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 a facilitator acting as a prompter is aware of the appropriate way to prompt depending on the needs of the candidate 
· Liaises with the EO to ensure that invigilators are made aware of the Equality Act 2010 and are trained in disability issues 
· 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 Learning Support Coordinator (SENCo) where a facilitator may be required to support a candidate requiring an emergency (temporary) access arrangement at the time of exams
Learning Support Coordinator (SENCo) 
· 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) 

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 current ICE (page 44) 
· 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 
· 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 Learning Support Coordinator (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 Learning Support Coordinator (SENCo) regarding the facilitation and invigilation of access arrangement candidates 
· Liaises with the Learning Support Coordinator (SENCo) regarding rooming of access arrangement candidates 
· 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) 
· 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 
· 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 
· Will receive regular training on both the regulations, identifying students who require an AA and how they can adapt and record their classroom practise to build a history of need and provision. 
· Support the Learning Support Coordinator (SENCo) and the exams officer to ensure appropriate arrangements, adjustments and adaptations are in place to facilitate access for disabled candidates to exams 

Students 
· Are expected to use their AA throughout their time in the school, for example use of a laptop in lessons if they then require its use in examinations. 

Other Relevant Staff 
· Network Manager ensures suitable IT equipment is available for those candidates granted the use of a word processor. 
· Estates/site staff are responsible for rooms and non-specialist equipment (chairs, tables, clocks etc.) used for exams that may need to be adapted for a candidate 
· Senior staff are 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 

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] 

Accessibility Committee (jointly and severally): 
· Ensures centre-delegated and awarding body approved arrangements are in place prior to a candidate taking his/her first formal supervised assessment 
Learning Support Coordinator (SENCo) 

· Liaises with teaching staff to implement appropriate access arrangements for candidates 
· Ensures facilitators supporting candidates are appropriately trained and understand the rules of the particular access arrangement(s)

· 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 

Teaching staff 

· Support the Learning Support Coordinator (SENCo) in implementing appropriate access arrangements for candidates 
· Ensure candidates are aware of the access arrangements that are in place for their assessments 
· Provide the Learning Support Coordinator (SENCo) with assessment schedules to ensure arrangements are put in place when required 
· Liaise with the Learning Support Coordinator (SENCo) regarding assessment materials that may need to be modified for a candidate 

Examinations Officer 

· Ensures cover sheets are completed as required by facilitators 

Internal exams 

These are exams or tests which are set and marked within the centre; normally a pre-cursor to external assessments. 

Accessibility Committee (jointly and severally):
· Liaises with teaching staff to implement appropriate access arrangements for candidates 

Teaching staff 

· Support the Accessibility Committee in implementing appropriate access arrangements for candidates 
· Modify exam materials as appropriate 
· Adjust the length of an assessment, or the mark, if extra time cannot be granted due to timetable constraints 
Examinations Officer and Head of Curriculum  

· Ensure that access arrangements are implemented in formal mock assessments 

Facilitating access 

The following information confirms Focus 1st Academy’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 

Record keeping 

Our form, which summarises the history of need and provision, and decision making process, is taken into account and records links to supporting professional reports. The form is not required for the schools delegated arrangements but the school uses it nonetheless for consistency of approach.

Decision Making 

The accessibility committee meets regularly. Its brief is to consider the support needs of all students on a case by case basis. Potential access arrangements form a part of this wider remit. The committee will explore possible access arrangements and what, if any, further evidence is required. 

Once evidence is gathered which will include: 

· Professional psychological and medical reports 
· History of Need and Provision from the student’s teachers (gathered electronically) 
· Consultation with the student and their family 

The committee will approve or modify the proposed access arrangement. 

Common Arrangements are: 

· Cognitive processing difficulties: extra time 
· Difficulties with writing speed (extra time or computer use), legibility (computer use – but not for students who simply ‘prefer’ to type). 
· Mental health difficulties (usually anxiety): small group or individual invigilation, rest breaks. Where possible our aim is to reintegrate a student into mainstream examination routines. Individual invigilation will be viewed as a last resort after other interventions, such as counselling, have been exhausted. Individual invigilation is not available to students who ‘prefer’ to take examinations alone due to the considerable resources required to provide this. 
· Physical health difficulties: rest breaks 
· Eyesight: modified papers, extra time, rest breaks 
· EAL students: Bilingual Dictionary 
· In Art examinations where there is a time constraint in which work must be completed and it is not the normal way of working for the candidate to have extra time within the subject, no extra time will be allowed. 

The committee may consider a suite of tailored arrangements, which could also vary between subjects depending on the assessment requirements.

Training Students 

A member of the Accessibility Committee will be delegated to brief students 

· Explain their AA and how it was derived (i.e. the rules) 
· Explain how to make best use of these 
· Explain expected conduct in exam room 
· Listen to any concerns they may have 
· Encourage students to use mocks to practise these 
· Record this as part of the History of Provision. 

There is also a general exam assembly in late spring for all students

Communication: 

The examination officer will send a letter (written by the Head of Curriculum) to parents and carers of all students identified as potentially requiring an access arrangement. It sets out the process to be followed and the evidential requirements. Once the arrangement is finalised and applications have been made successfully and confirmation letter is also sent to parents and carers

Appeals 

Focus 1st Academy is committed to ensuring that it complies with the equality act and that student’s access to examinations is fair, consistent and in accordance with the regulations and awarding body’s specification and subject-specific associated documents.
If a candidate believes that this may not have happened in relation to access to assessments, he/she may make use of this appeals procedure. 

Where possible appeals should be resolved informally by discussion between members of the Accessibility Committee and the Student and their family. 
Where this is not possible the formal appeals procedure to be followed is: 

1. Appeals must be made in writing to the Headteacher to request a hearing before the Appeals Panel. Appeals should be made within one week of the candidate receiving notification of the grant or otherwise of a specific access arrangement. This automatically becomes a stage 2 complaint in the school’s complaints procedure. 

2. Please ensure that a copy of all relevant documents and your full contact details accompany your letter to the Headteacher. Please state in your letter the outcome that you desire and all the grounds of your complaint. Please also send the Headteacher a list of the documents which you believe to be in the College's possession and wish the Panel to see. Any such appeal will be acknowledged in writing or by telephone within five working days with an indication of the action to be taken and likely timescales. 

3. The Headteacher will convene the Appeals Panel as soon as reasonably practicable but the Panel will not normally sit during half terms or school holidays. The Panel will consist normally of a minimum of three individuals who have no detailed prior knowledge of the circumstances of  

the complaint. One member of the Panel shall be an independent member. You may ask the Headteacher to tell you who has been appointed to sit on the Panel. 

4. As soon as reasonably practicable, the Headteacher will send you written notification of the date, time and place of the hearing together with brief details of the Panel members who will hear it. 

5. The appellant will be informed in writing of the outcome of the appeal, including any relevant correspondence with the awarding body, and any changes made to internal assessment procedures. 

6. The outcome of the appeal will be made known to the Headteacher and will be logged as a complaint. A written record will be kept and made available to the awarding body upon request. 
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