
 

 

Access Arrangements  

What’s in it for me?  
  

 

 

  

 

 
  



 
 

What are access arrangements?  

Access arrangements are examinations allowances awarded by an external assessor, who has a 

special qualification accredited by the exam boards. There are a number of different allowances 

that can be awarded. Examples of these are:  

• Between 25% and 50% extra time  

• A scribe or voice recognition software 

• A reader – this can be reading software or a human reader 

• Rest breaks  

• A prompt  

• Access to technology (a word processor on a laptop)  

• A coloured overlay to support your reading  

• The use of a bilingual dictionary if English is not your first language  

• Seating in a small room, away from others if you have extreme anxiety or a health condition 

 

Why have I been awarded access arrangements?  

Access arrangements are awarded when students have difficulties in one or more of the following 

areas:  

• When reading long texts  

• When writing longer answers   

• When handwriting is slow and/or can become painful after a while  

• When concentrating for long periods of time is difficult  

• When English is not your first language  

• When you have a short-term or long-term physical disability (e.g. a hearing or visual 

impairment or a broken arm)  

 

Where will I take my exams?  

If you only have extra-time, you will be in the main hall. If you have other access arrangements, 

then you may be in a smaller classroom or even in a room on your own.  You will receive a letter 

to let you know where you will be taking your exams.  

Are access arrangements only for final GCSE exams?  

No, you should be allowed and encouraged to use your access arrangements whenever you 

have a test, a controlled assessment in the classroom and for PPEs.  If you have been awarded 

access arrangements for GCSE it is likely you will receive them again for exams at college, sixth 

form or university. The exams officer will have to apply for these for each set of exams you sit so 

make sure if you had access arrangements at your last school that you inform each new exam 

officer. 

Access arrangements are designed to support you reach your full potential in 

examinations.  

  



 
How can I use my extra time effectively in exams?  
 
ENGLISH  
1. Before you start a task, make sure you know how much time you have been given to 

complete it.  
 
2. If you are doing more than one task, make sure you have planned the amount of time 

that you should allocate to each.  If applicable, use the mark scheme to help you work 
this out.  The tasks with the most marks should be given the most time.  

 
3. Read and highlight key words in the task.  Make sure you fully understand what is 

expected from you before you move on.  
 
4. When doing an extended piece of writing, PLAN. 

For a writing task, identify PALL (Purpose, Audience, Language, Layout) and then 
come up with about five points that you are going to develop in your writing. 
 
For example: ‘Young people spend too much money on clothes and are too often 
influenced by brands and designer labels.’  
a) Write an article to be included in an online magazine, giving your views on this 

topic.  
Purpose:  To persuade and entertain  
Audience:   Teenagers  
Language:  Informal, chatty  
Layout:  Heading and Paragraph  
Content:   

1. What teenagers are spending their money on and the ridiculous prices 
they are paying.  

2. Why teenagers are choosing brands and designer labels – peer 
pressure, celebrities, advertising.  

3. Impact of spending money on them and their families.  
4. Impact of buying clothes on society.  
5. How to stop and why they should stop.  

 
5. For a reading task, identify five points that you are going to develop in your writing.  
 

For example:  
In what ways is George significant to the novel, ‘Of Mice and Men’?  
Content:  

1. George – main character and typical ranch worker with an American 
dream.  
2. George – relationship with Lennie.  
3. George – relationship with Curley’s wife.  
4. George – relationship with Crooks.  
5. George – killing Lennie and overall role in the novel.  

  
6. Proof read your work. Don’t leave this until the end. Regularly stop as you are writing 

to check spelling, punctuation and grammar.  Make these corrections.  Add 
information if what you have written doesn’t make sense.  

 



 
MATHS  

• Read question at least three times (reading aloud in your head)  

• Highlight important information and key words  

• Give yourself time to plan your answer.   

• Draw a diagram to help you visualise the problem  

• Put your calculator to one side and write down what you know, including formulae if 

appropriate  

• Write down what you are going to put into your calculator before using it and make 

sure you write down every step in the calculation  

• Have a rough idea of what the answer will be before you start so that you can sense-

check your answer 

• When you think you’ve finished the question:  

▪ Read it again.  Have you answered the question they asked?  

▪ Think.  Does the answer seem to be about the right size?  

▪ Have you given the right units?  

▪ Have you rounded correctly, to the accurately they asked you to  

 
SCIENCE  

• Read question at least three times (reading aloud in your head)  

• Ensure key words/terms are spelt correctly  

• Look at the amount of marks available for each question - you should write the 

appropriate amount  

• Ensure that where possible there is an explanation of your views  

• Use key words as much as possible in your answers  

• Extra time (the main area impacting upon GCSE MFLs) is relevant only to the 

listening & reading exams  

• Listening exam: all students are given 25% extra time at the very start of the exam to 

read through the paper (5 minutes extended to 7 minutes)  

• Read question at least twice (reading aloud in your head)  

• Highlight important information and key words  

• Give yourself thinking time  

• Look at the amount of marks available for each question - you should write the 

appropriate amount  

• Make sure you have not missed any pages or questions out.   

 
 

  



 
HISTORY  

• Complete the questions worth the most marks first (often completing answers in 

reverse order). This is because history and sociology exams move from lower order 

to higher order skills throughout the paper.  

• Take into consideration the amount of marks versus the time available to them in the 

exam- setting themselves time limits for each section.  

• Meet with your class teacher to discuss a personalised approach to exam technique.  

• Use PEEL to structure your response 

• Add dates, names and detail where possible 

• Make timelines for your revision 

 

 

GEOGRAPHY 

• Read questions through carefully twice before answering  

• Underline / highlight keywords and command words  

• Circle any plurals in the question  

• For longer answer questions bullet point a plan of key ideas to be included before 

writing  

• Divide the time they have by the three questions e.g. 25% spend 37 minutes per 

question, 35% spend 40 minutes per question  

• If you have finished before the time is up then re-read your longer answer questions 

to check for SPAG, use of connectives to develop your answers and keywords.  

• Make sure you have not missed any pages or questions out.   

• Make sure you have used and referred to the figures on the insert when required.  

• Read through your answer carefully and check for spellings of key words  

 

 

COMPUTER SCIENCE 
 

• Ensure that all the questions have been attempted.  A blank answer to a question will 

receive no marks.  Very often examiners will award benefit of doubt marks where the 

student has made a realistic attempt at an answer.  

• Check all answers carefully for spelling and grammar errors.  As this is a scientific 

paper the correct terminology must be used.  

• Check the marks which are to be awarded for each question.  Has the student done 

enough to earn maximum marks? For example, if the question is worth six points it is 

likely that the student would need to ensure that they have made three clear points 

with an expansion or example for each.  

• Make sure that diagrams such as logic gates are clearly drawn and labelled in the 

space provided.  

• Read through all answers again and ask whether the answer meets the requirements 

of the question – this is particularly important in some of the simple one mark 

questions at the start where mistakes can easily be made.  

 



 
ENGINEERING AND PRODUCT DESIGN  

 

• Try to create revision cards for your exams by highlighting keywords on the front and 

listing/explaining their definition on the back of the card  

• Read through an exam question twice  

• Highlight any keywords within the exam question with regards what the exam is 

looking for in your answer  

• For the longer (larger mark) questions do the following:  

• Drawn a box/circle  

• Around the box/circle, list all the key elements/keywords that you need to include 

within your answer  

• Drawn an arrow from each key elements/keyword and provide a answer in the box 

circle (for example, if you need to list a piece or fruit say “cherry”, if you need to 

include the name of a wood joint say “dove tail”)  

• Once you have all your answers in your circle/box, begin to write your answers 

ensuring all the words in the box/circle are used and cross them off as you use them/  

• If you finish before the end always take time to go back through your paper and read 

the questions and your answers again.  

  



 
Please find below how readers, scribes and prompts are allowed to support you in 
examinations.  
 
READERS  

• Whenever you need your reader, you need to put your hand up.  

• They are here to read for you in your examination.  

• You must make clear what you want to be read.  

• They can only read the instructions and the questions  

• They can repeat instructions, but only if you make it clear what instructions you 

want them to read.  

• They cannot tell you which questions to choose.  

• They cannot tell you when to move on to the next question.   

• They cannot tell you which question to do first.  

• They can spell words if you ask them, but only words on the question paper.  

• They can read back your answer, but only if you ask them.  

 GCSE English examinations: They can read the questions in the writing section of the 

paper but they cannot read any of the questions in the reading section.  

  

SCRIBES  

• They are here to write / type for you in your examination  

• They must write / type EXACTLY what you say  

• They can draw maps, graphs and diagrams, but can only draw exactly what you 

tell them.  

• They cannot draw for you in a Design Technology examination.  

• They can change what they have written / typed but only if you ask them.  

• If you have problems communicating, they will tell the invigilator  

• They cannot give you any help with the answers   

• They cannot suggest when an answer is finished  

• They cannot tell you which questions to choose.  

• They cannot tell you when to move on to the next question.   

• They cannot tell you which question to do first.   

• If you are allowed rest breaks, they cannot type / write during these breaks  

• They can read back what they have written / typed, but only if you ask them.  

  

 PROMPTERS  

• They will assist you to keep track of time and keep you focused on the need to 

answer a question and then move on to answering the next.  

• They cannot act as readers or scribe unless you have been awarded such access 

arrangements as well.  

• They cannot give you any help with the answers.  

• They cannot tell you which questions to choose. 

• They cannot tell you which question to do first.  

• They may tap on the desk or on your arm (choose what you would prefer before 

the exam starts) to remind you that you must pay attention to the question or that it 

is time to move on to the next 


