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Introduction 
 
Alsop High School has updated this policy in response to Government legislation and as a follow on 
from, and support to, its Access plan. 
 
There are some references in this policy to other school and or LA documentation which is 
pertinent to this topic. This document will not repeat that information rather it will direct the 
reader to it. All such documentation will be readily available and some may be attached to this as 
appendices. 
 
Such information will continue to be updated regularly and staff will have the opportunity to raise 
such issues that may arise with their line manager. 
 
In producing this document school has drawn on comments from a section of its community. 
Questionnaires have been devised and distributed to elicit current facts and information. This 
information will also be used to work towards future plans and changes to buildings and 
curriculum etc. 
 
Questionnaires addressed the following points: Access 
Size Space Corridors 
Communication Curriculum access Equality of opportunity. 
 
All of our potential employees are requested to complete the relevant application forms. This will 
ensure that should they be successful we can make any required arrangements. Any disability will 
not in itself be a barrier to employment at Alsop. This school will do all that could be expected of it 
to ensure the employee can perform his or her job successfully. All relevant information is 
included in the school’s employment policy. Similarly any member of staff, teaching or 
nonteaching who becomes disabled will have the right to expect to receive from school whatever 
support is required and is available to help them continue in their employment. 
 
The Governing body will always endeavour to promote equality of opportunity for disabled 
people including staff, pupils, parents and all others who might use the school and its buildings. 



Information Gathering with respect to need 
 
As a means of gathering relevant information on all students who have a disability, 
parents/guardians are asked for all relevant information prior to a student’s arrival at Alsop. 
Any student who becomes disabled should have this disability reported to the school to enable 
suitable support. All such students will have all reasonable support from the school. Further 
information will be obtained from previous school/medical reports and any other outside 
agencies. This together with any information from the LEA will help to deliver the best form of 
support. This will be reviewed regularly. School will keep all this information initially via Heads 
of Year, SEN department and Pastoral Support Mentors. The PSM team currently administers 
any medicines required during the school day according to LEA policy. This policy is also 
available. 
 
There may also be information held about the disability or health issues of parents and guardians 
as this may have a bearing on the education of the child and will certainly have an impact on 
their personal access to buildings and communication methods with school. This will initially be 
held by Heads of Year and Form tutors. Deputy heads and Headteacher would normally be 
informed as well. It would be recorded in the student’s file if parents requested but usually this 
information would remain confidential. It will not be recorded in writing without permission. 
 
Although school can and will ask for identification/ notification of disability, a person with a 
disability is under no obligation to inform us of such. Alsop will work within the scheme to 
make people feel safe and secure enough to keep school up to date with all needs and 
disabilities. It is only in this way that we can make school as accessible as possible. 
 
Once a particular disability has been declared, school will work with pupil and parent, initially 
with the Head of Year and the SENCO to ensure that all necessary and available arrangements 
are made to cater for this. These arrangements will be reviewed at least once a year but more 
frequently if there are outside agencies involved or if the needs change more frequently. 
 
When a member of staff has a disability, any arrangements will be made with their line 
manager and if necessary the Head Teacher. This will also be reviewed regularly. 
 
Again in all the above cases, confidentiality is important and only people who need to know 
about disabilities will be told. 



Staff Development and retention 
 
The Headteacher and Governing Body will keep records of disabled employees and their 
retention and advancement. At Alsop all staff teaching and non-teaching have the same 
entitlement to advancement in accordance with the school’s criteria for such. All members of 
staff are encouraged to participate in any suitable training which is to their personal benefit 
and that of the school. Disability is no barrier to such participation. Nor is it a barrier to 
employment and advancement. Staff advancement will also be monitored upon leaving the 
school. 
 
Illness 
 
At Alsop ongoing illness or disability will not be held against an employee and it is school’s 
policy to offer whatever support is required for the illness or other need. The school does have 
an attendance policy which will be applied to all personnel. Alsop is aware of the “access to 
work” scheme which would help the employer to meet the costs arising from making 
“reasonable adjustment” in such situations. Alsop would aim to work towards the best outcome 
for a staff member in all cases of illness. The person usually in overall charge of this is the 
Personnel Officer. 
 
Involvement of disabled staff, pupils and Parents. 
 
Alsop High School aims to involve as many people as possible in its planning and in the 
development of the Disability Equality Scheme. Parents and staff are asked their opinions at all 
times. Pupil opinions are gathered in more regular ways, such as in PHSCE and in the day to 
day running of the School Council. Students with declared disabilities have regular meetings 
with Form Tutor, Heads of Year, SENCO and Pastoral Support Staff. It is important that we 
listen to as many opinions as possible and as wide a range as we can in order to make our 
school as accessible as it can be. 
 
We ask for such opinions in writing, verbally, or via ICT. It is our intention to be open to any 
improvement in the collation of such opinion and in its implementation where reasonably 
possible and applicable. 
 
A breakdown of pupils’ disabilities will be kept and any groups represented. This breakdown 
may be in two parts, an SEN register and a medical register. There may be a crossover element 
between these registers and so there is liaison between the SEN Department and the Pastoral 
Support Mentors who are in charge of the medical register to ensure that all needs and 
disabilities are recorded and addressed. 
 
All pupils participate in all aspects of school life where possible. Arrangements will be made to 
enable all pupils to access extra-curricular activities. Policies are kept on factors which can 
affect participation e.g. bullying and accessibility. 



 
Impact Assessment. 
 
It is vital that any policy is reviewed and analyzed as to its effectiveness. This will be reviewed 
annually by the Governing Body following internal reviews by the Head Teacher and the Line 
Manager(s) with responsibility for any aspect of its implementation. 
 
Views will be collected from all who use Alsop school and buildings. Pupil opinions will be 
collected at reviews and responses to needs will be recorded. Any aspects of the policy which 
can be improved or changed will be. Any aspects which need additional consideration will be 
put to the appropriate line manager together with any considerations already gathered. Pupil 
views and those of other users will be the lead voice in the analysis. School will do all that it can 
to accommodate any reasonable alterations. All individual pupil needs or arrangements will be 
noted where applicable on a student’s IEP. 
 
Main Priorities 
 
The school has already prioritized actions required within its action policy. 
 
The main building alterations are overseen by the site manager. He also oversees Health and 
Safety issues which may have an impact on those with disabilities. 
 
Access to the school site and its buildings is a priority. The school does all that is reasonably 
possible given the constraints of the building and its layout. All new build has and will continue 
to take into account all necessary regulations regarding physical access, lifts for example. Pupils 
have access to these lifts when required. 
 
Staff training will be a priority where disability issues are concerned. Training will be available 
to all staff where relevant. Outside agencies will be accessed when and where applicable. 
 
It is recognized that there can be bullying associated with disability. This will be addressed in 
the school’s anti bullying policy. All members of staff will be aware and alert for any such 
incidents. Staff will be helped to recognize such incidents. 
 
As a school we try to be positive about all ability and also about disability. Alsop will try to help 
all people with disability to do and to become whatever they can. Disability is no bar to any 
position within the school. Everyone will be helped to accomplish all that they can. Resources 
will be positively distributed. Respect is an important factor in all of this and respect is 
important to everyone at Alsop. Here everyone is respected and it is expected that everyone 
respects others. The respect agenda is the basis for our school rules which are displayed 
around the school and are regularly referred to by all staff. 
 
At times adjustments may have to be made in order that a disability is catered for. This may at 
times seem to be more favourable treatment. In general this might take the form of lunch 
passes, building passes but it should not be considered favourable. It should be seen as 
reasonable. 



 
Implementation. 
 
This scheme is supported in its action by the associated plans and policies, accessibility and 
action plans. All such policies will be reviewed regularly. The action plan will be reviewed by 
the line manager with responsibility for its oversight. The SENCO and Pastoral Support team 
will also contribute to its review and development together with representations from those 
with disabilities. 
 
The Disability Equality Scheme and its associated action plan will be evaluated at the same 
time as its review and by the same team. There will also be a report on what progress has 
been made and also on any revisions that will be made. 
 
It will generally be available to all who want a copy. It will be available singly or with associated 
plans and policies. 
 
 
 
 



Questionnaire Please tick where necessary. 
 
1. How do you find access to the building? Difficult 

Manageable with help  
Okay 

 
2. Which areas of the school are least accessible? Main building 
 corridors 
 English block 
 Rectory 
 ICT 
 Technology 
 Science 
 MAD block 
 Library area 

Gym/Sports area 

 
3. Has parking on site been an issue? Yes No 
 
4. Tick which of the following you consider to be a problem;  
Size of buildings 
Number of students  
Site of lifts 
Access to lifts  
Availability of ICT 
Equipment for students with recording issues  
Wheelchair access 
Methods of communication  
Readability of all text 
 
5. For any you have ticked, can you say why they are a problem? 
__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 
6. Are the corridors generally wide enough? Yes No



7. Are there any areas where corridors are not wide enough? 
 
_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________ 

 
8. Are classrooms generally spacious enough? 
 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 
9. Most of our communications to you is paper based. How else would you like us to 
communicate? 
 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
10. Are there any ways we can improve inclusion in terms of the curriculum we offer? 
 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

11. Can you think of any ways we can further include members of the community and school 
users? 
____________________________________________________________________________________

____________________________________________________________________________________

___________________________________________________________________________________



Access Arrangements for exams within the DDA 
 
Alsop High school will endeavour to cater for all students whose needs may come under the DDA 
whilst acknowledging that a student is under no requirement to inform us of that disability. 
 
It has always been school policy to assist our student so achieve the highest grades they can. The 
purpose of these exam arrangements is to allow all students to have a “level playing field” and 
the JCQ constantly updates its arrangements to maintain this status. 
 
Please use this short guide in conjunction with the DDA, JCQ Access Arrangements booklet and 
the Briefing sheets from the National Assessment Agency 
 
At Alsop High School we cater for as many different needs as possible within the exam 
framework. We allow our students to have whatever arrangements they require within the 
permitted guidelines from the Examining Bodies. Where necessary we also make arrangements 
for those students who have an unexpected need such as a broken arm and apply for 
permission accordingly. On occasion this may be retrospective. 
 
Process. 
 
From Year 7 students’ needs are assessed and arrangements will be made for those students 
who meet the criteria. This may be extra time or an amanuensis and at times a reader. Some 
students need access to toilets, rest breaks etc.. 
 
Students with a Statement of educational need often have this mentioned within that 
document and we comply with this. However we would need to apply for any other allowance. 
Students are also assessed through testing etc. for similar arrangements when they are at Level 
P of the CoP. Provided they meet the criteria they are also granted access arrangements once 
the Examining board has agreed. This is now a computerized process and school has to 
complete a set system of testing. This is done some time before the exams in order to make 
sure we have the required permission. 
 
Students in year 10 onwards have their entitlement to special arrangements monitored and 
continually reassessed. Sometimes the student has made such good progress that they no 
longer qualify for the arrangement previously allowed. There are time limits on each 
application. We have to be aware of their expiry dates. 
 
Students in the Sixth from may also qualify for special arrangements. These are also allowed in 
the same way as lower down the school. We test and then decide what if any arrangements 
they qualify for and then we apply on line for any additional arrangements. On occasion such 
students may not have qualified before due to a need being newly identified



Type of arrangement 
 
Extra time 
 
In order to award extra time up to 25% the centre must assess the needs of the candidate 
based on one of the following: 
 

• A Statement 
• A Specialist Teacher assessment from Year 9 onwards confirming learning difficulties 

relating to Secondary/Further Education. 
 
Confirming that candidate has: 
 

• At least one below 84 score for speed of processing, which has a substantial adverse 
effect on speed of working. 

• In exceptional circumstances two between 85 – 89 score may be accepted. 
 
In addition, in all cases, the centre must paint a picture of need. 
 
Amanuensis and written output. 
 
This term means a writer. There are especially strict regulations regarding this. We need to 
show the level of written performance and also performance with a writer. Using an 
amanuensis is quite difficult and it is preferred practice to develop this skill as early in school 
life as possible. This is particularly so when a students uses an amanuensis at GCE level. We 
also try to show the student’s performance at the keyboard as on occasions it is possible to ask 
for a student to type the answers. We can also use a transcript where a student writes a paper 
but it is not easily readable. This arrangement then is frequently used lower down the school 
but needs to be carefully monitored to make sure we comply with regulations and that we 
reach as many students who need it. ICT can also be used if a student fulfills certain criteria. We 
currently use a Dictaphone for one student. 
 
Reader. 
 
Again we ask for a reader for those students who meet the Board’s regulations in order for a 
reader to be granted. This is not an automatic right. We also need to ensure that with a reader 
we are strict in what the Board will allow us to read and what is not permitted. 
 



Rest breaks and toilet requirements. 
 
Student with any form of access arrangements sit their papers within the SEN area. This area 
has ready access to a toilet and also if required smaller areas where a child may take a rest 
break. This is done as required and allowed by the Board. This may be more pertinent to a 
student with a medical condition. 
 
Other forms of arrangements. 
 
The above arrangements are ones which are commonly met within Alsop School. There are 
other arrangements which school will apply if and when they are needed. These arrangements 
are found within the Examining Body’s regulations booklet. 
 
Assessing of students. 
 
Students are assessed by a teacher trained in the assessment techniques and who has a 
qualification which is recognized by the Board for this purpose. Assessments are also carried 
out by Educational Psychologists and other such personnel. Their assessments may sometimes 
not be complete enough to be acceptable directly by the Board but could lead to school doing 
its own assessment of a student. These reports would be kept on file as supporting evidence of 
need. 
 
For all students for whom access arrangements are required school keeps records of work 
done, tests completed together with any data available and any other records such as 
application to Provider Panel or medical services. This will build up to provide a casebook which 
may be examined should the Board requires it. 
 
In order to keep up to date with the Board’s updated arrangements the school sends its 
teacher assessors to relevant up date courses and to any courses on new tests etc. Such staff 
are encouraged to be members of organizations such as Patoss. 
 
All of the above regulations etc. can be found within the JCQ’s booklet “Access arrangements 
and special consideration.” They can also be found on the web site. 
 
Emergency evacuation arrangements. 
 
These are the same as for all students undergoing exams. Where necessary the SEN staff will 
remain with these students in order to maintain security for the exam and the staff will comply 
with the Board’s regulations in such cases. 
 
Resources 
 
Where resources are required school will always be prepared to have back ups in place should 
they be needed. 
 
M. Rawsthorne (Head of Learning Support) Sept 2018/19



 


