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Introduction

This document contains information for staff and parents regarding what Balwearie HS will
do when considering the provision of assessment arrangements for candidates who have a
physical, behavioural, mental health or an identified learning difficulty.

The purpose of assessment arrangements is to provide candidates identified with an
additional support need or disability with an equal opportunity to demonstrate their
attainment in an assessment without compromising the integrity of the assessment.

Whether candidates are disabled, as defined under the provisions of the Equality Act 2010, or
defined as having additional support needs under the Education (Additional Support for
Learning, Scotland) Act 2009, the individual assessment needs of each candidate must be the
basis for the provision of an assessment arrangement.
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Principles

There are 4 key principles that underpin our assessment arrangements policy. They focus on
the need to remove barriers for pupils identified with an additional support need or disability
to provide them with an equal opportunity to access their assessments.

Principle 1: Assessment arrangements are intended to enable candidates to demonstrate
their attainment, not to compensate for lack of attainment.

Assessment arrangements will consider the ability of the candidate to demonstrate their level
of attainment under assessment conditions. These will be agreed (before the SQA exams)
between education staff, Educational Psychologists, candidates and parents/carers. The
assessment arrangements put in place will allow the candidate to demonstrate their skills,
knowledge and understanding that they have acquired.

Assessment arrangements will not be used to compensate for a candidate not having the
acquired skills, knowledge and understanding.

Principle 2: Assessment arrangements must not compromise the integrity of the
qualification.

Assessment arrangements will be considered in the context of the assessment standards for
each qualification. Assessment arrangements will not compromise these standards or
undermine the integrity of the award.

Balwearie HS will provide assessment arrangements only when confident that the identified
arrangement(s) demonstrates a reliable indication of a candidate’s skill, knowledge and
understanding.

Principle 3: Assessment arrangements must be tailored to meet a candidate’s individual
needs.

Assessment arrangements will be considered in the context of each individual candidate as
well as for each different subject area.

Consideration will be given by each curricular subject area and will assess the assessment
arrangement needs for each candidate. Consideration will be given for the assessment
arrangements on a subject-by-subject basis in collaboration with support staff and subject
specialists.

Principle 4: Assessment arrangements should reflect, as far as possible, the candidate’s
normal way of learning and producing work.

Assessment arrangements will be considered in the context of the on-going support the
candidate needs to access the learning and teaching in each subject. There will be continuity
between the candidate’s need for support in learning and the need for support in assessment.
Assessment arrangements, as far as possible, will reflect the ongoing support given to the
candidate in the class.

Candidates will be made aware of the importance and have practice in, working in a way that
reflects what could be permitted as support in the assessment situation.

4|Page



Examples of Assessment Arrangements

e Adapted question paper (for example: digital paper, Braille, enlarged print, printed on
coloured paper, extra spacing, raised diagrams)

e Aural assistance

e [Extra time

e Use of ICT/Digital papers

e Numerical support (for example, use of a calculator)

e Practical assistance (for example for candidates with a physical or visual difficulties)

e Prompters

e Reader

e Scribe

e Referral of a candidate’s script to principal assessor

e Use of sign language

e Supervised breaks or rest periods

e Transcription with correction spelling and punctuation

e Transcription without correction
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The Quality Assurance Process

As per SQA guidelines regarding the school’s internal quality assurance procedures, prior to
authorising an Assessment Arrangement Request (AAR), the school needs to:

1 provide evidence that the candidate has a disability or additional support needs and
how this affects the learning and teaching situation.

2 provide evidence of the need for a particular arrangement.

3 provide evidence of confirmation from the candidate that he/she has agreed to the
assessment arrangements and is intending to use them.

4 undertake a verification process.

These four stages are now described in more detail.

Guidance is also provided in the event of non-compliance of a pupil and / or parent/carer and
the need for a late request.

1.Evidence that the candidate has a disability or additional support need and how
this affects the learning and teaching situation

This evidence will be collated during the transition process from Primary school to
Secondary school.

It is the responsibility of the PT Pupil Support to ensure that all staff are aware of where to
access Pupil Profiles, the ASN Spreadsheet and any other pertinent information surrounding a
pupil with ASN.

It is the responsibility of the Pupil Support team to ensure that the ASN and Yellow ‘flag’
features on Seemis (regarding ASN information) is up to date and accurate. They must also
ensure that updates are made to the Pupil Profile and that the PT Pupil Support is made aware
to allow changes to the ASN Spreadsheet/AAA information on Seemis to be actioned.

It is the responsibility of all staff to ensure that they familiarise themselves with the
information sources available so as to plan appropriately in order to maximise attainment,
achievement and wellbeing for a pupil with an identified ASN.

Staff can refer pupils who are not detailed in the ASN spreadsheet but you believe will
benefit from additional support or an AAA using:

This information may exist in summary form in:

- Contextualised Assessments

- Child’s Plan

- Coordinated Support Plans (CSP)

- Pupil Profile

- Information from a range of other professionals (e.g. visiting teaching and support services,
therapists, doctors and psychologists)
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2.Provide evidence of the need for a particular arrangement
e Responsibility of the subject teacher to complete AAR form (Appendix A)
e Responsibility of the subject teacher to complete AAR Feedback form (Appendix B)

Schools need to provide evidence of the candidate’s need for a particular arrangement. The
fact that the candidate has a disability and/or additional support need is not sufficient on its
own. The school must also show that it has impacted on learning in the classroom and that the
candidate is ‘at a substantial disadvantage’ and needs an adjustment to the usual assessment
arrangements.

This should be clarified by considering the following key question —
Is the candidate disadvantaged without an assessment arrangement?
Subject teachers will need to establish, record and collate evidence to ascertain the most

appropriate assessment arrangement. This will usually be done in consultation with support
staff.

Examples of evidence (to be collated in an Evidence File)
* support required on an ongoing basis: additional support required in class

« samples of work which should be clearly annotated to indicate the support provided
* class tests, assignments, National Assessment Bank assessments (NABs)

Gathering evidence

It is necessary for each department requesting assessment arrangements for their candidates
to have evidence of need for current support and how it is met.

An evidence file, for each candidate, should contain:

* AAR Form
* AAR Feedback form

This evidence file can be used for quality assurance purposes and must be kept safely
throughout a candidate’s time at school.

It should be available at the time of the verification meeting and for any SQA audit.
The SQA recommend that samples of work should be kept by subject departments for one

year following national examinations and be accessible for moderation by SQA Quality
Assurance Officers.
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3.Evidence of confirmation from the candidate that they have agreed to the
assessment arrangements and are intending to use them

e [t is the responsibility of the PT Support, Parent/Carer and Pupil to ensure the
completion of AAA Pupil/Parent Agreement Form (Appendix C)

As per the Quality Assurance Calendar, upon identification of assessment arrangements by
class teacher, the Pupil Support team will meet with pupils to confirm their assessment
arrangements using AAA Pupil/Parent Agreement Form.

The AAA Pupil/Parent Agreement Form should be signed by the pupil and parent.
Evidence should be kept of a pupil’s refusal to agree to a recommended assessment
arrangement. Where a parent fails to sign AAA Pupil/Parent Agreement Form, this should
also be annotated on the form.

4 Verification evidence

It is the responsibility of the Senior Manager responsible for SQA arrangements and AAR to
complete of Record Of Verification form (Appendix F)

The verification meeting must be chaired by an impartial person not directly involved in
supporting the pupils e.g. the senior manager responsible for SQA arrangements and

assessment arrangements.

Representatives from the Educational Psychology service will also requested to attend the
meeting to support with robust and consistent processes across the authority.
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Roles and Responsibilities

Subject teacher

Principal Teacher (Subject)

Principal Teacher Support

DHT responsible for SQA arrangements

Educational Psychologist

Pupil Support ‘Links’

PSA(s) responsible for processing of AAA request and allocation of PSA support for
an assessment

Nk v =
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Subject teacher

To be aware of and familiarise themselves with ASN information sources:

Highlighted by ASN tab on Seemis
Highlighted by Yellow flag on Seemis
Pupil Profile information:

ASN Spreadsheet information:

To raise concerns in relation to a young person who does not appear in the ASN
information sources and would benefit from having an AAA in place. Staff should use
the link below to make a referral to PT Pupil Support.

To request an arrangement using AAR form and send to Pupil Support.

To complete an AAA Feedback form.

To gather evidence (Appendix G) for pupils with an identified ASN and store in an
Evidence folder. It is the responsibility of the Subject department to store evidence.

S1 — S3 — For pupils with an identified ASN the evidence gathering process should
be carried out throughout the course of the academic year.

S4 — S6 - For pupils within an identified ASN the evidence gathering process should
take place between June and November to support a candidate’s need for a particular
arrangement prior to the December prelim diet.

See Appendix D for Flow Chart

PT(C) Curriculum
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e Regular discussions regarding assessment arrangements and related SQA guidelines
should be included in department meeting agendas.

e A quarterly check should be undertaken with class teachers to ensure that information
relating to assessment arrangements is being collated.

e A member of staff should be designated in each department to be responsible for
ensuring that the requirements for assessment arrangements are being collated.

e To be involved in the quality assurance of evidence process.

e Seek support from Pupil Support if required.

PT Pupil Support

e Ensure that all staff have access the most up to date version of the ASN spreadsheet.

e Maintain and update the ASN Spreadsheet.

e Regular item to feature on Department Meeting Agenda to ensure that the ASN ‘Flag’
and Yellow ‘Flag” on SEEMIS is current and up to date.

e Ensure that ASN information collected from Primary schools is transferred to
SEEMIiS and all appropriate places for Balwearie High school staff to access.

e Ensure that prior to Balwearie staff engagement with primary pupils, Pupil Profiles
and all other pertinent information relating to children with ASN is shared.

e Ensure that all relevant forms are all available for staff to access

¢ In line with Quality Assurance calendar (Appendix F) - e-mail relevant staff and
prompt with key dates in relation to assessment arrangements. All key dates for future
sessions should also be discussed with school management for inclusion on the school
calendar the following session.

e Review Prelim and final exam arrangements in preparation for internal verification
meeting

e Attend all internal verification meetings and ensure that relevant paperwork is
completed.

DHT Responsible for SQA Arrangements

e As per the Quality Assurance Calendar, the DHT responsible for SQA Arrangements
should Chair one meeting per term to review all AAA.
e Complete Record of Verification Meeting

Educational Psychologist

e Attend Verification Meetings to support robustness and consistency of AAA across
the region.

Pupil Support links
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e Ensure that all ASN information sources are reviewed and updated annually or as
required.

e As per Quality Assurance Calendar, ensure that AAA Agreement form is distributed
and passed to PT Pupil Support upon return.

PSA(s) Responsible for allocation of AAA support

e Receive AAR Request form from class teachers and allocate PSA support to class.
e File AAA Requests

Appendix A
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» This request form should only be completed if a pupil is noted as having an identified
ASN need, or the request for an arrangement is part of assessment process agreed by
PT Pupil Support.

» Please complete and return to Pupil Support at least one week in advance of the
assessment using one form per class.

» Please complete all sections accurately using the ASN Spreadsheet available.

» Please do not request support for a pupil not listed in the ASN Spreadsheet. If you
have any concerns regarding a pupil, please contact PT PS.

» You will receive an email should an arrangement request not be fulfilled.

Teacher : Date :
Class:
Pupil | Date | Day | Classroom | Period(s) Arrangement Allocated
requested PSA
(eg, Scribe, (For Pupil
Reader, Support use
Prompt, ET) only)

N.B - Following an assessment arrangement, staff must complete an AAR
Feedback sheet for each pupil. This should be filed in the class teacher
evidence folder.

Appendix B
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This form should be completed following an assessment arrangement

having been put in place.
- Completion of this form will support the evidence gathering and
verification process to ensure the appropriate supports are in place.

N.B This should be attached to the copy of the assessment and filed in the

Department Class Teacher

Pupil Year

Nature of Support = ps) 7 =4 m o o

9 2 9 3 5 S 5

Q o o g 3 ®
g ® 2

Please tick

Teacher feedback Grade Details

Pupil Feedback Details

PT(C) Signature

Date

PT PS Signature

class teacher Evidence Folder.

Appendix C
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Additional Support Arrangements

Dear Parent/Carer,

Recent assessment data would indicate that your son/daughter may benefit from having assessment
arrangements in the forthcoming SQA examinations. To qualify for assessment arrangements, the
pupil has to demonstrate that having these arrangements would make a substantial difference to their
results.

Evidence gathered by Subject teachers of your son/daughter has undergone a verification process and
the arrangements below have been deemed suitable for the forthcoming exam diet.

If in agreement please complete the form and return it to me.

If you have concerns, please do not hesitate to get in touch with us at the school.

Yours sincerely

S Clunie
PT Pupil Support

Name Class

Pupil Support Teacher

Subject Level Arrangement
Pupil Signature: Date:
Parent Signature: Date:
PT Pupil Support: Date:
Appendix D

AAA PROCESS FOR SUBJECT TEACHERS



It is the responsibility of the subject teacher to be aware of and familiarise themselves with ASN information using

sources below:
e Highlighted by ASN tab on Seemis
e Highlighted by Yellow flag on Seemis
e  Pupil Profile information:
e ASN Spreadsheet information:

\_

Procedure for those pupils detailed in the
AAA Spreadsheet where an additional
support need has been identified

Procedure for those who are NOT detailed
in the AAA Spreadsheet but you believe
will benefit from an AAA

s =

S1 — S3 (year round)/ S4-S6 (June November) -
Discuss AAA noted on spreadsheet with the pupil and
your PT(C). Prior to an assessment complete an AAA

Request Form (info/ ASN info).

A 4

3

Discuss your observations with the pupil, then complete
a ‘Request for Support’ form

Following an AAA put in place for an assessment,
complete AAA Feedback form (Appendix C) and store
in an Evidence file.

N.B Evidence gathering should be an ongoing process.

See Appendix for examples.

~

¥

Following discussion with PT PS, implement strategies
agreed. E.g. extra time, scribe, reader.
Prior to an assessment complete an AAA Request
Form (info/ ASN info).

L 2

PT PS will meet with PTCs in November to audit
evidence gathered in order to approve / decline pupil
AAA.

DEADLINE

You MUST have the AAA Request Form and all
evidence gathered and accessible for your PT(C)
before the Prelim diet.

POINTS TO NOTE

e Approval will only be given if evidence shows a significant improvement has been made with an AAA.
o Contextual evidence is required for every AAA request (excluding those with a medical need). If the
arrangement is not regularly used throughout the year it cannot be used for the prelim or exam.
Discussion should take place with the pupil before a request is made.

Pupils will need time to practise using AAA during class tests / tasks throughout the year.

Approved AAA requests will be in place for Prelims.

Staff will be asked to check the Prelim timetable to ensure AAA has been allocated as per request. Any

\ concerns must be raised with PT PS

~N

J




Centre

Session

Personnel Present

We are satisfied that the school has evidence that confirms:
» The list of candidates attached have met the criteria for additional support needs

» The candidates are at a substantial disadvantage under normal assessment arrangements
» The assessment arrangements being requested are required

Signature of Chairperson:

Signature of Educational Psychologist:

Date of verification meeting:

It was agreed that the following candidates will require further investigation/evidence prior to final
verification:

Arrangement

Candidate Date of Birth Candidate Number Subject Agreed
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Appendix F

Quality Assurance Calendar

Month Process

June/August PT Pupil Support provides recommended strategies for pupils
S1-S6 via ASN sources.
Support strategies put in place for pupils S1-S6

September Subject departments invited to identify assessments using
AAR Form.

October/November PT PS to meet with subject departments to discuss assessment
arrangements.
PT PS to audit a sample of evidence from each subject
department
Internal School Verification meeting (S1-S6)

November/December | Pupil Support to meet with pupils (S4-S6) to confirm
assessment arrangements for prelim diet.
Pupils to be issued with AAA Agreement letter

February PT Pupil Support to meet with PT Subject to evaluate
Assessment arrangements following prelim diet.
PT Pupil Support Sample of Evidence Folders to be collected
from all curricular areas
Verification Meeting (S4-S6)

March Subject departments invited to confirm assessments using
ASN Form
AAA Agreement form to be issued.
Deadline for input in SQA AAR system
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Appendix G

Please use the link below to highlight a concern for a young person who:

- does feature on the ASN spreadsheet, however, despite supports in place
their needs are not being met.

- does not feature on the ASN spreadsheet and you would like register your
concerns.
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Appendix H

Examples of evidence to support the need for an assessment arrangement could
come from:

Evidence of support required on an ongoing basis: additional support required in
class

samples of work which should be clearly annotated to indicate the support
provided

class tests, assignments, National Assessment Bank assessments (NABs)
Evidence of work with and without support -The child is required to undertake the
assessment with the class teacher marking the work and annotating the piece of
work to clearly highlight why an assessment arrangement is required. A further
assessment should then be undertaken by the child (the class teacher requesting
appropriate arrangement based on and again marked by the class teacher. The
supported piece of work must also be annotated by the class teacher to highlight
the impact of the assessment arrangement.

Required

Arrangement How to provide the evidence

Adapted paper | SQA categorise adapted papers as any of the following - Digital paper (PDF

version for on-screen display and completion), Coloured paper (yellow, pink,
green, purple, blue), Standard large print (18pt), Modified large print (14pt,
18pt, 24pt, 36pt and 48pt with font styles Trebuchet, Arial or Comic Sans), Braille,
Raised diagrams or Double line spacing.

1. Provide an example of work/question paper issued to the pupil in the
exact adapted requirements.

2. Clearly state the adaptation requirements

3. Include a teacher and pupil signature at the bottom

Bilingual

The use of bilingual dictionaries allow pupils for whom English is an additional

Dictionary language the ability to complete tasks supported in their own language. There is no

automatic entitlement for EAL pupils to have AAs. Any AA has to be needs based.
Note: bilingual dictionaries CANNOT be used for assessments in English,
ESOL and the pupil’s first language.

1. Provide evidence that the pupil uses the dictionary during day-to-day
lessons within your classroom.
2. Include a teacher and pupil signature at the bottom

Calculator

Pupils appropriately identified as having a specific disability in number
manipulation/calculation/retention, can be permitted to use a number
square/line, multiplication square or basic, non-scientific calculator in
mathematics assessments.

The pupil’s specific difficulties with number must be appropriately identified and
evidenced, and must be quantifiably below what is expected for an individual’s
chronological age. Note: it must not be caused by lack of ability /prior
knowledge /motivation.

Pupils who use any form of numerical support should be encouraged to write all of
their working, even if this is simply recording what they are entering into the
calculator.
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1. Provide evidence of tasks completed with and without the mathematical
support.

2. Provide a comment supporting the use of calculator, etc. based on the
evidence gathered.

3. Include a teacher and pupil signature at the bottom

Extra time Extra time can only be allocated to pupils to address an identified disadvantage.
There must be appropriate evidence indicating (i) the impact of the pupil’s
disability/difficulty on their ability to complete tasks in a specified time and (ii)
that a specific amount of time is appropriate. There must also be evidence that a
pupil needs, and is normally given, extra time to complete classwork and
assessments.

1. Allow the pupil to complete an unfinished task with extra time

2. Draw a clear line where the additional time started and give the pupil a
different coloured pen to continue and complete the task with.

3. Clearly indicate how much extra time was given in minutes and as a
percentage.

4. Write on the marks with and without the additional time.

5. Provide a reason why extra time is needed e.g. ‘John takes a significant
time to organise his thoughts at the beginning’, ‘John has Dyslexia and has a
slow reading speed. Giving John 25% extra time allowed him to complete a
timed Higher English essay’, etc.

6. Include a teacher and pupil signature at the bottom

In the first instance 15% should be given. If more is required refer to PT PS
for guidance.

ICT 1. Ifthis is the pupil’s ‘normal way of working’ print out a piece of work and

annotate with John uses ICT in all lessons and tests’

2. [Ifthis is a new request provide a copy of the pupil’s usual handwritten
work and a copy of similar work produced using ICT within a similar
timescale.

3. Include a teacher and pupil signature at the bottom

Note:

e This should be the AA given for poor handwriting

e This will only be accepted if they use ICT throughout the whole year.

e There will be NO spellcheck facility unless the pupil has significant
spelling issues.

Practical Practical assistant carries out some tasks in a practical assessment under the

Assistant explicit instruction of the pupil. This is for pupils who have difficulties that prevent
them carrying out practical assessments safely and independently.

1. Provide a comment for evidence purposes, e.g. John has FND affecting his
right side. He needs a practical assistant in his N5 Chemistry practical to
hold equipment still while he undertakes the practical tasks. This allows john
to demonstrate the practical tasks being assessed.’

2. Include a teacher and pupil signature at the bottom

Prompt A prompter is someone who can be present during an assessment to ensure that a
pupil stays on task. A prompter may be required when a pupil has little or no sense
of time, or has significant concentration difficulties.

1. Provide an example of work and write a comment at the bottom stating
why a prompt is necessary and what technique is used, e.g. John struggles
to stay focussed under exam conditions and spends a great deal of time day
dreaming. Using a prompt to tap the table brings his attention back to the
task.’, John has ASD and loses sense of time. When John stops work and
stares around him the prompter taps on the desk to bring John’s attention
back to his work.’

2. Include a teacher and pupil signature at the bottom

Reader The use of a human reader can be allowed to meet the needs of pupils who have

substantial difficulties with reading text.
1. Provide a piece of work where a reader has been used.
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2. Provide a comment at the bottom, e.g. John benefits from a reader, all year,
as he is unable to understand what the question is asking’, ‘John struggles to
read and understand the text given in class independently’

3. Include a teacher and pupil signature at the bottom

Reader/Scribe 1. Provide a piece of work where a reader and scribe has been used.

2. Provide a comment at the bottom, e.g. John is unable to complete any tasks
in class independently and requires support to read tasks and write his
responses’,

3. Include a teacher and pupil signature at the bottom

Scribe The use of a scribe can be allowed to meet the needs of pupils who have
substantial difficulties with writing and who cannot produce their written
responses by any other appropriate means, e.g. using ICT.

1. Provide a piece of work where a scribe has been used.

2. Provide a comment at the bottom, John’s written work does not fully
communicate his knowledge and ability in the subject.’, etc.

3. Include a teacher and pupil signature at the bottom

Separate 1. Provide an example of work with a comment at the bottom, stating that
Accommodation this pupil always sits tests in separate accommodation and provide a
(Group) reason why. E.g. John has anxiety and finds being in large crowds stressful.
He copes better in small group settings.’
2. Include a teacher and pupil signature at the bottom
Separate 1. Provide an example of work with a comment at the bottom, stating that
Accommodation this pupil always sits tests in separate accommodation and provide a
(solo) reason why. E.g. John has ASD. He prefers to read questions aloud to
himself. He requires separate accommodation to avoid disturbing others.’,
‘John has ADHD and distracts others while they are working.’
2. Include a teacher and pupil signature at the bottom
Transcription The key purpose is to remove the illegibility or the ‘unreadability’ of a pupil’s

With Correction

written responses due to the very high frequency of spelling and/or punctuation
errors, and where a marker would have difficulty deciphering the script. Note: the
spelling and punctuation can be corrected.

1. Askthe pupil to complete a piece of work.

2. Complete your corrections as normal, correct spelling and punctuation. If
you need to re-write a section of the pupil’s work do so and attach it to the
original paper.

3. Include a teacher and pupil signature at the bottom

Transcription
Without
Correction

This is designed to meet the needs of pupils who have illegible handwriting and
are unable to use appropriate ICT. Note: spelling and punctuation are NOT
corrected.

1. Askthe pupil to complete a piece of work.

2. Circle and re-write the words/phrases that are illegible

3. Include a teacher and pupil signature at the bottom

Use of
Specialised
Equipment

This arrangement MUST be sanctioned by the SQA. If you feel that pupils require to
use specialised equipment to maintain their independence in assessments please
raise this with the SfL link in the first instance. The PT PS and/or SQA Co-ordinator
will then contact the SQA for approval.

1. Provide a comment for evidence purposes, e.g. John has FND and is unable
to use his right side. He uses a metal board and magnets to hold paper in
place to allow him to complete graphs, etc. independently’, ‘John has a visual
impairment and requires the use of his mobile phone to enlarge diagrams in
Geography.’

2. Include a teacher and pupil signature at the bottom

Use of Digital
Paper

This arrangement should be used when there is evidence that a candidate has
difficulty accessing written text or difficulty writing.

1. Provide a piece of work where a Digital Paper has been used to support
access of written text or difficulty writing.

2. Provide a comment at the bottom, John’s written work does not fully
communicate his knowledge and ability in the subject.’, etc.
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| Include a teacher and pupil signature at the bottom
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