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 Exam Access Arrangement Co-ordinator
Job Description
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	Job Title:
	Exams Access Arrangements Co-ordinator (P/T: 2 days per week)

	Line Manager:
	SLT Member - Inclusion Lead

	
	September 2026
	CAT Scale 10
	£48,658 FTE (£17,029 pro rata)

	
	14 hours per Week
	39 working weeks p/a 
	

	Normal Working Hours/days
	To be agreed upon  
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	PURPOSE OF JOB
The Exams Access Arrangement Co-ordinator is a specialist role responsible for the strategic management and administration of Access Arrangements for all internal and external examinations. The role focuses on ensuring that students with Special Educational Needs and Disabilities (SEND) or temporary injuries have the appropriate support to access assessments, ensuring the school remains compliant with Joint Council for Qualifications (JCQ) regulations and that every student can achieve their individual potential.
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	Key Responsibilities
Strategic Coordination and Compliance:
· Articulate and uphold the school’s values, ensuring that access arrangements are integrated into the school’s inclusive culture.
· Lead the identification of students requiring access arrangements through data analysis and liaison with the SENDCo and teaching staff.
· Ensure full compliance with the latest JCQ "Adjustments for candidates with disabilities and learning difficulties" regulations.
· Maintain the school’s access arrangements register, ensuring it is accurate and up-to-date for audit purposes.
Assessment and Evidence Management:
· Coordinate and/or carry out formal assessments for access arrangements (e.g., Form 8), ensuring they are completed within regulatory deadlines.
· Pro-actively gather and file "evidence of need" and "normal way of working" from subject teachers to support applications.
· Manage the application process through the Access Arrangements Online (AAO) portal, ensuring all approvals are secured before examination series.
Communication and Liaison:
· Act as a key point of contact for students, parents, and external agencies regarding access arrangement requirements and outcomes.
· Work closely with the Exams Officer to ensure the practical implementation of arrangements, such as the booking of separate rooms, invigilators, and technology.
· Attend relevant meetings to triangulate support for students of concern and ensure their assessment needs are met.


Administrative Oversight:
· Ensure a clear commitment to the Equality Act 2010, advancing equality by removing barriers to assessment for disadvantaged students.
· Organize and oversee the distribution of access arrangement information to invigilators and teaching staff for mock and formal exams.
Role-Specific Tasks
· Lead the preparation for JCQ inspections regarding access arrangement documentation.
· Provide training or guidance to teaching staff on identifying students who may require assessment.
· Attend relevant events such as KS4 parents' evenings, to discuss access arrangement provisions.
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	RELEVANT EXPERIENCE/SKILLS & ABILITIES
· Level 7 qualification in individual assessment for access arrangements (or equivalent) is highly desirable. The school would be happy to put the right candidate on training to achieve suitable qualification.
· Proven experience in a school setting, ideally within an Exams or SEND department.
· Deep understanding of JCQ regulations and the legal frameworks surrounding the Equality Act 2010.
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	HEALTH & SAFETY
Employees have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Workers must co-operate with employers and co-workers to help everyone meet their legal requirements.
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	SAFEGUARDING
All staff are responsible for the safeguarding of children in line with the school’s Safeguarding (Child Protection) Policy.  All new staff will be provided with training to enable them to do so.




Exams Access Arrangement Co-ordinator – Person Specification
	1.
	Demonstrable ability to communicate effectively.

	2.
	The ability to be patient and remain calm in challenging and busy situations.

	3.
	A willingness to undergo relevant training, as required, in order to develop further in the role.

	4.
	Solution focused, working collaboratively and collegially with colleagues and stakeholders.

	5.
	A willingness to promote and contribute to the happy atmosphere of the school.

	6.
	Ability to build effective working relationships with all students and colleagues.

	7.
	Be honest, reliable, approachable and a professional manner.

	8.
	To have a positive approach to problem solving.


	9.
	A commitment to working as part of a team and supporting the vision and aims of the school.

	10.
	Must be able to work without supervision and prioritise workload accordingly.

	11.

	
	An awareness of relevant school policies and procedures: e.g. Equal Opportunity, Behaviour Anti Bullying school rules, first aid, fire evacuation, Health & Safety and Child Protection



Personal Development

· To assess development and training needs and discuss with line manager.

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.

· To keep own personal records of all staff development activities in which you are/have been involved.

· To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher and SLT. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. It is also expected that the role will develop, working to specific strengths of the successful candidate.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

This job description is provided to assist the jobholder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  It will be reviewed annually or earlier if necessary. In addition, it may be amended at any time after consultation with you.  

Two copies of this job description should be signed, the post holder retaining one and copy held on personnel file.


Employee name: ………………………………………………………  Signature:………………………………………….

Date: …………………………
JD – Finance Assistant

JD – Exam Access Arrangements Co-ordinator
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