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Session objectives…
1. Why is ‘Normal Way of Working’ so important?

2. Who needs the evidence and who gathers it?

3. What does NWoW look like and what evidence really holds weight?

4. Where does the evidence go?

5. When do we need it?

6. How can SENCOs gather and embed NWoW effectively? 

www.patoss-dyslexia.org



In association with Patoss. May not be copied, reproduced, or rebranded for alternative use without copyright holders’ permission.Registered Charity No. 1213705 & Registered Company limited by guarantee No. 05280223 (registered in England & Wales)

Why?
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Why

‘The requirement for evidence of need is 
important to maintain the rigour and standard 
of the examination system and to ensure that 
those receiving and using examination certificates 
can continue to have confidence in the awarding 
of qualification grades.’

(JCQ AARA 25-26, ch 1, section 1.7.1 (p.20))
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• ‘SENCos must consider the need for access 
arrangements/reasonable adjustments on a subject-
by-subject basis.’ (4.2.3)

• ‘The arrangement(s) put in place must reflect the 
support given to the candidate in the centre’ (4.2.5)

• ‘The key principle is that the SENCo … can show a 
history of support and provision. The arrangement is 
not suddenly being granted to the candidate at the 
time of his/her examinations.’ (4.2.6)

• ‘Failure to comply with the regulations contained in 
this document has the potential to constitute 
malpractice which may impact on the candidate’s 
result(s).’(4.2.11)

Why 
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Why
• JCQ aims to use Access Arrangements to remove barriers and 

create a level playing field, enabling students with specific 
learning difficulties and disabilities (SEND) to demonstrate their 
knowledge without disadvantage.

• Adjustments for candidates are based on evidence of need and 
their normal way of working.

• To do this we need to understand which arrangements will help
and which might have the opposite effect.

www.patoss-dyslexia.org



In association with Patoss. May not be copied, reproduced, or rebranded for alternative use without copyright holders’ permission.Registered Charity No. 1213705 & Registered Company limited by guarantee No. 05280223 (registered in England & Wales)

Why …

… does this student need 
Exam Access Arrangements 
and if so, what might help 
them?
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How does the candidate use their extra time?

To read information 
again 

To read slowly due to  
issues with decoding 

words 

To spend longer 
writing due to slow 

writing speed

To spend longer 
thinking about the 

information and their 
responses 

Form 8 part 1 helps your Exam Access 
Arrangements Assessors plan their assessment 

sessions. 
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‘A ‘skeleton’ 
Part 1 of Form 
8 being 
completed 
prior to 
assessment 
is no longer 
acceptable.’ 
(AARA 7.6.1)
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The one where everyone wrote 
slowly....
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Who?
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12

Whole 
centre
approach

SENCo or equivalent

Access Arrangements Assessor

Specialist advisory teachers, educational 
psychologists, medical professionals

Parents / 
carers

Student's 
voice

Exams 
office

SLT
Teaching 

staff
Support 

staff
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Teamwork makes the dream work
• The JCQ is clear that the process of 

making adjustments for candidates 
with disabilities and learning 
difficulties is one that falls on the 
Head of Centres, Exams Officer, 
SENCO and teachers.

• Make systems and roles clear and 
share the responsibilities. Heads of 
Department are ideally placed for 
collecting mock evidence for their 
subjects.
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What?
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Centre delegated Applied for

Form 8 or 9 Supervised Rest Breaks 25% extra time 
50% extra time (Will be rejected – refer to awarding body)
Reader / Computer reader 
Scribe 
Word Processor with spell check 
Language Modifier (Will be rejected – refer to awarding body) 
Practical Assistant (Will be rejected – refer to awarding body) 

No form 
required

Read Aloud / Reading Pen
Word Processor
Braille Transcript
Prompter
Live Speaker for pre-recorded exams
Sign Language Professional
Doodling Paper
Alternative Rooming
Colour Naming
Coloured / Enlarged paper
Fidget toys / stress ball
Non electronic ear defenders
Timer on desk
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1

• Teacher concerns / screening processes or information from a previous setting alert 
the SENCo to possible need for Access Arrangements

2

• Classroom support is trialled and NWoW in assessments and tests developed. Likely to 
be recorded through Pupil Passports / IEPs

3

• Formal data capture of NWoW. Teachers feedback to SENCo who reviews the evidence 
and completes Part 1 of Form 8 or Form 9 if required. Pupil Voice also captured

4

• Exam Access Arrangements Assessor to conduct assessments for cases where necessary 
and applications to be made online for those arrangements 

5
• Ongoing monitoring and collection of evidence of use in mock exams. 
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Create a timeline
• Collecting the evidence for NWoW

that is needed to complete Part 1 
of Form 8 can be scheduled into 
the school calendar.

• Teachers are more able to keep a 
track of which responses they have 
provided if they have a set to do in 
one go rather than a constant drip 
feed of individual students.
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Time is of the essence
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Where?
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Which Form?
Form 8 Form 9

For candidates with cognition and learning needs 
who do not have an EHCP.

(Or, applications of extra time up to 50% for 
candidates with an EHCP)

For candidates with an EHCP or equivalent.
For medical, physical or sensory needs. 
For candidates with cognition needs who need just 
Supervised Rest Breaks or a Reader but not 
Additional Time. 

Part 1: Centre based evidence including a summary 
of NWoW evidence. 
Part 2: Assessment evidence and assessor 
information
Part 3: Record of Access Arrangements that are 
being applied for and declaration.

Part 1: Centre based evidence including summary of 
NWoW
Part 2: Indication of Specialist evidence held on file
Part 3: Record of Access Arrangements that are 
being applied for and declaration.

www.patoss-dyslexia.org



In association with Patoss. May not be copied, reproduced, or rebranded for alternative use without copyright holders’ permission.Registered Charity No. 1213705 & Registered Company limited by guarantee No. 05280223 (registered in England & Wales)

How?
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Bring together …
• any previously granted access arrangements; 

• comments and observations across relevant subjects from teaching staff and support staff;

• intervention strategies (e.g. individual education/learning plans) in place for the candidate;

• pupil premium indicators;

• screening test results; 

• use of pupil baseline and tracking data; 

• information about any differentiation in the classroom; 

• observing the candidate in the classroom to see their style of learning; 

• normal way of working in the classroom (where appropriate); 

• arrangements made for end of year internal school examinations/mock examinations; 

• review of the candidate’s workbooks, checking their spellings, legibility of writing and whether 
classroom tasks have been completed.

(JCQ AARA 2025-26, Ch. 7)
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Passport to success
• Where a student is on the SEND register 

and has a termly Assess Plan Do Review 
meeting this can be used to discuss and 
refine likely access arrangements and 
Normal Way of Working.

• Make sure to include the access 
arrangements that are being trialled on 
any Pupil Passport or equivalent. 
These can be included as evidence, and 
they also ensure that staff are all thinking 
about the issues of exam access.
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Collecting 
teacher 
evidence
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Handout 2
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Name of Student:                                    Name of Teacher:
Date of birth:                                            Candidate Number:
Course / Subject:                                      Year Group:

TIME YES NO

Takes longer than expected with work/tasks and/or finishes after others

Needs extra time for assignments

Needs time to formulate an answer to a verbal question (slow responding)

READING YES NO

Needs reading support in class

Avoids reading aloud

Has difficulty following written instructions

Has difficulty processing text – needs to re-read for meaning 

Finds it hard to remember what has been read

WRITTEN WORK YES NO

Handwriting is difficult to read

… (© PATOSS: Assessing the need for Access Arrangements in Examinations: A 
Practical Guide, pg. 77)



In association with Patoss. May not be copied, reproduced, or rebranded for alternative use without copyright holders’ permission.Registered Charity No. 1213705 & Registered Company limited by guarantee No. 05280223 (registered in England & Wales)www.patoss-dyslexia.org

You are receiving this message because you currently teach (subject) to (student’s 
name, year group)

Could you identify at least one area which (student’s name) finds learning 
particularly challenging?

Additionally, please outline two strategies or supports you are using to assist 
(student’s name) either during lessons or outside the classroom.

Thank you.
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Collecting 
feedback 
from 
students
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The one 
where we 
led a 
horse to 
water but 
couldn’t 
make it 
drink…
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Handout 3
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Handout 4
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Using the evidence collected to 
complete Part 1 of Form 8 or Form 9

www.patoss-dyslexia.org

1. What are the candidate’s 
current difficulties in the 
classroom, tests and 
examinations?

2. What is the candidate’s 
normal way of working? 
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Prompts assessor to consider....

Working Memory
Uses Test of Memory and Learning 2 

(TOMAL2)

Question 2

Uses extra time to read back over text to understand

Question 1

Struggles to remember what she has read. Finds it hard to retain instructions
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Prompts assessor to consider....

Processing Speed
Uses Comprehensive Test of Phonological 

Processing 2 (CTOPP2)

Question 2

Uses extra time to think and to plan responses before starting to write. 

Question 1

Slow to process instructions. Takes time to consider responses 
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Prompts assessor to consider....

Writing Speed
Uses Detailed Assessment of the Speed of 

Handwriting 2 (DASH2)

Question 2

Uses extra time to complete writing. 

Question 1

Produces smaller volume of written work 
than classmates. 

Better orally than in writing.
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Prompts assessor to consider....

Reading Efficiency
Uses Test of Word Reading Efficiency 2 

TOWRE2

Question 2

Uses extra time to be able to get through all of the written information. 

Question 1

Slow to read text. Has to pause to decode words

www.patoss-dyslexia.org



In association with Patoss. May not be copied, reproduced, or rebranded for alternative use without copyright holders’ permission.Registered Charity No. 1213705 & Registered Company limited by guarantee No. 05280223 (registered in England & Wales)www.patoss-dyslexia.org

Arrangements 
made for 
internal school 
exams/mock 
examinations
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Handout 5
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Handout 6
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Acceptable forms of evidence to 
support NWoW

• Access Arrangement monitoring sheet confirming the use of 
the access arrangement and how it was used

• Short timed class assessment or end of topic test with 
change of colour pen or font indicating the work completed 
in extra time

• A sample of internal tests or mock exam papers across 
relevant subjects showing how extra time is applied. 

• Comments and observations from subject staff explaining 
why the adjustment is needed and how it is used in practice. 

• Where 25% extra time is evidenced through Form 9, there 
must also be evidence that supervised rest breaks have been 
trialled and found insufficient. This should be clearly 
documented on Form 9.
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NWoW takeaways
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Courses, training & resources

www.patoss-dyslexia.org

SEN and Sensibility, the 
podcast that brings you lively, 
intelligent conversation about 
current developments in the 

world of SEN.

The Patoss Platform, a place 
where we showcase the latest 
research in the field of Special 

Educational Needs and 
education.

Please visit the Patoss Dyslexia Charity stand for more information
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Presentation handouts

www.patoss-dyslexia.org

Handout 1 -
Centre-delegated 

or applied for 
arrangement?

Handout 2 -
Teacher Evidence 
of Normal Way of 

Working 

Handout 3 -
Student self-
assessment 

Evidence form

Handout 4 –
Student 

conversation 
recording form

Handout 5 - Access 
arrangements 

monitoring form

Handout 6 –
Access 

arrangements 
evidence log
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