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ASSESSMENT ARRANGEMENTS 

 

All SQA centres are responsible for providing assessment arrangements for disabled candidates and/or 

those identified as having additional support needs. This means that centres should have an internal 

arrangements system with high quality checks in place that operate throughout the centre. Each 

member of staff who is responsible for the assessment of candidates should comply with the 

procedures.  

 

Assessment arrangements allow candidates who are disabled, and/or have additional support needs, 

access to appropriate arrangements without compromising the integrity of the assessment. Candidates 

are individuals with a diverse range of needs and it is important that the individual needs of the 

candidates in each subject area be taken into account when considering the most appropriate 

arrangements. An arrangement required in one subject area may not be relevant in another. 

 

PRINCIPLES OF ASSESSMENT ARRANGEMENTS  

 

These are based on:  

 

• Candidates for whom assessment arrangements are provided should potentially have the ability 

to achieve national standards, but be unable to do so using the published assessment 

arrangements for the particular qualification. For example, a candidate may have difficulty with 

reading the questions in an external assessment; assessment arrangements, such as the use of a 

computer with text-reading software or a human reader may alleviate this disadvantage.  

 

• The integrity of the qualification must be maintained. For example, it is not possible for a 

candidate to use a human scribe in a National Literacy Unit, where writing skills are being 

explicitly assessed.  

 

• Assessment arrangements should be tailored to meet a candidate’s individual need. For 

example, a candidate with writing difficulties might not be at any disadvantage in a multiple-

choice paper but might have difficulties producing a written essay. There should be 

documented evidence of a candidate’s assessment needs.  

 

• Assessment arrangements should reflect, as far as possible, the candidate’s normal way of 

learning and producing work. For example, if a candidate with dyslexia normally uses a 

computer with a spell checker or a human scribe to overcome writing difficulties, this should be 

the support provided.  

 

 

Assessment arrangements explained: guidance for centres (sqa.org.uk) 

 

 

https://www.sqa.org.uk/files_ccc/assessment-arrangements-explained-centre-guidance.pdf
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QUALITY ASSURANCE 

The SQA guidance on quality assurance of AA informs our processes:  

Quality assurance of assessment arrangements: schools (sqa.org.uk)  

  

Documented evidence to support the provision of assessment arrangements at Marr College: 

  

1. Evidence of candidates’ disabilities/additional support needs and how this affects them in 

learning/teaching situations (Staged Intervention Paperwork available electronically)  

(Appendix 1a) 

 

2. Evidence of candidate’s need for current assessment support, how this is met, and how it relates 

to the arrangements being requested or provided (Excel spreadsheet of assessment 

arrangements provided throughout each session to be kept by SfL and subject departments to 

aid evidence gathering) (Appendix 1b) 

 

3. Evidence that varying needs across subjects have been considered – individual subject forms 

(Appendix 1c) 

 

4. Evidence of school’s internal verification meeting – forms signed and dated. Excel spreadsheet 

detailing verification date and decision and minute of meeting.  

 

5. Evidence that candidates are consulted at key points in the process (record of individual 

meetings with Inclusive Practice Lead early in each session, regular updates to STINT paperwork 

by SfL staff) 

 

6. Evidence that candidates have agreed to the provision of assessment arrangements and to 

their details being disclosed to SQA – form signed by pupil/parents (if under 16) and letter sent 

home explaining processes.  (Appendices 1d & 1e) 

 

7. Evidence of a system for the management of SQA assessment arrangements which is supported 

by senior management. (Published guidelines) 

 

 

EVIDENCING AA ENTITLEMENTS – ADDITIONAL GUIDANCE FOR STAFF 
 

Providing evidence for candidates who may require AA is a responsibility of all teaching staff. All staff 

are reminded of our school procedures at the beginning of the session and provided with a “Key Dates” 

document to aid planning.  

 

AA and ASN (STINT) information, including school and SQA guidelines, are available in the appropriate 

folders in the staff shared area. Any changes to this information are managed by the PT Support for 

Learning and Inclusive Practice Lead and shared with relevant staff.  

 

Subject staff, led by Subject PTs, will coordinate and collate evidence provided by faculties. For the 

most part, this will take the form of evidence of assessments undertaken with and without AA in place or 

appropriate examples of annotated classwork that clearly illustrate the need for these arrangements. It 

should be noted that ‘with and without support’ may not always be required where alternative forms of 

https://www.sqa.org.uk/files_ccc/assessment-arrangements-2022-quality-assurance-guide-schools.pdf
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evidence are available such as the results of a recent test of reading speed and accuracy, a spelling 

assessment, ongoing use of reader and scribe for support in class (“normal way of working”) which is 

noted in support records etc. Documented feedback from subject teachers should also provide 

supporting evidence in some cases. The evidence provided on arrangement request forms can also 

include the teacher’s view/professional judgement as a valuable source of evidence to the SQA as well 

as feedback from the candidate. It is therefore necessary that this part of the arrangement request form 

is completed by the member of staff presenting the evidence with as much detail as possible.  

 

Further forms of evidence may be obtained from Guidance PTs such as the need for AA due to stress, 

mental health difficulties, personal circumstances such as bereavement or a medical condition. This 

may include communication from a GP or specialist, CAMHS or other partner agencies.  

 

 

 

 

KEY CONTACTS 

Supporting and evidencing AA entitlements are the responsibility of all teaching staff. In addition, the 

following staff have specific and whole-school AA responsibilities: 

• Neil McLean – DHT & SQA Coordinator 

• Moyra Elliot – Inclusive Practice Lead (SfL Department) 

• Fiona Young – PT Support for Learning 

• Elin Marsh – School Assistant (AA) 

Relevant school staff are required to identify candidates who are eligible for AA (in collaboration with 

subject colleagues and guidance), verify the need for a particular AA and quality assure the AA 

process to ensure that no candidate is disadvantaged or unfairly advantaged.  

It may also involve multi-agency input and support from partner agencies and other professionals, such 

as educational psychologists as well as parents/carers and young people. 

 

 

ROLES AND RESPONSIBILITIES 

 

SQA CO-ORDINATOR  

 

• Submits requests using the Assessment Arrangements Requests software for all external 

assessments (delegated to Inclusive Practice Lead and named school assistant as appropriate) 

• Chairs SQA verification meeting with relevant personnel  

• Liaises with SQA regarding internal assessments where there are doubts regarding arrangements 

 

• Chairs meeting with parents to discuss eligibility for Assessment Arrangements where there is an 

appeal from parent or young person 

 

• In the event of unforeseen circumstances, liaise with Inclusive Practice Lead, parent, young 

person and subject staff to agree alternative arrangements  
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INCLUSIVE PRACTICE LEAD 

 

• Develops and implements improvements to quality assurance systems 

 

• Provides staff with CPD as required and provide examples of good practice re completion of 

forms and evidence gathering 

 

• Provides information and CPD to school assistants in the provision of assessment support 

 

• Provides staff with an annual ‘Key Dates’ document and reminder of SQA guidelines and quality 

assurance procedures 

 

• Provide parents and young people with information regarding AA processes at Marr College 

and liaises with parents as required 

 

• Oversees the provision of access to assessment arrangements throughout the school year and 

recording of suitability from S1 

 

• Arranges one to one meeting with all young people in S4 to 6 to discuss Assessment 

Arrangements early in the session (September/October) and discussion notes shared with 

subject staff  

 

• Receives request forms from subject staff in preparation for verification (collated by SA) and 

arranges verification meeting with SQA coordinator 

 

• Collaborates with Named School Assistant in organising accommodation and support staff for 

prelims and SQA examinations 

 

 

NAMED SCHOOL ASSISTANT (AA) 

 

• Supports the provision of access to assessment arrangements throughout the school year and 

recording of suitability from S1 

 

• Supports the development and implementation of improvements to quality assurance systems 

 

• Coordinates and records information around individual Assessment Arrangements as agreed by 

Inclusive Practice Lead throughout the school year 

 

• Provides data to subject staff post assessment throughout the school year and after prelim 

examinations e.g. amount of extra time used 

 

• Collates subject request forms for presentation at verification meeting and attends to support 

discussion 

 

• Supports the Inclusive Practice Lead in organising accommodation and support staff for prelims 

and SQA examinations 

 

• Set up and management of ICT provision for SQA examinations  
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PT SUPPORT FOR LEARNING  

 

• Attends primary transition meetings to gather information re pupils on Staged Intervention 

• Co-ordinates the writing of Staged Intervention Paperwork which includes Assessment 

Arrangements pupils may require and encourages staff to discuss these with pupils and 

Guidance  

• Supports Inclusive Practice Lead and Named SA as required  

 

• If staff/parents/young people raise concerns follow South Ayrshire assessment procedures and 

delegate to appropriate member of SfL staff 

 

SUBJECT STAFF  

 

• Use hyperlinks on Staged Intervention spreadsheet to identify pupils with ASN and read their 

paperwork and additional information 

 

• Discuss assessment arrangements with pupils in their class and record results  

 

• Facilitate practice of using assessment arrangements in conjunction with Support for Learning 

staff using the appropriate request format (Inclusive Practice Lead) 

 

• Collate evidence of the effectiveness of assessment arrangements to support requests for future 

assessments, prelims and SQA examinations 

 

PT SUBJECT 

 

• Manage department procedures around the collation and storage of evidence  

 

• Facilitate discussion with department staff around Assessment Arrangement procedures during 

departmental meetings 

 

• Support staff in gathering appropriate evidence for arrangements 

 

• Liaise with SQA coordinator and Inclusive Practice Lead as required and support any 

conversations with parents/young people when needed 

 

PT GUIDANCE 

• Liaise with PT SfL and Inclusive Practice Lead around AA requirements  

 

• Alert SQA coordinator and IPL of any correspondence with parents/young people to include 

exceptional circumstances 
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SCHOOL ASSISTANT 

• To support pupils with assessment arrangements as directed by Inclusive Practice Lead 

• To be familiar with the range of arrangements and the process for following SQA guidelines 

• To support IPL and Named SA with any additional tasks as required 

 

EDUCATIONAL PSYCHOLOGIST 

• consultative role in supporting AA including quality assurance of evidence where appropriate to 

maintain standards. 

 

 

YOUNG PERSON 

 

• Be open to discussion with subject staff when discussing which assessment arrangement(s) 

would be most appropriate  

• Attend one to one meeting with IPL each session to discuss appropriate arrangements and 

continue to liaise with Guidance/IPL if any questions arise 

• Prior to SQA examinations, sign the ‘Candidate Agreement’ stating that you agree to details of 

your additional support need being shared with the SQA and you are happy with the planned 

arrangements 

• Take form and letter home, discuss with your parent/carer and ask them to sign and return one 

copy (under 16 only)  

 

 

 

PARENTS/CARERS 

 

• Familiarise yourself with the ‘SQA Assessment Arrangements at Marr College’ guide 

  

• Discuss with your child the letter and arrangements detailed in the ‘Candidate Agreement’ 

form, sign and return to school  

• Encourage your child to use the assessment arrangement to help achieve their full potential  

 

• Contact Guidance/IPL with any queries throughout the session 
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Staged Intervention Information 

Stage:  

Date Plan Prepared:  Date of Review:  

 

Name:  Class:  

Date of Birth:  Guidance Teacher:  

 

Pupil Information:  Strengths/Additional Support Needs/Information 

 

Classroom Teachers:  Main Implications for Learning And Teaching 

 

Views of Child/Young Person (Wellbeing Web) 

 

Views of Parent/Carer 

 

 

Pupil Signature:  Parental Signature:  Date:  

 

Annual Evaluation and Review Agreed Action 

 Plan No Longer Needed  

Revise Stage__Plan  

Maintain Stage__ Plan  

Move to Stage__ (With New Support Plan)  

 

Pupil Signature:  Parental Signature:  Date:  



Appendix 1b 
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