York St John University 

EXAMINATION AND ASSESSMENT ARRANGEMENTS

FOR DISABLED STUDENTS

PREAMBLE:-

At York St John University it is agreed that all students will be assessed on equal terms and that for those students who are disabled or have specific requirements, particular arrangements can be made, as appropriate.

It is crucial that disabled students are not disadvantaged with respect to their learning. It is therefore also crucial that assessment and examination arrangements are designed to be responsive to individual learning needs. Assessment requirements will be negotiated during an Assessment of Educational Needs. The academic staff concerned will be consulted as to the suitability of the alternative arrangements.

In adopting these procedures the University seeks to establish:

· a transparent set of processes the outcomes of which can be subject to appeal

· a fair mechanism to match learning needs with examination and assessment arrangements

· a mechanism in which there are no additional penalties to disabled students

· a process that is equitable as between disabled and non disabled students 
Responsibilities for exam arrangements
In this section bullet points are colour coded to clarify which department is: responsible.

pink for the Faculty, 

blue for the Disability Unit

green for Registry 

red for IT Services

· When an initial Educational Needs Assessment is carried out by the Disability Unit, examinations and assessments should be discussed with the disabled student.  Reference should be made to the previous provision that has been made for the student, current practice within the University and the sector, but priority should be given to the student’s individual requirements.

· The proposals that are made should be discussed and agreed with the student’s Faculty.

· All module handbooks should include the following statement:

’If you have a disability or specific learning difficulty such as dyslexia and require alternative assessment arrangements e.g. extra time for exams, for this module, please contact your tutor or module leader and the Disability Unit within 3 weeks of starting the module. Please note this is necessary even if you have already been in contact with the Unit.’

Formal University Examinations

· The Disability Unit will be responsible for ensuring that appropriate evidence of the need for alternative arrangements have been received. They will copy this evidence to Registry. 

· The Disability Unit will be responsible for passing on to Registry details of all the student’s alternative arrangements.

· Registry will be responsible for informing the Disability Unit of impending examinations.

· Double checking can then take place.

· Registry will be responsible for booking additional rooms for disabled students.

· The Disability Unit will be responsible for informing Registry if an individual room is required.

· Registry will be responsible for arranging invigilators.

· The Disability Unit will be responsible for providing amanuenses and for arranging readers for exams.
· The Disability Unit will be responsible for informing IT services of what and where computer equipment is required for examinations.

· IT Services are responsible for providing and setting up computer equipment for the examinations.

· The Disability Unit will be responsible for the provision of other specialist equipment e.g. chairs and desks.

· Registry will be responsible for informing all disabled students who require alternative exam arrangements of the time and place of the examinations and details for any alternative arrangements, with copies given to the Disability Unit. NB below
Other Faculty-based Examinations & Assessments

· If individual Faculties arrange examinations outside the formal University exam timetable, it is important that the Disability Unit is informed who is taking examinations and when these examinations take place. This is to ensure that the requirements of all disabled students are catered for. 

· The Faculty is responsible for making additional room bookings for disabled students, with the information also given to the Disability Unit.

· The Faculty will be responsible for arranging invigilators.

· The Disability Unit will be responsible for providing amanuenses and for arranging readers for exams.
· The Disability Unit will be responsible for informing IT services of what and where computer equipment is required for examinations.

· IT Services are responsible for providing and setting up computer equipment for the examinations.

· The Disability Unit will be responsible for the provision of other specialist equipment e.g. chairs and desks.

· The Faculty is responsible for informing all students of the time and place of their examinations and any alternative provision with copies to the Disability Unit. N.B below.

· In the event of a request being made at the time of the examination for alternative arrangements the invigilator should seek advice immediately from the Faculty or the Disability Unit. If there is no one available then the student will have the option of deferring the exam. This is only suitable if the exam can be rearranged within a suitable time scale. The student will be issued with a copy of the document which confirms they are eligible for alternative arrangements. They will be encouraged to take this to exams with them.

NB

Example, John Smith is entitled to an extra 15 minutes per hour for his history module exam which will take place in Holgate 89 on Wednesday 23rd May from 1- 5pm. 

The student could take this slip with them in case of last minute hitches.

Alternative Assessments

· If a student requires an alternative assessment they should notify their module leader as per the instructions in the module handbook. 

· The academic staff should then liaise with the student and the Disability Unit to arrange an alternative form of assessment.

· The academic staff should seek clearance of these arrangements from Registry when necessary. 

Specific Arrangements for Particular Disabilities. 

In all instances, recommendations will be individual and based on the evidence presented to Disability Unit. The aim of alternative arrangements is to ensure that the student is assessed appropriately and on equal terms to other candidates.

Blind / Visually Impaired Students
Much depends on the level of visual impairment, the students preferred medium and mode of communication. Arrangements might include:

· assessment/examination tasks in Braille, large print or on tape. The colour of paper might also be changed e.g. black print on yellow paper or the font and size of font e.g. Arial 12 point.

· use of a PC with accessibility options or specialist software e.g. JAWS.

· use of a reader or scribe.

· use of a room with good lighting conditions for examinations.

Students with Dyslexia
Alternative arrangements might include:

· alternatives to examinations

· extra time usually 15 minutes per hour.

· use of a computer if agreed in the Assessment of Educational Needs or Psychologist’s Report.

· a reader to ensure the student has understood the questions

· coloured acetate overlays or the use of tinted spectacles

*Please note this is not an extensive list. 

Deaf and Hearing Impaired Students
Arrangements may include:

· amplification for aural tests or the use of a reader to enable a candidate to lip-read

· in oral examinations or presentations, the use of a sign language interpreter/lip speaker if the candidate has difficulty with speech

· in exceptional circumstances where learning outcomes cannot be assessed by any other mode, the presentation of assignments or examinations in BSL recorded on videotape may be permitted. (Tapes to be transcribed or voiced over by Disability Services).

· for presentations the student should sign and have an interpreter.

Use of Human Aids to Communication
Interpreters/lipspeakers in examinations will interpret only the instructions of the invigilator, if these cannot be given to the student in writing.
Interpreters/lipspeakers may not interpret or clarify examination questions, as language modification should have been formally completed in advance of the examination. 

Interpreters/lipspeakers may be used in aural/oral examinations to repeat materials from audiotape or video so that the hearing impaired candidate is able to access the information.

Candidates who have difficulties with speech may use a lipspeaker/interpreter to voice over the candidates responses or presentations. If a support worker is used, a time allowance for preparation with the lipspeaker will be given.

Use of a scribe or reader
If disabled students require an amanuensis, a clear indication must be given on the nature of the task.  One of two possible recommendations will be made:

· Amanuensis – writes down every word

· Reader – read the questions only

Students with mental health problems
Alterations that may be required such as:

· separate or familiar room for examinations

· supervised breaks during examinations

· revised examination times to coincide with medication, sleep patterns, motivation levels etc

· consider whether examinations are appropriate or whether another for of assessment can be offered e.g. coursework

Students with other disabilities
This might include students with arthritis, ME or cerebral palsy. Such arrangements may include:

· accessible venue

· appropriate position in examination room

· use of small room

· supervised breaks – use of this is likely to include a recommendation for a separate room

· extra time

· orthopaedic seating and appropriate table

Extensions
All disabled students may require extensions from time to time. This is particularly true for students with dyslexia or those with mental health problems. However careful consideration needs to be given to extensions for students in the later group who may benefit from having a deadline to which to work.

Funding
Any costs for support work (reader or amanuensis) will be paid for from the student’s Disabled Student’s Allowance (DSA). When the student is not in receipt of a DSA the School should contact the Disability Officer to discuss alternative funding possibilities.

Appeals
Normal appeals procedure applies unless the basis of the appeal is purely on the basis that the alternative arrangement was inadequate. There should be an opportunity for appeals to Disability Officer and an external adviser (e.g. Disability Officer from a sister institution).

The Students Union are also available to offer advice and support regarding appeals.
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