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Document revision history

Summary of change Approval date

2.2 Added changes for 2023, amended the Frequently asked November 2022
questions to reflect this.

2.1 e Updated screenshots in section 3.3 May 2018
¢ Change to Question 4.2.3 in the Frequently asked
questions
2.0 e Section 2.1 updated to reflect new Walled Garden May 2016
home page

e Screenshots updated in section 3.3
e Frequently asked questions added.
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1.1.

1.2.

Introduction

Overview of access arrangements

Access arrangements are agreed before an assessment. They allow candidates with special
educational needs, disabilities or temporary injuries to access the assessment.

Access arrangements allow candidates to show what they know and can do without changing
the demands of the assessment. Examples of access arrangements include readers, scribes
and Braille question papers.

To help make the administration of access arrangements quicker for centres, examination
officers can apply for access arrangements on the Walled Garden. This document outlines
how the process should be used.

This process is for UK centres only.

For more details on access arrangements please visit www.cityandguilds.com/policy or for
more information about how to apply for a Walled Garden account please visit www.walled-
garden.com.

Updates to the application process for 2022

The portal has been updated and the changes include:

e New approach for applying for readers, scribes and extra time for candidates with either
- social, emotional or mental health needs, or
- communication or interaction needs.

e New option for applying for a reader based on a file note for candidates with learning
difficulties.

e City & Guilds can now delete individual applications on request.

e Applications will remain on the site for three years, after which they will be removed.
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2. Accessing the access arrangements page

2.1. Walled Garden

The Access Arrangements portal can be found on the Walled Garden, as shown below:

city&? 'I Centre: SAP Customer experience test o
cuids M walledGarden L
\Lustomer: 20/
Centre: 795054
Log out
Data . .
A Catalogue services Quality Reports Settings H

Clicking on Catalogue will take you to the ‘Access Arrangements’ tab.

Cityl‘.la* .I Centre: SAP Customer experience test

cuids Il WalledGarden e
Custorner: 107567
Certre: 785054
Log out

I
Data . .
f Catalogue services Quality Reports Settings E

Catalogue Candidate management e-certificates  Pricelist  e-volve scheduling  Publications & merchandise  SmartScreen

SHOW APPROVED VIEW ALL INDUSTRY/SECTOR MY FAVOURITES FREQUENTLY ORDERED PRODUCTS CLEAR FILT

Once you click on the Access Arrangements link on the Walled Garden, you will be
redirected into City & Guilds access arrangements.

For the first time when you use the system, you will need to check that the details of your
centre are correct. If any information is missing you will need to enter it, please note that
email address and phone number are mandatory fields and so must be completed. At
present, there will only be one account per centre. Please bear this in mind when entering
contact details.
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2.2.
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After this screen has been completed, you will arrive at the access arrangements home
screen.

City&g
[+ GCess i = in ~ -
GUIldS a”awenwmS Centres Centres Requests Candidates Reports Admin User Help

Access Arrangements

Welcome to the City & Guilds Access Arrangements porial for centres. This quick and easy process allows you to request access arrangements for your candidates online and receive an
instant decision on the status of your application.

How it works

Click on My candidates at the top of the page to create a candidate and make a request. Please see Help for a siep by step guide on applying for access arrangements and advice on
evidence of need.

Contacting City & Guilds

In cases where your application is referred to City & Guilds or if you disagree with the decision made, please contact us at the details below.

Creating candidates

To create a new candidate, click on the My Candidates link on the top menu bar then click
on the Create New Candidate button.

Note: If you have not applied for access arrangements for a candidate before you will need to
create them first, even if they have been registered on the Walled Garden.
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Note: If you are assigned to more than one centre on the Walled Garden you will see a
screen listing all your centres.

All the centres and sub-centres attached to your Walled Garden account will be listed on this
screen. Select which of your centres the candidate is registered with.

CItyBp. - cooss
JCRSS L Comrien et b Candidates . W
Guilds a.u:- 1ements Ity diclat
Note:
T | Nam T Post e T it T Active Last iated Betion

Click on the create button for the centre you want to create the candidate for.

To create a new candidate you will need to enter the details below. You can add multiple
gualifications by clicking + New button. Please add all the qualifications that the candidate is

doing.

Create Candidate

First Name | Test Enter Qualification Number +New
Last Name | Candidate
Enrolment Number | ABC1234
=

Date Of Birth | 01/01/1977

Back to List Create Candidate

Note: To delete a qualification click on Delete button.

After you have entered the candidate and qualification details, click on Create Candidate
button to save the candidate details. You will then return to the list of candidates. All
applications must to be made against a specific qualification.
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3.1.

3.2.

Applying for access arrangements

Finding candidates

To apply for access arrangements, click on the My Candidates menu on the top menu bar.
You can search for the candidate by clicking on the filter icon or using page navigation.

You can filter the candidates by First Name, Last Name, Enrolment Number and Date of
Birth.

= -] - -
= H T T v |
w =Tl il T w
a . - s ot eual to
Hi I
Filter
———TOERRTEE— 0 MusEnoE e
] -] [

Click Make Request next to the candidate you want make an application.

Create New Candidate Wi Clear Filter

First Name @ LastName @ Enrolment Number Date Of Birth @ Centre Action
Test Candidate ABC1234 999990 - SAP Test UK CR1 Make Request | Edit |Delete
.. ..

For each application, please select whether it is a temporary or long term arrangement. An
example of a temporary access arrangement would be when a candidate breaks their arm
and needs a scribe for a short time.

Arrangement Types LongTemm Begn Request Prestous Requests

Click Begin Request button to continue.

Temporary arrangements

When applying for these you need to select a start and end date for the arrangements. By
default the start date is the date you are making the application and the default end date is in
two months time. Both dates can be changed. Choose the qualification the access
arrangements are for. You can only apply for one qualification at a time.
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Temporary Arrangement

Enrolment Number | XYZ1234
First Name Test
Last Name | Candidate
Qualification Number 3748 v

StartDate 04/07/2016

EndDate 04/09/2016

Select Arrangements Reader (including computer reader)
25% extra time
Extra time over 25%
Practical assistant for written/MC units

Scribe (including speech recognition software)

Edit Candidate Create Request

Please select the arrangements required and click Create Request.

Temporary Arrangement Request - Supply Evidence

Enrpdment Number
First Hame

Last Name

" Does the candidate have a medical condition?
T ks the medical condtioninjury very senous?
[ Does the candidate have a termparary mjury?

© Does the candidate have a temporary medical
condition affecting vision?

™ Owes the candidate have a termparary conotion
affecting writing?

Once you have answered all the questions in the supply evidence section, click Submit
Request button.

After all of the questions have been answered, each arrangement will be approved, not
approved or referred to City & Guilds. If it is the latter, City & Guilds will contact the person
named on the system and discuss the request with them. For this reason, it is very important
that the contact details are kept up to date.
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3.3.

8 Citrns TE———

Temporary Arrangement Results

Arrangement Rer | 23 Stant Dae

Enroiment Number | AEC1234 End Diate

First Name | Tajaswes Created By

Last Name Premchand Last Updated

Coualification Mumber | 374 Last Updated By
Is Actve B

Ref Reguest Active? Result Comment
5219 Reader (Including computer réader) Yes Approved Review
F220  E5% Bxira time Vs Pending Request referred o City & Review
Gaalds
S22 Seribe (inciuding voite Jctivatéd computer Syitempalce input i Mat REviee
system) Approved

You can also view and print a confirmation. Centres should keep a copy of the confirmation
on file. The confirmation also has information on when access arrangements should not be
used.

Long term arrangements

In most cases, the arrangements applied for will be long term arrangements. To apply for
these, please select long term from the drop down list and click Begin Request button.

.nrrangement T',"FIE'E. | L _'-i'I[_|TE'.""I"I Begin Request Prevtous Requests

Then select the qualification and the arrangements the candidate needs from the list.

Select Arangements | Reader (including computer reader)
[ Question paper on coloured/A3 paper
[ 25% extra time
(] Extra time over 25%
[J Practical assistant for written/MC units
(] Scribe (including speech recognition software)

(] Sign language interpreter

Edit Candidate Create Request

Answer the questions as they appear
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[] Does the candidate have leaming difficulties?

] Does the candidate have a long-term/permanent disability?

Il Does the candidate have social, emotional or mental health needs?
[] Does the candidate have communication and interaction needs?

] Does the candidate have a medical condition?

[]!s the candidate visually impaired?

] Does the candidate have a hearing impairment?

[]Does the centre hold evidence of need for this candidate?

Create Request

After all the questions have been answered, each arrangement will be approved, not
approved or referred to City & Guilds. If this happens, please email
policy@cityandguilds.com with details of the application.

Previous Requests W

Ref Request Active? Result Comment
7600 Reader (including computer reader) Yes Approved Review
67601 25% extra time: Yes Approved Review

You can view and print a confirmation. In some cases, there will be an end date displayed on
the confirmation. If the candidate needs access arrangements after this time, you would need
to reapply.

Centres should keep a copy of the confirmation on file. The confirmation also has information
on when access arrangements should not be used.
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Frequently asked questions



4.1.

Frequently asked questions

Logging in

4.1.1. When we click on the ‘Access arrangement’ link on the Walled
Garden, we are asked to input our username and password. Is there a
different login to access the system?

Walled Garden is single sign-on. This means that once you log on to the Walled Garden, you
should be able to access all the functionalities within it without the need for separate
username / passwords. If ‘Access arrangements’ is asking you for a password, this indicates
that there is an issue. Please try logging in using a different browser, like Google Chrome or
Firefox. This will help to identify if the issue is related to your browser settings. If this doesn’t
work, please contact City & Guilds.

4.1.2. When | log on to ‘Access arrangement’, | can see a list of centres. | am
not aware of some of these centres. The centre number | want to make
requests for is not in the list. What should 1 do?

Usar Datails

Centre To Create

Gwnlre
Numbar Canira Name Addrass Line 1, 2 PostCoda

Lol

Sve Changes

If your centre has several centre numbers, all of these centre numbers will be created in
Access Arrangements. The main centre may also not be included in the list you see when
you log in as it has already been created. As long as all the centre numbers on the list are
connected to your centre, please accept the legal policy at the bottom of the page.

This will register your details and you should then be able to apply for arrangements for any
of the centre numbers you need to.
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4.2.

Applying for access arrangements

4.2.1. My request for a reader has been rejected even though | have added
that we have a file note. What should | do?

Access arrangements can only be permitted if they are the candidate’s normal way of
working. There is a question on this, which is highlighted below:

# Does the candidate have learning difficulties?
Does the candidate have a long-term/permanent disability?
Does the candidate have a medical condition?
Is the candidate visually impaired?

Does the candidate have a hearing impairment?

Does the centre hold evidence that the use of a reader is the candidate’'s normal way of working?

/| Does the centre hold evidence of need for this candidate?

Create Request

If this question has not been ticked the application for a reader will not be approved. You will
need to make the application again in order to check if this box is ticked.

4.2.2. | have requested a scribe, but it says “not approved” even though |
have the required evidence of need. What do | need to do?

There are two questions that might have caused the application to be rejected, which are
described below. You will need to make a new application to check if you answered these
guestions.

Access arrangements can only be permitted if they are the candidate’s normal way of
working. There is a question on this, which is highlighted below:

# Does the candidate have learning difficulties?
Does the candidate have a long-term/permanent disability?
Does the candidate have a medical condition?
Is the candidate visually impaired?

Does the candidate have a hearing impairment?

Does the centre hold evidence that the use of a scribe/speech recognition software is the candidate’s
normal way of working?

» Does the centre hold evidence of need for this candidate?

Create Request

If this question has not been ticked the application for a scribe will not be approved.
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A scribe can only be approved for candidates that cannot use a word processor in their
exams. There is a question covering this point on the learning difficulties diagnosis screen,
which is highlighted below:

Is the candidate's handwriting illegible?

Is the candidate's writing incomprehensible?

Is the candidate's handwriting speed (words per minute) below the average range for their age?
Does the centre hold on file substantial evidence which shows the requirement for a reader?

Does the centre hold on file substantial evidence which shows the requirement for a scribe?

| Would the candidate be able to use a word processor in every examination? |

Create Request

If this question is ticked, the request for a scribe will not be approved.

4.2.3. lhaverequested a reader, scribe and 25% extra time but none of them
have been approved. Why is this?

The question highlighted below must be ticked for any of these arrangements to be
approved:

» Does the candidate have learning difficulties?
Does the candidate have a long-term/permanent disability?
Does the candidate have a medical condition?
Is the candidate visually impaired?
Does the candidate have a hearing impairment?
+ Does the centre hold evidence that the use of a reader is the candidate’s normal way of working?

~# Does the centre hold evidence that the use of a scribe/speech recognition software is the candidate's
normal way of working?

v Does the centre hold evidence of need for this candidate?

Create Request

These access arrangements can only be permitted if the centre holds evidence to support
the application.

You will need to make a new application to check if you answered this question.

4.2.4. My request has been “referred to City & Guilds”. What are the next
steps?

Most arrangements will be approved or not approved. However, in a minority of cases, the
application may be referred to City & Guilds.
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If this happens, please email policy@cityandguilds.com with details of the application.

4.2.5. The confirmation of the candidate’s arrangements does not have an
approval end date. Can the arrangements be used indefinitely?

Most arrangements approved on the system will not have an end date on the confirmation.
However, we only hold applications for a period of three years on the access arrangements
portal. Centres will have to reapply after this time.

If the candidate registers for a different qualification, then you will need to add that
gualification. You can do this by going to My Candidates and then click on edit.

Create New Candidate | @ Clear Filler
First Name Y LastName T Enrolment Number Y Date Of Birth Y Centre Action
Oliver Sanchez 050911998 123456 - Islington Make Request 3e|e:e
Santi xhaka 05/02/1989 123456 - Islington Make Request | Edit [Delete
Danny Wiltshire DWI5689 08/08/1969 123456 - Islington Make Request | Edit [Delete
Edit Candidate

First Name Oliver Enter Qualification Number + Mew

7100
Last Name Sanchez
=
Enrolment Number OSASE56

4.2.6. How do | apply for access arrangements for a candidate without an
enrolment number?

To create a candidate you will need an enrolment number, you can’t create one without this
information. Please register the candidate for a qualification and then apply for access
arrangements.

4.2.7. | can’t see the arrangement | want to apply for on the list of access
arrangements, does that mean it can’t be permitted?

No. There are likely to be, from time to time, arrangements that candidates need that are not
listed on the system. This does not mean the arrangement cannot be permitted.
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4.3.

Please consult the JCQ document on Access Arrangements and Reasonable Adjustments
for details on how and whether to apply for a particular access arrangement. For modified
guestion papers, centres need to apply to City & Guilds so that papers can be ordered. More
information and the accompanying forms can be found on our on the access arrangements
page on our website. Requests for access arrangements can be emailed to
policy@cityandguilds.com.

4.2.8. What are communication and interaction needs?

This would include, for example, Autistic Spectrum Disorder (ASD) and Speech, Language
and Communication Needs (SLCN). Candidates with communication and interaction
difficulties may require, for example:

e extra time,
e acomputer reader or a reader,
e ascribe.

4.209. What are social, emotional and mental health needs?

This would include, for example, Attention Deficit Hyperactivity Disorder (ADHD) and Mental
Health Conditions. Candidates with social, emotional and mental health needs may require,
for example:

e extra time,
e acomputer reader or a reader,
e a scribe.

Evidence of need

4.3.1. The candidate’s evidence of need is over two years old, do they need
to be reassessed?

If the report has been completed during or after year 9, there is no need to get the candidate
reassessed if you are requesting a reader, scribe or up to 25% extra time. However, centres
should have notes on the candidate’s normal way of working, listing the support given to the
candidate and confirming that the needs of the candidate haven’t changed.

For some access arrangements, like 50% extra time, a report dated within 26 months is
required.
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4.4,

4.3.2. What should | do if | am not sure if the evidence we hold meets the
requirements?

Please make the application and if it is declined, please email policy@cityandguilds.com with
the application details. We will check your application and if we do need to see the evidence,
we will inform you of a secure way to send it to us. If the evidence is sufficient, City & Guilds

can amend the decision of the system and grant approval.

Time Extensions

4.4.1. My request for 50% extra time has been approved for this candidate,
why won’t the Walled Garden let me add over 25% extra time for the e-
volve test?

For most tests, centres can only book up to 25% extra time. If you need to add more than
this please email policy@cityandquilds.com. City & Guilds can book the test for you, please
remember to include all the information required to do this on the Walled Garden (eg date
and time, enrolment number, centre number, qualification details).

4.4.2. My request for 25% extra time has been approved for this candidate,
why won’t the Walled Garden let me add 25% extra time for the e-volve
test?

The Walled Garden should allow centres to add 25% extra time when scheduling any e-volve
test. If it doesn’t, please email policy@cityandguilds.com with the detalils.
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Cit
Guilds

Contact us

Giltspur House 5-6 Giltspur Street London EC1A 9DE
general.enquiries@cityandguilds.com
01924 930 801

www.cityandquilds.com

About City & Guilds

Since 1878 we have worked with people, organisations and economies to help them identify
and develop the skills they need to thrive. We understand the life changing link between
skills development, social mobility, prosperity and success. Everything we do is focused on
developing and delivering high-quality training, qualifications, assessments and credentials
that lead to jobs and meet the changing needs of industry.

We work with governments, organisations and industry stakeholders to help shape future
skills needs across industries. We are known for setting industry-wide standards for
technical, behavioural and commercial skills to improve performance and productivity. We
train teams, assure learning, assess cohorts and certify with digital credentials. Our solutions
help to build skilled and compliant workforces.

Every effort has been made to ensure that the information contained in this publication is true and correct at
time of going to press. However, City & Guilds’ products and services are subject to continuous development
and improvement and the right is reserved to change products and services from time to time. City & Guilds
cannot accept responsibility for any loss or damage arising from the use of information in this publication.

©2022 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trademark of the City &
Guilds of London Institute, a charity registered in England & Wales (312832) and Scotland (SC039576).
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