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NQF BTEC Access Arrangements User Guide 

 
Introduction 

 

Access Arrangements allow learners to achieve their full potential without changing the 

demands of the assessment i.e. reader or scribe. Access Arrangements are approved 

before an examination or assessment. 

 

This guide will explain the process for applying for Access Arrangements for your 

learners’ who may have a temporary or long term condition. 

 

NQF BTEC Access Arrangements are requested through Edexcel online then click on the 

Access Arrangement tab. 

 

 
 

The first part of this guide will take you through making an application for a temporary 

condition and then the second part will take you through an application for a long-term 

condition. 

 

Once the centre has logged on he BTEC Access Arrangement tool, those who have 

multiple sites are able to change to the relevant site as follows: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on “Role Selection (two 

arrows)” button  

Select the relevant site and 

click OK 
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Once navigated to the BTEC Access Arrangement tool, new users of the system will be 

required to enter their specialist assessors/teachers. 

Please click on “Menu”, “Specialist Teachers”, “Create” and enter the name of your 

specialist teacher. If your centre has multiple assessors, please use the above method 

and create other specialist teachers after the original entry. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on “Specialist teachers” 

Click on “Create” and enter 

your specialist teacher’s 

name. 
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Making an application for a learner with a ‘Temporary’ condition. 

 

Step 1 

 

Once you have logged on and have read the information on the home page please click 

on the Menu tab and select ‘Create application’   

 

 
 

 

 

Step 2 

 

Click on ‘Create Application’, which will then allow you to view a list of learners at your 

centre and you will be able to choose the learner you want. 

 

 
 

 

 

 

 

 

 

 

 

 

 

Click on menu drop 

down list and select 

“Create Application”. 

Search by learner 

details then press 

the enter key. 

Check the details of the 

learner  you wish to 

apply for and click 

apply. 

Drag the scroll bar to the right 

to reveal the “Apply” button. 
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Step 3 

 

You will then need to choose the qualification you require from the drop-down menu. 

  

 
 

 

On this page you will also be able to select the application type and then click ‘Next’ to 

proceed to the next page. We have chosen temporary for this part of the guide, this is 

displayed on the image below. 

 
Long-term should be selected if your learner’s condition is considered a “long 
term” condition, e.g. dyslexia. 
 
Temporary should be selected if your leaner has a “temporary” condition, e.g. 
broken hand.  

 

 

 
 

 

 

 

 

Select the 

appropriate 

qualification 

(NQF BTEC) 

from the drop 

down menu. 

Select application type 

“temporary” then click 

‘Next’. 
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Step 4 

 

From here you can enter the start and end date for the arrangements and the date the 

problem began. Tick on the areas affected by the temporary condition, if  the ‘other’ 

option is chosen you will need to enter the reason into the text box. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select date 

arrangements 

should begin 

and end.  

Please note, 

as this 

application is 

for on-demand 

test session 

please only 

select dates 

which need to 

be covered by 

arrangement 

applying for.  
After selecting areas 

affected by the 

condition, click ‘Next’. 
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Step 5 

 

On this page you have the ability to quote the JCQ referernce number, if you have 

already made an application on the JCQ access arrangement online tool for the learners 

GCSE/GCE qualifications. Once you have entered the reference number, you will then be 

taken to the confirmation page.   

 

If you do not have a JCQ reference number, please follow the steps below and complete 

the application and submit. 

 
 

 

 

 

Step 6 

 

On this page you can choose the Access Arrangement(s) you require for the learner. 

 

 
 

 

 

 

 

Select arrangement(s) 

from the list provided 

and click ‘Next’. 

Please enter JCQ 

reference number here 

and click ‘Next’. 
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Step 7 

 

 

You will be asked a series of question on this page, which you will need to answer and 

then click ‘Next’ 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This section requires 

you to input the 

amount of extra 

time the learner 

needs. Once this has 

been entered the 

system will provide 

a set of questions. 

Please note anything 

more than 25% 

extra time will 

require answers to 

all following 

questions. 

Complete all questions 

and click ‘Next’. 
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Step 8 

 

Here you will be able to see all the learner details and arrangements you have applied 

for. 

 

 

 
 

 

 
 

 

 

 
 

 

 

 

 

 

Please read and check 

all application details 

and exam exceptions 

before submitting 

application. 

Please read malpractice statement and 

tick confirmation, if you are satisfied 

with the application then click ‘Submit’. 

If any changes need to be made, click 

previous do not submit application until 

corrections have been made. 
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Step 9 

 

Once your application has been submitted it will automatically be set to ‘Pending’. The 

Special Requirements Team will review all applications. Please be advised that an 

automated email should be sent once the application has been actioned.  You may also 

receive an email requesting further evidence to support your application, which will need 

to be sent to uk.special.requirements@pearson.com 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please be advised, all NQF BTEC Access 

Arrangement applications will be set to 

“Pending” status you do not need to 

take any further action unless 

requested. You should receive an 

update email once the application has 

been reviewed.  
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Making an application for a learner with a ‘Long term’ condition 

 

Please note that before making an application for Access Arrangements for a long-term 

condition you will need to input a ‘Specialist Teacher’.  

 

Step 1  

Once you have logged on and have read the information on the home page please click 

on the Menu tab and select ‘Create Application’   

 

 

 

 

Step 2 

Click on ‘Create Application’, which will then allow you to view a list of learners at your 

centre and you will be able to choose your learner. 

 

 

Click on menu 

drop down list 

and select 

“Create 

Application”. 

Search by 

learner 

details 

then 

press the 

enter key. 

Check the details of 

the learner you 

wish to apply for 

and click apply. 

Drag the scroll bar to the right 

to reveal the “Apply” button. 



 

 

 

Page 11 of 16 

 

Step 3  

 Please select the appropriate qualification i.e. NQF BTEC and select your application type 

as ‘long-term’ and click ‘Next’. 

 

 

 

Step 4 

Please select the exam series or on-demand and click ‘Next’. 

 

 

 

 

 

 

 

Select application type 

“Long-term” then click 

‘Next’. 

Select examination 

series then click 

‘Next’. 
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Step 5 

On this page you can choose the Access Arrangement(s) you require for your learners. 

 

 
 

 

 

 

Step 6 

On this page you have the ability to quote the JCQ reference number, if you have already 

made an application on the JCQ access arrangement online tool. Once you have entered 

the reference number, you will then be taken to the confirmation page.   

 

If you do not have a JCQ reference number, please click “no” and follow the steps below 

to complete the application. 

 

 

Please select the arrangement(s) 

you require for your learner and 

click ‘Next’ to proceed to the 

‘evidence of need section’. 

 

Please enter JCQ 

reference number here 

and click ‘Next’. 
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Step 7 

 

Please enter the amount of extra time the learner requires in the section below. If the 

amount required is more than 25%, the system will introduce a set of questions based on 

the evidence of need. Please answer all the questions in this section. 

 

Please note, only full figures should be entered, e.g. 25% extra time should be: 25. 

 

 

 

 

 

 

Complete all questions 

and click ‘Next’. 
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Step 8 

 

The validation section will require you to enter standardised scores for the learner. An 

assessment should have been carried by a specialist assessor confirming a learning 

difficulty. To qualify for an Access Arrangement i.e. reader/scribe the learner must have 

standardised scores of 84 or below.  

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Similar to the extra time section, please 

answer all the evidence of need questions 

for your other arrangements. Once 

completed please click on the ‘Next’. 

 

Please select the 

name of your 

assessor and the 

date of the 

assessment (the 

assessment 

which provides 

standardised 

scores- please 

refer to point 5) 

using the 

calendar tool. 
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Step 9 

 

At the confirmation stage please check all the details are correct in the application. If all 

the details are correct, please tick the confirmation box (shown below) to accept the 

malpractice statement. Please click on the submit tab on the right hand side. 

 
 

 

Please read and check 

all application details 

and exam exceptions 

before submitting 

application. 
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Step 10 

Once your application has been submitted it will automatically be set to ‘Pending’. The 

Special Requirements Team will review all applications. Please be advised that an 

automated email should be sent once the application has been actioned.  You may also 

receive an email requesting further evidence to support your application, which will need 

to be sent to uk.special.requirements@pearson.com 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please read malpractice statement and tick 

confirmation, if you are satisfied with the 

application ‘Submit’. If any changes need to 

be made, click previous and do not submit 

application until corrections have been made. 

Please be advised, all NQF BTEC Access 

Arrangement applications will be set to 

“Pending” status.  You do not need to take 

any further action unless requested. You 

should receive an update email once the 

application has been reviewed.  

 


