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Preshil Vision Statement:
At our core remains an unshakeable commitment to encouraging all children to progress at
their own pace towards their own goals and to be respected as individuals in their own
right. It is a commitment to our children to be nurtured and challenged in an atmosphere
that inspires creativity and independent thinking in all areas of life and does not, overtly or
subtly, use competition or punishment to motivate through the fear of failure.
As global citizens we encourage an awareness of world issues and encourage effort to
make a positive difference. We believe that education should prepare students to be
thoughtful, peace-loving and active citizens of the world. Preshil will remain a school that
puts kindness, compassion and social relationships at the centre of its operations.

The Preshil Learning Philosophy:
“Preshil is not a place where children do what they like, but rather a place where children
like what they do.”
Margaret E Lyttle, Principal 1944-1994
The world needs creative thinkers – people willing to challenge convention, do
things differently. Particularly now, as we face a rapidly changing global landscape,
it’s imperative our children grow up with a curiosity about the world and have an
appetite for independent learning and self-development.
The themes of compassion and social justice have characterised Preshil since its
conception. Our teaching philosophy follows the original principles established by
the school’s founder, Margaret J R Lyttle, in the 1930s. It is an approach to
alternative learning and education that recognises each child as an individual, with
their own unique talents and traits that we value and nurture. At Preshil, children
play an active role in their education. They are expected to take responsibility for
their actions, to behave in a principled way and ultimately create their own future.
Choice with responsibility is a powerful combination – one that fosters selfdiscipline, maturity, resilience, confidence, initiative, creativity and courage in
every child.
By providing a school experience that celebrates the individual, our children learn
about themselves and uncover their own potential with our full support. As each
child tries new things and their interests evolve, Preshil helps them establish their
personal goals and pursue them with passion.
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Introduction:
Preshil is committed to providing a strong foundation for students through a whole-school
inclusive approach. We recognise that inclusion is an ongoing process, the goal of which
is to increase access for all students by identifying and removing barriers to such access.
This will be achieved in a culture of collaboration and mutual respect, support and
problem solving. Learning support at Preshil is about responding to each individual’s
unique needs and working towards his or her achievement of a specific level of capability,
incorporated within the whole school curriculum.
“Inclusion implies that if participation becomes an issue for any student, whether arising from
disability, gender, behaviour, poverty, culture, refugee status or any other reason, the desirable
approach is not to establish special programs for the newly identified individual or group need, but
to expand mainstream thinking, structures, and practices so that all students are accommodated”
(Shaddock, Macdonald, Hook, Giorcelli, and Arthur-Kelly, 2009)

Rationale:
Taking the above into consideration, the general welfare and engagement of students will
be considered as a whole school concern. Preshil will support student welfare and
inclusion by considering the needs of students when planning, presenting and assessing
the curriculum. Preshil will actively promote students’ physical and mental wellbeing by
providing an environment that is safe, free from discrimination and allows students to
work to their full capability from a strengths-based perspective. The school will sustain
this through the provision of Student Services (consisting of Learning Support Staff and
Wellbeing Staff) staff collaboration, differentiation and modification.

IB and an inclusive education:
The IB states that, “Inclusion is an ongoing process that aims to increase access and engagement
in learning for all students by identifying and removing barriers. This can only be successfully
achieved in a culture of collaboration, mutual respect, support and problem solving. Inclusion is the
learner profile in action, an outcome of dynamic learning communities” (IB0, 2010, p3).
IB Programme Standards and Practices (2010) documents the practices required by schools
to demonstrate their support for learning diversity.
The Four Principles of Good Practice include:
Affirming identity and building self-esteem.
Valuing prior knowledge.
Scaffolding.
Extending learning.

Preshil Special Educational Needs Policy

!

2

Preshil, The Margaret Lyttle Memorial School:
Supports access for students to the IB programme(s) and philosophy.
Develops and implements policies and procedures that support the
programmes.
Provides support for its students with learning and/or special educational
needs and support for their teachers.
Teaching and learning differentiates instruction to meet students’
learning needs and styles.
Inclusion supports the democratic process by teaching through the
learner profile so that all students, including those with learning support
requirements, are equipped to exercise their rights and accept their
responsibilities as citizens in mainstream social life.
Inclusion is achieved through a culture of collaboration, mutual respect,
support and problem solving.

IB DP Inclusive Assessment Arrangements
Candidates for the IB DP may access assessment arrangements that will assist them
in demonstrating their skills and knowledge adequately. These access
arrangements may be authorised by the IB Assessment Centre, Cardiff. However, if
inclusive assessment arrangements are necessary for a candidate during the course
of their study of the Diploma Programme or practice examinations, the school may
provide the arrangements. For all other arrangements, prior authorization from the
IB Assessment centre is mandatory. '
If a school does not meet the conditions specified by the IB when administering
inclusive assessment arrangements or makes arrangements without authorization,
the candidate may not be awarded a grade in the subject and level concerned. '
If the nature of a candidate’s challenge and/or the authorized inclusive assessment
arrangement might disturb other candidates during an examination, the candidate
must take the examination in a separate room and be supervised according to the
regulations governing the conduct of Diploma Programme examinations.
(IB0, 2013, p5)
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Process to pursue authorisation for IB inclusive assessment arrangements:
The IB Programme states:
once a student with learning support requirements is enrolled in the school, it is the
responsibility of the school to meet the student’s learning needs, including suitable
arrangements for teaching and assessment.
(IBO, 2013, p6)
The process for applying for inclusive assessment arrangements for a student, for both
teaching and assessment is:
Parents provide the school with all specialist reports on the students’s
enrolment to Preshil
Parents further provide the school with all specialist reports as they become
available throughout the student’s schooling
The Coordinator consults all teachers concerned at an early stage in a student’s
study of the Diploma Programme. This can happen at the beginning of each
semester, as well as at DP meetings.
The inclusive assessment arrangements provided to a student are planned in
advance to give the student ample time to learn to use them effectively during
classroom activities. This includes using the methods, tools, software, scribes
etc. that would be used for the inclusive assessment arrangements.
Inclusive assessment arrangements provided for a student are carefully
individualized, planned, evaluated and monitored. Twice a semester, teachers
are to meet with Coordinators to discuss the inclusive assessment arrangements
made and the success or failings of these. In this way, adjustments can be made
before the DP inclusive assessment arrangements in the final year of study. See
Appendix I for details of Educational Evidence required.
All requests for inclusive assessment arrangements submitted by a Coordinator
must have the support of the Head of School. The decision to proceed with the
inclusive assessment arrangements is made by the Head of School in
consultation with the Coordinator.
An application for inclusive assessment arrangements is submitted on behalf of
a candidate by the Coordinator using the online request form. 'It is ultimately
the Coordinator’s responsibility to submit the completed form. '
All requests for inclusive assessment arrangements must be submitted online
on IBIS and must specify exactly which arrangements are being requested.
These submissions must happen no later than 15 May of the second year of the
programme, six months prior to written examinations.
N.B. Please see Appendices G-R for further detail of IB inclusive assessment
arrangements.
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Inclusive arrangements that can be made at the discretion of the
coordinator without prior authorisation from the IBO:
“At the discretion of the Coordinator/Head of Campus there are some inclusion arrangements
that are permitted in examinations without prior authorisation from the IB Assessment
Centre,” (IBO, 2014, p10). The following are examples of where authorization may be made at
the discretion of the Coordinator, in consultation with the Head of Campus:
A candidate is permitted to take an examination in a separate room if it is in the
best interests of the candidate or other candidates in the group. '
Appropriate seating can be arranged to meet the needs of individual candidates '
An assistant, if necessary a nurse, may be in attendance if this is necessary for the
welfare or safety of a candidate. '
A candidate who normally uses an aid (for example, a coloured overlay, a Braille
slate, a sound amplification device, a radio aid, a hearing aid, a low vision aid, a
magnifying aid, coloured filter lenses) is allowed to use the aid in examinations. '
A candidate with a hearing condition may receive instructions from a
communicator. '
A candidate who has difficulties in reading or attention, may have an invigilator or
a designated reader to clarify test directions. '
Candidates with vision issues may use magnifying devices to enlarge and read print.
These may include magnifying glasses and line magnifiers. '
For a candidate who has colour blindness, the Coordinator (or invigilator) is
permitted to name colours in an examination paper (for example, on a map in a
geography examination).
A candidate who is hypersensitive to sound is permitted the use of noise buffers
such as headsets, earplugs and individual workstations with acoustic screens. A
candidate may be permitted the use of a prompter due to attention issues,
psychological or neurological conditions.
“At the discretion of the Coordinator, a candidate may be given additional time to
complete assignments during the two-year programme (for example, the extended
essay, the theory of knowledge (TOK) essay) without authorization from the IB”
(IBO, 2013, p11).
A ‘split-session’ can be requested when the candidate has moderate to severe
learning disabilities. To be supportive and to improve access to the assessment, one
or more subjects can be deferred, on request.

Dates for inclusive assessment arrangements:
All requests for inclusive assessment arrangements must be submitted six months
prior to an examination session. That is, by May 15th for candidates registering for
the November examinations session.”
For the school to process these inclusive assessment arrangements, all supporting
documentation and evidence should be submitted to the Head of Campus no later
than 1st March of Year 2.
All inclusive assessment arrangement applications must specify exactly which
arrangements are being requested. (See Appendices H-R)
Modified Papers will not be authorized if submitted after 15 May.

N.B. The IB DP decision for inclusive assessment arrangements is based on educational need
and once made, this decision is final.

!
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Supporting documentation
arrangements:

needed

for

inclusive

assessment

When submitting requests for access arrangements, there are two forms of required
supporting documentation to be uploaded to the online application, “Request of inclusive
assessment arrangements”.

1) Specialist Reports
The first document is a psychological/psycho-educational/medical report from a
psychological or medical service and the second is educational evidence from the school.
A psychological/psycho-educational/medical report may be written by medical, health,
educational or psychological professionals with appropriate qualifications and/or
professional licenses in their country of residence.
All psychological/psycho-educational/medical reports must:
Be legible, on paper with a letterhead, signed and dated. '
State the title, name and professional credentials of the person (or persons) who
has undertaken the evaluation and diagnosis of the candidate. '
State specifically the nature of the learning support requirement, and the tests
or techniques used to arrive at the identification. '
Be consistent with the Coordinator’s request for assessment arrangements”
(IBO, 2014, p8).
All psychological/psycho-educational reports must: '
Be based on the candidate’s performance on nationally standardized
psychological tests (where available and published, recent editions of
standardized tests should be employed).
Report results as standard scores, which have a mean of 100 and a standard
deviation of 15, and not percentiles or age/grade equivalents” (IBO, 2014, p8).

2) Educational Evidence:
This can be a letter/observational report from the Coordinator and/or the candidate’s
subject teacher(s) outlining any difficulties which may be apparent in class plus a brief
summary about the arrangements provided to the candidate in order to access learning
and assessment. This can also be supported by Individual Learning Plans, written to
assist the candidate with any specific learning difficulties. (See Appendix D for further
details)
When a candidate is approved by the IB for inclusive assessment arrangements, this
automatically applies to all examinations for which the student is registered.
Preshil Special Educational Needs Policy
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Inclusive assessment arrangements requiring authorisation from the
IBO Global Centre, Cardiff:
Examples include:
Access to Modified Papers: “Modifications can normally be made to
examination papers for candidates with visual challenges or specific learning
difficulties” (IB, 2014, p12).
•

“Examination papers in Braille

•

Changes to the print on examination papers

•

Printing on coloured paper

•

Modification to the visual complexity or layout of the paper

Modifications to the language of examination papers” (IBO, 2014, pp1213).
Access to additional time, Rest Breaks (See Appendix G)
Access to writing – Computers, Speech Recognition Software (See Appendix H)
Scribes (See Appendix I)
Transcriptions (See Appendix J)
Access to Reading – Reader, Reading Software (See Appendix K)
Access to Speech and Communication – Communicators, Augmentative
Communication Device (See Appendix L)
Access to Calculators, Practical Assistance, Alternative Venues (See Appendix
M)
Access to Extensions and Exemptions – Extensions to Deadlines, Exemptions
from Assessment (See Appendix N)
Educational Evidence Required (See Appendix O)
Modified Papers (See Appendix P)
Oral Components (See Appendix Q)
Candidates Registered For The Anticipated And Retake Categories Anticipated candidates, Retake Candidates (See Appendix R)
•

IB DP Learning Support:
IB DP Candidates who require inclusive assessment arrangements may have learning
support requirements due to one or more of the following:
Autism spectrum/Asperger’s syndrome '
Learning disabilities '
Medical conditions '
Mental health issues '
Multiple disabilities '
Physical and/or sensory challenges '
Social, emotional and behavioural difficulties '
Specific learning difficulties '
Speech and/or communication difficulties” (IBO, 2014, p2)
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Role of student services:
Student Services will co-ordinate the whole school approach to student wellbeing and
inclusion, and will be responsible for the development and review of the Special
Educational Needs Policy. Students Services will support students in the classroom
environment and research ways to increase inclusive practice through the school
curriculum through differentiation and modification. Student services will organise staff
Professional Development on the best practice for inclusive education.
Student Services along with appropriate staff members will liaise with parents and
students in the construction and implementation of Learner Profiles, a brief synopsis of
students giving insights into learning needs and appropriate modifications for students
with additional needs, these profiles are accessed through Chronicle on Compass. If
further intervention is required Student Services will work with staff to implement
Individual Education or Learning Plans (IEP/ILPs) that will support students in reaching
their full level of capability.
Student Services will organise online Progressive Achievement Tests (PAT) annually in
the areas of English, Maths and Science. Any students who are raised as a concern either
through this testing, through staff judgement or parent/guardian concerns may be advised
to seek a referral for external assessment such as:
Educational
Behavioural
Other concerns

National obligations:
Preshil will adhere to the Australian Disability Standards for Education 2005 following the
standards:
Making reasonable adjustments
Standards for enrolment
Standards for participation
Standards for curriculum development, accreditation and delivery
Standards for student support services
Standards for harassment and victimisation
Treatment of person with an associate with disability
Exceptions
Preshil will complete the Nationally Consistent Collection of Data (NCCD) on School
Students with Disability where student needs will be classified under,
Cognitive
Physical
Sensory
Social/Emotional
Preshil Special Educational Needs Policy
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The level of adjustment will be recorded with a minimum of 10 weeks documentation for
the previous 12-month period.
Supported through a differentiated curriculum
Supplementary adjustments
Substantial Adjustments
Extensive adjustments

Preshil processes and procedures:
This Special Education Needs Policy has been developed collaboratively with
staff at Preshil in accordance with IB regulations
Preshil staff will meet at the beginning of each semester to discuss
implementation and monitoring of the Special Education Needs Policy
The Special Education Needs Policy will be communicated on the Preshil
Website, on Compass on the School Documentation page and at information
sessions
Coordinators and Head of Campus will meet twice yearly, before the IB
inclusive assessment arrangements deadline
If a candidate student transfers to another IB school, and they have been
approved for inclusive assessment arrangements, these will automatically apply
to the other IB school.

Guidelines for implementing the policy:
All staff will be encouraged to accept inclusive practice and reflect this in their curriculum
planning, presentation and assessment. Staff should actively seek to remove barriers to
learning and participation. They should embrace the ‘Four Principles of Good Practice’ as
outlined by the IB Programme:
Affirming identity and building self-esteem
Valuing prior knowledge
Scaffolding
Extending Learning
All staff should work to a student-centred, strengths-based approach, as well as work
collaboratively to support and extend the student and seek external support, with the help
of the Student Services, when needed.
Supporting inclusive practice also means working collaboratively with families and
understanding that students come with previous knowledge and experience. It is the aim
at Preshil to create supportive, mutually beneficial relationships between school and
home. Preshil will further support its commitment to inclusive practice by making
provisions in the employment process to employ staff who are in line with providing an
inclusive classroom.

Preshil Special Educational Needs Policy
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Appendix A: Glossary
Inclusion

“Inclusion is an ongoing process that aims to increase access and
engagement in learning for all students by identifying and
removing barriers. This can only be successfully achieved in a
culture of collaboration, mutual respect, support and problem
solving. Inclusion is the learner profile in action, an outcome of
dynamic learning communities” (IBO 2010, p3)

Inclusive assessment

“Changed or additional conditions during the assessment process
for a candidate with assessment access requirements. These enable
the candidate to demonstrate his or her level of attainment more
fairly and are not intended to compensate for any lack of ability.”
(IBO 2013, p2)

arrangements

Differentiation

“Differentiation is seen as the process of identifying, with each
learner, the most effective strategies for achieving agreed goals”
(IBO 2010, p4)

The Four Principles

“Identified by the IB as promoting equal access to the curriculum
for all learners are: affirming identity and building self-esteem,
valuing prior knowledge, scaffolding and extending learning.
Student learning is enhanced when these four principles of good
practice are considered in conjunction with the IB approaches to
teaching and learning, which are those deliberate strategies, skills
and attitudes that permeate the teaching and learning
environment.” (IBO 2010, p5)

of Good Practice
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Appendix B: Guidelines for inclusion
Staff through the differentiation and modification of curriculum will promote inclusive
practice.
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Appendix C: Nine types of reasonable adjustments to support learning

If the previous model is unable to accommodate students than staff should consider the following
reasonable adjustments.
SIZE

TIME

LEVEL OF SUPPORT

Adjust the number of items that the
learner is expected to learn or complete.
For example:
Mind Map, label diagram, &/or brainstorm
topic; this may be the initial task for most
students and the only task for some
students to complete.

Adjust the time allocated and allowed
for learning, task completion or testing.
For example:
Allow students to over learn, give time
off, task breaks, space task completion
over a number of lessons, allow
untimed response, or allow extra time.

Increase the amount of personal assistance
with a specific learner.
For example:
Provide additional support through group
work, learning support staff, peer or
volunteer tutoring; pair with a more able
student.

INPUT

DIFFICULTY

OUTPUT

Deliver classes in a multi-sensory way.
For example:
PowerPoint, show and example of a
successful finished product, unpack the
key element, provide a glossary of terms of
key language, provide a selection of mixed
ability research materials, demonstrate,
provide hands on activities.

Adjust the skill level, problem type, or
rules on how the learner may approach
the work.
For example:
Provide student with an individual task
list for them to tick off as completed,
allow the use of a calculator, break
down and write simple task directions
on the board, provide a hard copy of
key terms and definitions, provide
graphic organisers.

Allows students to present their work in a
manner that best suits their strengths.
For example:
Student formulates responses to a task,
which is presented by another student.
Student demonstrates understanding by
labelling
diagram,
constructing
a
PowerPoint, building a model, writing in
point form instead of an essay, answer a
cloze exercise, illustrate, answer multiple
choice, use assistive technology e.g. Dragon
Dictation

PARTICIPATION

ALTERNATE

SUBSTITUTE CURRICULUM

Adjust the extent to which a learner is
actively involved in the participation.

Adjust
the
goals
or
outcome
expectations while using the same
materials.

Provide different instruction and material to
meet student’s individual goals.

For example:
Have another student run for a student
who has hit the ball, give the option to
participate in-group work.

For example:
Student is to do a list of the main body
parts while the rest of the class is
expected to be able to name major and
minor body parts. Student asked to
answer multiple-choice questions.
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Write specific goals appropriate to student’s
needs. Use scaffold sequential steps starting
from completed task backwards, use written
task list supported by visuals.
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Appendix D: Individual education/learning plans
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Appendix E: Learning support process

Preshil Special Educational Needs Policy

v

Appendix F: National consistent collection of data
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Appendix G: Access to additional time

“Additional time may be authorized for written examinations and for certain activities
connected to internal assessment according to the candidate’s assessed needs. The amount
of additional time given to a candidate is directly linked to the degree of the access
requirement. This would range from 10% additional time (6 minutes for each hour of the
examination) for candidates with mild challenges to 25% additional time (15 minutes for
each hour of the examination) or the standard applicable to most candidates to 50%
additional time (30 minutes for each hour of the examination) for candidates with more
severe challenges. In exceptional cases, or for candidates with visual impairment working
with Braille who have a requirement for substantial amount of additional time, 100% or
more additional time may be given for assessments upon authorization from the IB. For
periods of less than one hour the additional time should be given on a pro rata basis.
For a large number of candidates, eligibility for additional time and the amount of time
authorized will be dependent on the standard scores on psychological reports. For
candidates with medical and/or psychological conditions or physical and/or sensory
challenges, a medical report stating the condition and preferably the need for the
requested access would determine eligibility. Further, educational evidence from the
school stating that amount of extra time required is the candidate’s usual way of accessing
classroom tasks and assessments and providing justification for the same would also be
required for consideration of requests for additional time”( (IBO, 2013, pp13-14).
Additional Time

Evidence is needed from one of the following:

General Subjects
“A candidate may be

•

The standard score is between 90 and 100 on one or more
cognitive processing measures that affect speed of working (for
example, working memory, processing speed, phonological or
visual processing, long term retrieval, short term retrieval,
visual/motor coordination, and so on) or on an assessment of
reading (reading fluency and/or reading comprehension) and/
or an assessment of writing (writing fluency and/or written
expression) (

•

The candidate has a physical, sensory, neurological, medical or
psychological challenge due to which additional time is
required” (IB 2014, p13)

•

If the standard score is 90 or less on one or more cognitive
processing measures that affect speed of working (for example,
working memory, processing speed, phonological or visual
processing, long term retrieval, short term retrieval,
visual/motor coordination, and so on) or on an assessment of
reading (reading fluency and/or reading comprehension)
and/or an assessment of writing (writing fluency and/or written

authorized 10% additional
time if there is evidence of
one of the following:

“A candidate may be
authorized 25% additional
time if there is evidence of
one of the following:

Preshil Special Educational Needs Policy

vii

expression). (

A candidate may be

•

If the candidate has a physical, sensory, neurological, medical
or psychological challenge due to which additional time is
required” (IB 2014, p14)

•

“The standard score is 75 or less on one or more cognitive
processing measures that affect speed of working (for example,
working memory, processing speed, phonological or visual
processing, long term retrieval, short term retrieval,
visual/motor coordination, and so on) or an assessment of
reading (reading fluency and/or reading comprehension)
and/or an assessment of writing (writing fluency and/or written
expression). (
Standard scores are below 90 in at least three measures (where
at least one includes a score on an assessment of reading or
writing) that affect speed of working and there is no request for
a scribe/ word processor or reader/screen reader. (
If the candidate has a physical, sensory, medical, neurological
or psychological challenge due to which additional time is
required” (IB 2014, p14).

authorized 50% additional
time if there is evidence of
one of the following:

•

•

Additional time

•

25%, Mathematics
•

Additional time

•

25%, Orals
•

Additional time

“A candidate may be authorized 25% additional time for
mathematics and subjects that require mathematics
calculations if the standard score is 90 or less in a test of
mathematical fluency.
If the standard additional time applicable for all subjects is
requested such as Additional time (25%), a separate request for
Additional time (25%, Mathematics) is not necessary” (IB 2014,
p14).
“A candidate may be authorized 25% additional time for orals if
the standard score is below 90 in processing speed measures
that affect expressive and/or receptive speech.
In addition, 25% additional time in orals may also be granted to
candidates with speech and communication challenges such as
stuttering and candidates with psychological challenges such as
social phobia and anxiety (IB 2014, p14).

•

“An online request for additional time which does not meet the
eligibility criteria listed above will not be automatically
approved but will be referred to the IB Assessment centre and
may be authorized, at the discretion of the IB, upon
examination of the educational evidence. For all these
requests, it is the responsibility of the school to submit
convincing educational evidence, which indicate a compelling
need for the requested access arrangement.

•

When requesting additional time, it is important to bear in
mind that too much time may be tiring for a candidate and,
therefore, counterproductive. Similarly, more time spent on a
task does not necessarily improve the quality of the response

25%, Extra information
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given by a candidate. (
•

Candidates receiving additional time may also receive rest
breaks, which do not require prior authorization from the IB.
An arrangement for additional time is not the same as a rest
break: during a rest break the candidate is not permitted to
continue working. (

•

At the discretion of the Coordinator, a candidate may be given
additional time to complete assignments during the two-year
programme without authorization from the IB (for example, the
extended essay, the theory of knowledge essay). However, if an
extension to the deadline for the submission of work for
assessment is required, an email to IB Answers is mandatory. (

•

Additional time will not be authorized for a component where
the completion of a task within a limited time is specified in an
assessment criterion. (

•

Additional time will not be authorized for the five minutes’
reading time that precedes written examinations. (

•

If a candidate’s personal examination timetable is such that,
with additional time and/or rest breaks, more than six and a
half hours of examinations would take place in one day,
rescheduling should be requested. All regulations and
procedures that normally apply to rescheduling examinations
must be adhered to. Information on rescheduling can be found
in the Handbook of procedures for the Diploma Programme. (

•

At the discretion of the Coordinator, a candidate who is
allowed additional time may take his or her examinations in a
separate room. This is to avoid disturbing the candidate when
other candidates in the group leave the examination room at
the scheduled time. Prior authorization from the IB is not
required for this arrangement” (IB 2014, pp14-15).

Table based on IB Candidates With Access Requirements, 2013

REST BREAKS
“A candidate may be permitted rest breaks if required to do so due to medical, physical,
psychological or other conditions. (Rest breaks must be supervised to ensure that the
security of the examination is maintained. There must be no communication with, or
disturbance to, other candidates. The amount of rest time and number of breaks permitted
must be pre-determined and will depend upon the candidate’s circumstances, although 10minutes per hour is the general recommendation. During a rest break, the candidate is not
permitted to read, respond to the ( examination paper or write notes of any kind.
Candidates may be allowed to leave the room for all or part of the rest periods. For
example, a candidate with diabetes may be provided rest breaks to check blood sugar
levels and take medication.” (IBO, 2013, p10).
Preshil Special Educational Needs Policy
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Appendix H: Access to writing

Computers
Computers and other forms of assistive technology are normally permitted for
written examinations if a candidate is unable to provide a handwritten response.
The use of computers in other areas of assessment, such as the extended essay and
internal assessment, is accepted without question where the IB also places no
restrictions on the use of software aids such as spellcheckers. (
Dependent upon authorization, computers may be used for access to the word
processor, word processor with spell checker, speech recognition software or
reading software. If authorization has been obtained, it may be applied for both
internal and external components of the assessment. Authorization for a word
processor does not imply an automatic authorization to enable the function of a
spell checker or to use the speech recognition software or reading software, which
require prior and independent authorization from the IB Assessment centre. (
No facility of the software, unless authorized by the IB, may be used that gives an
advantage over other candidates. Therefore, a candidate must not have access to: (–
information stored in the memory of the computer, USB flash drive, external hard
drive, or on CD (– a thesaurus, spellchecker or other electronic device that may give
an advantage. (
The Coordinator is responsible for ensuring that a candidate does not have access
to stored information or an unauthorized electronic device. (
Advice may be sought from the IB Assessment centre on using suitable software,
but the responsibility for identifying and obtaining software rests with the
Coordinator. (There is no list of approved IB software
In examinations where the answers to questions require more than text (for
example, mathematics, the sciences and economics), prior consultation with IB
Assessment centre is advisable to determine the suitability of the software. Under
no circumstances must the software give the candidate an advantage. (
Coordinators are advised to check that the computer and all peripherals, such as a
printer, are working properly at the time of the examination. The automatic save
option should be used during the examination to ensure that the candidate’s work
is regularly saved onto the hard disk. (
The failure of a computer to store, retrieve and/or print the candidate’s work may
result in no marks being awarded for the component. While the IB will consider
whether any compensation can be made for the missing component, if there are
insufficient marks on which to award a grade for the subject, no grade will be
awarded. (
The IB reserves the right to request, either before or after an examination, full
details of the type of hardware and software used by a candidate. (

Preshil Special Educational Needs Policy

x

It is recommended that a candidate who is using a computer take the examination
in a separate room, to avoid any distraction to other candidates. This arrangement
does not require prior authorization from the IB. (
Before the examination, the candidate must be proficient in the use of the
computer and its software. (
At the discretion of the Coordinator, it is permissible for a candidate to print their
work during the examination for scrutiny. However, this is not encouraged and no
additional time is permitted for this activity, regardless of any computer or printer
malfunction. (
The candidate’s work should be printed at the earliest opportunity after the
examination. The candidate should be present to verify and sign that the printed
copy is a complete copy of his or her work produced during the examination. (
A printed version of the candidate’s work should be submitted for assessment, not
a CD. The Coordinator until after the issue of results should retain the CD. (
For a candidate who requires access to writing and uses a word processor as the
usual way of working, in circumstances where this arrangement is not appropriate
for all components (for example, in a multiple-choice question paper), other
inclusive assessment arrangements, such as a scribe, may need to be requested. (
In order to be eligible to use a word processor as an access arrangement, a candidate must
show evidence of at least one of the following:
A standard score on a free writing speed test that is below average for their age. (
A standard score of 90 or less on written expression/spelling/information
processing/working memory. (
A medical, physical or sensory condition which renders the candidate incapable of
writing or writing for long periods of time as demanded by the assessment task. (
Handwriting that is largely illegible to someone who is not familiar with it, which
may be caused due to underlying mild processing or coordination challenges. In
such circumstances, a letter from the learning support/inclusion Coordinator or
specialist teacher will be acceptable in lieu of a medical or psychological report. A
sample of the candidate’s writing in classroom writing task or an earlier test may be
submitted as educational evidence. (In addition to one of the above, it is necessary
that the use of a word processor must be the candidate’s usual way of working in
class. (
Some candidates with learning support requirements may need a spell checker to produce
written work. For these candidates, Coordinators should request for a word processor with
spell checker. The spell check function must only be enabled if there has been prior
authorization from the IB Assessment centre.
In order to be eligible to use a word processor with spell checker as an access
arrangement, a candidate must show evidence of a standard score that is below 90 on
spelling in a psychological test. (IB Candidates With Access Requirements, 2013).
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Speech Recognition Software
In order to be eligible to use speech recognition software as an access arrangement, a
candidate must show evidence of at least one of the following:
A standard score on a free writing speed test that is below average for their age and
below average speed for their age in typing. (
A standard score of 90 or less on written expression/spelling/information
processing/working memory and below average speed for their age in typing. (
A medical, physical or sensory condition that renders the candidate incapable of
writing/ typing or writing/typing for long periods of time as demanded by the
assessment task. (In addition to at least one of the above, it is mandatory that use of
the requested speech recognition software is the candidate’s usual way of working
in classroom tasks and tests. (
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Appendix I: Scribes

A scribe (amanuensis) is a person who writes down the dictated response of a candidate for
the requirements of an internal and/or external assessment component. The use of a scribe
is permitted for all forms of assessment where a candidate is unable to provide a
handwritten response or use a computer. (
In order to be eligible to use a scribe as an access arrangement, a candidate must show
evidence of at least one of the following:
A standard score on a free writing speed test that is below average for their age or a
standard score of 90 or less on written expression/spelling/information
processing/working memory. (
A medical, physical or sensory condition which renders the candidate incapable of
writing or writing for long periods of time as demanded by the assessment task. (
Handwriting that is largely illegible to someone who is not familiar with it and
which may be caused due to underlying mild processing or coordination
challenges. In such circumstances, a letter from the learning support/inclusion
Coordinator or specialist teacher will be acceptable in lieu of a medical or
psychological report. A sample of the candidate’s writing in classroom writing task
or an earlier test may be submitted as educational evidence. (
If a candidate is authorized to use a reader, scribe and/or prompter, the same
person should fulfil both or all roles whenever possible. (
Prior to the examination, the Coordinator should provide an opportunity for the
candidate and a scribe to practise working together. (
The candidate must take the examination in a separate room. Other candidates
must not overhear the dictated responses of the candidate. (
Because the examination is taken in a separate room, an invigilator must be present
in addition to the scribe. This is to ensure the proper conduct of the examination,
so that no questions arise regarding the appropriateness of the assistance. (
The scribe must:(
o transcribe the candidate’s responses verbatim
o draw all visual material (for example, diagrams, maps and graphs) according
to the exact instructions of the candidate (not offer information that may be
used to answer questions, including advice on which questions to answer,
when to move on to another question or the order in which questions
should be answered.
The scribe may:(
o read back answers at the request of the candidate(
o alter or delete answers at the request of the candidate. (
A candidate’s answers to a multiple-choice question paper may be recorded in a
form that is most convenient to the candidate and scribe. However, the candidate’s
answers must be submitted for marking on a multiple-choice answer sheet,
regardless of how they were initially recorded. (
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The scribe must be familiar with the terminology used in the subject but, whenever
possible, should not be the candidate’s own teacher for the subject being
examined. (
Conversation between the candidate and the scribe must be confined to ensuring
that the candidate’s responses are transcribed correctly. There must be no
discussion about the examination paper or the candidate’s answers. (
The scribe must not act as a prompt, unless there has been a prior decision by the school
to use a prompter as an assessment arrangement for the candidate. In such circumstances,
the scribe must be made aware of the rules governing the use of a prompter. In all other
situations, if time elapses during the examination when the candidate is not responding to
the examination paper, the scribe should take no action, unless the candidate is ill or
distressed and then the invigilator should be notified (IB Candidates With Access
Requirements, 2013).
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Appendix J: Transcriptions

A transcript is a candidate’s response to an assessment component submitted in a form
other than the candidate’s own handwriting. Transcription is not available to candidates
with poor handwriting with no identified challenge. (
In order to be eligible use transcriptions as an access arrangement, a candidate must show
evidence of at least one of the following:
A medical, physical or sensory condition that causes writing challenges such that a
candidate’s written work is largely illegible or incomprehensible to someone not
familiar with it and where a candidate cannot use a computer. (
A medical, physical or sensory condition that causes difficulties in accessing the
scantron (bubble sheets) answer sheets. (
It is not necessary to transcribe the whole of a candidate’s script. Only those sections or
words that are extremely difficult to read need to be transcribed. (
Regardless of whether the examination requires candidates to write responses on the
examination paper itself, the transcription must be on a piece of paper separate from the
candidate’s script. The transcription must clearly indicate that it is a transcription and
include the printed name and signature of the transcriber. The candidate’s actual script
must not be annotated: this is to avoid confusing the words of the transcriber with those of
the candidate or examiner. (
The transcript must be produced immediately after the examination under secure
conditions— the process is strictly confidential. The candidate must not be consulted,
even if some of the handwriting is illegible. (
A teacher who is familiar with the candidate’s handwriting must produce the transcript.
The teacher must not be a relative of the candidate or a teacher of the subject. (
The transcript must be produced verbatim, with no corrections to the candidate’s spelling,
grammar or content of the answer. Diagrammatic material must not be transcribed. The
assessment of such material will be based on the candidate’s own work. (
The transcript should indicate the subject, level and paper of the examination, and the
candidate’s registration category and code. (
The examiner will be instructed to mark the candidate’s script, and only refer to the
transcript if the candidate’s actual work cannot be read. For this reason, the original script
must be sent to the examiner with the transcription. (
The production of a transcript must not delay the submission of other candidates’ scripts
to an examiner. The transcript must be included with the other scripts (IB Candidates
With Access Requirements, 2013).
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Appendix K: Access to reading

Candidates who require inclusive assessment arrangements to access reading may be
authorized a reader or reading software.
Reader
In order to be eligible to use a reader or reading software as an access arrangement, a
candidate must show evidence of at least one of the following: (– A standard score on a
psychological test of 90 or less on reading speed/reading accuracy/ reading
comprehension. –( A medical, physical or sensory condition due to which a candidate
either cannot read or has difficulty in reading. (
The role of a reader is to read the examination paper to a candidate and to read back the
candidate’s answers if requested to do so. However, the assistance of the reader is not
confined to the written examinations; a reader may assist a candidate with all internal and
external assessment components. (
An examination paper must be read out loud without any alteration to its wording.
Explaining instructions and answering questions about the rubrics of the examination
paper (for example, how many questions to answer, the time available for the paper) are
permitted; however, the reader must not interpret or explain questions on the paper. (
An examination paper must be read aloud using an even vocal intonation and inflection,
which does not divulge any cues to the candidates. (
If there is more than one candidate for the same examination requiring a reader, they may
be grouped together. However, if a candidate requests that his or her answers be read out
loud, that candidate must take the examination separately. (
If the candidate is allowed both a scribe and a reader, the same person should fulfill both
roles whenever possible. (
The candidate’s examination must be conducted in the presence of an invigilator, in
addition to the reader. This is to ensure the proper conduct of the examination, so that no
questions arise regarding appropriateness of the assistance. (
The reader must be familiar with the terminology used in the subject, as any
mispronunciation could be confusing or unsettling for the candidate. The reader must
pronounce words clearly and should be someone whose speech is easily understood by the
candidate. However, the candidate’s own teacher for the subject concerned should not be
appointed as the reader. (
At the request of the candidate, the reader can slow down the speed of reading.
Furthermore, all questions or parts of a question can be read more than once. Also at the
request of the candidate, words appearing in the examination paper can be spelled out.
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However, the reader must not: (
explain a question (
reword a question (
emphasize any part of the examination paper (
give advice on how to answer a question or which questions to answer (other than
stating the relevant rubric) (
advise on when to move on to another question (
advise on the order in which questions should be answered. (
For examinations in groups 3 to 6 subjects, a candidate who is not working in his or her
best language may ask the reader to consult a translating dictionary. An entry can be read
to the candidate, but no further explanation should be given. (
The reader must not act as a prompt, unless there has been a prior decision by the school
to use a prompter as an assessment arrangement for the candidate. In such circumstances,
the reader must be made aware of the rules governing the use of a prompter. In all other
situations, if time elapses during the examination when the candidate is not responding to
the examination paper, the reader should take no action, unless the candidate is ill or
distressed and then the invigilator should be notified. (
Some assistance may be given if the candidate is experiencing difficulty in using
information that is visually enhanced or presented in a tactile format. However, this
assistance must be of a descriptive nature and must be confined to providing the same
information that is accessible to a sighted candidate (IB Candidates With Access
Requirements, 2013).
Reading software
Reading software must be used with a computer (see section on computers in section 4.3
Access to writing). Independent reading pens and any other electronic devices cannot be
used for reading. (
In order to be eligible to use reading software as an access arrangement, a candidate must
show evidence of at least one of the following:
A standard score on a psychological test of 90 or less on reading speed/reading
accuracy/ reading comprehension. (
o

A medical, physical or sensory condition due to which a candidate cannot
read or has difficulty reading text. (

In addition to at least one of the above, it is mandatory that use of the requested reading
software is the candidate’s usual way of working in classroom tasks and tests (IB, 2013).
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Appendix L: Access to speech and communication

Candidates with speech and communication difficulties may need inclusive assessment
arrangements to access some assessment components. The use of communicators or
augmentative speech equipment may be authorized in these circumstances.
Communicators
A communicator is someone who is able to convey information to a candidate with a
hearing impairment through the use of lip-speaking, finger-spelling or sign language. In
order to be eligible to use a communicator as an access arrangement, a candidate must
show evidence of hearing impairment.
A communicator may be used to convey the Coordinator’s or invigilator’s oral instructions
without authorization from the IB. (
If a communicator is required so that a candidate can access the questions in an
examination, prior authorization from the IB is required. Authorization will only be given
if the communicator is a teacher with a qualification in hearing impairment who must be
able to finger-spell all technical words. (
It is left to the discretion of the Coordinator whether the examination should be held in a
separate room.
Authorization may be given to a candidate to give signed responses to questions that are a
part of the internal or external assessment if an interpreter is available at the same time.
However, this is not available for internal assessment in group 2 where an alternative
means of communication must be explored. (
Augmentative communication device
In order to be eligible to use an augmentative communication device as an access
arrangement, a candidate must show evidence of speech difficulties. It is mandatory that
this has been the candidate’s usual way of communicating in classroom tasks and tests.
The supporting documentation provided when submitting a request to use this
arrangement must also cover details of the device (IBO, 2014, p22).
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Appendix M: Access to calculators, practical assistance and alternative
venues

Calculators
A standard score of 90 or less in a test of mathematical fluency entitles a candidate to be
eligible to use a four function calculator (basic calculator performing only the functions of
addition, subtraction, multiplication and division) as an access arrangement in subjects
requiring mathematics calculations where a calculator is otherwise not allowed in the
examination. It is a breach of regulations if the candidate is found in possession of a
calculator other than a four-function calculator.
Practical assistance
In order to be eligible to use practical assistance as an access arrangement, a candidate
must show evidence of a physical, sensory or medical challenge. This arrangement is
normally confined to the requirements of internal assessment (for example, practical work
in science or geography fieldwork). It is particularly suited to situations where there is a
concern for a candidate’s health or safety. (
The assistant/aide must not perform a task on behalf of the candidate in a manner that will
provide an advantage in the assessment component. The assistant/aide must carry out a
task exactly as instructed by the candidate, unless there are safety considerations. (
All communication must be confined to clarifying the candidate’s instructions if they are
not understood by the assistant/aide. No guidance, advice or suggestions may be given to
the candidate. (
Whenever possible, the candidate should be left to perform the activity without assistance,
but under supervision if health or safety is a consideration. The presence of an
assistant/aide does not mean that the candidate should necessarily be given assistance in
all aspects of the activity. (
The assistant/aide should be familiar with the apparatus being used, and therefore may be
a teacher of the subject, but preferably not the candidate’s teacher. The person must not
be another candidate or a relative of the candidate” (IB, 2014, p23).

Alternative venues
In order to be eligible to use an alternative venue, a candidate must show evidence of a
medical or severe psychological challenge that necessitates the examination to be
conducted at home or in hospital. In principle, the examination should be taken at the
same time as other candidates in the group, but if this is not possible, the Coordinator
must contact IB Answers to make a request to reschedule the examination. (
Authorization to take an examination at an alternative venue must be obtained from the IB
Assessment centre before the examination. (
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The sealed packets of examination papers must not be opened before the time and date
scheduled for the examination by the IB. If there is not sufficient time, the packets of
examination papers must be opened in the presence of candidates in the normal way and
one copy of the examination paper then transferred immediately to the candidate
concerned. (
A short delay in starting the examination because of the transfer of an examination paper
from the examination room to the alternative venue does not require an authorization to
reschedule. However, if the candidate is to begin the examination after other candidates in
the teaching group have finished, authorization to reschedule is required and the
candidate must be supervised during the intervening period.
The examination(s) must be supervised by a teacher or another responsible person from
the school. It is not permitted for a relative of the candidate to invigilate the examination.
A relative or care assistant may only be present for the examination if this is necessary for
reasons of health or safety” (IBO, 2013, p32).
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Appendix N: Access to extensions and exemptions

Extensions to deadlines
In order to be eligible to use extensions to deadlines as an inclusive assessment
arrangement, a candidate must show evidence of a medical or psychological challenge that
has genuinely prevented them from completing work in time for the Coordinator to submit
the work (or marks to the IB Assessment centre in the case of internal assessment). (
An extension will normally be authorized for a period of four weeks, although a longer
period will be considered in exceptional circumstances. (
A request for an extension to a deadline must be received at the IB Assessment centre
before the normal deadline. An extension to a deadline will not be authorized
retrospectively. (
The IB Assessment centre is responsible for advising an examiner that a candidate’s work
will arrive after the normal deadline, not the Coordinator. (
If the candidate’s work arrives after the normal deadline, there may be a delay in the issue
of results” (IB, 2013, p23).

“Exemptions from assessment
Exemptions are not normally granted for any assessment component of the Diploma
Programme. However, if an assessment component or part demands a physiological
function that a candidate is not able to perform, an exemption may be authorized. Before
submitting a request for an exemption from a component, careful consideration should be
given to whether all reasonable adjustments have been considered. (
Authorization for an exemption will only be given when there are substantial grounds for
an exemption. A candidate’s inability to perform the functions required by the component
must be clearly and fully documented. (
All Diploma Programme candidates are required to take two languages, without exception.
A Diploma Programme candidate with severe dyslexia will not be exempt from the
requirement to take a second language. (
If a Diploma Programme candidate is unable to complete all requirements for CAS
(creativity, action, service) owing to a medical condition, the Coordinator must contact the
IB Assessment centre for advice” (IBO, 2014, p24).
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Appendix O: Educational evidence required

At least one piece of evidence from the following must be submitted for approval for
inclusive assessment arrangements. This evidence should indicate the candidate’s usual
method of working, or participating in classroom tasks and assessments.
This evidence can include:
Anecdotal observations from the school, such as records or correspondence from a
class/subject teacher, a learning support/inclusion support coordinator or school
counselor.
An Individual Education/Learning Plan
Samples of the candidate’s work (E.g. showing unsuccessful attempts or
unsuccessful work due to lack of access given. Also, successful attempts due to
access being granted) This needs to be in one subject only and must be written in
English, French or Spanish.
Evidence from a candidate’s previous school: E.g. correspondence or records that
prove where the assessment arrangement was used” (IBO, 2017, p110).
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Appendix P: Modified papers

For candidates with vision impairment, specific codes are required to access Braille
for inclusion access arrangements.
For candidates who require larger print, these are the requests that are offered as
standard:
o IB offers a standard enlargement on A3 paper (420 x 297mm) with a font size
of 18. If this is suitable for a candidate, coordinators are encouraged to use
this standard enlargement.
o Enlarged font of 24 on A3 paper may also be requested.
o For candidates who require an enlarged font on A4 paper (297 x 210mm) IB
offers a standard 16-point font.
Any other request for further sizes that may be required, will not be seen as a
standard modification and may only be considered in exceptional circumstances.
If a candidate requires 3-dimensional shapes of diagrams, this needs to be a
separate request, as IB does not offer this as standard with modified papers (IBO,
2014, pp12-13).
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Appendix Q: Oral components

When a candidate is supported with inclusion assessment arrangements (both authorised
and those not needing authorisation), teachers must announce the arrangements at the
start of the candidate’s recording. This applies to all oral and presentation assessments
that are recorded and uploaded onto IBIS” (IBO 2017, p111).
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Appendix R: Candidates registered for the anticipated and retake
categories

Anticipated candidates
Inclusive assessment arrangements approved for anticipated candidates will be
automatically applied for the diploma session. It is not necessary to send a second request.
However, if a candidate’s condition changes after the first request for inclusive assessment
arrangements has been submitted, inform the IB using the Contact us link on IBIS.
Retake Candidates
Inclusive assessment arrangements for retake candidates will not automatically be carried
over from the previous session; therefore, it is the responsibility of the coordinator to
notify the IB Global Centre, Cardiff using the Contact us link on IBIS. For retake
candidates requiring modified papers, early notification is essential to allow for necessary
modifications to be made” (IBO 2017, p111).
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