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Information for Disabled Students:  
Examination & Assessment Accommodations 
 
 

What is an accommodation?                                                                                                                                            
If you are a student with a disability, or compromised mental health or if you have a 
Specific Learning Difficulty such as dyslexia you may be entitled to reasonable adjustments 
for examinations and assessments. These adjustments are known as accommodations. 

Accommodations enable you to demonstrate your knowledge and skills in a way that is 
complimentary to your learning and study style. The aim is to enable you to use agreed 
strategies and technologies to alleviate the impact of your disability, condition or Specific 
Learning Difficulty in an examination or assessment.  
 
Types of accommodation include extra time, the use of technology, a separate room, rest 
breaks, the use of an interpreter, or a reader or scribe. 
 
It is reasonable for some students to have one accommodation, for example, extra time. 
Some students may need to access a combination of accommodations such as extra time, 
plus a separate room and use of a PC.  
 
Your accommodations will be based on your confirmed disability related needs and the 
assessment methods and competencies required on your course. 
  
 

How do you get accommodations? 
You must contact the Disability Support Team and make an appointment to see a Disability 
Support Adviser.  You must do this as soon as possible and at least 4 weeks before any 
assessment or examination, otherwise we may not be able to put accommodations in place 
in time.  
 
You must provide to the Disability Support Adviser, or be willing to obtain, up-to-date 
written  
verification of your disability or Specific Learning Difficulty in order that accommodations 
can be considered. 
 
The Disability Support Team may need to seek further clarification of your requirements by 
consulting other experts e.g. a psychologist, or by asking you to participate in further 
assessment, such as a keyboarding exercise. This will be discussed with you beforehand. 
 
Once accommodations have been agreed they are included in your individual Learning 
Support Memo which you will draft with the Disability Support Adviser. 
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We do not implement accommodations if you have not provided the Disability Support 
Adviser with written verification of your impairment, condition or SpLD and/or you have not 
allowed sufficient time to meet with a Disability Support Adviser to discuss and agree 
reasonable adjustments. 
 
 

How do you get accommodations put in place for your main exams? 
The University’s examination periods are in January (winter exams) and May (summer 
exams).  
Referred and deferred examinations usually take place in late August/September. 
 
 After you have had your accommodations approved by the Disability Support Adviser a 
copy of your Learning Support Memo will be sent to appropriate academic staff and the 
Examination Coordinator in your Faculty.  
 
The Examination Coordinator will arrange your accommodations and inform invigilators 
and relevant Faculty staff.  They will also send you confirmation that accommodations have 
been put in place and tell you the date, time and location of your exams.  
 
 

What you must do before the exam 
You must make sure that you are familiar with how your accommodations work by reading 
the information in this document.   
 
If you intend to use an amanuensis (scribe) in an exam and you have not done so 
previously it is your responsibility to rehearse the skills required.  If you require advice on 
how to rehearse you must contact the Disability Support Team for guidance at least 4 
weeks prior to your exam to allow yourself plenty of time to practice. 
 
If you are using your own laptop and/or assistive software in an exam you are responsible 
for ensuring that everything is in good working order beforehand. 
 
If you have any questions or are unsure about your accommodations work you should 
contact the Disability Support Team before your exams. 
 
And of course, you must revise! 
 
 

At the exam 
You are expected to attend examinations in good time and make yourself known to the 
invigilator; this is particularly important if you are sitting the paper in the main exam hall.  
You should also take along the copy of the confirmation of your accommodations sent to 
you by the Faculty Examination Coordinator.  
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How types of accommodation work 
 
Extra Time 
If you are awarded extra time, and you are sitting your exam in the main exam hall you are 
advised to make yourself known to the invigilators 10 minutes before the exam starts.   
Invigilators will ensure that the main body of students leaves the exam hall quickly and 
silently. Invigilators may suspend the exam and recommence it when the hall has been 
cleared.  
 
Use of Technology 
The invigilator will check the computer’s hard drive for information and files before the 
exam starts and observe that you make proper use of the technology throughout the exam. 
The University will provide the means for you to save your work, usually on the computer.  
Printing a hard copy of answers does not constitute part of the exam time and you should 
print off after the exam is finished. 
 
Students with dyslexia or SpLDs must spell check their work during the exam time, not 
afterwards. 
 
If assistive technology, for example speech output software, is to be used in conjunction 
with a computer the University may provide this, or you might be asked to bring your own 
laptop and assistive technology to the examination room. Where you are using your own 
computer and software you will need to attend at the room at least 20 minutes before the 
start of the exam to set up kit and allow the invigilator to carry out checks.  
  
Rest Breaks 
The exam is suspended for the period of the break and the clock re-started afterwards. 
When a break is required you should raise your hand to alert the invigilator. The invigilator 
always supervises rest breaks, irrespective if the break is taken in the exam room or 
outside of the room. The invigilator will keep a record of the number of breaks taken.  
 
Amanuensis 
An amanuensis is someone who writes to your dictation. A member of University staff 
usually acts as a combined amanuensis/invigilator for students.  If you prefer to use your 
own support worker as amanuensis you must agree this in advance with the Disability 
Support Adviser.  The university will provide an invigilator and you will sit the exam in a 
separate room.  
 
When taking dictation from you the amanuensis (sometimes called a scribe) is to write 
what you dictate, including punctuation. The amanuensis may only ask you to clarify or 
repeat what you have said. An amanuensis will not give you factual help, offer you 
suggestions or provide advice on how to organise your answers.  An amanuensis will draw 
maps, diagrams and graphs for you if you choose not to do so yourself; if so you must 
provide clear and detailed instructions to the amanuensis. Sometimes an amanuensis also 
acts as a reader. 
 
Amanuensis support is provided in a separate room. You are allowed to take a drink into 
the examination room.  Occasionally the University may decide that it is appropriate to 
record the exam as a back up to the dictated script.  
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Reader 
A reader will read and re-read the questions or any part of your examination papers or your 
own answers, at your request.  A reader can only read the questions or answers as they 
are written on the paper.  The University usually will provide the reader.  However you may 
use your own regular reader/support worker if you would prefer to; this must be agreed in 
advance with the Disability Support Adviser.  If you do use your own reader, the University 
will provide an invigilator.  A separate room is essential.   
 
Recording Answers 
If you record your answers using a voice recorder, you will sit your exam in a separate 
room.  The University will provide the recorder and you should arrive 15 minutes before the 
examination begins to familiarise yourself with the functions of the recorder.  Any notes that 
you have made during the exam will be collected by the invigilator and sent to the marker 
along with the recording. The University will arrange to have your recording transcribed into 
a written document. 
 
Braille & Tactile Diagrams 
If you are a Braille user and you need Brailled exam papers and tactile diagrams you must 
contact the Disability Support Adviser at least 6 weeks before the date of your exam(s). 
This is to allow the University time to prepare the exam papers in Braille and to ascertain if 
graphs, forms and maps can be translated into tactile diagrams.   
 
British Sign Language (BSL) 
The role of a BSL interpreter is to act as communicator. To provide sufficient time to secure 
the services of an interpreter, BSL accommodations need to be planned well in advance 
and you should contact the Disability Support Team 8 weeks before the exam schedule 
begins. The Disability Support Adviser will discuss with you your level of skills and reach a 
decision based on your experience and the availability of qualified and experienced BSL 
interpreters.  
 
There are two options: 

1. Interpreter Support 
The aim is to ensure that you understand the instructions pertaining to the exam and 
that you are given an opportunity to clarify any words or terminology contained in the 
exam questions. You must meet with the invigilator and interpreter at the exam room 
20 minutes before the exam is due to start.   The aim is to allow you time to read the 
paper and ask for clarification on any points regarding its content.  The time is also 
used by the invigilator to check that you understand the administrative procedures of 
the exam.  After this clarification the interpreter leaves the examination room but stays 
close at hand so they can be called back, should an issue arise.  You complete the 
exam on your own and write your own answers. 

 
2. Signing Answers 
It may be possible to sign your examination answers and to have the answers 
transcribed into a written format. There are two ways of doing this, depending on your 
skills and the experience and skills of available qualified BSL interpreters. If the BSL 
interpreter can touch type at speed then they may be able to simultaneously interpret 
and type your answers. If the BSL interpreter cannot touch type then they may have to 
dictate your answers to another person (amanuensis/scribe).   
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Vivas 
Students who have difficulty writing down their thoughts and ideas may wish for 
consideration to be given to an oral examination, rather than undertake a written paper. 
Occasionally a viva is undertaken with a written paper to check understanding of a subject.  
An academic involved in the subject will conduct the viva. 
   
Deaf students or students with impaired hearing may use a BSL interpreter for a viva. 
 
Other Accommodations 
You may need to use low-tech aids such as a footrest or a sloped writing board, or to sit in 
a particular chair, or use a task light.   Or you may have a condition that requires you to be 
located close to toilets or the door of an examination room. 
 
 

Procedures for coursework and assessments other than during Examination 
Periods 
In addition to any exams you sit in the main University exam periods, you are likely to have 
to complete other assessments throughout the academic year.  These other assessments 
could include presentations, time-constrained tests or multi-choice tests and practical tests.  
The frequency and method of these assessments will vary from module to module. These 
accommodations are organised by your individual subject lecturers.  
 
You are responsible for discussing your accommodations in advance and directly with the 
module lecturer concerned.  Accommodations will not be implemented unless you have a 
Learning Support Memo from the Disability Support Team (see previous section “How do 
you get accommodations?”). 
 
 

Reviewing Accommodations 
If your level of impairment or circumstances in regard to your disability, mental wellbeing or  
SpLD change your accommodations can be reviewed.   
 
A review can be undertaken up to 4 weeks prior to the assessment/examination. It is your  
responsibility to make an appointment with the Disability Support Adviser who will discuss  
and review accommodations with you and, where reasonable and appropriate, explore  
additional or alternative arrangements.  
 
You may be required to produce additional written verification to support changes to your  
accommodations. 
 
Any amended or new accommodations will be communicated by the Disability Support  
Team in the form of a revised Learning Support Memo. 
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Faculty Examination Coordinators for Disabled Students 

 
Each Faculty has an Examination Coordinator. Their role is to liaise with the Disability 
Support Team, students and academic staff to ensure that your agreed accommodations 
are put in place. 
 
You should contact your Faculty Examination Coordinator if you have any questions about 
arrangements for particular exams.  You can find out who you current Faculty Examination 
Co-ordinator is by looking at your Learning Support Memo or contacting the Disability 
Support Team. 
 
 
 
 

Disability Support Team 
Telephone 0191 515 2952 
Email disability.support@sunderland.ac.uk 
Web http://sls.sunderland.ac.uk/disability/ 
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