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2.2. Normal way of working  

The arrangement(s) put in place for the EPA must reflect the support given to the apprentice 

when preparing for their EPA, for example:  

 for any on-programme qualifications or Functional Skills,   

 during any teaching or preparation for their EPA, 

 when putting together any portfolios or other work for their EPA, 

 in the workplace, 

 during any mock or practice tests.  

This is referred to as ‘normal way of working’. The evidence must be put together by a 

member of staff at the provider. It should ‘paint a holistic picture of need’, including:  

 support given to the apprentice when preparing for their EPA (as described above), 

 if known, arrangements made at school (for example for GCSEs), 

 comments and observations from teaching staff and support staff who have noted the 

apprentice’s difficulties,  

 

 
 apprentice 
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3. Access arrangements in the drop down 

3.1. Extra time 

Evidence 

required 

Description Guidance 
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3.2.1. Evidence of need 

The evidence of need must:  

 confirm the diagnosis/disability,  

 reflect the apprentice’s current needs. 

Examples of suitable evidence are given below: 

Type Evidence required 

 Learning difficulties (including 

dyslexia) 

One of the following: 

 Education, Health and Care Plan (or equivalent for 

Wales / Northern Ireland) 

 Fully completed JCQ Form 8 with an assessment 

(Part 2 of Form 8) carried out. 

 Educational Psychologist report 

 Diagnostic report, carried out by an assessor 

confirming a learning difficulty, and detailing any 

difficulties with reading, writing and/or cognitive 

processing 

 Autistic Spectrum Disorder 

(ASD)  

 Sensory and/or physical 

needs (HI, MSI, PD, VI)  

 Social, emotional and mental 
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3.3. Reader 
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3.5. Coloured/ enlarged paper 

Evidence 

required 

Description Guidance 

No Copying/printing assessment materials:  

 to enlarge from A4 to A3, and/or 

 onto coloured paper. 

 Enlarging assessment 

materials may affect 

questions relating to scale. 
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4. Other access arrangements 

To use an arrangement that is not listed in the drop down, select “other” in the list and add a 

description, as shown below:  

 

Examples of possible access arrangements are listed in the sections below, the fact that it is 

not listed does not mean it is not permitted. City & Guilds makes every effort to provide 

detailed information to providers, but it is not possible to list every possible access 

arrangement an apprentice may need.  

4.1. Supervised rest breaks 

Evidence 

required 

Description Guidance 

No  A break from the assessment 

 The timing of the assessment is 

paused and re-started when the 

apprentice is ready to continue.  

 This is different to extra time. Rest 

breaks do not come out of the 

assessment time. 

 The apprentice must be 

accompanied if they need to leave 

the room 

4.2. Prompter 

Evidence 

required 

Description Guidance 

No  Designed for if the apprentice has 

persistent distractibility or significant 

difficulty in concentrating 

 A prompter can help to keep 

the apprentice focused. 
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Contact us 

Giltspur House 5-6 Giltspur Street London EC1A 9DE 

customersupport@cityandguilds.com 

01924 930 801  

www.cityandguilds.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. 

©2024 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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