
  

 

 

 

 

 

 

 

 

 

 

 

 

Personalised Assessment 
Arrangement Procedures  



What are Personalised Assessment Arrangements 
(PAA)?  
The purpose of Personalised Assessment Arrangements (PAA) is to ensure that all students are 
able to complete assessments to the best of their ability by accommodating their individual needs.  

Assessment arrangements are determined by the ICCA Operations Director and the Bar Course 
Leader by reviewing each student’s individual application and evidence, whilst ensuring that all 
arrangements are fair and in line with other arrangements granted at the ICCA. 

Applying for PAA   

Who can apply?   
Anyone with a diagnosed Specific Learning Difficulty (SpLD) or medical condition (including 
mental health) can apply for PAA.   

Please be aware that any arrangements that were made for you by the ICCA for the purposes of 
the ICCA Selection Events will not extend to your assessments. All students requiring personalised 
assessment arrangements must apply for a PAA under the procedure set out in this document.   

What arrangements can be granted? 
Arrangements that you can request include, but are not restricted to, the following:   

  Extra Time –added time in which to complete your assessment. 

  Rest Breaks – added time to rest during your assessment. 

  Use of a computer for non-MCQ written assessments only – allows you to type your 
answers. 

  Your question paper will be printed on white paper. 

  Enlarged Font – your question paper will be printed in the font size you require. 

This list is not exhaustive. It is possible for applicants to request other arrangements, which could 
be granted depending on your condition and supporting evidence. Please note, however, that for 
many of the skills assessments on Part Two of the Bar Course, the method of assessment is a 
crucial element of the assessment.  Any adjustments made for these assessments must maintain 
the integrity and validity of the assessment.  

Please note that the application of your adjustments may differ depending on the 
format of the assessment, and not all adjustments will apply to every assessment type.  
This will be clarified in your letter confirming your Personalised Assessment 
Arrangements. 

Any adjustment that would involve a change to the format of any part of any ICCA assessment 
shall be considered by ICCA Examinations Board.  The ICCA Examinations Board may seek the 
advice of the Bar Standards Board to ensure that any proposed arrangements are appropriate to 



assess the student against the competencies set out in the Bar Standard Board’s Professional 
Statement for Barristers. 

Students should also be aware that recommendations from an educational psychologist (for 
Specific Learning Difficulties) or a medical practitioner (for medical conditions), or any previous 
arrangements that an applicant have been granted at another institution or that were granted by 
the ICCA for the purpose of the ICCA Selection Events, will not necessarily be granted by the ICCA 
in respect of assessments. They are just one of the factors taken into consideration when 
determining suitable arrangements that are fair and in line with all other arrangements made.   

How can I apply for PAA?   
You will need to contact the Registry team (students@icca.ac.uk). At this point, you will also be 
required to provide your supporting evidence.   

What evidence do I need?  
All PAA applicants are required to provide supporting evidence confirming their diagnosis of an 
SpLD or medical condition, as well as recommendations.  

If you have a Specific Learning Difficulty you will need to provide us with a full adult assessment 
report that has been written in accordance with the SpLD Working Group 2005 DfES Guidelines for 
Assessment of SpLDs in Higher Education. It must be dated and signed by the author.  

In you have a Medical Condition, a medical certificate for Personalised Assessment Arrangements 
or a letter from your GP/consultant to support your application is required. Please consult the 
Registry team (students@icca.ac.uk) for information on acceptable medical evidence and for a 
template of the medical certificate. All evidence must be dated and signed by the author.  

When do I need to apply to get PAA for assessments?  
There are strict deadlines for each assessment. Students are strongly recommended to contact 
the Registry team (students@icca.ac.uk) at the earliest opportunity in order that we can make the 
necessary arrangements to provide assistance in good time. In any event, you must submit your 
completed application at least 2 calendar months prior to the date of your first assessment 

Due to the complexity of processing applications, the number of the applications that we receive, 
and the process involved in arranging PAA examinations while the ICCA will endeavour to consider 
late or last-minute applications, it cannot guarantee to ensure arrangements are in place for any 
application received less than two months prior to an assessment.  

What happens after I apply?   

Steps  
 1. After you have submitted your application via the Registry team, you will receive an email 

confirming that your application has been received. 

 2. The Registry team will review your application and evidence submitted: 

mailto:students@icca.ac.uk
https://sasc.org.uk/SASCDocuments/SpLD_Working_Group_2005-DfES_Guidelines.pdf
https://sasc.org.uk/SASCDocuments/SpLD_Working_Group_2005-DfES_Guidelines.pdf
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  a) If your evidence is insufficient to support your request(s), the Registry team will email 
you to inform you of this and to advise you on what to do next. 

 b) If your evidence is sufficient to support your request(s), your application will be passed 
on to the Bar Course Leader. 

3. Once your application has been considered by the Bar Course Leader, you will receive an 
email from the Registry team with the outcome of your application, detailing the 
arrangements that you have been granted. 

What if I am not granted everything I wanted?  
If you were not granted all of the arrangements you requested and wish to have more information, 
please email students@icca.ac.uk and we will be able to explain in more detail why a particular 
decision was made. Please note, however, that in most cases it is because:  

 a) There is not sufficient evidence to support all the requests. 

 b) The student is not eligible for those specific arrangements.   

 c) The requested arrangements cannot be accommodated at the ICCA. 

How long is my PAA valid for?  
The email outlining your approved PAA states the duration of your arrangements. In most cases, 
arrangements are approved for the duration of the Bar Course (Part One and Part Two). If this is 
the case, then you will not need to reapply during the course. If this is not the case, your email will 
state the duration of your PAA and when you would need to reapply.  

When do I need to reapply for PAA?  
You will need to reapply for PAA if:  

 1. Your arrangements were approved as interim to cover one assessment period only. 
Arrangements can be granted as interim for two reasons: 

    Your medical condition is temporary (e.g. a broken arm, pregnancy) and will only 
impact you for one assessment period. 

    You have not provided sufficient evidence (e.g. detailed medical evidence or an 
adult diagnostic assessment report). 

  Once your interim arrangements have expired, you will receive an email from us to inform 
you and to let you know what you would need to do to extend your arrangements, should 
you feel that arrangements are still required. 

 2. You have a new or additional condition or your condition changes. In this case you may 
need additional arrangements and would like your current PAA to be reviewed, therefore 
you will have to submit a new application. 

Please also note that any arrangements that were made for you by the ICCA for the purposes of 
the ICCA Selection Events will not extend to your assessments and you must apply for a PAA. 

https://tbtas.sharepoint.com/sites/BPTCDocumentation/Course%20support/Final%20for%20approval/students@icca.ac.uk


What do your arrangements mean?  

Extra/Additional Time and Rest Breaks  
All additional time granted (in the form of extra time, rest breaks or additional time) will be added in 
full to your assessment duration for invigilated exams. For example, for a 2-hour assessment: 

  If you have 15 minutes extra time per hour, you will have 2 hours and 30 minutes to 
complete the assessment. 

  If you have 15 minutes extra time per hour and 10 minutes rest breaks per hour, you will 
have 2 hours and 50 minutes to complete the assessment.  

Your end time will be automatically adjusted and notice of the end time will be clearly posted in the 
assessment room for your attention and for the attention of the invigilator or tutor conducting the 
assessment.  

Please note that you are not obliged to use all the time given to you and you may leave early if you 
wish.   

Extra time applies to assessments of up to and including 24 hours. Students may also receive extra 
time for longer assessments lasting more than 24 hours, however a specific recommendation from 
a medical professional (or similar) will be required for this, such as extra time for coursework or all 
written assessments.  

Extra time will also be allowed for the preparation time with last minute instructions before 
Criminal Advocacy assessments. Rest breaks will not be added, as there are already short breaks 
scheduled in the assessment timetable. 
 
Extra time does not apply to assessments where the written component forms part of the overall 
assessments, alongside oral presentation. 
 
Please note that students will not get extra time for release papers. 

Rest break allowances only apply to invigilated exams lasting less than 24 hours.  In cases where the 
assessments are completed at home over a period of 24 hours or more, the time allowed is already 
considered to be sufficient to allow all students to complete the assessment, including any rest 
breaks you would normally have in an invigilated assessment. 

Use of a computer   
You will be permitted to type your answers on the computer for all non-MCQ written assessments. 
All programs (apart from MS Word) and access to the internet will be disabled. Spell check and 
auto correct in MS Word will be disabled as well.  

Scribe or Reader  
If you have been granted this arrangement, then you will also be granted your own room for the 
assessment and will automatically be allocated 15 minutes extra time per hour (in addition to any 
time already granted).   



Examples of arrangements that we grant for 
certain SpLDs and medical conditions.  
Please note that the following list of common arrangements are to be used as a guidance. In order 
for us to consider granting any arrangement, we would require a supportive medical 
recommendation.  This is particularly the case where applicants have more than one of the 
conditions/circumstances listed below, where it is imperative that the ICCA is in a position to fully 
understand the totality of the arrangements that are appropriate (rather than simply ‘adding up’ 
extra time for multiple common arrangements).  

Common Arrangements   
ADHD:  15 minutes extra time per hour. 

Anxiety, Depression (and similar conditions):  To sit in a PAA Room (with other students 
granted PAA); 15 minutes additional time per hour to work or rest (as appropriate). 

Diabetes:  15 minutes rest breaks per hour to test and treat blood sugar levels; permitted to bring 
in food and drink; permitted to bring in testing equipment. 

IBS, Ulcerative Colitis, Crohn's Disease (and similar conditions):  15 minutes rest breaks to visit 
the toilet; to sit in a PAA Room (with other students granted PAA). 

Pregnancy:  15 minutes rest breaks per hour; ergonomic Chair (provided by the Student Office); 
permitted to bring in a cushion. 

SpLDs (Dyslexia, Dyspraxia, Dysgraphia, Dyscalculia):  15 minutes extra time per hour; use of a 
computer (as appropriate); permitted to bring own coloured overlay (as appropriate). 

Visual Impairment: Combinations of the following arrangements, as appropriate: Extra Time; rest 
breaks; enlarged font; scribe and/or reader; use of a computer. 

PAA assessments   
Due to the complexity of organising PAA examinations, we are unable to provide PAA students with 
exact rooms and desk numbers before the day of the actual assessment.  

During the assessment   
If you arrive at your assessment and do not think your arrangements are correct, please inform an 
invigilator or the tutor conducting the assessment as soon as possible.   

For written and MCQ assessments the actual end time of your exam will be clearly indicated to you 
in the exam room:  

  If your end time is not there, please ask an invigilator to provide this. 

  If you do not think that your end time is correct, please ask the invigilator who will check 
this for you. 

Please note that you are not obliged to use all the time given to you and you may leave early if you 
wish.   



If you have any problems or queries during written and MCQ assessments, or if you need to go to 
the toilet or for a rest break, please raise your hand to alert an invigilator.   

Students in PAA rooms will have a varying range of conditions, arrangements, and end times. 
Therefore, it is important to be respectful of those around you and if you have been permitted to 
bring in anything additional (food or medication), please make sure that these are ‘non-noisy’ 
items so that you do not disturb other students. 

PAA Appeals Guidance   

For students:  
Students who are concerned about the decision on their PAA application should, in the first 
instance, contact the Bar Course Leader. Often matters can be resolved without the need for 
escalation to a formal appeal. If, however, the student remains dissatisfied, they may submit a 
formal appeal. Information on this, and the requisite form, will be provided by the Registry team 
(students@icca.ac.uk).  A formal appeal, along with supporting evidence, should be submitted to 
the ICCA Dean within 7 days of the release of the original decision. An appeal may be reviewed if 
one or more of the following grounds are met: 

 a) There is new evidence that could not have been, or for good reason was not, made 
available at the time of the original decision on PAAs and that sufficient evidence remains 
that the decision warrants further consideration. 

 b) There is clear evidence that the original decision on PAAs may have been adversely 
affected by a significant administrative error on behalf of the ICCA. 

 c) Giving due consideration to the evidence and representations previously provided, the 
original decision on PAAs was unreasonable. 

The ICCA Dean (or nominees) will determine whether the criteria for an appeal have been met. 
Where they have, the ICCA Dean (or nominees) will decide whether the original decision on PAAs 
shall be modified. ICCA Dean (or nominees) will also decide whether any modified assessment 
arrangements can be implemented for the next assessment period or whether there are valid 
reasons as to why this cannot be done. 

If the ICCA Dean (or nominees) determines that the criteria for an appeal have not been met, the 
appeal will be rejected. Please note that an appeal may also be rejected for being incomplete or for 
using an incorrect form, for late submission, or for lack of supporting evidence. 

The ICCA Dean (or nominees) will normally advise the student in writing of their decision on the 
appeal request within 21 days of receipt. The appeal decision is final. Where the student feels that 
the decision on appeal is unfair, they may make a complaint via the ICCA’s Complaints procedure 
which can be found on page 8 of our Fair Admissions Policy. 

 Any student whose appeal is rejected at this stage may also be able to make a complaint to the 
Office of the Independent Adjudicator (OIA). 

https://tbtas.sharepoint.com/sites/BPTCDocumentation/Course%20support/Final%20for%20approval/students@icca.ac.uk
https://www.icca.ac.uk/wp-content/uploads/2022/03/Fair-Admissions-Policy-v7.pdf
https://www.oiahe.org.uk/


For staff:   
If staff are concerned about a student’s request being contrary to the professional requirements 
of the programmes; for instance, a student asking for adjustments that are not feasible, it may be 
necessary to refer the matter to the ICCA Dean in order to consider whether the student would be 
able to complete the course, with appropriate adjustments, whilst meeting requirements of the 
Bar Standard Board’s Professional Statement for Barristers. 

It may also be necessary to refer the student to the ICCA’s Disability Support Consultant, or other 
support services within the ICCA.  Such a referral can be made through the Bar Course Leader or 
the ICCA Operations Director. 

 


	What are Personalised Assessment Arrangements (PAA)?
	Applying for PAA
	Who can apply?
	What arrangements can be granted?

	How can I apply for PAA?
	What evidence do I need?
	When do I need to apply to get PAA for assessments?
	What happens after I apply?
	Steps
	What if I am not granted everything I wanted?

	How long is my PAA valid for?
	When do I need to reapply for PAA?

	What do your arrangements mean?
	Extra/Additional Time and Rest Breaks
	Use of a computer
	Scribe or Reader

	Examples of arrangements that we grant for certain SpLDs and medical conditions.
	Common Arrangements

	PAA assessments
	During the assessment

	PAA Appeals Guidance
	For students:
	For staff:


