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Guidelines for Organising Individual Examination Arrangements for Disabled 
Students  
 
Flow Chart of process 
 

 
 

Student to register with 
Disability Service and submit 

acceptable evidence of a 
disability. 

Student to meet with 
Disability Adviser to 

discuss individual exam 
arrangements. 

Student to complete Individual 
Examination Arrangements Form 

and submit to the Disability 
Service by relevant deadline. 

Disability Adviser to assess 
requested arrangements and 

agree as appropriate.  

Disability Service a copy 
of the students Individual 

Arrangements to the 
exams officer (within one 
week of completing the 

form). 

Exams Officer will make 
arrangements such as separate 
rooms, informing invigilators of 

extra time, rest breaks, 
organising scribes etc. and will 
notify the students concerned 

If students don’t receive a 
notification they should check 

with the Exams Officer that 
Individual Arrangements have 

been processed. 

Student 
agrees with 

Disability 
Adviser’s 
decision. 

Student disagrees 
with Disability 

Adviser’s decision – 
see appeals process. 

The Disability Service 
Student Services, Chancellors Mall 
 
Email: disabilityinfo@bolton.ac.uk  
Tel: 01204 903478 
SMS: 07799 653087 
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Appeal process for Individual Examination Arrangements for Disabled Students 
 
Flow Chart of process 
 

 

Student disagrees with 
Disability Adviser’s decision 

following application for 
Individual Examination 

Arrangements. 

Student to discuss their 
concerns with the Disability 

Adviser. 

Student is 
satisfied with 
conclusion of 
discussion, 

implementation of 
arrangements 

continues. 

Student remains 
dissatisfied with 

outcome of above 
discussion. 

Student to submit in writing the reasons they feel 
individual examination arrangements should be 

made and enclose documentary evidence to 
support their appeal to the Disability Service 
Manager. This should be submitted at least 1 

week before the relevant deadline for the 
submission of the Individual Needs Examination 
Form, no individual examination appeals will be 

accepted after this date. 

Disability Service Manager 
to review case and discuss 
with the Disability Advisor 
and come to a final decision. 

Student informed of final 
decision in writing. 

If required, Disability Service 
to inform Exams Officer of any 

necessary changes to 
Individual Examination 

Arrangements. 

If the Student remains dissatisfied with 
the way their appeal has been handled 
they should now follow the University's 

Student Complaints Procedure 
http://www.bolton.ac.uk/studentinforma

tion-policyzone/Home.aspx  


