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Word Processor Policy (Examinations)

Purpose of The Policy

This policy details how Denton Community College complies with JCQ document Access Arrangement and
Reasonable Adjustments and Instructions for Conducting Examinations, for the awarding and allocating of Word
Processors to candidates with disabilities and learning difficulties to use of word processorintheirexams.

This policy on the use of word processors in examinations and assessments is reviewed and updated
annually, on the publication of updated JCQ regulations and guidance contained in the publications
Access Arrangements and Reasonable Adjustments and Instructions for conducting examinations.

References to ‘AA’ relate to JCQ Access Arrangements and Reasonable Adjustments 2023/24 and ICE to
JCQ Instructions for conducting examinations 2023/24.

The term ‘word processor’ is used to describe forexample, the use of acomputer, laptop or tablet.

Key Staff Involved In The Word Processor Policy

ROLE
SENCO
Examinations Officer
Head of Centre
Senior Leadership Team Members
IT Manager

Principles For Using A Word Processor

The use of a word processor in exams and assessments is an available access arrangement/reasonable
adjustment.

Denton Community College complies with the AA chapter 4 Principals for centres

(AA4.2.1)

The purpose of an access arrangement/reasonable adjustment is to ensure, where possible, that barriers to
assessment are removed for a disabled candidate preventing him/her from being placed at a substantial
disadvantage as a consequence of persistent and significant difficulties. The integrity of the assessment is
maintained, whilst at the same time providing access to assessments for a disabled candidate.

The SENCO mustensure that the proposed access arrangement does not disadvantage or advantage a candidate.

(AA 4.2.2)
Although access arrangements/reasonable adjustment are intended to allow access to assessments, they cannot
be granted where they will compromise the assessment objectives of the specification in question.

(AA4.2.3)

Candidates may not require the same access arrangements/reasonable adjustment in each specification. Subjects
and their methods of assessments mayvary, leadingto different demands of the candidate. SENCOs must consider
the need for access arrangements/reasonable adjustment on a subject-by-subject basis.

(AA4.2.7)
The candidate must have had appropriate opportunities to practise using the access arrangement(s) before their
first examination.

The only exceptions to the above would be a temporary injury or impairment, or a diagnosis of a disability or
manifestation of animpairment relating to an existing disability arising after the start of the course.



The Use Of A Word Processor
Denton Community College complies with AA Sections 5.8 & 4.2
The centre will:

(AA5.8.1)
Allocate the use of aword processorto a candidate with the spelling and grammar check/predictive text disabled
(switched off) where itis theirnormal way of working withinthe centre.

(AA5.8.4)
Award the use of a word processor to a candidate where appropriate to their needs. For example, a candidate
with:

a learning difficulty which has a substantial and long-term adverse effect on theirability to write legibly
a medical condition

a physical disability

asensoryimpairment

planning and organisational problems when writing by hand

poor handwriting

(AA. 4.2.1)
Only permitthe use of a word processorwhere the integrity of the assessment can be maintained.

(AA 4.2.2)
Not grant the use of a word processorwhere it will compromise the assessment objectives of the specification in
question.

(AA4.2.3)
Considerona subject-by-subject basis if the candidate willneed to use aword processorin each specification.

(AA 4.2.4)

Process access arrangements/reasonable adjustments at the start of the course, or as soon as practicable having
firmly established a picture of need and normal way of working, ensuring arrangements are always approved
before an examination orassessment.

(AA5.8.2)
Provide the use of a word processors to candidates in non-examination assessment components as standard
practice unless prohibited by the specification.

The centre will not:

(AA5.8.4)
Simply grant the use of a word processor to a candidate because they now wants to type rather than write in
exams or can work fasteron a keyboard, orbecause they use a laptop at home.

Exceptions

The only exceptionstothe above where the use of a word processorwould be considered fora candidate would
be:

(AA 4.2.4)
In the event of a temporaryinjury orimpairment, oradiagnosis of a disability or manifestation of an impairment
relatingto an existing disability arising after the start of the course (AA 4.2.4).

(AA5.8.4)
Where the curriculumis delivered electronically and the centre provides word processors to all candidates.



Arrangements At The Time Of The AssessmentFor The Use Of A Word Processor

A candidate using a word processor could be accommodated in the Sports Hall with the main cohort or in a
differentroom.

In compliance with the regulations, the centre:

(ICE 14.20)

Provides aword processorwith the spellingand grammar check facility/predictive text disabled (switched off) to
a candidate where it is their normal way of working within the centre, unless an awarding body’s specification
saysotherwise.

(ICE 14.21)

Where a candidate is to be seated with the main cohort without the use of a power point, checks onthe battery
capacity of the word processor before the candidate’s exam to ensure that the battery is sufficiently charged for
the entire duration of the exam.

(ICE 14.22)
Ensuresthe candidate is reminded to put theircentre number, candidate numberand the unit/component code
appearon each page as a headeror footere.g. 12345/8001 — 6391/01.

If a candidate is using the software application Notepad or Wordpad these do not allow for the insertion of a
headeror footer. Insuch circumstances once the candidate has completed the examination and printed off their
typed script, they are instructed to handwrite their details as a header or footer. The candidate is supervised
throughout this process ensuring that they are solely performing this task and not re -reading their answers or
amendingtheirworkinany way.

(ICE 14.23)
Ensuresthe candidate understands that each page of the typed script must be numbered, e.g. page 1of 6.

(ICE 14.24)

Ensuresthe candidate isreminded to save theirwork at regularintervals (or where possible, an ITtechnician will
setup ‘autosave’ on each laptop/tabletto ensurethatif there is acomplication ortechnical issue, the candidate’s
workis notlost).

(ICE 14.24 & 14.25)
Instruct the candidate to use a minimum of 12ptfontand double spacingin orderto make markingeasierfor the
examiners.

The centre will ensure the word processor:

Is only usedinaway thatensuresa candidate’s scriptis produced undersecure conditions.

Is notused to performskills which are being assessed.

Is notconnectedto an intranet orany other means of communication.

Isingood working orderatthe time of the exam.

Is accommodatedinsuch a way that other candidates are not disturbed and cannot read the screen.

Is used as a typewriter, not as a database, although standard formatting software is acceptable and is not

connectedtoan intranetor any other means of communication

Is cleared of any previously stored data.

e Does not give the candidate access to other applications such as a calculator (where prohibited in the
examination), spreadsheets etc.

e Does notinclude graphic packages or computer aided design software unless permission has been given to
use these.

e Does not have any predictive text software oran automaticspellingand grammar check enabled unless the
candidate has been permitted a scribe or is using speech recognition technology (a scribe cover sheet must
be completed), orthe awarding body’s specification permits the use of automaticspell checking.

e Does not include speech recognition technology unless the candidate has permission to use a scribe or
relevant software.

® |snotusedon the candidate’s behalf byathird party unlessthe candidate has permission to use ascribe.



Portable storage medium

(ICE 14.25)
The centre will ensure thatany portable storage medium (e.g. amemory stick) used:

e |s providedbythe centre
® |Isclearedofanypreviouslystored data

Printing the script after the examis over

(ICE 14.25)
The centre will ensure:

e The word processoris eitherconnectedtoa printerso that a script can be printed off or have the facility to
printfrom a portable storage medium.

e Thecandidateis presenttoverify thatthe work printedistheirown.

e A word processed scriptisattached to any answerbooklet which contains some of the answers.

e Where an awarding body requires a coversheetto be completedthisisincluded with the candidate’s typed
script (accordingto the relevant awarding body’s instructions)

A word processor must not include computer reading (text to speech) software unless the candidate has
permissionto use acomputerreader;

(ICE 14.27)

Centres may retain electronic copies of word-processed scripts. The electronic copy of a word-processed script
may be accepted by an awarding body where the printed copy has been lost. However, the centre would needto
demonstrate to the awarding body that the file has been keptsecurely. The head of centre would be requiredto
confirmthisinwritingtothe awarding body.



Head of Centre Statement
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Head Of Centre’s Statement On The Awarding And Use Of Word Processors In Examinations

At Denton Community College the ‘normal way of working’ for exam candidates, as directed by the head of centre,
isthat candidates handwritetheirexams.An exceptionto thisis where acandidate may have an approved access
arrangementin place, forexample the use of ascribe/speech recognition technology.

The Use Of Word Processors

There are also exceptions where a candidate may be awarded/allocated the use of a word processor in exams
where the candidate hasafirmly establishedneedand reflects the candidate’s normal way of working and by not
beingawarded aword processorwould be ata substantial disadvantage to the candidate.

This may include where a candidate has, forexample:

A learningdifficulty which has asubstantial and long-term adverse effect on their ability to write legibly.
A medical condition.

A physical disability.

A sensoryimpairment.

Planningand organisational problems when writing by hand.

Poorhandwriting.

The only exceptiontothe above wherethe use of aword processor may be considered fora candidate would be:

e Onatemporarybasisas a consequence of atemporaryinjury atthe time of the assessment.
e whereasubjectwithinthe curriculumisdelivered electronically and the centre provides word processors to
all candidates.

Arrangements For The Use Of Word Processors At The Time OF The Assessment

Appropriate exam-compliant word processors will be provided by the Examinations Manager in liaison with the
SENCO and Assessor at the beginning of each examination. A review of the cohort will take place at the beginning
of each year to ensure sufficient appropriate word processors are available to those candidates with this access
arrangement.

Statement Produced By: Mr D Cumming (Acting Head of Centre)
Statement Date: September 2023



