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Use of word processors in public exams
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Aims and Ethos

Surbiton High School aims to inspire, encourage and empower all its students to discover and embrace
their individual talents, within United Learning’s core mission to bring out “the best in everyone”. We
combine an intellectually rigorous academic environment with outstanding pastoral care and outstanding
co-curricular opportunities; through this provision, we encourage our students to live out our School
values, and become compassionate, respectful, courageous, and inquisitive members of the community.

Our Values

We are compassionate:

We are kind and we care, in both thought and action. We consider those less fortunate and strive

to support and offer aid. We are mindful of the gentle power of positive actions. We support and
encourage those around us, living out the School’s motto: Amor nos semper ducat (May love always lead
us).

We are respectful:

We respect all people equally. We respect ourselves, our learning, our community, our environment, and
the planet we all share. We strive to act with respect and integrity in all things. When we disagree, we do
so respectfully.

We are courageous:

When challenged by our fears we are determined, not deterred. We call on resilience for strength when in
the heat of the struggle. We bravely chase our dreams and fight for what we believe. When we fall, we pick
ourselves up and forge forward.

We are inquisitive:

We understand that a thoughtful question is the key to unlock understanding. We believe where answers
provide ends, questions pose exciting beginnings. We are eager to explore, we question to discover, we are
curious to learn more of the world at large.

We are a community:

We are united - with a common focus. We value belonging to a wider community: our school community,
our local community, our global community. We are inclusive of all, no matter our differences. We value
and nurture the connections we form.

United Learning and the United Church Schools’ Trust

Surbiton High School is part of United Learning and the United Church Schools’ Trust. The School has an
Anglican foundation, valuing its Christian heritage whilst welcoming staff and children from all faiths and
none. We share with United Learning its core mission statement “to bring out the best in everyone”. We
are committed to the aims of United Learning, including its Framework for Excellence, which can be found
at: www.unitedlearning.org.uk
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Statement

We observe the Joint Council for Qualifications (JCQ) regulations and therefore use the JCQ nomenclature
“word processor” to refer to a laptop or computer.

Access arrangements are agreed before an assessment. They allow candidates with a specific need, such as
special educational needs, disabilities, or temporary injuries to access the assessment and show what they
know and can do without changing the demands of the assessment. The intention behind an access
arrangement is to meet the particular needs of an individual candidate without affecting the integrity of
the assessment. Access arrangements are the principal way in which awarding bodies comply with the duty
under the Equality Act 2010 to make ‘reasonable adjustments’.

The Equality Act 2010 requires an awarding body to make reasonable adjustments where a candidate who
is disabled within the meaning of the Equality Act 2010, would be at a substantial disadvantage in
comparison to someone who is not disabled.

Centres are allowed to provide a word processor (e.g., laptop, computer) with the spelling and grammar
check facility / predictive text disabled (switched off) to a candidate where it is their “normal way of
working” within the centre.

Policy

In line with JCQ Regulations, we provide a word processor for use in public exams if it is the pupil’s normal
way of working within the centre and is appropriate to the pupil’s needs.

The “normal way of working within the centre” includes the use of a word processor in the classroom and,
if applying from Year 11 upwards, also during internal and mock examinations. This condition does not
apply in the case of sudden physical injury (e.g., broken wrist).

“Appropriate to the pupil’s needs” means that provision of a word processor is necessary to avoid the
candidate being placed at a substantial (rather than minor) disadvantage in the examination as a
consequence of persistent and significant difficulties.

The “needs” of a pupil that would therefore typically lead to them being considered for the use of a word
processor include:

e Alearning difficulty which has a substantial and long-term adverse effect on the ability to write
legibly

e A medical condition

e A physical disability

e Asensory impairment

e Planning and organisational problems when writing by hand

This list is not exhaustive
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A word processor cannot be granted to a pupil because:

o The pupil prefers to type rather than write
e The pupil can work faster on a keyboard
o The pupil uses a word processor at home

For external examinations, an application for a word processor must be with the Head of Learning Support
no later than 21 February of the year that the examination is to be taken. This allows for the provision of
access arrangements from the perspective of timetabling, equipment, accommodation and staffing, and
suitable training and practice for the pupil. This deadline does not apply when there is a temporary physical
injury e.g., broken wrist.

When a pupil has been allocated a word processor for examinations, the Head of Learning Support will
advise the Examinations Department and subject teachers.

In line with JCQ regulations, the Centre is responsible for determining suitable access arrangements for
pupils. Recommendations in privately commissioned reports will not automatically be accepted, and the
final decision is made by the Centre. In any case, any such recommendations must be received by the
School before the 21 February deadline mentioned above.

To be accepted for the use of a word processor all candidates must meet the criteria outlined above.

Candidates who have been granted use of a word processor in examinations are provided with one for the
following subjects:

Art History A Level Biology paper 3 only
Business Classical Civilisation

Dance Design & Technology
Drama Economics

English Language & Literature Geography

History Latin

Music Philosophy

PRS PE

Politics Psychology

Sociology
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Appendix

The following is the JCQ guidance for access arrangements for word processors quoted in full from ‘Access
Arrangements and Reasonable Adjustments’:

e Thereis not arequirement to process an application for a word processor using Access arrangements
online. No evidence is needed to support the arrangement for inspection purposes. (This also applies
where a candidate is using a word processor on a temporary basis because of a temporary injury.)

e (Centres are allowed to provide a word processor with the spelling and grammar check
facility/predictive text switched off where it is the candidate’s normal way of working within the
centre.

e For example, the candidate’s quality of language significantly improves when using a word
processor due to problems with planning and organisation when writing by hand.

e (This also extends to the use of electronic braillers and tablets.)

e The use of word processors in non-examination assessment components will be considered
standard practice unless prohibited by the specification.

e A candidate may use a word processor in an examination to type certain questions, i.e. those
requiring extended writing, and handwrite shorter answers.

e NB Examinations which have a significant amount of writing, as well as those that place a greater
demand on the need to organise thought and plan extended answers, are those where candidates
will frequently need to type. Examinations which require more simplistic answers are often easier
to handwrite within the answer booklet as the candidate avoids the difficulty of visually tracking
between the question paper and computer screen.

e For the regulations on the use of word processors in written examinations, please see the JCQ
document Instructions for conducting examinations (commonly known as the JCQ ‘ICE’ document):

e http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations

e A word processor cannot simply be granted to a candidate because he/she now wants to type rather
than write in examinations or can work faster on a keyboard, or because he/she uses a laptop at
home.
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e The use of a word processor must reflect the candidate’s normal way of working within the centre.
For example, where the curriculum is delivered electronically, and the centre provides word
processors to all candidates.

The centre may wish to set out the types of candidates which it considers would benefit from the use of a
word processor. For example, a candidate with:

¢ a learning difficulty which has a substantial and long-term adverse effect on their ability to write legibly.
¢ a medical condition.

¢ a physical disability.

® a sensory impairment.

¢ planning and organisational problems when writing by hand.

¢ poor handwriting.

This list is not exhaustive.

A member of the centre’s senior leadership team must produce a word processor policy, specific to the centre,
which details the criteria the centre uses to award and allocate word processors for examinations and
assessments. This policy must be available for inspection.

Examples — Word processor

« A candidate who cannot write legibly because they have significant learning difficulties asks to use a
word processor in their examinations. It is their normal means of producing written work within the
centre because their teachers cannot read their handwriting. They are very proficient in using a word

processor. The SENCo allows them to use a word processor in their examinations.

« A candidate does not have a learning difficulty but is a ‘'messy’ writer. Their handwriting is hard to
decipher. They request the use of a word processor. This is granted by the SENCo because it reflects

their normal way of working within the centre.

« A candidate wishes to use a word processor since this is their normal way of working within the centre.
However, the candidate additionally wishes to use the spelling and grammar check facility. Given that
they do not meet the published criteria for a scribe, the candidate cannot use the spelling and grammar
check facility. The SENCo allows them to use a word processor in line with the regulations as set out in

the JCQ Instructions for Conducting Examinations document.

« A candidate who has significant learning difficulties has quite legible writing. However, they make
many omissions and cannot order their ideas correctly. Their written scripts are legible but covered in

crossings-out and omission marks. They request a word processor, and this is granted by the SENCo.
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The use of a word processor allows them to correct text, sequence their answers and reflects their

normal way of working within the centre.

« A blind candidate asks to use a word processor in their examinations. They also request the use of a
screen reader to allow them to ‘read’ back and check the answers they have typed. These arrangements
are permitted when using a word processor in their examinations. However, if the candidate also wants
to use predictive text and/or the spelling and grammar check facility, they must meet the published

criteria for a scribe, with an approved application in place.
Examples — Word Processor and 25% Extra Time

« A candidate has a below-average free writing speed when handwriting and qualifies for 25% extra
time. However, using a word processor is their normal way of working within the centre. When typing,
they can produce their written work effectively. The SENCo awards the use of a word processor as it
removes the barrier presented by their slow handwriting. The SENCo will consider whether 25% extra
time is required when they write by hand, such as in GCSE Mathematics and Science examinations. The
candidate’s cognitive processing will need to be assessed as they will require two below-average
standardised scores or one below-average standardised score and one low-average standardised score

to be awarded 25% extra time.

« A candidate with significant learning difficulties has a below-average speed of writing and below-
average scores in areas of cognitive processing and reading speed. As using a word processor is their
normal way of working within the centre, they have been able to improve their typing speed to match
the equivalent average writing rate. However, they have persistent and significant difficulties in
interpreting questions and formulating their typed answers. They are given 25% extra time, as well as

the use of a word processor, as both arrangements are appropriate to their needs.
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