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Success Criteria: 

Context/Aim: 
To ensure that word processors for exams are issued in accordance with JCQ regulations and that these 
standards are upheld. 

Monitoring Procedures: 
By Whom: 
Governors Academic Committee 

When: 
Annually 

How: 

Evaluation: 
By Whom: 
Governors Academic Committee 
Head teacher 

When: 
Annually 

How: 

 

Revision History: 

Version Approved and Ratified Review Date Additional Notes 

V1 January 2023 January 2024 New policy 

 

Vision Statement: 
St Joseph’s is a co-educational, 11-16 Catholic voluntary-aided school in the diocese of Clifton and the county of 
Wiltshire. Our aim is to provide a caring educational environment where each person is valued and is given the 
dignity due to a child of God. 
 
At the heart of our school is the Christian vision of the human person. We want each member of our community to 
grow as an individual witness to the gospel values of love, truth, and justice. We want each pupil to be healthy in 
mind, body, and spirit. 
 
Each member of our community should feel safe and secure in the learning environment. We aim to develop a 
sense of self-discipline and responsibility in our pupils. Everyone in our community should show respect for 
themselves, respect for others and respect for the environment. 
 
We believe that each pupil should have the opportunity to enjoy and achieve to their full potential. We are 
committed to praising and celebrating achievement. We want our pupils to have high expectations of themselves 
to understand the value of service to others and our responsibility as stewards of the environment. Everyone has 
a contribution to make in helping to build the common good. We aim to equip our pupils with the ability to make 
good choices in their lives based on the positive relationships and values they have learned in St Joseph’s.  
 
We aim to help each of our pupils to develop morally and spiritually. We want them to achieve economic well-
being while being mindful of the needs of others who are less fortunate. 
 
We are committed to aspiring for excellence in all that we do for the sake of the Gospel.  
 
Head teacher 
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National Policies and guidance/courses referred to and incorporated into SJCS Policy: 

Document/Course Title: Document/Course Date: 

Instructions for conducting exams (ICE) JCQ 

The Exams Office  EO is a member 

Experienced exam officer training  20/10/2022 

Access Arrangements and reasonable adjustments   JCQ 
 
 

 

Other SJCS Policies that relate to this Policy: 

Exams Policy 
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Purpose of the Policy 
 
This policy details how St joseph’s School complies with AA chapter 4 (Managing the needs of candidates 
and principles for centres), section 5.8 (Word processor) and ICE (sections 14.20-27) when awarding and 
allocating a candidate the use of word processor in examinations. 
The term ‘word processor’ is used to describe for example, the use of a computer, laptop or tablet. 
 
 

Principles for using a word processor 
 
The use of a word processor in exams and assessments is an available access arrangement/reasonable 
adjustment. 
(AA 4.2.1) 
 
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. 
(AA 4.2.2) 
 
Although access arrangements/adjustments are intended to allow access to assessments, they cannot be 
granted where they will compromise the assessment objectives of the specification in question. 
(AA 4.2.3) 
 
Candidates may not require the same access arrangements/reasonable adjustments in each specification. 
Subjects and their methods of assessments may vary, leading to different demands of the candidate. ALS 
leads/SENCos must consider the need for access arrangements/reasonable adjustments on a subject-by-
subject basis.  
(AA 4.2.1) 
 
The Additional Learning Support lead/SENCo must ensure that the proposed access 
arrangement/reasonable adjustment does not unfairly disadvantage or advantage a candidate.  
(AA 4.2.7) 
 
The candidate must have had appropriate opportunities to practice using the access 
arrangement(s)/reasonable adjustment(s) before their first examination.  
 
 

The use of a word processor 
 
The centre complies with JCQ [AA] Access arrangements available as follows: 
(AA 5.8.1) 

• Provides a word processor with the spelling and grammar check facility/predictive text disabled 
(switched off) 
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• Only grants the use of a word processor to a candidate where it is their normal way of working (see 
4.2.5 above) 

• Only grants the use of a word processor to a student if it is appropriate to their needs (for example, 
the quality of language significantly improves as a result of using a word processor due to problems 
with planning and organisation when writing by hand) 

(AA 5.8.2)  
• Provides access to word processors to candidates in non-examination assessments (including 

controlled assessments or coursework) components as standard practice unless prohibited in the 
specification 

(AA 5.8.3)  
• Allows candidates to use a word processor in an examination to type certain questions, i.e. those 

requiring extended writing, and handwrite shorter answers 
• Are also aware that 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. The candidate avoids the difficulty of 
visually tracking between the question paper and screen 

• In all cases, ensures that a word processor cover sheet (Form 4) is completed and included with 
each candidate's typed script. EO must refer to relevant Awarding Bodies for instructions on 
completing the form and attaching to exam script as all exam boards are now different. 

 
 

Word processors and their programmes 
 
The centre complies with [ICE] Word processors instructions by ensuring: 
 

• word processors are used as a typewriter, not as a database, although standard formatting 
software is acceptable 

• word processors have been cleared of any previously stored data, as must any portable storage 
medium used 

• an unauthorised memory stick is not permitted for use by a candidate 
• Candidates are provided with a memory stick, which has been cleared of any previously stored data 
• word processors are in good working order at the time of the examination 
• word processors are accommodated in such a way that other candidates are not disturbed and 

cannot read the screen 
• Students are responsible for transferring their work to an exam provided memory stick and will be 

escorted under exam conditions for their work to be printed.  
• Exam papers are printed after the examination is over; with the student present to verify that the 

work printed is their own. Students are expected to number each page and sign the last page to 
confirm this is the last page of their work. The work is then deleted off the memory stick by the EO 

• word processors are used to produce scripts under secure conditions, and if they are not then the 
centre is aware that they may be refused by the awarding body 

• word processors are not used to perform skills which are being assessed 
• Word processors are not connected to an intranet or any other means of communication. 
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• candidates are not given access to other applications such as a calculator (where prohibited in the 
examination), spreadsheets etc. when using a word processor 

• graphic packages or computer aided design software is not included on a word processor unless 
permission has been given to use these 

• predictive text software or an automatic spelling and grammar check is disabled unless the 
candidate has been permitted a scribe or is using voice recognition technology (the script must have 
a completed scribe cover sheet included), or the awarding body's specification permits the use of 
automatic spell checking 

• voice recognition technology is not included on word processors  
• word processors are not used on the candidate's behalf by a third party unless the candidate has 

permission to use a scribe 
• the battery capacity of all laptops and/or tablets is checked before the candidate's examination(s) 

with the battery sufficiently charged for the entire duration of the examination 
• candidates with fully charged laptops or tablets are given the opportunity to be seated within the 

main examination hall without the need for separate invigilation  
• candidates are reminded that their centre number, candidate number and the unit/component 

code must appear on each page as a header or footer 
• candidates using Notepad or WordPad software (which do not allow for the insertion of a header or 

footer) are instructed to handwrite their details as a header or footer once they have finished the 
examination and printed off their typed script; candidates are also supervised to ensure that they 
are solely performing this task and not re-reading their answers or amending their work in any way 

• candidates are instructed to appropriately number each page 
• candidates are instructed to use a minimum 12pt font and double spacing 
• invigilators remind candidates to save their work at regular intervals 

 
The centre will ensure the word processor: 
 

• is only used in a way that ensures a candidate’s script is produced under secure conditions 
• is not used to perform skills which are being assessed 
• is in good working order at the time of the exam 
• is accommodated in such 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  
• is cleared of any previously stored data  
• does not give the candidate access to other applications such as a calculator (where prohibited in 

the examination), e-mail, the Internet, social media sites, spreadsheets 
• does not include graphic packages or computer aided design software unless permission has been 

given to use these  
• does not have any predictive text software or an automatic spelling and grammar check enabled 

unless the candidate has been permitted a scribe or is using speech recognition technology (a scribe 
cover sheet must be completed), or the awarding body’s specification permits the use of automatic 
spell checking  

• does not include computer reading (text to speech) software unless the candidate has permission 
to use a computer reader 

• does not include speech recognition technology unless the candidate has permission to use a scribe 
or relevant software  
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• is not used on the candidate’s behalf by a third party unless the candidate has permission to use a 
scribe  

 
 

Printing the script after the exam has ended 
 
(ICE 14.25) 
The centre will ensure: 
 

• the word processor is either connected to a printer so that a script can be printed off, or have the 
facility to print from a portable storage medium 

• the candidate is present to verify that the work printed is his or their own  
• a word-processed script is attached to any answer booklet which contains some of the answers  
• if a candidate omits to insert the required header or footer, he/she is instructed to handwrite the 

details as a header or footer; the candidate is supervised throughout this process to ensure that 
he/she is solely performing this task and not re-reading their answers or amending their work in 
any way (ICE 14.22)  

 
The centre will also ensure that where an awarding body may require a word processor cover sheet, this is 
included with the candidate’s typed script (and according to the relevant awarding body’s instructions). 
(ICE 14.26) 
 
The centre may retain electronic copies of word-processed scripts as 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 need to demonstrate to the awarding body that the file has been kept securely. The head of 
centre would be required to confirm this in writing to the awarding body. (ICE 14.27) 
 


