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The Peak Academy
Word Processor Policy for Examinations
September 2024

1. Purpose of the Policy
This policy outlines the principles and procedures for the use of word processors in examinations at The Peak Academy. It is designed to ensure compliance with the JCQ’s “Access Arrangements and Reasonable Adjustments” (AA) regulations and to promote fairness and consistency in practice.
2. JCQ Guidance
This policy is written in line with the JCQ Access Arrangements and Reasonable Adjustments (2024-2025) regulations, specifically Section 5.8: Use of Word Processors. The JCQ states:
“A word processor cannot be granted to a candidate because they now want to type rather than write in examinations or can work faster on a keyboard, or because they use a laptop at home.”
“The use of a word processor must reflect the candidate’s normal way of working within the centre and be appropriate to their needs.”
3. Principles for Use
The use of a word processor in examinations at The Peak Academy will be allowed under the following conditions:
· It is the candidate’s normal way of working in the classroom, internal assessments, and/or mock exams.
· There is an established and documented need arising from:
· A learning difficulty (e.g., dyslexia).
· A medical condition or physical disability (e.g., difficulty with handwriting or pain when writing).
· A sensory impairment.
· A temporary injury.
· A mental health condition that makes handwriting difficult or distressing.
· Its use does not compromise the assessment objectives of the exam.
4. Rationale for Use of a Word Processor
Permitting the use of a word processor is intended to:
· Promote accessibility and inclusivity for all students.
· Reduce the disadvantage experienced by candidates with specific needs.
· Provide a consistent and supportive environment that reflects the student’s usual learning conditions.
· Enable students to produce legible, organised work within the examination time.
5. Implementation and Procedure
· Decisions to use a word processor will be made by the SENCo in consultation with teaching staff, based on evidence and observations of the student’s usual classroom practice.
· The use of a word processor must be recorded as part of the student’s normal way of working.
· The SENCo will ensure that the candidate is familiar with the software and exam conditions and will liaise with the Exams Officer to ensure correct setup during exams.
· Candidates will not have access to spell check, grammar check, or any internet-connected features unless they are awarded a specific arrangement such as a scribe or reader.
· The word processor will be a standalone machine or appropriately secured in line with JCQ exam regulations.
6. Responsibilities
· SENCo: To assess and determine candidates’ eligibility, maintain appropriate evidence, and communicate with parents/carers.
· Exams Officer: To ensure JCQ regulations are followed during exams and to manage the technical setup.
· Teaching Staff: To notify the SENCo of any student who may benefit from access arrangements and ensure that word processor use is reflected in classroom practice.
· Candidates and Parents/Carers: To understand and support the rationale and procedures involved in access arrangements.
7. Review and Monitoring
This policy will be reviewed annually or in response to any changes in JCQ regulations. It is the responsibility of the SENCo and Exams Officer to ensure that all examination practices remain compliant.
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