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Note: Where the wording Laptop is used this is interchangeable with the wording ‘word processor’


It is the responsibility of the Head of Centre to ensure that their centre has the written policies which must be reviewed and updated annually by a member of the SLT and communicated with the centre for the use of word processors in examinations.
1 [bookmark: _bookmark0]Purpose
1.1 At The Pilgrim School, we recognise that for some candidates with specific learning difficulties or disabilities, a laptop, ReMarkable, iPad (or other word processing device) may be the most appropriate method of organising and presenting their work.
1.2 We want to ensure that, in these situations, the relevant arrangements are being made and students practice under exam conditions prior to their formal examination.


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

1.4  The centre is best placed to make decisions on appropriate access arrangements for their candidates. Although professionals from other organisations may give advice, they cannot make the decision for the centre. They will not have a working knowledge of an individual candidate’s needs and how their difficulties impact in the classroom and/or in timed assessments. It is the responsibility of the SENCo to make appropriate and informed decisions based on the JCQ regulations. (AARA 4.2.1)

2 [bookmark: _bookmark1]Principles guiding this policy
2.1 A member of the centre’s Senior Leadership Team will produce and keep up to date a statement for inspection purposes which details the criteria the Centre uses to award and allocate word processors for examinations. (See paras 2.2, 2.3, 2.4)
2.2 The use of IT in an exam needs to reflect a candidate’s normal way of working at The Pilgrim School and must be appropriate to the candidate’s needs. The candidate must be proficient in the use of IT. A device cannot be granted to a candidate solely because he/she prefers to type rather than write or can work faster via a keyboard.
2.3 Candidates who might benefit from such an arrangement can, for example, include those with
· a learning difficulty which has a substantial and long-term adverse effect on the ability to write legibly;
· a medical condition;
· a physical disability;
· a sensory impairment;
· illegible handwriting;
· planning and organisational problems when writing by hand.
2.4 The use of IT will be considered when
· a need has been established;
· its use is recommended by the SENDCO; and
· appropriate training has been undertaken.
2.5 The SENDCO will need to be satisfied that
· a candidate’s typing is efficient, accurate and of sufficient speed to be able to cope with
the exam;
· a candidate has used a device as his or her routine way of working in the subject area; and
· a candidate has had sufficient practice in the use of IT under exam conditions (e.g. using relevant templates, setting up the document etc).
2.6 Where the above requirements are not met, the use of IT will not be recommended.
2.7 In exams without a significant amount of writing or consisting of more simplistic answers which may be easier to handwrite, avoiding the need to switch between answer paper and device may be preferable for the candidate.
2.8 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. The Pilgrim School SENCO will consider the need for access arrangements/reasonable adjustments on a subject-by-subject basis. (AARA 4.2.3)

3 [bookmark: _bookmark2]Procedures
3.1 Students may be identified by any member of teaching or support staff. The SENDCO will then be informed, and processes put in place to test the suitability of use of IT in an exam.
3.2 Students can also contact the SENDCO directly, or through their Academic Lead or Pastoral Support Worker.
3.3 The SENDCO will then liaise with the relevant curriculum area to ensure that the normal way of working in class and during mock exams reflects their recommendations.
3.4 The SENDCO will then confirm the use of IT with the Exams Officer.
3.5 During mock exams, the way in which IT is used must consider the relevant exam regulations (see section 4 below).
3.6 The SENDCO will periodically review the agreed arrangements and make adjustments as and when necessary.
3.7 Students using IT might have to sit their exams together with other students with a variety of access arrangements or with students for whom access arrangements do not apply.
3.8 Candidates using a laptop or similar device may need to be seated close to a power point to ensure the device can remain plugged in and charging during an exam, and not rely on battery power alone


3.9 The use of a word processor can be considered for a candidate in the event of a temporary injury or impairment, or a diagnosis of a disability or manifestation of an impairment relating to an existing disability arising after the start of the course (AARA 4.2.4)


3.10 Candidates using  a word processor will be reminded to save their work at regular intervals by the invigilator prior to the start of the exam

3.11 Candidates will be reminded by the invigilator to ensure each page of their typed script  should be numbered

3.12 Candidates will be instructed to ensure they use a minimum 12pt font and double spacing to make marking easier for examiners

3.13 Candidates to be advised to ensure the Centre number, candidate number and unt or component code appear on each page of their work as a header

4 [bookmark: _bookmark3]Regulations for the use of a laptop/ReMarkable/iPad (or other word processing device)
4.1 As the Exams Officer might decide to arrange for separate accommodation for exam candidates using a laptop, numbers need to be confirmed at the earliest opportunity.
4.2 For exams taking place in the summer, requests for access arrangements should be with the SENDCO/Exams Officer as soon as in advance of the November Mock Exams.
4.3 The Pilgrim School will provide the relevant device, that is in good working order, on the day of the exam to ensure that only standard software is accessible.
4.4 Only the relevant software applications will be available; spell-check, grammar check and the thesaurus will not be available. It will not be connected to the intranet, internet or any other means of communication. Wifi access and Bluetooth will be turned off to prevent connection to any other devices.  The device will be cleared of any previously stored data.
4.5 For the production of text, only Microsoft Word (or an equivalent) will be allowed.  No other software or packages, including AI tools, will be available on the device when it is logged into an exam account.
4.6 At the end of the examination the candidate may be required to remain in the room while their work is printed off and to authenticate the relevant hard copy.  The printed work will be attached to the answer book for the relevant exam.  The candidate details on the front page of the exam booklet should also be completed. 


4.7 The allocated device is not to be used on the candidates behalf by a third party unless the candidate has an approved access arrangement for the use of a scribe.  In this case a scribe cover sheet will be completed.    
5 [bookmark: _bookmark4]Limitations to the use of a laptop/ReMarkable/ iPad (or other word processing device)
5.1 The use of a laptop might not be agreed in cases where, for example
· a particular exercise should not be done with computer assistance (maps, diagrams etc.)
· calculations, sketches, drawings or constructions are required without the assistance of computer functions, such as in Mathematics
· a candidate simply prefers to type instead of writing their answers, or they can work faster on a keyboard or because they use a laptop at home
· the integrity of the assessment can not be maintained through the use of a word processing device
· the use of a laptop might compromise the assessment objectives of the specification in question
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