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Birchfield Word Processor Policy for Examinations 2025–2026 

Introduction 
This policy on the use of word processors in examinations and assessments is reviewed and updated annually, early 
in the autumn term, following publication of the Joint Council for Qualifications (JCQ) regulations and guidance: 
 
Access Arrangements and Reasonable Adjustments (AARA), effective 1 September 2025 – 31 August 2026 
 
Instructions for Conducting Examinations (ICE), effective 1 September 2025 – 31 August 2026 
 
There is no requirement to process an application using Access Arrangements Online (AAO) or to record the use of 
the arrangement. No evidence is needed to support the arrangement (AARA 5.8). 
 

Principles for Using a Word Processor 

An access arrangement must, where possible, remove barriers so that a disabled candidate or a candidate with 
learning needs is not placed at a substantial disadvantage when compared with non-disabled peers. 
 
Birchfield School will grant the use of a word processor when the quality of a student’s written language significantly 
improves as a result of typing, owing to persistent and significant difficulties with planning and organising when 
writing by hand. When this is the student’s normal way of working in lessons that require substantial writing (e.g. 
English, Geography, History), it may be permitted in internal and external assessments. 
 
Students are normally granted a word processor because of one or more of the following difficulties (AARA 5.8.4): 
 
• A learning difficulty that has a substantial and long-term adverse effect on handwriting 
• A medical condition 
• A physical disability 
• A sensory impairment 
• Planning and organisational difficulties when writing by hand 
• Poor handwriting 
• Slow handwriting that would otherwise qualify for Extra Time but is mitigated by typing 
 

The Use of a Word Processor (AARA 5.8) 

Normal Way of Working — A word processor cannot be granted simply because a candidate prefers to type, works 
faster on a keyboard, or uses a laptop at home. It must reflect the candidate’s habitual method of producing written 
work at Birchfield School. 
 
Subject-by-Subject Consideration — Not all subjects have the same assessment demands; the need for a word 
processor will be considered individually for each subject (AARA 5.8.3). 
 
Non-Examination Assessment (NEA) — The use of a word processor is regarded as standard practice unless 
specifically prohibited by the specification. 
 



 

Birch field School Word Processing Policy Octoberl 2025 

Spelling & Grammar Check / Predictive Text — In line with the 2025/26 update (AARA 5.7.5), where Birchfield has 
approval for the use of a scribe and this reflects a candidate’s normal way of working, the candidate may instead use 
a word processor with the spelling-and-grammar check enabled (including predictive text). All other candidates will 
have these facilities disabled. 
 
Extra Time — The award of a word processor does not, in itself, entitle a candidate to Extra Time. Extra Time may be 
applied for separately if persistent and significant difficulties remain after typing. 
 

Word Processor Use in Examinations (ICE 14.20–14.27) 

Birchfield School will ensure that: 
 
• Devices — Word processors (including laptops, tablets and electronic braillers) are cleared of all data before use 
and set with spelling & grammar check / predictive text disabled, unless permitted under the above point. 
 
• Battery & Power — In line with ICE 2025/26, the battery of any laptop/tablet is checked and fully charged for the 
entire duration of the examination; fully charged tablets may be seated in the main hall without separate power 
points. 
 
• Candidate Identification — Candidates must include their centre number, candidate number and unit/component 
code as a header or footer on every page. If the software prevents this (e.g. Notepad), details will be handwritten 
immediately under supervision. 
 
• Formatting — All scripts must be typed in a minimum 12-point font and double-spaced to aid marking. Pages must 
be numbered (e.g. Page 1 of 6). 
 
• Invigilation — Invigilators will remind candidates to save work regularly. An autosave feature will be enabled where 
possible. 
 
• Printing & Verification — After the examination the candidate will remain present while the script is printed, verify 
its ownership, and attach the printed pages to any handwritten answer booklet. A Word Processor Cover Sheet 
(Form 4) will be completed where required by the awarding body. Electronic copies may be retained securely. 
 

Portable Storage Media 

Birchfield provides any necessary memory stick, which is wiped before use. Candidates must not provide their own. 
 

Implementation 

The SENDCo will build a picture of need from Year 7 onwards to establish each student’s normal way of working, 
including use during lessons, tests, mocks and public examinations. 
 
IT support will be on call during all examinations to resolve technical issues. 
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Monitoring & Review 

 
This policy is reviewed annually by the SENDCo, Examinations Officer and a member of the Senior Leadership Team. 
The next review is scheduled for September 2026. 
 

 


