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Using Microsoft Word
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Why use Word?
Students with autism can find it difficult to record their learning using pen and paper. Targeted use of ICT can provide an effective, alternative means of recording for students who might otherwise struggle to express their understanding of a topic. Using a laptop can also provide some students with a ‘safe’ environment within a classroom enabling them to be included in an activity and even share their work with their peers in a more structured, less socially challenging way.

What to do
Getting started with students using Word in the classroom can sometimes take valuable time during a lesson. Here are three suggestions to speed things up:
· Devise a Word template for students to use; this will enable a quick start for students to record their work.

Click here for a Quick Guide; page 3 gives clear instructions on how to do this and page 6 gives some useful examples of writing frames that can be saved as templates. 

· Page 5 in this same document looks at inserting voice notes into Word; this can be particularly useful for students planning their work, or when used as a step in the writing process when the student’s ability to write or type is not quite fast enough to keep up with their thoughts.
· Digital Jotters can be an effective way to save and retrieve work quickly. As the work will be saved in one document rather than many, this method can be especially useful for logging students’ learning over a number of weeks or for work that may need to be revisited and amended over a number of weeks.
Click here for a Quick Guide to creating a digital jotter
Where Next? 
This is by no means an exhaustive list. For more information about accessibility and other options to support students when using Word, try this link:

http://www.callcentrescotland.org.uk/  then click on Resources > Quick Guides.
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