
 

 

M O N T H L Y  

U P D A T E  

S EPT EM BE R  2 0 2 2  

 

 

 
 

MEMBER MESSAGE  

2022/2023 – A return to ‘business as usual’ 

The last three years have presented quite a challenge for exams officers. After the late cancellation of the 

2020 summer exam series which led to the introduction Teacher/Centre Assessed Grades, and a ‘transition’ 
year in 2021/2022 which brought us a summer series with advance information, support materials and 
adaptations, it will be a relief to many exams officers to finally return to a ‘business as usual’ exam year. 

However, as over half of all exams officers have only been in post since the 2019/2020 academic year, 

for many the coming months will be anything but ‘business as usual’…it will require becoming familiar with 
processes and practices to manage examinations and assessments within their centre over a full academic 
year in line with JCQ and awarding body regulations and requirements. 

If exams officers are to meet the challenges over the coming months, they will require the support of senior 

leaders within their centre as well as having access to quality support from external organisations. 

The Exams Office has produced the following to help new and experienced exams officers during the first 
part of the autumn term. 

Support materials 

As well as a range of key documents which include information guides, checklists and templates, we have 
also reviewed and updated our exam policy templates and those on our Policy Generator Tool in line with 
the 2022/2023 JCQ regulation updates. 

The National Association of Examinations Officers (NAEO) has published an article which details the role 
and responsibilities of senior leaders in managing exams in their centre. This article includes the changes 
made to JCQ General Regulations for Approved Centres for the 2022/2023 academic year which place 
greater emphasis on senior leaders in the management of examinations and assessments within their centre. 

The Exams Office also produced an article (July/August) to help exams officers prepare for the new 
academic year along with an exams blog (September) which highlights some of the key JCQ regulation 
changes. 

Annual dispatch 

From Monday 5 September, exams officers in member centres will be receiving a range of resources as 
part of our annual dispatch. These include the following materials which have been designed to help exams 
officers plan effectively during the academic year: 

Exams Diary 

Exams Calendar 
Wall Planner 
‘To-do’ pad 

Training for exams officers 

There are a range of training events available for new and experienced exams officers, and senior 
leaders/line managers in the autumn. These include: 

Exam Changes (covering JCQ changes for the 2022/2023 academic year) 

  

https://www.theexamsoffice.org/key-documents/
https://www.theexamsoffice.org/exam-policy-templates/
https://www.theexamsoffice.org/policy-generator-tool/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/articles/
https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/exams-office-articles/
https://www.examstraining.org/events/exams-changes.aspx
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   Coventry: 28 September 
   Leeds: 30 September 

   Bristol: 20 October 
   London: 1 December 

Actions for Autumn (for new exams officers/refresher course on the key areas of exam administration 

from October to February)  

   Coventry: 29 September 
   London: 4 October 
   Leeds: 11 October 

   Manchester: 13 October 
   Bristol: 19 October 

Senior Leaders/Line Managers (exam changes and how to support your exams officer) 

   London: 6 October 

To book a place at any of the events listed above, please visit the Exams Training website.  

New exams officers 

For those who are new to the exams officer role, or have not experienced a ‘business as usual’ exam year, 
we provide an online New Exams Officer Induction and Assessment Module which provides: 

- information to help a new exams officer self-manage their induction to the exams process in their 
centre 

- signposts to information and support provided in the wider exams community 

- signposts to JCQ regulations and key tasks that are undertaken by an exams officer in the 

management and administration of exams in their centre 

The module is designed to: 

- support new exams officers on starting the role 

- inform new exams officers of the key aspects of each stage of the exam cycle 

- support new exams officers in ensuring that key exams-related tasks are completed in their centre 

- recognise the understanding/knowledge of new exams officers 

We have also published an article to support new exams officers with a guide to starting your new role. 

Invigilator Training 

We will be providing further detail of our online invigilator training resources in our October update. 

For centres requiring in-house invigilator training, please email contact@theexamsoffice.com 

Training Videos 

We are currently updating our online training videos and will be adding a range of additional animated 

and video resources in the coming weeks. Further details will be provided in our October update. 

The Exams Office exists to support exams officers, and we have a range of initiatives over the next 12 
months to support exams officers in the everyday role of managing, administering and conducting 

examinations 

___________________________________________ 

SEPTEMBER ARTICLE 

NEW EXAMS OFFICERS: A GUIDE TO STARTING YOUR NEW ROLE considers ten areas which new exams 
officers should focus upon or address in the first weeks and months in role.  

https://www.examstraining.org/events/new-exams-officers.aspx
https://www.examstraining.org/events/senior-leaders-line-managers.aspx
https://www.examstraining.org/
https://www.theexamsoffice.org/new-exams-officer-induction-and-assessment-module/
https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/invigilator-training/
mailto:contact@theexamsoffice.com
https://www.theexamsoffice.org/exams-office-articles/
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SEPTEMBER EXAMS BLOG 

KEY JCQ REGULATION CHANGES 2022/2023 highlights some of the key changes in JCQ’s General 

Regulations for Approved Centres and Instructions for conducting examinations publications. 

___________________________________________ 

TEO NEWS AND UPDATES 

What’s new, updates and reminders from The Exams Office 

Annual dispatch 

Dispatch to member centres will take place from 5 September. The dispatch includes our 2022/23 Exams 
Diary, Calendar and Wall Planner.  

Additional copies 

An additional set of all three can be purchased for £20 (+vat), or two sets of all three for £30 (+vat). 

However, additional copies will also be available FREE of charge if you are attending any of our 
training events this autumn.  

Back by popular demand, the dispatch also contains our improved ‘to do’ pad. 

Membership update  

As the new academic year begins, please could all members review and, if necessary, update their details 
when they login to The Exams Office website. 

Please note that all September invoices have been sent out over the summer break and may be found in 
junk mailboxes, should your centre's security settings have intercepted them. 

If you require a further copy of your invoice, please contact us by email at finance@theexamsoffice.com 

Your ongoing membership to and support of The Exams Office is hugely appreciated. 

As a reminder, see how to get the most from your membership 

Secondary memberships 

To ensure we comply with GDPR regulations all secondary memberships have been deleted from our 

systems. 

New secondary users can be re-created from your 'Profile' page. 

If you have any queries regarding your membership, please email us at membership@theexamsoffice.com 

Online Portal  

(UPDATE) Training and Assessment Portal 

The following updated modules for 2022/23 are available from early September designed to support and 
train exams officers, invigilators and senior leaders/line managers: 

Invigilator Digital Accreditation (IDA) 

Invigilator Training and Assessment Module 

(UNIT 3 of the module (Experienced invigilators: CHANGES TO INSTRUCTIONS FOR CONDUCTING EXAMINATIONS) 
now also includes a section (REVIEW OF KEY AREAS RELATING TO THE CONDUCTING OF EXAMINATIONS) intended for 

experienced/existing invigilators to review their knowledge and understanding of JCQ requirements in ten key areas) 

New Exams Officer Induction and Assessment Module 
Senior Leader/Line Manager Training and Assessment Module 

https://www.theexamsoffice.org/exams-office-articles/
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/
http://www.theexamsoffice.org/
mailto:finance@theexamsoffice.com
https://www.theexamsoffice.org/video-help-guides/
https://www.theexamsoffice.org/invigilator-digital-accreditation/
https://www.theexamsoffice.org/invigilator-training-and-assessment-module/
https://www.theexamsoffice.org/new-exams-officer-induction-and-assessment-module/
https://www.theexamsoffice.org/senior-leader-line-manager-training-and-assessment-module/
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A new and improved Exams Officer Digital Accreditation (EODA) is being launched in October. Further 
details will be provided in our October update. 
 

(UPDATE) Online Tools 

Interactive templates within the Policy Generator Tool have been reviewed for 2022/23 and updated 

where applicable. 

In response to member feedback regarding annual updates, a final page has been added to each 
template to record any changes* made to content and to provide the opportunity for the user to record 
any centre-specific changes made. 

To review your saved documents within the tool, please ‘Edit’ those saved within your ‘Centre Policies’, 
and: 

- respond to any new fields that may now be included  

- review any self-populated fields (and update if applicable) 

- refer to the final page to understand any dynamic changes that have been made to content 

- populate the centre-specific changes field accordingly 

*PLEASE NOTE A CHANGE MAY NOT ALWAYS SIGNIFY A REGULATION CHANGE/UPDATE, BUT RATHER TO PROVIDE CLARITY 

The Key Dates Calendar Tool contains any remaining dates for the period September-November 2022 
relating to exam series’ during the 2021/22 academic year together with JCQ and Pearson November 

2022 exam series key dates. The tool will continue to be updated as key dates for 2022/23 are further 
confirmed by the contributing organisations. 

The Exams Timetable Tool currently contains timetable information from AQA, OCR, Pearson and 

WJEC/Eduqas (for the November 2022, January and March 2023 exam series’). Summer 2023 exam 
series timetable information will be added when final timetables are confirmed during the autumn term. 
Summer 2023 provisional exam timetables will be made available on AQA, OCR, Pearson and WJEC / 
Eduqas websites early in the autumn term.  

(UPDATE) Training Videos 

Invigilator training videos: From early October 2022, our updated studio, scenario and animation-based 
videos will be available for members to use as part of a centre-designed invigilator training programme. 

These videos will be found in the Training Videos area of the Online Portal. 

Exam support videos: 

The Invigilator Announcement 2022/2023 video is now available (this is also provided separately on 
the TEO website as an audio version supported by instructions for use)  

An updated and improved Instructions for Candidates animated video will also be available later in 

September to support member centres briefing their candidates. This can be used as a standalone video 
to support centre-devised briefings or used to support the issue/delivery of a centre-customised version 
of the ‘Information for Candidates’ briefing template) 

Invigilation Support  

(REMINDER) Explore the support offered in the recruitment, training and deployment of invigilators and the 
range of options offered for training your invigilators. 

New Exams Officer Support  

(REMINDER) Explore the support offered to new exams officers or those less experienced exams officers for 
whom these resources may be of benefit.  

https://www.theexamsoffice.org/exams-officer-digital-accreditation/
https://www.theexamsoffice.org/policy-generator-tool/
https://www.theexamsoffice.org/kdct/
https://www.theexamsoffice.org/exams-timetable-tool/
https://www.aqa.org.uk/exams-administration/dates-and-timetables
https://www.ocr.org.uk/administration/general-qualifications/preparation/key-dates-and-timetables/
https://qualifications.pearson.com/en/support/support-topics/exams/exam-timetables/provisional-timetables.html
https://www.wjec.co.uk/home/administration/key-dates-and-timetables/#tab_0
https://www.eduqas.co.uk/home/administration/key-dates-and-timetables/#tab_0
https://www.theexamsoffice.org/training-videos/
https://www.theexamsoffice.org/training-videos/
https://www.theexamsoffice.org/training-videos/
https://www.theexamsoffice.org/key-documents/exam-time/
https://www.theexamsoffice.org/training-videos/
https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/invigilation/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/invigilator-training/
https://www.theexamsoffice.org/new-exams-officers/
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Senior Leader Support  

(UPDATE) Share links to the support offered to your senior leader/line manager: 

Training events - held in London (October and March) to analyse key changes and their impact, and 
preparing for the summer exam series 

Senior leader/line manager checklist – a hard copy (available at training events) and electronic 

document on the TEO website which forms the basis of each meeting between the senior leader and 
exams officer in preparation for every exam series 

Online module – a certificated training and assessment programme designed to support senior 
leaders/line managers (with responsibility for exams/the exams officer) by informing and measuring 

understanding of JCQ regulations and key tasks that may need to be undertaken by them/their exams 
officer in the management and administration of the exams process 

Invigilator Recruitment and Vacancy Map  

(UPDATE) Updated and improved map to be released 

The map is currently being revised and enhanced for the 2022/2023 academic year to serve as an Exams 
Recruitment and Vacancy Map. 

The updated map will enable centres to set up user accounts at no cost, allowing for multiple adverts to be 
live for different vacant roles, such as exams officers, data managers and invigilators. 

In the coming weeks, members will be sent an email confirming the launch of the Exams Recruitment and 
Vacancy Map with details of how to add and search for vacancies. 

Exams Training 

(UPDATE) Autumn term events 

Our 2022/23 autumn training events start from 28 September and certain venues are still available to 
book. 

Exam Changes (covering JCQ changes for the 2022/2023 academic year): 

   Coventry: 28 September 
   Leeds: 30 September 
   Bristol: 20 October 
   London: 1 December 

Actions for Autumn (for new exams officers/refresher course on the key areas of exam 
administration from October to February):  
   Coventry: 29 September 
   London: 4 October 

   Leeds: 11 October 
   Manchester: 13 October 
   Bristol: 19 October 

Senior Leaders/Line Managers (exam changes and how to support your exams officer): 

   London: 6 October 

National Association of Examinations Officers 

(REMINDER) NAEO membership renewal 

All members will be sent an email during week beginning 12 September explaining how to renew their 
membership to the NAEO for the 2022/2023 academic year. 

https://www.examstraining.org/events/senior-leaders-line-managers.aspx
https://www.theexamsoffice.org/key-documents/
https://www.theexamsoffice.org/senior-leader-line-manager-training-and-assessment-module/
https://www.examstraining.org/events/exams-changes.aspx
https://www.examstraining.org/events/new-exams-officers.aspx
https://www.examstraining.org/events/senior-leaders-line-managers.aspx
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(REMINDER) NAEO Summer 2022 Conference 

Delegates who attended the conference are being asked to complete a short survey which closes on 30 

September. As a thank you for the valuable feedback, those who kindly complete the survey are 
automatically entered into a random prize draw to win one of four £25 high street vouchers. 

(NEW) Message and articles 

Chief Executive Officer's Message: The challenges facing the exams officer community as we return 
to 'business as usual' 

Articles:  

(Exams) The role and responsibilities of senior leaders in managing exams in their centre 

(Mindfulness and Wellbeing) The role of Integrity in Personal and Professional Standards 

(UPDATE) ‘Rewards’ draw 

The randomly selected winners of the September member rewards draw are:  

Helen Barker 

Rachael Evans 
Sarah Holliday 
Raluca McQueen 

Anna Spackman 

Well done to the individuals above. A £20 gift voucher will be on its way to you. 

Online Exam Store 

(UPDATE) At TEO we strive to provide a quality product at a competitive price, with some of the best lead 

times in the industry. 

Due to continuous pressure on global supply chains and the supply of raw materials we do 
expect our lead times to increase significantly over the next 12 months. 

We currently have excellent levels of stock, and we would advise all centres who are looking 

at replacing or adding to their current exam furniture stock to place their orders as soon as 
possible.  

This year, due to continuous external worldwide influences on transportation and material costs, 
will mean that prices on certain product lines will have to be increased. 

We will keep these under constant review and if these costs begin to fall to more normal levels again, we 
will amend our prices accordingly. 

We would advise all members that if they wish to secure the current prices, please ensure your order is 

placed soon as possible. 

Stakeholder Updates 

(REMINDER) Our Updates page continues to provide a central point of reference to: 

- links to relevant information and updates as these are published by key stakeholders  

- links to the latest updates from TEO 

- links to access individual key stakeholder websites, information and guidance 

JCQ Publications 

https://www.smartsurvey.co.uk/s/6QMC27/
https://www.thenaeo.org/
https://www.thenaeo.org/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/mindfulness-and-wellbeing/
https://www.theexamsoffice.org/coronavirus-advice/
https://www.teoeducation.org/
https://www.teoeducation.org/
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(REMINDER) For an ongoing summary of publications updated for 2022/23, refer to our JCQ information 
page. 

___________________________________________ 

KEY TASKS AND KEY DOCUMENTS 

SEPTEMBER key tasks 

A brief summary of main key tasks is provided here. In addition, the autumn term checklist provides a 
general overview of key tasks and good practice during the period September to December.  

Note you should always refer to awarding body key dates and timetables information to ensure you are aware of tasks you 

need to be carrying out in line with specific dates and deadlines 

PLANNING 
The focus is on managing exam planning for 2022/23 by gathering information about qualifications 

being delivered in your centre this academic year. Start/continue to build your annual exams plan. 

Familiarise yourself with any changes highlighted in relevant updated JCQ publications, particularly 
General Regulations for Approved Centres and Instructions for Conducting Examinations. Ensure 
relevant staff in your centre are signposted to updated JCQ publications. 

ENTRIES 

Where applicable to your centre, prepare to make/submit entries for the (GCSE) November 2022 
exam series. 

Gather information regarding any qualifications that may require an upfront 
registration/qualification entry or entries to be made in other early exam series (for example, the 
January 2023 exam series). 

Prepare to make estimated entries (where/if required by the awarding body) for the Summer 2023 

exam series. 

If you will be responsible for running internal exams, collect relevant (entry) information in advance, 
enabling you to plan the internal series. 

PRE-EXAMS 

Determine when preliminary (pre-release), advance or other subject-specific early information may 
be made available by the awarding body (this is dependent on the qualifications and subjects within 
qualifications delivered in your centre) for the Summer 2023 exam series. 

RESULTS AND POST-RESULTS 

Continue to administer any post-results services requests for the Summer 2022 exam series by the 
September deadline(s). 

For more detailed information on key tasks and JCQ key dates, refer to the monthly support guide added to the website 

by the beginning of each month – see the SEPTEMBER guide 

SEPTEMBER key documents 

Key documents and resources are provided to support member centres in the management and 
administration of the exams process.  

(REMINDER) Updated documents/resources published in August: 

TERMLY EXAM CHECKLISTS: AUTUMN TERM 2022/23 
PLANNING documents including: 

- A GUIDE TO MANAGING CONFIDENTIALITY & SECURITY IN THE EXAM CYCLE 

https://www.theexamsoffice.org/key-organisations/jcq/
https://www.theexamsoffice.org/key-organisations/jcq/
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.theexamsoffice.org/key-organisations/jcq/
https://www.theexamsoffice.org/new-exams-officers/support-resources/
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/
https://www.theexamsoffice.org/key-documents/planning/
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- DECLARATION OF INTEREST FORM TEMPLATE 

- CONFLICTS OF INTEREST LOG TEMPLATE 

- CONFIDENTIAL MATERIALS LOG TEMPLATES 

- A GUIDE TO JCQ CENTRE INSPECTIONS 
ENTRIES documents including: 

- A GUIDE TO MANAGING ENTRIES 

- MANAGING ENTRIES: CANDIDATE NAMES AND GENDER IDENTITY 

- EXTERNAL ENTIRES COLLECTION FORM TEMPLATE 

- INTERNAL ENTIRES COLLECTION FORM TEMPLATE 

- CHANGES TO ENTRY INFORMATION FORM TEMPLATE 

- LATE ENTRY FORM TEMPLATE 
EXAM POLICY TEMPLATES: 

- POLICY CHECKLIST 

- CHILD PROTECTION AND SAFEGUARDING POLICY (Exams) TEMPLATE 

- COMPLAINTS AND APPEALS PROCEDURE (Exams) TEMPLATE 

- DATA PROTECTION POLICY (Exams) TEMPLATE 

- EMERGENCY EVACUATION POLICY (Exams) TEMPLATE 

- ESCALATION PROCESS TEMPLATE 

- EXAM CONTINGENCY PLAN TEMPLATE 

- LOCKDOWN POLICY (Exams) TEMPLATE  

- NON-EXAMINATION ASSESSMENT POLICY TEMPLATE 
 INVIGILATION SUPPORT RESOURCES: 

- A GUIDE TO MANAGING INVIGILATOR RECRUITMENT AND TRAINING 

- INVIGILATOR CONFIDENTIALITY AND SECURITY AGREEMENT TEMPLATE 

NEW EXAMS OFFICER: 

- INDUCTION SUPPORT GUIDE 

- SEPTEMBER SUPPORT GUIDE 

(UPDATE) Documents/resources to be published/updated during this month: 

PLANNING: Any outstanding documents 
ENTRIES: Any outstanding documents/resources 
PRE-EXAMS: Any outstanding documents/resources 
EXAM TIME: All outstanding documents/resources 
ACCESS ARRANGEMENTS: All outstanding documents/resources 
PRIVATE CANDIDATES: Any outstanding documents 
EXAM POLICY TEMPLATES: Any outstanding templates 
INVIGILATION SUPPORT RESOURCES: Any outstanding documents/resources 
NEW EXAMS OFFICER: OCTOBER SUPPORT GUIDE 

______________________________________________________________________________ 

 

 

https://www.theexamsoffice.org/key-documents/entries/
https://www.theexamsoffice.org/exam-policy-templates/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/new-exams-officers/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/entries/
https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/key-documents/exam-time/
https://www.theexamsoffice.org/key-documents/access-arrangements/
https://www.theexamsoffice.org/key-documents/private-candidates/
https://www.theexamsoffice.org/exam-policy-templates/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/new-exams-officers/

