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Day 2. Areas covered

Exam planning for the academic year

Exam policies and procedures

Contingency planning

Briefing candidates, parents/carers and staff
Confidential exam materials

Training your invigilators

Managing an exam day

Managing malpractice

The Exams Office update

Note: Information accurate at time of printing — 31 October 2022
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Objectives

To help you successfully plan and prepare for
2022/2023

To highlight and explain a number of key activities

To provide hints and tips on how to manage

examinations in your centre
To network with colleagues
To provide an opportunity for you to ask questions

To give you confidence in administering examination

processes within your centre
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Discussion
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Qualifications covered

= The content of this training applies to
qualifications that follow the JCQ regulations

and instructions

= [tis important to check the guidance issued by
all the awarding bodies you use, as other
gualifications may have different/additional

requirements
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The ‘exam cycle’

The ‘exam cycle’ is the exams
management and administration
process that needs to be undertaken
for each exam series

The relevant tasks which need to be
undertaken before, during and after an
exam series are grouped under five
stages
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The ‘exam cycle’
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What is an annual exams plan?

ANNUAL EXAMS PLAN: Autumn term 2022

G &)

2.4, Ecarn Diungen /T g mveni:
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= You can use The Exams Office Annual Exams
Plan template and Wall Planner to help create
your annual exams plan

= A concise document which lists all activities in - ==a o ——— -
the exam cycle relevant to qualifications — — —
delivered in your centre .._.."_,__.__m__m. — —

= You should include all events taking place m Z = 3 =
throughout the academic year which impact mmmmmmm m
upon your role/time  — _ -
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Why should you create an annual
exams plan?

= |t will aid your planning for the academic year

= You will minimise the risk of deadlines being missed, and

essential tasks not being undertaken
= |t will help you to easily identify the busiest periods

= Share your plan with your line manager to highlight key aspects
of your role, exam activity within your centre and why you need

to be kept informed of centre-wide decisions or events
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What should you include in an annual exams plan?

= Key tasks, dates and deadlines

= Start/end dates of:
o Exam series
o Non-exam assessments
o On-demand assessments
o Windows of assessment
o Mock exams/internal tests

o Other tests — e.g. University Admissions Tests (UATSs)
= Training events — e.g. CPD, invigilator training, awarding body events

= Other events — e.g. parents’ evenings, educational visits, careers days, sports day
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Key dates

= You must be aware of key dates and deadlines issued by the
awarding bodies

6
= JCQ and contributing awarding bodies key dates and 12
deadlines are provided in the Key Dates Calendar Tool 13
available from The Exams Office Online Portal. This N
interactive tool will help you: 20

o ldentify key dates and deadlines that affect your centre
o Highlight the key tasks to be undertaken

o Produce your annual exams plan
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Qualification information

What information should you gather?

All qualifications being taken in your centre. To include:

©)

©)

Awarding bodies

Specification information, qualification entry codes and type

of assessment

Candidate information — the cohorts/year groups taking each

gualification, including the total number of students
When exams/assessments will be taken

The member of staff responsible for each qualification
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Qualification information

You can use The Exams Office Information Gathering
Form template to collect information from teaching staff
about all the qualifications being delivered that will be

examined/assessed during the academic year

Undertaking an information gathering exercise will

provide an early indication to allow forward planning

You will need a completed form from each subject area
in your centre. This should be regularly updated to
capture any changes

INFORMATION GATHERING FORM — FEXAM AND ASSESSMENT INFORMATION 2022/23

To: — Behun to Exams Officer by:

[This information gathering exercise provides an early indication of exam/assessment activity for the academic
year which allows forward planning. This also enables the exams officer to provide awarding bodies with early
information where this may be required.

To ensure information for every cohort/year group is captured, please:

+ use a new table for each separate qualification - use additional forms as required

+ complete all the information requested or insert nfa if option/unit entry code does not apply
« sign and date the confirmation statement

« return by the date shown

Fully completed forms not returned on time may result in awarding bodies not providing subject staff with
preliminary or advance material needed early in the course and not providing standardisation information
to teachers of subjects containing non-examination assessment.

Information about candidates and their specific qualifications will be collected at a Jater date as final
entry/registration deadlines approach.

Awarding body Qualification type! Specification title

M2 Entry code? Spedification code*

Exam series® Option code® Unit entry code(s)’

Is regislIaﬁon,l’quaIiﬁcatiun entry YES/ NO Cohort/year fﬁeﬂr
requirad®® aroup candidates
Awarding body Qualification type Spedification title

(o]} Entry code Spedification code

Exam series Option code Unit entry code{s)_|

Is regislIaﬁon,.l’quaIiﬁcatiun entry YES/ NO Cohort/year f"':t':_esf
required? aroup candidates

Confirmation statement

By signing here, I confirm to the best of my knowledge, information provided above is correct:




Examslraining

Types of assessment — examples

Timetabled written exams

Exams in a window

On demand exams

Onscreen tests

Non-exam assessment (NEA)

Coursework

Practicals and performances

Listening exams

Speaking tests

You need to know how the
qualifications delivered in your

centre are assessed so that you can
complete tasks in the pre-exams
period, e.g. organising the rooming
of exams
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Discussion/Questions
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Exam
policies/procedures

There are two types of exams-related
policies/procedures:

= Those required by the awarding bodies
(and which may be inspected)

= Those required as good practice or to
address specific issues within the centre
(e.g. late arrivals, disruptive behaviour)

See The Exams Office Policy Checklist

ExamsOffice

POLICY /PROCEDURES CHECKLIST 2022/23

MEETING JCQ REQUIREMEMNTS

Confinm documentation in place

Yas Mo

Examination contingancy plan {which covaers oll aospacts of axamination odministration) [(GR 5.5)

Escalation process [should the haad of centre, or a mamber of tha senicr laadership team with
ovarsight of examination administration, be absant) [GR 5.3)

3 Intarnal appeals procaduers which must cover at leost:
- oppaals regording intarnal assessmant dadsions {GR 5.3, 5.7, NE& 1)
- post-rasults sarvicas ond appeals {GR 5.3, 5.13)
-  cantra decisions reloting fo occass arrangemants and special considaraticn [(GR 5.3)
4 | Maonogement of SCE and GCEE non-sxamination assassme nts policy [GR 5.3, 5.7, MEA 1)
5 Policy for daaling with an amargancy evoceation of tha axomination room (ICE 25)
& Folicy on tha wvsa of word procassors in axaminations spacific to the cantre [GR 5.3, A& 5.5)
7 | Complaints and oppeals procadua [GR 5.8)
& Procaduras to warify tha idamtity of all condidota: at the tima of tha axamination or aszassmant [GR
5.9)

Proceduras for how the centre will deal with candidotes’ requasts for ooocass to scripts, cderical re-
chades, raviews of marking, reviews of moderation and appaals fo tha awarding bodias G/ 5.13)

Procass ta check tha qualifications of the cantra’s asseszor(s) ond that the corract procaduras ara
followad [GR 5.4, AL T7)

11 | Child protaction,sofaguarding policy, induding Disclosura and Barring Service [DES) clearanca (GR
5.3)
12 | Data protaction policy [GR 5.3)

Equalifias policy [GR 5.3)

Whistlablowing palicy (GR 5.3)

Sec 00O REGQUIREMEMTS Using tha choddist, ta confimm ref in rolovont ICQ pohblizotions 5o the chovo requircmcnts
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Tasks and duties A working document
Accuracy
. Include roles and responsibilities Include areas in need of improvement, or
Do not duplicate : - -
o P E . by naming relevant staff members measures which will/need to be
Rallcies Rioce BICSHIDINatie implemented in the coming months
centres — your policies/procedures

must reflect practice in your centre
Ownership
Approval

: Policies/procedures should be
Concise completed by relevant staff — this may Policies/procedures should be
_ _ result in several members of staff approved/signed off by your line managet,

Include the relevant information — contributing to the production/updating SLT. head of centre or Governors —

policies/procedures do not need to of one policy/procedure. It is not the part’icularly those required by the

be lengthy documents responsibility of the exams officer to be i adies
the sole producer/reviewer of
policies/procedures

Publish Protection

Add the relevant policies and o : :
. Policies/procedures which accurately reflect centre practice, and that are
procedures to your centre website : : e L.
reviewed/updated on an annual basis provide ‘protection’ in the event of a

challenge/dispute with candidates, parents/carers or staff
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How to create, review and update your policies and procedures

Policy Generator Tool

o There are interactive templates within the Policy Generator Tool — including most of the policies and

procedures required by the awarding bodies (JCQ)
o Once a policy is created within the Policy Generator Tool it can be edited and updated as often as required in
a matter of minutes

o All policies and procedures within the Policy Generator Tool are reviewed/updated on an annual basis to

reflect any changes in the JCQ regulations

Exam Policy Templates

o All policies and procedures are available in Word as separate templates (or form part of the overarching
Exams Policy template) to help centres create, review and annually update exams related policies,
procedures and plans to reflect roles, responsibilities and ways of working in your centre, ensuring

compliance with current regulations
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Demonstration

The Exams
Office Policy

Generator
Tool
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Discussion/Questions
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Contingency planning

It is the responsibility of the head of
centre to ensure that contingency
arrangements are in place

It's important to liaise directly with the
relevant awarding body/bodies (who
have their own well-established
contingency plans in place to respond
to disruptions)
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Exam contingency plan

= Highlights potential risks and issues that could cause disruption to the management and administration of

the exam process
= Qutlines actions/procedures to be invoked in case of disruption

= Mitigates the impact these disruptions would have on the exam process

JCQ requires the head of centre to have in place an exam contingency plan which will:

= Cover all aspects of exam administration, which will allow members of the senior leadership team to act

immediately in the event of an emergency or staff absence

= Reinforce procedures in the event of the centre being unavailable for examinations, or on results day, owing

to an unforeseen emergency

= Consider the potential impact of a cyber-attack
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Contingency planning: non-exam time

=  Exams officer absence

= ALS |lead/SENCo absence Consider and plan in advance of key
deadlines

= Teacher absence

_ _ _ Be aware of awarding body/JCQ
= Non/late receipt of entry information requirements and regulations

= Non/late receipt of access arrangements information
Set and make centre staff aware of

= |nvigilator issues your deadlines

= Failure of IT systems Meet with your line manager/SLT to
confirm processes and procedures

= Centre is unavailable on results day(s)
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Contingency planning: exam time

= Exams officer/key staff absence

Be familiar with awarding body/JCQ

= Centre unavailable requirements and regulations

= Exam rooms unavailable

o Confirm roles and responsibilities
= |nvigilator shortage

= Irregularities, e.qg: Consider scenario planning
(supported by SLT)

o Late arrivals

o Malpractice Share contingency information with
candidates, parents/carers and staff

o Emergencies

External events outside the centre
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Exam day checklist

The Exams Office Exam Day Checklist template

includes a What to do in the event of... checklist

It covers steps to take to manage:

o Emergency access arrangements

o Candidates who are ill/distressed

o Candidates who are absent from an examination
o Candidates who arrive late for an examination

o Suspected candidate malpractice

o Serious disruption in the examination room

WHAT TO DO IN THE EVENT OF... CHECKLIST

A candidate requiring an emergency access arrangement(s) at the bime of an exam

Keep the candidate calm and comfortable and under centre supervision from the required time while appropriats
arrangements are put in place (from 9.20zm for meming session [ 2pm for afternoon sassion)

Consider if supervised rest braaks would be appropriate to ease the candidate's indisposition

Consider if an application for 25% extra time is wammanted (where the endidzte may not be conversant with the proposed
arrangement(s) being put in placs, for example the use of 3 scribe whers the candidate’s indisposition may require this)

Allocate a separate 2xam room (where/if relevant)

(Where zpglicable) Deploy an appropriately trained mamber of staff to facilitats the access arrangement (for sample
%o act &5 3 practical assistant, scoribe etc)

Apply for temporary approval using Access Arrangements Online (AA0) (where the arrangement requires this and first
gain a signed candidate personal dats consent form and complete 2 dats protection confirmation) - keep on paper/electronic file
the approval sheet, the supparting evidence (where required ) and the signed consent form and completed dedaration

Record any relevant information on the exam room incident bog (induds any judgement on how the cndidate's
indisposition may have sfected parformance in the eam)

‘Where appropriate and the candidate is eligible, gain supparting evidence statement and instigate the special
consideration process to timescale (Candidate present but disadvantaged)

A candidate arriving for an exam who is clearly unwell or exdremely distressad

reoming or access arrangement (such as supervised rest breaks) need to be put in place (also s== above)

Keep the candidate calm and comfortable and undar centre supervision from the requirad time if zlternative seating,

Make any change that may be required to the seating plan {that may be conducive to ease the candidate's indisposition -
seat by the doos, at back of reom, separate room etc,)

Erief invigilator(s): if it is likely the candidate may need to leave the exam room temporarily under supervision |
recording any relevant information on the exam room incident log (includz any judgement on how the candidate's
condition may have affected performance in the exam)

‘Where appropriate and the candidats is ligible. gain supporting evidence statement 2nd instigate the special
consideration process to timescale (Candidate present but disadvantaged)

A candidate absent from an exam

Follow your centre policy for dealing with candidate absence (if this indudes making every affort to detarmine the
wihereabouts of a candidats, inform aporopriate centre staff to instinate this)

If an zbsent candidats subsequently arrives late or very late, follow process(es) below

‘When a candidats is confirmed as absent record the absence on the sttendance register (annotating the seating plan
winuld also be useful 2= & dowble chack for confirmed absence)

Where appropriate and the candidate is eligible, gain supperting evidence statement and instigate the spedial
consideration process for authorised absence (Candidate absent for acceptable reason)

A candidate who arrives for an exam

&

Where & candidste arrives after the start of the &xam and by 10am for 2 moming exam and by 2.30pm for an
afternoon escam, follows your centre policy for dezling with candidate late arrival

If the policy permits the candidate to sit the exam {znd the @ndidate has missed the invigilator announcement etc), first
inform the candidate of the regulations (which will indude the candidate checking for any unautharised items in thair
possassion) and any erratum notice(s)

Allow the candidate the full ime for the exam

Mark the candidate as present on the attendance register

Ensure relevant information is recorded on the exam room incident log (=0, tme of armival, mformation given etc,)
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A candidate sits the
wrong paper...

= Contact the awarding body for guidance

=  Advice will normally be based on whether
the candidate is:

o Secure — under centre supervision

o Not secure — not under centre
supervision

= To reduce risk, consider:
o Candidate briefings
o Invigilator training
o Seating plans
o Invigilator announcement

o Candidates who arrive late

\

Q

;
!
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Contingency

planning

Activity — Risk
Assessment

There is always the potential for events

to cause disruption to exams. You can
reduce the chances of this by looking at the
location and set up of your exam room/s
and identifying any risks to the smooth
running of exams. Once you have spotted
risks, you can take action to reduce them.

On the diagram circle any areas
that risk causing a disruption to
exams and also think about the
actions you would take to reduce
each risk.

O
)
)

Music Classroom

"m & o &=

Student toilets  Student bags Fire alarm Outdoor seating

Invigilator
(there are two
in the room)

A Level History, 2h 30m -
9 candidates

GCSE Geography, 2h - Disruptive behaviour
15 candidates

GCSE Music 1h 30m - Exam clash

10 candidates

Each square represents a candidate's desk (candidates are seated facing
the invigilators)

. History of panic aftacks
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Discussion/Questions
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Briefing candidates,

parents/carers and centre CANDIDATE EXAM

Staff HANDBOOK
2022/23




Availability of senior Check awarding

ExamSTra”’“ng members of centre body instructions

staff immediately
Information after the publication
for of results Exam room
candidates posters
documents

for full details of
what’s required

Written procedures
for dealing with
candidates’
requests for post-

Written complaints
and appeals What needs to

procedure (covering be shared?
general complaints)

results services

Notice to Written
centres: _ internal
People Contingency appeals

present in the p!ans f(_)r any orocedure
exam room disruption to
exams
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How to inform
candidates,
parents/carers and
centre staff?

Discussion

= What methods could you use to
share information required by
awarding bodies?

=  Will you include any additional
information?

= \When should the information be
provided?
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JCQ Joint Council for N

ae Qualificationser

Confidential exam
materials

= JCQ Instructions for conducting examinations
(sections 1-5)

Instructions for conducting examinations

1 September 2022 to 31 August 2023

For the attention of heads of centre, senior leaders
within schools and colleges and examination officers.

= Centres must be able to demonstrate the
receipt, secure movement and secure
storage of question papers and confidential
materials (section 1.3)

Revrson one: 25 October 2022

Produced on behalf of.

CiG:yuds OCR @ Pearson ﬁﬁg

= The head of centre must ensure that all
necessary arrangements are in place
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Storing confidential exam materials You can undertake an

assessment of your
secure storage using
o Secure room (the ‘box’) The Exams Office
Secure storage and
confidential materials

= Requirement — a ‘box within a box’

o Secure storage facility (the ‘box within the box’)

checklist (this is a self-

= There must be between two and six key holders only, each of assessment and does
whom must understand their responsibilities as a key holder not replace awarding
= The secure room is a room that must only be used for the purpose _body S
of administering secure examination materials with access Inspections)

restricted to the key holders and staff approved by the head of
centre, who must be accompanied by a key holder at all times

= The secure storage facility is the secure safe/cabinet which must
be accessible to the key holders only
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Receipt of question papers (JCQ ICE, section 1)

2 3 4 Staff at the initial

Materials must be A\ e e e [ point of delivery

the initial point of
delivery

Question papers signed for by centre
arrive at the centre staff at the initial
point of delivery

must immediately
inform a designated
keyholder of the
fre delivery

Question papers, still
in their despatch
packaging, must be
moved immediately
to the secure room

2-6 keyholders Only authorised
All keyholders must members of centre

fully understand their staff can handle the
responsibilities materials
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Checking and arranging question papers (JCQ ICE, section 2)

Checking must take 7 Packets must be 8 9
place as soon as checked against the Arrange question
possible on the day awarding body A log of the check papers in timetable
of receipt and be despatch note and must be kept date order in the
undertaken in the the centre timetable secure storage facility
secure room or entries

6

If this is not possible, ; 1 O

the material still in its
despatch packaging Do not open the

must be transferred Inform the awarding sealed packets in
immediately to the body immediately if advance of the
secure storage facility. there are any issues scheduled exam date
Checking must take and time
place no later than the
next working day
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Live awarding body question
papers (in any format)

Where should , _
. Live awarding body
the materials pre-release material

listed be
stored? papers

Centre ‘mock’ exam question

Live materials issued by an
awarding body for language
speaking tests

Exam stationery issued by an
awarding body (e.g. generic
candidate answer booklets)
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Discussion/Questions
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Training your invigilators

A training session on the current Instructions for
conducting examinations regulations must be
held for any new invigilators and those
facilitating an access arrangement for a
candidate under examination conditions

An annual update meeting must be held for the
existing invigilation team so that they are aware
of any changes

A record of the content of the training given to
invigilators and those facilitating an access
arrangement for a candidate under examination
conditions must be available for inspection

INVIGILATOR TRAINING RECORD 202223

Tnis recand of Eraining ensunes compliznoe watn e Joing Councl for Qualfications {320) requirements:

A Eraining se=shon on these currentt regulatiors mast be hald for anw nesy insdgilabors and Enose fad kating an acoms
amangement for a candidate under @amination condibons. &n armusl uodabe mesting mest be held for the esdsting

Imrsigilation team o Bt they ame aware of any changes.

Cnines must ensure Enat the iesting of imsgiiators’ competence and thsr understanding of these regulations 5

rigormues. This must ko mdend o thase facl kating an acress arangomant.

& recond of the content of the training ofen ba imsdgilstors and| those fadlitating an aoess amanoement for a
candhdabe: uncder exarmination condiEions must be avallable for inspection and) retained on file unbil the deadline for

revieys of marking has pessed or untll oy appeal, malprackios o ofner results Enouiry has besn completed,

whidhever is laler,

Centre: name Date of trining

Head of cenire

dofvered
Exams officer by

Tne tabie(s) bekvs records the content delvered in this braining session. The conbent reflects the
requiremaents of the J00 nushoation Instrecticns for comducting examinations 2022-2033 (ICE)] that

Impact on the roke of the invigilatar [and where 2ppicabie, faciitabors) thereby ensuring that invigilabors

are appropriately tramed inthedr dubies, &now what |5 expected of them and ame fully prepsred ko conduct

examiinatiats in this centre.

Tne section af 1CE or ather 00 publication {whene applicable) to which an instructon relates s detalled. o
" against an insbruction cordinrs the schal comtent covered inthis session. (X against an instnsction
indicabes net coyened inthe session or N4 indicates not aoolcable to invigilbors conduching examinations

in this centra ).

TRATMING FOR NEW INVIGILATORS
(0 a mefresher session for eoperkenoed imigl ko)

By imeigilyinrs: INSTRUCTIONS FOR CONDUCTING EXAMINATIONS.

-

Inwigilation arangements

‘Whizre | find Be ICE regulatons

‘Wit does the 00 manedt of me as ani iragilator 7

- Chedilist for imsigilaiors [for weitten esaminabons] s jog ong g eams-offiosioe—
Irestructions-for-conducting-esami nations

‘Wit irsdigilabors riesh/mist not da
‘iden - The role of am invigilator

Frepaning for the examinaton

Ekarting Eimes for mamnatons

Timetanie chisres and DviEmeg il SUpenision armangiements

Tandid

Fesountes for eaminations
- Inforemation for cancidates dor writen examinabons
“Widen - Exsmination materials

9
Appendie 5
(9, 10, 19}

ILsing cakculaiors.

focommmiodation
‘Widen - The examination rocm

1l
(11

A& the beginning of the esamination

Identitying cancidates
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Assess the current situation

= Who are your invigilators?

=  Will you have enough invigilators for assessments/examinations being conducted in the current

academic year?
= How did your invigilators perform during the last exam series?

= Did any previous awarding body centre inspection reports highlight any areas in need of

improvement?

= Do you need to make additions or changes to your team?



Examslraining

Test your knowledge...

Regulation (JCQ Instructions for conducting examinations)

A relative, friend or peer of a candidate who has been appointed as an
invigilator must not be the sole invigilator in the examination room

Teachers and senior members of centre staff can act as invigilators

A Level students enrolled at your centre can invigilate during a GCSE exam

Invigilators are allowed a mobile phone in the examination room

A ‘roving’ invigilator must also be used where a candidate with a medical
condition is taking an exam in room on a 1:1 basis with an invigilator

True or False
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Key areas to consider

How will you train/update your invigilators — what are the available options?

=  When will your training take place?

= Which areas need to be covered when training new invigilators?

= Which areas do you cover in your annual update meeting for existing invigilators?

= Which centre-specific areas must be covered with your invigilators during a training session?

= How do you create a team of ‘competent’ invigilators?
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Quiz — Question 1 A — Hands on
head
= How many countries are playing in the World Cup?
o B — Hands on
o 28 hips
o 32
o 36 C — Hands behind

your back

D — Hand in the
air
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Quiz — Question 2 A — Hands on
head
= How many laps are covered in the Abu Dhabi Grand Prix?
oo B — Hands on
o 48 hips
o 52
o 58 C — Hands behind

your back

D — Hand in the
air
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Quiz — Question 3 A — Hands on
head
= How many restaurants in Dubai have been awarded at least one

Michelin star?

B — Hands on
o 8

hips
o 11
o 14 _

C — Hands behind
o 25

your back

D — Hand in the
air
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Quiz — Question 4

=  Which is the tallest building in the world?

©)

O

@)

Burj Khalifa (Dubai)
Shanghai Tower (Shanghai)
Makkah Royal Clock Tower (Mecca)

Ping An Finance Center (Shenzhen)

A — Hands on
head

B — Hands on
hips

C — Hands behind
your back

D — Hand in the
air
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Quiz — Tie break

= How many kilometres are covered in the Abu Dhabi Grand Prix?
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Training your invigilators

The JCQ

o Instructions for conducting examinations (ICE)

See A guide to preparing for invigilator training

o Checklist for invigilators (for written examinations) — invigilators must be made aware of this document

o Invigilator training checklist

The Exams Office — certificated training

In-house training (discounted for members)

o O O O

The Exams Office — online materials
o Presentation and speaker notes
o Awide range of support materials/resources

Online training and assessment (free to access for members)
Timed assessment — Invigilator Digital Accreditation (IDA) (free access to members)

Regulation changes training for existing invigilators via an online Zoom/Teams meeting
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Training your invigilators

HOME~ KEY DOCUMENTS\ TRAININGv JCONFERENCES+] INVIGILATION v} ONLINE PORTALv NAEO Q

ExamsOffice
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Training your
Invigilators

O

Option 1: Use The Exams
Office online training and
assessment programmes

Option 2: Create a training
programme using The
Exams Office resources and
JCQ documentation

Option 3: Arrange for an
invigilator trainer to conduct
an in-house session at your
centre

Option 4: (For experienced
invigilators) Arrange an
online update meeting on
regulation changes for the
current academic year

Training your invigilators

Gelow are the range of oplions allered by The Exams OFfice Lo centresfexams ollicers o halp yau rain your invigilalors.,

In-house Invigilator Training

The Exams Office oflers a training session for new and experienced
invigilatars deliviered in yaur cemine by ane of our Lrainsrs.

Far JCQ inspection purposes, certificates will be available for &l
participants

The Tollowing areas are covered during eackh session:

» The gualities reguired 1o invigilals
s Irmvigilaticr arrangerments
The robe ol an invigilalor
What does the JC0 expect ol me a5 an insigilator?
What il"ll.l'ig_iHI.I'.‘ll'E musL'musl not da
s Praparing for Lhe exarmination
= AL the beginning of the examination
s Dwriing Lhe exarnination fincludirg dealing with irregularities,
malpraclice and emergencies)
& AL the end ol and alter the examination
s Instrwctions for conducling on-Screen s fogtional)
s [xam regulation changes Mo Lhe currenl acsdermic year
s Irvigilatingg and Facilitating acoess arrangemenl candidates
I:iI"II'JLIdiI"'E Lhe ralecirules - ol a reader, acribe, |J|'.ir.'|.iL.i| AL,
prImpLer - and othear Fhain sooecs drl"ﬂl'l&l.'l'l"ll."ﬁﬁ:l

The cost of this training will be confirmed by your trainer
(dependent on time and detance of ravel o iraining senoe)

Belaw is an mdication of Lhe mimimum ast:

& 25 irvigilatars ar kess from £325 (Mon-mermbers fram £395)

a 26 - S0 irvigilaiors from £425 (Mon-memibers from £455)

s S04+ imwigilalors froem £9 per iwigilator (Moo memiers fram £12
e inwigillaLor)

Online Training and Assessment

[Oyptian 1) INVIGILATOR TRAINING AND ASSESSMENT MODULE -
nordined units designed wo mform and measune widersLanding

[Cptiaen 2 INVIGILATOR DIGITAL ACCREDITATION (IDA) - & tirried
amgesarrenl designed Lo asess and rheature understanding

Anoess to both options s induded within your centre membership o The: Exams
Odftice

Training Presentation

[Oyptian 1) INVIGILATOR TRAIMING VIDEQS - Deliver Lraining via
videos recorded By our rainers I invighalons in your centre (including
Facilitaling and bwigilating Access Arrangerments and Conducting s
SCreser LEsLs Lraining wideos)

(Ot 2) PoweerPoint presentation - Customize and deleer 4
presenlation Lo inigilaors in your cenre

« [NVIGILATOR TRAINING FRESENTATION TEMPLATE cuppsoned
by TRAINER NOTES TEMPLATE

« RCCESS ARRANGEMENTS: TRAINING PRESENTATIOMN
TEMPLATE

Anoess tobath options s incuded within your centre membership to The Exams
Office

Regulation Changes Training - Online via Zoomi/Teams

Baakings are being taken o an online ZToomdTeams session wilh one
of cur Sulyject matter experts Lo updale your experienced
invigilatorsfexisting invigilation veams in |00 regulation charges for




The Exams
Office
Invigilation

resources
and training
videos

Examsiraining

Demonstration
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Existing invigilators

= Which areas do you cover during your annual update meeting for your existing invigilation team?
o Regulation changes for the 2022/2023 academic year
o Areas of concern during the summer 2022 exam series
o JCQ Checklist for invigilators
o Key documentation
o People present in the examination room (JCQ ICE, Appendix 8)
o Formal examination conditions and levels of formality (at the beginning and end of the examination)
o Managing an emergency evacuation of the examination room

o Amending a discrepancy on a candidate’s script
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Summer 2022 exam series — areas to note

= |ncorrect administration of extra time = Mobile phones in the examination room

llowan ithits | inati
allowances = Fitbits in the examination room

" Calculators used in non-calculator = Computers used in breach of the regulations

examinations
= Candidate scripts not handled securely at the end of

= |ncorrect timings written on the board at the examination

the front of the examination room
= Candidate anxiety during the examination leading to

" (Centre supervision not correctly observed malpractice/breaches of security — e.g. a distressed

by candidates with a timetable clash candidate leaving the examination room with the

= Candidates ‘escaping’ centre supervision guestion paper
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At the

* Finishing the
examination
end of

| the exam

Supervising the candidates
Candidates who arrive late
Completing the attendance register
Leaving the examination room
Malpractice

Emergencies

Preparing
for the
exam /
/4

Centre-
specific

areas /

During
the exam)

N

Accommodation

Starting times for examinations
Timetable clashes

Resources for examinations
Using calculators

Invigilation arrangements

At the
start of
the exam

Ildentifying candidates

The people present
Question papers, stationery
and other equipment

See Centre specific invigilator training record
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Reliability
o and
Invigilator competence el fty
. H q _ Recgrd Support for
ow do you define keeping the exams
‘competence’? (exam officer
room)
= How do you evaluate your Factors to
invigilators? consider

= How do you inform invigilators

Knowledge
that they are no longer Support for and
required? colleagues training

Interaction
= How do you evaluate your with

invigilators if you are new to the candidates
exams officer role? and staff
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Discussion/Questions
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See Invigilator training record

Training videos — checklist

The Exams Office video JCQ ICE reference

The role of an invigilator Section 12
Examination materials Sections 9, 10 & 19
The examination room (animated) Section 11

Who should be in the examination room? Sections 16 & 17
Question papers, stationery and other equipment Section 18

Starting the examination Section 19
Supervising the candidates (animated) Section 20

During the examination (candidates who arrive late, completing the attendance register, Sections 21, 22 & 23
leaving the examination room)

Dealing with instances of malpractice (animated) Section 24
Dealing with a fire alarm (animated) Section 25
At the end of the examination Sections 26 & 27

Conducting on-screen tests Appendix 1
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Managing an exam day

The Exams Office has produced a series
of animated videos which support exams
officers in managing an exam day, and
dealing with unexpected events, instances
of malpractice and irregularities

EXAM DAY CHECKLIST

Preparing for mach eam seshon

Chini e-mall [asd readl, Tor arry [astmiris eratemn noboss from awanding Sediss Sor that day's e me)

{15 M st sora] [chebiy B question paper packiet(s) for aach exam in the seesion (and asy ermabes rotho]
vt Sl quesion pacerts muid el b e from e e fera Gty ustl = posnitiod e

i A requined stationery [uq. aseswer ook sdelitin | or sipslereasinng S Sebnhookkits I asproscate)
Chince chean coptes of any fonmulaydata bookiots: added (v I mguised by U ausje)

A the (an] stendance regisier for Bach miST pape

A the seating plan (asd indeant log) Tor sach exam noom i weed, s can reom checkie asd rason dest 10 casls)

Removing question papers from secure storage (witin U serimed tee)! Confinm a member of statft [addtional
bo the person emowing the papers fom woure shorage) chodes the desy, dafie, seedon [Bme ), subjedt, unkfmmponent
(amd tier of entry  apolicabie) immad ately before a question paner packet ks opened and that this check is recorded

Anress arrangensests | wdsin S porritied deatees): Frepare any papens) roguired bo faclibste an acoees

arangement
Inchude any ordened modified paper{s | and any megquired oover sheelis)

Bried inssigll ators on all the amangements for the mem session they need Bo b aware of, inchading:
s smd m 6 i TR moorn and lhe pasens] duration
i s Gueslins poapecs, som slalienery, 0% mabariak ahd any o oSoeE)
i i P e
v g plon asd the ar for any @k S casddatuls] (¥ sppticabsia)
bl beforrsed of arrp candila e s) mith an access anarsgerrens o made amare of lhe Soess ae angs neEnlE|
e {mbire apshoati)
o e suservideh arrasgaTsls S ey Hrsilab o s s el Sabar’s) Beleeain iearn pasers king plass within thel saTe
b [ ol
o e sservich arasgaTeesls B e Hrsilal o e s el Sabes) Bedweain i pasers leking plass within a different
ks [ d ppleablad
o et Mo comsheting thic i roon Sl {ebens asplitabl ) st B e oo nckdent 159
o e costents of Hslr sarn roce Boe (wiers soondded]
Bried anwy rowing inmiiglabon 5] om the moms) o be enfored) and the armangementi's) Bo be obsoreed

After ench axam session

(s appicabie) Morge scripks for candidates under separabe inssigl aonfin seoarate roomsyat an aliemative sbe
waith thome: of the main oohort ek e dheils Secamsany Seipts mbra o prosiets)

Final chiscicof eompleted attendsncoe regisber and soripbs for £ch exam ane in reglter onder

Fads and smal in nedevant ssanding body srmipt dispaich envelopeds) (Do sok st J rytiieg ol bn pasuge)

Chinlc e-mall [or mal, Ser sy noification of leeninie Senges b asminer dobal k)

At ecaming address labels) bo pacage!s] - complebe dispatch log O appticalio 1o th il bt serdca)

Shone: packaged 5] in seoune roam untll dissstch

Complefie and submit 1o timescale any requined follow-up reoorking o the ssending body Jieshed rg ey sary o ashal
rasort adeg CAP, suspactod maipeaetion: ngpen, specal coradderaton agplcationd

Prepaning for the nest mem session ey

Finail chsca ini B sisoune shorage Ry that correct and sulficient guestion peapors ane lable: for pach eaam

Final chec and collaban of anmy ofner reguined resouroes and arssser bookiets, Fnemded (chect Srough sk
ekalion sapar Barhel W nikry or raler 10 amaslisg body o i rabadal )

Chinci o-madl [a=d readl, Tor arry @emlurm or other urgen? sobbaels ) Som amasiag bodi)

Apcess arrangensents: Check armanoeTents n pacefsil be i place at the time of the eam
Chieck hard copies of ordened modified papers svailadie in sooure shorage oy (whenm aspleabla)
Prepane any requimed oowver shsets (aisiss & palieabli)

Chicgreshock e noom boees) fwhess appfical)
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Managing an exam day
= Exam Day Checklist animation includes:

o Preparing for each exam session o What to do if a candidate is absent

: from an exam
o After each exam session

o What to do if a candidate arrives late

o Preparing for the next exam
for an exam

session/day
o What to do if a candidate arrives very

o What to do if a candidate requires an
late for an exam

emergency access arrangement(s)

at the time of an exam o What to do if a candidate is
suspected of or committing actual
malpractice in the exam room

o What to do if a candidate arrives for
an exam and he/she is clearly unwell
or extremely distressed o What to do if there is a serious

disruption in the exam room
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Activity

A candidate arrives on the morning of the GCSE history exam with a
broken arm. Put the actions listed below in the order you think they
should be undertaken. Can you think of any other actions which need
to be considered?

Apply for emergency access arrangement/s — e.g. scribe

Address rooming/seating arrangements

Organise supervised rest breaks, if required

Apply for special consideration (where appropriate)

Organise an appropriate member of staff to act as the scribe

Ask the candidate if they are right or left-handed

Organise appropriate invigilation

Allow the candidate to undertake the examination
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Managing malpractice

It is important that all centres are aware of the
risks of malpractice and take steps to prevent
It occurring

Where malpractice does occur, it is vitally
Important that prompt action is taken to
safeguard the integrity of qualifications

Centres must have in place robust processes
to prevent and identify malpractice

JCQ Joint Council for
sic Qualificationser

Suspected Malpractice
Policies and Procedures

1Septemnber 2022 to 31 August 2023

Revised for 2022-23

Guilds s
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What is malpractice?

= A failure to follow the rules of an exam or assessment

= |ncidents of malpractice arise for a variety of reasons:

o Intentional incidents aiming to give an unfair

advantage in an exam or assessment

o Lack of awareness of the regulations, carelessness,
or forgetfulness in applying the regulations — often called

‘maladministration’

o Force of circumstances beyond the control of those
involved (e.g. supervision of candidates is disrupted by

an emergency such as a fire alarm)
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What is malpractice?

= The JCQ awarding bodies divide malpractice into the
following types:

o Breach of security

o Deception

o Improper assistance to candidates

o Failure to co-operate with an investigation
o Maladministration

o Candidate malpractice
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Reporting malpractice

= Centres must report all suspected malpractice to the
awarding body/bodies

Candidate malpractice

= Form JCQ/M1
=  Statements
= Evidence

Centre staff malpractice/maladministration

= Form JCQ/M2
=  Statements
= Evidence

Potential breach of security

= Contact the awarding body immediately
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See Appendices 4, 5, 6

and 7 of the JCQ
Possible penalties Suspected Malpractice

Policies and Procedures
document

= Sanctions imposed by awarding bodies can include:

= No further action = No further action = No further action

= Written warning = Written warning = Written warning

= Loss of marks = Retraining = Action plan

= Disqualification from the = Special conditions = Additional monitoring
whole qualification = Suspension = Restrictions on examination

= Disqualification from all or assessment materials
gualifications in that series = Suspension of registrations

= Barred from entering for = Withdrawal of approval

exams for a set period of
time
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Malpractice for GCSE, AS and A Level: Summer 2019

Ofqual’s official statistics for the 2019 summer series in England (published December 2019)

= The largest proportion of penalties against centre staff were for maladministration (the failure to

adhere to the regulations of examinations and non-examination assessments)

= The most common type of candidate

Mobile phone and other communication devices: main

malpractice reported in 2019 was the reason for student penalties

introduction of a mobile phone or other

. Mobile phones and other communication devices
Other reasons

. Inclusion of inappropriate materials in scripts etc.

. Other unauthorised materials

Disruptive behaviour

Plagiarism

communications device into the examination

room, the same as in previous years. This

category accounted for 46% of all student

penalties
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ldentifying and preventing malpractice

Identification & Actions

Prevention
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Identification & Actions

Identifying and preventing malpractice

Timetable clashes
Prevention

= A candidate with a timetable clash

cannot be located by the invigilator
at the end of their exam in the first
session of the day
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ldentifying and preventing malpractice

Identification & Actions

Prevention
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Discussion/Questions
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POLICY/PROCEDURES CHECKLIST 2022/23

MEETING JCQ REQUIREMENTS

Confirm documentation in place [esiNol

1 | Examination contingency pian twhich cavers all aspects of examination sdministration) (GR

The ® 53
2 | Excalation process (shoud the haad of cantre, or a membar of the zanior leadarship tesm
with aversight of examinaticn sdmistration, be absent (GR 5.3)
3 | Intemal appeals procedure which must cover at least:
3ppaals regarding internal assassment decisions (GR 5.3,5.7, NEA 1) CENTRE-SPECIFIC INVIGTLATOR TRAINING RECORD

past.resuts services and appess (GR 5.3 513}
- etz name Dtz of Training
centre decisions relating to access amangements and special considera
Bams omar L
4 | Management of GCE and GCSE non-examinaticn assessments policy (GR ¢ etz oy

Policy for dealing with 3n emergancy evacustion of the exsmination room  The: table{x) beiow reconcs the cantent delveres In iz trabing/briefing sessicn. The secion of the 33
Dunicetion for 0 WhIET 20 MSTUCTIN r=ates [uners
spplcabic) bs cetalled. A ¥ agoinst an Instruction confims the actuzl content covered In Ehis session. (X
i

o

Policy on the use of word processars in examinations specific to the centre

5.8) ageinst 2n Instruction Indicates not cowersd In the session or N/A Indicates not applicable to Inviglistors
mncucng s centreg
7 | Compiaints and appeals procedure (GR 5.8) TRAIMING FOR. NEW INVIGILATORS
for e i
8 | Procedures to veriy the identity of sl cancidates at the time of the examin [ s |7
assessment (GR 5.9)
Framarmg ror
e W@!ﬂg_ — = 9 | Pracedures for how the centre will deal with candidates” requests for acces | Starting times for examnations. 5
ﬂ‘ﬂ__/‘—’:‘—’ = clesical re-checks, reviews of marking, reviews of moderation and appeals t | fanfirmes smzzors
bodies (GR 5.13} Timetats " 7

10| Pracess to chack the qualfications of the centres assessorlsl and that e ¢ | Bo = e e pam
procedures are followed (GR 5.4, AAT) i
11| Child protection/safeguarding policy, including Disclosure and Barring Ser | pr — -
<learance IGR 5.3) Hme b mone Than thies hours Induging Spproves e e 2lowancas and/or supen/sas rst
e

I

Data protaction policy (GR 5.3) coenman
ovad 1 2 Iater or sariar fazon Wb, the came cxy

Equalities policy (GR 5.3) Resources for examinations K
Confirmas the rescurnts the T PVICES IS ST MO 20 WhIt 2uthorsas matERE
the cerire o orovice

S

=

Whistleblowing palicy (GR 5.3)

the checkint, levart JCO publica

Homepage

Select an icon to access the required resource

Confirme If ey senior members of cntre: siaff wil be, or 2= lkely (o be, pres=rk in the mam
paihc s performing In e

= oo
Confimes

‘Quaction papers, statianery, materiais and ofhas equipment =

et -

Append

Centres may wish to laminate copies of this announcement or alternatively digitally record it. If
using a digital recording centres must consider alternative means of communication for
candidates with a Hearing Im

4 WAt o el INVIGILATOR ANNOUNCEMENT 2022/23 To be published in Assessment Portal

i September 2022 T— . A
Training Videos

A range of updated videos to support exams officers, including training for
or click here to download invigilators and facilitators of access arrangements, will be available from
September 2022. Please note that the 'Exam Changes' training videos will be
available in December via a PIN code ONLY to those who attended the training
event until the end of 2022, and accessible to all from January 2023.

Please note you may need to right click and ‘Save As..." or 'Save Link As..."

depending on your browser settings

A suggested announcement given at the start of written examinations taken during the
202272023 academic year reflecting appendix 3 of |CQ's Instructions for conducting
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©)

ExamsOffice

=  Online Portal:

New Exams Officer Induction and
Assessment Module

Exams Officer Digital Accreditation
(EODA)

Invigilator Training and Assessment
Module

Invigilator Digital Accreditation (IDA)

Senior Leader/Line Manager Training
and Assessment Module

Training Videos — exams officer
training events and invigilator training

Policy Generator Tool

Online Key Documents Library
(including termly checklists and new
exams officer monthly guides) /
Centre Exams Handbooks

Exams Timetable Tool

Key Dates Calendar Tool

National conferences
Desk diary; calendar, wall planner
Online invigilator update meeting

Dedicated resources for new
exams officers

Key documents — over 150 guides,
checklists and templates

Invigilator training resources
Articles
Exams Blog

Monthly exams update (including
email update)
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Demonstration

The Exams
Office

website
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Tasks for the coming months

= Download the monthly support guides for new exams officers and the termly checklists from The Exams

Office website
= Create a centre annual exams plan
= Gather qualification and candidate information
= Meet with key centre staff (e.g. SENCo, premises team) and agree tasks/roles/responsibilities/deadlines
= Check the most recent centre inspection report
= Ensure centre policies are created/reviewed/updated
= Evaluate/recruit/train your invigilators

= Arrange to meet with your line manager on a regular basis
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= www.TheExamsOffice.org

= Facebook: https://m.facebook.com/theexamsoffice/

= Follow us on Twitter: @ TheExamsOffice

Thank you for attending
and have a safe journey


http://www.theexamsoffice.org/
http://www.theexamsoffice.org/
https://m.facebook.com/theexamsoffice/

