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MEMBER MESSAGE  

Key information ahead of the summer exam series 

With just over a month until the start of the summer exam series, exams officers will be putting final 
preparations in place to ensure that each exam session/day runs smoothly and that contingency plans are in 
place to cover all eventualities. 

Below are some resources which exams officers may find of use in the coming weeks: 

Evidencing online invigilator training content 

In response to a recently published JCQ infographic - Key reminders for exams officers – we have 
produced some new documents to support members who have utilised our online module to train their 
invigilators. 

These documents detail the content of the training material within units 1-4 of the Invigilator Training and 
Assessment Module (IT&AM). 

Section D of the JCQ infographic confirms the following:  

• The materials used to train invigilators must be on file and available for inspection 

• A JCQ Centre Inspector will want to see the content of the training material and a record of 
invigilators’ attendance 

Therefore, it is very possible/likely that JCQ inspectors will be wanting to see the training materials used by 
centres. 

However, it may be problematic for an inspector to see the actual online units and their contents within the 
module. The documents found on this page of our website therefore confirm the content of the training 
material in the IT&AM - www.theexamsoffice.org/invigilation/invigilationsupportresources/. 

(Please note that you will need to be logged in to view this page and the relevant documents) 

Additional information is provided in the text box underneath the listed documents which explains their 
purpose/intention. 

These are also signposted on these (public) pages: www.theexamsoffice.org/invigilator-training-and-

assessment-module/ and www.theexamsoffice.org/invigilation/. 

We recommend that centres download the content for the units used to train and assess their invigilators 
alongside their certificates (to prove attendance and completion) and have these ready to present to the 

JCQ inspector (if requested) 

In the coming weeks, we will be producing a similar document for the Invigilator Digital Accreditation (IDA) 
which will show the content of the assessment material in the IDA.  

The IDA is a timed online assessment which measures the knowledge and understanding of trained 
invigilators (and where relevant, facilitators of access arrangements) of what is expected of them when 

supervising and supporting candidates under examination conditions. 

Managing your invigilators 

  

https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
http://www.theexamsoffice.org/invigilator-training-and-assessment-module/
http://www.theexamsoffice.org/invigilator-training-and-assessment-module/
https://www.theexamsoffice.org/invigilation/


 

 

M O N T H L Y  

U P D A T E  

Many centres are still experiencing a lack of invigilators ahead of the summer exams series. As it becomes 
increasingly difficult to recruit, DBS check and train new invigilators in time for the exams series, the 

National Association of Examinations Officers (NAEO) has produced an article which considers how 
examinations can be managed to minimise the impact of a lack of invigilators and maximise the invigilators 
available during each exam session. 

Reporting malpractice 

The NAEO’s CEO message for April provides advice and guidance for exams officers when reporting 
malpractice, and in particular when senior leaders or the head of centre fail to report the malpractice. The 
message highlights the options available to exams officers who find themselves in this difficult position.  

Rooming and seating plans 

As exams officers complete the key task of rooming and seating candidates for each exam session, The 
Exams Office has produced an article which considers the factors which should be considered before rooms 
are selected for each examination and seating plans are devised for each exam room. This article also 

contains general good practice, hints and tips when rooming and seating candidates during an exam series.  

Candidate briefing 

A reminder, for exams officers who are still to deliver a candidate briefing on exam regulations, that our 
Instructions for candidates video is available to all member centres.  

(Please note that The Exams Office gives permission to member centres only to use this video during 
candidate briefings and to host this on their website to share with parents/carers) 

To support the delivery of this video users should also refer to the ‘INSTRUCTIONS FOR CANDIDATES’ 

BRIEFING TEMPLATE. 

Artificial Intelligence (AI) Use in Assessments: Protecting the Integrity of Qualifications 

On 28 March, JCQ published its latest bulletin which contained information on the use of Artificial 
Intelligence in assessments. 

Within this bulletin, a link was provided to a document on the JCQ website which requires centres to update 
their malpractice/plagiarism policy to reference the use of Artificial Intelligence and how this is addressed 
by centres to protect the integrity of assessments. 

Once we have further information, any relevant policies and policy templates will be updated to include 

references to Artificial Intelligence if appropriate. 

VTQ update 

Ofqual has launched a new VTQ information hub to support exams officers and subject teachers in schools 
and colleges. The hub brings into one place the key dates awarding organisations set to ensure the timely 

delivery of level 3 vocational and technical qualification (VTQ) results used for progression to further study. 
It is the latest in Ofqual’s package of measures to create parity for VTQ students in summer 2023. 

Ofqual is asking exams officers and teachers in schools and colleges to work together earlier, during term 
time, to support students expecting to receive results in August. Awarding organisations have introduced 

earlier term-time checkpoints to make sure they can identify and track students’ progress. Using the 
information hub will help exams officers to work effectively with awarding organisations during term time to 
ensure these students get their results when they need them. 

A letter from Jo Saxton, Ofqual’s Chief Regulator, has been sent to all schools and colleges to raise 
awareness of the launch of the information hub. 

General update 

https://www.thenaeo.org/articles/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/monthly-message.aspx?nid=109
https://www.thenaeo.org/monthly-message.aspx?nid=109
https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/exams-office-articles/
https://youtu.be/sifbrx9_do4
https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/key-documents/pre-exams/
https://mailchi.mp/9589ca626d09/jcq-update-28-march-2023?e=a459d379dc
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/
https://www.gov.uk/guidance/key-dates-for-vocational-and-technical-qualifications-in-2023
https://www.gov.uk/government/publications/vtq-results-action-plan-measures-for-2023
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In the coming weeks, we will be emailing members with further information on the following: 

National Association of Examinations Officers Summer Conference 

The Exams Office training events 2023/2024 
Exams Officer of the Year 2023 - Nominations 

___________________________________________ 

APRIL ARTICLE 

This month’s article - FACTORS TO CONSIDER WHEN CONFIRMING ROOMING AND SEATING PLANS 
AHEAD OF THE SUMMER EXAM SERIES - considers the key factors which should be considered when 
rooming candidates and devising a seating plan. 

APRIL EXAMS BLOG 

This month’s blog - THE IMPORTANCE OF A WELL PLANNED, COMPREHENSIVE PRE-EXAMS CANDIDATE 
BRIEFING – considers the key areas which an exams office should focus upon when planning a pre-
exams candidate briefing. 

___________________________________________ 

TEO NEWS AND UPDATES 

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

Annual dispatch 

A reminder as announced in the March update, our annual dispatch of The Exams Office diary, calendar 
and wall planner will be sent to centres in late June/early July and not in September as has been the case 
in previous years. 

To ensure that you receive your dispatch, ensure that your centre has an active membership to The Exams 
Office. If your membership renewal is due in September, an invoice will be sent in June which will need to 
be paid or a Purchase Order Number supplied. 

Exams Training 

(REMINDER) Training events 

In the coming weeks, we will be emailing members with further information on dates, venues and 
booking arrangements for The Exams Office training events 2023/2024. 

Online Portal  

(UPDATE) Invigilator Training and Assessment Module  

Documents providing the content of the training material within units 1-4 of the module are available 
here. 

(UPDATE) Key Dates Calendar Tool 

See the latest update here. 

Exams Officer Digital Accreditation  

(UPDATE) Question and mark report  

https://www.thenaeo.org/cpd-and-events/summer-conference.aspx
https://www.examstraining.org/
https://www.thenaeo.org/rewards-and-awards/member-awards.aspx
https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/blog-2/
https://www.theexamsoffice.org/blog-2/
https://www.examstraining.org/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/kdct/
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A click button is now provided against the Mark for each test taken. This functionality allows the user to 
see a report of the questions asked and the marks awarded for that test.  

Note, this reports on the latest attempt of the test. Where a user may fail a test and schedule to take 
again, the report becomes unavailable until the re-scheduled test is taken, and result confirmed. 

Online Exam Store 

(REMINDER) With the beginning of the summer exam series fast approaching, we 
would advise any members aiming to purchase any ‘in stock’ items, to place their 
orders as soon as possible. Our current lead times are 5-7 working days for 'in stock' 
items. 

National Association of Examinations Officers 

(NEW) Messages and Articles 

Chief Executive Officer's Message: The importance of reporting malpractice 

Articles:  

(Exams) Managing examinations within your centre to minimise the impact of a lack of 

invigilators 

(Legal) Tribunal Claims and their Time Limits 

(Mindfulness and Wellbeing) How to love your job 

(UPDATE) ‘Rewards’ draw 

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

Mirella Couchman 

Eleanor Foottit 
Sarah Francis 
Sue Jenkins 

Adele Taylor 

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

(UPDATE) Other news 

In the coming weeks, further updates will be provided on the booking arrangements for the Summer 

Conference, submitting nominations for the Exams Officer of the Year 2023 award and the Exams 
Officer Professional Standards. 

___________________________________________ 

KEY TASKS AND KEY DOCUMENTS 

APRIL key tasks 

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

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 

https://www.thenaeo.org/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/mindfulness-and-wellbeing/
https://www.thenaeo.org/cpd-and-events/summer-conference.aspx
https://www.thenaeo.org/cpd-and-events/summer-conference.aspx
https://www.thenaeo.org/rewards-and-awards/member-awards.aspx
https://www.thenaeo.org/exams-officer-professional-standards/background-and-next-steps.aspx
https://www.thenaeo.org/exams-officer-professional-standards/background-and-next-steps.aspx
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/
https://www.teoeducation.org/
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PLANNING 
The main focus is likely to be preparation for the Summer 2023 exam series. 

ENTRIES 
Continue to monitor and check with teaching teams if their final entries for the Summer 2023 exam 
series are still correct. 

Note for qualification grades to be successfully awarded in summer 2023, entries must be 
accurate 

Check entry feedback following the submission of any amendments. Particularly note and meet 
the April deadlines offered by some awarding bodies for making changes (amendments and 

withdrawals) to entries (without charge). 

PRE-EXAMS 
Continue preparation for the Summer 2023 exam series. Submit any known requests for alternative 
site arrangements to meet the required timeframe. 

RESULTS AND POST-RESULTS 
Where applicable, complete the administration of any post-results services for the January 2023 
exam series. 

As may be applicable, manage results for the March 2023 exam series and administer any post-

results services. 

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 APRIL guide 

APRIL key documents 

Key documents and resources are provided to support member centres in the management and 

administration of the exams process.  

Templates can be customised for use in centres/content of templates can be used to inform electronic 
processes in centres.  

(UPDATE) New/updated documents/resources to be published this month include: 

NEW EXAMS OFFICER: MAY SUPPORT GUIDE 
EXAM TIME: SUMMER EXAMS WEEKLY REPORT FORM TEMPLATE 
EXAMS REVIEW: KEY TASKS REVIEW CHECKLIST TEMPLATE 
INVIGILATION SUPPORT RESOURCES: Invigilator Digital Accreditation: CONTENT OF THE 

ASSESSMENT MATERIAL New for 2022/23 

(REMINDER) Updated documents/resources published during March: 

NEW EXAMS OFFICER: APRIL SUPPORT GUIDE 

TERMLY EXAM CHECKLISTS: SUMMER TERM CHECKLIST 
PLANNING: JCQ PUBLICATIONS CHECKLIST TEMPLATE updated 
EXAM TIME: EXAM SCRIPTS CHECKLIST TEMPLATE New for 2022/23 
INVIGILATION SUPPORT RESOURCES: Invigilator Training and Assessment Module: CONTENT OF 

THE TRAINING MATERIALS New for 2022/23 

(REMINDER) To support exams officers in preparing for and managing results day(s) and administering 
post-results services, The Exams Office provides a range of RESULTS AND POST-RESULTS resources. 
These will be published/reviewed/updated during May and June to support the Summer 2023 exam 

series. 
___________________________________________ 

https://www.theexamsoffice.org/new-exams-officers/support-resources/
https://www.theexamsoffice.org/new-exams-officers/
https://www.theexamsoffice.org/key-documents/exam-time/
https://www.theexamsoffice.org/key-documents/exams-review/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/new-exams-officers/
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/summer-tasks/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/exam-time/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/key-documents/results-post-results/
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