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Objectives

To give you an overview of the ‘exam cycle’

Provide information around key activities

from March to June
Provide key deadlines for this period

Give hints and tips on how to manage the

summer exam series

To give you confidence to administer exams

and assessments in your centre
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CIC

JCQ regulations

= The head of centre must ensure that the examinations officer is line managed and actively

supported by a member of the senior leadership team who has a good working knowledge of the

examination system

= |tis the responsibility of the head of centre to ensure that his/her centre has in place:

o a member of the senior leadership team who will provide support and guidance to the

examinations officer and ensure that the integrity and security of examinations and assessments

IS maintained throughout an examination series

o awritten examination contingency plan which covers all aspects of examination administration.

This will allow members of the senior leadership team to act immediately in the event of an

emergency or staff absence
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Qualifications covered

= The contents of this training refer to:

o General qualifications (GCSE/GCE)
administered by the JCQ awarding bodies
(AQA, OCR, Pearson, WJEC/Edugas)

= Your centre may also offer other qualifications
(e.g. BTECs, Cambridge Nationals,
Cambridge Technicals and Functional Skills)
and use other awarding bodies

JCQ

CIC

OCR

-
wjec
cbac
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= The ‘exam cycle’ = Preparing your invigilators
= Entries = Exam time
= Confidential exam = The JCQ general centre
materials Inspection
= Access arrangements = Exam policies/procedures
= Assessment = Packing and dispatching
= Timetables, rooming and AEI Selgts
seating plans * Results and post-results
= Exam guidance/briefings = The exams community

Within your Exams Manual there are a series of ‘A guide to...” documents which
provide information for exams officers on the areas listed above




Examslraining

Introductions

How long have you line managed exams in your centre?

=  What type of centre do you work in (e.g. 11-16, 11-18, FE, Pupil Referral Unit)?

= Which qualifications are offered at your centre?

= How long has your exams officer been in post?

=  What, if anything, concerns you most about managing and preparing for the summer exam series?
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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 the
exam series are grouped under five
stages
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The ‘exam cycle’

D L T I A S
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Arrangements for 2023

Ofqual and the DfE have confirmed the
arrangements for students taking exams in
summer 2023

“GCSE, AS and A Level exams in England will
largely return to pre-pandemic arrangements next

summer as young people continue to recover from
the pandemic”
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Arrangements for summer 2023

= Assessment arrangements for GCSEs, AS and A Levels in
England:

o For GCSEs in English literature, history, ancient history and
geography, students will be assessed on all the usual topics and
content

o Students will carry out the usual non-exam assessment,
fieldwork and practical science activities

o For art and design, students will be assessed by an awarding
body set task and a portfolio as usual

o For GCSEs in English language, students will carry out spoken
language assessments as usual and some of these will be
recorded by their teachers

o For GCSEs in modern foreign languages, students will take
formal speaking tests as usual
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Support for students in 2023

= Support materials: for GCSE mathematics, physics
and combined science exams in 2023, students do not
need to memorise formulae and equations — awarding
bodies will provide formulae and revised equation
sheets for use in 2023 exams

Support for students: summer 2023

Grading protection

Support materials Protection in place
for GCSE and
A level student
cohorts

= Help with languages: permanent changes to
assessment requirements in modern foreign language
(MFL) GCSEs — the exams do not have to test
unfamiliar vocabulary. Exams may still contain = ofqua
unfamiliar vocabulary, but awarding bodies can give
meanings for words that are not on their vocabulary
lists
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Task

Ensure that your exams officer is aware of the
arrangements for examinations taking place in summer
2023, in particular:

o Support materials in maths, physics and combined
science

Ensure that staff teaching modern foreign languages at
GCSE level are aware of the additional help which will be
available to students during the examination
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Entries

Managing entries after the final entry deadline

The Exams Office resources:

= A Guide to Managing Entries
= A Guide to Avoiding Late Entries

= Deadlines for Entries, Fees and Charges
template

DEADLINES FOR ENTRIES, FEES AND CHARGES: Summer 2023 series

This information has been taken from key dates and fee information provided an awarding body websites

4 'GCE and GCSE

charged to make amy
amendments

Awarding bedy AQA OCR Pearson Edugas
feas and charges fess and charges feas and charges feas and charges
Entry deadline 21 February 2023 21 February 2023 21 February 2023 21 February 2023
Closing date for Juns Entries deadline Entry deadline Entry dezdline
2023 entries
22 February 2023 22 February 2023 22 February 2023 19 March 2023
Entries submitted on | Lste entry and entry Late entry fees will be | Late Date (Late feas
or after this date for | amendment fess apply | charged from this date | payabls from)
Late antry Junie 2023 will be (Stage 1) {The dat= from which
g:'rged alistelanty zll entries and
amendments will incur
a Late Fee chargs)
21 April 2023 21 March 2023 22 April 2023 18 March 2023
Last date to apply for | GCSE Entry withdrawals | Amendment fees will | Amendment Date
?‘; t:n:'h-y'dff:tlefund with refund deadline ::l:larged from this {The date by which all
y 21 April 2023 amendments to entries
withdrawn from June vt be submi to
2023 exams GCE Entry withdrawals m = o d".qu_ |
. with refund deadline Sneure o - bﬁ["“'; o)
22 | 2023 es wil i
Withdrawals & 5 Nﬂ;nm " =F
une 1=
amendments submitted on or after
this dat= are
dlassified as very late
and will be charged a
very latz entry fee,
and you will be
charged to maks any
amendments
22 April 2023 22 April 2023 22 April 2023 1% April 2023
Junie 2023 entries Late antry and entry High late entry fees will | Very Late Date (Very
submitted on or after | amendment fess apply | be charged from this | late fees payable from)
this dats are (Stage 2) date date F hich
Higher late entry | classified as very late Elll.':nh'iﬁ ar:dm "
and will be charged a drments wil i
very latz entry fee, an‘}m Late F fneur
and you will be a very =&
charge]
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Final entry deadline

Qualification Entry Deadline

June 2023 AS and A Level (GCE), GCSE 21 February 2023

Missed the deadline?

You can make new entries and amendments to your existing entries after the
final entry deadline date

Check awarding body key dates and fees documents for information on late fees,
entry amendments and withdrawals

Does you centre deliver other qualifications?
= Check awarding body key dates for entry deadlines
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Managing entries

After the final entry deadline you may need to manage:

= Late entries: a new entry for a new or existing candidate

= Entry amendments: a change to an existing entry, e.g. amending tiers or options
= Entry withdrawals: removing a candidate from one or more of their assessments

= ‘Pirate’ candidates: a candidate who sits an exam but has no entry
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Managing entries

= |mplement a process to manage changes to your entries

O

O

O

Check awarding body key dates
Issue written instructions and guidance

Ensure teaching colleagues provide entry data to you
In writing — you can use The Exams Office Changes
to entry information form

Issue revised entry information to candidates

= Consider the impact changes to entries may have on
your planning and preparation for the series — e.qg.
rooming, seating plans, access arrangements,
invigilation and question papers
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Checking entries

Check...

Candidate personal details —
e.g. name

Candidate identifiers —

e.g. UCI number

Check...

Candidates are entered for
the right qualifications and the
entry codes are correct,
e.g. tiers and options

Certification entries have
been made for unitised
gualifications (for students
completing their qualification)

Check...

Entry rules have been met —
e.g. rules for resitting a
qualification, rules of
combination for unitised
gualifications

Awarding body entry reports,
including any warning reports
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Task

= Ensure that your exams officer has submitted all entries to
deadline

= |dentify late entries, the subsequent cost, and the reason
for late submission

= Ensure that your exams officer is aware of withdrawal and
amendment deadlines and the process to acquire this
information from subject staff
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Confidential exam
materials

= JCQ Instructions for conducting examinations

(sections 1-5)

= Centres must be able to demonstrate the
receipt, secure movement and secure

storage of question papers and confidential

materials (section 1.3)

= The head of centre must ensure that all
necessary arrangements are in place

JCQ Joint Council for %
e Qualificationse

Instructions for conducting examinations

1 September 2022 to 31 August 2023

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

Raevision one: 25 October 2002

Produced on behalf of:
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Confidential exam materials

= Awarding bodies will send the materials you need for your exams and assessments based on your

entries
= Confidential exam materials include:
o Question papers
o CDs, DVDs used in an exam
o Advance materials (pre-release material)

o Exam stationery — e.g. blank candidate answer booklets
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Receipt of question papers (JCQ ICE, section 1)
3

2

Question papers
arrive at the centre

2-6 keyholders
All keyholders must
fully understand their
responsibilities

Materials must be
signed for by centre
staff at the initial
point of delivery

If there is no
authorised keyholder
available do not
accept the delivery

4

A log must be kept at
the initial point of
delivery

Only authorised
members of centre
staff can handle the

materials

Staff at the initial
point of delivery
must immediately
inform a designated
keyholder of the
delivery

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

= You can use the following documents:
The Exams Office

o Confidential materials: initial point of delivery log
template

o Confidential materials: receipt, secure movement,
checks and secure storage log template

The JCQ
o Exam Materials Receipt Log — Point of Delivery

o Exams Materials Receipt Log — Exams Officer

Identify members of
staff involved in the
receipt, secure
movement, checking
and secure storage of
confidential materials

The head of centre must
ensure they understand
their role and
responsibilities
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Handling secure electronic materials

All staff authorised to handle
secure electronic question
paper materials must be

familiar with the requirements:

JCQ Instructions for
conducting examinations,
sections 4.1 — 4.18

Instructions issued by an
awarding body

Centre authorisation

Electronic question paper materials
must only be handled by members of
staff authorised to do so by the head of
centre

At least two and no more than six
members of staff should be authorised
to handle materials

Other members of staff may assist with
printing and collation provided they are
under supervision

Accessing and printing

The integrity and security of the
electronic question paper must be
maintained during the downloading,
printing and collating process

Secure files must be accessed and
printed within a secure environment.
Only authorised members of staff must
be present in the room

Once printed, question papers must be
sealed within a non-transparent
envelope marked clearly with the exam
details on the outside of the envelope
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—g Secure Room Secure Facility
(the ‘box’) (‘the box within the box’)

‘Live’ awarding body question
papers (in any format)

‘Live’ GCSE/GCE MFL
speaking test material issued
by an awarding body

Centre ‘'mock’ exam question
papers

Exam stationery issued by an
awarding body and required
for an exam (e.g. candidate
answer booklets, graph

paper)
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Materials Secure Room Secure Facility
(the ‘box’) (‘the box within the box’)

‘Live’ awarding body question NO YES
papers (in any format)

‘Live’ GCSE/GCE MFL NO YES
speaking test material issued
by an awarding body

Centre ‘'mock’ exam question YES* NO
papers

Exam stationery issued by an As a minimum, exam stationery must be
awarding body and required stored in the secure room

for an exam (e.g. candidate
answer booklets, graph
paper, formula booklets)

It is good practice, but not mandatory, to
store this material in the secure storage
facility (JCQ ICE, section 3.7)

* Mock examinations and internal school tests may be stored in the secure
room but must always be kept separately from ‘live’ awarding body material
and be clearly identified (JCQ ICE, section 3.5)




Removing question papers
from secure storage

A member of centre staff,
additional to the person
removing the papers from
secure storage must check
the day, date, time, subject,
unit/component and tier of
entry, if appropriate,
immediately before a
question paper packet is
opened

In order to avoid potential
breaches of security, care
must be taken to ensure that

Once removed from secure
storage, question papers
must never be left unattended

the correct question paper

packets are opened Care must always be taken to

ensure the security of the
guestion papers

This check must be
recorded
® (JCQ ICE section 5.1)
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Removing question papers from secure storage

= Unless there is a need to split question paper packets for different exam rooms or facilitate an
access arrangement, question paper packets must be opened in the designated exam room
(JCQ ICE section 5.2)

Question papers must not be
removed from the secure
storage facility and taken to

Question papers should be
taken to the designated exam

Question papers must not be
left unattended

the exam room any earlier
than 60 minutes prior to the
awarding body’s published
start time for the exam

room as close to the start time
of the exam as possible
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Permitted Arrangement ICE
Reference

1. 2.3
2. 5.4
3 2.9
4. 11.3

S. 14.10
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Permitted Arrangement ICE
Reference

1. Opening question paper packets to make theminto 5.3
more appropriately sized sets for different
rooms/sites

2. Question paper on coloured paper/enlarged paper 5.4

3. Computer reader (arrangement approved by Access 5.5
Arrangements Online)

4. Alternative site arrangement 11.3

5. Colour naming by the invigilator for candidates who 14.10
are colour blind (photocopying question paper
where beneficial)
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[

Task & Discussion

= Are contingency measures in place in your
centre to ensure that confidential exam
materials are handled in line with JCQ
regulations?

= Who are the keyholders to your secure exam
room and secure storage facility and are they
aware of their responsibilities? Are they being
fully utilised to support the exams officer or
act as a contingency measure?

= Do/could you have a role to play in the
process of handling confidential exam
materials?
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A GUIDE TO MANAGING ACCESS ARRANGEMENTS

THis g.l'ldn-pmridm & brif cvardee of tha mais sepocts of mensging and sdminsterng scce

Access arrangements e

fo ococew o

®  Accces Anrangomarnte and Rocecnablc Adjurimconis [AA)
®  (Zonorol RegeloSions for Approved Contras [GR)

Access arrangements are pre-examination : :m:::xﬁz:;::f::.-‘;ﬁi..mm

adjustments for candidates based on evidence of R T e

ACCESS ARRAMGEMENTS AND REATSOMNAELE ADJUSTMEMTS

need and normal way of working emom e e et et o et

nrndmnfmnd.“murr\angmmﬂ]p.t plmn-lrrnﬂncrﬂmn.ppnrrgvmhﬂn andidai in fhe contra,
which is commenby reforred o as ‘nomal way of working™.

Arcoaw crrangomants Fall inte disting ::rksgnﬂc-
*  armong thot oro dok i o contran

#  arongomonis roguining ceoeding bady pricr cpproval

Access arrangements allow candidates with special N
educational needs, disabilities or temporary injuries oo e [ e s s e e e s ey oo
nmngmmm-.- ko mgrood, evidonced, sppraved by the swsesing bady (whers approval i reguirad), and

to access the assessment without changing the oo bors oo o o e oot

Condidatcs should bo mode owore of tha cerangoments that hava beon made for tham, how thass il ba

applicd in thoir axams, and amy ioem whors fhe ar 0] will mect be alicwod.

demands of the assessment. For example, the use of i e oo o o e e ot e gt ot o e o i)

roedeor weuld nef ke allosad 3 soppart the candiderds s a paper [er saction of a paper] testing roading])

re ad e rS an d SCri beS CEMTRE ROLES AMID RESPOMESIBILITIES

Dicterming # yaur somne’s axams gefisy [and)or cthar relatsd cemrs pelisics) dofinas e rolos ond
rospensbilitio” of rolovart @off within #o sccom arrasgemorde procom in yoor comre

Clasify fhe relo med raspansiiltics of the axarms cfFer - this mey wary fram cenirs fo sentrs, dopandent on
contro .

Far azamsla, the smame offiosr may:

Awarding bodies are required to make reasonable
adjustments where a disabled person would be at a e
substantial disadvantage in undertaking an R e e —
assessment (e.g. Braille paper for a vision impaired

candidate)
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“The SENCo, fully

Information for supported by teaching

inVigiIatorS (Seating Sme|tt|ng = The SENCo should aISO be staff and members of the
plan) appllcatlons present when appllcatlons senior leadership team,
via AAO are made/submitted must lead on the access
Emergency access arrangements/reasonable
arrangements adjustments process’
Traini (JCQ Access
__raining Arrangements and
invigilators & R ble Adiust :
\ facilitators €asonable AgjuUstments,
page 1)
Act as or Offl cer = The exams officer

instruct the
may support the

rovin . . '

,0 i .g rOIe SENCo in training The Exams Oﬁlc?

invigilator o January 2023 article —
invigilators and )
facil : Access arrangements:
acilitators in

Emergency The role and

_ access e

evacuation ¢ _ arrangements responsibilities of the

instructions for Setting up In Orfr:rat'on regulations exams officer’

access exam rooms did

arrangement candidates

rooms
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Application deadlines

Access arrangements and modified papers

Exam series Arrangement Final deadline

June 2023 Modified papers (GCE & GCSE) 31 January

June 2023 All other access arrangements (GCE & GCSE) 21 March

For information on how to make applications via Access Arrangements Online (AAO) see
the JCQ Access Arrangements and Reasonable Adjustments booklet pages 74 & 75
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There should be an agreed process for dealing with

" extra time candidates who request to leave the exam
EXtra time room before the end of their allotted extra time
Invigilation Invigilator(s) must be informed in advance of the examination which candidates

have been granted extra time

Invigilator(s) will be required beyond the timetabled end of the examination

Rooming Candidates may be taking their examination in a separate room

Seating Extra time candidates should be seated where they cannot be disturbed as other
candidates exit the room at the end of the examination

Timetabling Candidates should carry on uninterrupted for the necessary additional time

Extra time may impact upon a candidate’s timetable, possibly resulting in a
timetable clash and an examination being moved




ExamSTra|n|ng The SENCo should have explored and trialled the option of

supervised rest breaks through timed internal tests and
mock examinations before making an application for 25%

Su pe rVised rest breakS extra time (JCQ Access Arrangements and Reasonable

Adjustments, section 5.1)

Invigilation

Invigilator(s) must be informed in advance of the examination which candidates
have been granted supervised rest breaks

Candidates will need to be supervised during rest breaks and beyond the
timetabled end of the examination

Supervised rest breaks should be logged

Rooming

Will candidates be undertaking their supervised rest break in another room?

Timetabling

Candidates should carry on uninterrupted for the necessary additional time

Rest breaks may impact upon a candidate’s timetable, possibly resulting in a
timetable clash and an examination being moved
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A reader/scribe must be trained. The candidate
must be aware of what the reader/scribe can and

Reader or SCri be cannot do in advance of their first examination

Invigilation

The invigilator must be aware of the regulations

Where the candidate and reader/scribe are accommodated separately, on a one
to one basis, the invigilator may additionally act as the reader

Where the invigilator also acts as the reader/scribe, then a ‘roving’ invigilator
must be used

Rooming Candidates requiring a reader/scribe must be seated/roomed where they cannot
be heard by other candidates
Timetabling Will extra time be applied for? If so, will this impact upon timings of other

examinations taking place?
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See JCQ Access Arrangements

Separate invigilation within the centre and Reasonable Adjustments

section 5.16 for more information

Invigilation = Ensure that you have sufficient invigilators for separately accommodated
candidates

Rooming = An additional exam room will be required which must be set up in line with the
regulations

Timetabling = Will separate invigilation be required for the candidate for the remainder of the
exams series?

Note: Nervousness, low level anxiety or being worried about examinations is not sufficient grounds
for separate invigilation within the centre




P = See JCQ Access Arrangements and Reasonable
ExamSTralnlng Adjustments section 5.8 for more information
» For the regulations on the use of a word processor in
WOrd processor written exams see JCQ Instructions for conducting
examinations sections 14.20 to 14.27

Invigilation The invigilator must be aware of the regulations for the use of word processors
The script must be printed after the exam is over — the candidate must be
present to verify that the work printed is their own

Rooming Word processors (or tablets) must be sufficiently charged for the duration of the
exam or the exam room have power points to ensure they remain charged

Seating Other candidates must not be disturbed or be able to see other candidates'

screens

Note: The use of a word processor must reflect the candidate’s normal way of working within the centre. A word
processor cannot simply be granted to a candidate because he/she now wants to type rather than write in
examinations or can work faster on a keyboard, or because he/she uses a laptop at home
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Emergency access arrangements

Invigilation Additional invigilators may be required if the candidate is accommodated
separately

Rooming If another room is required, it must be set up in accordance with the JCQ
regulations

Seating Candidates may need to be seated near an exit or require additional support

An emergency access arrangement would apply to a candidate with a temporary iliness, a temporary
injury or other temporary indisposition at the time of the assessment which is clearly evidenced — for
example, a broken arm
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Activity

A candidate arrives on the morning of the GCSE maths 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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Activity answer

Step 1 - Ask the candidate if they are right or left-handed

Step 2 - Allow the candidate to undertake the examination

Step 3 - Organise an appropriate member of staff to act as the scribe
Step 4 - Address rooming/seating arrangements

Step 5 - Organise appropriate invigilation

Step 6 - Organise supervised rest breaks, if required

Step 7 - Apply for emergency access arrangement/s — e.g. scribe

Step 8 - Apply for special consideration (where appropriate)
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Task

=  Meet with your SENCo and exams officer and confirm their roles and
responsibilities
=  Ensure that:

o The exams officer is aware of the candidates who require an access
arrangement and the type of access arrangement required

o Facilitators/invigilators are trained to support/supervise candidates
o Those facilitating an access arrangement in a separate room on a
1:1 basis (and the roving invigilator) receive invigilator training

= The exams officer should be prepared for undertake tasks prior to exams
(e.g. rooming, providing information to candidates)

= Confirm arrangements for candidates granted 25% extra time (e.g. to
which subjects.in which exams this will be applied, policy over extra time
candidates requesting to leave before the end of their allotted time
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Assessment

When planning and preparing, consider the different types
of assessment you will need to manage. This may
include:

= Timetabled written exams
How are the
qualifications
your centre
delivers

= Listening exams assessed?

= Practicals and performances

=  Speaking tests

= Onscreen exams

= Non-examination assessment (NEA) and
coursework
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A GUIDE TO ADMINSTERING INTERNAL ASSESSMENT

Internal assessment it i i o o s o s

Internal assessment, as referred to in this guide, relates to Ihuse elements (components /units) of certain
qualifications that are marked (a: d) and Iy fised /verified by centre staff and externally
moderated,/monitored by awarding bodies. This 1nc|udes coursework and non-examination assessments.

* Coursework (in JCQ terms) relates to AQA Applied General gualifications, OCR Cambridge Mationals,
CCEA GCE unitised AS and A-level qualifications, Entry Level Certificate (ELC) and Project qualifications

= Where a component or unit is internally assessed, it will be - Nomaxaminationssesiment’(n JCQ e et o rfomed GCE & GCSE s

Relevant staff in centres should have a full understanding and working knowledge of JCQ and awarding body
instructions, regulations and guidance in relation to coursework and non-examination assessments.

marked by the centre and externally moderated by the endamamas

Some comp of non-e ion a for certain qualifications may be endorsed components.

award i n g b Ody Grades are awarded by the centre and commen monitoring arrangements by awarding bodies are in place.

GUIDANCE ON CONDUCTING INTERNAL ASSESSMENT

JCQ provides generic instructions? for conducting coursewaork (ICC) and non-exomination ossessments [NEA).

Awarding bedies provide subject-specific guidance - subject teachers must refer to awarding body
specifications and subject-specific documentation.

Centre consortium arrangements

= Confirm your role and responsibilities e e e e e S e s b ™
which they are on roll, the relevant awarding body must be informed that the centres wish to ba treated s a
consortivm.

The awarding body must be notified (by the centre nominated as consorfium co-ordinator / lead). Centre
consortivm arrangements? should be submitted using CAP to the awarding body deadline for the relevant exam
series.

m C d POLICIES AND PROCEDURES
O n S I e r . Centres are required” to have in place an internal appeals procedure relating to internal assessment decisions
and a policy regarding the management of GCE and GCSE amination

[See as example/refer to use of: EXAM POLICY TEMPLATES / POLICY GENERATOR TOOL)

o Awarding body and JCQ instructions and regulations INFORMATION FOR CANDIDATES

The relevant JCQ information for condidates documents must be distributed® to condidates (whether
electronically or in hard copy format) prier to assessments so candidates know what they must and must not do
when they are produdng,/completing their assessment/work.

o Awarding body key dates and deadlines

! Refar to Ofqual summarles of changes 1o GCSEs ww.gav.uk,/govemment, publications, gese-changes v/ mmary-af-changes-ta

O YO u r Ce ntre ) S assess m e nt SCh ed u Ie Lvtrkl{t'llj A;:];fou::d::ﬂ;::g;gkfgm.emu:nr puhllmr:ﬁ;s anel-tavel.changes-a.smmary, summery-of chang es-to-as-ond.-a-

2 Refer 1o ICC (introduction) omd MEA [Foreword) to confirm understanding of what coursewark clnd man-gxamination cxsessment is
3 Refer to MEA [seciion £.3) and JCZ Online Forms | Guldance noies]

4 Refer 1o JCG's General Regulations for Approved Centres |GR, section 5.7), ICC (section 6.4) and/or NEA (section 1)

5 Refer to GR [sedion 5.8]

o The centre written internal appeals procedure PSP RS ———

Aulllx 'I'D ADMINISTERING INTERMAL ASSESSMENT (202223

o Briefing candidates



Examslraining

Follow the guidance issued by

Internal assessment the relevant awarding body

Centre marks assessments and authenticates work

Centre carries out internal standardisation

NS
Centre informs candidates of marks (internal appeals procedure applies)

Centre submits marks and any required documentation to the awarding body

~

Awarding body requests sample / sample is pre-selected
A 4

Centre submits sample and any required documentation
A 4

Awarding body conducts external moderation

~

Centre receives outcomes on results day
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Task

= Ensure subject staff are:

©)

aware of the structure of a qualification and internal
assessment requirements

the information which needs to be provided to the exams
officer

the information which must be forwarded to the relevant
awarding body/bodies

prepared to respond to awarding body requests for
information
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ExamsOffice

A GUIDE TO MANAGING EXAM PREPARATION (PRE-EXAMS)

[} -
The exams gement and administration process that needs to be undertaken for
each exam series is commonly referred to as the exam cycle and relevant tasks
, required within this grouped into the stages:

= planning
- * enfries
* pre-exams (exams preparation)
* exam time
# results and post-results
Pre-exams is the period when preparation for an upcoming exam series gets underway. It is good proctice to

start preparation well in advance of the exam period.
Thiz guide provide:s a brief averview of the main aspects of preparing for an exam period.

Hi L JCQ i for ducting inati (ICE) in addition to awarding body guidance, should
be fully followed to identify the main areas you need to consider and prepare.

CANDIDATES TAKING EXAMS ELSEWHERE OR UNDER JOINT TEACHING ARRANGEMENTS

JCQ Instructions for conducting
examinations

There may be instances where candidates entered by your centre may be toking their exams elsewhere. There
may be certain qualifications that are delivered under joint teaching (consortium] arrangements taking place in
your centre or at another centre.

Ensure any relevant approval request/notification required by the awarding body is completed by the
deadline for the particular exam series. Example instances (arrangements) are shown below.

Alternative site arrangements

An alternative site arrangement must only be used by o centre where it is i i that an examination for any
candidate(s) will be conducted at an address other than the centre’s registered address.

There must be a spedfic reason for this arrangement’ and the centre must notify the 1CQ Cenire Inspection
Service. The notification of intent to conduct examinations at an alternative site must be submitted online
using the Centre Admin Portal (CAP), no later than six weeks before the start of the examination series.

= Timetables — sections 6, 7 & 8

However, it is acknowledged that last minute
emergency at exam time.

site arrang may need ta be put in ploce inan

The address of the alternafive examination venue, the dotes it is to be used and the maximum number of
candidates likely to be involved must be given

This notification should only be used for the qualifications listed. For any other gualifications contact the
individual awarding body.

Gluestion papers and exomination stationery must be kept in the secure storoge facility at the centre’s
registered address until 90 minutes before the awarding body's published starting time for the examination.
The question papers must then be taken to the ination venue by a ber of centre staff.

= Seating plans — sections 11 & 12 Coms e aranen

‘Where candidates from different centres are taught and assessed together for @ gualification which contains o
centre-aszessed component /unit, but will be entered through the centre at which they are on roll, the relevant
awarding body must be informed that the centres wish to ba treated as a consortium,

= Rooming — section 11

! Refer 1o ICE (section 11.3) and JCQ@ Online Forms (Guidonoe notes)

This. gt i previded for mambars of The Exams Offies sy and muis net be Seared bayosd e s pour e
TO MANAGING EXAM PREPARATION [2002 /23] 1ot prosiied s st s e m o i



Timetables

Awarding Body
Timetables

Exam timetables are available
on awarding body websites

The Exams Office
Exams Timetable Tool

Exam dates are also included
in awarding body basedata

Centre Timetable

Create a centre timetable and
include information such as:

Date of exam
Qualification details
Duration of exam

Exam session (AM/PM)
Total number of
candidates entered

Candidate Timetable

Make sure candidates are
given details of their exams —
you might want to use
Candidate Statements of
Entry

Ensure students and parents
are aware of the Summer
2023 contingency days —

8 June (PM), 15 June (PM)
and 28 June
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Starting time for examinations

JCQ awarding body published starting times for exams: For CCEA
exams:

9.15am and
= 9.00AM - Morning session 1.30pm

= 1.30PM —= Afternoon session

Centres may start exam sessions up to 30 minutes earlier or later than the
published starting time without prior permission from the awarding body

Exam Session JCQ awarding Earliest centre Latest centre

body published starting time starting time
starting time

Morning 9.00am 8.30am 9.30am
Afternoon 1.30pm 1.00pm 2.00pm
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Starting times for examinations — maintaining security

= How long must candidates be kept under centre supervision?

Exams lasting less than

one hour
(JCQ ICE 6.6 and Appendix 2)

Exams lasting one hour or more
(JCQICE 6.4 and 6.5)

Centre starts the exam earlier than the Centre starts the exam later than the Centre starts the exam earlier or later
published starting time published starting time than the published starting time

From 30 minutes after the
published starting time until
they start the exam

Until one hour after the
published starting time

Until the published finishing
time of the exam

Question papers must also be kept secure



Examsiraining Exam starting times and supervision of candidates

1. A Level Geography AM, 2h duration. Centre starts exam at 9.30am

. . Candidates must be kept under centre
Examination runs 9.30am — 11.30am supervision from...

2. GCSE Chemistry PM, 1h 15m duration. Centre starts exam at 1.00pm

Candidates must be kept under centre

Examination runs 1.00pm - 2.15pm supervision untile.

3. GCSE French AM, 30m duration. Centre starts exam at 8.30am

Candidates must be kept under centre
supervision until...

Examination runs 8.30am — 9.00am




Examsiraining Exam starting times and supervision of candidates

1. A Level Geography AM, 2h duration. Centre starts exam at 9.30am

. . Candidates must be kept under centre
Examination runs 9.30am — 11.30am supervision from... 9.30am

2. GCSE Chemistry PM, 1h 15m duration. Centre starts exam at 1.00pm

Candidates must be kept under centre

Examination runs 1.00pm — 2.15pm supervision until... 2.30pm

3. GCSE French AM, 30m duration. Centre starts exam at 8.30am

Candidates must be kept under centre
supervision until... 9.30am

Examination runs 8.30am — 9.00am
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Timetable variations

= Under certain circumstances you can vary the timetable
and move exams between different sessions and/or
change the start times

o To resolve a timetable clash

o Where the size of the cohort means it's not possible
for all candidates to sit the exam at the same time

= The security of the exam must always be maintained, and
candidates supervised in line with the JCQ regulations —
Instructions for conducting examinations, sections 7 and 8
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Timetable clashes

Two or more exams
timetabled in the same
exam session within the

same day

Total time Iis 3 hours or
less

4

An exam cannot be moved
to an earlier or later session

See JCQ Instructions for conducting
examinations, sections 7 and 8

Two or more exams
timetabled in the same
exam session within the

same day

Total time is more than 3
hours

Multiple exams (three or
more) are timetabled on the
same day

Total time is more than six
hours for GCE and more
than five and half hours

for GCSE

4

An exam can be moved to
an earlier or later session
within the same day

4

Once all other options have

been exhausted, an exam
can be moved to the

following morning (including
Saturdays)
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Managing timetable clashes

The regulations (JCQ Instructions for conducting examinations, sections 7 and 8)
Identifying timetable clashes

Resolving timetable clashes — discuss options with candidates where applicable
Briefing candidates (and parents)

Briefing invigilators

Seating plans

Maintaining the security of the exam:

o Keeping question papers secure

o Candidate supervision arrangements
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Rooming

=  You need to determine where exams and assessments
will be held

= Any room in which an exam is held must provide
candidates with appropriate conditions for taking the
exam

= |nternal school tests and mock exams cannot take place
In the same room when an external exam is being
conducted (JCQ ICE, section 11.16)
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Managing rooming

= Complete a room ‘audit’ before you allocate rooms to check they are suitable

= Calculate the number of rooms required

=  Select rooms which are appropriate for the type of assessment taking place

= Consider rooming for candidates with access arrangements or other requirements

= Consider where candidates will store personal belongings (e.g. bags, mobile phones)
= Book rooms well in advance

= |jaise with relevant staff



Sports hall : Assembly hall
(accommodates 200 - ! (accommodates 120)
poor acoustics)

Examslraining

Activity

Timetable and candidate information

Deputy head’s office :- . -:
Task (accommodates 4) .. .1
1. Decide how you will seat all the examinations below, taking into account students with
access arrangements and clashes. KEY
2. Decide how many invigilators you will need for each room.
3. Write your answers on the room diagram opposite, with the number of invigilators @ Classroom 1 P
in the dotted boxes. (accommodates 15) ' (accommodates 15) | '
Telephone ===
The following examinations will be taken by students: I

No. of Kccess
students arrangements

Bwarding Body Qualification  Subject = Duration

Pearson/Edexcel GCSE Psychology Ih 14 Classroom ' Classroom T
ﬂ (accommodates 15) ! (accommodates 15) :_ oA
7 candidates Door
AQA GCSE History 2h 117 require word
rocessors |
4 candidates are Window
OCR GCE Geography 1h 30m 72 enitled to 25%
extra time
4 candidates are }
Business . — . . .
OCR GCSE Studies 1h 26 also taking GCSE Stairs Corridor can be closed to general access,if required
Psychology




* You might seat the
25% extra time

Sports hall
(accommodates 200 -
poor acoustics)

v 4

Assembly hall
(accommodates 120)

Geography: 72 students
(1h 30m) includes 2 x 25%
extra time students*

students in a corner
of the room furthest
from the exit

Examslraining

History: 110 students (2h)

Business Studies: 22
students (1h)

Activity solution 1

Psychology: 14 students
(1h)

Timetable and candidate information

-
Deputy head’s office ' 1 :
(accommodates 4) .

4 clash students:
Business/

Task

1. Decide how you will seat all the examinations below, taking into account students with

access arrangements and clashes. KEY
2. Decide how many invigilators you will need for each room. Psychology
3. Write your answers on the room diagram opposite, with the number of invigilators @ Classroom 1 r 'i "7
in the dotted boxes. (accommodates 15) 1 (accommodates 15) 1
Telephone ===
The following examinations will be taken by students: 3
History: 7 x WP students
: o : : No. of (2h)
Bwarding Body Qualification  Subject = Duration LT Clash
students arrangements
Pearson/Edexcel GCSE Psychology i 14 Classroom Classroom o
ﬂ (accommodates 15) (accommodates 15) :, oot
7 candidlates Door
AQA GCSE History 2h 117 require word
rocessors |
2 candidates are Window
OCR GCE Geography 1h 30m 72 enitled to 25%
extra time -
Business 4 canmgafes are ==
OCR GCSE Studies 1h 26 also taking GCSE Stairs @ Corridor can be closed to general access,if required
Psychology




Sports hall : 6 : Assembly hall
(accommodates 200 - ' (accommodates 120)
poor acoustics)

Exa m STral n I n g History: 110 students (2h) Business Studies: 22 students

(1h)

Geography: 70 students (1h

ACtiVity SOIUtiOn 2 30m) — sat nearest the exit

Psychology: 14 students (1h)

Timetable and candidate information

R
Deputy head’s office s '
Task (accommodates 4) & _]_'_ i
1. Decide how you will seat all the examinations below, taking into account students with 4 CI?Sh students:
access arrangements and clashes. KEY Business/
2. Decide how many invigilators you will need for each room. Psychology
3. Write your answers on the room diagram opposite, with the number of invigilators @ Classroom 1 r 'i "7
in the dotted boxes. (accommodates 15) 1 (accommodates 15) | 1
Telephone ===
The following examinations will be taken by students: 3 _
History: 7 x WP students

(2h)
Geography: 2 x 25% extra
time students students (2h)

No. of Kccess
students arrangements

Bwarding Body Qualification  Subject = Duration

Pearson/Edexcel GCSE Psychology Ih 14 Classroom Classroom ' !
ﬂ (accommodates 15) ! (accommodates 15) :, oA
7 candidates Door
AQA GCSE History 2h 117 require word
rocessors |
4 candidates are Window
OCR GCE Geography 1h 30m 72 enitled to 25%
extra time

Business 4 candidates are &S/
OCR GCSE Studies 1h 26 also taking GCSE Stairs @ Corridor can be closed to general access,if required 4
Psychology
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Seating plans

= The centre must create a seating plan that shows the
exact position of each candidate in the exam room

= Any changes made to seating arrangements during the
exam must be noted on the seating plan

= You may be able to use your centre MIS to create seating
plans
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Seating plans

A seating plan must be produced for each exam room

Candidates should normally be seated in candidate
number order

Candidates with access arrangements must be identified
on the seating plans that are held as part of the centre
records

The seating plan must be available to an awarding body
upon request

Keep signed records of the seating plan until the deadline
for reviews of marking has passed or until any appeal,
malpractice or other results enquiry has been completed,
whichever is later
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Managing seating plans

How you create your seating plans will depend on the circumstances in your centre

Key points to consider:
o The JCQ requirements

o Room layout and capacity

o Whether exams in more than one subject will be taking place in the same room

o Candidates with access arrangements and other requirements

o Candidates with timetable clashes

Inform candidates of seating arrangements

Brief your invigilators about the seating
plan before the start of each exam
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Activity
= You have one exam room which seats a maximum of 45 candidates

= Produce a seating plan for the following exams

A Level Economics
2h (AM session)

GCSE Geography
1h 30m (AM session)

= 30 candidates in total = 9 candidates in total

o 6 candidates have 25% extra time
o 1 candidate uses a laptop
o 1 candidate is feeling unwell

o 1 candidate has a broken leg

o 2 candidates have a timetable clash

o 1 candidate experiences anxiety when
taking exams
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Row 9

Row 8

Row 7

Row 6

Row 5

Row 4

Row 3

Row 2

Row 1

Entrance & Exit A
(Front of room)
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Row 9 GCSE: Laptop Keep free GCSE A Level: exam stress
Row 8 Keep free Keep free GCSE GCSE: extra time

Row 7 GCSE GCSE GCSE GCSE: extra time A Level

Row 6 GCSE GCSE GCSE GCSE: extra time A Level

Row 5 GCSE GCSE GCSE GCSE: extra time A Level

Row 4 GCSE GCSE GCSE GCSE: extra time A Level

Row 3 GCSE GCSE GCSE GCSE: extra time A Level

Row 2 GCSE GCSE GCSE A Level: timetable clash
Row 1 GCSE: candidate GCSE GCSE A Level: broken leg A Level: timetable clash

feeling ill

Entrance & Exit
(Front of room)

A

D

E
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Task

= Support your exams officer in acquiring a sufficient number of
rooms for each exam day/resolve any issues with staff who
object/refuse to be displaced from their room/sports hall

= Ensure that your exams officer has priority in acquiring the
necessary number of rooms for each exam day
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Briefing candidates,

parents/carers and centre
CANDIDATE EXAM
staff HANDBOOK

2022/23
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Information for
candidates
documents

Candidates

Written complaints and
appeals procedure
(covering general
complaints)

Candidates, parents

JCQ ICE Notice to centres:

JCQ Ge_neral People present in
Regulations for the exam room

Approved Centres
JCQ Post-Results Staff
Services

Availability of senior
members of centre staff
immediately after the
publication of results

Candidates

What needs to be
shared with
candidates,

parents and staff?

Contingency plans
for any disruption
to exams

Candidates,
parents, staff

Exam room
posters

Candidates

Written procedures for
dealing with candidates’
requests for post-results

services

Candidates

Written internal
appeals procedure

Candidates
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Information for candidates

= JCQ information and documents

= Relevant centre policies

= Contingency plans for any disruption to exams

= Timetable clash information

= Access arrangements — the approved access arrangement and how it will be applied during the exam

= Private candidates:

o Information relating to exam entries, dates and times of exams and assessments, arrangements for

results and post-results services
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Information for candidates

= Candidate number

= Exam timetable and exam start times
= Exam seating information

= |dentification requirements

= |nstructions for personal belongings

= What to bring for an exam — authorised

and unauthorised material

= What to do if they are late for an exam

Have a process to confirm all candidates have received and
understood the JCQ information and centre-specific exam
guidance — you can use The Exams Office Candidate
Declaration/Confirmation form

= Role of the invigilator
= Malpractice warnings

= \What to do in the event of absencel/illness on

an exam day

=  Summer 2023 contingency days — candidates
must be made aware of the arrangements and
be encouraged to remain available up to and
including the last contingency day (28 June
2023)
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How to inform candidates

= Briefing sessions (e.g. assembly) led or supported by
SLT/Head of Year

= During class/teaching time

= Hard copy — a Candidate Exam Handbook (template

available from The Exams Office website)
= Electronic — via the school/college website
= Other methods — e.g. parents’ evening, newsletters

= The Exams Office Instructions for Candidates video
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This is not an exhaustive list

Information to cover during a candidate briefing

= Checking candidate timetables and instructions for timetable clashes

= Specific centre instructions (e.g. arrival/start times, seating arrangements, water bottles)

S CWIEVE -« Authorised and unauthorised equipment (e.g. black pen, pencil cases, gel pens, calculators)

information

= Role of the invigilator

= Exam room conditions (highlight the JCQ Warning to Candidates and Unauthorised items posters)

SERMENEE]  Examples of malpractice and indicative sanctions (e.g. mobile phones, watches)

= What candidates should do if they are late for an exam
= What candidates should do if they feel ill on the day of the exam
= Instructions in the event of an emergency evacuation of the exam room

Other
information




Examslraining Instructions for candidates video

= See https://youtu.be/sifbrx9 do4



https://youtu.be/sifbrx9_do4
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Information for centre staff

= ‘Notice to centres: The people present in the examination

room’ — JCQ ICE, Appendix 8

= Centre contingency plan for any disruption to examinations —

JCQ ICE, section 15.3

= Question papers must not be released to centre staff until
after the awarding body’s published finishing time for the
exam, or in the case of a timetable variation, until all
candidates within the centre have completed the exam
(excludes CCEA exams) — JCQ ICE, section 31

= Relevant staff must be made aware of the post-results

process

Appendix 8 N

Produced on behalf of AGQA, City & Gul CCEA, OCR, Pearson and WIEC

Thie IO awarding bodies wish Lo provide Turlher gusdance and darily on Lhe nole of cenlre stall
iy U ecarmiinalion roorm, olher Uhan ecam officers and imiglalors.

Section 17 of these Mslructions provides clanly on wive may be present in Lhe esaminalion neom.
The head of centre has a duty to maintain the integrity of the examination and to ensure that
fully trained invigilators ane in place for examinations and on-screen tests.

Trmidiiksbiors iaust have been Wained L underiaie ther dolies (See section 12 of hese Fstaclions).

Rules relating to centre stall other than exams officers and invigilators

Sanior mambers of centre staff approved by the bead of centra, who have not taught the
subpact baing wcimined, may be presaent at the start of the mamination(s). When entering an
eamanation room, the senicr member of contra staff mast idenhify themsahwaes and thios
praposa for being them Lo the senicr imvigilator and/or exams officer

Senior mermbers of cenlre slall have a wery cear roke. Principally:
= Lo assist with the identificalion of canddates,
= to cheal with any disciplinary matters:

= Lo check thal candidales have been ssued wilh the comect queslion paper Tor the day,
dale, Lirne, subject, unilfcomponent and tier of enlry il appropriate;

= bo check that candidates have the approprate equipment and materals for the
eaEmination;

= o comimsnee th sarminalion

Undler no circumslances may mesmbers of cenlre stafl:

* be present at the start of the examination and then sit and read the examination guestion
paper before kaving the examination room;

+ anitar the examinabion room with the ntention of accessng the axmmenation
UIESTION Pepsr

= have socess o Lhe examinalion question paper unless Lhis is specifically requesled by
iller Lhe esams ofllicer of an invigilalor, For example, a possibsle prinling error has been
idenLilied and, in e absence of an erralum rolice, e exams ollicer nesds his werilied by
Lhe relevant subject beacher belone reporiing the issue Lo lhe swanding body,

= give any indkcation of their opinion ol a question paper to candidates, verbally or
othensise, having been asked to inspect the conbent:

= communicate with candidatas, (recept inctimad Art tests and Bmatabied CCFA and WIEC
GOF A2 Scianes Practical axaminations o whem maintanng decipling in tha aamination
rocem}. Thes constraint adends to coaching candidates, reminding candidates which
sectionds) of the quaestion paper to answear or which quastions thay should answer;

= enber the examination room and approsch candidates, either lo prompt tem Lo make an
allesnpl &l Lhe exammalion of Lo prowide support and encouracement;

= enler the examinalion i and fead candidates” sengls.

Suppart and encouragement may be offered at any point up until the time that candidates
enter the examination room. From that moment onwards they are undor formal examination
conditions and the strict protocols must be adhered to.
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[

Task & Discussion

= Are you involved in briefing candidates and
staff on exam regulations?

= |s an assembly/briefing planned for
candidates in your centre? If so, what will be
included in this assembly/briefing?

* [s it necessary to brief parents? If so, what
information will you share with them?

= Will a senior leader be present at the start of
an examination? If so, which tasks will he/she
be undertaking?
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HEY YOU!

COULD YOU BE AN EXAM INVIGILATOR?

Preparing your
Invigilators

JCQ Instructions for conducting
examinations, section 12

You will require the following expert skills

1) The ability to walk really slowly.

2) The ability to tell students to "be quiet”
when they all already know this.

3) The ability to confiscate random items
such as bottles or pens for no reason.

4) A fierce hatred of fun.

NICE PEOPLE NEED NOT APPLY
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See JCQ Instructions for conducting
examinations, section 12.3

Training invigilators

= Atraining session must be held for any new invigilators and those facilitating an access
arrangement for a candidate under examination conditions

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

= Centres must ensure that the testing of invigilators’ competence and their understanding of these
regulations is rigorous. This must also extend to those facilitating an access arrangement

= Arecord 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
iInspection and retained on file until the deadline for reviews of marking has passed or until
any appeal, malpractice or other results enquiry has been completed, whichever is later
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Invigilation arrangements (section 12)
Resources for exams (sections 9 & 10)
Accommodation (section 11)
Identifying candidates (section 16)

The people present in the exam room
(section 17)

Question papers, stationery, materials
and other equipment (section 18)

Starting the exam (section 19)
Supervising candidates (section 20)

Candidates who arrive late/very late
(section 21)

Completing the attendance register
(section 22)

Leaving the exam room (section 23)
Dealing with malpractice (section 24)

Dealing with irregularities/emergencies
(section 25)

Finishing the examination (section 26)
Collecting & checking scripts (section 27)

Access arrangements - facilitators,
invigilators and roving invigilators (JCQ
ICE and AA/RA)

Conducting on-screen tests (Appendix 1)

Exam changes for the current academic
year

See The Exams Office Invigilator Training Record
and Centre Specific Invigilator Training Record
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JCQ information

= |nvigilators must be aware of the following JCQ information
(JCQ ICE sections 12.2 and 12.7):

o The relevant content of the JCQ Instructions for conducting

examinations publication
o Checklist for invigilators (for written examinations)
o Unauthorised items poster
o Warning to candidates poster
o Information for candidates for written examinations

o Information for candidates for on-screen tests (if applicable)

JCQ Joint Council for %%.
eic Qualificationse

Instructions for conducting examinations

1 September 2022 to 31 August 2023

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

ot | September 2022

Rewizion one: 25 October 2022
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Existing invigilators — ‘update’ meeting

Below is an example of some areas which could be covered with your existing invigilators:

Regulation changes in JCQ Instructions for conducting examinations
A review of the previous summer exams series (nationwide, across all centres)
A review of the previous summer exams series (specific issues within your centre)

Reminder/review of key areas to consider (e.g. key documents, amending candidates’ scripts, defining exam

room conditions)

Centre specific instructions (see Centre Specific Invigilator Training Record)

Centre specific instructions (e.g. support for the exams officer on the day of the exam, exam room set up)
Access arrangement candidates (if your invigilators are facilitating/invigilating access arrangements)

Discussion on how competence will be tested and improved
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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 /

the exam

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

During ) and other equipment

N

See Centre Specific Invigilator Training Record
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What is ‘competence’ and how do you test it?

Cambridge dictionary definition of competence:
The ability to do something well (successfully or efficiently)

Testing the competence of your invigilators

Do they ensure that the exam room is set up in accordance with JCQ regulations?

= Do they apply their knowledge of exam regulations when dealing with situations in the exam room?
= Do they maintain accurate records of incidents which occur in the exam room?

= How do they liaise with candidates, members of staff and their fellow invigilators?

= Do they follow your instructions?
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Invigilator training options

Online

Two online certificated

options:

= Invigilator Training and
Assessment Modules
(4 units)

Invigilator Digital
Accreditation (timed
assessment)

Both cover relevant content
of the JCQ ICE publication
and content for facilitators
of access arrangements

In-house

A training session for new
and experienced invigilators
delivered in your centre by
an approved trainer from
The Exams Office

This half-day session
covers relevant content of
the JCQ ICE publication
and includes training for
facilitators of access
arrangements

Centre devised

The Exams Office has
produced sixteen studio,
school and animation-
based videos to support
exams officers in delivering
a centre-devised invigilator
training session

Each video includes an
introduction to explain the
content of each section to
invigilators

Online
(Exam changes)

A certificated one-hour
online Zoom/Teams session
delivered by one of The
Exams Office’s subject
matter experts

This session provides an
update for your existing
invigilation team of JCQ
regulation changes for the
current academic year




Examslraining

Task

Confirm if your exams officer has the necessary number of
invigilators ahead of the summer exam series. If there is a
shortage, discuss how this can be overcome

Support your exams officer in meeting JCQ regulations relating
to invigilators/invigilation

Support your exams officer in defining and assessing the
competence of their invigilators
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A GUIDE TO MAMNAGING EXAM TIME

The exams manocgement and administration process that needs to be undertaken for

-
each exam series is commonly referred to as the exam cyele and relevant tasks
X I required within this grouped into the stages:
planning

entries
pre-exams |exams preparation)
exam time

results and post-results

Exam fime is the period when exams take place: when exam preparation is complete and the running and
conducting of exams is the primary focus.

This guide highlights some of the key areas that need to be considerad at exam time.

However, JCG Instructions for conducting examinations (ICE) plus any additional awarding body instructions
that may be provided must be fully followed when conducting exams in your centre.

Remember! During an exam series you may
be managing different types of assessments:

CONDUCTING EXAMINATIONS

Ensure all ICE instructions that relate to exam time are known, understood and followed.

NON-EXAMINATION ASSESSMENTS

‘Windows of assessment for non-fimetabled exams /ossessments normally open well before the dated exam
timetable starts. These are dassed as non-examinafion assessments! [as natienally all candidates are not taking
these at the same time but nermally in a ‘window' of time stipulated by the awarding body).

= Timetabled written exams

Certain assessments will need to be conducted under external conditions (instructions should normally be
provided by the individual awarding body).

‘Where applicable to any subjects delivered in your centre, ensure awarding body instructions for conducting
assessments are followed in relafion to any specific invigilation and rooming requirements.

= (On-screen tests

Maderator or examiner visits where applicable to certain qualifications /subjects, may also take place. Identify
from awarding body guidence ony documentation that needs to be prepared/provided to teaching teams in
advance. This would normally apply to subjects with a practical/performance element.

= Timed Art examination

QUESTION PAPERS AND EXAM MATERIALS

Awarding bodies normally send out question papers and other required exam materials well in advance of an
exam,/assessment date. Key dates and/or exams officer updates provided by owarding bodies should
normally give an indication of when materials will be dispatched, allowing centres to determine when to expect

= Practicals and performances SR

In the interim (between receipt of the confidentfial materials for each exam and the date of the exam), erratum
notices may be sent by the awarding body. Motices may be sent in hard copy or by a secure electronic
method. Where appropriate, affix the nofice to the relevant sealed question paper packetis) in the secure

] S e aki n an d I i Ste n i n exam S storage facility to ensure the notice will not be overlocked at the time of the exam.
p g g Examiner/marker address labels (where provided separately to attendance registers] should be safely stored,

preferably in date and session order:

= Exams taken in an assessment window et st e e et e

This guiche & provided for members of The Exams Office sy and muie not be Bared beyasd s i your e
A GUIDE TO MANAGING EXAM TIME [ 2022 /T3] 1o i s s o v . o o 5222




WHAT TO DO IN THE EVENT OF... CHECKLIST

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

Keep the candidate calm and comfortable and under centre supervision from the required time while appropriats
arrangements are put in place (from 9.302m for morning session [ 2pm for afternoon session)

Consider if supervised rest breaks would be appropriate to sase the candidate's indisposition
Consider if an application for 25% extra time is warranted [where the candidate may not be conversant with the proposed

Examslraining

Managing an exam day

= The Exams Office Exam Day Checklist includes a

What to do in the event of... checklist
= |t 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

arrangement(s) being put in place, for example the use of a scribe where the candidate’s indisposition may require this)

Allocate a separate exam room (where/if relevant)

o act &5 a practical assistant, soribe ete,)

(Where zpplicable} Deploy an appropriately trained membear of staff to facilitate the access arrangement (for eample

EXAM DAY CHECKLIST

Preparing for each exam session

Check e-mail {and mail, for any l2st-minate eratum notices from swardng bodies for hat day's sams)

(I the secure rom) Edentify the question paper packetis) for each exam in the sessian (and any ematum notices)
Note: Seiled question packets must not b removed from Ene securs storage faciliy until the: permited time

Apply for temporary approval using Access Arrangements Online (AA0] (where the arangement requires this and first
aain a sianed candidate bersonal dats consent form and comolete = data orotection confirmation) - keep on paper/electronic file

vl completed dedaration

it on how the @ndidate’s

znd instigate the specdial

ddd any required stationery (e.g. answer bookletsjadditianal or supplementary answer sheets/bookiets I appropriate]
Check clean cogies of any formula/data booklets added (where/ reguned by the subgect)

Ak the (an) attendance regiter for Sach exam paper

Ao the seating plan (and incident log) For 8Ch &xBM room (f used, add exam roam checidist and releant desk 1D cands)

Removing question papers from secune storage (wehin the permitied tme): Canfirm & member of slalf (adstional
1 the parsan remening the papens from Secure storage) checks the day, dabe, session (ime), subjed, unitjcompanent
dand Lier af entry i apglicable) immediately before & guestion paper packel is opened and thel this check is reconded

Access Srrangements (within the permitted tmetimes): Prepare any paper(s) required (o faciitale an access
arrangemeant
Inchude any ordered modified paparis) and any required cower ehesd(s)

Briefl irvigilatars on &l the arandements for the Sxam ses@on they nead W be aware al, induding:
the examis} in their room and the paper{s) duratien
tne required questian papers, mam stationery, cther materiak and any eratum notioe]s)
the attendance rogistens)
e seating plan and the arangements for any privatefexternal or transfered candidate(s) (€ apolcable)
being infommed of any candidate]s) with an access arangement(s) and made aware of the access aangament[s)
awarded [where applicable)
®  the superision aTangaments far any bimetsble clash candidatels) between exam napers taking place within the cme
session (if applicable)
* e superviskn arangements for any timetable clash candidatels) Detween exam papers taxing place within a different.
session |if apclicablz)
#  Instructions for comnleting the exam room chiscklist [where apclicable) and the exam reem incident kg
= the contenks of thelr exam room bax [where provided]
Brief any roving irvigitar(s] on e room{s) Lo be entered and Lhe arrangament{s) 1o be obierved

e ee

dfter mach axam session

{Wnere applicasie] Menge Seriphs for eandales uoer Separate invigilalion/in separale rodms/at an allmative ste
il these of the main cohart fensurs cover shesks accompany scripks whers approprinte)

Final check of completed attendance regiter and scripts for each exam are in register order

Pack and seal in relevant warding bedy scripl depatch envelope(s) (Do not hset amyting ke in package)

Check e-mail {or mall, for any natification of last-minute thanges to examiner detalis)

juired time if alt=rnative seating.
e {also see above)

:ase the candidate’s indisposition -

pararity under supervision |
1ent on how the candidats's

znd instigate the specdial

ery effort to determine the

W

ster (annatating the s=ating plan

znd instigate the specdial

2m and by 2.30pm for an

Affix examines addreas labeis) o package(s) - compilate dispateh 09 (wnere applicsbie to the yeliow bbel sendoe)

Slare packans(s] in secure rorm until dissalch

Comglete and submil o limescale any requinred fallovw-ug reporting bo the awarding body {incuding any very tabe smwal
repart using CAF, suspected malpractice repart, spechl consideratian anolication )

vigilator announcement exc), first
runauthorised items in their

Praparing far Lhe next exam sessionday

Final chack in the secure stoeage facility that correct and suficient ouestion pagpers are available for each exam

Final chack and caollalion of any other reguired resourees and answer backlets, ¥ needled (check trcugh sesked
restion paper packet window o refer io awanding bady sttionery/materisls list)

Check e-mail (and mail, for any eratum or cther wgent notice(s) from awarding bodies)

Access arrangements: Chedk arrengements in placefwill be in place el the time of the exam
Check hard copies of ordered modified papers available in secure storage facility (whene apolicatie)
Prapare any required cover sheels {whene applicable]

Check/restock exam room booes) (whene applicable)

rrival, information given atc.)
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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. The Exam Day Checklist animation
includes:

o Preparing for each exam session o Whatto do if a candidate is absent from an

. exam
o After each exam session

o What to do if a candidate arrives late for an

o Preparing for the next exam session/day exam

o Whatto do if a candidate requires an
emergency access arrangement(s) at the time
of an exam

o Whatto do if a candidate arrives very late for an
exam

o Whatto do if a candidate is suspected of or

o Whatto do if a candidate arrives for an exam committing actual malpractice in the exam room

and he/she is clearly unwell or extremely
distressed o What to do if there is a serious disruption in the

exam room

The Exams Office
Exam Day Checklist
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= Exams Officer absence = Cyber-attack
It is a JCQ requirement for centres to have ..
a written examination contingency plan = SENCo absence - InV|g|Iator shortage
which covers all aspects of examination
administration = Teacher absence = Late arrivals
This will allow members of the senior = Cent ilabl = Mal fi
leadership team to act immediately in the entre unavaillable alpractice
event of an emergency or staff absence

= Exam rooms unavailable = Emergencies
The examination contingency plan should
reinforce procedures in the event of the . .
centre being unavailable for Failure of IT SyStemS
examinations, or on results day, owing to

an unforeseen emergency. The potential
impact of a cyber-attack should also be
considered

An Exam Contingency Plan template is available on The Exams Office website

JCQ General Regulations for Approved
Centres, section 5.3(x)
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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.

Music Classroom

s

Qutdoor seating

[ ] | [ ] nan
O.
™ 5 ©
Student toilets ~ Student bags Fire alarm

Invigilator
(there are two
in the room)

A Level History, 2h 30m -
9 candidates

GCSE Geography, 2h -
15 candidates

GCSE Music 1h 30m -
10 candidates

. History of panic attacks
. Disruptive behaviour
. Exam clash

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

the invigilators)
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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 AGN BN r--mmemen ST

running of exams. Once you have spotted
risks, you can take action toreduce 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.

Music Classroom

A Level History, 2h 30m -
9 candidates

GCSE Geography, 2h -
15 candidates

GCSE Music 1h 30m -
10 candidates

squa

- History of panic attacks
. Disruptive behaviour
. Exam clash

gillate's desk (candidales are seated facing

it =2 o = 1§

Student toilets  Student bags Fire alarm Outdoor seating
Invigilator
(there are two
in the room)

re represents a ca




Any room in which an

ExamSTI’ainiﬂg exam is held must provide

candidates with
appropriate conditions for
Th € exam room taking the exam and be
prepared as per the
Visible requirements in JCQ
clock Instructions for
conducting examinations

Exam - Display S

[ Exam day | Date [ Sessionm | Exam room |

{ .
| |
desks / material | [ N N N !
/ / o
The exar ot (o autorsed membes of 8 remaves
Ot e 4 ey gt e s i e b o U bo e ke o Dt
The day, v
Checked imme oty hefare 8 qucsion papes packet s opened.
‘Awarding Paper | First® check Second check
body SR number | (name, signature. rle) e

Exam rcom requirements B ta indicate checked/confirmed | B
| Room conditions: (approprare condiions for aKIng T £xam) heating, 1gntng, ventIsHon, 1evel of noise
| (whether internal or external, intermittent or continuous) (ice 11)
Display material: which might be helpful to the exam subject(s) nat visible to candidates (iee 11)

Clock(s): {analogue and/or digital) (all synchronised) showing the actual time and clearly visible to candidates
from any seatad point in room (1ce 1)

309 Waening tn candidatme pstar snd )CQ Unsutharissd Hema poster: dsiayed 22 on A3 posier [nr
projected in a way for all candidates to see) in a prominent place out

1cE 11)

Centre number and Date: displayed and clearly visible to all candidates (ICE 11

- -
VI S I b I e Subject title(s) and Paper number(s): displayed and cleariy visible to all candidates (e 11
Start and Finish times (actual): (for all exam papers) displayed and clearly visible to all candidates (10 1)

| 1 to confirm this when the actual times have been displeyed when the exam(s) starts

Seating Srngements: dniarcs in il directons mirimum 135 metres centre b cenire canchdat? chole (e
oo I i 4 a7 £70ugh part 0 LhAL their WOrK CBNNGL be 5840 by CONLACE Cannat be
| | e "k iter Cantes)s Iigator(s) sbie 1o observe ach candidate i the axam room at ol imes. (It 15,42
| | ‘Seating plan provided: showing the exact position of each candidate in the exam room
. | (where applicable) Candidates with access arrangements identified on pian fiee 11y —
/ / 1o confirm any actual changes just before or during exam{s) have been neted n the plan »
1CQ ICE: (hardlelenmnl: ‘copy) available in main exam room(s) (cE 12)
lator in non-main room fully familiss with ICE)
mwnuaw ratio: mests/exceeds the requirsment for the size Of COROTE at |2sst 1.30 timetabled wiitten &xam (ICE 12)
Sole invigilator: has means of summaning help (wEoutleaving room o distuting cangidate) (acE 12)
(1 this is a mobile phone silent mode]
Identity of all candi i in place gilators to carry out adequate checks (ICE 16)

- Exam room incident log provided: ta record any m:\demslwregulinnes during the exam(s) (e 20)
Tmigitors presert and exam room
conditions in piace. Comments should be provided I any of e o g oo requirements are not met (ticked).

Invigilator name(s) & Comments
|
plan
e seating p— exam reom
incident log

I case of query by sn swarding body, this information will be keot on file until the deadiin for reviews af marking has passed or until
any l ather (1CE 12)

This temglate is provided for members of The Exams Office pnty and must ot be shared beyond use in your centre
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Question papers

= Check for awarding body notices relating to errors or
iIssues with question papers — this is known as an erratum
notice

= Sealed question paper packets relating to a written exam
must not be opened until the day, date and session of the
exam (at time permitted by JCQ regulations)

= A member of centre staff, additional to the person
removing the papers from secure storage must check the
day, date, time, subject, unit/‘component and tier of entry, if
appropriate, immediately before a question paper packet is
opened. This check must be recorded




Examslraining Start the

exam

Complete the
attendance

/ register

Supervise
candidates

Collect and check scripts and
maintain their security

The role of
your
Invigilators

Maintain the exam Manage
room incident log late/very late
candidate
Manage .
arrivals

and report
Incidents
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Unauthorised items — Yes, No... or Maybe?




Handling situations during

the examination —

The Exams Office videos

Supervising candidates

This video considers how invigilators
should supervise candidates during
an examination, remaining vigilant
and aware of incidents or emerging
situations, including instances of
candidates:

Copying work or allowing their
work to be copied

Causing a disturbance
Feeling unwell

Requiring a toilet break

Dealing with malpractice

This video highlights the various
forms of malpractice and how
invigilators should deal with two
particular instances if they occur
during an examination:

= Adisruptive candidate — either
intentional or unintentional

A mobile phone ringing during an
exam — whether a candidate has
used the mobile phone or not

Dealing with an emergency

This video considers how invigilators
should deal with an emergency
evacuation of the examination room
in the event of a fire alarm and the
actions which must be taken. These
include:

The instructions given to
candidates to ensure an orderly
evacuation of the exam room

The evacuation of the exam room

The actions to be taken upon
returning to the exam room
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See JCQ Instructions for conducting examinations, section 21

Candidates who arrive late

Exam duration AM session: AM session: PM session: PM session:
Late Very late Late Very late

1 hour or more Up to 10.00am After 10.00am Up to 2.30pm After 2.30pm
(more than 1 hour after (more than 1 hour after
the awarding body the awarding body
published starting time) published starting time)
Less than 1 hour A candidate will be considered very late if they arrive after the awarding body published

finishing time

A candidate who arrives late may be allowed to sit the examination — this is at the discretion of the centre
If they are permitted to sit the examination the full time must be allowed

Awarding body published starting times:
= Morning (AM) session: 9.00am

=  Afternoon (PM) session: 1.30pm




Examslraining

Candidates who arrive very late for an examination

= |f a candidate arrives very late for an examination, you must:
o Send the exam script to the awarding body in the normal way

o Complete and submit the Report on candidate admitted very late to the examination room within

seven working days of the exam. This is done online via the JCQ Centre Admin Portal (CAP)
o Warn the candidate that the awarding body may not accept their script

o Pay particular attention to the maintenance of the security of the exam and the supervision of the

candidate as the awarding body will carefully consider this when investigating

There is no requirement to complete a report for candidates who arrive late for an examination
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See JCQ Suspected Malpractice:
Policies and Procedures document

Reporting candidate malpractice and JCQ ICE, section 24

= The candidate must be warned that the awarding body will be informed and may decide to penalise them
= The candidate should be warned of the possible penalties an awarding body may apply
= The invigilator must record what has happened on the Exam room incident log

= The head of centre must report to the awarding body immediately all cases of suspected or actual
malpractice. Form JCQ/M1 — Report of suspected candidate malpractice must be completed and

submitted to the relevant awarding body
= Exam scripts should be packed and dispatched in the normal way

= Form JCQ/M1 must be submitted separately to the awarding body

See The Exams Office website for a Suspected malpractice: candidate notification form template
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Candidate malpractice

Sanctions imposed by

awarding bodies can include:
= No further action

Written warning

Loss of marks

Disqualification from the whole

gualification

Disqualification from all

gualifications in that series

Barred from entering for

exams for a set period of time

Type of offence

Mobile phone or
similar electronic
devices

Verbal
communication

Use of social media
for the exchange
and circulation of
real or fake
assessment material

See JCQ Suspected Malpractice:
Policies and Procedures Appendix 6
(Indicative sanctions against

candidates)

Warning
(Sanction 1)

Not in the candidate’s
possession but makes
a noise in the
examination room

Isolated incidents of
talking before the start
of the examination or
after papers have
been collected

Attempting to source
secure assessment
related information
online/via social
media

Loss of marks —
aggregation still

permitted
(Sanctions 2-4)

In the candidate’s
possession but no
evidence of being
used by the candidate

Talking during the
examination about
matters not related to
the exam; accepting
examination related
information

Accepting/receiving
real or fake
assessment related
information via social
media without
reporting it to the
awarding body

Loss of aggregation
or
certification
opportunity
(Sanctions 5-9)

In the candidate’s
possession and
evidence of being
used by the candidate

Talking about
examination related
matters during the
exam; whispering
answers to questions

Misuse of assessment
material (real or fake),
including attempting to
gain or gaining prior
knowledge of
assessment
information




Examslraining See JCQ A guide to the

special consideration process

Special consideration

= Special consideration is a post-examination adjustment to a candidate's mark or grade to reflect
temporary illness, temporary injury or some other event outside the candidate’s control at the time of
the assessment

= |tis applied when the issue or event has had, or is reasonably likely to have had, a material effect on a
candidate’s ability to take an assessment or demonstrate his or her normal level of attainment in an
assessment

Absent from a timetabled

Present for the assessment but :
component/unit for acceptable reasons

disadvantaged

Minimum requirements for enhanced
grading — one whole component, which is a
minimum of 15% of the total assessment,
must have been completed

An allowance of additional marks applied
from 0-5% of the total raw marks available
in the component concerned
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Special consideration allowances — examples

See JCQ A guide to the
special consideration
process, section 3.3

Present but Disadvantaged Allowance 0 - 5% Present but Disadvantaged Allowance 0 - 5%

Reserved for the most exceptional cases, such as:

5%

4%

3%

terminal illness of the candidate 2%
terminal illness of a parent/carer

death of a member of the immediate family within three months of the examination;

very serious and disruptive crisis/incident at or near the time of the exam

Very serious problems, such as:

life-threatening iliness of candidate or member of immediate family

severe disease

very recent death of member of extended family (‘very recent’ defined as within one
month of the examination/s taking place)

serious crisis/incident at the time of the examination

A more common category, including:

recent traumatic experience such as death of a close friend or distant relative 1%
recent illness of a more serious nature

flare-up of a severe congenital/medical condition or a psychological condition

broken limbs

recent crisis/incident

witnessing a distressing event on the day of the examination involved

* ‘Recent’ defined as within 4 months of the examination(s) taking place

The most common category of allowance — the majority of cases fall
within this category:

illness at the time of the examination

broken limb on the mend

effects of pregnancy (not pregnancy per se)

extreme distress on the day of an examination (not simply exam
related stress)

allowance on last paper taken in a day when a candidate has been
entered for three or more examinations timetabled for the same day
and the total duration of those papers is more than 5 hours 30 minutes
(GCSE, Level 1 and 2 examinations) or more than 6 hours (GCE and
Level 3 examinations)

Reserved for more minor problems, such as:

noise during examination which is more than momentary

illness of another candidate which leads to minor disruption in the
examination room

stress or anxiety for which medication has been prescribed

hay fever on the day of an examination

minor upset arising from administrative problems



Examsliraining

Task & Discussion

[

Is contingency in place in the event of your
exams officer being absent on an exam day?

Is contingency in place in the event of your
centre being unavailable on an exam day?

Does your centre have a policy relating to
students who arrive late for their examination?

Are you aware of how to deal with instances of
malpractice?

Are you aware of how to deal with cases of
malpractice and your role within with the
application process?
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ExamsOffice

A GUIDE TO JCG CENTRE INSPECTIONS

Thin guide provides on cvardios’ of the types of inspacfions undertzkon by tha JO@ Centra Inspaction Sarveo?.

The JOE Castra Inspacfion Servdes [O5) aparates on beholf of fha MO0 Awarding Bodics. The CIS
eondiuety | r-p-ncﬁcl'uhnp-pﬁrf:nﬂhu' Helivaring axaminatizne Tha safoguards tha istagrity of the
FO raaged ars adberes 15 snd that cxaminatane ara

The JCQ centre inspections

admrudwnd-hrl:frn all sudant. Son mern.

The D15 will vt contran 4o chedk an cemzhanss?. The OF is isspaciing e contr naf tha axame ofics /axame
2HFizar

GEMERAL INSPECTIOHN

Thin is an wnonncunced visrt by #he 05 fo chock that contros aro delivering cxoms in d with tha
rogulo mﬂllwlmﬂ:lyhhphmdmrgﬂmmnmmmnna‘hh -:h:l.H m:bd = par n:l.lvh:nuﬂmr

The JCQ Centre Inspection Service (CIS) is
run by AQA on behalf of the JCQ awarding

bodies. The CIS conducts inspections to e

# oshor required documontation |policios, procoduros, oic)
Exam occcommmodofion and cxam reom condiiona

support centres in delivering examinations

Comirce mort oreurs #hat oxom occormadesion end seviroamaond moohe tha required condifions for the typa of
cxam n-u-mrl-lmr\gmdnﬂdmn and that fheeo oo boing tekan at tho contro’s reginared cddrom [wnice
HmCIShmbnmmﬁ-ﬁndaFHm infort 83 conduct axome at on abomativo sitc].

Eimmﬂ-mﬂpmﬂmq:prnpn ahs concificne for condidatos he faka their oxome
Ench oxom rooms most bo st vp g i the published i
ieales wwn of on oxem room choddin to confirm $ae cxam room condifiors in plocs = evary axam room for

SNOrY SRR RS,

This safeguards the integrity of the S—

.'lppmpmh rr:r\gmmd-mrbunplm This inchdies tha suparvisen ok
with aocome 2

examination system by ensuring JCQ T e e

# candidofos who arnve late

|Sma on wzompis. EXAM ROGM CHECKLIST TEMFLATE]

. *  candidosoe whe moy keaes tha cxom rooe femparariby ar leave sarky
regulations are adhered to and that exams are ittionarenment

P SO i Swuen| 1 e ol Comet e (1S, L L mrm it

administered fairly to all candidates T

g s preraes lae =aey o] T lne s ST gy we e AR e BEyaea G e pae
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General centre inspection

= The general centre inspection visit normally takes
place when exams are running. It reports on the
exam arrangements in place at the centre

= General inspections are normally unannounced

= You may receive more than one general inspection
visit in a single exam series




] Exam accommodation =  Appropriate rooming/invigilation of

11 . access arrangement candidates
ExamSTra| NN g = Exam held at notified address

= JCQ posters

= |dentification of candidates

= Sole invigilator — not a relative and

] Seating arrangements/plan . .
Y Y P means of summoning assistance

= Display of key information — e.g. start = Receipt and storage of

and finish times )
exam/assessment materials

=  No unauthorised material =  Security of ‘live’ exam/assessment

. . materials
] Clock visible to all candidates

= Remaining question paper packets

m Copy of JCQ ICE in main exam room intact
=  Appropriate arrangements for timetable = Arrangements for a second member
variations of staff to check question paper

packet(s) before opening

=  QOvernight clash supervision forms _
=  Appropriate arrangements for

= Supervision of late arrivals/candidates collection and despatch of
leaving the exam room early or examination scripts
temporarily =  Access arrangements — confirmation

of approval and evidence of need

Adequate invigilation
=  Written examination contingency plan

Record of content of training given to : : : :
99 =  Written child protection/safeguarding

invigilators held on file :
policy




Examslraining

Preparing for the general inspection

= Be familiar with the JCQ Instructions for conducting examinations and other relevant JCQ publications

=  Check the previous JCQ general inspection report — were any areas highlighted for action or
improvement?

= Brief relevant centre staff about their possible involvement — e.g. SENCo, SLT, line manager
= Consider contingency arrangements should you or other key members of staff be unavailable

= Ensure all required documentation is readily available and up-to-date, including centre policies and
procedures — use The Exams Office Policy Checklist

= Check all exam rooms are prepared in accordance with the JCQ regulations — use The Exams Office
Exam room checklist

= Be prepared for more than one inspection during an exam series
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Task

= Be prepared to meet with the JCQ Inspector

=  Confirm that your SENCo has all the necessary information to
present to the Inspector

= Confirm that your exams officer has all the necessary information
to present to the Inspector

= Ensure that contingency is in place in the event of the absence of
your SENCo or exams officer on the day of the inspection (e.g. that
information is easily accessible, a nominated individual to answer
the Inspector’s questions/requests for information
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POLICY/PROCEDURES CHECKLIST 2022/23

MEETING JCOQ REQUIREMENTS

Exam polices/procedures | [

1 Examination contingancy plan {which cowvers all aspects of axamiration administration) [GR 5.3)

F Excolation process [should the head of centre, or @ mambar of tha senior laodership team with
ovarsight of examination administration, ba obsent)] [(GR 5.3)

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

3 Intarnal appeals procaduera which must covar at least:

- appaals regording intarnal assessmant dadisions (GR 5.3, 5.7, NEA 1]

- post-rasults sarvicas ond appaeals (SR 5.3, 5.13)

- oantra decisions relofing fo oooass arrongamants and special considerotion [(GR 5.5)

4 | Management of GCE and GCSE non-sxamination assesme otz palicy [GR 5.3, 5.7, MEA 1)
= Th ose re q u | re d by th e J C Q (an d Wh I C h 5 | Policy for daaling with an amergancy avacuation of the axaminatisn recm [ICE 25
) & | Folicy on the uss of word processors in sxaminations specific to the cenire [GR 5.3, AA 5.3]
may be inspected) 7 | Comptas ant cppact rocedins (% 5
& | Procaduras to verify the idanfity of all candidates af fhe fime of the examination or assassment (G
- Those req u I red as gOOd praCtI ce or to F P;o-lnduma far how tha cantre will deal with candidates’ raquasts for acoess to scripts, clarical ra-

chadks, raviews of marking, reviews of moderation and appeals to the awarding bodias (R 5.13)

10 | Prooess to check tha qualifications of tha cantra’s assaszoris) and that the corract procaduras ara

address specific issues within a centre
. . i i followad [GR 5.4, &4 7]
(e.g. late arrivals, disruptive behaviour) 11 | ot roracioncguering iy, iafing Dieconr and Sy S (05 dacrercn (8

53

12 | Dato protaction palicy (GR 5.3)

13 | Equalities policy [GR 5.3)

See The Exams Office Policy Checklist 4 | WrimeRloving pefly (BT 29

Soe JOO REQUIREMENTS Using tha chedkdin, fa confim ref in rolevess JOQ poblicosions fo fhe chove requircscnte
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Accuracy Tasks and duties A working document

Include areas in need of
improvement, or measures which
will/need to be implemented in the
coming months

Do not duplicate policies and I
* |nclude roles and responsibilities by
procedures from other centres :
naming relevant staff members

Your policies and procedures
must reflect practice in your
centre Ownership
Approval
» Policies and procedures should be
Conci completed by relevant staff Policies and procedures should be
QNIEEIE _ - approved/signed off by your line
It is not the responsibility of the manager, SLT, head of centre or
_Include t_he relevant exams offlce!f to be the s_ol_e Governors — particularly those
information — they do not need producer/reviewer of policies and :
required by the JCQ
to be lengthy documents procedures

Publish Protection

= Policies and procedures which accurately reflect centre practice, and that are
reviewed/updated on an annual basis provide ‘protection’ in the event of a challenge or

dispute with candidates, parents/carers or centre staff

Add the relevant policies and
procedures to your centre
website
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How to create, review and update your policies and procedures

Policy Generator Tool

o There are 24 policies and procedures within the Policy Generator Tool — including most of the policies and
procedures required by the JCQ

o Once a policy is created within the Policy Generator Tool it can be amended 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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Task

Are all policies updated and in place ahead of the summer exam
series?

= Have candidates, parents and staff been made aware of relevant
exam-related policies?

= Do you have a process to check (quality assure for accuracy) and
‘sign off’ exam-related policies?

= Are policies in such a format that they can be easily presented to
the Inspector?
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Packing and dispatching
examination scripts

JCQ Instructions for conducting examinations
= Packing scripts — section 28

= Sending scripts — section 29
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Packing examination scripts

Organise the scripts in the order
they appear on the attendance
register

Include any cover sheets (e.g.
scribe cover sheet). Place the
cover sheet inside the script

Fasten envelopes securely — do
not use staples, string or tape

You are now ready to dispatch
your scripts!

Place the scripts and completed
attendance register in the plastic
script return envelope/s provided

by the awarding body

Ensure every script has been
included

Don’t overfill script envelopes

Pad out any envelopes containing
only a few scripts with card or
bubble wrap to make them more
substantial

Use the most up-to-date script
return address labels provided by
the awarding body

Only use one label per package

Don’t write on the labels or alter
them in any way

Don’t put scripts from different
exams into the same script
envelope, even if they are going to
the same address
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Dispatching exam scripts: prc~FORCE

— YORLDWIDE

g N

Parcelforce ‘yellow label’ service

= The ‘yellow label service is a traceable exam scripts dispatch service provided
by Parcelforce Worldwide. Exam centres in England can use the service to send
unmarked materials to examiners

= |t covers the following materials for externally assessed general qualifications,
functional skills and other eligible qualifications:

o Exam scripts
o Externally marked non-examination assessments (NEA) and coursework

= This service cannot be used to send internally marked NEA and coursework to
moderators
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The good, bad and the ugly (and the crazy!)

The Bad

The Good The Crazy!

The Ugly

e
| m
0

£

)

170

= T
Ao e erth
T an0

nnnnn




Dispatching exam scripts

‘Yellow label’ collections

Daily scheduled collections
If you have timetabled exams on 3
or more days during any week in the
summer exam series, Parcelforce will
contact you before the start of the
series

Ad hoc collections

If you have fewer than 3 timetabled
exam days every week during the
summer series, contact the
Parcelforce Worldwide exams
helpdesk before the exam series to
arrange your ad hoc collections. You
can use the Parcelforce Worldwide
website or telephone 0344 561 7998.
Collections can be arranged up to 14
days before your first exam and need
to be booked at least 24 hours in
advance

The dispatch log

For 'yellow label’ packets, you need
to fill in a despatch log sheet with one
line for each packet you're sending

Use a new dispatch log for each day
you have collections

Complete the dispatch log before
your driver is due to arrive wherever
possible

Make sure your driver signs the
dispatch log to show proof of
dispatch

The DfE’s dispatch of exam scripts
page has a blank dispatch log and
guidance on how to complete it

Sending exam scripts

Dispatch scripts on the same day of
the exam wherever possible — if this
Is not possible dispatch scripts no
later than the next working day

Scripts must be kept in the secure
room until as close to the collection
time as possible - script packages
must not be left unattended at the
collection area

Retain scripts in the centre’s secure
room if kept overnight
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Dispatching examination scripts — further information and support

= Department for Education website (https://www.gov.uk/government/publications/dispatch-of-exam-

scripts-yellow-label-service)

o Secure deliveries leaflet

o Yellow label service checklist
o Dispatch log

o Dispatch of exam scripts guide

o List of eligible qualifications

= Parcelforce website (https://collections.parcelforce.net/dfe)

o Book a collection


https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service
https://collections.parcelforce.net/dfe

Examslraining

Task

= |f your exams officer has no previous experience of an exam
series, ensure that they are aware of the process for packing and
dispatching exam scripts
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Results and post-results
services

See the Post-Results Services section under
the Exams Office tab on the JCQ website

The Exams Office will publish A Guide to
Managing Results and Post-Results in May
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Summer 2023 results

Qualifications Restricted release | Results release to
to centres candidates

Once published,
read the JCQ

Notice to Centres

ATt 16 August 17 August regarding the
GCSE release of results
23 August 24 August for summer 2023

Restricted release to centres: available from 12.01am

Release of results to candidates: can be given to candidates from 8.00am

Centres must not release results data to Local Authorities, the press or media
until after 9.30am on the date results are released to candidates




Restricted results release

Results are issued to
centres the day before the
candidate release date so

that they can prepare for
results day

On restricted release
centres can:

Access results files and

reports

Check results and

identify issues

Print statements of
results

Produce centre results
reports

On restricted release,
results must remain
confidential and access
IS restricted to the head of

centre, exams office staff
and key members of
teaching staff within the
centre (at the discretion of
the head of centre)
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To investigate a result reported as X (no
result), # (partial absence) or Q
(pending) or where the result is missing
entirely

A request when a certification entry has
not previously been made for a unitised
gualification (also know as Late
Certification)

Clerical re-checks, reviews of marking
and reviews of moderation

Access to marked exam scripts to
support reviews of marking and
teaching and learning

Where a centre remains dissatisfied
after receiving the outcome to a review
of results

Missing and
Incomplete
Results
(MIRs)

Late Subject

POSt_ Award
Results
Services

Access to Reviews of
Scripts Results
(ATS) (RoRs)
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Task

If your exams officer has no previous experience of a results day,
ensure that they are aware of the tasks which must be informed on
restricted release day and results day

Confirm that your exams officer has the contact details for the
relevant awarding bodies in case of issues on restricted release day

Confirm which members of staff will have access to results on
restricted release day, and that they are aware of the regulations
forbidding the sharing of these results

Ensure that there is contingency in place in the event of your centre
being unavailable on restricted release day/results day, or if there is
an IT system failure
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The exams community
and exams officer
support

ExamsOffice

y

-
9?% A()Ag wjec @ Pearson

cbac

ICQ ofqual
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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)

JCQ compliant exams equipment

Free membership to the NAEO



National
Association of

Exa m STra I n I n g Examinations

Officers ™

The National Association of Examinations Officers (NAEO)

= Free membership for exams office staff in TEO member centres
= Legal/lemployment advice (conditions apply)

= Representing the exams officer community

= Good practice/advice/guidance articles and videos

= Professional development — including a skills-based focus

=  Summer Conference (London 3 July 2023)

= Exams Officer Digital Accreditation certificate

= Rewards and Awards

= Mindfulness and well-being support

= Job descriptions — exams officer and invigilator

= \acancies section
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Awarding body support

JCQ

= Advice and guidance cic

= Telephone and email support

= Field teams OCR

] Tra|n|ng events Oxford Cambridge and RSA
= Website ﬁ
o AQA (aga.org.uk) UJJeC

o OCR (ocr.org.uk) CbOC

o Pearson (qualifications.pearson.com/en/home.html)
o WJIEC (wjec.co.uk)




Examslraining

Support within your centre

* Head of centre/SLT ‘The head of centre must ensure

= Line manager that the examlnatlons.ofﬁcer IS
line managed and actively
= Heads of Year supported by a member of the

senior leadership team who has a
good working knowledge of the
= ALS lead/SENCo examination system’

= Heads of Department

= |T staff JCQ General Regulations for
Approved Centres, section 5.3

* Premises staff
= Reception staff

= |nvigilators
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Next steps

Download the monthly support guides for new exams officers from The Exams Office website
Download and complete The Exams Office spring and summer termly checklists

Meet with key internal staff — e.g. your line manager, SENCo, premises staff

Be familiar with the JCQ regulations and requirements

Check that all tasks relating to entries are completed

Plan and prepare for the summer exam series

Train/update your invigilators

Contact the relevant awarding body if you have any queries
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www. TheExamsOffice.org

www.thenaeo.org

www.ocr.org.uk/administration/support-and-tools

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

https://www.facebook.com/OCRforexamsofficers

Follow us on Twitter: @ TheExamsOffice and

@OCRCustSupport

Thank you for attending
and have a safe journey



http://www.theexamsoffice.org/
http://www.theexamsoffice.org/
http://www.thenaeo.org/
http://www.ocr.org.uk/administration/support-and-tools
https://m.facebook.com/theexamsoffice/
https://www.facebook.com/OCRforexamsofficers
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