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Some dos and don’ts!
This booklet should be read in conjunction with the job description, the “What If?” booklet and the JCQ ICE extract supplied.  
Some issues may be addressed more than once, either across the documents or even within a single document.  It is to be hoped that any such issues do not produce conflicting advice!

Commonly used abbreviations, acronyms and terms:

(Terms in bold italics are themselves explained elsewhere in the same table)

	A Levels
	The main academic qualifications for University entrance.  Now sub-divided into AS and A2.

	A2
	The second half of the A Level – taken at the end of Year 13 – this is the main University entrance qualification

	Access Arrangements
	Also known as concessions.  Some students may be permitted certain assistance, e.g. extra time, the services of a reader and/or a scribe, separate accommodation, etc.  See later.

	AQA
	One of the principal examination boards

	AS
	Although a qualification in its own right, it also serves as a half way assessment in A Level exams.  In SJSF normally examined during Year 12

	Candidate Number
	Every student is assigned a 4 digit number to help identify them to the exam board.  At SGCT our practice is to start each year with a different leading digit; in 2007 Year 11 were in the “3000 series”, Year 10 in the “4000 series” and so on.  We reserve the “0” series for external candidates and the “2000 series” for students from partnership schools, for historical reasons.

	DCSF
	Department for Children, Schools & Families – new name for the Department for Education

	Edexcel
	One of the principal examination boards

	EO
	Examinations Officer – one of the permanent staff with responsibility for day to day management of the exams.  

	External candidate
	A candidate who is not on the roll of either SGCT or SJSF.  Discussed later.

	External exams
	Exams which are set and marked by organizations outside the school.  These must be conducted under JCQ regulations.  They include SAT, GCSE and A Level exams

	GCSE
	The main academic exam structure for Key Stage 4 (Years 10 & 11) (Replaced the old O Level and CSE)

	ICE
	The Instructions for Conducting Examinations book – the rule book produced by JCQ.  It is republished each year and usually includes some changes from previous years.

	Internal candidate
	A candidate who is on the roll of either SGCT or SJSF and as such is subject to our internal policies and regulations as well as JCQ regulations

	Internal exams
	Exams which are set and marked within the school.  These would include all Year 8, most Year 9, most Year 10 and the Year 11 Trial exams.  (See later)

	JCQ
	Joint Council for Qualifications – a body representing all exam boards which sets a common framework of regulations which apply to all external exams

	Malpractice
	Breaking the rules or acting in such a way that the exam is compromised.  

	NAA
	National Assessment Agency – executive arm of the QCA with respect to examinations

	OCR
	One of the principal examination boards

	QCA
	DCSF agency that approves qualifications and manages the National Curriculum

	SAT
	Now an outdated term, it stood for Standard Attainment Test.  The US college admissions test organization sued the UK Government for breach of copyright over the name and the official title is now National Curriculum Test (almost always “abbreviated” to SAT in common parlance …!)  Taken near the end of Year 9.  Always scheduled for the week beginning May Day Bank Holiday, there are 2 papers each in Maths and Science and 3 papers in English.  Not strictly peaking subject to JCQ regulations but we run them that way anyway.

	Script
	A student’s set of answers, whether written directly on the exam paper or in a separate answer booklet

	SGCT
	St George’s College of Technology

	SJSF
	Sleaford Joint Sixth Form (a consortium of the Sixth Forms of St George’s, Carre’s and the High School).  See later section for procedure variations.

	SMT or SLT
	Senior Management or Senior Leadership Team –  the Principal and Vice-Principals.

	Specification
	Used to be referred to as a syllabus.  The specification not only covers what is to be taught but also what exam papers are to be taken.  Often referred to by it’s number.

	Student Progress Managers
	Also known as Heads of Year – senior members of the teaching staff with pastoral and disciplinary responsibility for a complete Year group.

	WJEC
	One of the principal examination boards

	Year 11 Trial exams
	Also sometimes known as Mock exams.  Taken by SGCT students in December of Year 11, these are the final set of exams before “the real thing” the following summer.  See later.

	Year 7
	11-12 years old    (1st Form)

	Year 8
	12-13 years old    (2nd Form)

	Year 9
	13-14 years old    (3rd Form)

	Year 10
	14-15 years old    (4th Form)

	Year 11
	15-16 years old    (5th Form)

	Year 12
	16 -17 years old   (Lower Sixth)

	Year 13
	17-18 years old    (Upper Sixth)


Introduction
An invigilator has two primary responsibilities:

1) To ensure that examinations take place under the prescribed conditions in order to maintain their validity.

2) To do their best to give every candidate the opportunity to tackle their examination in such a way as to show their best work.

In order to accomplish the first task, you should be familiar with the Joint Council for Qualifications (JCQ) Instructions for Conducting Examinations (ICE).  This does not mean that you should know the rules off by heart;  one of the requirements is that a copy be available in each examination room for reference if needed.  Much of the complete (60+ pages) book is irrelevant to an invigilator, being concerned with storage and handling of papers before and after exams take place, setting up rooms and various specialized issues, so we have supplied only an extract of the relevant parts.

The basic thrust of these regulations is as follows:

1) Candidates must not communicate (or attempt to communicate) with each other in any way – talking, signs, notes, etc

2) Candidates must not do anything which might distract other candidates – tapping on the desk, making noise, throwing things, leaning their chair back against the desk behind or kicking the chair in front, etc

3) Candidates must not attempt to gain an unfair advantage by having notes or similar.  (There are a few exceptions to the “no notes” rule, usually at A Level, where candidates may bring pre-prepared notes; you will be briefed on these individual cases as they arise)

4) Candidates must not have in their possession a range of items such as mobile telephones, 
i-pods, MP3 players, personal stereos (an exception to the last is an A Level Language Listening exam), etc. They will be warned about this before the exam starts;  if any such item is found during the exam, call for SLT support; the item should be confiscated and the incident logged.  The invigilator should take no other action and should return the item at the end of the exam unless SLT opt to proceed otherwise.  Make sure that an EO sees the log entry for further action!
Centres are permitted to vary the start times of exams by up to 30 minutes either side of the nominal start time (9:00 or 1:30), therefore the papers sometimes just say “morning” or “afternoon”.  If a time is specified, we are still permitted to vary it.  Candidates may be permitted to enter an exam up to 30 minutes after the nominal start time without penalty, providing that the exam has not already finished (any late arrival must be logged and the full time allowed, although the candidate may leave with the rest and sacrifice the permitted extension).  It is the policy of both St George’s College of Technology and the Sleaford Joint Sixth Form that candidates must remain for the specified length of the paper unless there are exceptional circumstances (e.g. a student having a long sequence of different papers in the same session) in which case any decision to release students early or allow them to change papers early must be made by one of the Exams Officers (this will normally be anticipated and the decision made in advance).  In the absence of any other instructions, go by the book;  if you feel it appropriate contact one of the EOs for guidance.  External candidates may be an exception to this last point – see later discussion.    In any circumstances candidates must remain under supervision until 1 hour (or the length of the paper if that is less than one hour) after the official start time (9:00 or 1:30).

At any stage in the process an invigilator is responsible to the Examinations Officers, who in turn are responsible to the Head of Centre for the management and conduct of the examinations.  It is the Examinations Officers’ job to know and interpret the rules and regulations and to make decisions based on that knowledge.  Invigilators should apply common sense in emergencies but otherwise should not take decisions about the management of any exam (external or internal) without first consulting one of the Exams Officers, as there may be policy or other school-related issues involved of which the invigilator is unaware.

If you have any questions or concerns about their decisions, please raise them privately  after the students have left (as a matter of professionalism);  if it appears that they may be allowing a breach of the regulations it may be that they know of a recent change to the ICE which they have not yet had time to pass on, that they have obtained permission from the exam board in special circumstances or that they have made alternative arrangements with other members of staff for the supervision of students.

Some practical tips for invigilating

These tips are written with external exams in mind;  in later sections variations from the external rules for internal exams and specific tasks for different parts of the session are discussed.  
· Please dress formally; comfortable shoes in which you can walk quietly are a definite advantage (see below!).
· Only communicate with other invigilators during the exam if it is necessary and exam-related.

· Students are required to be silent while they are in the Hall and they should only speak to you if they are raising an issue directly related to the exam.  An invigilator should not communicate with a student unless it is necessary to do so.
· You must always be in a position to be able to observe what students are (or are not) doing.  That means that in a hall the size of ours you are very unlikely to be able to work properly if you are seated.  Stay on your feet to do the job unless there are only a small number of candidates present (e.g. when the third and last section of an A level series is being taken and most of the original throng have left).   In classrooms invigilation while seated may be an option.


· If there are a number of you invigilating, spread out fairly evenly around the perimeter of the hall.  You are allowed to move around during an exam, providing you minimize the disturbance to the students. Try not to walk up and down between the rows of desks more often than necessary, and don’t go sideways between them except in an emergency.  Ensure that you do not focus too much on one particular area.
· It is often a good idea to exchange places with other invigilators every 20 – 30 minutes;   a fresh eye may see something that has previously been missed.
· Record any occurrence out of the ordinary in the official log immediately – don’t use a scrap of paper in your pocket or write it on your hand!  We need a record of what has happened written at the time – it may be that someone will come in before the end of the exam and check the log who is in a position to take action;  it also means that it won’t get forgotten.  (See later for “loggable” issues).

· We cannot afford to employ extra “relief” invigilators for every exam;  given our exam pattern, it is normal to need a full team of invigilators for up to 1½ - 2 hours;  after that the numbers will probably start to drop so that breaks become possible.  You may bring a bottle of water into the exam with you.  If you need to pop out for a few moments during the exam, then do so, but please try to avoid needing to do so.  If you are a sole invigilator, you will have to call for and wait for a relief before you can get relief …!    Once the student numbers start to drop we have no objection to invigilators rotating in and out of the Hall in order to have a break provided that adequate levels of supervision remain;  we rely on you to organise such breaks for yourselves and to be fair to each other about how long you stay out – and please remember the poor soul on their own in a classroom who might also appreciate a few minutes’ fresh air!


· If you are unsure what to do – ask!  If no EO is in the room there is likely to be a more experienced invigilator.  If the issue is not an emergency, one of you should call one of the EOs for advice.  If it is an emergency, please use your best judgement and call for help as quickly as possible.


· The best way to learn many of the extra jobs (like checking papers after the end) is to do them – if you ask to help you should be welcomed.


· If you have invigilated before at another establishment … we value your experience but please do it our way!  If you have suggestions or constructive criticisms we will be happy to listen, but we operate a system which we know works for us, and we would ask you not to make changes to our system without first discussing them with us.


· At least one member of the exams team will be present at the start of every exam in the Hall; usually at least one member of the team will be present for the end of each exam as well (although “changeovers” between AS or A2 papers in mid-session may be an exception).  If you are in an outlying room you may be asked to start the exam yourself, but if this is the case, a full briefing will be given.  (We will very rarely ask novice invigilators to work alone.)  Please do not start an exam yourself unless specifically briefed to do so, especially if you have a full group.


· When writing start and finish times on notices, use the 12 hour clock (many of our students struggle with the 24 hour system).  An afternoon exam, for example, would start at 1:16 and not at 1316.  It is only necessary to identify the specific exam on the notices if there are different finish times involved.


· Announcements during exams:  
There are actually only 3 announcements specifically required by JCQ regulations.
1)
Warning to Candidates – “You are now under exam regulations, you may not do … you may not have … ”  
2)
“Start work – the time is …”
3)
“Stop work”
All three will normally be given by one of the EOs.  If you are stopping or starting one or more exams while others continue, identify the exam(s) you are referring to e.g. “Foundation level Textiles and Resistant Materials, stop work”.  AS and A2 exams are usually identified by their code numbers, e.g. “ENB1” or “LTB5” as there may be several different “English” papers.

If other exams are continuing, keep any announcements to an absolute minimum although it may be appropriate to remind the students whom you have stopped that other exams are continuing. 

The “five minute warning” is optional and we have chosen to discontinue it.  It is rarely relevant to our students, most of whom finish well before the scheduled cut off time.  Do not give a “five minute warning” unless specifically instructed to do so.

No other announcements should be made while an exam is in progress unless the exam paper specifically states otherwise or an emergency arises, e.g. a situation requiring the exam to be temporarily stopped.  If a Head of Department requests time checks at any point, please refer him/her to one of the EOs and do NOT make any such announcements unless one of the EOs has approved them.  If a teacher makes any announcements while the exam is in progress, log it but do not challenge them in front of the students.  Refer the matter to an EO afterwards.

· If you are invigilating more than one exam paper, with different finish times:
1)
Make it clear which exam you are stopping (say which subject, which level and for AS/A2 give the paper reference)
2)
Make it clear that any other exams in progress are still continuing and that the students taking those papers are aware that they may continue to work

· Every classroom has an electronic interactive whiteboard.  These are wonderful tools which cost thousands of pounds each.  They don’t work very well if they have had notices stuck to them with blue-tack or sellotape!  The electronic whiteboard has a textured surface and a built in tray at the bottom with a space for a round “rubber”.

If you are in a classroom, stick your notices to either the wall or the normal whiteboard – the one with the shiny surface and without a round “rubber” in the bottom tray.  If in doubt, assume it’s electronic and don’t touch it!

· If you have any personal connection (positive or negative) with a student or group of students (e.g. family, children who attend your youth group, children you have tutored privately, or even neighbours) it is advisable not to “work” their part of the Hall.  For external exams the only forbidden situation is for you to be sole invigilator if a family member is taking the exam, but we advise that you work in such a way  that you cannot be accused of bias in either direction in any exam (if necessary, ask us to change the assignments).  It might also be that the students would find having Uncle Fred, Auntie Mary or Grandma around distracting!  If we have a classroom in use, you could also request to be assigned there.
Official Notices

Any exam room must have 3 official notices posted both inside and out;  you will be supplied with these if you are working in an outlying room.

As stated earlier, please be careful NOT to stick notices onto an electronic interactive whiteboard.  Occasionally, we will take over an entire block and declare the whole block to be an “exam zone”; in such cases we will post the relevant notices at the entrance to the block and it is not necessary to post further copies outside each individual room.  You will be briefed on this in individual cases.

Clocks

Each exam room must have at least one working clock;  if there is more than one they should be synchronised as far as possible.  It is our usual practice in the main Sports Hall venue (where we normally have 4 clocks) to indicate which clock we are taking the start time from; only if it becomes clear that the designated “master clock” is seriously out of synch with the rest should you finish an exam by a different clock.  

Most classrooms have clocks, although these may be installed at the back of the room, and as such are unsuitable for exam use.  You should always collect a clock from us unless we have checked in advance that a suitably placed clock is available, and locate it where the students can see it easily.  If necessary adjust it to match the “resident” clock – please don’t adjust the “resident” clock, because some teachers like to keep their clocks set fast or slow for class management reasons!

Stationery

GCSE external exams are mostly answered on the question paper these days, but a few GCSE exams and several AS/A2 still require separate answer books and possibly additional sheets.  

If you are working in an outlying room, please check before departure from the Hall that you have the appropriate answer books and some additional sheets.


Please do not put treasury tags into large numbers of additional sheets “in preparation” – it makes them difficult to store.  Also, after each exam, please return any additional sheets to the relevant box – do not leave them scattered around the Hall.

Exam stationery is specifically for, and its use restricted to, recording examination answers.  Please do not use official exam stationery for making notes of any description, wedging wobbly exam desks or any other purpose.  No unused exam stationery should be removed from the exam room by any person for any reason except use it for an exam in an outlying room after which it must be returned to the main stock in the Hall.
External candidates

St George’s and SJSF both accept external candidates as a matter of policy.

External candidates are not on the roll of the College, Carre’s or the High School, but have studied for the exam elsewhere.  
They typically fall into one of two categories; either teenagers who have been educated at home and need an approved centre at which to sit their exams or adults who have returned to education later in life in order to acquire qualifications which they need to progress in their careers.

The rules and policies governing these candidates differ from those applying to internal candidates.

1) JCQ regulations apply in full – they are subject to the same restrictions as to what they may or may not do, may or may not bring with them.  They may not leave before at least 1 hour (or the length of the paper, if less than 1 hour) has elapsed since the official start time (0900 or 1330).  This will be explained to them by an EO before they start.  They are not, however, subject to our internal policy that they must remain until the nominal finish time.  (It is unusual for an external candidate to want to leave early – they are usually the ones who work until the last possible moment!)


2) These candidates should not be roaming the school unescorted;  they are instructed to report to and wait at Reception until collected.  Usually one of the EOs will collect them; occasionally an invigilator might be asked to do so.

They must be positively identified in order to sit the exam;  again, one of the EOs will normally deal with this, either by requesting photographic identification documents or because they are known to the EO.

At the end of each exam they must be escorted back to Reception to sign out before leaving the site.  It is not uncommon for an invigilator to be asked to do this.  


3) If you are in charge of an exam and an external candidate asks to leave before it is officially over:
a)
has the security time (1 hour after the start) elapsed?  If “yes” then see (b);  if “no” then they can’t.  (If they get up and walk out anyway, log it for further action.)
b)
they must be escorted back to Reception – if this would mean depleting the invigilation team below JCQ levels then ask them to wait and contact an EO.  If they insist on leaving at once, escort them even if it does deplete the invigilation team – log it upon your return and refer it to an EO later.

4) They will almost certainly be sitting different specification papers from our internal candidates.  Please don’t mix them up (they’ll probably have out of sequence candidate numbers, usually starting with a 0, anyway) and if they leave before an EO is present, please leave their script somewhere obvious in the Hall for later packing and despatch.
Internal examinations
Internal exams are set and marked within the school.  As such they have no “official” value and we can be more relaxed about applying the regulations.

Nonetheless, we prefer to run internal exams by the same set of rules as external exams for three reasons:

1) It is good training for the students

2) It is good training for invigilators

3) It minimises the risk of confusion on anybody’s part as to what the rules are

Nonetheless, practical considerations mean that we have to make certain variations in the rules, typically:

1) Exams will be timed to finish 5 minutes before the end of the relevant period for the lower years, regardless of the time printed on the front of the paper (if the start is delayed for any reason the students get less time … that’s the way it is!)  Occasionally an exam will be timed to finish mid-period but this is very rare.

2) Extra time concessions are not always allowed during internal exams (Year 10 might be an exception if the student has already sat external exams with that concession in the same season)

3) Teaching staff may give whatever briefings they choose at the start of each exam.  Teaching staff may also amend the papers in any way they choose at any time before the end of the paper (including while it is in progress).

4) Teaching staff may make any announcements, or request invigilators to make any announcements, at any time during the exam (although we discourage this very strongly).

5) Students will not have candidate numbers, and will be seated in teaching groups.  The papers will need to be collected in these teaching groups;  most departments now supply us with a labelled folder for each set.

6) The log still needs to be completed as for external exams.  It may be that SLT will decide to punish misbehaving students by “disqualifying” their papers therefore it is imperative that there is contemporary evidence in case of later queries.  
For internal exams (whatever year) the timetable is far more compressed and the workload for invigilators is much higher – we try to keep the Hall in almost continuous use, so that we might actually be dismissing one year group through one door while another year group is already lining up outside a different door.  Breaks are few and far between … but the seasons are much shorter!  We will make sure that you get a lunch break.
Year 11 Trial Examinations

These normally take place in December and they are the last set of exams the students will sit before the “real thing” in Summer.  They are, however, still internal exams, and consequently we may vary the rules.
The timetable is an internal one, and as such is very compressed.  
These exams are important from an external point of view, in that in certain circumstances a trial exam paper may be accepted by the exam board as evidence of probable attainment if a student misses a final paper, so please maintain full exam conditions as far as you can.  (The exam board requirement is that the evidence of probable attainment must have been produced under “controlled conditions”, so minor variations from full JCQ conditions are acceptable.)
Registers
At SGCT we have developed a registration system which works for us, providing it is executed correctly.

Do NOT use the official register sheets from the exam board for initial registration unless specifically instructed to do so.  They may be out of date;  will not take account of “special cases” who may be sitting the exam elsewhere, and will certainly not take account of any late arrivals.

Before the exam you will be given a register sheet indicating students and their seat numbers.  Typically this will be 3 or 4 rows.  The students are seated in a given order (for external exams, candidate number order) starting at the front of one row and the “snaking” so that they will be found in sequence going up one row, down the next, up the third and so on.  Occasionally you will be given more or less than 4 rows for practical reasons (e.g. if a given paper occupies 3 ¼ rows or 5 rows).
The register sheet will usually be printed on coloured paper, often pink but it depends on what colour paper we have available!  It will normally show the candidate’s number, name and seat number, and will also have a blank box.

You must read out the student’s full name (e.g Mary Smith) rather than just the first or last name and get an acknowledgement (“Yes Sir / Miss” ).  
Mark students as  PRESENT by ticking in the blank box on the right hand side.    

Do NOT mark absentees – mark presences!  

Return the register sheet to one of the EOs IMMEDIATELY – we have a very short time window in which to try to contact any absentees and get them in before any work they complete might be rejected.  Do NOT keep the register sheet because you will need it later – we need it NOW!  Please physically hand us the sheet rather than keeping hold of it and telling us the results – that’s just the way we prefer it.  

SGCT students do not have to bring formal identification documents but are deemed to be identified by the members of teaching staff who have supervised their entry and by the EOs who are present (you may also recognise some of them from previous encounters!);  if they acknowledge the name you read out as theirs assume that they are the correct person.  
SJSF students are expected to provide photographic identification;  do not scrutinise this in detail but take a quick glance to see that they have something which shows (a) the correct name and (b) a photo which looks at least vaguely like the person in the seat.  If they do not have photo identification with them make a note but continue and consult an EO asap after completion of the register  -  let’s get the majority registered and ready to go before we worry about the exceptions.

See the section dealing with “end of the exam” for what to do with these registers after collection and how to handle official registers.
When we have large numbers and/or multiple exams in the Hall we have found it most effective for each invigilator to take responsibility for one or two papers (AS/A2) or a block (typically 3 or 4 rows), setting out, collecting in and checking off for a given group of students.

Before the exam
Please do your utmost to be available in the Hall at least 30 minutes before the exam is due to start (or by the time given by the EOs at the end of the previous exam, if you are working a multi-session day).  
You may find packets of papers, registers, etc, on some desks.  (This will only happen if an EO has brought them down, been joined by another invigilator and then been called away.  External exam papers must never be left unattended, even for a moment.)

KEEP YOUR HANDS OFF!

Please do NOT move, sort out, “tidy up” or otherwise disturb any arrangement of exam material (including coloured working registers), however random and untidy it may seem, without specific instructions!  It may be that the EO has organised the material in a way that makes sense to them, and your “help” might mean considerable wasted time and effort.  Please do not move papers or registers of any type to the relevant part of the Hall without instructions to do so.
Once an EO arrives they will give instructions for the session.  While these would normally be routine, special circumstances may need out of the ordinary responses. Please ensure that you give full attention to these briefings.
Do not open any packets of exam papers without specific permission from the relevant EO – if the papers are SJSF GCE papers, then Mrs Tudberry must agree.  The two centres have different practices because of the different numbers of students involved.  Even with such approval, please make a quick check of each and every pack before you open it to see that the date and session are correct – packets have been known to get into the wrong piles in the store!
When asked to set out papers and/or answer books, please check the coloured working register to make sure you put them on the correct desks.  At times we might have 10 or more different exams, many of which will have very similar titles, running simultaneously, and students might not realise that they have the wrong paper … 

Return any unused answer booklets to the correct box, and stack any unused question papers at the front near the relevant rows of students so that they can be easily located if necessary.
Make sure that the time notices on the wall for “your” section of the hall match the papers set out, and prepare time notices for subsequent papers if necessary.  Please return marker pens and packet openers to the relevant box immediately after use every time.  
As the students come in, wait at the front or the back.  Do not start to check registers until the vast majority are in.  If you do, three problems occur.
1)
You’re getting in the way of the students

2)
You’ll miss several as they pass you to occupy the seats you’ve marked empty
3)
The period when they’re moving around is when they need the most supervision.
The “Warning to Candidates” and any teacher briefings will give more than enough time for you to register your block (see section on Registers).

After the exam
Normally one of the EOs (often more than one) will be present to finish the exam.  The only time this would not automatically happen is if there is a sequence of AS or A2 papers, when we might leave you to deal with the mid-session changes yourselves.

If an EO is present they will normally give the instruction to stop work.  If you have to do this, please see an earlier note about what to say and not say.

90%+ of our behaviour problems occur during the period between stopping the exam and the students leaving the room, so we need to keep it as brief and slickly organised as possible.
Collect the scripts in your assigned block, making sure that you do so in the correct order.  Do not stop in this process – if a student has forgotten to put their name or candidate number on, remind them, mark the place in the pile (I find that a finger works well!) and move on – go back to them later.  
Put the scripts in an obvious and logical place, e.g. on the bench at the front of the room by the relevant rows.

Unless there is a follow on paper, do NOT collect ancillary material (separate question papers, case studies, maps, resource booklets, anthologies, etc) until the students have left unless specifically instructed to do so – it delays the dismissal of the students if you are still moving between the rows, and while you are occupied with that the general supervision level is reduced.  When collecting such ancillary material, please collect it in the same sequence as the original scripts so that there is a reasonable chance of identifying its origin if necessary.
If the students may have a follow on paper do not start to issue any new papers before the old ones are all in.  If they still have ancillary material from the first paper as described above, remove this before issuing any new material.
No students should be dismissed until all papers from the relevant exam have been collected.  If an EO or SLT member is not present to direct the dismissal, please consider where exams are continuing when deciding which door(s) to use to dismiss the students.

With AS / A2 students, some of whom may be staying and some going, we have found that the most efficient approach is this.

1) Collect the first paper.

2) Instruct any students who do not have another paper to sit that they should leave in silence.  Wait for them to get clear.  If numbers are large, dismiss 2 or 3 rows at a time.
3) Ask “Who needs paper XYZ2?”  Supply those who raise their hands.

4) If any remain without a paper, they probably need XYZ3.


SJSF students usually know what they are supposed to be taking, so this works!  If  a student leaves who appears on the register for a second paper, (a) if they’ve left the room, tough, they can’t come back, however briefly they were outside and (b) they may have chosen not to sit the second paper (or been withdrawn from it earlier) for some reason.  We can’t and won’t make them stay.  If they left by mistake, that’s their problem.

Checking papers and marking official registers

Once the students have been dismissed, the papers need to be sorted and checked and the official registers marked.  This is best done by a team of 2 (if all the scripts are in sequence except odd individuals) or 3 (if 2 different stacks have to be melded) people, possibly (in the case of big exams) by 2 or 3 teams.
Player 1 should have the official register, and should read out the candidate numbers and names in sequence.  

Player 2 has the papers, and either agrees that the student was present (in which cases Player 1 marks the student as present) or states that there is no script present, in which case Player 1 makes no mark on the register (the student might be elsewhere and their paper has not yet returned).

If scripts from different venues, or scripts of different levels (in the SATs) have to be combined, Player3 and possibly even Player 4 must contribute in the same way as Player 2 above.
Please check how the register must be marked;  despite repeated pleas from EOs across the country, most exam boards cling stubbornly to their own systems…  Edexcel registers must be done in pencil.  OCR require a tick in either the “Present” box or the “Absent” box.  AQA require a tick or an “A” in the first column.  All (regardless of board) are self-carboning, so please make sure that you have only a single layer on your working surface.  All except WJEC require a signature on each page by the invigilator (WJEC demand that the Exams Officer signs, for some reason!)
After all scripts have been checked and sorted into candidate number order according to the register, check any apparent absentees with an EO before actually marking anybody absent – they may have been sitting the exam elsewhere.  Leave the relevant box blank until their absence is confirmed
Although it is gross malpractice to alter a candidate’s script in any way, it is generally acceptable to ensure that the correct candidate number appears on the front cover, even if this means filling it in or changing it.  Do NOT alter a name – it may be that the student’s legal name (which should appear on the register) is different to their “use” name, which they have written by habit.  We even had one case in 2007 of a student’s legal name changing during June from their previous legal name, under which they had been entered and which appeared on the register (printed in May), to what had previously been a “use” name!  We have received advice from the exam boards that we should not amend names on scripts, but should annotate the official registers to show changed names.
Please leave the scripts in the correct order ready for bagging.  Do NOT bag and seal them yourself.

Do not leave scripts unattended.  If one of the EOs does not arrive in time to take over their custody when you have finished, use the phones provided to contact one of us.

If you are working in an outlying room, all exam material should be returned to the main Hall.  If nobody is there, please contact an EO asap.

Access Arrangements
Access Arrangements are also commonly known as concessions.

Some candidates, for various reasons, are judged to be entitled to certain assistance over and above that which a “standard” candidate may receive.  Some of these arrangements are simple and obvious in their scope and logic, e.g. a student who has broken their writing arm may be allowed to use a word processor or to have someone write the answers for them (a “scribe”).
Other arrangements are based on the student’s medical or educational history.  A student with Cerebral Palsy may be unable to control a pen well enough to write, and therefore is allowed the use of a word processor or a scribe.   Students with dyslexia may be allowed extra time in order to give them a chance to overcome their disability well enough to show what they have learned.  (Two former SGCT students with dyslexia were granted extra time a few years ago, used it, did very well at GCSE and A Level and both subsequently secured First Class Honours degrees.)
In other cases you may question why the arrangement has been granted.  It doesn’t matter why, it has been!  If an Access Arrangement has been approved by the relevant organisations, it must be made available to the student.  They do not have to use the assistance to which they are entitled, but it must be made available.

As a convenience to ourselves, we usually issue a credit card sized green laminated card (SJSF usually use yellow) to students who have been granted Access Arrangements, indicating what they are entitled to.

They are advised and encouraged, but NOT required, to bring this card to each exam.  The idea is that if they bring a card which says that they are entitled to extra time and put this on their desk, it may save some embarrassment at the normal end of the exam if they wish to use the extra time – the invigilator can see the card and so does not have to break off and check the “master list”.  If a student claims extra time but does not have a card, do not take their paper immediately;  let them continue, collect the rest of the sequence and then immediately check the master list.  If their name does not appear on it, go back to them, ask them to stop work and call an EO to make a decision (preferably NH as she manages that side of the system).
Failure to produce the card does not mean that they are not entitled to receive the relevant Access Arrangement.  Failure to make such an Arrangement available is Centre Malpractice.  
Some students are granted Access Arrangements so extensive and complex that we do not issue green cards to them, particularly since these students will almost certainly be accommodated in small groups if not alone.  Anybody asked to invigilate such students should be briefed by the EOs before starting.  If you have an isolated or small group student who claims an entitlement, it is so probable that they are entitled to it and we have forgotten to brief you properly that you should comply and speak to an EO later.

Separate Accommodation

Certain students each year have Access Arrangements which require separate accommodation, such as medical conditions, vision problems which require light levels different from those in the Hall, scribes, etc.  We have also had students whom we have judged to need separate accommodation even though they do not have a formal Access Arrangement.  The reasons are sometimes medical but also sometimes personal and confidential.  Separate accommodation in such a case is an issue for the Centre to decide.  
Separate accommodation is not usually in itself a JCQ approved Access Arrangement and would normally only be required if other Arrangements made it necessary.  Should a student in the Hall claim such an entitlement, please contact the relevant EO asap.

Access Arrangements (concessions) in exams  -  some condensed guidance for invigilators
It is always at the discretion of the student (not the invigilator or any other member of staff) whether the student uses the relevant “concession”.  They are not required to do so.  If they wish to leave at the end of “normal” time, they must not be forced to remain.  If they do not ask for something to be read to them, it must not be read, even if they are clearly floundering.

Extra Time
Up to 25% of the “base time” of the exam (very occasionally a different %, but such cases are so unusual you should be briefed about the individuals concerned).  Students entitled to extra time only are normally seated in the Hall.  A “ready reckoner” of the maximum extra time entitlement is available in the Hall and in each “room box”.  If a student chooses to use their extra time, they are not required to use all of it, but once having handed in their paper and left the room, whether they used some of their extra time or not, they may not return and request to restart, even if this occurs within the extra time allowance.  If they change their minds after leaving their seat but while still in the room, please use your best judgement as to whether they could gain an unfair advantage by restarting – one of the Exams Team will normally be present at that time to offer guidance.
Reader
Except in English and MFL any student with this concession may have part or all of any question read to her / him (as many times as they want) BUT NOT REPHRASED OR EXPLAINED IN ANY WAY.  Students entitled to a reader are automatically entitled to 25% extra time as well at GCSE & GCE.  For English and MFL, these students do NOT get reading assistance but still retain the extra time concession.

Medical “concessions”

Occasionally we have students with medical conditions which require special handling;  they will either have a laminated green card giving details (if the problem is long-standing) or you will be briefed at the start of the day / exam.  Sometimes this is a chronic situation (e.g. the need for immediate access to a toilet upon request due to a permanent condition) or in other cases it might be a temporary condition (e.g. a very bad cough or a stomach upset) for which we will adjust on an ad hoc basis in order to minimise disturbance to the exam as a whole;  in such cases the invigilator in charge will be briefed by RD/NH and should pass on such information to their invigilator colleagues.  Time spent out of the Hall “ill” does not necessarily count as part of their exam time providing that they are supervised.  If you believe that they are “playing the system” in order to gain extra thinking time, please discuss this with the Exams Team as soon as possible, if necessary by phone during the exam.  Keep a written record (in the main Incident Log) of any such interruptions, but do NOT make any annotations on the student’s script.  Please treat all such cases with appropriate tact and discretion, as they are sometimes somewhat embarrassing for the students concerned.

Scribe
A scribe takes dictation from a student who is for some reason unable to write their own answers down (usually due to a physical condition, whether temporary or chronic). 
The scribe must write down what the student dictates and nothing else;  the scribe must not make any suggestions or rephrase or correct the student’s answer in any way.  The scribe must read back, if requested, what they have written, and must alter it as requested by the student, but must not read any part of the questions to the student unless the student has a separate “Reader” concession.  In the case of technical, foreign or unfamiliar words the scribe must ask for a letter by letter spelling.  If diagrams, graphs, etc are necessary, the student should physically indicate where they wish a point or a line to be placed, e.g. by pointing – they are unlikely to have both hands out of commission even if they cannot hold a pen effectively!  In any such rare cases we will discuss the necessary protocols with both the scribe and the student before the exam starts.

This concession at GCSE automatically carries an automatic extra time concession (i.e. up to 25% extra time). 

This concession is, however, separate from a “reader” concession” – unless otherwise specified the assumption is that the student can read the question but may be physically unable to write their own answers.

Students entitled to a scribe do not have to use their services;  they are quite entitled to write their own answers for themselves if they so wish.


Since the need for a scribe is rarely at zero notice, any invigilator asked to act as a scribe will be briefed individually at the time.  A special cover sheet will need to be completed by the scribe before the script is despatched, whether the scribe was used or not.
Rest breaks
A very few students have medical conditions which dictate that they should be able to take rest breaks during the exam.  This concession is never granted at zero notice, so any invigilator(s) concerned will be briefed by a member of the Exams Team.
Any student so entitled may take breaks as often and for as long as they feel they require. The invigilator(s) must not advise or pressure them into starting or stopping a rest break in any way. The student may stop as often and for as long as he/she wishes.  There is technically no limit on rest breaks, so if a 1 hour paper takes 6 hours to complete, then that is within the rules, albeit rather extreme!  Having said that, if the total rest break time approaches 50% of the “base time” for the exam, in some cases we would have to question whether they were actually fit enough to take the exam in the first place.  (This view is supported by informal discussions with various exam board employees).  They must remain under examination level supervision throughout.  If an examination lasts so long for this reason that meal breaks become an issue, please contact a member of the Exams Team for guidance!

The student must, however, make it clear to the invigilator(s) when they are taking an “official” rest break rather than just pausing for a spell while the clock continues to run.  This must be made clear to the student(s) by the invigilator(s) before each exam starts.  They must remain incommunicado under exam conditions until such time as they complete the paper(s).

In practical terms, if they wish to take an “official” rest break, they must clearly and unequivocally state this and close their paper, at which point the clock stops, and not open or look at it until they clearly and unequivocally state that they are resuming work, at which point the clock restarts.
The invigilator(s) must make a written note (on a separate piece of paper submitted later to the Exams Team, not on the student’s script) of the times when they start and stop their rest break(s), and must adjust the finishing time of the exam accordingly.  The student must be given the same total working time that they would have had if they had not paused; this concession normally (but not automatically) accompanies an extra time concession and this must be taken into account.
If the total time of the exam looks as if it may exceed a normally reasonable finishing time for the invigilator or the student(s), then the invigilator must contact RD/NH by the supplied mobile phone as soon as possible (preferably during one of the rest breaks) in order that we may (a) be aware of the overrun and (b) if necessary make arrangements for the invigilator’s relief and/or make contact with the student’s parents to explain their likely late return home, in order to prevent unnecessary anxiety.
For full guidance (in advance) please consult the relevant JCQ regulations (available from RD or NH).

If in doubt in situ (a) if you can, consult RD or NH by mobile phone or (b) if for some reason you cannot reach any of us, please use your best professional judgement and record all of the circumstances so that we can (if necessary) make a formal report later.

At worst, stop the exam (all papers closed, all pens down, stop time noted) and call/send  for RD/NH/SMT to provide an “on the spot” ruling.

Loggable issues
Anything out of the ordinary should be recorded in the main exam log at the time (not on your hand or on a piece of paper kept in your pocket to be transferred later!)  The log must be up to date at all times with all incidents recorded sequentially as they occur.
Examples:

· Student visit to the toilet

· Any case of possible candidate malpractice (i.e. first observation arousing suspicion, resulting in warning)


· Any case of probable candidate malpractice (i.e. student previously warned apparently continuing suspicious behaviour – NB as detailed elsewhere, this second “logging” should preferably be by a different invigilator based on their own observations)


· External noise potentially disrupting exam (e.g. RAF flypast, car alarm at Tesco, music from Drama Studio, building work involving hammering or power tools)


· Mobile phone ringing


· Individual students being taken ill in such a way that other students are not significantly disturbed


· Individual students being taken ill in such a way that other candidates are significantly disturbed


· Other emergencies definitely disrupting exam (e.g. fire alarm sounding, heavy rain causing leak in roof)


· Any case of a possible fault in the examination paper, e.g. missing inserts, blank pages, etc (contact EO asap)


· Any case of possible centre malpractice (e.g. students claiming the wrong paper has been supplied or Access Arrangements not available – contacts EO asap)


· Any case of possible teaching staff malpractice (e.g. announcements made after exam has started)


Basically, if it is not a normal part of the smooth and silent running of the exam, it goes in the log.



01/07/2008

- 16 -


