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1.0 [bookmark: _Toc1034173329][bookmark: _Toc221540989]Introduction 
Hampshire Achieves (HA) is part of the Participation and Lifelong learning Service in Hampshire County Council’s directorate of Children’s Services and is responsible for the delivery of the Adult Tailored Learning (ATL) and education provision for young people aged 16-24.

This handbook applies to those aspects of the HA provision that is funded by the DfE and who process qualifications and exams through the HA Exams Office. 

This handbook will provide you with the information that you need to know in order to complete your role as an invigilator and comply with the JCQ and awarding organisation regulations, guidance, and instructions for exams.

This handbook applies to the following exams: 
· Functional Skills maths and English

This handbook links to the following policies and procedures which can be found at Course: Hampshire Achieves Policies and Procedures (participationandlifelonglearning.co.uk) 

· Qualifications and Exams Policy and Procedures  
· Skills For Life Policy and Procedures
· Malpractice & Maladministration Policy and Procedures  
· Conflict of Interest Policy and Procedures    
[bookmark: _Toc1041881653]
[bookmark: _Toc221540990]2.0	Roles and Responsibilities 
2.1		The Exam Office
· Keep up to date with the latest awarding organisation and JCQ guidance and ensure that any resources are consistently accurate and up to date.
· Order exam papers/book online tests in time for examinations planned.
· Ensure the reasonable adjustment requests are followed and signed off by HA SENCo.
· Ensure there is a planned invigilator and emergency contact for all exams.
· Book examination rooms.
· Maintain the exam spreadsheet (Adult and YPL FS Spreadsheet) of candidates due to sit exams in each exam window.
· Prepare the register for the exam and include details of the emergency contact.
· Ensure invigilator packs are ready for collection prior to the start of an exam. Invigilator packs will follow the guidance of the relevant awarding organisation in terms of resources but will also include a copy of the JCQ Examination Guidance, Invigilator Checklist, Invigilators Announcement, signs for the door and examination room and floor layout.
· Ensure that exam papers are returned to the awarding organisation after each exam, using recorded delivery.
· Maintain the integrity and security of all examination practices.

2.1 	The Invigilator’s Role  
The invigilator is the person in the exam room who has the responsibility of ensuring the exam is carried out according to the awarding organisation requirements and the regulations for external assessments.   

Invigilators have a key role in upholding the integrity of the external exam and assessment process. 

The role of the invigilator is to:  
· Ensure that the exam is conducted according to the exam board instructions. 
· Ensure all candidates have an equal opportunity to demonstrate their abilities. 
· Ensure the security of the examination before, during and after the examination. 
· Prevent possible candidate malpractice.  
· Prevent possible administrative failures.  
· Ensure the security of exam papers during transport to the exam room, both on and off-site (please see Pre-Examination Arrangements for further details)
· Ensure all exam papers are returned to the exam’s office.
· Ensure they have access to the JCQ Examination Regulations, a copy of which will be within the invigilator packs.
· Ensure that all resources are returned to the Invigilator pack.
· Declare any conflicts of interest.

Can anyone Invigilate? Yes, if: 
· You have attended initial and any updated training on invigilation. 
· You have read and are fully conversant with the Awarding Body’s regulations for the conduct of external assessment. 
· You are not invigilating any candidates where you have been involved in the teaching or where they may be a conflict of interest, for example, a family member or friend.

Why is it necessary to attend training? 
Awarding Organisations require invigilators to be trained to conduct assessment correctly. Failure to attend training invalidates a candidate’s external assessment. 

Spot checks are regularly undertaken by awarding organisations and by Hampshire Achieves. 

Incorrect invigilation could jeopardise the success of candidates and invalidate the centre’s license to conduct external examinations. 

If you have any queries or problems on the day, please contact the Exam Office on Teams or 0370 779 3868 or 0370 779 4129 

2.2	Emergency Contact – and their role 
The role of the emergency contact is to support the invigilator when there is an issue regarding candidates or problems with the assessment process. 

The most important task the emergency contact person has, is to be available to: 
· Prepare late arrivals for entering into an assessment room by reading the ‘Invigilator Announcement’ on the rules of assessment; 
· Respond to requests from the invigilator such as escorting candidates to and from the restroom if required ensuring they do not have any paperwork, mobile phones or speak to any other person etc; 
· Support the invigilator in any other emergency; 
· The emergency contact should be sited outside the assessment room or in easy contact by the invigilator by phone or teams. 

2.3	The Scribe - and their role 
The scribe is a person who has the task of supporting the candidate who has reasonable adjustments and qualifies for a scribe, and must scribe exactly what the candidate says   

The Scribe should not:   
· have any connection with and/or have a personal interest in the candidate’s success  
· indicate if they think the candidate has made a mistake   
· prompt the candidate   
· explain elements of/words used in the assessment paper   
· assist with answers   
· direct the candidate to answer questions in a certain order   
· tell the candidate to move on to a different question   
· change/amend any answer, unless directed by the candidate   
· continue working if the candidate takes a rest break   
· give any indication as to the quality of an answer, including facial expressions and other body language   
· speak unless spoken to, unless the scribe needs to indicate that they need the candidate to repeat particular passages or to indicate the scribe cannot keep up with the speed of diction   
· proofread any work.   

When a scribe or reader is required, the invigilator should pass the Scribe cover sheet to the scribe- see appendices. 

The scribe should complete the Scribe Cover Sheet in all cases when a Scribe has been used. This form must be signed by the Scribe and countersigned by the Exams Officer and the candidate in order for a candidate’s work to be accepted for marking. 

The Scribe must ensure the Scribe Cover Sheet accurately reflects how the approved application for a Scribe was used by completing the appropriate sections.  
 
The signed Scribe Cover Sheet must be securely attached to the front sheet of a candidate’s work which is to be returned to the awarding body within 1 working day of the external assessment/completion of the assessment window.    
 
In the box marked ‘Comments’ the Scribe must indicate whether any problems were experienced during the assessment, which should be drawn to the attention of the examiner.  

The Scribe must notify the Invigilator/Exams Officer if they suspect a breach of the awarding organisations Regulations for the Conduct of External Assessments. 
  
2.4 	The Reader and their role 
A reader is a member of staff who has been assigned to support a candidate where there is a reasonable adjustment agreed in advance that a candidate may have a reader to support them within an exam. 

The reader is only allowed to read what the text says and is not allowed to explain any of the information to the candidate. A reader is not permitted for an English Reading exam.
  
2.5 	The Prompter - and their role 
A prompter may be permitted where a candidate has little or no sense of time, or loses concentration easily, or is affected by an obsessive-compulsive disorder which leads them to keep revising a question rather than moving onto other questions. 

A prompter is a responsible adult who may sit beside the candidate in order to keep them focused on the need to answer a question and then move on to answering the next question. 

A prompter is not a practical assistant, a reader, or a scribe but the same person may act as such, provided permission has been given for any of these arrangements. 

The prompter is responsible to the exams officer and additionally must be a person acceptable to the Head of Centre. 

The prompter must not normally be the candidate’s own subject teacher and must not be a relative, friend or peer of the candidate. A private tutor cannot act as a prompter for the candidate. 

A prompter: 
· may use the following prompts either vocally or written on a flash card such as: ‘Jack - focus on the question’ 
· may tap on the desk or on the candidate’s arm, depending on what is normal practice, in order to remind the candidate that they must pay attention to the question or that it is time for the candidate to move on to the next question. 
· may use the candidate’s name as an appropriate prompt during the assessment in order to bring the candidate’s attention back to the question paper, e.g., ‘Jack’. 
· must abide by the regulations since failure to do so could lead to the disqualification of the candidate. 
· must not advise the candidate about which questions to do, or about the order in which questions should be answered. 
· must not give factual help or offer any suggestions or communicate in any way other than those listed above. 

[bookmark: _Toc886074777][bookmark: _Toc221540991]3.0	Reasonable Adjustments  
Reasonable adjustments are changes made to an assessment or to the way an assessment is conducted that reduces or removes a disadvantage caused by a candidate's disability. They are needed because some disabilities can create barriers in assessments that prevent candidates from fully demonstrating their knowledge and skills. 

Reasonable Adjustments examples
	· 25% extra time 
· More than 25% extra time 
· Reader 
· Scribe 
· Prompter 
· Modified paper (colour, text size, font, paper size) 
	· Rest Breaks 
· Word processor (without spellcheck) 
· Word processor (with spellcheck)  
· Bilingual translation dictionaries 



Reasonable adjustments must be agreed with the awarding body prior to the examination taking place unless they are centre assigned. Word processors must not include AI tools.

Invigilators will be provided with the ‘Evidence Form for Reasonable Adjustments’ prior to the examination for each candidate requiring Reasonable Adjustments.

[bookmark: _Toc2005648297][bookmark: _Toc221540992]4.0	Pre-Examination Arrangements 
Invigilators should: 
· Not have been involved in the teaching / assessment of the candidates in the subject in which they are being assessed. 
· Have received the booking form from the Development Manager/Co-ordinator that sent the exam booking. This will contain the details of the candidates, reasonable adjustments and timings.
· Arrange collection of papers and exam bag from HA staff at EII, ensure the contents of the bag is complete, and it is signed for. 
· Report to the Exam Office at least 45 minutes before the start of the exam, collect exam papers.
· Collect candidates from the designated meeting place 20 minutes before the exam starts to complete pre-test checks and preparations.
· For exams that are going off-site, the invigilator should notify the exam office of their arrival at the venue via telephone, teams or email. This should also be done upon leaving the off-site venue so the exam office can record timings on the Travel Log.

4.1 Room set up - important points 
· Seating arrangements must prevent candidates from overlooking the work of others.  
· The minimum distance in all directions of candidates’ chairs must be 1.25 metres, all facing the front, and each desk has the resources required 
· There must also be space for the Invigilator in the room 
· Candidates who have reasonable adjustments approved for extra time should be seated furthest away from the door. 
· Ensure the room is in a quiet undisturbed location with adequate heating and lighting 
· Remind the centre that an external assessment is to take place at the given time 
· Ensure notices are placed outside the room indicating an exam is taking place 
· Ensure the centre number (09756) is displayed on the flip chart or whiteboard at the front of the room together with the start and end times of the exam 
· Ensure the clock is visible to all candidates without turning around 
· Remove all subject information in the room that pertains to the examination taking place 
· Be aware of any trip hazards from laptop cables
· Ensure the unauthorised items poster is displayed for all candidates to see.
 
4.2 	Prior to the start of the exam 
All candidates must: 
· Be seated in the exam room at least 10 minutes prior to the start time 
· Leave personal belongings including mobile phones and wrist watches in the designated area 
· Turn off all electronic technology (including phones, smartwatches, MP3/4 players, iPods and AirPods/earphones/earbuds) and place with their personal belongings in the designated area 
· Confirm their identification with the invigilator
· Listen to the invigilator as they read out the ‘Invigilator announcement’. 

Candidates must not:
· Receive coaching or teaching in the exam room immediately prior to the exam 

The Invigilator must:
· Ensure the emergency contact is present and understands their role 
· Check candidates' proof of Identity 
· Ensure the candidate’s name, candidate number and centre number is written on the front of the candidate’s examination paper (if this has been entered for them, ensure the candidate checks the details are correct).
· Complete the attendance register and return to the exams office for storage at the end of the exam
· Complete a detailed seating floor plan and return to the exams office for storage at the end of the exam
· Collect completed Scribe cover sheets from a Scribe if present and return to the exams office for storage.

The Invigilator must not: 
· Teach or coach candidates prior to the session.
 
5.0 [bookmark: _Toc1624066225][bookmark: _Toc221540993]		During the exam 
Invigilators must:
· Watch candidates to ensure examination conditions are always maintained  
· Respond to candidates’ requests for extra paper, pens etc or toilet visits as appropriate. Any toilet breaks must be supervised by the emergency contact
· Ensure correct timings are adhered to including candidates arriving late or leaving early 
· If malpractice is suspected, make a note of the time and the incident whilst not disrupting the exam. The Emergency Contact should be called, and they remain in the exam room until the end of the exam. Any instances of suspected malpractice should be reported on the Incident Log within the Invigilators Pack. This must then be reported and discussed with the exam office after the exam. The exams office will report this to the awarding body.
· If a candidate is being disruptive, contact the emergency contact for assistance in removing the candidate. Record the time and details of the incident on the Incident Log within the invigilation pack and report this to the exam office. 

The Invigilator must not: 
· Distract candidates or carry out any other activities during the assessment 
· Assist the candidates by interpreting questions, or giving answers to the assessment
· Leave the external assessment room without another Invigilator/Supervisor being present  
· Read or carry out any other activity unless stated within the regulations  
· Read out any words from the external assessment paper other than the instructions for candidates  
· Rephrase or explain any terms to a candidate  
· Make any comment where a candidate believes that there is an error or omission on a paper. Invigilators must refer the matter immediately to the emergency contact who should then contact the exam office
· Comment or offer advice to the candidate about their work.

5.1 	Late Arrivals 
Do not delay the start time whilst waiting for late comers.
· At the discretion of the invigilator, candidates may start the exam up to 30 minutes after the scheduled start time. 
· If a candidate is not present at the start of the exam, the emergency contact will wait for their arrival. They will read the ‘Invigilators Announcement’ to the candidate outside the room and collect all belongings (including prohibited items) before they enter the room The full assessment time must still be provided.
· The remaining candidates must not be left unsupervised. 

5.2 	Early Leavers 
· Candidates must not leave the exam room before 1 hour has passed.

[bookmark: _Toc405490048][bookmark: _Toc221540994]6.0 		End of the exam 
Invigilators are responsible for collecting and securing all completed and unused exam papers and sealing them in the exam envelope provided. These should then be returned to the exam’s office. The exams office will secure the papers and prepare them for dispatch to the awarding organisation.

6.1 		At the end of the exam 
· Remind candidates 5 minutes before end of assessment 
· Papers must be checked and collected prior to candidates leaving 
· Ensure any additional paper used is securely joined to the test paper with the candidate's name and number on each page 
· Any rough paper used is destroyed securely 
· Any events / incidents should be recorded on the Invigilators register – this could include candidates arriving late, loud noises, fire evacuations etc. 
· Ensure that the invigilator register is fully completed (including marking absent the candidates who do not attend) and returned to the exam office
· Check with the emergency contact that the online exam has been submitted before allowing the learners to leave
· Return all used and unused papers to the exam office 
· Return all equipment and invigilators packs to the exam office.

[bookmark: _Toc145732900][bookmark: _Toc221540995]7.0 		Malpractice and emergency irregularities 
7.1 		Key points 
· If there are any delays/changes of venue/or date of the assessment, please contact the Exam Office 
· Under no circumstances should the centre keep hold of, destroy, read or copy any of the awarding body external assessment paperwork. 

Any suspected malpractice or emergency irregularities must be reported to the Exam Office as well as being recorded on the Incident Report. 

7.2 	Examples of malpractice 
· Invigilators leaving exam papers unattended
· Invigilators helping candidates with answers
· Candidate sharing details of the exam online 
· Use of unauthorised electronic devices such as Smart watches, ear pods or ear buds 

7.3 	Examples of emergency irregularities 
Fire alarms 
Emergency evacuations 
Power failures 
Severe weather 
Candidate being taken ill 

7.4 	Situational Guidance 
If there is a disruption to exams and exams are paused the invigilator should make a note of the stop and re-start times, as well as the revised end time, ensuring candidates received the full time given for the exam. 

	Situation 
	Guidance 

	Noise disruption 
	If possible, ask for an alternative room.  If this is not possible or is external noise, then record on the invigilation register 

	Candidate taken ill 
	Stop the exam, ask the emergency contact to support the candidate. 
Once the disruption has ended then restart the exam, adjusting the end time. 
Record this on the invigilation Incident Log

	Emergency evacuations 
	Stop the exam, all candidates should be escorted to a place of safety with instructions not to talk to each other, they should be supervised at all times. 
On return to the building allow candidates to settle before restarting the exam, adjusting the end time. 
Record this on the invigilation Incident Log. 
If it is not possible to return to the exam room, then contact the exam office for advice. 

	One candidate waving at another.
	Give the candidates a warning and let them continue. 

	A candidate has kept their mobile phone and is found googling the answers.
	Take the mobile phone off the candidate and record which question they had got to. Let them continue. Once the exam has finished tell them that their conduct will be reported to the awarding organisation.
Report the incident to the exam office who will report to the awarding body.

	Power failure 
	Wherever possible the exam should continue, but loss of power should be noted on the invigilator register, if the quality of light is detrimental to candidates being able to continue then the exam should be paused until power is resumed, making note of the time of disruption and the time of resuming. 

	Internet failure
	Contact the emergency contact/Exam office who will attempt to reconnect. If not possible an attempt to download the test will be made. If unable to do this than the exam will need to be rearranged by the exam office.

	Unauthorised entrance 
	If an unauthorised person tries to enter the exam room, you should deny them access, explaining that an exam is taking place.  You should record this disruption on the invigilators Incident Log.




[bookmark: _Toc118640747][bookmark: _Toc221540996]8.0 	Functional Skills Materials 
8.1 	English – What you need 

Candidates should have access to:  
· A pen with black ink only (no pencil)  
· Additional paper – when used for answers must be securely joined to the assessment paper or when used as rough paper to be collected in and securely destroyed at the end of the external assessment 
· Bilingual dictionary – no prior approval necessary but must be declared as a Reasonable Adjustment.  

8.2 	Functional Skills Maths – What you need 

Candidates should have access to: 
· A pen with black ink 
· Pencil can be used to draw diagrams but must be gone over in pen before the assessment paper is submitted
· Calculator (for specific paper) Must not be used for the non-calculator paper 
· Ruler 
· Protractor  
· Compass  
· Additional paper – when used for answers must be securely joined to the assessment paper or when used as rough paper to be collected in and securely destroyed at the end of the external assessment 
· Bilingual dictionary if applicable but must be declared as a Reasonable Adjustment.  
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[bookmark: _Seating_Floor_Plan][bookmark: _Toc1741837044][bookmark: _Toc221540998]Appendix 2: Seating Floor Plan  
Floor Plans to be submitted to the Exams Office after each External Assessment  
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[bookmark: _Invigilator_Register_Provided][bookmark: _Toc221540999]Appendix 3: Functional Skill Assessment Booking and Invigilator Form

This form is to be completed by the Tutor or Manager for each assessment to be booked and must be emailed to the Exams Office Team. This must be NO later than 21 working days before the exam date. 

Complete the table below of all Learners to be booked for assessments.

	Learners Full Name
	Qualification and Level
(Maths, Reading, Writing, SLC)
	Reasonable adjustments required? If yes, what?
	Paper or Online?
	Chosen Assessment Date
	Chosen Assessment Time
	Invigilator
	Location

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	









[bookmark: _Scribe_Cover_Sheet][bookmark: _Toc1361348292][bookmark: _Toc221541000]Appendix 4: Scribe Cover Sheet  
	Candidate Name 
	Candidate Number 
	Centre Name 
	Centre Number  

	 
	 
	Hampshire County Council 
	09756

	Batch Number 
	Qualification Name 
	Qualification Code 
	Date of Assessment 

	 
	 
	 
	 



	In order for the Examiner to apply the mark scheme correctly please place an ‘X’ in the appropriate box which accurately reflects how the approved application for a Scribe was used.  
1. The candidate used a Scribe/Speech Recognition Technology but did not dictate spellings (letter by letter) and punctuation.  
2. The candidate used a Scribe/Speech Recognition Technology and dictated punctuation.   
3. The candidate used a Scribe/Speech Recognition Technology and dictated spellings letter by letter.  
4. The candidate used a Scribe/Speech Recognition Technology and dictated punctuation and spellings letter by letter.  
5. The candidate used a Word Processor with the spell check enabled (switched on).  
6. The candidate used a Word Processor with the spell check and grammar check enabled (switched on).  
  
	 
 
 



	Any other comments (if appropriate): 
 
 

	 
Were diagrams/graphs completed by the candidate or the Scribe? 
 
 
	 


Please sign below to confirm that the attached script/work of the above-named candidate was produced by a scribe during the assessment period in accordance with NCFE regulations. 
	Head of 
Centre/Exams 
Officer 
	Name (print):  
 
 
	Signature:  
	Date:  

	Scribe 
	Name (print):  
 
 
	Signature:  
	Date:  

	Candidate 
	Name (print):  
 
 
	Signature:  
	Date:  



[bookmark: _Toc221541001]Appendix 5: Reasonable Adjustment Form

	Evidence Form for the request of reasonable adjustments to be Completed by the Tutor or Programme Manager and authorised by the SENCO Officer.



Functional Skills Qualifications

Candidates Name: 
Team Co-ordinator Name:
Course Code: 
Date: 


Details of disabilities and/or difficulties: 





Identify by highlighting what reasonable adjustment(s) are required:
Reader, Scribe and 25% Extra time, Laptop or Other  
 

Evidence for reasonable adjustment:
o	S139a
o	EHCP
o	Dyslexia screening questionnaire
o	Other – Dyslexia reports


The tutor MUST provide a statement below confirming the candidate’s learning needs and that this is the candidate’s normal way of working:  
	










Tutor Name: 
Tutor Signature: 

SENCO Name: Debi Copeland
SENCO Signature:


[bookmark: _Invigilators_Announcement][bookmark: _Toc1876514958][bookmark: _Toc221541002]Appendix 6: Invigilators Announcement 
  
Suggested wording for invigilators’ announcements at the beginning of a written assessment  

   Invigilators Announcement
1. You must now follow the regulations of the examination. 
2. Only material listed on the question paper is allowed in the exam room. You must not have on or near you any other material. 
3. Check your pockets now. Check for things such as notes, books, papers, AirPods, earphones/earbuds, iPods, mobile phones and watches. If you have any unauthorised items in your possession, you must hand them in to an invigilator now. Failure to do so may lead to disqualification. 
4. If you have a watch, hand it to an invigilator now. 
5. (For examinations with books that are allowed, add: check that no notes or papers have accidentally been left inside any book you are allowed to have in the examination room and that you have the correct edition of the allowed set text(s). 
6. (For examinations where a calculator is allowed, add: make sure that the lid, case, or cover of your calculator does not have printed formulae or instructions and that you have cleared anything stored in the memory.) 
7. Check that you have been given the correct paper for the day, date, time, subject, unit/ component and tier. 
8. Fill in all the details needed on the front of your answer book (or question paper) in black ink. Make sure you fill these details in on any additional answer sheets that you use. Do not write anything else and do not open the question paper until you are instructed that the exam has begun. 
Pause to allow time for candidates to fill in the details 
9. Read the instructions on the front of the question paper. (You may read these out to the candidates, if required.) 
10. Check that you have all the materials you need for the exam. 
Pause to allow time for queries.
Tell the candidates about any erratum notices. 
11. Remember, you must write clearly and in black ink. You may use pencil for drawings and rough notes. 
12. You must write in the designated sections of the answer booklet. 
[bookmark: _Int_07Hnwj0g]13. You must write all rough work in your answer book and neatly cross it through with a single line. (For multiple-choice papers, add: you must do any rough work in the question booklet.) 
14. You must not use correcting pens, fluid or tape, erasable pens or blotting paper. You must not use highlighters or gel pens in your answers. 
15. You must not communicate in any way with, ask for help from or give help to another candidate while you are in this exam room. You should put up your hand to attract the invigilator’s attention. 
16. If the fire alarm sounds, please remain seated and wait for instructions from the invigilator. 

Tell the candidates when they may begin and how much time they have.

 	 

[bookmark: _Hampshire_Achieves_Checklist][bookmark: _Toc221541003][bookmark: _Toc885849894]Appendix 7: Hampshire Achieves Checklist for Invigilators 
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After the exam

Invigilator
Initials

Ensure leamers have closed their Scripts/ software.

Collect all papers BEFORE THEY LEAVE THE ROOM., ensuring the
front section has been completed.

Ensure all equipment, inclucing leamer nofes are eftin the room.

Order scripts into alphabetcal order.

Complete and sign invigiation report.

Hand scripts fo exam officer

Report malpractice {0 the exam offcer i needed.

Invigilator signature; Date:

Exams office signature: Date:
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