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Head of centre, or exams officer, or quality assurance co-ordinator must: 

1.  make these Instructions available to each invigilator in the examination 

room; 

2. appoint invigilators to make sure that the examination is conducted 

according to the following requirements: 

(a) at least one invigilator must be present for each group of 30 candidates 

or fewer taking written examinations; 

(This will, however, be dependent on the nature of the test and the layout of 

the room).  

Further invigilators should be employed at the exams officer’s discretion to 

ensure that all candidates are in view at all times; 

(b) at least one invigilator for each group of between 15 and 20 candidates 

sitting Art examinations. The timed test should normally be invigilated by an 

Art and Design teacher. 

As the Art and Design teacher may be required to give technical assistance 

to an individual candidate, additional invigilators may be deployed at the 

exams officer’s discretion to ensure supervision of candidates is maintained 

at all times. 

(c) invigilators may be changed, as long as the number of invigilators present 

in the examination room does not fall below the required number; 

(d) when one invigilator is present, he or she must be able to get help easily, 

without leaving the examination room and without disturbing the candidates; 

Advice: There is a range of acceptable ways to meet this requirement, 

including using a mobile phone or a two-way radio. Mobile phones are only 

allowed in the examination room for this purpose. Any mobile phone used in 

this situation should be switched off to prevent any incoming calls or 

messages which may disturb candidates. 

 

(e) make sure that all invigilators are suitably qualified and experienced 

adults who must not be current students at the centre. Although you may 

decide who is suitably qualified and experienced, any relative of a candidate 

in the examination room must not be the sole invigilator; 

(f) make sure that invigilators are appropriately trained in their duties; 

(g) make sure that a teacher who has prepared the candidates for the 

subject of the examination during the academic year of the examination is 



not the sole invigilator at any time during a written examination in that 

subject. 

(h) keep signed records of the seating plan, the invigilation arrangements 

and the centre’s copies of the attendance registers for each examination. 

The awarding bodies may need to refer to these records, so you should keep 

them until the deadline for enquiries about results has passed (the deadlines 

for general qualification examinations are stated in the JCQ document: 

Post-Results Services,  

(www.jcq.org.uk/). 

Advice: The National Assessment Agency (NAA) has produced a three step 

guide to the invigilation process. The booklet may be downloaded from the 

NAA website: www.naa.org.uk/downloads/Invigilation.guide.pdf13 

 

 

Invigilation arrangements for candidates with access arrangements 

Oral language modifier 

Candidates requiring the use of an oral language modifier may need to be 

accommodated in another room, in which case a separate invigilator will be 

required. 

 

Prompter 

Where a candidate requires a prompter, the invigilator may act as a 

prompter. If the prompter is additionally acting as a reader or scribe, 

different invigilation arrangements must apply. 

 

Reader/Computer reader 

The centre is responsible for ensuring that if a candidate and reader are not 

accommodated separately, other candidates cannot overhear what the 

reader is saying and are not disturbed by their presence. If the candidate 

and reader are accommodated separately, a separate invigilator will be 

required. 

If several candidates require only occasional reading assistance, they may be 

accommodated as a separate group with a reader and an invigilator. 

 

Where candidates are subject to separate invigilation, the regulations 

and guidance within this booklet must be adhered to at all times. This is 

particularly so in relation to accommodation and invigilation 

arrangements. 



 

 

At the beginning of the examination 

Identifying candidates 

 

It is important that invigilators are able to establish the identity of all 

candidates sitting exams.  

 

The people present 

The head of centre has a duty at all times to maintain the integrity of the 

examination. 

The invigilators must carry out their duties as defined in section 6. of the 

JCQ handbook 

The members of centre staff approved by the head of centre to be present 

at the start of the examinations may: 

• identify and settle candidates and instil discipline; 

• check that the candidates have been issued with the correct question 

papers for their subject/component and tier of entry; 

• check that the candidates have the necessary equipment and materials, i.e. 

calculators, preliminary material, anthologies or set texts where permitted; 

• using information provided by the exams officer or subject teacher, 

identify whether the candidates have been prepared for the set texts 

highlighted on the question paper. 

 

Centre staff should not provide advice to candidates if they suspect an 

error on the paper, without the permission of the awarding body. 

 

Centre staff who are called upon to enter the examination room during the 

course of the examination (because a candidate has identified a possible 

problem which the invigilator is unable to resolve) do not need prior 

authorisation by the head of centre. If they leave the examination room 

they may only take the examination paper with them if they need to 

check a possible problem with the relevant awarding body. 

 

For Art examinations only those members of staff acting as invigilators or 

other members of staff as authorised by the head of centre and the 

candidates actually sitting the timed test must be present in 

the examination room. 



 

The JCQ Centre Inspection Service and awarding body representatives have 

the right to visit centres during the examinations (and at other appropriate 

times before and after the examinations) to inspect the arrangements made 

for the security of examination material and for conducting the 

examinations. 

 

Question papers, stationery, materials and other equipment 

The invigilator must take all reasonable steps to make sure that the 

following conditions are met. 

• The correct examination question papers are available to be issued to 

candidates. 

• The official examination stationery, including additional answer sheets, for 

the particular unit/component must be issued to candidates. No other 

stationery, including paper for rough work, can be provided. 

• In the examination room candidates must not have access to items other 

than those clearly allowed in the instructions on a question paper, the 

stationery list or the specification for that subject. This is particularly 

true of mobile phones and other electronic devices such as iPods, MP3 

players, pagers, reading pens and any other products with text or digital 

facilities. This means that: 

(a) ideally, all unauthorised items are left outside of the examination room; 

(b) any pencil cases taken into the examination room must be see-through; 

(c) any unauthorised items that have been taken into the examination room 

must be placed out of reach of the candidates (and not under their desks) 

before the examination starts. This would normally be at the front of the 

examination room or a similar arrangement that enables the invigilator to 

control access to the items. 

• Food and drink may be allowed in the examination room at the discretion of 

the head of centre, however, this is on the condition that the food is free 

from packaging and all labels are removed from drink containers. 

• Following the invigilator’s announcement, any mobile phones or other 

unauthorised items found in candidates’ possession must be handed to the 

invigilator prior to the examination starting. If candidates have access to 

unauthorised items in the examination room this may be considered as 

malpractice and they could be subject to sanctions and penalties in 

accordance with the relevant JCQ booklet Suspected Malpractice in 

Examinations and Assessments: 



• In a subject where there is an objective test or a personalised question 

paper, and individual pre-printed answer sheets are provided for each 

candidate, each individual answer sheet or personalised question paper must 

be given to the candidate whose name appears on it. You should also check 

that the sheets relate to the subject and the component concerned. 

 

 

 

For Art examinations candidates may take into the examination room any 

preparatory supporting studies, work journals, notes or sketches which they 

have produced and which are to be submitted for assessment along with the 

work done in the period of the timed test. Candidates may also take into 

the examination room the objects and materials which are required to set up 

a still-life group. The invigilator must ensure that when candidates take 

preparatory supporting studies into the examination room, these are their 

own studies. 

 

Starting the examination 

An examination is treated as in progress from the time the candidates enter 

the room until all the scripts have been collected. Candidates must be 

under examination conditions from the time that they enter the room in 

which they will be taking their examination(s). 

The packets of question papers must normally stay sealed so that they may 

be opened in front of the candidates. However, there are special 

circumstances when this procedure is not possible (for example, where 

because of the large numbers of candidates, it would be more sensible to put 

question papers face-up on desks before candidates enter the room, or 

because a number of rooms are being used for the examination). 

 

Before candidates are allowed to start work in the examination, the 

invigilator must always: 

• make sure that candidates are seated according to the set seating 

arrangements; 

• tell the candidates that they must now follow the regulations of the 

examination; 

• open the packets of question papers and give the papers to the candidates; 

• check that candidates have the correct paper and all the material they 

need for the examination; 



• tell the candidates to read the instructions on the front of the question 

paper, and ask them to check that they have been given the examination 

paper for the correct subject, unit, component and/or tier, if 

appropriate; 

• tell the candidates about any erratum notices; 

• instruct candidates about emergency procedures. 

 

Invigilators must also give candidates the following information before the 

examination. 

• write in black ink, unless the instructions on the front of the question 

paper say otherwise. 

• Write your name as it appears on your statement of entry, centre number, 

candidate number and unit or component code or paper details on your 

answer booklets. 

• Fill in any other details as necessary. 

• You must do all work, including rough work, on examination stationery 

unless otherwise stated. 

• You must write your answers in the designated sections of the answer 

booklet. 

• You should neatly cross through any rough work but not make it totally 

illegible, as it will be forwarded to the examiner. 

• You must do any rough work for multiple-choice papers in the question 

book. 

 

You must not use: 

correcting pens, fluid or tape; 

reading pens; 

blotting paper; 

highlighter pens in your answers (although you may use them to highlight 

questions within the question paper or question/answer booklet); 

pale-coloured gel pens in your answers. 

 

The invigilator must: 

• announce clearly to the candidates when they may begin to write their 

answers; 

• specify the time allowed for the paper(s); 



• remind candidates that they are not allowed to communicate in any way 

with, ask for help from or give help to another candidate while they are in 

the examination room; 

• remind candidates sitting timed Art examinations that the work produced 

during the timed 

test period must be their own, that they are not allowed to communicate in 

any way with, ask for help from or give help to another candidate while they 

are in the examination room. 

 

The timed Art examination must be carried out under formal examination 

conditions. 

The invigilator must not: 

• give any information to candidates about possible mistakes in the question 

paper, unless there is an erratum notice; 

• offer any advice or comment on the work of a candidate. 

 

During the examination. Supervising the candidates 

Invigilators must supervise the candidates throughout the whole time the 

examination is in progress and give complete attention to this duty at all 

times. 

Invigilators are required to move around the assessment area quietly and at 

frequent intervals. 

During a practical examination, candidates may need to move around and 

spoken instructions may be necessary. These must be limited to those which 

are essential to achieve the objectives of the examination. However, all 

other regulations within this booklet apply. 

 

Candidates who arrive late 

For general qualifications, a candidate who arrives after 9.30 am for a 

morning examination or after 2.00 pm for an afternoon examination may be 

allowed to enter the examination room and to sit the examination. However, 

the candidate should be warned that the awarding body has the right not to 

accept the script. 

 

Advice: When deciding whether to accept any of the work done by a 

candidate who arrives late, the awarding body will pay particular attention to 

how far it can be sure that the security of the examination has been 

maintained, particularly up to the time candidates leave the examination 



room and question papers are no longer confidential (normally one hour after 

the published starting time of the examination). 

A candidate who arrives after the start of the examination may be allowed 

the full time for the examination, depending on the centre’s organisational 

arrangements and provided adequate 

supervision arrangements are in place. 

12.3 If a candidate is late for a good reason (for example, sudden illness or 

transport difficulties), the awarding body will accept the work the candidate 

has done in the whole of the examination (including that completed in any 

additional time allowed to compensate for arriving late). However, the 

awarding body must be satisfied that the security of the examination has 

been maintained. 

In cases where a candidate is allowed into the examination room within one 

hour of the published starting time, you must: 

• send the script to the examiner/awarding body in the normal way; 

• warn the candidate that the awarding body may not be prepared to accept 

the work; 

• keep a record of all candidates arriving late (between 9.30 a.m. and 

10.00 a.m. or 

2.00 p.m. and 2.30 p.m.) using the JCQ/LA Form – List of Candidates 

Arriving Late 

(between 9.30 a.m. and 10.00 a.m. or 2.00 p.m. and 2.30 p.m.); 

• retain Form JCQ/LA on your centre’s files until the closing date for 

Enquiries about Results for the examination series concerned. (Form 

JCQ/LA may be downloaded from the JCQ website: www.jcq.org.uk/.) 

You must not send reports or Form JCQ/LA to examiners. 

 

In cases where a candidate arrives more than one hour after the published 

starting time for an examination of more than one hour’s duration you must: 

• send the script to the examiner/awarding body in the normal way; 

• send a full written report to the awarding body on form JCQ/VLA- Report 

on Candidate 

Admitted Very Late to Examination Room as soon as possible, and in any 

event within 7 days from the date of the relevant examination. (Form 

JCQ/VLA may be downloaded from the JCQ website: www.jcq.org.uk/.) The 

report must contain the following information: the reason the candidate 

arrived late, including any details of special arrangements made for 

the candidate to reach the centre; 



.the actual starting and finishing times of the examination; 

.the time the candidate started the examination; 

.the time the candidate finished the examination; 

.a statement on whether security may have been broken due to the 

candidate arriving late, including information about the extent to which the 

candidate was under supervision from the actual starting time of the 

examination; 

.warn the candidate that the awarding body may not be prepared to accept 

the work. 

You must not send reports or Form JCQ/VLA to examiners. 

A report giving full circumstances of the candidate’s very late arrival must 

be sent to the Assessment Programme Manager. 

 

Candidates arriving after the examination 

• If any candidate arrives after the scheduled finishing time, you must 

record the candidate as 'absent' and should not allow the candidate to take 

the examination. In such cases, you must tell the candidate that he or she 

will not be awarded marks for the component. 

• If a candidate arrives in the afternoon for a paper that had been re-

arranged for a morning session, the candidate may be allowed to take the 

paper at the published time as long as he or she has not had any contact with 

any candidate who sat the paper earlier. The awarding body will then decide 

whether or not to accept the script. 

 

Completing the attendance register 

Centres must pay close attention to the completion of the attendance 

register as failure to do so will impact upon an awarding body’s ability to 

deliver an accurate set of results. 

The invigilator must: 

• accurately complete the attendance register during the examination, in line 

with the awarding body’s instructions, clearly indicating those candidates 

who are either present or absent; 

• write on the attendance register the details of candidates who came to the 

examination but are not shown on the register. The exams officer must 

make formal entries to the awarding body as soon as possible, if this has not 

already been done; 



• cross through the numbers and names of candidates who have been 

officially withdrawn from a paper or a subject but who are still shown on the 

register; 

• write ‘transferred to (centre number)’ on the attendance register for a 

candidate who is sitting the relevant unit/component at another registered 

centre under transferred candidate arrangements; 

• ensure that a separate attendance register is completed for a candidate 

who is sitting the relevant unit/component at the centre under transferred 

candidate arrangements; 

• follow the instructions on the ICM for City & Guilds examinations and 

assessments. 

Advice: Complete the attendance register before the end of the 

examination so that a cross-check 

can be undertaken against the collection of scripts. 

 

Leaving the examination room 

Candidates must stay under supervision until one hour (or a period equal to 

the length of the examination, if less than one hour) after the starting time 

shown on the awarding body’s final examination timetable. 

Candidates who are allowed to leave the examination room temporarily must 

be accompanied by a member of staff. Those candidates may be allowed 

extra time at the discretion of the centre to compensate for their 

temporary absence. 

Candidates who have finished their work and have been allowed to leave the 

examination room early must hand in their work before they leave the 

examination room. Those candidates must not be allowed back into the room. 

If papers have been re-scheduled in a morning or afternoon session or to the 

following day for one or more candidates, the question papers must not be 

released until: 

• the published finishing time for the paper concerned; or 

• all candidates within the centre have completed the paper concerned; or 

• the end of the examination session in the centre, whichever is later. 

Question papers must not be removed from the examination room until the 

end of the examination session in the centre. In cases where an examination 

has been moved from an afternoon session to a morning session due to a 

timetable variation, the invigilator must collect all examination papers 

including question papers and must not release them until after the normal 

finishing time for the afternoon session. 



 

Malpractice 

Wherever possible, the invigilator should remove and keep any unauthorised 

material that a candidate may have in the examination. 

The head of centre must report to the awarding body as soon as possible all 

cases of suspected or actual malpractice in connection with the examination. 

The head of centre has the authority to remove a candidate from the 

examination room, but should only do so if the candidate would disrupt 

others by remaining in the room. 

The head of centre has a duty to monitor and report potential malpractice 

by invigilators. 

If candidates commit malpractice, the awarding body may decide to penalise 

or disqualify them. 

Candidates should be warned of the possible penalties an awarding body may 

apply.  

Advice: In such circumstances please refer to the JCQ booklet Suspected 

Malpractice in Examinations and Assessments: Policies and Procedures  

(www.jcq.org.uk/). 

 

Emergencies 

The invigilator must take the following action in an emergency such as a fire 

alarm or a bomb alert. 

• Evacuate the examination room in line with the instructions given by the 

appropriate authority. 

• Make sure that all question papers and scripts are left in the examination 

room. 

• Make sure that the candidates are supervised as closely as possible while 

they are out of the examination room to make sure there is no discussion 

about the examination. 

• Make a note of the time of the interruption and how long it lasted. 

• Allow the candidates the full working time set for the examination. 

• If there are only a few candidates, consider the possibility of taking the 

candidates (with question papers and scripts) to another place to finish the 

examination. 

• Make a full report of the incident and of the action taken, and retain on 

file until the relevant date for Enquires about Results. 

 



Procedures for restarting an assessment after an unplanned break (i.e. an 

emergency or a technical failure) should ensure that the invigilator: 

a) controls the restart; 

b) re-sets the timing, where necessary; 

c) ensures that candidates can re-access their previous responses where 

this is technically feasible and permitted by the assessment regulations. 

Advice: In dealing with emergencies you should be aware of your centre’s 

policy and the expectations of your Local Authority, where appropriate. 

Advice: Where the integrity of the examination or the candidates’ 

performance may have been affected, a report should be sent to the 

appropriate awarding body. 

 

 

Finishing the examination 

At the end of the examination invigilators must: 

• tell the candidates to stop working; 

• allow candidates who arrived late, and were allowed the full working time to 

do their examination, to continue after the normal finishing time and tell 

them to stop working after the extra time allowed has passed; 

• instruct candidates taking written examinations to: - 

make sure they have put all the necessary information on their scripts, 

including any loose sheets; 

make sure their answers are correctly numbered; 

put any loose sheets in the order they answered the questions, and then to 

fasten them and any supplementary answer sheets to the back of their 

answer booklets with a treasury tag. 

Paper clips or staples must not be used. 

 

Advice: Make sure that candidates with additional time allowances carry on 

for the necessary additional time. 

Advice: You may give candidates a reminder that the examination is due to 

finish in 5 minutes time. 

 

Collecting scripts 

Invigilators must: 

• collect all the scripts/objective test sheets before candidates are allowed 

to leave the examination room; 



• check that there is a script/objective test sheet for every candidate 

marked as present on the attendance register; 

• check that the names on the scripts match the details on the attendance 

register; 

• put the scripts/objective test sheets in the order shown on the 

attendance register; 

• check that candidates have used their correct centre and candidate 

numbers; 

• give the scripts/objective test sheets to the person responsible for 

despatching them to examiners/awarding bodies; 

• collect any question papers which remain confidential for future use and 

pass them to the Exams Office for return to secure storage or destruction, 

as directed by the awarding body. 

 

This policy was ratified by the Governors in June 2016 

 

This policy will be reviewed in June 2017 


