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Case studies
Invigilation 
Saving money on agency fees by recruiting and training invigilators 

Handbook enhances invigilator training 

Training all invigilators in access arrangements

College compiles handbook to help prepare invigilators of on-screen tests

Booklets keep candidates and invigilators up to date with exam process 

Support staff successfully take control of exams

Invigilation supervisor leads professional team

Centre-designed absence form alerts invigilators when scripts are missing

Ex-teacher tackles the invigilation problem

 
Saving money on agency fees by recruiting and training invigilators

Paula Wood - Pickering High School Sports College, Hull 

Type of centre: 11-16
Number of candidates: 1000


Summary

Pickering High School Sports College advertised for invigilators and trained them in-house.

Bottom of Form

Problem

When I joined the school most of our invigilators came from teaching agencies on an 'as-required' basis. They had little or no training and were not familiar with the school or staff. The amount of money previously spent by the school to engage invigilators through agencies was also alarming!

Solution

After enquiring locally on how much other schools paid their invigilators I put together a job description of an invigilator's role and arranged a meeting with the school bursar. I presented the job description and the cost of training and recruiting our own team to management, showing that even with training costs and wage increases we would still save money compared to sourcing agency invigilators. 

I gained approval to recruit our own invigilation team. I put the job adverts in shops around the school, on the school website and in the school newsletter. The advert stated that training would be provided, both an induction to the school and for the role of invigilation.

All invigilators are given a welcome pack. This comprises their own JCQ booklet (exam regulations), a copy of our school exam policy, job description, pay details, school map, school prospectus/handbook and my phone number and email address (if available, a list of exam dates for the following school year is included).

Induction comprises a meeting with the senior leadership team and SENCO, a tour of the school and health and safety training. We also have a training session with my local centre support officer, where the JCQ booklet and rules, and any additional school rules are explained. QCA also have a range of training resources for invigilators, which is excellent. We discuss any scenarios that could arise and the invigilators are free to ask questions.

We have a team briefing before every exam and the invigilators know they can contact me at any time. As there may be several exam rooms in use at once I have also recruited two lead invigilators for the big rooms so the new invigilators know there is someone there at all times should they have any questions or concerns.

Benefits

Our invigilation team is now fully trained and dedicated to their roles. We have also saved a significant amount of money by avoiding agencies.  The invigilators benefit from in-house training. Two of my invigilators have been offered further roles within the school – one as a teaching assistant and one as a mentor. We have negotiated that these jobs fit around their invigilation role. I feel that this can only benefit us further as they will know the pupils and school even better.
Handbook enhances invigilator training

Sarah Yerkess - Fearns Community Sports College, Lancashire
Type of centre: 11-16 Secondary
Number of candidates: 200
 
Summary

As part of their invigilator training activity, Fearns Community Sports College has created an Invigilator's Handbook. This tool provides invigilators with key information about their role and the college, what to expect before, during and after exams and examples of possible exam room situations.

Bottom of Form

Problem

Fearns Community Sports College employs nine invigilators each year to conduct the college's exams series. As well as inviting experienced invigilators back for each series, we recruit new invigilators each year. Although we run training sessions for invigilators before each exam series using the resources provided by QCA, we also needed a document that more accurately reflected the specific invigilation processes adopted by the college. 

Solution

In consultation with experienced invigilators, we created an Invigilator's Handbook, used in support of our existing invigilator training activity, to communicate college-specific and general information about invigilation. The handbook is updated each year to ensure any changes to JCQ instructions for conduction examinations (ICE) and exam centre processes are communicated.

Benefits

Having a document that covers all of the college's specific invigilation procedures, as well as generic information about invigilating an exam series inline with JCQ ICE and awarding body regulations, means all our invigilators receive the same information.  

Invigilators have a document that they can take away with them that clearly outlines our invigilation procedures. 

It provides a valuable reference tool for new invigilators, while experienced invigilators can refer to the document to refresh their knowledge before each exam series.

Training all invigilators in access arrangements

Juliet Dillon - Bushfield Community College, Peterborough
Type of centre: 11–18 specialist college in sport and the performing arts
Number of pupils: 695 
Summary

Bushfield Community College trained all invigilators in access arrangements requirements to enable them to invigilate any exam.

Problem

This is my first year in post and I am also new to exams. When producing the invigilators' timetable for the winter series I was informed that the invigilators who did special educational needs (SEN) exams had left, leaving me with no-one who felt confident invigilating these exams. Due to time restraints, I gave the invigilators a brief booklet regarding SEN requirements but knew this was not a long-term solution. I was also getting queries I couldn’t answer from the teaching assistants supporting the SEN candidates regarding their exam requirements.

Solution

Firstly I decided to meet with the centre's special education needs coordinator (SENCo) to get a clear picture for myself of what the requirements were. I then decided to use the morning of a staff training day to get the invigilation team, the SENCo and SEN teaching assistants together to talk through what the access arrangements were and how they affected everyone, but more importantly, to have everyone working together as a team.

The morning started off with the Deputy Headteacher thanking everyone for their support. I then introduced myself and the invigilators. The SENCo then went through the process for access arrangements – what is and isn't expected from readers and scribes – and presented A5 cards for invigilators to use in exams. We then had a session for queries, scenarios, questions and answers, which also proved invaluable.

Benefits

Everyone came away from the training session feeling a lot more confident about access arrangements and how we as a college were working together to give the best possible support for the SEN candidates. 

My job is now easier when timetabling invigilators as I can use any member of the invigilation team and know they are confident with the guidelines concerning the SEN arrangements.

College compiles handbook to help prepare on-screen test invigilators
Jacqueline Carrier - North Warwickshire and Hinckley College
Type of centre: Further education college
Number of students: 26,000 
 
Summary

North Warwickshire and Hinckley College compiled a handbook to help prepare invigilators for online tests.

Top of Form
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Bottom of Form

Problem

Over the past two years the College has seen a significant increase in on-screen exams and each awarding body has different regulations pertaining to on-screen tests.  Also, invigilators often have difficulty with the move from invigilating paper-based tests to on-screen tests, which can require training in computer use and familiarisation with specific instructions.

Solution

We decided to produce an invigilator handbook for on-screen testing, which we include in each invigilator's exam pack. This handbook incorporates information that we need to give to our invigilators in addition to any on-screen regulations provided by an awarding body.
To provide further help we have also run an on-screen training session for invigilators, incorporating tips for successful invigilation of on-screen tests.

Benefits

Exam staff and invigilators are now confident that they are following the correct guidelines for invigilating on-screen tests and have step-by-step instructions at hand for logging on to the computers and subsequent navigation.

Booklets keep candidates and invigilators up to date with exam process

June 2008

Grahame Perceval - Alcester Grammar School 

Type of centre: 11-18 secondary school 
Number of pupils/students: 930 
Number of candidates: GCSE - 90 GCE - 480 
 
Summary

Alcester Grammar School produced special booklets to help candidates and invigilators prepare for their exams.

Problem

For many years, to prepare candidates for exams, I talked to them for a few minutes during an assembly or tutor period. I advised them of what was expected of them during public (and mock) exams, explained the rules and regulations and usually gave them all a sheet summarising the key points.  However, as the amount of information has increased, there is now too much to convey in such a short time.

Solution

Prompted by a discussion I had with colleagues at an area meeting of exams officers, I decided to produce a booklet covering everything to do with the exam process, including checking entries, how to prepare for exams, what to do during exams, how to deal with an emergency and information about post-results services. 

I still have some time with the candidates, as I always have, but instead of talking to them, they are given in advance a copy of the booklet to read, and then I give them a little quiz! 

 
Benefits

The booklet took some time to prepare, but it was time well spent as now all the information is in one place and readily accessible. 


As the booklet contains general information such as what to do in the case of a fire, it seemed sensible to produce a similar booklet for my invigilators so that, in the event of such an emergency, everyone would be following the same procedures. 
As regulations change I can easily update the booklets. For example, I have already included the new rules regarding the declining of grades and the requirement to write in black ink.

Support staff successfully take control of exams

Joan Pennington The Verdin High School, Winsford 
Type of centre: 11-19 comprehensive 
Number of candidates: 1,127 
 
Summary

The Verdin High School made significant changes to their exam system by appointing support staff to run the exam office. This eased the administrative burden on teaching staff and allowed invigilators to quickly become experts.

Problem

The main aim of Verdin High school is to provide the best teaching and learning experience for candidates - based on the strong belief that teachers should teach and that support staff should provide a professional high-quality service. 
Changes within the senior leadership team (SLT) and the Government initiative of workload reform meant that the time was right to make significant improvements to our exam system, otherwise there would have been an ever-increasing administrative burden on a senior teacher to learn and implement a new computerised exam system and also to establish an external invigilation team. 

Solution

From my original post (senior admin officer-finance) I was appointed school support manager, which included the role of exams officer.

My assistant and I carried out a full audit of the exam procedures and based on this developed our own systems, attended appropriate computer system training, wrote new policies and implemented the changes. 

I attended policy group meetings, SLT meetings and all staff briefings, giving me the opportunity to introduce changes. Teaching staff were initially opposed to support staff carrying out the role of head of centre, but with excellent communication, the full support of the SLT and much effort in building relationships with heads of department, we won them round. At all times we emphasised that we were easing their administrative burden and allowing them to concentrate on what they do best!

To complete the team, we have recruited 24 committed and reliable external invigilators whom we have trained to a high standard.

Summer 2004 was the first time that support staff had full control of the exam season. It was judged a huge success with efficient and effective procedures and professional invigilation.

Benefits

The primary benefit is that our teachers are free to teach.

All exam policies and procedures are carried out to the highest standard and in a professional manner. 
Although external invigilation incurs costs, we have saved money in other ways. We have reduced the number of late entries to less than 1%, a huge improvement on previous years and supply costs have gone down as less cover is needed.

The candidates benefit in many ways. The atmosphere in the exam room appears calmer. No longer does a teacher invigilator enter the exam room with insufficient time to prepare for the exam or anxiously pick up a paper in the exam room and gasp - relaying the same uneasy feeling to the candidates! Disruption is less, as we no longer have to change invigilators half way through an exam. 

We have many challenging candidates at Verdin and their behaviour during exams has improved, though many teachers find this hard to believe. Candidates have reacted positively to our smartly dressed invigilators and think we have permanent inspectors! Invigilators ONLY invigilate and they have quickly become experts and give 100%. They are reliable and committed and very much enjoy their job. Having been in post under a year, already they are working SMARTER not harder and exploring new solutions, which have enhanced our ways of working and our team.

Future

I am a firm believer in Gene Hall's theory that 'Change is a process not an event' and feel that our team has facilitated a change that has benefited all parties. This year (2004) Verdin High School had its best exam results ever with a rise of 7% in pupils who achieved 5 A-C grades. This is due to excellent teaching and wholehearted commitment from the teaching staff, but I would like to think that my exam team contributed in some small way to this achievement.

Many of our ideas could be established anywhere with the correct management approach, support and determination.
 
Centre-designed absence form alerts invigilators when scripts are missing

Christopher Hemming - Hills Road Sixth Form College, Cambridge 
Number of pupils/students: 1,750
Number of candidates: 2,100
 
Summary

Hills Road Sixth Form College introduced a brightly coloured 'Absent' form to all desks in exam rooms to highlight any absent scripts.

Problem

Hills Road is a large centre and can have up to 750 candidates in several rooms in any one session. In the past, if candidates were absent and not properly recorded, extensive searches were made for non-existent scripts. Also, invigilators sometimes recorded candidates as absent when in fact they were taking the exam at a different time and/or venue.

Solution

To resolve the problem, invigilators place one brightly coloured 'Absent' form per question paper on the desk of a missing candidate. Invigilators collect the 'Absent' form at the end of the exam in place of the script. At the reconciliation stage, prior to dispatch, the 'Absent' form alerts the invigilator to the absence of a script and prompts the invigilator to check the record to establish whether a candidate is taking or has taken the exam at a different time or in a different venue. 

Benefits

The use of the form has improved the accuracy of our systems. Absent candidates are accurately recorded and the same form is used to follow up medical absences and withdrawal of entry. 

Dispatches are now made without inadvertently 'missing' a script because a candidate has taken the exam at a later time or in a different room. 
 
 

 

Ex-teacher tackles the invigilation problem

Sue Jagger - Burford School and Community College 
Type of centre: secondary school 
Number of candidates: 1,200-1,600 
 
Summary

Having a main invigilator ensures continuity and the smooth running of exams for Burford School. As an ex-teacher the main invigilator is familiar with the venue and knows which candidates to seat 'out of order' to maintain discipline.

Problem

For continuity and the smooth running of exams, we needed to employ a main invigilator who would be responsible for organising invigilators for all the school's exams. We recognised how difficult it might be to find someone with the right qualities.

Solution

We decided to employ someone on a casual basis and chose an ex-teacher who also works with local youth football teams. He is well known both to the school and to the local community, the candidates like and respect him and he is superb at keeping a calm atmosphere.

Our main invigilator attends the school for all exams including GCSE mocks and modular exams.

Benefits

As well as being familiar with the venue, the main invigilator knows which candidates to seat 'out of order' to maintain discipline. When there are different finishing times he keeps disruption to a minimum and he helps candidates who are unwell.

I am now free to deal with any additional problems that may arise before and during exams.

Future

We would like to be able to fund the employment of a senior invigilator over the whole school year who would work to an annual timetable drawn up by the exams office.

Having found an invigilator with the right qualities we would like to extend the scheme by employing a team of external invigilators. Whilst it is relatively easy to find people willing to work over the whole exam period, we do foresee difficulties should we need, for example, ten people for a monitoring slot.
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