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The role of the invigilator 

The invigilator is the person in the examination room responsible for conducting a 
particular examination session in the presence of the candidates.  Invigilators have a key 
role in upholding the integrity of the external examination/assessment process.  

 
The role of the invigilator is to ensure that the examination is conducted according to 

these instructions in order to: 
• 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. 

 
 

Conflict of interests 

Entering members of centre staff for qualifications at Telford College must be as a last 
resort in cases where the member of centre staff is unable to find another centre. 

 
Invigilators must inform the Exams Office if there is a conflict of interest including having 

any family member taking an examination at Telford College.   
 
All invigilators must be suitably qualified and experienced adults who must not be current 

students at the centre.  Any relative, friend or peer of a candidate in the examination 
room must not be the sole invigilator.   

 
To ensure our centre complies, you must declare any conflict of interest by completing the 
survey at Telford College Examinations Declaration of Interest  and the Invigilator 

confidentiality and security agreement  

 

 

Purpose of this handbook 

Telford College is committed to ensuring that invigilators are effectively trained, briefed in 

their duties and kept up-to-date with JCQ and awarding body regulations and instructions 
regarding the conduct of exams.  

 
This guide is designed to complement and support the invigilator training, by providing 
invigilators with the information they need to know including Instructions for Conducting 

Examinations (ICE), centre processes and answer any questions. 
 

 

Instructions for conducting examinations 

Appendices included in the handbook provide further detailed guidance. 

Preparing for the exam 

Keeping question papers and other examination materials secure 

 
The invigilator must collect and return all papers/secure materials from E030.  You are 

responsible for ensuring that security and integrity of the papers is maintained at all times 
and papers are not left unattended. 
  

https://forms.office.com/r/2td7XDB1yF
https://forms.office.com/r/y9dEM2CiVv
https://forms.office.com/r/y9dEM2CiVv
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Checking and arranging question paper packets 
 

All exam packets are checked by the Exams Officer and another member of exams staff 
prior to removal from the secure store.  This check is recorded. 

 
The exams team are responsible for accessing secure material.  Material will only be 
accessed if required and the minimum number of required copies printed.    Emails/links 

or electronic copies of the secure materials will be deleted once the files have been 
printed.  Papers will only be printed in a secure environment with authorised staff present.  

Once printed questions papers are sealed in a non-transparent envelope marked clearly 
with the exam details and stored appropriately.  
 

Before the exam commences the invigilator must check the front of the question paper 
including date and ensure this matches the information on the exams cover sheet – 

contact the Exams Office immediately if you have any queries. 

 

Starting times for exams 
 
For general qualifications the College’s starting time is 09:30 for all morning examinations 

and 13:30 for all afternoon examinations.  Different timings will apply for vocational 
exams. 

 

Timetable clashes and overnight supervision arrangements 
 

The Exams Office identifies and manages exam timetable clashes according to the 
regulations (only applying for overnight supervision in rare and exceptional circumstances 

as a last resort).  If you are required to supervise a candidate between exam sessions or 
until collected for overnight supervision the Exams Office will provide further guidance and 
training as necessary. 

 

Resources for exams 

 
Check the front of the question paper for the exact requirements for authorised materials 
prior to the exam commencing.  All stationery and equipment is collected from and 

returned to E030.  In examinations where resources are not shown on the question paper, 
or on the stationery list (including those where calculators are not allowed) you must 

warn candidates that taking a resource into an examination may be considered as 
malpractice in the same way as having any other unauthorised items.   
 

Prior to the examination commencing, candidates must be advised where in the 
examination room personal belongings must be placed. 

 
Each candidate is responsible for bringing ALL the equipment they need for their 

exam.  Any pencil case taken into the exam room must be see-through. 

If a candidate forgets their equipment, the invigilator may hand them a pre-packed bag of 

basic equipment.  At the end of the exam, the candidate must be instructed to re-bag all 

the contents.  In large venues, the used equipment should be placed in the box provided.  

 

Using calculators – Appendix 1 

 
Candidates may use a calculator in an examination unless prohibited by the awarding 
body’s specification. The instructions on the question paper will say whether calculators 

are not allowed or if they are expected to be used in the examination. If the instructions 
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do not include either of these statements, calculators are treated as standard equipment 
and may be used by candidates.  

  
Where the use of a calculator is allowed, candidates are responsible for making sure that 

their calculators meet the awarding body’s regulations. 
 

Accommodation (The exam room) – Appendix 2 and Appendix 3 

 

Estates are responsible for room set-up (excluding 1:1 rooms).  Invigilators must ensure 
the examination room is set up appropriately with a clock, the centre number, start and 
finish times, the JCQ Instructions for Conducting Examinations booklet is available in the 

main exam room and the examination papers and stationery is appropriate for that room.  
Check that charts and diagrams etc are removed or covered.  The lead invigilator should 

complete the checklist provided in Appendix 2. 
 

Appendix 3 is an exam pack checklist for invigilators. 

 

Invigilation arrangements 
 
Invigilators must:  

• be familiar with awarding body instructions; 
• give all their attention to conducting the examination properly; 

• be able to observe each candidate in the examination room at all times; 
• be familiar with the JCQ Unauthorised Items poster, JCQ Information for 

candidates, JCQ Warning to Candidates (in the JCQ ICE document) and any specific 

instructions relating to the subjects being examined; 
• be familiar with all awarding body rules and regulations; 

• Inform the Exams Officer if you are suspicious about the security of the 
examination papers.  

 

Invigilators must not: 
• carry out any other non-examination related tasks in the examination room.  This 

also extends to not reading the question paper. 
 

Invigilation arrangements for candidates with access arrangements 

 

Where the invigilator additionally acts as a practical assistant, a reader and/or a scribe, a 
‘roving’ invigilator will enter the room at regular intervals in order to observe the 
conducting of the examination, ensuring all relevant rules are being adhered to and 

supporting the practical assistant/reader and/or scribe in maintaining the integrity of the 
examination.  Invigilators are informed in advance of a candidate’s access arrangements; 

details of the approved arrangements are included within the examination pack. 

Contingency planning 
 
The Exams Contingency Plan (available in E030) is compliant with JCQ regulations.  It will 

allow members of the senior leadership team to act immediately in the event of an 
emergency or staff absence. 
 

The awarding bodies will designate a ‘contingency days’ for examinations. The designation 
of ‘contingency days’ within the common examination timetable is in the event of national 

or significant local disruption to examinations.  It is part of the awarding bodies’ standard 
contingency planning for examinations.  
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Centres must ensure candidates are aware of the contingency arrangements so 
they may take them into account when making plans for the summer.  

At the beginning of the exam 

 

Identifying candidates – Appendix 4 
 
Invigilators must establish the identity of all candidates sitting examinations. 

 

The people present – Appendix 5 

 
The invigilator(s) and candidates actually sitting the examination/assessment must be 
present in the examination room while an examination is taking place.   

 
Senior members of centre staff approved by the head of centre who have not had overall 

responsibility for the subject department and/or preparing the candidates for 
examinations(s) can be present at the start of the examination(s).  Refer to Appendix 5 
for their role. 

 

Question papers, stationery, materials and other equipment – Appendix 6 

 
To avoid potential breaches of security, care must be taken to ensure the correct 

question paper packets are opened.  Two individuals must check the day, date, time, 
subject, unit/component and tier of entry, if appropriate, immediately before a question 
paper packet is opened.  This check must be recorded on the “second pair of eyes check 

form” held in the Exams Office.  If it is subsequently identified following the second pair 
of eyes check that the wrong question paper packet has been opened, it must be 

resealed.  Invigilators must contact the exams team immediately; the exams team will 
report the incident to the relevant awarding body’s Malpractice Investigation Team 

immediately. 

 
The correct examination papers must be placed on the candidates’ desk face-up.  This 

includes modified papers or those on coloured paper. The invigilator must also ask 
candidates to check they have been given the correct question paper for the day, time, 

subject, unit/component and tier of entry, if appropriate.   
 

The official examination stationery, eg answer booklets and additional answer sheets for 
the particular unit/component must be issued to candidates.  No other stationery, 
including paper for rough work, can be provided. 

 
Invigilators must ensure that candidates do not have any unauthorised items including 

watches potential technological/web enabled sources of information such as iPods, mobile 
phones, MP3/4 players, smartwatches on their person.    
 

Refer to Appendix 6 for the College’s food and drink policy in the exam room. 
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Starting the exam – Appendix 7 
 

Candidates are under formal examination conditions from the moment they enter the 
room in which they will be taking their examination(s) until the point at which they are 

permitted to leave. 
 
Candidates must not talk to, attempt to communicate with or disturb other candidates 

once they have entered the examination room. 
 

Before candidates are allowed to start the examination, the invigilator must always make 
sure that candidates are seated according to the set seating arrangements.   
 

Use Appendix 7 for suggested wording for the invigilator’s announcement at the beginning 
of a written examination. 

 
The invigilator may read the question paper rubric (instructions on the front of the paper) 
to the candidates.  The invigilator must read out any erratum notice provided by the 

awarding body but must not offer any other advice or guidance.  Candidates must be 
instructed not to open the question paper until the examinations begins. 

 

During the exam 

Supervising the candidates – Appendix 8 
 
Invigilators must 

• supervise the candidates throughout the whole time the examination is in progress 
and give complete attention to this duty at all times.  

• be vigilant and remain aware of emerging situations, looking out for malpractice or 
candidates who may be feeling unwell. These incidents must be recorded on the 
incident log – see Appendix 8.  

• record toilet breaks on the incident log. 
• move around the assessment area quietly and at frequent intervals 

 
Invigilators may be placed at the front, back and sides of the room – this is dependent on 
the number of candidates/invigilators. 

 

Candidates who arrive late 

 
May be allowed to enter the exam room and should be allowed the full time for the 
examination.   

 
A candidate will be considered very late if they arrive more than one hour after the 

awarding body’s published time for an examination which lasts one hour or more i.e. after 
10:00 for a morning examination or after 14:30 for an afternoon examination. 
 

You will be advised prior to the exam series of timings for when a student is considered 
very late for an examination and additional information will be required: 

• 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.  

  
Candidates must be warned that their work may not be accepted for marking by the 
awarding body.    
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Completing the attendance register 
 

The attendance register must accurately be completed before the end of the examination, 
in line with the awarding body’s instructions indicating those candidates who were either 

present, absent or transferred.  
 
The Exams Office will ensure that any withdrawn candidates are identified. 

 
The Exams Office will advise the invigilator of any candidate on the register who is sitting 

the exam in another room. 

 

Leaving the exam room 

 
The invigilator will be advised prior to the exam series of the exact time at which 

candidates can leave the room. 
 
Candidates may leave the room temporarily i.e. for a toilet break but they must remain 

supervised.  The candidate can be accompanied by an invigilator as long as the correct 
ratio to candidates is maintained (1:30 written; 1:20 practical/on-screen), otherwise the 

runner allocated or the Exams Office should be contacted.  
  

Malpractice 
 
Where a candidate is being disruptive, the invigilator must warn the candidate that he/she 

may be removed from the examination room. The candidate must also be warned that the 
awarding body will be informed and may decide to penalise them, which could include 

disqualification. 
 
The invigilator must record what has happened. 

 

Emergencies – Appendix 9 

 
Refer to Appendix 9 for the emergency evacuation procedure 
 

At the end of the exam 

 

Finishing the exam 
 
At the end of the examination invigilators must:  

• tell candidates to stop working and remind them that they are still under 
examination conditions; 

• instruct candidates taking written examinations to: 
o make sure they have put all the necessary information on their answer 

booklet and any additional answer sheets, e.g. candidate name, candidate 

number, centre number;  
o make sure their answers are correctly numbered;  

o make sure they have put any loose additional answer sheets inside the 
answer booklet. Paper clips or staples must not be used. Treasury tags 
should only be used if permitted by the awarding body marking the papers.  

o For examined vocational qualifications, complete the invigilation certificate if 
one is provided.  

 
Candidates granted extra time and/or supervised rest breaks should carry on for the 
necessary additional time. Invigilators will be aware in advance of the examination which 
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candidates have been granted extra time to complete their examination and those with 
supervised rest breaks.  

 
Only a five minute warning to candidates is permitted.  

 

Collecting scripts 
 

• 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 

(except CCEA);  
• 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; 
• return the scripts/objective test sheets to the Exams Office E030 

 

Unused stationery 
 

You must collect all unused stationery in the examination room and return it to the Exams 
Office E030. 

 
All questions papers must be returned to E030, papers must not be given to teaching 
staff if requested outside of the exam room. 

 

Centre-specific information and instructions 

Contacting the exams officer 
01952 642282 
01952 642438 

 
exams@telfordcollege.ac.uk  

Reporting for duty 
You will be advised by email of times/the process for collecting examination packs.  

Typically 1:1 exams packs should be collected 15 minutes and group rooms 30 minutes 
prior to the published starting time from E030. 

Invigilator briefing 

You will be advised of all arrangements prior to the exam date i.e. access arrangements if 
applicable.  For group rooms invigilators will be briefed by either the lead invigilator or 

Exams Officer prior to the exam commencing.  All 1:1 exams invigilators will be briefed by 
the Exams Officer. 
  

mailto:exams@telfordcollege.ac.uk
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Appendix 1 

Using Calculators 
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Appendix 2 

Exam room checklist 

Exam room requirements                                                                                     to indicate 

checked/confirmed  

Room conditions: (appropriate conditions for taking the exam) heating, lighting, ventilation, level of noise 
(whether internal or external, intermittent or continuous)                                                                                  
(ICE 11) 

 

Display material: which might be helpful to the exam subject(s) not visible to candidates                      
(ICE 11) 

 

Clock(s): (analogue and/or digital) (all synchronised) showing the actual time and clearly visible to 
candidates from any seated point in room                                                                                                               
(ICE 11) 

 

JCQ Warning to candidates poster and JCQ Unauthorised items poster: displayed as an A3 poster (or 
projected in a way for all candidates to see) in a prominent place outside exam room                             
(ICE 11) 

 

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

 

Subject title(s) and Paper number(s): displayed and clearly visible to all candidates                          
(ICE 11) 

 

Start and Finish times (actual): (for all exam papers) displayed and clearly visible to all candidates       
(ICE 11) 

 to confirm this when the actual times have been displayed when the exam(s) starts » 

 

Seating arrangements: distance in all directions minimum 1.25 metres centre to centre candidates’ chairs 
(for non-standard exam room layout - candidates seated far enough apart so that their work cannot be seen by/contact 

cannot be made with other candidates); invigilator(s) able to observe each candidate in the exam room at all 
times     (ICE 11,12) 

 

Seating plan provided: showing the exact position of each candidate in the exam room  

                                    (where applicable) Candidates with access arrangements identified on plan           
(ICE 11) 

                      to confirm any actual changes just before or during exam(s) have been noted on the plan »                          

   

 

JCQ ICE: (hard/electronic copy) available in main exam room(s)                                                              
(ICE 12) 

                 (Invigilator in non-main room fully familiar with ICE)     

 

Invigilator ratio: meets/exceeds the requirement for the size of cohort at least 1:30 timetabled written exam 

(ICE 12) 
 

Sole invigilator: has means of summoning help (without leaving room or disturbing candidates)                 (If 

this is a mobile phone it is on silent mode)                                                                                          
 

Identity of all candidates: appropriate arrangements in place for invigilators to carry out adequate 
checks (ICE 16) 

 

Exam room incident log provided: to record any incidents/irregularities during the exam(s)                    
(ICE 20) 

 

Invigilators present in this room should sign this checklist, providing confirmation of the invigilation arrangements and exam room conditions 

in place. Comments should be provided if any of the above exam room requirements are not met (ticked). 

Invigilator name(s) & signature(s)  Comments  

 

 

 

 

 

After the exam(s) in this room, this checklist will be affixed to signed copies of the seating plan and attendance register(s). Together with the  exam room 

incident log this creates a full record of the conduct of the exam(s) and the exam room arrangements 

In case of query by an awarding body, this information will be kept on file until the deadline for reviews of marking has passed or until 

any appeal, malpractice or other results enquiry has been completed, whichever is later (ICE 12) 
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Appendix 3 

Exam box/pack checklist 

Standard materials 

Tick to confirm available in box 
✓ 

On the day/session materials 

Tick to confirm available in box or N/A 

for this exam session 

✓ or 

N/A 

Blu-Tack (or similar) 

Calculators (as per JCQ 
regulation ICE 10) 

Clock batteries 

Scissors  

Tissues 

Marker  

A supply of blank 

 Exam room checklists 

 Exam room incident logs 

Date standard materials 

checked: 

 
Exam(s) date:                              

Session  AM / PM 

 Question papers and other exam 

materials 

 Modified paper(s) 

 Colleague check of day, date, time, 

subject,  unit/component and tier of 

entry immediately before any packet 

opened 

 Seating plan 

 Attendance register(s) 

 Exam stationery  

 AA cover sheet(s) 

 AA memory aid(s) 

 ICE 

 Emergency evacuation procedure 

 Clock(s) 

 Mobile phone (on silent) 

 Pencils (HB); pencil sharpener; 

erasers 

 Pens (black ink) 

 Rulers 

 Tracing paper 
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Appendix 4 

Identifying Candidates  

Procedure to verify the identity of all candidates at the time of the examination 

or assessment. 

 

The identity of all candidates is verified as part of the initial registration process – refer to 
the Admissions Policy and Procedure – or in the case of private candidates through a 

verification process which involves photo-ID. 

• Only authorised candidates are admitted to examination rooms – they must display 

their Student ID card*. 

 

• An invigilator will check candidate’s identification during each examination. Seating 

cards for nationally set examinations include a photograph of the student 

*If a candidate does not have their Student ID card, another document containing their 

name and photograph such as a passport may be used.  If the candidate fails to produce 
any identification a visual check will be made against the photograph held on their student 

record. 
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Appendix 5 

The People Present in the examination room 

The JCQ awarding bodies wish to provide further guidance and clarity on the role of centre 
staff in the examination room, other than exam officers and invigilators. Section 17 of the 

JCQ publication Instructions for conducting examinations provides clarity on who may be 
present in the examination room. 

The head of centre has a duty to maintain the integrity of the examination and to 

ensure that fully trained invigilators are in place for examinations and on-screen 
tests.  

Invigilators must have been trained to undertake their duties (see section 12 of the JCQ 
publication Instructions for conducting examinations). 

Senior members of centre staff approved by the head of centre, who have not taught the 

subject being examined, may be present at the start of the examination(s). When 
entering an examination room, the senior member of centre staff must identify 

themselves and their purpose for being there to the senior invigilator and/or exams 
officer. 

Senior members of centre staff have a very clear role. Principally: 

• to assist with the identification of candidates; 
• to deal with any disciplinary matters; 

• to check that candidates have been issued with the correct question paper for the 
day, date, time, subject, unit/component and tier of entry if appropriate; 

• to check that candidates have the appropriate equipment and materials for the 
examination; 

• to commence the examination. 

Under no circumstances may members of centre staff: 

• be present at the start of the examination and then sit and read the examination 

question paper before leaving the examination room; 
• enter the examination room with the intention of accessing the examination 

question paper; 

• have access to the examination question paper unless this is specifically requested 
by either the exams officer or an invigilator. For example, a possible printing error 

has been identified and, in the absence of an erratum notice, the exams officer 
needs this verified by the relevant subject teacher before escalating the issue to 
the awarding body; 

• give any indication of their opinion of a question paper to candidates, verbally or 
otherwise, having been asked to inspect the content; 

• communicate with candidates, except in timed Art tests and timetabled CCEA and 
WJEC GCE AS/A2 Science Practical examinations, or where maintaining discipline in 
the examination room. This constraint extends to coaching candidates, reminding 

candidates which section(s) of the question paper to answer or which questions 
they should answer; 

• enter the examination room and approach candidates, either to prompt them to 
make an attempt at the examination or to provide support and encouragement; 

• enter the examination room and read candidates’ scripts. 

Support and encouragement may be offered at any point up until the time that 
candidates enter the examination room. From that moment onwards, they are 

under formal examination conditions and the strict protocols must be adhered 
to. 
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Appendix 6 

Exams Room - Food and Drink Policy Statement 

 

Water is permitted – this must be in a clear plastic bottle with no label 

 

Food is normally not permitted with the exception if it is a requirement as part of a 
reasonable adjustment.  If required, it must be free from packaging.  Additional 

supporting evidence is required i.e.  

Form 8 Assessment 

College risk assessment 

Medical evidence 
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Appendix 7 

Suggested wording for the invigilator’s announcement at the beginning of a 

written examination 
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Appendix 8 

Exam room incident log 

 

This log is used by the Exams Officer or invigilator(s) to record any irregularities that may 

happen in the exam room at the point of occurrence.  

Irregularities are unplanned incidents that could impact on the integrity and security of 

the examination, breach the rules and regulations or affect the conditions that enable 
candidates to achieve their potential. Examples include: candidate late/very late arrival; 
suspected malpractice (candidate, centre staff); emergency evacuation; candidate 

illness/distress/need to leave the exam room; disturbance inside/outside the exam room; 

unauthorised persons entering the exam room etc. 

After the exam(s) in this room has (have) concluded, incidents recorded here will inform 
required follow-up actions or reports to awarding bodies. This log will be affixed to signed 

copies of the seating plan, attendance register(s) and exam room checklist for this exam 
room session.   
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Appendix 9 

Emergency evacuation procedure 

Refer to the College evacuation map for assembly points.  Invigilators are trained in this 
procedure and understand the actions they must take in the event of a fire alarm or other 

emergency that leads to an evacuation of the exam room.  

 

• Stop the candidates from writing 

• Collect the attendance register (in order to ensure all candidates are present) 

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

appropriate authority and in accordance with College instructions via the nearest 

fire exit assembling at the Assembly points on the plan. 

• Advise candidates to leave all question papers and scripts in the examination room 

• Candidates should leave the room in silence 

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

out of the examination room so that there is no discussion about the examination 

• If the all clear has been formally given, the invigilator should instruct candidates to 

return to the exam room in silence in an orderly fashion. 

• Candidates should be seated at the same desk. 

• When/if allowed to return to the exam room, allow candidates time to settle down, 

reminding them they are under formal exam conditions and they must not restart 

writing their answers until instructed to do so 

• Announce clearly to the candidates when they may begin to write their answers 

(the exam will formally resume at this point) and specify the remaining time 

allowed for the paper(s) 

• Record the time the exams(s) resumed and amend the displayed finishing time(s) 

• 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  

• Make a full report of the incident and of the action taken, and send to the relevant 

awarding body.  Record as much detail as you can on the exam room incident log 

and ensure the Exams Officer is fully briefed at the exam to enable a full report to 

be submitted to the awarding body. 

• Where not allowed to return to the exam room, or the decision is made that the 

exam cannot be resumed, the centre’s exam contingency plan will be invoked and 

you will be briefed accordingly at the time. 
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Centres must ensure that both invigilators and those acting as a reader are appropriately 
trained and familiar with the rules. 
 

It is essential that the candidate is made aware of what a reader can and cannot do in 
advance of their first examination. 
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Centres must ensure that both invigilators and those acting as a scribe are appropriately 

trained and familiar with the rules. 
 
It is essential that the candidate is made aware of what a scribe can and cannot do in 

advance of their first examination. 
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The role of a Prompter 

The invigilator may act as a prompter, a practical assistant, a reader and/or a 

scribe where the candidate is accommodated separately on a one to one basis.  

If the prompter is acting as a Language Modifier a separate invigilator will be 

required. 

A prompter: 

a) may use the following prompts either vocally or written on a flash card 
such as: “Jack - focus on the question’’; “Jack - there are 15 minutes 

left’’;  
b) may tap on the desk or on the candidate’s arm, depending on what is 

normal practice, in order to remind the candidate that he or she must pay 
attention to the question or that it is time for the candidate to move on to 

the next question;  
c) may use the candidate’s name as an appropriate prompt during the 

examination in order to bring the candidate’s attention back to the 

question paper, e.g. “Jack”;  
d) must abide by the regulations since failure to do so could lead to the 

disqualification of the candidate;  
e) must not advise the candidate regarding which questions to do, or on the 

order in which questions should be answered;  
f) must not give factual help or offer any suggestions or communicate in 

any way other than those listed above. 
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The role of a Practical Assistant  

A practical assistant is not a reader or a scribe. The same person may act as a 

practical assistant, a reader and/or a scribe as long as permission has been given 
for these arrangements. The regulations for the use of each arrangement must be 

strictly adhered to. 

Candidates using a practical assistant may need to be accommodated in another 

room.  

Where the candidate and practical assistant are accommodated in another room, 

on a one to one basis, the invigilator may additionally act as the practical 

assistant.  

The practical assistant must be made aware, prior to the examination, of the 

particular task(s) he/she will be performing as specifically approved by the 

awarding body. 

 

A practical assistant: 

• must perform practical tasks as specifically approved by the awarding body 

and according to the candidate’s instructions, unless the skill to be 

performed is the focus of the assessment, (in which case the practical 

assistant will not be permitted) or the procedure would be unsafe;  

• must immediately refer any problems in communication during the 

assessment to the invigilator or examinations officer;  

• must abide by the regulations since failure to do so could lead to the 

disqualification of the candidate; 

• must ensure the safety of the candidate and those around him/her;  

• must not give factual help to the candidate or indicate when the task is 

complete;  

• must not advise the candidate on which questions to do, when to move on 

to the next question, or the order in which questions should be answered;  

• may ask the candidate to repeat instructions where these are not clear. 

 


