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This handbook has been designed to support you in your role as an examination invigilator. It provides clear guidance on your responsibilities, outlines best practices, and ensures that all examinations are conducted in a secure, fair, and consistent manner. Whether you are new to the role or have prior experience, this resource aims to equip you with the knowledge and confidence needed to uphold the integrity of the examination process.
Your contribution is vital to maintaining the standards and credibility of our assessment procedures, and we thank you for your commitment and professionalism.
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For directions to the IICL Campuses and guidance on parking facilities, please refer to the official university website.
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Good [morning/afternoon], everyone. Please listen carefully to the following instructions:

Basic Rules
· Enter the examination room in silence and remain silent until the exam has finished, all papers have been collected, and you are given permission to talk.
· All mobile phones must be switched off.
· Leave all bags, coats, mobile phones, and any other electronic devices at the front of the room.
· You may not leave the room in the first 45 minutes or in the last 15 minutes of the exam.
· No candidate may start the exam more than 30 minutes after the published start time.
· Do not leave your desk without permission from an invigilator.
· At the end of the exam, remain seated until all scripts have been collected.

Check Your Desk and Paper
· Make sure you are sitting at the correct desk and have the correct question paper.

Student ID
· Display your student card on your desk throughout the exam. Staff will be conducting ID checks.

Attendance Slip
· Complete the attendance slip with your name, student number, and module code. These will be collected at the start of the exam.

Answer Booklets
· Write your student number, name, module title, and module code on each answer booklet.
· Fold over the flap for anonymous marking.

Answering Questions
· Answer all questions in the answer booklet provided. Do not write on the question paper.

Academic Misconduct
· If you are suspected of committing academic misconduct, any evidence will be confiscated and investigated. Penalties will apply as set out in the Academic Quality Handbook.

Queries
· If you have any questions during the exam, raise your hand and an invigilator will come to you.

Fire Alarm
· If the fire alarm sounds, remain silent and follow the instructions given by the invigilators.

Finally, the examination will begin now at [insert start time] and will end at [insert end time]. Good luck.
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Distribution of Papers: Invigilators will collect the examination papers from the Assessments Team 30 minutes before the scheduled start time of the examination.

Preparation: Invigilators must arrange examination papers according to the seating plan. Each desk should have:

· The examination booklet
· The examination paper
· An attendance slip

Unused Papers: Any unused papers must be returned to the original envelope.

Paper Presentation: Place the question paper inside the examination booklet so that the module code, title, and duration are visible, but the questions remain concealed. This allows candidates to confirm they have the correct paper without viewing the questions.

Attendance Slips: Once seated, candidates must complete and sign their attendance slip.

Unexpected Candidates: If a student not listed for the exam arrives, allocate a spare seat and provide a spare paper (included in each set).

ID Verification: Students must display their University ID card on their desk. Invigilators should verify identity using the photo on the card. If a student does not have their ID, they will be escorted to the Assessments Team after the exam for identity confirmation.

Attendance Check: Collect attendance slips and check them against the attendance register provided. If a name is missing, add the student’s name and number. Place the completed register and slips in the envelope for return to the Assessment Team.

End of Session: Count and verify all scripts against the attendance register. Report any discrepancies immediately to the Assessment Team.

Paper for Marker: Insert a copy of the examination paper inside the front cover of the top script in each batch for the marking lecturer.

Return of Materials: Examination scripts, attendance records, and unused papers must be returned to the Assessment Team for secure storage.

Important: Under no circumstances should markers collect scripts directly from the examination room.
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A seating plan will be prepared whenever multiple examinations are scheduled in the same room. This ensures the efficient distribution of examination papers. One copy of the seating plan will be included with the examination papers, and another will be displayed outside the examination room so that candidates can confirm their assigned seats before entering.

Candidates sitting shorter-duration examinations will be allocated seats in rows closest to the exit. This arrangement is designed to minimize disruption to other candidates when early departures occur.
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If you encounter any problem with an examination paper, such as:

· Ambiguous or unclear instructions;
· A student reporting they have received the incorrect paper;
· A student stating that a ‘seen’ paper differs from the version distributed in advance;

You must immediately notify the Assessments Team. They will liaise with the Module Tutor to resolve and clarify the issue.
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· Students are required to familiarise themselves with, and adhere to, all relevant University regulations, policies, and procedures. Any breach of these during assessment activities will be formally reported and may be addressed under the Academic Misconduct Procedure. 

· Students must arrive at the examination venue at least 15 minutes prior to the scheduled start time. Entry will not be permitted more than 30 minutes after the published start time. Late arrivals will not be granted additional time. 

· Students must consult the seating plan displayed outside the examination room to ensure they are seated at the correct desk and receive the appropriate examination paper. 

· Silence must be maintained upon entering the examination room and throughout the duration of the examination. 

· Students may leave the examination room after the first 45 minutes. Those wishing to leave early must raise their hand to notify an invigilator and ensure all examination materials remain on the desk. No materials may be removed from the room. 

· Students are not permitted to leave the examination room during the final 15 minutes of the examination to minimise disruption to others. 

· All personal belongings, including mobile phones (which must be switched off), must be placed in the designated area within the examination room. 

· The use or possession of electronic devices (e.g., mobile phones, smart watches, smart glasses) is strictly prohibited. Any student found with such a device during the examination will be subject to an Academic Misconduct investigation. 

· Students must bring and display their student ID card on their desk for the duration of the examination. 

· Students must accurately complete their personal details on both the Attendance Slip and the Answer Booklet. 

· Only writing materials and items explicitly permitted for the examination may be placed on the desk. Any unauthorised materials will be removed by the invigilators. 

· Writing materials must be stored in a transparent case to allow visibility of contents. 

· Communication with anyone other than the invigilator is not permitted during the examination. 

· All answers must be written in the designated Answer Booklet unless explicitly instructed otherwise. Students must not write answers on the question paper. 

· Students requiring a toilet break must raise their hand and inform the invigilator. They will be escorted to and from the toilet. No additional time will be granted for toilet breaks. 

· At the conclusion of the examination, students must cease writing immediately upon instruction from the invigilator and remain seated and silent until all examination materials have been collected and permission to leave has been given. 

[bookmark: _Toc239767268]Emergency Evacuation Procedure

If an emergency evacuation occurs during an examination:

Follow the script in Section 16 and ensure all candidates leave the room promptly and safely.

Do not allow re-entry until the relevant authorities confirm that the building is safe.

Only a senior member of the Academic Services team can decide whether the examination should be abandoned.
If the examination resumes: 
· Instruct candidates to write “Examination Interrupted” on their answer scripts, along with the start and end times of the interruption.
· Inform candidates of the new finishing time, allowing for the time lost.
· Complete a written report detailing the circumstances of the interruption.
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Attention candidates. We are initiating an evacuation.

You are to remain under examination conditions during this evacuation.
That means no talking, no communicating, and no accessing phones or materials.

Leave your scripts and all exam materials on your desk.
Do not write anything further. Close your answer booklet(s) now.

Stand and walk out of the room in the order we indicate.
Follow the invigilators to the Fire Assembly Point. Do not attempt to collect personal belongings such as bags, coats, or electronic devices.

Remain silent at all times and await further instructions from me or from emergency personnel.

Please proceed now as directed.
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Report the Incident: Immediately inform campus reception:

	Campus
	Telephone Number

	Birmingham Campus
	 0121 229 3000

	London Campus
	 020 7127 7400



Provide Details: Tell reception the exact location and nature of the emergency (e.g., first aid required or ambulance needed).

Assist Until Help Arrives: Offer comfort and basic assistance until a trained first aider is on site.

Maintain Exam Continuity: Instruct other candidates to continue their exams unless evacuation is required (refer to Emergency Evacuation Procedures).

When First Aider Arrives: Resume invigilation duties. If possible, the affected candidate should be removed from the exam room.

Document the Interruption: Ask candidates to note “Examination Interruption” on their scripts along with the time of disruption.

Adjust Exam Timing: Recalculate and communicate the revised end time if required.

Complete an Incident Report: Record details of the incident and any impact on other candidates.

14. Academic Misconduct  

Academic misconduct during an examination includes, but is not limited to, the following actions:
· Using or accessing unauthorised notes, materials, or electronic devices during the examination.
· Bringing information into the examination room, including electronically stored data, whether belonging to the candidate or another person, unless specifically permitted.
· Communicating with anyone outside the examination room or with other candidates during the examination.
· Copying another candidate’s work, with or without their consent.
· Impersonating another candidate or allowing someone else to sit the examination on the student’s behalf, with the intent to gain an unfair advantage.

If you suspect academic misconduct:

· Address the concern immediately – inform the candidate and confiscate any materials or evidence related to the suspected misconduct.
· Allow the candidate to continue the examination without further disruption.
· Report the incident promptly to the Assessments Team.
· Complete an Invigilator Report Form – the matter will then be formally investigated in line with the University’s Academic Misconduct Policy.  
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A supply of Invigilator Report Forms will be provided in the examination stationery box located in each exam room. Use this form to formally document any incidents or circumstances that may have impacted one or more candidates during the examination. Examples include:

· Fire alarms or emergency evacuations
· Environmental disturbances (e.g., excessive noise, temperature issues)
· Ambiguities or errors in examination papers requiring clarification

Additionally, a report must be completed for any suspected cases of academic misconduct.
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The most common adjustment for candidates with approved arrangements is extra time. Standard extra time is calculated as an additional 25% of the scheduled exam duration, as shown below:

	Exam Duration 
	Extra 25%
	Total Exam Duration 

	1 hour
	15 minutes
	1 hour 15 minutes

	1 hour 30 minutes
	25 minutes
	1 hour 55 minutes

	2 hours
	30 minutes
	2 hours 30 minutes

	2 hours 30 minutes
	40 minutes
	3 hours 10 minutes

	3 hours
	45 minutes
	3 hours 45 minutes



Candidates with only standard extra time will sit their exam in the main hall alongside other students.

This entitlement will be clearly indicated on the examination register.
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Students approved for rest breaks are entitled to one 10-minute break per hour of the examination, excluding any extra time. 

During a rest break, students must remain seated at their desk (unless otherwise specified) and must not continue working on the exam. 

Rest breaks should be taken within the hour allocated (e.g., first break in the first hour, second break in the second hour). Unused breaks cannot be carried over. 

It is the student’s responsibility to inform the invigilator when they wish to take a break. 

The time taken for rest breaks will be added to the end of the examination. 

Students may choose not to take a break or take less than 10 minutes; only the actual time used will be added. 

Record the start and end time of each rest break to ensure accurate adjustment of the exam finish time.
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When a candidate is permitted to sit an examination using a computer, the following procedures must be observed:

Login Details
Computers must be accessed using the credentials provided: 
· Username: exam
· Password: examlogin

Under no circumstances should personal usernames or passwords be used.

Permitted Software
Candidates may use Microsoft Word only.

Saving Work
All work must be saved to the memory stick provided.
Candidates should save their work frequently to prevent data loss.
Files must be named using the student number and date (not the candidate’s name). Each document should clearly correspond to the question number (e.g., Question 1, Question 2).

Use of Answer Book
An Examination Answer Book will be provided. The front cover must be completed in full.
The book should be used for any content that cannot be completed on the computer (e.g., diagrams, tables) and for rough notes.
Rough work must be clearly marked as ‘notes’ and struck through at the end of the exam.

End of Examination Procedure
At the end of the exam, candidates must save their work and eject the memory stick using the computer’s eject option.
The invigilator must escort the candidate to the Exams Office, where answers will be printed, checked, and signed by the candidate.
Candidates must not close their work until printing has been confirmed.

Technical Issues
Any problems with computer equipment must be reported immediately to the Assessment Team.
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When appointed as a scribe for a candidate during an examination, you must adhere to the following principles to ensure fairness, integrity, and compliance with examination regulations:

Role and Responsibilities
· Write exactly what the candidate dictates: Do not interpret, paraphrase, or correct grammar, spelling, or punctuation unless instructed by the candidate.
· Remain impartial: Do not offer hints, suggestions, or explanations of questions or answers.
· Maintain confidentiality: All candidate responses and examination content must remain strictly confidential.
· Follow candidate instructions for layout: If the candidate specifies paragraph breaks, bullet points, or diagrams, replicate these accurately.
· Read back only when requested: You may read back what you have written if the candidate asks, but do not prompt them to change answers.



Permitted Actions
· Ask the candidate to repeat or clarify if you cannot hear or understand their dictation.
· Inform the candidate if you are unable to keep up with their pace, so they can adjust.
· Record answers legibly and in the designated answer booklet or sheet.

Prohibited Actions
· Do not interpret or explain examination questions.
· Do not suggest wording, spelling, or ideas.
· Do not answer questions or engage in discussion about the content of the exam.
· Do not influence timing or indicate whether an answer is correct or complete.
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When appointed as a reader for a candidate during an examination, you must follow these principles to ensure fairness, integrity, and compliance with regulations:

Role and Responsibilities
· Read aloud exactly what is printed: Do not interpret, explain, or paraphrase any part of the question paper.
· Maintain a neutral tone: Avoid emphasis that could suggest importance or meaning.
· Read only when requested: Do not prompt the candidate to have text read unless they ask.
· Respect candidate’s pace: Read at a speed that suits the candidate and pause when requested.
· Maintain confidentiality: All examination content and candidate responses must remain strictly confidential.

Permitted Actions
· Repeat words if the candidate asks.
· Spell out words if requested.
· Read instructions, questions, and permitted texts exactly as written.
· Read answers back if requested

Prohibited Actions
· Do not explain, define, or interpret any words, phrases, or questions.
· Do not give hints or suggest answers.
· Do not change tone or emphasis to indicate importance. 
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