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Learner Examinations Policy & Procedure
This policy must be must be adhered to at all times
1. [image: ]The seating arrangements should be such as to prevent candidates from overlooking, intentionally or otherwise, the work of any other candidate. The minimum distance in all directions from each candidate’s chair must be 1.25 metres.
2. [bookmark: _GoBack]Any pencil cases must be transparent, if not they are not permitted
3. Mobile telephones and other electronic equipment are not permitted.
4. Candidates must store their personal belongings in a nominated area in the examination room.
5. Bags and other belongings should be out of reach of candidates and access to them must be monitored by the invigilator.
6. Candidates should be seated and ready to take the exam 5 minutes before the start of the exam.
7. Once the exam has started candidates may not ask questions about the exam.
8. In exceptional circumstances they may seek the attention of the invigilator, for example if they need to use the toilet.
9. If a candidate wishes to leave the room for any reason and intends to return to continue their exam they must be accompanied. An invigilator must remain with them at all times. The remaining candidates in the exam room must continue to be invigilated.
10. Candidates arriving late for an exam must be seated near to the door and the disturbance to other candidates kept to a minimum. Any candidate who arrives after the start of the examination will not be able to sit the examination on this occasion.
11. A learner must take the following action in an emergency such as a fire alarm or a bomb alert occurs during the examination;
· The examination room must be evacuated in accordance with local instructions; candidates must leave question papers and answer sheets on their desks.
· If the candidates have been closely supervised and the invigilator can guarantee that there has been no breach of examination security, i.e. the candidates did not communicate with each other, nor with any other person, nor consult any books or notes while they were out of the examination room, then the examination may be resumed and the full remainder of the allocated time may be given.
· Details of the emergency and the actions taken when the emergency arose must be recorded on an Incident Report Form and all examination materials returned to THE AWARDING BODY immediately.
· If the invigilator believes that there has been a breach of examination security, then the examination is void.
· Details of the emergency and the actions taken when the emergency arose must be recorded on an Incident Report Form and all examination materials returned to THE AWARDING BODY
· The candidates affected must be re-entered for the examination at a later date

12. If a candidate is suspected of malpractice, the invigilator must warn the candidate that he/she may be removed from the examination room. The candidate should also be warned that THE AWARDING BODY will be informed and may decide to disqualify the candidate.
13. All candidates will be reminded when there are ten minutes of the exam remaining.
14. [image: ]At the end of the exam candidates must be told to stop writing and ensure that their name and reference number is on the exam answer sheet.
15. Exam papers and candidates’ exam answer sheets must be collected in immediately at the end of the exam. The invigilator must check that the candidates have completed their details correctly before the candidates have left the exam room.
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