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Test at Home — How It works
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Invigilator

Sees the candidate's screen, and
candidate through webcam and
candidate/environment through
phone/tablet

Candidate Test

Candidate

Joins the appointment using agreed meeting
software. Shares the screen and webcam on
their laptop/pc. They use their phone/tablet
as a camera.

Quality Assurance

Exam auditor can join the meeting
and observe invigilation taking
place.
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Sends a meeting to the candidate.




How Test at Home remote invigilation works o0

« Centre completes an online application form
« Centre receives approval to offer remote invigilation*
« Centre receives the guidance documentation
« The centre books e-volve exams as normal through the Walled Garden
« The centre arranges an online meeting on either Microsoft Teams, WebEx or GoToMeeting for the same date
as the exam booking
« The invigilator and candidate share the meeting appointment
« The online meeting appointment is shared with City & Guilds for quality assurance processes
— for Functional Skills and Essentials Skills Wales only or others upon request
« The invigilator starts the meeting with the candidate and runs through set up checks:
— TAH Functional Skills/Essential Skills Wales: Steps are documented in detail in the Centre Guide
« The invigilator shares the exam URL
« The invigilator shares the one time use keycode and pin code
« The candidate takes their exam

*Note: Quality approval is required for Remote Invigilation for Functional Skills and Essential Skills Wales qualifications only.
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High level process

Step Candidate Invigilator
1. Before the exam * Reads instructions/checklist * Reads Centre Guide/checklists
* Prepares exam area » Books exam, sends meeting invitation
« Completes declaration » Checks candidate has downloaded and
* Downloads and installs SurpassViewer installed SurpassViewer
« Downloads meeting software onto * May be required to forward invitation to the
laptop/pc, phone/tablet exam auditor
2. Start of the exam « Completes environment check « Completes environment check
« Completes equipment check « Completes equipment check
» Shares photo ID » Checks photo ID

e Shares link
* Provides access codes/PIN

3. During the exam » Takes the exam * Invigilates the exam

4. At the end of the exam |+ Confirms exam is completed * Check exam complete in SecureAssess
* Clears area/destroys scrap paper (v'against exam)
« Completes candidate declaration * Check area clear

« Completes invigilator declaration

5. After the exam « Centre declaration is completed (Exams
officer)
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Document checks — Test at Home

Cityo¥

Functional Skills/Essential Skills ,,G%Hlldﬁ
Remote Invigilation - Invigilator checklist

Clt 1. Before th
Examples: G ilds - Beforsthe sxam

To be compheled by the imdgiksor
Cenire no:
Cendidats's snralmant no:
Candidats nama:
Exam numdbar (a.g. 4743-110)
Hama of sxsm
Exam datn and tima
Invigiiabor name

F u n ction al Ski I I 5 a n d haree read and wedersinod the Fumobional $klic/Eccential Ekllls Wales fectc 2t

. . nome: Cenfre Gulde O
Essentl al Skl I Is wa I es harve checked and conlirmed any access arangements with the cand date O
Test at home gentre uide hiareiz sent am comm anso nbsenl and confimed arrangemenis with the cand dode O

= Puare: sanl e £xam anooraTent 10 ihe exam audion and conlimad arangements wit |
e
haree checked thal the sulabke mesling soffeane has been dosnioaded o the O
candidabe’s FClNapton and that @ sucoessiul navigation exam has been compleled by
the candidate (not compulsory hosever recommended)
hare chacked thal the candidaie has downloaded and natalled Swpass Viewer
Version 2.3 February 2021 "’ O
2. At the start of the exam
For the period of:
All o ihe Foliowing must be completed by the inviglalor:
September 2020 - Summer 2021 The candidaie has condrmed that By are oware of ol the requinements of Ihe Exam O
e Fianae confirmnesd they cam el them
haree receved the Candidate checkis! and i i fuly completed O
hareiz completed & check of any unauihorsed malerials with the candidaie E
The candidaie has condraned they wil nod be inberrupbed or distracied during e oo E
and thai no one will enber the room
The candidate has pleced ther walch on the work arealpiaced any digtal watch away O
Trom 1he work anza
hare chacked the candidate’s 10 I:
The candidate has a wordng FCAaplop ready and mobile device working and ready with |
sufficient power supply dor the duration of the cxam
The candidaie has been ioid ihey ane under exam condions and e nae DeEn [
explained 1o the candidaiz
The candidate's name malches te name on the ceam [
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Candidates

You need to identify candidates who can take their exam(s) through remote invigilation.

Before each exam, the centres must ensure the candidate:
. IS suitably prepared for the exam
. has all the required equipment and materials
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Invigilators PN

Invigilators are responsible for ensuring that the exam is conducted securely and in line with the
instructions. It is the responsibility of the head of centre to ensure that appropriately trained invigilators are
available for all tests and that they meet all requirements listed below.

« The invigilator must supervise candidates throughout the test and give complete attention to this duty at
all times.

» The invigilator must not carry out any other task while they are invigilating.

« All exams using this approach must be invigilated on a one to one basis. The same person cannot
invigilate more than one candidate at a time.

« The invigilator must check the candidate’s identification before they start the exam.
* Relatives, friends and/or peers of candidates must not be the invigilator for the exam.
» Atutor for the subject being examined must not be an invigilator for any exam.

Invigilators will need to be familiar with e-volve (SecureAssess) and be able to administer tests, eg issue
key codes, PIN, pause test.
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Access arrangements

Access arrangements must be agreed and in place before a test takes place.

« For more information, please refer to the ‘Access Arrangements and Reasonable Adjustments’
section of the City & Guilds website.

* Invigilators must be aware in advance of the exam which candidates have been granted access
arrangements. Candidates with extra time or those with supervised rest breaks could finish (or start)
the exam at different times to other candidates.

- If a candidate has been granted extra time, this needs to be added on to an e-volve exam, when it is
booked. It cannot be added on afterwards.

 If the candidate is using any assistive software, they should practise using this in advance with a
navigation test to make sure it is compatible.

Citye¥ | jlm
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https://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library

Exam audits

« City & Guilds completes exam audits to check centres are following the instructions. For remote
invigilation, this would include observing a remotely invigilated test as a third attendee in the virtual meeting
session

« City & Guilds will ask the centre to provide details of planned exams and select which ones to audit.

«  Where exam audits identify incidences of non-compliance, City & Guilds will indicate these in feedback to
the centre, along with improvement actions and timescales for these to be completed. City & Guilds will
undertake follow-up exam audits to ensure these have been completed.

* In some cases, instances of non-compliance will be reported to the Investigations and Compliance team for
further investigation as potential malpractice.

« For support from our Quality Delivery team, please contact: EFSremote@cityandguilds.com
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Candidate checks

« Check the candidate has access to equipment that meets the minimum technical requirements
to allow them to access exams

« Check that all equipment is fully charged if battery life is required to complete the exam session

* A navigation test has been taken before the exam to familiarise the candidate with the exam

experience
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Document checks

Candidates should be prepared in line with the relevant assessment requirements as described in our
gualification handbooks.

The following documents also apply and must be read and understood.

TAH - Essential Skills Wales

Invigilator Candidate
Centre Guide Candidate instructions
Invigilator checklist Candidate checklist
Conferencing software Conferencing software
e.g. Teams — e.g. Teams —
Invigilator instructions Candidate instructions

Cityﬁ&
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||.m Detailed guidance on e-volve including system requirements and user guides can be
found on our website at www.cityandguilds.com/evolve.



http://www.cityandguilds.com/evolve

Conditions

Candidates must complete exams under the same conditions as if there was an invigilator in ghe
room with them.

The candidate is required to join the meeting on a mobile device, allowing the centre to:

e monitor their exam environment,

e confirm the candidate can take the exam safely and securely,

e check they are not receiving outside assistance during the exam, and
e check they are not reading from pre-prepared documentation.

It is the responsibility of the Head of Centre to ensure that members of staff, including and all
those responsible for invigilation, are trained in the use of e-volve, have an e-volve account that
allows them to view key codes and check that results have been uploaded. The Head of Centre
must also ensure that members of staff are made aware of all instructions.

Note: THE SESSION MUST NOT BE RECORDED
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Before the exam checks - equipment and resources =e

Remind the candidate of the following:

No unauthorised equipment
— MP3/4 players,
smartwatches, devices with
access to internet

Scrap paper — permitted

Equipment must ready

before exam starts Pencil cases — see-through

Reference materials and
candidate notes — not
permitted

Food and drink — free from
packaging/labels removed

Citycs
itysd
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Before the exam checks — identification

Remind the candidate of the following:

Invigilator must be able

to confirm identity of
candidate

%z | ilm
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Candidate must bring
and share photographic

ID so the invigilator and
verify
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Before the exam checks — security "0
®

Invigilator must check the following during at the start of the exam:

Environment is
scanned as detailed
in section 3.3.2 of

Candidate doesn’t Any unauthorised
have access to any materials/equipment

Mobile device is
unauthorised have been removed
materials from room

positioned correctly the centre guides

The invigilator will also ask the candidate:
 to confirm they will not be interrupted during the exam and that no one else will enter in the room.
 to confirm they understand the requirements of the exam and inform them that they are now under exam

conditions.
Cot 3 i
e | illm
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Start of the exam checks

Both the candidate
and the invigilator join
the meeting, using the

Both the candidate
and invigilator enable
their webcams and

Candidate removes
watch and places it on
chosen virtual meeting desk

software. microphones
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Start of the exam checks

Invigilator shares the

URL for the exam.

Candidate has all Candidate reminded

required materials of exam conditions

Candidate launches
exam

%z | ilm
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E-volve keycode
entered by candidate

Candidate checks
title of exam and
details are correct. If
correct — PIN
entered and exam
begins




During the exam checks

. . Invigilator can pause
Invigilator watches
candidate and scan the room a

Invigilator monitors
any minor technical
Interruptions (1-2
seconds in length)

continuously during second time it they

suspect any
the exam unauthorised materials

Candidates are not permitted to leave the room temporarily
Essential Skills Wales TAH:

Invigilators should read section 3.9 of the Centre Guide on managing emergencies and technical issues
Invigilators should read section 3.10 of the Centre Guide on malpractice.

Note: Where an invigilator sees a candidate with any unauthorised equipment once the exam has

Cntygg |l.m begun, they should pause the exam and ask the candidate to remove it from the room. If an

Guilds invigilator is concerned that unauthonsed equipment has been used to unfairly advantage a
A City & Guilds Group Collaboration candidate, this must be reported to City & Guilds, clearly identifying which candidate(s) are affected].




During the exam

The invigilator must not:

City2¥

Guilds

read, re-phrase or explain any questions for the candidate,

comment on a question or direct candidates to a particular section, or questions,

give candidates information or comment on possible mistakes in the exam, unless specifically
asked to do so by City & Guilds. If an invigilator suspects that there is a mistake or error with a
guestion, they should administer the exam as normal and report their concerns to City & Guilds
as soon as possible.

The invigilator should turn off their camera and microphone during the exam, but the candidate’s
must remain on, so the invigilator can supervise them during the exam.

ilm
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At the end of the exam

Check the test has been submitted for marking

At the end of the exam session it is important to ensure that the exam data has been uploaded back to
our central servers. It is important the invigilator checks this before ending the online meeting session
with the candidate by following these steps:

= Check within SecureAssess that the exam is complete. (v'against exam)
= |f the exam is still showing ‘in progress’ contact City & Guilds technical support for further advice
= centresupport@cityandguilds.com Subject: ‘centre name’ Rl — Query reason

= Call City & Guilds customer services team T. 0844 543 0000 — Let the advisor know it is in relation
to the Remote Invigilation Pilot and you will be passed through straight away to the technical team.
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At the end of the exam

Checklists and declarations

 Ensure candidate and invigilator checklists are complete
 Ensure candidate and invigilator declarations are complete
» Ensure centre declaration is complete (Exams officer)
 These must be stored by the centre for 6 months.
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Quality Approval process for Essential Skills Wales Test ats ®

Home

= You must apply to use remote invigilation for the Essential Skills Wales qualifications and will be
approved subject to meeting our technical and quality assurance requirements
= No exams may be sat and remotely invigilated until the centre is approved to do so
= Centres must have qualification approval (QAP) prior to applying for remote invigilation
= Complete the online application form on the website:
= For Essential Skills Wales Test at Home here
= This will be reviewed by our Quality Delivery team
= If you are approved, we will inform you in writing and add you to our register of approved RI centres
= You will be contacted to explain the booking process once approved and before tests begin

Note: We may review your online application form and need to talk to your Quality team before
approving you for remote invigilation. We will confirm any further actions which need to be
completed before approval.
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https://email.cityandguilds.com/p/1LRT-IZ1/remote-testing-online-application-form
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Once you are approved K
: You will receive Quality Approval and the password to access all the guidance documents for Essential
Skills Wales Test at Home
3 Make sure you, and your learners, have access to the required technology and are able to complete
tests in this way
3 Make sure invigilators have been trained in SecureAssess
3 Begin booking tests in the usual way
" Agree the meeting software you will use with candidates and share invitation etc
3 Follow the booking process — for Essential Skills Wales
3 Conduct remote invigilation in line with the instructions, completing checklists and declarations
3 Be aware that exam audits will take place

https://www.cityandquilds.com/covid-
19/remote-testing
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https://www.cityandguilds.com/covid-19/remote-testing

Support

City & Guilds Customer Service City & Guilds Quality Delivery

Contact information E: FSremote@cityandqguilds.com
T: 0844 543 0000*
E: centresupport@cityandquilds.com

Lines open: Monday to Friday 08.00 to 18.00
GMT

*Calls to our 0844 numbers cost 7 pence per
minute plus your telephone company’s
access charge.
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