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Introduction to the Essential Skills Wales
(ESW) qualification

Awarding bodies

The Essential Skills Wales qualificationis ajoint development between Pearson, Agored
Cymru, City & Guilds and WJEC (CBAC).

The four awarding bodies will be using acommon set of assessments to ensure consistency.

Please note that the qualification consists of a Controlled Task (externally set, internally
verified and externally verified) and either a Structured Discussion (externally set, internally
verified and externally verified) or a Confirmatory Test (externally set, externally marked).

The Controlled Task, Confirmatory Test and Structured Discussion are summative
assessments. Candidates should take these assessments only when they have developed
the relevant skills at the required level. Specific assessments can be taken only once,
however a candidate may undertake a different Controlled Task, Confirmatory Test or
Structured Discussion at another time if they do not pass.
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1. Introduction

Intheseinstructions, a centreis aninstitution approved by Pearson to deliver ESW
qualifications.

1.1. Pearson expects the centre address provided during the approval process to be the
main site for the downloading, storing and delivery of tests. Any other sites used for the
delivery of tests must meet Pearsonrequirements, including those set outinthese
instructions. The Head of Centreisresponsible for the delivery of tests and fairaccess to
tests at all sites.

1.2. All sites used must be under the full control of the Head of Centre. Centres are not
permitted to sub-contract responsibility forassessment delivery, or enterinto franchise or
other collaborative agreements with third parties for the purposes of assessment delivery.
Centres are required to provide details of all sites used forassessment delivery to Pearson
onrequest. Pearsonreserves theright toinspect allassessment centres.

1.3. Forthe purpose of this document, the Head of Centre, Principal of the College orthe
Chief Officeris the named person, known to Pearson, who takes ultimate responsibility for
quality assurance withinthe centre. All centres must have relevant approval from Pearson
before offering any Essential Skills Wales qualifications.

1.4. The Head of Centreisresponsible to Pearson for ensuring the proper conduct of the
tests, although he/she may delegate certain tasks as necessary. Advice should be sought
from Pearson by using the Pearson Support Portal inthe event of a situation arising that is not
covered by this document.

1.5. For procedural matters not covered by this document (e.g. how and when to make
registrations) please referto the Information Manual.

1.6. Tests are permitted to be held on any date suitable to the centre. There are no
requirements forcentrestoinformPearson of the arranged assessmentdate
beforehand.

1.7. Confirmatory Tests for Essential Application of Number Skills and Essential
Communication Skills are available in either paper-based on demand oronscreenon
demand. These options willbe shown when a centre requests a Confirmatory Test using
Edexcel Online.

1.8. This Instructions for Conducting Examinations document contains instructions for both
paper-based on demand and onscreen ondemand methods.
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2. Scheduling tests

2.1. Tests may take place atany time and onany date.

2.2. The Head of Centre must take all reasonable steps to ensure there is no possibility of
collusion between candidates taking tests at different times, orbetween candidates and
anybody else with orwithout access to the question papers.

Re-sit tests

2.3. Candidates who do not pass the test and wish to sitit again, the centre must ensure that
the candidate does not re-sit the same Confirmatory Test. Alog must be kept of all tests
takenincluding re-sits.

2.4. Re-sit tests must not take place any earlierthan 14 days from the previous assessment
date.

2.5. Centresmust keep alog of whichtest each candidate satin order to keep track of
whichversion of the Confirmatory Tests were used. If there are no more setsitis advisable to
re-assess whether the candidate has been entered forthe correct level.

2.6. Standards Verifiers will ask for evidence of which test each candidate has sat orany re-
sits taken.
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3. Resources forassessments

3.1. TheHead of Centreisresponsibleforensuring candidateshave orare provided with
any equipmentrequiredtotakethetest,aswellasfortakingall reasonable stepsto
prevent candidates from having access to any unauthorised equipment orresources.

3.2. Candidates must have access to items specified below, and must not have accessto
anythingthatcouldcompromisetheintegrity oftheassessment.

The requirements foreach subject are as follows:

Essential Application of Number Skills Confirmatory Test Resources

Resource Level 1 Level 2 Level 3

Time for assessment 30 mins 45 mins 60 mins

ForLevel1to Level 3, candidates must have the following items available for use during the
assessment:

e Attendancelist (or similar)
e CandidatePack/TestPaper - thisis supplied by Pearsonvia a test booking on Edexcel

Online
e Pen(s)withblack/blueink
e Pencils
e FEraser

e Rulermarked withmm/cm.

The followingitems must not be used for alllevels of assessment:

e Internet

e Calculator

e Otherelectronic devices
e Textbooksorsimilar.

The followingitems are notrequired to complete the assessment for all levels:

e English/Welsh only dictionary
e Bilingual Dictionary.
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Essential Communication Skills Confirmatory Test Resources

Resource Level 1 Level 2 Level 3

Time for assessment 30 mins 45 mins 60 mins

ForLevel1to Level 3, candidates must have the following items available for use during the
assessment:

e Attendancelist (orsimilar)

e Candidate Pack/TestPaper - thisis supplied by Pearsonvia a test booking on Edexcel
Online

e Pen(s)with black/blueink.

The followingitems must not be used for alllevels of assessment:

e English/Welsh only dictionary
e Bilingual Dictionary

e Otherelectronic devices

e Textbooksorsimilar.

The followingitems are not required to complete the assessment for all levels:

e Pencils
e FEraser
e Rulermarked withmm/cm.

3.3. Candidates must be informed that possessing any unauthorised equipment or
resources during a test, whetherintended for use or not, may result in disqualification.

3.4. Inparticular, candidates must be instructed to switch off any mobile phones andplace
themoutofreachbeforethetestbegins.ldeally, allunauthoriseditems should be left
outside of the assessment room.

3.5. Candidates should be made aware that additional paperis available and may be used
forany rough notes. Candidates must notunder any circumstances take any work ornotes
away with them after the assessment. Any notes must be handed into the assessor.

3.6. Foronscreentests there should be adequate back-up provisionin case of equipment
failure. Provision caninclude:

3.7. spare workstations (of the required specification)

3.8. spares of easily replaced items (e.g. mouse, screen).

3.9. Hardware should be maintained to minimise the likelihood of failure during a test.
3.10. Up-to-date virus protection measures should be in place.
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4. Accommodation

4.1. The Head of Centreisresponsible for ensuring that all test sites meet Pearson
requirements, including those in these instructions.

4.2. Alltest sites must be under the full control of the Head of Centre.

4.3. The venue must be free from extraneous noise and enable candidates to work without
disturbance orinterruption forthe duration of the test.

4.4. Anyroominwhich atestis held must provide candidates with appropriate conditions
fortaking the assessment. You should pay attention to conditions such as lighting, heating,
ventilation and the level of outside noise.

4.5. No display materials which might be helpful to candidates can be visible in the
assessmentroom.

4.6. The seating arrangementsin the testingroom must be such as to prevent candidates
from overlooking, intentionally or otherwise, the work of others, and with sufficient space to
accommodate question papers and any other required materials.

4.7. Othertests may be held simultaneously in the same room provided no disturbance is
caused.

5. Supervision arrangements

5.1. The tests must take place under supervised conditions, that is:
5.1.1. candidates must be continually supervised by areliable person
5.1.2. allnecessary facilities must be available to candidates
5.1.3. anytimerestrictions must be complied with
5.1.4. candidates’ work must be independent and unaided.

5.2. The Head of Centre must ensure that suitably informed and briefed adults carry out
invigilation of the tests. The Head of Centre should be fully aware of any potential conflict of
interest between a candidate and Invigilator and take allreasonable steps to prevent any
suchconflict.

5.3. Invigilators must give their whole attention to the proper conduct of the test for the
whole of the time itisin progress, and there must be a sufficient number of Invigilatorsin the
roomto monitor all of the candidates present. Good practice would have one Invigilator
responsible forno more than 30 candidates for the Confirmatory Tests.

5.4. Where atestis being supervised by one person, the Invigilator must be able to summon
assistance easily without leaving the testingroom or disturbing the candidates.

5.5. The Head of Centre may choose to adopt more rigid procedures for the tests than
those set outin this document. Thisis acceptable, although no candidate should be unfairly
disadvantaged as aresult.
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6. ldentifying candidates

6.1. The Invigilator(s) must be satisfied as to the identity of every candidate attending the
test.

6.2. The Head of Centre must make sure that appropriate arrangements are in place so that
all Invigilators can carry out adequate checks on the identity of all candidates.

6.3. Allcandidates must be registered with Pearson and/or entered for the test in advance.
All candidates must have aregistration number.

/. Personspresent at assessment

7.1. Whilstthe testis taking place, only the candidate(s), Invigilator(s) and other authorised
persons should beintheroom.

7.2. Ifthereisonlyonelnvigilatorpresentintheroomthey mustnotbethe teacheror
assessorofanyofthe candidatestakingthe ConfirmatoryTest.

7.3. Representatives from Pearson and regulatory authorities reserve the right to observe
the assessment provided candidates are not disturbed. Otherwise, only persons authorised
by the Head of Centre are to be allowed in the testingroom.
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Paper-based assessments

8. Paper-Based: Security of live test papers

To ensure the security of question papers please ensure the following steps take place.

8.1. The Confirmatory Tests are locked away in a secure place until the scheduled time of
the test and afterthe testis completed.

8.2. AllConfirmatory Tests are collected before the candidates leave the room to ensure
that none are accidentally removed.

8.3. If the tests are taking place on more than one site, the Head of Centre isresponsible for
ensuring thatthe correct number of Confirmatory Tests are deliveredto eachsite,and
that securityis maintained throughout.

8.4. The securesite terms and conditions are followed for Essential Skills Wales.

8.5. Only persons authorised by the Head of Centre, a maximum of two, may have access to
the completed tests.

Conditions for transporting test papers

8.6. Test papers should not be moved untilimmediately before the scheduled test time.

8.7. Unless the testis scheduled for Monday 8am and as long as the sub-site is withinreach,
there is no problem with moving the test papers on Monday morning. If the sub-siteisa
considerable distance away, the test papers can be transported, provided that:

8.7.1. thealternative site has secure storage to keep the Controlled Tasks until the
scheduled assessment session

8.7.2. testpapersaresealedinasecure envelope

8.7.3. testpapers materials are transported by aresponsible member of staff who has
sight/hold of the sealed envelope at all times during the transport.

8.8. Atransportlogiskept(thereisnotemplate givento centres, aspreadsheet oraWord
table would be suitable, aslong as the following informationis captured):

8.8.1. names of all people handling the assessments
8.8.2. timeswhenthe tests wereremoved from secure storage
8.8.3. means of transport and security measures taken

8.8.4. time of arrival in sub-site and secure storage arrangements at the alternative site.
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8.9. The Head of Centre must make sure thatappropriate arrangementsareinplace so
thatlive Confirmatory Test papers are returned to the centre/sub-site and stored securely
afterthetesthastakenplacesandatthe endof the day.

9. Paper-Based: Conditions for storing assessment
materials

9.1. Livetestpapersmustbestoredinasafeorcabinetinasecurelylockedroom
conforming to the requirements below (secure storage). Thisroom must be a fixed building,
preferably withnowindows and onanupperfloor.

Storage Requirement Recommendation

Strong safe or security cabinet or metal
cabinet with locking bar, bolted to wall or

floor.

2 or 3 key holders only

Secureroomin a fixed building Preferably on an upper floor with no
windows

Walls, ceiling and floor of strong solid

construction

Soliddoor Ahollowdoorwouldrequire

reinforcement

Strong, secure hinges

Securitylock, e.g.5levermortiselock with2 or
S key holders only

9.2. Theroommust nothave adoorwhichdirectlyleadsouttothe exteriorof the building.

9.3. If the security of the test papers has been put atrisk by fire, theft, loss, damage,
unauthorised disclosure or any other circumstances Pearson must be notified immediately
by using the Pearson Support Portal.

9.4. Test papers should be printed 24 hours before the date the tests are due to take place
and be kept securely at all times.

9.5. Centres must make sure that the correct number of Confirmatory Tests are printed
before each assessment, and the latest versionis printed from Secure Tests and used at all
times.

9.6. Alllive Confirmatory Test papers should be sealed inside envelopes after printing and
stored securely.
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9.7. Live test papers should not be opened until the time of the assessment and must only
be openedinfront of the candidates.

9.8. Centres must make sure that a system forrecording when material is taken from or
returned to secure storage is used throughout the time the material remains
confidential.

9.9. Completed Confirmatory Tests must be treated as live material and therefore stored
securely at alltimes before they are sent to be marked.

10. Paper-Based: Starting the assessment session

10.1. Before candidates are permitted to start the test session the Invigilator must:

10.1.1. ensure that candidates are seatedinaccordance with the requirements setoutin
section4.6.

10.1.2. inform the candidates they are now under assessment conditions

10.1.3. advise candidates that any unauthorised material must be handed in or kept out
of reach (including MP3 players, smartphones, tablet computers and any electronics that
would allow collusion between candidates).

10.1.4. check that candidates have all the necessary material to enable themto
complete the testinaccordance with the requirements set outin section 3.2

10.1.5. arrange for Confirmatory Tests to be handed outimmediately before the start of
the assessment.

10.1.6. if necessary, report to the Head of Centre any grounds for suspicion about the
security of the assessment and, where appropriate, the Head of Centre must
immediately notify Pearson.

10.1.7. draw to the candidates’ attention the instructions printed on the first page of the
Confirmatory Testincluding the time allowed, and ask them to check that they have been
giventhe correct paper forthe assessment. Centres are allowed toread these
instructions to the candidates.

10.1.8. ensure that details of any erratum notices, if applicable, are brought to the
attention of candidates.

10.1.9. instruct candidates to record their personal details according to Pearson’s
requirements.

10.1.10. remind candidates that they must follow Pearsoninstructions on how to
record and submit their work.

10.1.11.remind candidates that they must not communicate in any way with, seek
assistance from or give assistance to another candidate during the test.

10.1.12. announce clearly to the candidates when they may begin the test.
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10.2. The Invigilator must not give any information to candidates about suspected errorsin
the questionpapersunless anerratumnotice hasbeenreceived from Pearson.

1. Paper-Based: During the test

11.1. The test must take place under supervised controlled assessment conditions, that is:

11.1.1. the whole timethe testisin progress, candidates must be continually supervised
by areliable person who must give complete attention to this duty at all times

11.1.2. allnecessary facilities must be available to candidates.

11.2. The Invigilator must complete an attendance list for each assessment detailing the
following:

e candidate name, date of birth and signature
e date andtime of the assessment

e |ocationof assessment centre

e version of the Confirmatory Test taken

e Invigilator(s) name(s) and signature(s).

Attendance lists must be held securely in centres for a minimum of three years following the
completion of the assessment.

11.3. If a candidate arrives after the test has started, the candidate may be allowed to take
the test provided that undue disruption is not caused to the other candidates andthe
security of the assessment is maintained.

11.4. Candidates who leave the testing room temporarily must be accompanied to ensure
the integrity of the testis not compromised. In these circumstances candidates may be
allowed extra time to compensate for theirtemporary absence.

11.5. Candidates should be regularly made aware of the time remaining whilst taking a test,
eitherthrough a visible clock or the Invigilator providing periodic time- checks.

11.6. Guidance on providing special arrangements for candidates with particular
assessmentrequirements has been agreed between accredited awarding bodies. Centres
shouldreferto the Joint Council’s document Access Arrangements, and

Reasonable Adjustments, Generaland Vocational Qualifications whichis available to be
downloaded from the JCQ Website.

Please contact Pearson by using the Pearson Support Portal with any queries on Access
Arrangements and reasonable adjustments.

Please ensure that if approval is needed for a specific arrangement that thisis obtained
before the candidate sitsthe assessment.
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If any candidate has been given additional help or support (inline with JCQ regulations)
during the test, then details must be given on the cover sheet (the personal details) of the
particular test paper(s).

12. Paper-Based: Ending the test

12.1. Candidates may be permitted toleave the room before the end of the test provided
that no disruptionis caused to the remaining candidates and the integrity of the
assessmentsis not compromised. Candidates who have left a supervised environment may
not bere-admitted to the testing room until the beginning of the next test session. The Head
of Centre must consider any potential for the assessment to become compromised and
ensure the Invigilatoris advised of the centre’s policy.

12.2. Candidates must be given their full time allowance evenif they have arrived later than
their scheduled start time.

12.3. The Invigilator should check that candidates taking Confirmatory Tests have
completed all the necessary information on the front page of the candidate pack.

12.4. All Confirmatory Tests and answer sheets must be collected before the candidates
leave the room to ensure that none are accidentally removed.

12.5. All scripts and unused question papers must be returned to the Examinations Officer
within 24 hours of the assessment. Itis the responsibility of the Examinations Officer to
return all scripts, including all unused papers to Personimmediately afterreceiving them
from the Invigilator.

12.6. Afterthe test, completed scripts should be sent to the examiner or Pearson processing
centre for marking using the label required.

12.7. The papers will be marked within 10 working days of them being received by Pearson.

12.8. Answer sheets and Confirmatory Test papers should not be givento candidates after
atesthasbeensat.

13. Paper-Based: Handling and disposing of materials

As all assessment materials will continue to be live until written confirmation has been given
from Pearson confirming the release of the set as practice tasks, centres must continue to
store all question papers securely.
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Onscreen assessments

14. Onscreen: Specific Invigilation Instructions

14.1. Invigilators must be familiar with the onscreen testing software.

14.2. ltis essential that anIT technicianis available at the start of the test. They do not need
to beinthe room thereafter but they must be in the vicinity of the testroom and must be
contactable by phone or pager to deal with any technical difficulties that may arise.

14.3. Either anIT technician or dedicated Administrator must be familiar with the software
‘User Guide’. They must understand the procedures forlogging on, uploading learner tests
and exiting the tests as necessary. Either anIT technician or dedicated Administrator must
setup the testingroom. This involves switching on the PCs and opening up the software
before learners enterthe room.

14.4. |tis a condition of accreditation to offer onscreen tests that suitable technical support
is provided.

14.5. Invigilators must not allow a learner to login under the name of anotherlearner. If the
incorrect learner has been entered, staff can add alate entry to the test session, or the
learner willhave to be scheduledin foranother time. Any learner entered under anincorrect
name will have theirresults voided. This willbe construed as malpractice.

15. Onscreen: Security of live test papers

To ensure the security of question papers please ensure the following steps take place.

15.1. Testing software must be securely managed at all times so that no unauthorized person
has access.

15.2. The centre must be able to demonstrate that appropriate security systems and
processes are in place to prevent unauthorised access to tests on the computer system.

These mustinclude:

e onlyadministrators having access to passwords which give access to the onscreen
tests
e computersbeingsetup soasto preventaccessto any software not allowed by the test
regulations whilst the testisin progress
e onlylearners who have been entered to take tests are permitted to do so.
15.3. Centres must have the available expertise to administer and access tests using secure

uploading and downloading. They should also have the appropriate level of expertise to deal
with any issues or technical difficulties that may arise during a test.

15.4. Centres must maintain the confidentiality of the test.
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15.5. Test content should be protected from unauthorised access at all times, i.e. before,
during and after the examination session.

15.6. The centre must inform Pearsonimmediately if the security of the test material is put at
risk orhas been breached (forexample, by fire, theft, damage or through malpractice).

16. Onscreen: Starting the test session

16.1. Before candidates are permitted to start the test session the Invigilator must:

16.1.1. ensure that candidates are seated in accordance with the guidance set outin
section4.6.

16.1.2. inform the candidates they are now under assessment conditions.

16.1.3. advise candidates that any unauthorised material must be handed in or kept out
of reach (including MP3 players and any electronics that would allow collusion between
candidates).

16.1.4. check that candidates have all the necessary material to enable themto
complete the testin accordance with the guidance in section 3.2.

16.1.5. if necessary, report to the Head of Centre any grounds for suspicion about the
security of the question papers and, where appropriate, the Head of Centre must
immediately notify Pearson.

16.1.6. draw to the candidates’ attention the instructions for completing the
Confirmatory Testincluding the time allowed, and ask them to check that they have been
giventhe correct paper forthe assessment. Centres are allowed toread these
instructions to the candidates.

16.1.7. ensure that details of any erratum notices, if applicable, are brought to the
attention of candidates.

16.1.8. instruct candidates to record their personal details according to Pearson’s
requirements.

16.1.9. remind candidates that they must follow Pearsoninstructions on how to record
and submit theirwork.

16.1.10. remind candidatesthat they must not communicate in any way with, seek
assistance from or give assistance to another candidate during the assessment.

16.1.11. announce clearly to the candidates when they may begin the test.

16.2. The Invigilator must not give any information to candidates about suspected errorsin
the question papers unless an erratum notice has beenreceived from Pearson.
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16.3. In additionto the general instructions, the Invigilator must:

16.3.1. ensure thatlearners start the testin accordance with the specificinstructions
provided for electronic testing.

16.3.2. draw the learners’ attention to the instructions on the screen at the beginning of
the test and askthem to check that they have been provided with the correct test for the
correct subjectandlevel.

16.3.3. inform learners that they must not use the Quit button without first asking an
Invigilator

16.3.4. instruct learners to enter the required information on their screen when prompted
to do so at the start of their test

16.3.5. instruct learnersinregard to the instruction screens that will appear prior to the
start of the test

16.3.6. instruct the learners that any scrap paper or pens they use must be returned to
the Invigilator at the end of a test, and must not be taken out of the test room.

17. Onscreen: During the test

17.1. The test must take place under supervised controlled assessment conditions:

17.1.1. the whole time the testisin progress, candidates must be continually supervised
by areliable person who must give complete attention to this duty at all times

17.1.2. allnecessary facilities must be available to candidates.

17.2. The Invigilator must complete an attendance list foreach assessment detailing the
following:

e candidate name, date of birth and signature
e date andtime of the assessment

e versionofthe Confirmatory Test taken

e |ocationof assessment centre

e Invigilator(s) name(s) and signature(s).

Attendance lists must be held securely in centres for a minimum of three years following the
completion of the assessment.

17.3. If acandidate arrives after the test has started, the candidate may be allowed to take
the test provided that undue disruption is not caused to the othercandidates and the
security of the assessment is maintained.

17.4. Candidates who leave the assessment room temporarily must be accompanied to
ensure the integrity of the assessmentis not compromised. In these circumstances
candidates may be allowed extra time to compensate for theirtemporary absence.
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17.5. Candidates should be regularly made aware of the time remaining whilst taking an
assessment, either through a visible clock or the Invigilator providing periodic time-checks.

17.6. Technical problems:

17.6.1. Power failure: Inthe event of power failure the onscreen test should be
abandoned and a further set of onscreen examinations scheduled when the fault has
beenrectified and the system tested.

17.6.2. Technical failure: If during the test there are difficulties with individual computers
orthewhole centre systemthen,if the failure cannotberectified within 30 minutes, the
onscreentestshouldbe abandonedandafurtherset of onscreentests scheduled
whenthefaulthasbeenrectifiedandthe system tested.

17.6.3. Setup:Ifthesystemisnotup andrunning successfully atthe scheduled start
time, the test should be delayed by no more than 15 minutesforthe problemtobe
resolved. Afterthistime,theonscreentest shouldberescheduledwhenthefaulthas
beenrectifiedandthe system tested.

17.7. Guidance on providing special arrangements for candidates with particular
assessmentrequirements has been agreed between accredited awarding bodies.

Centres should referto the Joint Council’s document Access Arrangements and Reasonable
Adjustments, Generaland Vocational Qualifications whichis available to be downloaded
fromthe JCQ Website.

Please ensure that if approval is needed for a specific arrangement that thisis obtained
before the candidate sitsthe assessment.

18. Onscreen: Ending the test

18.1. Candidates must be given their full time allowance evenif they have arrived later than
their scheduled start time.

18.2. The test will automatically close downwhen the allocated time has been used.

18.3. The test can only be exited by the exam administrator. Learners should not individually
quit the test.

18.4. Centres must keep all evidence of attendance sheets that are produced at the end of
thetestsforeverylearnerpresent. These aretobe usedas proofof attendance and
shouldbestoredincentresforalllearners fortwo months afterthetests. These maybe
requestedatanytimeduringthisperiodbyPearson.

18.5. Candidates may be permitted toleave theroombefore the end of the test
provided that no disruptionis caused to theremaining candidates and the integrity of the
testsisnotcompromised. Candidateswho haveleftthe supervised environment may not
bereadmittedto the testingroom until the beginning of the next testsession. TheHead
of Centre must considerany potentialforthetestto becomecompromisedandensure
thelnvigilatorisadvisedofthecentre’spolicy.
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19. Irregular conduct

19.1. If acandidateis suspected of malpractice, the Invigilator must warn the candidate that
he/she may be removed fromthe testingroom.

19.2. The Invigilator must record what has happened.

19.3. Wherever possible the test Invigilator must remove and keep any unauthorised
materialthat acandidate may have duringthe test.

19.4. Itisthe duty of the Invigilatorto ensure any cases of irregularity or misconductin
connectionwiththe assessmentarereportedto the Head of Centre as soon as possible.

19.5. The Head of Centre isempowered to withdraw a candidate fromthe test as alast
resort(e.g.whenthecontinuedpresence ofacandidatewouldcause disruptionto other
candidates). The Head of Centre must use the Pearson Support Portal toreportallcases of
suspectedoractualmalpracticeinconnectionwiththe test.

19.6. The Head of Centre has a duty to monitor and report potential malpractice by
Invigilators to Pearson.

19.7. Any infringement of the regulations may lead to disqualification of the candidate. The
decisionondisqualificationrests with Pearson.

19.8. Although Pearson aims to support centres, any suspicion of irregular conduct by
centres willbe investigated by Pearson and appropriate sanctions taken.

19.9. Standards Verifiers may request to visit centres when they carry out Confirmatory
Tests.

20. Emergencies

20.1. Inthe event of anunforeseen emergency (e.g. fire alarm, bomb alert, etc.) that
requires the candidate to leave the testingroom the Invigilator must first ensure the
candidates’ safety.

20.2. Where an evacuationis necessary, all candidate paperwork must be leftin the
assessmentroom. If possible, the testingroom should be made secure.

20.3. Candidatesshouldremainundersupervised conditionsifatallpossible whilst
outside the testingroom. Depending on the circumstances the Invigilator and Head of
Centre may considerthe following:

20.3.1.if atest has onlyjust started (e.g. within the first ten minutes) the candidates can
returnto the test and continue, ensuring candidates are given their overall time allowance
andtimes are noted on the test.

20.3.2. considerationmay be givento the possibility of taking the candidates, with
paper-basedtest,toanotherplaceinorderto complete the test.
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20.4. If anemergency resultsin an evacuation, the Head of Centre must ensure Pearsonis
informed directly via the Pearson Support Portal.

20.5. Afterthe candidates havereturned to the testingroom and before the testis
resumed, indicate onthe candidates’ work, where itis feasible to do so, the point at which
the interruption occurred.

20.6. Centres should make a full report of the incident and of the action taken for
submission to Pearsonviathe Pearson Support Portal.

20.7. Answer sheets and Confirmatory Test papers should not be givento candidates after
anassessmenthasbeensat.

20.8. The Standards Verifierwill, if possible, observe alive test taking place.
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21. Access arrangements

21.1. Centres are advised to contact usviathe Pearson Support Portal if they are unsure that
accessarrangementswillbe appropriate before they undertake toregisterthe
candidate forthe test, requiring skillsto be demonstrated which are beyond the scope
of the candidate.

21.2. Forinformationonhowto apply forspecial consideration forlearners with particular
requirements, pleaserefertothe Pearson website.

21.3. The centreis notrequired to have every candidate individually assessed by a specialist.

21.4. The centreisrequiredto have determined the needs of the candidate within the
classroomsituationandinthelight of those arrangements whichhave tobe made part of
the normal working practices.

21.5. Modified papers (i.e. modified enlarged, un-modified enlarged, Braille) should be
requested throughthe Pearson Support Portal.

22. Readers

22.1. Areaderisrequiredtoread,onrequest, allorpartofthetestoranypartof the
candidate’sresponse.

22.2. Areadermustread accurately and at areasonable rate. Areader may repeat as
necessary any instructions giveninthe Confirmatory Test, as well as the questionand
answers already recorded.

22.3. Areader may assist avisually impaired candidate using tactile diagrams, graphsand
tablestoobtaintheinformationwhichthe printed paperwould give to a sighted
candidate.

22.4. Areadermust,ifrequired, spelloutany wordwhichoccursinthe Confirmatory Test.
22.5. Areader must be prepared for periods of inactivity.

22.6. Areaderis not permitted inthe Communications test asreadingis part of the
assessment.
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23. Scribes

23.1. Ascribeisrequired to write out answers as they are dictated by the candidate.
23.2. Ascribe must write down the answers exactly as they are dictated.

23.3. The candidate willnot be expected to dictate spellings. However, if spelling is being
assessed, thenthey must dictate spellings.

23.4. Ascribe should work at the candidate’s pace.

23.5. Ascribe should notbe used for the controlled assessment in Communications.
24. Signinterpreters

24.1. Asigninterpreteris required to communicate questions to the candidate upon
request. Asigninterpreteris not areader. Asigninterpreter should give the essence of the
candidate’s signed response on the test paperwithout inferring any meaning that was not
clearin the signedresponse. Candidates who are signing theirresponses must notbeina
position to see other candidates’ signed responses.

24.2. Asigninterpreter should work at the candidate’s pace.

24.3. Asignedinterpreteris permitted for Speaking and Listening assessments.
25. Readers, scribes and signinterpreters

25.1. When a candidateis assisted by areader, scribe or signinterpreter help must not be
given with the subject matterbeing assessed.

25.2. This support must not give the candidate an unfairadvantage or disadvantage. It must
notinvalidate the assessment.

25.3. Additional time may also be available and a separate room may be necessary if the
candidateis to dictate responses, in which case a separate invigilator will be required.

25.4. The Head of Centre/Assessments Officer should ensure that readers, scribes and sign
interpreters are acceptable and responsible adults, familiar with the subject matterbeing
tested and have worked with the candidate(s) before the assessment.

25.5. Arelative of the candidate must not act as areader, scribe, signinterpreter or practical
assistant.

Contacting us

If you have a questions, please contact FS Assessment or your Vocational
Quality Assurance Manager via The Pearson Support Portal.
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Appendix 1- Invigilator’s Checklist for
Onscreen Confirmatory Tests

The invigilatoris the personin the test roomresponsible for the conduct of a particular test
sessioninthe presence of the candidates. Invigilators must give their whole attentionto the
proper conduct of the test. Invigilators are not to perform any additional task (e.g. marking)
inthe testroom.

The Invigilator should ensure:

e areliable clockisvisible to each candidate in the testroom, other than the candidate’s
clockontheirPC

e theWarningto Candidates and Mobile Phone posterissued by the Joint Council for
General Qualifications (found here) is displayed both inside and outside the testroom

e theposterversion (A3 size) of the Notice to Candidatesissued by the Joint Council for
General Qualificationsis displayedin a public place outside the testroom

e anyothertestheldinthetestroom at the same time, provides no disturbance

e candidatesdonothave access to any materials including books and unauthorised
software whilst they are sitting the test

e candidatesdonothave accessto calculatorsin Essential Application of Number Skills
tests

e candidatesdonothave access to dictionaries in Essential Communication Skills tests

e theinvigilatormay have rough paper and pens available to help candidates plan their
answers. Candidates must request this at the start of the test

e invigilators must collect allrough paperin at the end of the test and ensure that all
materials are shredded/ securely destroyed

e candidates arewarned that the possession of any unauthorised material willbe
considered as aninfringement of regulations in the same way as the possession of any
otherunauthorised items

e whenoneinvigilatoris present, he/she can summon assistance easily, without leaving
the testroom and without disturbing the candidates

e ateacherwho has prepared the candidates for the subject of the testis not the sole
invigilator at any time during a testin that subject

e theycanobserve every candidate inthe testroom at all times

e theyare familiar with the onscreen testing software

e thattheykeep signedrecords of the seating and invigilation arrangements for each test
session
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e thatthey know how to contact anIT technician at any point during the test
e thattheycanidentify every candidate in the room during the test that they do not offer
any advice orcomment onthe work of the candidate.

Before candidates are permitted to start work the invigilator must:

e ensurethat candidates are seatedin accordance with the seating arrangements
describedin the Instructions for the Conduct of Examinations

e informthe candidates that they are now subject to the regulations of the test and read
out the relevant notices and warnings

e warncandidates that any unauthorised material must be handed in (this should also
include any food or drinks, which may only be allowed at the express discretion of the
Head of Centre)

e checkthat candidates have all the necessary material to enable them to complete the
test

e ensure that candidates start the examinationin accordance with the specific
instructions provided for electronic testing

e drawthe candidates’ attentionto theinstructions onthe screen at the beginning of the
test and ask them to check that they have been provided with the correct test for the
correct subjectandlevel

e inform candidates that they must not use the Quit button without first asking an
invigilator

e instruct candidatesto entertherequiredinformation on theirscreenwhen promptedto
do so at the start of their test

e instruct candidatesinregardtotheinstruction screens that willappear prior to the start
of the test and ensure that all candidates understand how to use the onscreen tools

e informcandidates about the instruction screens that willappear before the test

e instructthe candidatesthat any scrap paperor pens they use must be returned to the
invigilator at the end of the test, and must not be taken out of the testroom

e remind candidatesthat they are forbiddento communicate in any way with, seek
assistance from, or give assistance to, another candidate whilst they are inthe
examinationroom.

Duringthetest:

Invigilators must supervise the candidates throughout the whole time the examinationisin
progress and give complete attention at all times to this duty. In the event of an emergency
such as afire alarm orbomb alert, the invigilator must take the following action:

e Evacuatethe testroominaccordance with theinstructions given by the appropriate
authority. This onscreen test session will have to be abandoned and rescheduled
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¢ Note the time and duration of the interruption

e Make afullreport of the incident by emailing your centre details and the candidates
details to vocationalqualitystandards@pearson.com. You will then be informed whether
the testresults canbe voided.

The invigilator should remove and retain any unauthorised material discoveredin the
possession of acandidate in the test and make a note of the circumstances.

Candidates who have completed the test may leave the room at the discretion of the
invigilator, subject to ensuring that no disturbance is caused to other candidates and that
the invigilator turns off the screens to ensure others cannot see them. Those candidates
must not be allowed backinto the room.
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