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1-Introduction

At Pearson we understand the demand forlocation agnostic educationis growing, and
more families are opting to be educated outside of the traditional school setting. We want
to ensure we're able to meet the needs of this specific group of students and the remote
invigilation service has been developedinresponse to this growing need.

By harnessing innovative technology, we are delighted to be able to offer students the
opportunity to sit their Pearson Edexcelinternational exams in their chosenhome
environment.

To enable this, we have combined onscreen assessment with remote proctoring
(invigilation) technology (through the ProctorExam platform). As a result, we can maintain
the security and integrity of our exam papers and provide the best online student exam
experience.

Whilst sitting aremotely invigilated exam, students will be monitored by alive invigilator,
whois there to support them during the set-up, examination, and submission process.

Please note that students willnot be able to see orhear theirinvigilator, but invigilators will
be able to see and hear them. If a student needs to communicate with theirinvigilator, there
willbe a chat boxinthe bottom corner of their screen.

Please note that all sessions are recorded for safeguarding and quality assurance purposes,
therefore students should be aware of theirbehaviour and use appropriate language when
engaging with the assessment platform.

Qualifications and Subjects available

Forafulllist of the subjects and qualifications that are currently available via the Remote
Invigilation Service please visit our website.

https://www.pearson.com/international-schools/onscreen-assessment/remote-
invigilation.html

What are the differences between taking onscreen and paper-based exams?

Please note that where a subjectis available onscreen, this will be the default assessment
mode. During onscreen exams, the exam questions appear onscreen, and students type
theiranswersinto text boxes provided onscreen.
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For paper-based exams, students are required to download a PDF answer booklet and print
this out. Answers are handwritten on this answer booklet. The questions appear onscreen
once they click start to beginthe exam.

This hybrid approach (questions onscreen andresponsesin the printed answer booklet)
maintains the security of the paperand ensures students cannot see the questions before
they press start.

Using a word processor | questions that cannot be answered by typing

Forpaper-based exams, if using aword processoris a student's normal way of working,
they cantype theiranswers but must ensure that all spelling and grammmar checks are
disabled. They are still required to print the answer booklet.

Some subjects (such as Maths and Science) include questions that students will be unable
to answer using the word processor. Forexample, if they need to plot a graph, they willneed
to answer this question using the printed answer booklet.

Once they have completed the exam, they must scan and upload both their typed
responses and answer booklet (to ensure all theirwork is marked. For more guidance,
pleaserefertosection4.8

Subject matter experts and scrutineers have reviewed each remotely delivered paper, to
ensure students have everything they need to answer the questions fully when sitting a
remote exam.

2 - Service requirements and information for Parents /Guardians

Inthe weeks leading up to exams, schools will provide students withinformation about their
exam dates, and they will be able to view and check theirindividual schedules by loggingin
to the Assessment Player.

2.1- Roomand Equipment Requirements
Students willneed access to the following:

o Aquietand private environment where they can sit their exams without interruption.
Please note: a communal space is not an acceptable environment

o Aclearworkspace, free fromunauthoriseditems (please see 3.4 - Authorised and
Unauthorised Items for more information on this)

« Internet: Stable internet connection

« Maindevice: Alaptop or PC with working welbbcam, speakers, and microphone. This
must be connected to power to ensure the device battery has sufficient life for the
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duration of theirexam.

UsingaMac/MacBook - Apple devices can be used but must have the mostup to
date version of Google Chrome installed as their browser. Please also ensure that the
deviceis setuptoscreenshare - please see this support
article.(https://support.proctorexam.com/hc/en-us/articles/24148211580685-Mac-
Instruction-for-screen-sharing-Apple-macOS-and-higher)

Printer: Aworking printer with enough ink and paper to printacomplete answer
booklet (please be mindful that some answer booklets canbe up to 40 pageslong) -
this should beinthe sameroom that the examis being satin.

Please note tis the responsibility of a student/parent to test the printerand ensure a
sufficient supply of paperandink before each exam

Second device: A second (fully charged) mobile device with the ProctorExam app
installed. This will be used during set up and will need to be positioned to show the
complete exam environment during the exam

Scanning app: To enable completed exams to be scanned and uploaded to the
Assessment Player (or a physical scanning device)

Backup device: In addition to the laptop and mobile device, a fully charged backup
device willbe needed torecord the exam. This device must have enough storage
spaceto store arecordinglocally. Please note thisis arequirement foreachremotely
invigilated exam - if yourinternet connectionis lost during an exam, we may need to
ask youto sendustherecording fromthe backup device. If you are asked fora
backup recording and cannot provide one, the result for that exam will be at risk
Alarge envelope to store and securely seal the completed answer booklet, in front of
theinvigilator, at the end of each exam. These must be securely stored until results
day in case we need torequest arescan of the answers during marking.

Students willalso require:

A parent or guardian to support them before and after the exam. They must be visible
to theinvigilator before the exam and be available for the duration of the exam, but
must not beinthe room with once the exam time has started

A parent or guardian to supervise any toilet breaks where a student needs to leave the
examroom. Exam conditions must be maintained at all times and parents/guardians
must ensure that thereis no access to unauthorised materials

Aparent or guardian on hand to supervise any internetloss and to contact the
support number as instructed should this happen.

2.2 - Keeping Students Safe

Allourremote invigilators have been carefully screened and specially trained. Invigilators will
be able to see and hear students, but students willnot be able to see orhear them.
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Allcommunication between students and invigilators will take place viaa chatboxina
secure andrecorded environment. Invigilators willnot be able to contact students outside
of an exam session.

Allremotelyinvigilated exams are recorded and stored for safeguarding and quality
purposes.

Note to parents: if you have any concerns about your child’s safety, please let your school
know immediately.

2.3 -Terms of Use - Parent/Guardian Responsibility

Forastudentto access the service, their parent or guardian must complete and sign our
Terms of Use to ensure they are aware and agree to theirresponsibilities as a parent.

Providing your school or centre with your country of residence isimportant for us to confirm
service availability, and to allocate the most appropriate exam start times to the student.
Please note that any update inlocation must be confirmed before the remote invigilation
service late entry deadline for each series. Beyond this we cannot guarantee that start times
willbe adjusted. This canresultin students having to sit theirexams at inconvenient times.

ltisimportant for parents to provide accurate emergency contact details and update these
if they change ahead of the examination series. Thisis so we can contact you during an exam
if required for exam security or safeguarding purposes.

2.4 - Authorised and Unauthorised Items
The followingitems are authorised and allowed to be present during an exam:

o Aglassorclearwaterbottle with all labels removed

o Penandpaperforanynotes; the papermust be blank and shown (both sides) to the
invigilator during set-up at the start of the exam

« Specified materials needed foreach exam (such as a calculator), which willbe
confirmedinadvance.

« Anenvelopetoplace the completed answerbookletin, and store securely until
results day.

Unauthoriseditems include anything that is not allowed during an exam. The following is
purely forillustrative purposes andis not an exhaustive list:

e Classroomwork
o Textbooksand/orwrittennotes
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o Unauthorised programmes such as web browsers, grammar/spelling apps, etc

o Mobile phonesandotherelectronic and web-enabled devices which are not being
used as the second device (see section 4.2 below)

o Headphones/EarPods (unless either are agreed as a noise cancelling access
arrangement)

« Food

o Watches/smartwatches/smart glasses

o Calculators (unless authorised for the exam being taken*)

o Posters/visualimagery orreference materials on the walls of the exam room that
could help the student

o Wordprocessors - if students use aword processor, please note that
onscreen/online grammar or spelling assistance tools, such as Grammarly, must be
disabled or switched off before and during the exam. This applies to all subjects and
qualifications

e Morethanonescreenisnotallowed.

*Graphical calculators

Forexams that allow the use of a calculator, if a student wishes to use a graphical calculator
(capable of plotting graphs, solving equations, and performing advanced mathematical
calculations), rather than a scientific calculator, invigilators will ask them to put their
graphical calculatorinto examn mode in view of the webcam.

Exam mode locks down prohibited functions such as any storage facility. Invigilators will
need to see students putting their calculatorinto exam mode, giving us confidence that
students have not stored material prior to the exam. Any student using a graphical calculator
must be able to show they can put their calculatorinto exam mode. If they are unable to do
this, theirinvigilator will ask them to remove the calculator from the room and the student
would need to use a scientific or standard calculatorinstead.

Please note that you must adhere to the above requirements. If the room and equipment
requirements are not met for the entirety of the exam, we may be unable to accepta
students completed question paperand may be unable toissue aresult forthem.

Where students are found to have beenin possession of unauthoriseditems, breached
exam conditions, orundermined the integrity of an exam, this will be considered
malpractice. Malpractice investigations canresult in sanctions beingimposed, these
sanctionsrange from a written warning to disqualification from all qualifications and
debarment.

Formoreinformation, please see the JCQ Suspected Malpractice Policies and Procedures
(https://www.jcg.org.uk/exams-office/malpractice/).
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3 - Systems Familiarisation

Pearson will provide students with the opportunity to familiarise themselves with the exam
format and ProctorExam system.

Systems familiarisation sessions enable students to experience the proctor technology and
assessment player functionality before theirlive exams. Systems familiarisationis crucial to
the success of your exams - if students do not take part in any systems familiarisation
activities, Pearsonreserves theright not to allow them access to the service inline with our
Terms of Use and RAG rating process (please see Section 5. Examination Integrity and
Removal of Access).

Please note that the primary purpose of these sessions is for students to ensure their device
settings are correct for the proper functioning of the service and to familiarise themselves
with how it works (pre-exam checks, downloading papers, uploading papers, and correctly
ending an exam). These are not mock exams. students should only provide one or two
answers for the sake of having responses to submit. Answers will not be marked by Pearson
orreturnedto centres orindividuals forreview.

4 - How to complete an examvia the service
4.1- Step-by-step guide and demo video

Take the time to read our Step-by-Step Guide
(https://qualifications.pearson.com/content/dam/pdf/remote-invigilation/ris-for-
schools/pearson-remote-invigilation-service-step-by-step-guide.pdf) and watch the
Remote Invigilation Service demo video
(https://www.youtube.com/watch?v=g_wV8mQYBbY) beforelogginginto the
assessment player for the first time.

Ourinteractive guides also provide a short overview of each step of the process:

o Takingan OnscreenExam|ProctorExam Set-up and Guide
(https://pearson.storylane.io/share/gvpynz/kubyé)

o TakingaPaper-based Exam | ProctorExam Set-up and Guide
(https://pearson.storylane.io/share/alxof3mhs53t)

4.2 - Beforeyouloginto the assessment player
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Please ensure that:

o Youareusingthe mostup to date version of Google Chrome as your browser

o Yourprinterhas plenty of ink and paper (if sitting a paper-based examination)

o Youcreateafolderonyourdesktop called Today’s Exam, into which you will
download your answer booklet and upload your scanned answers to (if sitting a
paper-based examination)

o Ifyoudonothaveascanner,youhave downloadedascanning App to your phone and
have practised using it to scan papers and create PDFs.

Top tip: Please review the Exam Taker Support (New Experience) articles on the
ProctorExam Website (https://support.proctorexam.com/hc/en-
us/categories/2405630991911/7-Exam-Taker-Support-New-Experience)

4.3 - Install Proctor Exam software in advance

Download the Proctor Exam screen sharing extension on yourlaptop/PC: How to install the
ProctorExam Screen Sharing Extension - ProctorExam

Install the ProctorExam app on your mobile device before youlogin:

e Android: How toinstall the ProctorExam App

(https://support.proctorexam.com/hc/en-us/articles/12390471186445--Mobile-
device-Android-How-to-install-the-ProctorExam-App)

e« Apple:Howtoinstall the ProctorExam App

(https://support.proctorexam.com/hc/en-us/articles/12390417454861--Mobile-
device-Apple-How-to-install-the-ProctorExam-App)

You willalso be promptedtoinstall the above during the setup process.

Mobile devices must be fully charged and in a stable position to allow yourinvigilator clear
visibility of you, your PC/laptop, keyboard, mouse, and whole desk.

Devices must be put on'do not disturb’ and 'silent mode' and have Wi-Fienabled.
4.4 - The importance of having a backup device

Abackup deviceis neededin case of any connectionissues which resultin the invigilator
losing visibility of a student and not seeing the complete exam.

If the invigilatorloses connection, you will be contacted afterwards and asked to send us
your backup device recording so we can ensure exam conditions were met throughout.
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Please note the following:

o Thebackup device mustbe fully charged (or pluggedin)

o Thisdeviceisnotconnectedtothe examinany way and doesnotrequire access to
theinternet

o Parents mustensure the device has enough storage space to store arecording
(recordings willbe needed for each exam taken)

o Thedeviceshouldbe placed 3 metres fromthe PC/laptop where the exam will be sat
- this ensures therecording has a wide view of the room.

Please note: 3 metresis a guide only. If you are sitting exams inaroom where itis not
possible to set up the backup device 3 metres away, we just ask thatitis setup far
enough away to capture wide coverage of the entire exam space.

o Thisdevice mustbe puton'Do Not Disturb' forthe duration of the exam with standby
mode deactivated to ensure it does not lock/go into standby mode and stop
recording.

Please note: Itis arequirement of sitting aremotely invigilated exam that a backup device is
setuptorecordeachexam. If arecordingisrequested due to connectionissuesin the
exam and you are unable to provide one, it could affect the grade you receive for the exam.

Top Tip: Check that your backup device works when you complete your familiarisation
activities.

4.4- |dentity Check

Students willbe asked to show and confirm their ID clearly on camera at the start of the
check. This can be done by showing photographic ID - either a valid passport, national
identity card or driving licence. Students willnot be able to sit exams without a valid (in-date)
ID.

4.5 -Technical Issues

If you are having any problems with the pre-exam ProctorExam set-up, please use the chat
functionto speak with yourinvigilator, who will be able to support you.

If youlose yourinternet connection or there is a complete loss of power, you must call for
the support of a parent/guardianto alert themto theissue. Youmustremaininview of the
back-up recording device at alltimes.
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Parents/guardians must ensure the student remains in exam conditions and continues to
complete theirexam. They mustimmediately call our helpline to connect with the support
team.

Following the exam, your parents/guardians will be contacted, and arequest made for your
backup devicerecording.

4.6 -Toilet Breaks

Students must be on camera at their computer for the duration of the exam.

However, if they need to leave the examroom for a toilet break, they must notify their
invigilator. They must then be accompanied by the parent/guardian who signed their parent
agreement form. If there is any suspicion of malpractice, this willbe recorded as anincident
andthe examresult may be affected. Set-up checks such as showing their ears willneed to
berepeated whentheyre-enterthe exam environment - invigilators will help students with
this.

Please note: the exam time will not be paused for toilet breaks.
4.7 - Supervised Rest Breaks

If astudentrequiresrest breaks as anaccess arrangement, this should be arranged via your
school/centre. Where a candidate has beenissued approval for rest breaks, theirinvigilator
willbe made aware at the start of the exam. Candidates are also welcome to communicate

their Access Arrangements via the chat box when they connect to theirinvigilator.

Students should notify theirinvigilator via chat when they need to take arest break. The
invigilator willrequest the exam to be paused. This may take a couple of minutes. Please just
make a note of the time and the invigilator will ensure any lost time will be added back for
youif necessary.

During the supervisedrest break, students willnot have access to the question
paper/answer booklet. The purpose of a supervisedrest breakis for a break from the exam
and should not be used as ‘thinking time.” Students must remainin the examroom, inview of
the cameras, for the duration of theirrest break.

When the studentisready to end theirrest break, they should notify the invigilator who will
request the exam be resumed.

Please note that toilet breaks may not be taken during rest breaks. These are to be treated
separately.

4.8 - UsingaWord Processorto Type Responses

Page 10 0of12
Version: 4.0

Classification:
Public

Date: December2025


https://pearson.tfaforms.net/4107

Forpaper-based exams, students are expected to write theiranswers by hand. If they use a
word processor to type as their usual way of working, they can use aword processor instead
to complete theirexams.

Students usingword processors must follow JCQ Access Arrangements and Reasonable
Adjustments and JCQ Instructions for conducting examinations guidance, which canbe
accessed viathe following:

o AccessArrangements, Reasonable Adjustments and Special Consideration - JCQ
Joint Council for Qualifications
e '|ICE’ -Instructions for conducting examinations - JCQ Joint Council for Qualifications

Approvalis notrequired to use aword processor, however spelling and grammar
check/predictive text must be disabled.

The battery capacity of alaptop (if using one) must be checked before an exam and parents
must ensure that the battery is sufficiently charged for the entire duration of the exam.

Students must ensure that both their centre and candidate number are entered as
appropriate onthe front/cover page of theiranswer booklet andincluded as a
header/footer on every other page.

Each page of the typed script must be numbered, e.g. page 10of 6. Invigilators must remind
students to save theirwork at regularintervals. To make marking easier for examiners,
students should use a minimum font size of 12pt and double spacing.

Aword processor must not:

e givethestudentaccessto otherapplications suchas a calculator (where prohibited
inthe examination), email, the internet, social media sites, spreadsheets

e include graphic packages orcomputeraided design software unless specific
permission has been givento use them

o include computerreading (text to speech)software unless specific permission has
been giventouse acomputerreader

4.9 - Access Arrangements

Currently, we can support extra time and supervised rest breaks as access arrangements.
A student's school willneed to apply for any access arrangements they may need before
the exam, and we will then apply approved access arrangements to theirexams and
invigilators willmanage them on the day of the exam.
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Forexample, we will pre-apply extra time to an examif it had beenrequested and approved.
This means that when student clicks start, the extra time is already included in their allotted
examtime.

If astudentis to have supervisedrest breaks, invigilators will be made aware of this and will
be able to accommodate this on the exam day.

We are working closely with all schools as we recognise that there will be students who have
additional requirements over and above extra time and supervised rest breaks.

Note for parents: if you know your child has a unique need, as part of their usual way of
working, to ensure they can complete theirexams to the best of their ability, please request
this viayour school/centre and we will do our best to accommodate this request.

4.10 Exam Day Support

Yourlive invigilator will act as first line support for any issues that arise during your exams.
You (oryour parent/guardian) can communicate directly with them via the chat function.

If yourinvigilatoris unable toresolve anissue foryou, please contact our dedicated,
Remote Invigilation Customer Service team (https://pearson.tfaforms.net/4107).
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