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The Chartered Institute of Linguists (CIOL) is the leading UK based membership body for
language professionals. CIOL Qualifications (CIOLQ) is an awarding organisation regulated
by the Office of Qualifications and Exams Regulation (Ofqual), Qualifications Wales and the
Council for Curriculum, Exams and Assessment (CCEA).

Introduction

This policy sets out our approach to invigilation of candidates during assessment. It includes
requirements for both face to face invigilation and online delivery which CIOL Qualifications
are transitioning to in Autumn 2020 with a view to be fully operational for all qualifications
and assessment from January 2021.

CIOLQ had originally planned to move to remote assessment and invigilation as part of their
future strategy, however in response to the Covid-19 pandemic CIOLQ have now fast tracked
this and are operating remote assessment via our Virtual Centre from November 2020.

Scope

This policy is provided for CIOLQ independent candidates and centre staff who are delivering
assessments for candidates offered by CIOLQ.

Every staff member involved in the management, delivery, assessment and quality assurance
of qualifications offered by CIOLQ, shall be made aware of this policy during their induction
period of employment.

Candidates undertaking CIOLQ qualifications should be aware of this policy prior to
undertaking their exam.

Virtual centre

Online remote invigilation recreates the exam room experience online. Candidates sit
the exam at either a Centre with technology facilities or via our Virtual Centre from a place of
their choosing, such as the home or workplace.

An online invigilator will supervise a maximum of 8 candidates at any one time via an online
e-assessment platform.

It enables candidates to continue to sit their exams in a secure, invigilated environment whilst
being monitored via webcam, screen sharing technology, audio and other security features.

Covid-19 additional requirements for exams

During the pandemic, it is advised that Government guidelines are followed and that centres
have in place Covid-19 guidelines to protect the health and wellbeing of candidates. CIOLQ
will not be responsible for Centre’s arrangements during this time and any complaints about
the arrangements must be taken up with the Centre and not CIOLQ.
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Malpractice and Maladministration

Centres must ensure that all exams are conducted in compliance with these instructions and
should refer to our Malpractice and Maladministration policy for further details.

Failure to do so could constitute maladministration or malpractice, which may result in:

9 invalidation of candidate results

f  withdrawal of qualification or centre approval

' communication of malpractice to other awarding organisations offering the
qualifications to the relevant regulatory authorities.

Candidate access arrangements

Candidates with particular assessment requirements should be advised to contact CIOLQ or
their designated exam centre at least three months in advance to make sure that adequate
provision is made for their needs, where this is possible and reasonable.

Centres will have to consider any access arrangements of candidates under the terms of our
Reasonable Adjustments policy. Please refer to our Reasonable Adjustments policy.

Invigilator and people present requirements

Centre exams officers or equivalent persons are responsible for ensuring that only suitably
qualified, experienced and trained people carry out invigilation. Any centre invigilator must
be trained by the Centre annually and CIOLQ reserve the right to ask for training records.

At least one invigilator must be present in each room throughout the exam. Where there are
more than 25 candidates, one additional invigilator will normally be required for every
additional 25 or fraction of 25 candidates. In an L or T shaped room at least two invigilators
must be present.

Additional invigilators may be changed during an exam session providing the number present
in the exam room does not fall below the number prescribed. When only one invigilator is
present they must be able to summon assistance easily without leaving the room and without
disturbing the candidates.

In the event of an emergency or a technical problem where another person must enter the
room, this must be noted on the invigilator report as a disturbance and the reason given.

Only candidates, invigilators, technicians and representatives of CIOLQ may remain in the
room during an exam. If a technician or CIOLQ representative is present, this must be noted

on the invigilator report.

If a technician needs to remain in the room for the duration of the exam, they may not act as
an invigilator — they must only be there to deal with any technical IT problems that may arise.
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Submission of documentation to CIOLQ for inspection after
the exam

Centre invigilators

To protect the integrity of the exam and to ensure that exam conditions are maintained,
centres/invigilators must present the following documents to CIOLQ within 48 hours of the
exam taking place:

candidate seating plan
invigilator report
attendance record
invigilator training record.

= =4 =8 =

The invigilator must complete and sign the documentation and submit via email to
qualifications@ciol.org.uk within 48 hours of the finish time of the exam.

CIOLQ virtual centre invigilators

To protect the integrity of the exam and to ensure that exam conditions are maintained,
CIOLQ assessors must present the following documents to CIOLQ within 48 hours of the
exam taking place:

{1 invigilator report
M attendance record.

The CIOLQ assessor must complete and sign the documentation and submit via email to
qualifications@ciol.org.uk within 48 hours of the date of the exam.

Conflicts of Interest

No person who has given instruction to, or acted as an assessor for any of the candidates in
the exam subject may act as an invigilator and no relative of, or person directly interested in,
a candidate may act in this capacity. In exceptional circumstances where this is not possible,
the centre must request permission from CIOLQ.

Candidate photographic identification

The exam session will not commence until the invigilator is able to verify the candidate’s
identity.

Accepted forms of photographic ID are:
1 passport

M national ID card
1 driving licence.
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Candidate identification — Face to face
The invigilator must be satisfied as to the identity of every candidate attending each exam
and must ensure that appropriate arrangements are in place to enable all invigilators to carry

out adequate checks on the identity of all candidates.

Only those candidates whose names appear on the attendance report will be allowed to
enter the room.

All candidates must sign the attendance report and show their photographic identity before
they take their place at least 15 minutes before the time for the exam to start.

In exceptional circumstances a candidate may enter the room after the start of the exam but
no entry will be permitted after the exam has been in progress for 15 minutes.

These circumstances, including any other disturbance and special consideration, must be
detailed on the invigilator report and any evidence attached.

The invigilator must complete the attendance report fully ensuring that any candidate who
has been entered, but is not present for the exam is marked as ‘absent’.

Candidate identification — Virtual Centre

At the start of the exam session, the candidate will be required to show a valid photo ID with
signature using the web camera facility for identification purposes.

The candidate will also be asked to write their signature in front of the camera on a blank
piece of paper using a black pen which the invigilator will check.

Candidate exam environment and conditions

Exam room conditions for face to face exams must follow any guidelines published by CIOLQ
from time to time and exams officer must have read and understood the Instructions for the
Conduct of Exams (ICE) published by JCQ.

The ICE details the instructions to enable all centres to administer exams consistently and
securely so that the integrity of the assessment process can be maintained.

Failure to adhere to these instructions could adversely affect candidates, either at a local level
within the centre or potentially, in the event of a breach of question paper security, at a
national or international level.

The document is for the attention of heads of centre, senior leaders within schools and
colleges and examination officers.

If exams are conducted from a base other than in a centre, it is the responsibility of the
candidate to ensure that they have a quiet and comfortable environment in which to work,
and that they will not be interrupted for the duration of the live exam session. CIOLQ will not
make allowances for inadequate arrangements.
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Exam conditions for remote candidates

I There may not be background sounds such as from music, television or other people.

f  There may not be other computers or similar devices running in the background.

f  The candidate must not attempt to copy any of the exam materials shared with them
during the live exam session or attempt to audio or video record any parts of the
exam. Any such attempt will be treated as malpractice and may result in
disqualification.

M The candidate is not allowed to surf the Internet.

f There may not be any other people in the room.

f Lighting must be ‘daylight” quality and overhead is preferred.

f  The candidate must not communicate with anyone or talk out loud except for the
reasons of communicating as part of the exam.

1 The candidate must face the computer screen during the exam.

1 Computer/webcam setup during the exam:

0 The webcam and microphone required for the exam must be enabled and
running at all times.

0 The webcam must be focused on the candidate taking the exam at all times.
0 The candidate’s face must be positioned in the centre of the webcam view
and must be visible throughout the duration of the exam.

0 Nothing may cover the lens of the webcam at any time during the exam.

1

Candidates
Candidates
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1 exam
exam
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