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Congratulations on your new role
Exams Delivery Support Unit (EDSU), a division within the Teaching Agency, supports exams officers in the delivery of all general qualifications, including changes to existing qualifications, as part of ongoing educational reforms. 
As a new to role exams officer this handbook, combined with EDSU training events and the assistance of your centre support officer, will help you develop the necessary expertise to effectively manage the administration of exams. EDSU provides a number of resources for new exams officers, including training events, good practice guidance, web-based tools, email updates, and also direct contact with our regionally based centre support officers. To ensure our support complements other resources available to you, we work closely with colleagues in awarding organisations, the Joint Council for Qualifications (JCQ) and the Examination Officers Association (EOA).
The work completed by the exams office is fundamental to ensuring millions of candidates have a positive exams experience and achieve results that reflect their effort and abilities. We hope you enjoy your new role and that this handbook will help you in your first year as an exams officer.

Introduction
Welcome to the exams office

Managing exams in your centre is an important job – so much so that EDSU has produced this induction handbook exclusively for those new to the exams office. Whether you have moved from another role in your centre or are new to the education sector, this four-part handbook is intended to support you through your first year.

It may be that there is someone in your centre who already has responsibility for introducing you to your new job. If this is the case, please bring this handbook to his or her attention so that you can work through the induction process together.
Welcome to the induction programme

There are two key aspects of the exams officer induction process:

1. General induction

· gathering information from your centre

· learning about the exam system in England and the role of external organisations such as awarding organisations
· familiarising yourself with your own exams office and its systems and processes.
2. Time-critical administration

· identifying, when you take up your role, where you are in the annual exam cycle, and what tasks need to be done first in order to meet key deadlines.

This handbook will take you through these in detail and may require a mixture of reading, asking questions of colleagues in your centre or other local exams officers and browsing the internet. You can also take advantage of the free training courses and one-to-one support available from EDSU.
Resources
There are a number of resources available to help you with your role. There may be copies in your exams office already but if you cannot find any of the items, please see the links where you can download or order, free of charge, any of the documents you need.
EDSU resources:

EDSU has a number of resources to support you in your role. These can be found on our website www.education.gov.uk/examsadmin 
EDSU also published a newsfeed which contains useful updates on topics such as exam reforms, reminders for key dates and tasks, and details of new resources. 

Signing up to the RSS feed on this page will provide an email alert when updated or new information is published.
JCQ resources:
JCQ publishes the rules and regulations for the administration of examinations. Below is a selection of documentation you should familiarise yourself with:
· Instructions for conducting controlled assessments
· Instructions for conducting coursework
· Instructions for conducting examinations
· Access arrangements, reasonable adjustments and special consideration
· General regulations for approved centres
· Key Dates in the examination cycle 2012/2013
· Post-results services – information and guidance to centres
· Suspected malpractice in examinations and assessments – policies and procedures
To find out more about the role of JCQ visit the website www.jcq.org.uk
Awarding organisation manuals:

· www.aqa.org.uk
· www.ccea.org.uk
· www.edexcel.com
· www.ocr.org.uk
· www.wjec.org.uk
Additional free support:

· Induction courses: EDSU runs training events for new exams office staff in the autumn and spring. You should attend both training events:
· These free training courses allow new exams officers to get together and hear presentations from the awarding organisations, JCQ and the Examination Officers’ Association (EOA). They also allow you to network, get your questions answered and gain hands-on experience in some of the key tasks required of you.
· EDSU support line staffed by centre support officers.
· Support and guidance in one-to-one sessions with a centre support officer:
· Our centre support officer will come and visit you in your centre and support you through your first year in post. They will take you through a 12-step induction process to ensure all the major tasks are covered and will work with you to develop bespoke systems and processes that work for you in your centre.
How to use this handbook
This handbook is the central component of the induction support provided by EDSU. It will guide you through some key learning activities to help you establish yourself in the role.

Before you begin, find out whether your centre has its own induction process in place. If it does, we recommend that your line manager takes you through this. You can then use the handbook to fill in gaps or answer your questions. 
This handbook is split into four sections for you to work through at your own pace. We suggest you download these from the EDSU website and save a copy to your computer. You can then choose to update these electronically or print them off and store them in your personal file as a hard copy. 

Part one – Information gathering. If you are new to the role, you will need to compile key information as a priority. You can achieve this by completing this section.

Part two – Qualification overview. This will help you gain a better insight into what qualifications are, how your centre provides them to candidates and the organisations you will liaise with.

Part three – Your exams office. It is important that you familiarise yourself with your exams office and its procedures. This can be achieved by completing this section.
Part four – Monthly task manager. Whenever you start your role there will be areas of exams administration that need to be actioned immediately. To help you with this we have included  a monthly task manager. This is a  month-by-month checklist of the main activities required to process general qualifications.
You will need to start working on the tasks in the relevant month at the same time as you start your induction. Speak to your centre support officer who will help you through this.

Glossary – Please refer to the glossary if there is any terminology you are unfamiliar with. 
Part 1: Information gathering
Being effective in your job relies on the collection and distribution of key data from heads of department, subject leaders, senior leadership, and special educational needs and IT staff. Your first step involves meeting a number of centre personnel. This will be an excellent opportunity to start building relationships with your colleagues. You may find it useful to complete the checklist below by either ticking the boxes or filling in the blank areas. If you do not recognise any of the roles described, consult the glossary at the end of this handbook.
Centre information
	Centre name
	

	Centre address
	

	Centre no.
	
	
	
	
	
	Local authority/DfE no.
	
	
	
	/
	
	
	
	

	Tel.
	
	Fax
	

	Email address
	


Your information
	Name
	
	Job title
	

	Tel.
	
	Extension
	

	Email address
	


Meet your line manager

	Name
	
	Job title
	

	Tel.
	
	Extension
	

	Email address
	


When you meet your line manager (tick when completed):

 find out if your centre has its own induction process in place

 find out whether the previous exams officer is available and can help you get started

 arrange a regular meeting with your line manager and ask for a copy of:

 the staff handbook

 internal appeals policy 
 exams policy

 consortium exam policy (if your centre offers the Diploma)

 most recent JCQ inspection report
 policy relating to the management of controlled assessments

 emergency evacuation procedure for exams.
Ask for a tour of the building and find out about:

 secure storage for exam materials

 primary exam rooms and those that are also used for teaching
 emergency exits used for evacuating exam rooms
 means of internal communication (for example telephone, email, staff meetings,    pigeonholes, one-to-one meetings)

 IT facilities – your username and password

 where the site manager is based
 ask about key staff meetings and which ones you should attend

 find out whether the exams office has a budget.

Contact your EDSU centre support officer

Your centre support officer will know that you are new to the role and involved in the induction programme and will be able to guide you through any key tasks that need to be actioned immediately.
	Name of centre support officer
	

	Mobile number
	

	Email address
	


If you do not know who your centre support officer is visit the Find your Centre support officer section of the EDSU website. 

Meet key staff

Head of centre

	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Other members of senior leadership team
	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Heads of Department and heads of year

	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Administrative staff
	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


IT support staff

	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Special education needs coordinator (SENCO) and support staff
	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Site manager

	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Finance manager

	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


Invigilation team

	 Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	


	Name
	
	Position
	

	Department
	
	Extension
	

	Email address
	



Find out about important annual events in your centre
Set up your own diary/calendar and record all-important dates, for example:

· term dates

· option evenings

· training days

· field trips

· parents’ evenings

· work experience

· school plays

· mock/internal exam weeks

· presentation evenings
This information is normally available in your school/college calendar.

· Make a note of your centre’s opening times.
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Essential reading


JCQ � HYPERLINK "http://www.jcq.org.uk/attachments/published/1708/ICE%2012-13.pdf" ��Instructions for conducting examinations�


EDSU support materials for � HYPERLINK "http://education.gov.uk/schools/teachingandlearning/qualifications/examsadmin/b00197212/examcycle/exampreparation/invigilation" ��recruiting and training invigilators�





Essential reading


JCQ� HYPERLINK "http://www.jcq.org.uk/attachments/published/1705/General%20Regs%202012-2013.pdf" �� General Regulations for approved centres�





© Crown copyright [2012]





You may re-use this information (excluding logos) free of charge in any format or medium, under the terms of the Open Government Licence. To view this licence, visit http://www.nationalarchives.gov.uk/doc/open-government-licence/ or e-mail: psi@nationalarchives.gsi.gov.uk. 





Where we have identified any third party copyright information you will need to obtain permission from the copyright holders concerned. 





Any enquiries regarding this publication should be sent to us at � HYPERLINK "mailto:EDSU@education.gov.uk" �EDSU@education.gov.uk� 





This document is also available from our website at � HYPERLINK "http://www.education.gov.uk/examsadmin" �www.education.gov.uk/examsadmin�.  
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