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1. Purpose
This policy outlines FloorSkills’ procedures for the secure and compliant invigilation of examinations and assessments. It ensures that all assessments are valid, reliable, fair, and conducted in line with awarding organisation requirements, DfE Apprenticeship Funding Rules 2025/26, and Ofqual General Conditions of Recognition.
2. Secure Storage of Exam Materials
• Examination papers and online login credentials are stored securely in a locked cabinet or secure electronic system.
• Access is restricted to authorised staff only.
• Records of distribution and collection are maintained for audit purposes.
3. Invigilator Requirements
• Invigilators must be impartial and must not be the tutor who delivered the training for the assessment being invigilated.
• Invigilators receive annual training on awarding body requirements and maintain records of attendance at training sessions.
4. Examination Room Setup
• Seating plans are completed for every examination.
• Learner identity is checked prior to the start of the exam.
• Attendance registers are completed and stored securely for a minimum of six years in line with the Document Retention Policy.
5. Reasonable Adjustments
• Requests for reasonable adjustments must be made in advance and approved by the awarding organisation.
• Adjustments are implemented in a way that maintains the integrity of the assessment.
6. During the Examination
• Invigilators must remain vigilant throughout the assessment.
• Any incidents, malpractice, or breaches are reported immediately to the Exams Officer and recorded for audit purposes.
7. Results and Feedback
• Functional skills results and feedback are reviewed with learners.
• Individual Learning Plans (ILPs) are updated based on results and further support is planned where needed.
8. Monitoring and Continuous Improvement
• Invigilation practices are reviewed annually as part of internal quality assurance (IQA).
• Findings feed into the Quality Improvement Plan (QIP) to improve processes where required.
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