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The Keyskills External Assessments are set by the National Assessment Agency (NAA) therefore all centres must comply with NAA rules and regulations.

INTRODUCTION

Only ETC Awards Ltd (ETCAL) Approved Centres are approved to deliver the requirements for Keyskills External Assessments.

The ETCAL Centre Co-ordinator has the responsibility on behalf of ETCAL to ensure the proper conduct of the external assessment is met, by observance of these procedures.

The procedures set out in this document are not intended to be onerous, but to ensure that the tests are undertaken in a fair way for each candidate with no undue advantage or disadvantage.  If a situation arises which is not covered by these procedures, the advice of ETCAL should be sought.

1. Who has to sit the External Assessments?

Candidates who do not hold the required proxies must sit the keyskills external assessments.  The list of proxies can be found on the QCA website (www.qca.org.uk/qca_6562.aspx) it is recommended that your centres centre co-ordinator checks this on a regular basis as new proxies are being added more frequently.

QCA State:

“Exemptions claimed by proxy qualifications must be made no longer than five years from the date of the award to the date of the claim for certification of the keyskills.  The five year rule applies to all approved proxy qualifications”.

Requests for Special Consideration

Where a candidate is due to sit an external assessment under adverse circumstances and the centre wants to submit an application for reasonable adjustments, such applications must be made in writing to ETCAL detailing in full the circumstances at least 21 days before the candidate sits the external assessment.

2. Preparation for the External Assessment

· Safe custody of Question papers and other External Assessment Materials

· All test papers for the external assessment should be checked on receipt against the Confirmation of Registration/Attendance Sheet.

· If any papers are missing the Centre Co-ordinator must ring ETCAL immediately.  (centre staff must not copy test papers).

· Question papers must be locked away in a secure place until they are to be used. (e.g. a lockable metal cabinet with access restricted to 2 or 3 key-holders).

· The packets of question papers and other external assessment materials must not be opened until the time appointed for the external assessment, except where ETCAL instructs otherwise.

· External assessment stationery and materials must be stored safely at all times so that no unauthorised person has access to them.

Guidance Notes:

Where a centre conducts an external assessment in the same keyskills unit in more than one room, it is permissible to open a packet of test papers in one of the rooms, in the presence of the candidates, and to take some of the test papers to the other room on the same site.

However, it is not permissible to open the packet of test papers earlier than the time appointed for the external assessment in order to take some of the papers to another site.  Under these circumstances, the centre should make arrangements with ETCAL for separate packets of test papers to be supplied.

3. Time tabled Assessments

The published timetable for the external assessments issued by NAA must be followed.

4. Use of Calculators and Dictionaries

Calculators

· Where the use of electronic calculators are permitted, the candidate is responsible for providing a portable, working calculator for his/her own use in the test.

· A fault in a calculator will not normally be considered as justifying the giving of special consideration to the user.

· Calculator cases, instruction leaflets or instructions and formulae printed on the lid or cover of a calculator or similar materials must not be in the possession of candidates during the external assessment (where the instructions cannot be removed they should be securely covered).

· Programmable calculators may not be used.

Calculators with any of the following facilities are permitted:

Scientific calculators are permitted as a calculating aid in some papers. (i.e. Level 3 Application of number).  They must incorporate all the required functions, and must not posses any of the functions that are not permitted.

Functions not permitted:

· Graph plotting

· Symbolic manipulation

· Memory capable of storing formulae

· Memory capable of storing expressions

· Equation solving

· Numerical integration

· Complex numbers

· Vector and matrix handling

Dictionaries

· Dictionaries may not be used for any level of the Communication tests.

· Where stated bilingual dictionaries (without definitions) may be used.

5. Accommodation

· All candidates must sit the external assessment (test) at the centre or a satellite of the centre under the same conditions to ensure that the candidates are neither advantaged nor disadvantaged.

· Any room in which the external test is conducted must provide candidates with appropriate conditions (i.e. a quiet room).

6. Arrangements for Supervision

· The ETCAL Centre Co-ordinator will appoint a Supervisor to supervise the tests.

Sufficient Supervisors must be appointed to ensure that the external assessment is conducted in accordance with the following requirements:

· At least one Supervisor must be present for every 30 candidates. (A relative of a candidate is not eligible to serve as a supervisor)

· When one Supervisor is present, he/she must be able to summon assistance easily, without leaving the room and without disturbing the candidates.

· Supervisors may be changed, provided that the number present in the assessment room does not fall below the number prescribed.

· A tutor/assessor who has prepared the candidates for the subject of the external assessment must not be the sole Supervisor at anytime during the external test.

· Arrangements must be such that each candidate can be observed by a Supervisor at all times during the test.

· Candidates for whom the services of a reader is needed i.e. dyslexic should normally be accommodated separately to avoid disturbing other candidates.

· Applicants for special needs requirements should be pre-approved by ETCAL prior to sitting the test.

Qualifications of Staff Supervising Tests

No formal qualifications are required by staff conducting the external assessment tests.  However, all staff must be well briefed by the Centre Co-ordinator on the practices, procedures and administrative operations in this document.

It is ETCAL’s Centre Co-ordinators duty to ensure that all staff are kept updated when changes are made to the procedures.

7. Before the External Assessment

The Supervisor must check the following:

Identification of Candidates

· The Supervisor must have adequate checks/procedures in place to check the identity of all candidates if needed to do so.

Persons Present during test

· ETCAL reserves the right to visit centres during the period of the external assessment to sample the arrangements made and to ensure that the security and procedures set out are being followed.

Security of Question papers, Stationery and Equipment etc

· Candidates will be issued with question papers and appropriate answer sheets.

· Candidates take into the external assessment room only those articles, instruments or materials that are permitted.

· If unauthorised materials have been taken into the external assessment room, such materials are to be placed out of reach and reading distance of the candidates before the external assessment commences.

8. Starting the External Assessment

An external assessment is deemed to be in progress from the time that the candidates enter the external assessment room until the papers have been collected.

The following instructions are to be given before the test can begin:

· Candidates should enter their names, candidate numbers, centre name and number and date where applicable.  Failure to do this could invalidate the papers.

· The Supervisor will inform the candidates that they are now subject to the administrative arrangements of the test.  They are forbidden to communicate in any way with each other.

· Unauthorised materials to be removed and mobiles/pagers are strictly forbidden.  Correcting fluid/pens must not be used.

· Check that the correct papers have been given to the candidates.

· Remind them of the duration of the test.

· Candidates must write in ink or ballpoint pen preferably black.  Pencils may not be used except in rough work and for drawing.

· Unless otherwise instructed all work, including rough work, must be handed in along with the question paper at the end of the test.

9. Late Arrivals

A candidate who arrives after the starting time for an external test may be allowed to sit the external test subject to the Centre’s organisational arrangements, but should be warned that ETCAL reserves the right to not accept the answer paper.

In cases where a candidate is late for good reason (e.g. sudden illness, transport difficulties) as long as ETCAL is satisfied that there has been no breach of external assessment security, the work completed in the whole of the external test, including that completed in any additional time allowed to compensate for the late arrival, will be accepted.

In cases where a candidate who is admitted later into the external assessment room is allowed additional time, the following guidelines will apply:

A full written report must be sent as soon as possible to ETCAL containing the following information:

· The reason for the late arrival of the candidate.

· The actual starting and finishing times of the external test.

· The time at which the late candidate started and finished the test.

· A statement regarding any possible breach of external assessment security arising from the candidates late arrival, including information regarding the supervision of the candidate during the extent of the test.

Where a candidate arrives after the finishing time of the external test they must be marked as absent and will not be allowed to set the test on that day.  The candidate must wait until the next series of tests are set.

Completing the attendance sheet

· The Supervisor will have a copy of the attendance sheet with him/her, listing the candidates’ names and for which test they are sitting.

· This sheet should be completed before or during the test.

· If a candidate has been entered for the test but does not attend they must be entered as absent.

· If a candidate arrives for the test but is not listed on the attendance sheet they must not be allowed to sit the test.

Leaving the assessment room

· A member of staff must accompany candidates who leave the external assessment room temporarily.  Such candidates may be allowed extra time to compensate for their temporarily absence.

· Candidates are not allowed to communicate with any other person about the external test whilst out of the room.

· A candidate who has finished his/her work and has been allowed to leave the external assessment room early must hand in his/her work.

· Once the candidate has left the room they cannot be re-admitted.

Irregular Conduct (see Appendix 1)

· It is the responsibility of the ETCAL Centre Co-ordinator to ensure that all cases of irregularity or misconduct in connection with the external assessment are reported to ETCAL as soon as possible.

· Any infringement of the regulations may lead to a disqualification of the candidate.  The decision on disqualification rests with ETCAL.

10. When the External Assessment has finished

Finishing the External Assessment

· At 10 and 5 minutes before the end of the external assessment the Supervisor should inform the candidates of the time remaining.

· At the end of the external assessment, candidates should be told to stop writing.

· Candidates who have arrived late and are admitted to the assessment, will be allowed the full working time to complete their test.

Collection of the Question and Answer Papers

· All papers are to be collected before candidates are allowed to leave the external assessment room.

11. After the External Assessment

Once all of the External Tests have been completed they should be placed in a sealed envelope and returned to ETCAL as soon as possible either by registered post/courier or by hand.

All question papers and answer sheets are confidential between the candidate and ETCAL.  They are not to be read or photocopied by any person prior to despatch.

APPENDIX 1

ETC AWARDS KEY SKILLS IRREGULARITY REPORT FORM

	DATE:
	

	TIME:
	

	VENUE:
	

	INVIGILATOR:
	

	IRREGULARITY:
	


Invigilator's Report

Please outline details of any irregularities which have occurred during the running of examinations giving full details of incident.

	Name of Candidate(s) involved:
	


	Inv. Signature:
	
	Date:
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