Centre Activity Report City&g
Guilds

Exam Audit Activity

Section 1 Contact details

|1.1 Serdce Order AODODOGT42

1.2 Cenfre HName Worms Servicas Lid

0B 107

1.3 Cenfe numiber

1.4 Cenfre contact ———r——
- The

- First name: ames

- Sumamse I

- Telephone number*

- Emall address"

Consultant Name
Type of Aclivity
Date of Actvity [dd.mm.yyyy)

Start Time (24 hrs clock)

Finish Time {24 NrG cioek)

Locaton of actviy Cenirz

Section 2 Summary of activity & centre staff met

2.1 Genzral comments regarding e day Inctudng good praclice, far support visil
outline advice, guidance & trainingprovided

2.2 Cenfe s1aff med

Etaff Hams Roils Ma

James Marms MOFCEQPIncipal (% ves I Mo

2.3 Are Mere any risks with the Cenire’s quallty assurance sysiems? @ Yes 1 No




Has the previous action plan been met by the centre? & yas 0 N0

‘comments Action points raised at previous visit have been met in
il Qualification 2335 - 302

Section 3 Action/lmprovement Plan

Dats cat A Podnt | By wham By wien Dats To b cheoked by
dd:mmoyyyyd enter & or | bafors fext to cpealfy cyyryl| completed
type of point) idd:mmyyy vy
Section 4 Examination audit report
Gualification | Date of Examination tkle Mo of Examination | 2dart | Finksh
(5] axamradion MBS haad during | fims s
(e mm_FFFy) artered dhe amipmn  |homm )
04.12.2012 Ll i 1630

Details of staff interviewed during/involved in the audit

Hame Job tile Flaoe of audi and addrees. (i
differeni from above)

James Morms MD
Anne Marrs miglator

Observations and questions

A Before the examination

[ WO Quechion Text Al in ICE doo & RIGk Lewsl Angwar
papers are Keptin 3 safe, non- 1.3 Memum Req Fully Mat
portabie, lockabée stesl or metal
cabinet

2 cabinet In room secure from 1.1 Medum Feeq Fully Mat
non-authorsed entry

3 room locked when not attended 1.1 Medium Rieq Fully Mt
by authorised persons

4 question papers must remaln In [1.9 High Req Fully ket

Sacune siorage undl one hour
before the published siarting

ame

5 critaria for appodnting 6.1, 6.2 Medium Req Fully Mat
rivigliators met

E procedures In place toensure  |5.3 Medlum Feq Fully Msat

mat the Invigliator who has
prepared candidates for the
exam, |s not the sole Invigliator
for that exam

T readerswiiters donotact as |7 Medium Req Fully Met
nvigliators

B. Examination room

Ho Guestion [Ref in ICE doo & Rick Level Answer




Fieq Fully Mat

Fieq Fully Mat

Fieq Fully Mat

Fieq Fully Mat

Req Partially met

[

Fieq Fuly Mat

Fieq Fuly Mat

Fieq Fully Mat

Fieq Fully Mat

LowMed

umH

gn

Fieq Fully Mat

Fieq Fuly Mat

Fieq Fully Mat

Fieq Fully Mat

Feeq Fuly Mat

Fieq Fuly Mat

Information not avallable

Feeq Fuly Mat

Rt In ICE doo & Rick Level

Ancwer

Fieq Fully Mat

Fieq Fuly Mat

Fieq Fuly Mat




23 nuies known regardng 16.5, 16.6 Low Req Fully Met
candidates entering and leaving
xam room
29 nuies known regardng 14 Low Req Fully ket
candidates amving lake
30 ruies known regardng 16.5 Low Feeq Fully Mat
candidates leaving exam room
temporarily
D. End of examination
Mo Question Rt in ICE doo & Rick Levsl Ancwar
31 candidates reminded of time 17 Low Req Partially med
remaining b=tween 15 an
minutes before end of
examination
£ candidates ioid to stop writing |19 Low Feeq Fuly Met
when examination ime has
ended
33 scripts coliected before 20 Appentix 1, 7.6 Madum Req Fully Mat
candidates h=ht examination
room/or onHine Invigilatons
check that candidates submit
only their wor
4 scripts checked for candidates |19, 20 Low Req Fully Met
names and numbers
34 soripts nanded to persan 20 Medium Req Fully ket
respansible for despatching
mem
35 s..:pls et I secure place (35 |22 Medium Req Fuly Mat
.2, 3) whan not @spatchad
aly
37 rules for dispatehing scrpts 22 Low FReeq Fully Mat
known
38 used and unusad mutpe 23 Medium FReq Fully Mat
cholce booklets retumed to City
& Gulids or desiroyed
E. Dealing with misconduct and irregularities
Ho Guestion Rt in ICE doo & Rick Levsl Ancwer
39 centre aware of procedure 17, 24 Low/Medum FReq Fully Mat
F. Dealing with emergencies
Ho Guestion Ref in ICE doo & Risk Levsl Ancwer
40 centre awane of procadures 15 LowMedium Req Fully Met
G. Candidates with particular assessment requirements
Mo Qusstion Rt in ICE doo & Rick Levsl Ancwer
41 centre aware of arangements |7, & LowMedium FReq Fully Mat
which may need to be made

[Please provide question no and comments bo support where requirements have ngt|? | - 1E3MerE onfy reminded of ihe fme 3 minuies pror

o the end of the exam, good praclice states waming

Cate [gdmmzyyyy)

mesn fully met.(51) [showid be given at 15 mirutes and 5 minutes.
Mame of audior Dave Fape
04.12.2012




| confirm that an sudit of this centre's examination arrangements was undertaken on the dafe stated and | have been givena copy of

this repon | accapt the auditor's cbservations and commaents

Name ”.: iAﬂE b W Mo l -
o e CENTAE DinEST ;
Date (dd.mmeyyyy) 12 [ 28 1%
L
Section 5 Examination audit questions
Rel. in Report | No Planned questions Prabahbie job title of Interviewes Ret. in ICE d les of resp: P and
1 ul are ¥ armm alfice i 82 83 Ful
miternal qus
; b armin affice & rigitdlo? 1§ selectad %o ersung
that ¢ al b 1 of
7 What intvigiaton simar L= AT
ArE MAcE whes
1re provited fae canddate
el nssasmait
4 4 19 110 [ e 1he
4 4 ollected ihn nape frviglatoe y 2 Plaase summoanse th
ou ensure thal respONsE
24 = 4 ; nol gpened unhl 8t 182
vediately Befoia i
axamnanon
2 - i Ahat Bro tha rles tesading i et w1
! e ||I-H.'I_: ana |«
A room 1o #xam alp
hour Noc
aftnr or
Exuirt
n T trie |imigiakor - Ensure candus Accampamed by imvighaiee
arily durnng accompaned by Wwvagdator
M. how wouid you
@ thal aMe did ot breach
e oyl of 1he
% & Tl are the n regariing ATV D 14 & ngreemen ¢
cares artiving aner e crnire HLTLE
exam 144 and 1
1,32 @ ta F Fiftearm minutos from
the exum end
i




Since the exam finished eary
there was not the opporunity to
obsene you giving fina
nsructions io the candidates -
'What wamings would you give
o candidates that the finisning
time s approaching™; What
netructions would you give io
candidates al
10 'What will now happen to the Exams afMcarinviglator 20, 21, 22 Seripis despatched on day of Soripts kept In secure
sCripksT exam; If this kst possible, cupboards
scripts kept locked undar the
same conditions as unusad
EXam papefs and despatched
within one working 43y of exam
38 11 What will happen o the used [Exams officer 20, 2, 22, 23 Retumed to City & Guillds or Retsmed to CAG.
and urissad multigle chalee destroyed (photcoples not
paper booklets ¥ made)
Misconduct and irregularities
Ref. In Raport Hi Planred guactionc Probabls Job Htls of Interviewss Rat. In ICE o nt of mxpeoted |2 y of actual and
additional motes:
39 12 What would you do If 3 Irvigilator Expel candidate from exam Femave and repodt
candidate were hingering, and rooim; Ensure cenire reported
comtinued i hinder, other neident io City & Gulkds
candidates during an exam?
Emergencies
Ref. In Raport Hi Planred guactionc Probabls Job Htls of Interviewss Rat. In ICE nt of mxpeoted |2 y of aotual and
addiional motes:
39 13 How would you SLEmon Invigiiator 6.3 ANSWET 10 Indicats mat [Contact colleague without
assisiance f a candidate was mvigiiator knows that s/he must [leaving room.
takan Il during an exam and not l2ave SxXam roorm
you wene fe only imvigllator?
41 14 What would you do If there Irnvigilator 18 Try and ensure that candidates |Leave papers Inshu, Inform
ware a fire alarm or bomb left question papers and scripts JCAG.
waming during the exam? on thelr desks; Evacuabe room
n accondance with cendre
nstructions; Ensure canire
mrormed City & Guilds
A0 15 n what circumstances would  [invigiiator 18 If certaln there had been no it no oreach of security
you resume the exam? breach of exam security during
the disruption.
Candidates with particular assessment requirements
Rief. In Raport Hi Planred guastions Probable Job Htle of Interviewss Rat. In IZE o nt of axpeated |3 y of astual responces and
additional motes:
41 16 Have you had to maks spedia [Exams amcar - Relevant evidence presented.,  |Proof given, Intemal polidies
amangements for candidates Answer should Indicate that and proceddures followed
within the last year? If [yes]; reference was'would be made
Ask i0 ses the relevant im Access o assessment, and
medicaliprofessional evidenca. that centre Is aware of the
NE this Is necessary for al genaral procedures Invoived
candidates and should be
retained for ane year after the
axam. ) If [not within @
7 17 Is the centre fully conversant [Exams amcar 7 When readers'witers are A4S JCQ
with the ruies regarding provided for candidates with
readers'wiiers not acting as speclal assassment
mvigiiatorsT requirements, an Imigliator
miluEl alsd be
present, Reaterswiilers may
not alse 3t 36 Invigllators
Additional quections I Interviawes (name and job Ris) I ¥ I rocp and nodss
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