WAMITAB Guidelines for the Conducting and Invigilation of National Tests in Literacy and Numeracy.

These guidelines should be read in conjunction with WAMITAB Centre Guidance Handbook, which provides full details for approved WAMITAB centres of the arrangements for offering WAMITAB qualifications, as well as advice on meeting candidates special requirements. Only Centres approved by WAMITAB are able to offer WAMITAB qualifications.
It is important for all involved to understand that formal examinations are being conducted using computers and so WAMITAB examination conditions apply. In particular:

1) WAMITAB requires that all centres offering its National Tests as a centre for WAMITAB examinations will be able to meet the following conditions in accordance with the QCA Code of Practice 2004/5.  WAMITAB retains to itself the interpretation of these conditions in any dispute and reserves the right to withdraw approval of a centre at any time without giving a reason and without compensation.

2) WAMITAB may, if it considers it to be necessary, require a centre to employ at its own expense a Visiting Inspector nominated by the QCA Joint Inspection Service on WAMITAB’s behalf.

3) The Head of the centre should be familiar with the system of public examinations, which operates in the United Kingdom and should be supported by staff knowledgeable enough to provide an adequate invigilating team.

4) Centres must conduct external assessments in accordance with the standards and procedures specified by WAMITAB for the qualification.

5) Centres must ensure assessment evidence provided by candidates has been approved and authenticated according to the requirements of the specifications.

6) WAMITAB will retain candidates’ assessment evidence under secure conditions to allow for the possibility of enquiries about results or appeals.

7) Centres must meet requests from WAMITAB for information for the purpose of moderation and monitoring.

8) The centre should have adequate accommodation and facilities at its disposal for seating the candidates.  Due attention must be paid to such matters as heating, lighting, ventilation and the level of extraneous noise.

9) The seating arrangements should be such as to prevent candidates from overlooking, intentionally or otherwise, the work of the other, in particular the minimum distance in all directions from the centre to centre of candidates’ chairs must be 1.5 metres. Desks / Computers should be positioned so that candidates cannot see each other’s screens i.e. a minimum distance of 1.5 metres from centre of screen to centre of screen.

Whenever possible:
(a) Each candidate should have a separate desk or table of sufficient size to accommodate additional printed material (as appropriate and as allowed).
(b) In exceptional circumstances a “Hot Desk” approach may be used for the examinations.  If this is the case Candidates must go to the computer as quickly and quietly as can be done safely so as to minimise the disturbance of other candidates.
(c) There should be no refreshments, talking, music, mobile ‘phones or any other electronic devices in the examination area. This applies to Candidates, Invigilators and Observers alike.

10) Candidates must be familiar with the use of computers and should be given every encouragement to take a Practice Test and be able to mentally digest the experience before taking the Actual Test.  Ideally there should be a one-day gap between taking the Practice and Actual Tests but the absolute minimum gap should be 15 minutes.

11) A reliable clock must be visible to each candidate in the examination room.

12) The head of centre must ensure that invigilation is carried out by suitably qualified and experienced adults who are not connected, in any way, with any of the candidates.
13) Candidates should be encouraged to complete the feedback questionnaire.

14) Sufficient invigilators must be appointed to ensure that the examination is conducted in accordance with the following requirements.

(a) Normally at least one invigilator should be present for every 30 candidates.

(b) When one invigilator is present, he/she must be able to summon assistance easily, without disturbing the candidates.

(c) Normally, an Assessor or Tutor who had prepared the candidates for the subject of the examination should not be the sole Invigilator at any time during an examination in that subject.

(d) For practical tests, there should normally be one invigilator to every 15 candidates.

(e) Arrangements must be such that each candidate in the examination room can be observed by an invigilator at all times.

(f) Invigilators and candidates should note that particular conditions (related to the use of calculators and dictionaries) are associated with The National Tests in Literacy and Numeracy at levels 1 and 2, and are detailed at the head of each Test Paper.  Bilingual dictionaries can be used in the National Tests in Literacy at Levels 1 & 2. Bilingual dictionaries cannot be used in the National Tests for Adult Numeracy at Levels 1 & 2.

(g) Candidates should be positively identified so as to ensure the correct person takes the examination.

(h) Invigilators must complete an Invigilation Log.

(i) Centre Administrators must supply a completed Invigilation Log at the end of each test run in order to enable WAMITAB to issue certificates.

15) The fact that a centre is approved for the conduct of examinations offered by WAMITAB shall not be stated in or implied by any letter-heading, prospectus, brochure, advertisement or other literature issued by the centre in connection with its courses, although some indication may be given to enquirers who specifically asked for it, provided that this is done in a manner which cannot be interpreted to mean anything other than that WAMITAB is satisfied that the centre has adequate facilities with which to conduct an examination.

16) Centres must comply with the procedure of WAMITAB for dealing with and, as appropriate, reporting malpractice.

17) Centres must ensure that all learners are made aware of the WAMITAB Appeals procedure.
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