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Exams Storage and Retrieval Policy 
 

Please Note That This Process Must Be Followed For All Tests 

 

1. One invigilator is allowed to invigilate a maximum of 20 learners. The invigilator must 

not be involved in the delivery of training. In addition a separate Test Manager will be 

appointed who will be responsible for the safe storage and download of examination 

papers and also will not be involved in the training delivery. 

2. Where there is a sole invigilator he/she must have the facility to summon help without 

disturbing learners taking the test a mobile phone will be provided for this purpose 

where training is undertaken away from Key point’s own training establishment 

3. Learners should be seated with a minimum gap of 1.25m between them. 

4. Learners may only take pens into the examination room and pencil cases must be 

transparent. Mobile telephones, pagers and other electronic equipment are not 

permitted. 

5. Candidates personal belongings will be stored safely in the Key point adjacent office 

6. Learners must be seated ten minutes before the start of the Test. 

7. A reliable clock will be visible to learners at all times. 

 

8. The start and finish times must be written up clearly for all to see. Tests are 60 minutes 

duration (except Close Protection Operations which is 90 minutes). 

9. Test answer sheets must be completed in black pen, test answer sheets completed in 

pencil are deemed invalid. 

10. Invigilators will issue each learner with a reference number (The centre managers will 

be responsible for allocating reference numbers in the first instance). This number will 

be entered on the test answer sheet and later on the Test Log. Invigilators must ensure 

of the identity of all learners before taking the test. 

11. The Guidance to Learners relating to the test will be read out prior to the 

commencement of the test. 

 

Transport of Papers 

 

The test papers are printed of 48 hours before the exam. They are sealed in 2 an envelope 

witch are signed off & stored in a lockable cabinet. On the test day they are taken out from 

the lockable cabinet by myself and put in a brief case and put in a secure vehicle for transport 

for test sight & handed over to invigilator who signed for reasonability.  

 

12. The envelopes will be handed to the invigilator by the Test Manager - (one will contain 

the question papers and the second will contain the answer sheets). The envelopes will 

be opened immediately before the start of the examination, in the presence of the 

learners and be recorded on the Test Log. 

13. Once the test has started learners may not ask questions about the test. In exceptional 

circumstances they may seek the attention of the invigilator, for example if they need to 

use the toilet. Invigilators must not talk to or distract learners during the test. 
 

 

 

 



 
 
 
 

Exams Storage and Retrieval Policy 

V: 3.6 

01/11/16 
LCFE: ESRP1  P a g e  | 2 

Procedure for the Invigilation of Tests 
 

14. If a learner wishes to leave the room for any reason and intend to return to continue 

their exam they must be accompanied. The invigilator must remain with them at all 

times and ensure that they cannot access restricted material. The learners remaining in 

the exam room must continue to be invigilated. 

15. Any issues of ambiguity as identified by the learner must be recorded on the Test Log. 

These issues must NOT be addressed with the learners at the time of the test. 

16. No requests for help from learners in relation to the test can be dealt with during the 

test. 

17. Learners arriving late for the test should be seated near to the door and the disturbance 

to other learners kept to a minimum. 

18.  Late learners must not be allowed entrance to the examination room if more than fifteen 

minutes late. In such cases, a FAIL should be recorded. 

19. Under no circumstances must the tutor / trainer that has prepared the learners for the 

test be the sole invigilator. 

20. Learners must be reminded verbally when there are only ten minutes of the test 

remaining. 

21. At the end of the test the learners must be told to stop writing and ensure that their 

answer sheet is correctly marked with their name and reference number. 

22. Test papers and test answer sheets must be collected in immediately at the end of the 

test. The invigilator must check that the learners have completed their details correctly 

before the learners have left the test room. 

 

23. The invigilator must put the test papers and test answer sheets into separate envelopes 

and seal. 

24. The invigilator has 2 envelopes one for test papers and one for answer sheets. The test 

papers should be returned to the test manager for destruction and the answer sheets, 

stored securely prior to dispatch to the address given in the Centre Management 

Handbook. 

25. The test answers must not be changed, checked or altered in any way between the time 

of collection and dispatch for marking. 

26. Where the Centre has an issue with a question that is considered misleading or 

incorrect, this should be recorded on the Test Log and reported to Awarding Body as 

instructed on the Log. 
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