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[bookmark: _Toc485292153]ANNEX 2:  LEAD INVIGILATOR’S REPORT FORM FOR ONLINE EXAMS

	Date:


	Time:
	Duration:

	Lead Invigilator:

Other Invigilators:


	LIST OF EXAMINATIONS TAKING PLACE

	School
	Module No. and Title of Paper
	Expected No. of Students
	Actual No. of Students
	Module Leader and Contact No.

	
	



	
	
	

	
	



	
	
	



Administrator contact no. in the event of incidents:    __________________
CHECKLIST:  Please complete the checklist overleaf.
INCIDENTS:  Please record any exceptional incidents e.g. very late arrival of students, sudden illness, suspected use of Academic Misconduct, fire alarm, late or non-attendance of invigilator/s in the box below the checklist.



	CHECKLIST
	Yes/No*/NA

	Prior to exam – SN@P
· Internet Connection - ensure good download speed (30 Mbps) and strong signal if connected to W-Fi. Ensure the device will allow communication with other invigilators in care of internet disruption.
· Log into SN@P and locate the specific assessment
· Send the exam code to the students

Prior to exam – Speedwell
· Ensure PCs within the room are all switched on and working.
· Provide the log in details for the students.

Prior to exam – Risr
· Ensure PCs within the room are all switched on and working.
· Provide the log in details for the students.

	

	At the start of the examination, the lead invigilator informed students 
· that the examination would be conducted in line with the University’s Examination Procedures, as well as Academic Misconduct Regulations.
· of the length of the examination/s 
· they will each have their own individual clock, which will countdown to the end of the exam, it is their responsibility to view and manage their time accordingly.  Students should review their answers before submitting their completed paper.   If the students run out of time, their paper will be automatically saved.
· students to perform a 360° sweep of their room and using a smartphone
· students to show their student IDs
· once completed the smartphone to be placed where you can see the student and desk
· students are notified to click ‘start’
	

	During the examination sufficient Invigilators were present throughout the examination.
	

	During the examination invigilators were vigilant and there were no disruptions.
	

	
	



	Where “No” is indicated on the Checklist, please explain why here.
Please record any incidents here. 




Lead Invigilator Signature: ___________________________________________
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