[bookmark: _Toc13316]ANNEX 4:  LEAD INVIGILATOR’S REPORT FORM – for OSCE’s
 
	Room: 
 
	Date: 
	Time: 
	

	 
Lead Invigilator: 
 
Other Invigilators: 
 
 
	

	 
OSCE SUMMARY 
 
	

	School 
	Module No. and Title of OSCE 
	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* 

	An OSCE plan was drawn up and communicated to relevant staff 
	 

	The OSCE stations were sufficiently resourced 
	 

	OSCE participants were sufficiently briefed 
	 

	External signage indicated that an examination was taking place. 
	 

	A copy of the University’s OSCE Procedures was available in the OSCE room 
	 

	There were sufficient invigilators, timers, service-users and other participants in the OSCE room 
	 

	Students taking part in the OSCE were given the OSCE Instruction Sheet (see Annex 
1) 
	 

	Any students entitled to concessions (eg additional time, use of special equipment) were approached individually and sensitively to ensure that they were clear of the arrangements. 
	 

	When entering the OSCE area, students were reminded to ensure that electronic communication devices (including mobile phones, tablets and smart watches) were switched off/silenced and were informed that these could not be kept on their person in the OSCE room. 
	 

	Students were be instructed to place all over-garments, bags, materials and electronic communication devices in a designated secure area. 
	 

	Students were asked to display their ID cards and any authorised writing utensils were checked. 
	 

	Students were directed by the invigilators to the designated OSCE station and reminded of the time requirements for each activity. 
	 

	Students requiring a toilet break during the OSCE were accompanied by an invigilator or appropriate member of University staff. 
	 

	Students were informed when a timed assessment period had ended 
	 

	Any written assessment material was collected at the end of the OSCE 
	 


 
Where “No” is indicated on the Checklist, please explain why here. 
Please record any incidents of lateness, illness, academic misconduct or other issues here.  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lead Invigilator Signature: ___________________________________________ 
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