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1. Introduction 

1.1 To uphold the integrity of Highfield examinations, it is imperative that policies 

and procedures are put in place and strictly adhered to by employers/centres 

and Highfield invigilators. 

1.2 By using the Highfield Remote Invigilation service, you agree to adhere to this 

policy and the conditions set within 

2. Recording and data protection  

2.1 To protect the integrity of Highfield qualifications and assessments, Highfield 

will record the following streams: 

2.1.1 Screenshare. Highfield will record exactly what the learner has 

onscreen during their assessment. 

2.1.2 Webcam. Highfield will record the learner during their assessment. 

2.1.3 Digital audio. Highfield will record the sound within the learner’s 

environment during their assessment. 

2.1.4 Tethered smart device (mobile phone/tablet) showing the 

environment. Highfield will record the footage during the learner’s 

assessment. 

2.2 Highfield may review this footage in line with our policies and procedures. 

2.3 The footage captured as part of a learner’s examination is stored securely and 

will be deleted after 30 days of the corresponding result(s) being released by 

Highfield. 

2.4 Highfield reserves the right to store recordings indefinitely if we believe or 

have cause to believe that the footage highlights or demonstrates an attempt 

of malpractice and therefore, causes a risk to the integrity of our 

qualification(s) or assessments. 

2.5 Highfield may share this footage with the relevant qualification regulator as 

part of our ongoing regulatory commitments. 

2.6 Centres must ensure learners are aware of what will be recorded during a 

remote invigilation examination and confirm with the learner that they are 

comfortable with this prior to booking their examination. Learners must ensure 

any persons, confidential documents, or items not relevant to the assessment 

do not feature in the recording. 
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2.7 Learners are not permitted to record or take photos of any examination 

content under any circumstances. 

3. Reasonable adjustments 

3.1 Reasonable adjustments may be requested in line with our Highfield 

Reasonable Adjustment Policy. 

3.2 Centres must send reasonable adjustments for remote invigilation 

examinations to their Highfield customer support officer within the below 

timeframes. 

3.3 Where a centre needs to apply to Highfield for a decision on a reasonable 

adjustment, the Reasonable Adjustments Form must be submitted to 

Highfield, at the earliest opportunity and in any event by: 

3.3.1 20 working days (in the case of EPA) before the start of the 

assessment/examination  

3.3.2 5 working days (in the case of vocational qualifications) before the 

assessment/examination 

3.4 Where a reasonable adjustment is centre permitted, centres must notify 

Highfield no later than 3 working days before the assessment is due to take 

place. 

3.5 Highfield will take all reasonable steps to ensure that reasonable adjustments 

that have been approved and submitted by centres are added to the learner’s 

examination. If the reasonable adjustment is not submitted within the above 

timeframes, it may not be applied to the examination. 

3.6 If a reasonable adjustment for a reader is approved, the centre must contact 

the reader to confirm they understand the principles below and that they have 

familiarised themselves with the Highfield Reasonable Adjustment Policy prior 

to the examination date. 

4. Reader Principles 

4.1 Readers must not in any way attempt to modify either the content of the 

answers given by the learner or to alter the specific qualification or end-point 

assessment requirements.  

4.2 Permitted readers must only read assessment questions and answers in 

English and exactly as written. 



 
 

 4 

4.3 Permitted readers must not intentionally or unintentionally lead the learner, in 

any way. 

4.4 Permitted readers are not allowed to provide definitions of words. 

4.5 Permitted readers should not function as invigilators 

4.6 Permitted readers cannot navigate the learner’s device during the examination  

4.7 Once the reader has been briefed, written confirmation that this has taken 

place must be submitted to your Highfield customer support officer prior to 

the exam date. 

5. Technical support 

5.1 Centres must provide learners with the relevant Highfield contact details to be 

used should they require further support. 

5.2 During office hours (Mon-Fri 8.30am-5.30pm): 

5.2.1 01302 363277 

5.2.2 riexamsupport@highfield.co.uk 

5.3 During our out of hours examinations (any exams booked outside of Mon-Fri 

8.30am-5.30pm): 

5.3.1 riexamsupport@highfield.co.uk 

6. Prior to the examination 

6.1 Centres must ensure that learners are prepared for their remote invigilation 

examination and are aware of the examination conditions required. All learners 

sitting a remotely invigilated examination must be provided with the booking 

confirmation email template which includes a link to the Qualify at Home 

Learner Policy and Examination Conditions Checklist. 

6.2 Centres must identify the learner’s suitability for a remote invigilation 

examination and arrange alternative assessment methods where required 

e.g., paper-based examinations.  

6.3 Centres must ensure the learner is aware that they will require access to an 

appropriate examination environment where they can be alone and without 

distractions. 

6.4 Please be aware that all learners will be required to provide their photographic 

identification to the invigilator to be able to sit their remote invigilated 

mailto:riexamsupport@highfield.co.uk
mailto:riexamsupport@highfield.co.uk
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examination. If a learner does not have an original copy of photographic 

identification at the time of the examination, Highfield reserves the right to 

cancel the examination and the relevant charges may apply. Should you wish 

to discuss alternatives, please contact your Highfield customer support officer. 

Please see a list below of suitable identification: 

6.4.1 valid passport (any nationality). 

6.4.2 signed UK photocard driving licence. 

6.4.3 valid warrant card issued by HM Forces or Police. 

6.4.4 another form of photographic ID card which includes the learner’s 

full name, e.g., employee ID card (must be the current employer), 

student ID card or travel card.  

7. Bookings 

7.1 Centres must purchase the relevant remote invigilation seats in a timely 

manner and ensure all learner details are registered accurately and against 

the correct qualification. This also includes ensuring the learners can access 

the provided email address on the device they will use to take the examination.  

7.2 Centres must ensure that the device used to book a remotely invigilated exam 

is set to BST/GMT time zone and must communicate the required time 

conversions to learners who will be completing their exam in an alternative 

time zone. 

7.3 If a learner is booked on the incorrect qualification that they haven’t received 

appropriate training for, but they still sit the examination, Highfield cannot 

guarantee that the qualification will be able to stand. 

7.4 Once an examination has been booked, the centre must send the booking 

confirmation email to the relevant learner, which can be found on the Highfield 

website at Booking Confirmation Template 

7.5 Highfield will send the learner an email containing the links to access their 

system checks, one working day after the learner is attached to the 

examination. Highfield advises that system checks are completed 48 hours 

prior to the examination date. 

8. Functional skills paper codes 

8.1 If the learner has previously sat, and not achieved, a functional skills paper-

based examination and wishes to re-sit using an ‘on screen’ examination, 

please contact your Highfield customer support officer. They will book the 
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examination on your behalf to ensure the learner is issued with an alternative 

paper code. If a learner attempts a previously used paper, this will be classed 

as maladministration and the paper will not be marked. 

9. Multiple examinations  

9.1 Where a single qualification requires more than one examination to be 

completed and these examinations are booked consecutively, for example, a 

reading examination at 10am and the writing at 11am, these examinations 

will be merged into the same remote invigilation session and will only use one 

remote invigilation seat. If the examinations are not booked consecutively, the 

learner will need to do system checks and environment checks prior to each 

examination and each seat will be charged for.  

9.2 Centres must ensure the learner is aware of how many examinations they 

have been registered for. If a learner ends their remote invigilation session 

prior to completing all their examinations, we cannot guarantee that they will 

be able to re-enter the session and they may be required to contact their 

centre to reschedule, and the relevant charges will apply. 

10. Cancellations  

10.1 Centres must attach a learner to the booked examination at least one working 

day in advance. If a learner is not attached within this timeframe, the 

examination will be cancelled, and the seat charge will still apply.  

10.2 Where a learner does not attend on the day, the seat charge will be non-

refundable.  

10.3 If an examination is cancelled on the day, the seat charge will be non-

refundable. This includes cancellation due to: 

10.3.1 insufficient connection 

10.3.2 incompatible equipment  

10.3.3 firewalls or network security  

10.3.4 inappropriate examination conditions 

10.3.5 inappropriate behaviour  

10.3.6 learner suitability 

10.3.7 learner’s or centre’s decision 
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10.4 This list is not exhaustive, and Highfield reserves the right to charge a 

cancellation fee for any cancellation reasons outside of Highfield’s control.  

11. Examination preparation and minimum requirements 

11.1 Within the booking confirmation email template, learners are guided to two 

documents, the Qualify at Home Learner Policy and the Examination 

Conditions Checklist. It is imperative that both documents are read and 

understood by learners, prior to them undertaking the examination. 

11.2 Please be aware that as an absolute minimum, learners will require the 

following: 

11.2.1 Wi-Fi with a connection of at least 1.5Mbit/s upload, 10Mbit/s 

download, and a ping under 25ms 

11.2.2 A private room     

11.2.3 Photographic ID      

11.2.4 PC/laptop with front-facing camera 

11.2.5 Chrome downloaded on their computer and set as the default 

browser     

11.2.6 Any software to assist with spelling, punctuation and grammar is 

deactivated  

11.2.7 Any pop-up notifications are disabled 

11.2.8 Compatible Android phone or iPhone with camera and video, that you 

can download an app to     

11.3 If the minimum requirement above is not met, Highfield reserves the right to 

advise the learner they cannot continue with the examination and cancellation 

fees may apply. 

11.4 Learners must conduct system checks to ensure their microphone, speakers, 

webcam, phone and screenshare are compatible. System checks must be 

completed in the same place, using the same broadband and on the same 

device that the learner will use to do their examinations. Highfield advises that 

the system checks are completed at least 48 hours prior to the learner’s 

examination to allow sufficient time to contact Highfield should the learner 

require support.  
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11.5 System checks must be completed no later than one working day before the 

examination. On completion of the system checks, the learner will receive an 

automated email with a link to access their examination session.  

11.6 Before an examination session begins, learners must ensure: 

11.6.1 They have their smartphone (used for the examination camera) 

along with the charging cable and an available plug socket nearby.  

11.6.2 Any other smart device is turned off/on silent and out of reach. 

11.6.3 They have their photographic ID with them. 

11.6.4 Their room is well lit. 

11.6.5 Their desk area is clear of any printed materials and personal 

belongings. 

11.6.6 There is no food in their desk area. 

11.6.7 All drinks are in a transparent bottle or container, with no labelling. 

11.6.8 They will be alone in the room for the duration of the examination. 

11.6.9 They are not wearing a headset/earphones/listening device. 

11.6.9.1 If learners wear a hearing aid, they must notify 

Highfield in advance of their examination 

11.6.10 They have been for a comfort break. Leaving the examination room 

is not permitted once the examination starts, even if the exam has 

been paused 

11.7 When the learner enters the examination session, they must take a photo of 

themselves and their photographic identification, the learners will then be 

prompted by the system to perform several steps for the invigilator, this 

includes but is not limited to: 

11.7.1 Showing their keyboard and device, if there is more than one screen 

the learner may be asked to turn this off. 

11.7.2 Showing their desk area is clear of anything not required. 

11.7.3 Showing under their desk and the ceiling. 

11.7.4 Showing the four corners of the room. 
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11.7.5 Showing their ears, to confirm they are not wearing any headphones.  

11.7.6 Placing their phone so that the exam environment can be seen 

throughout the duration of the examination. 

11.8 The invigilator is permitted to ask for any of the above steps to be repeated, 

to ensure that the examination conditions are met.  

12. During the examination 

12.1 Pausing examinations 

12.1.1 Highfield reserves the right to pause a learner’s examination should 

there be a need to address anything with the learner. When an 

examination is paused, examination conditions apply.  

12.2 Examination breaches 

12.2.1 If there is a suspected breach of examination conditions, Highfield 

reserves the right to pause the examination and address the 

suspected breach with the learner. Where the integrity of the 

examination has not been upheld, Highfield reserves the right to not 

allow the learner to continue and the examinations will be 

invalidated. Examination breaches include but are not limited to: 

12.2.1.1 Leaving the room during the examination for example, 

for a comfort break, going to ask for help, retrieving a 

charging cable. This includes when the examination is 

paused  

12.2.1.2 Reason to believe the learner is receiving assistance 

with their examination 

12.2.1.3 The learner is not alone in the examination environment  

12.2.1.4 The learner is using additional devices  

12.2.1.5 The use of unapproved assisting software, for example, 

spellcheck technology 

12.3 Highfield reserves the right to end an examination and invalidate the results 

where a learner’s behaviour is inappropriate or intends to put undue influence 

on the outcomes of an assessment. 

12.4 If a learner is unable to adhere to the examination conditions, centres must 

explore alternative assessment methods with the learner. 
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12.5 Should an exam be invalidated, and the learner is permitted to reschedule, 

centres must notify their Highfield customer support officer of the rescheduled 

exam date and time.  

13. After the examination 

13.1 Learners may be provided with a provisional result shown onscreen at the end 

of their examination. Please note, that this result is strictly provisional and will 

be subjected to further quality assurance measures at Highfield. 

13.2 Once results have been verified and released, centres must communicate the 

results and distribute certificates to the learners. 

13.3 Results are released directly to the centre within 7 working days of the 

examination date, 10 working days for functional skills and level 4 

examinations. 

13.4 If the learner is completing an examination as part of their end-point 

assessment, the centre will receive the overall final grade within 12 working 

days of the final assessment date. 

14. Complaints, enquiries, and appeals 

14.1 Highfield values all the centres delivering our qualifications and the learners 

who undertake them. Our aim every day is to exceed the expectations of our 

customers. 

14.2 It is important should you feel you have encountered a level of service that is 

below both yours and our expectations, that you raise concerns you may have 

with your Highfield customer support officer immediately so that we may 

address them. 

14.3 If you do wish to submit a complaint, enquiry or appeal any decisions made 

by Highfield, please refer to the Highfield policies available via 

www.highfieldqualifications.com.  

15. Contact  

15.1 If you have any questions regarding this document, please contact your 

Highfield customer support officer on 01302 363277. 

http://www.highfieldqualifications.com/

