
Exams Assist 

Introduction 

The Exams Assist module has been designed, created, in conjunction with fellow examination officers with 
one aim - 'to assist centres with the process of conducting examinations’ Hence the motto ‘The Right 
Support across All Seasons.’ 

Exams Assist is a module created within SchoolWorkSpace which offer a variety of other solutions to schools 
and colleges.  This solution acquires its information by syncing the data from SIMS.net and Exams Organiser 
using ‘Groupcall Xporter’ as the data transporter.  Both products are fully compliant with the current Data 
Protection Policies in the UK.  The Privacy Policy can be found here and the Data Sharing Policy can be 
found here.  

The solution is broken down into the following areas, and as you'll see it follows the process 
from Entries to Running the Exams in the daily exam planner tab, this software does 
support multi seasons and can be used for both internal and external exams 
simultaneously. 

Exam Entries 

The ability for the exams officers to email the 'Statement of Entries' out to either the candidates, parent/carer 
or both. It's also possible to allocate the 'Examination Entry List' to individual or a group of staff for them to 
check and confirm that the entries are correct. These entries are visible to staff via the exams assist portal 
which eliminates the need to print off these sheets for staff to check and sign, this can all be done electronically.  
Another great function is the comments section within each subject, therefore all messages between the subject 
officer and the EO’s are all retained in one location which eliminates the need for emailing information back and 
forth.  

 

 

  

https://schoolwork.space/Help/PrivacyPolicy
https://schoolwork.space/Help/DataSharing


Access Arrangements / Modified Papers Recording 

If the candidates 'Access Arrangements' requirements has been imported into Exams Assist, the EO’s will be 
able to view the Access Arrangements required per exam (Component).  The candidates arrangements are 
also displayed graphically using icons which makes it easy to identify the candidates that require coloured 
papers for their exam. 

The Exams Officer is able to record any modified papers that has been ordered from the JCQ portal. This is a 
great way of ensuring that all required papers have been ordered. It's also possible to record the specific exam 
for which a candidate requires the use of a laptop, this information will be displayed in the seating plan, 
attendance register and on the candidate’s cards . 

 

Invigilators and Staffing 

As data is sync'd with SIMS.net, it is possible to allocate the invigilators and staff to the season and send out 
an electronic form asking for their availability for a single or multiple exam seasons and all setting can be copied 
from one open season to another. The responses received by these staff will be used to schedule them to a 
room for a specific exam.  To assist with scheduling it is possible to view the responses received from the 
invigilators/staff, this will help the centre to ensure there are enough staff per session. 

 

 

  



Scheduling 

This is where the exams officer would schedule invigilators/staff to a room. These schedules are then available 
to be view by the invigilators online on their schedule.  Staff are able to click on these room allocations to view 
the attendance register and seating plan for that room.  The Exams Officer is able to allocate a ‘Lead Invigilator’ 
to each room as well as allocating specific roles to members of staff within a room i.e. if a staff member is to 
act as a reader in a room (the invigilators will be able to view this information in their schedules). 

 

Seating Plans, Registers and Candidate Cards 

The ability for the exam officer to print off a variety of reports, there are 2 different types of cards available; 
Candidate Card or Component Card. It’s possible to print out a copy of the seating plan and attendance register 
for a room.  The component Cards, Attendance Registers and Seating Plans displays any Access Arrangements 
applicable to that candidate.  The Seating plan also includes different colours for each component if there are 
multiple exams within a room. 

 

Electronic Attendance Registers 

The ability for the staff or invigilators in the room to be able to complete the registers electronically. There are 
three ways for the invigilators to complete the register, either from the Attendance Register, Seating Plan or by 
using the QR Code on the candidate card. There are other functionalities available; the recording of SRB, Toilet 
Breaks and being able to add any incidents that have occurred in the room. 

 



 

The ‘Daily Exam Planner’ (For Date Tab) 

The Daily Exam Planner tab is an essential tool for any EO on a day of an exam.  All information that an EO or 
SLT would require is available in this section from the list of the examinations running that day to writing the 
examination attendance back into SIMS.net (This tab does display exams information for any season).  This 

section is further broken into sub-tabs: 

Exams and the Daily Noticeboard Printout  

This gives a list of the examinations that take place on that specific date.  Once the attendance has been taken 
for that exam this can be viewed by selecting the component code within this tab.  If there are any candidates 

that have a ‘Clash’ on this date this would be identified by a ‘Red Flag’ next to the component name.   

 

 

Start and Absences 

This tab contains the breakdown of the rooms that are being used on a specific day, it also gives a breakdown 
of the attendance information of each room.  It also displays the names of candidates that have been marked 
absent by the invigilators (this is auto-refreshed), it’s possible to select the name of the Candidate to view their 
details so that Parent/Carers can be contacted to make them aware of the absence. 

This tab also displays any requests for assistance from the invigilators/staff, once these have been dealt with 
it’s possible to write a note against the assistance required.    

 



  



Access Arrangement Requirements 

This displays all the access arrangements information for a specific day.  It’s a great view to check who 
requires a modified paper for an exam or requires a coloured paper. 

Exam Room Details 

This provides the details of the rooms that an invigilators/staff has been scheduled in.  It is also possible to 
edit the allocated invigilators. 

Notes 

This displays any notes that has been written against either a candidate or room. It will also display any notes 
stored in the Access Arrangements section in Sims Exams. 

Attendance Write back 

Once the attendance has been taken in an exam room, it's possible for the Attendance Officer to write this data 
back into SIMS.net. In a single click it is possible to mark all candidates present in an exam to be present in 
SIMS; a great tool for all attendance officers in schools and colleges. 

 

 

Testimonials 

Tracey Morgan – Suffolk One  

Manager of Examinations and Management Information Services (MIS) 

We are a large P16 ‘Outstanding’ college with over 2000 students studying A Level/L3 and L2 vocational 

and a few GCSE and Functional Skills.  The initial attraction to Exams Assist was to schedule our invigilators 

which was always a mammoth task for which we had tried various methods over the years, but still 

extremely time consuming – using Exams Assist made this process so streamline and efficient.   

Then we started seeing all the other uses of the system during our exam season and trialled what we 

could, often asking for more and the developers giving it to us – for example we are a centre that uses 

domestic seasons alongside our main summer season for some of our vocational exams which are ad-hoc, 

so we asked and we got the availability to have (we had 5 at one stage) multiple exam seasons operating 

at once, giving us the same function for all.   

Our main administrator for supporting students with readers or scribes used it to schedule his support 

staff when exams were taking place, again a task that previously was very manual and time consuming.   

The ability to save paper and not print registers for all our many rooms is great for the planet; to be able 

to sit at my desk and see absent students and when exams have started and finished is also a huge 

positive in my mind.  My two administrators used and loved it and we are still learning about many of its 

other functions.  Basically, we could not live without it now.  Thank you. 

Kelly Yamaski – Queen Elizabeth High School 

Attendance Officer 

 
 



 
 
Maureen Davies – Queen Elizabeth High School 

Lead Invigilator 
 
I have been an invigilator at QEHS for few years.  This year the Exams Manger introduced ‘Exams Assist’  

to me early on in the run up to the Summer Exams Season and explained the background of why and 
when this system would be used and exactly how the system worked from an invigilators viewpoint.  

Invigilators were able to provide their availability via the system, once allocated we were given advanced 
knowledge of our schedule, so everyone knew where they were and that was appreciated by us all in the 
invigilator team. What was most helpful was the ability to use real time seating plans on our smart phones 

which helped with the laying up the exam rooms as it was easy and clear to read. 

The attendance registers that were developed during the exam season were fit for purpose and invigilators 

with little or no experience of smart phones quickly mastered the system, and everyone made sure that 

the system was used to: 

1. Record those who were in attendance, absent or late. The absentees could be quickly contacted 
by admin staff and the responses were visible to us on our device.  There were a variety of ways 
for the invigilators to complete the registers electronically either via the attendance register, 

seating plan or even the QR code printed on each candidate card. 
2. The ability to Start and End the exam on the smart device was a brilliant addition as it took away 

the possibility of “human error” while calculating the end times to be written on the Whiteboard.  

There was no more need to calculate times for the extra time candidates as this system would 
work it all out based on the start time. 

3. The ability to Record SRB’s and Toilet breaks.  It was interesting to see a pattern of behaviour and 
as I was in the same hall the whole of the exam season there was a “select” number of students 

that needed toilet breaks more than others. 
4. The “search” button proved very useful in tracking down where a candidate should be if they 

turned up in the “wrong” exam room. 

What was great was the ability to provide feedback to the Exams Manager, this was feedback to the 
company and these would be actioned within a few days - such as putting icons on the component cards 

and the seating plans to ensure that all candidates requirements were easily identifiable to all 
invigilators/staff. 

All in all I think the Exams Assist Software is an excellent management tool as it provides valuable 
information to a variety of staff members within the school - I think this module will be a great asset to 
any school to assist staff to have a system that integrates existing systems and helps everyone to work 

smarter. 

 

 


