[image: image2.emf]


BTEC Self Evaluation Form

The EOA offers the following three levels of BTEC qualification:

Level 2:  BTEC Award Introduction to Administering Examinations

Level 3:  BTEC Advanced Award in Administering Examinations 

Level 4:  BTEC Professional Certificate in Managing Examinations

This form is designed to help you check your competency in order to determine which is the correct BTEC Level for you, based on both your experience and your current role.  Once you have completed all sections you can grade yourself using the scoring table at the end of the form.  

You may also wish to contact the EOA office to discuss your score and decide what the best course is for you.  

If so, please either e-mail info@examofficers.org.uk or telephone 0118 975 8552.

The BTEC Application form is also attached at the end of this document, together with some introductory information.

SECTION ONE: PERSONAL DETAILS

	Your full name
	

	Full centre name
	
	County:

	Exam centre number 
	

	Age Group 
	<19   19-24   25-29   30-34   35-39   40-44   45-49   50-54   55+

	Years in exam office
	<1    1-2    3-5    6-8    9-11    12-14    15-17    18-20    21+

	Years of work experience
	<1    1-2    3-5    6-8    9-11    12-14    15-17    18-20    21+

	Your main job title
	(e.g. Examination Officer)

	Highest level of qualification
	(e.g. GCSEs etc) 


Go to the next page for section 2

SECTION TWO: TRAINING

Question 1:

Have you been on any exam office specific training courses in the last 3 years?

No

(0 marks)

Yes

(1 mark)

If yes, please list a maximum of 3 courses. Award yourself 1 mark per course. 

______________________________________________________________________________

______________________________________________________________________________

Question 2:

Have you been on any centre specific courses, related to your present role in the last 3 years?

No

(0 marks)

Yes

(1 mark)

If yes, please list a maximum of 3 courses. Award yourself 1 mark per course. 

______________________________________________________________________________

______________________________________________________________________________

Question 3:

Have you been on any other training courses that might be relevant to your present role in the last 5 years?

No

(0 marks)

Yes

(1 mark)

If yes, please list a maximum of 2 courses. Award yourself 1 mark per course. 

______________________________________________________________________________

______________________________________________________________________________

Question 4:

Have you have any other professional qualifications (e.g. ACCA for accountancy)?

No

(0 marks)

Yes

(1 mark)

If yes, please list a maximum of 2 courses. Award yourself 1 mark per course. 

______________________________________________________________________________

______________________________________________________________________________

Go to the next page for section 3

SECTION THREE: GENERAL OFFICE SKILLS AND DUTIES

The questions in this section refer to all types of work places, not just to your work in an exam office or educational environment.  Award yourself 1 mark for a yes answer only.

	5
	Have you dealt with outside customers from a range of sources on a regular basis?
	YES/NO

	6
	Have you managed staff dealing with customer service type enquiries on a regular basis?
	YES/NO

	7
	Have you used phones to communicate on customer service type enquiries on a regular basis?
	YES/NO

	8
	Have you used emails to communicate on customer service type enquiries on a regular basis?
	YES/NO

	9
	Have you used letters to communicate on customer service type enquiries on a regular basis?
	YES/NO

	10
	Have you worked with a range of office management systems regularly?
	YES/NO

	11
	Have you ever managed staff to set up any office management systems regularly?
	YES/NO

	12
	Have you had experience of dealing with a variety of financial areas (fees, budgets, expenditure)?
	YES/NO

	13
	Have you managed a variety of financial areas (fees, budgets, expenditure)?
	YES/NO

	14
	Have you managed the development of IT systems in an office environment regularly?
	YES/NO

	15
	Have you input data into a variety of databases to produce reports regularly?
	YES/NO

	16
	Have you managed the development of any data base systems?
	YES/NO

	17
	Have you managed staff in the use of any of databases?
	YES/NO

	18
	Have you used any website sources to access information regularly?
	YES/NO

	19
	Have you used any online training systems?
	YES/NO

	20
	Have you managed any online systems?
	YES/NO

	21
	Have you worked in an educational environment before your current centre?
	YES/NO

	22
	Have you ever managed in an educational environment before?
	YES/NO


SECTION FOUR: EXAM OFFICE SKILLS AND DUTIES
	23
	Have you created your centre’s exam timetable?
	YES/NO

	24
	Have you managed your centre’s exam clashes?
	YES/NO

	25
	Have you made entries for a range of general qualifications to awarding bodies?
	YES/NO

	26
	Have you made entries for a range of vocational qualifications to awarding bodies?
	YES/NO

	27
	Have you made entries for a range of other qualifications (e.g. Key Skills) to awarding bodies?
	YES/NO

	28
	Have you dealt with results for a range of general qualifications from awarding bodies?
	YES/NO

	29
	Have you dealt with results for a range of vocational qualifications from awarding bodies?
	YES/NO

	30
	Have you dealt with results for a range of other qualifications (e.g. Key Skills) from awarding bodies?
	YES/NO

	31
	On the last 5 years have you always used computer based systems to input and process exam data?
	YES/NO

	32
	In the last 5 years have you always used computer based systems to help manage your exam office?
	YES/NO

	33
	Have you dealt with a variety of exam fees in your centre?
	YES/NO

	34
	Have you dealt with your centre’s access arrangements?
	YES/NO

	35
	Have you dealt with your centre’s special considerations?
	YES/NO

	36
	Have you managed staff dealing with issues related to access arrangements and special considerations?
	YES/NO

	37
	Have you dealt with students on a regular basis over exam issues?
	YES/NO

	38
	Have you dealt with teaching staff on a regular basis over exam issues?
	YES/NO

	39
	Have you dealt with other staff (including heads of centre) on a regular basis over exam issues?
	YES/NO

	40
	Have you dealt with parents on a regular basis over exam issues?
	YES/NO

	41
	Have you managed staff dealing with students and parents on a regular basis?
	YES/NO

	42
	Have you dealt with a variety of issues related to awarding bodies for general qualifications (more than 3)?
	YES/NO

	43
	Have you dealt with a variety of issues related to awarding bodies for general qualifications (more than 5)?
	YES/NO

	44
	Have you dealt with a variety of issues related to awarding bodies for vocational qualifications (more than 3)?
	YES/NO

	45
	Have you dealt with a variety of issues related to awarding bodies (more than 5)?
	YES/NO


SECTION FIVE: EXAM ROOM ACTIVITIES AND DUTIES

	46
	Have you supported the activities in an exam room(s) during a live exam period?
	YES/NO

	47
	Have you managed an exam room(s) during a live exam period?
	YES/NO

	48
	Have you supported activities practices and procedures related to exam paper issue?
	YES/NO

	49
	Have you managed activities practices and procedures related to exam paper issue?
	YES/NO

	50
	Have you supported activities practices and procedures related to exam paper collection and dispatch?
	YES/NO

	51
	Have you managed activities practices and procedures related to exam paper collection and dispatch?
	YES/NO

	52
	Have you supported an invigilation team during a live exam period?
	YES/NO

	53
	Have you managed an invigilation team during a live exam period?
	YES/NO

	54
	Have you recruited an invigilation team for a live exam period?
	YES/NO

	55
	Have you trained an invigilation team for a live exam period?
	YES/NO


Put your marks in the table below:

	Section 2: Training
	
	(max 14)

	Section 3: General Office Skills and Duties
	
	(max 18)

	Section 4: Exam Office Skills and Duties
	
	(max 23)

	Section 5: Exam Room Activities and Duties
	
	(max 10)

	Total
	
	(max 65)



Scores:

	0-12
	Level 2:  BTEC Award Introduction to Administering Examinations



	13-20
	Either the Level 2:  BTEC Award Introduction to Administering Examinations or

Level 3:  BTEC Advanced Award in Administering Examinations 



	21-33
	Level 3:  BTEC Advanced Award in Administering Examinations



	34-42
	Either the Level 3:   BTEC Advanced Award in Administering Examinations or 

Level 4:  BTEC Professional Certificate in Managing Examinations



	43+
	Level 4:  BTEC Professional Certificate in Managing Examinations
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 BTEC Courses – Introductory Information.

Once you, or your centre, have paid for the BTEC course you will be given:

· Information on how to access your ONLINE course 

· Access to Edexcel’s specification for the appropriate level

· Access to the EOA’s BTEC Networking list

· The name of your personal tutor 

You should be able to get started on your course straightway using the online tool. There is an Advice and Guidance unit attached to the beginning of each course.

The units for all the Levels cover the exam season/academic year – but you do not have to complete them in this order if it is more convenient for you to start elsewhere.

As you progress through the course you can submit work to your tutor, who will be able to give guidance on content and presentation.  Your completed portfolio will consist of your workbook and evidence, that you have collected, to back up your work.   When your portfolio is completed it will be sent to your tutor for assessment.

The course may be done at your pace and the periods listed below are for guidance: 

Level 2
(2 units) Covers at least 1 exam season about 6 months. (30 guided hours per unit) 

Level 3
(3 units) Covers at least 1 exam season about 6 to 9 months. 

Level 4
(4 units) Covers an academic year about 12 to 15 months. 

There are 3 main times in the year when you can submit your completed portfolio for assessment - April, September and December.  We will ask you for an estimated completion date, but  we can be flexible depending on your needs and circumstances. The course must be competed within a reasonable period otherwise the final Hard Copy Manual you end up with, for your exams office will be out of date.

Once your portfolio is submitted, it is assessed by your tutor and your work then becomes part of the BTEC internal and external verification process. Our experience is that this can take up to 2 to 3 months from the date of submission.

From time to time the EOA run BTEC workshops in different part of the country.  These give members the opportunity to collect ideas at the beginning of the course, or later to get advice on completing their portfolio.  

We realise that not everybody will either want, or be able, to attend one of these workshops.  Please be assured that it is NOT necessary to attend a workshop before starting your course as the ONLINE tool should guide you through the courses with a series of activities and tasks.

If you have any further queries please contact the EOA office on 0118 975 8552
or e-mail info@examofficers.org.uk
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APPLICATION FORM FOR BTEC COURSE


Office use only:


		Received Form

		

		BTEC Level

		

		Tutor

		



		Received Fees

		

		Start date

		

		Award  date

		



		EOA centre. No.

		51779

		Invoice No.

		

		Edexcel reg. No.

		





As well as being allocated your own personal tutor, we encourage students to contact each other to share good practice, or just network with other people in their locality also taking the same qualification.

Please sign below to give your consent for your details to be added to our Networking list. The list is only available to other BTEC students and simply gives your name, centre, BTEC Level and e-mail address.

Action: I give my consent for my details to my added to the BTEC Networking List _______________

		Full Name

		First:

		Surname:



		Centre details


(please print)

		Centre Name: 

		No.



		

		Street/Rd:



		

		Region/Town/City



		

		Post Code:



		Date of birth

		

		Contact Tel. Number

		



		Gender (please circle)

		Male/ Female

		EOA  Membership No.

		



		Centre e-mail address to contact you:





		



		The prices stated below include a £60 discount to fully paid members of the EOA.


Please tick the course you wish to apply for below:



		· Level 2 BTEC Award Introduction to Administering Examinations:  £500


· Level 3 BTEC Advanced Award in Administering Examinations:     £600


· Level 4 BTEC Professional Certificate in Managing Examinations: £700 




		 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 








Method of Payment:


 FORMCHECKBOX 
  Please invoice my centre for £_______         

 FORMCHECKBOX 
  I agree to the Terms and Conditions

 FORMCHECKBOX 
  I enclose a cheque made payable to The Examination Officers’ Association for £



Signed  ______________________ Print Full Name _____________________ Date



Once completed please either fax to 0118 975 8512 or post the form (& cheque if applicable) to:



EOA, London Road Campus (G3 – Building 19), University of Reading, Acacia Road, Reading. RG1 5AQ

If you are interested in a payment plan, please ring the EOA to discuss this before sending in the application form.

BTEC Courses – Introductory Information.


Once you, or your centre, have paid for the BTEC course you will be given:


· Information on how to access your ONLINE course 


· Access to Edexcel’s specification for the appropriate level


· Access to the EOA’s BTEC Networking list


· The name of your personal tutor 


You should be able to get started on your course straightway using the online tool. There is an Advice and Guidance unit attached to the beginning of each course.

The units for all the Levels cover the exam season/academic year – but you do not have to complete them in this order if it is more convenient for you to start elsewhere.


As you progress through the course you can submit work to your tutor, who will be able to give guidance on content and presentation.  Your completed portfolio will consist of your workbook and evidence, that you have collected, to back up your work.   When your portfolio is completed it will be sent to your tutor for assessment.


The course may be done at your pace and the periods listed below are for guidance: 


Level 2
(2 units) Covers at least 1 exam season about 6 months. (30 guided hours per unit) 

Level 3
(3 units) Covers at least 1 exam season about 6 to 9 months. 

Level 4
(4 units) Covers an academic year about 12 to 15 months. 

There are 3 main times in the year when you can submit your completed portfolio for assessment - April, September and December.  We will ask you for an estimated completion date, but  we can be flexible depending on your needs and circumstances. The course must be competed within a reasonable period otherwise the final Hard Copy Manual you end up with, for your exams office will be out of date.

Once your portfolio is submitted, it is assessed by your tutor and your work then becomes part of the BTEC internal and external verification process. Our experience is that this can take up to 2 to 3 months from the date of submission.


From time to time the EOA run BTEC workshops in different part of the country.  These give members the opportunity to collect ideas at the beginning of the course, or later to get advice on completing their portfolio.  


We realise that not everybody will either want, or be able, to attend one of these workshops.  Please be assured that it is NOT necessary to attend a workshop before starting your course as the ONLINE tool should guide you through the courses with a series of activities and tasks.


If you have any further queries please contact the EOA office on 0118 975 8552

or e-mail info@examofficers.org.uk
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