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Summary of main conclusions

1. & 2. The survey of examination office staff received a response level of 579 people out of 2200 EOA membership, a response rate of 26%. The centres that responded were predominantly State Secondary Schools (46.1%) but 10.7% were from Independent secondary schools and 19.7% Secondary Schools for 11-16 year olds. Other respondents were from Academies, Sixth Form Colleges and Further Education Colleges, Pupil Referral Units and Special Schools. The majority of centres had 1000 to 1999 pupils (45.6%) but very small schools and very large colleges were also represented.

3.1 92.8% of respondents were Non-Teaching Examination Officers (NTEOS). 

3.2 The majority of respondents had job titles of Examinations or Exams Officer (60.1%). 12.1% were Examinations or Exam Managers with a further 5.6% called Exam & Data Manager.

4. Questions specifically for Teaching Examination Officers (42 respondents) showed that 15 spent 1-2 hours a week for carrying out their exam office roles and 15 spent 3-5 hours a week. 6 spent more than 10 hours a week in this role. 24 found that their exam office responsibilities had little impact on their classroom teaching.
5. The largest group of respondents (38.3%) had been in post for 3-5 years with 6.5% having been in post for less than a year and 9.5% having been carrying out the role for more than 12 years.

6. 68.7% of respondents had a recent job description. Many of those who didn’t have a recent job description commented that they didn’t have a description at all and had been trying to establish one without success.

7. 42.5% of respondents work full time, although a further 42.4% work full time but only during term time. This gives a total of 85.2% who are working in the exams office role as their full time job. The majority of respondents (65.3%) have an agreed working week of 31-40 hours although 34% work more than 40 hours each week.

8. The survey showed that 49.6% of respondents were paid between £9 and £12.99 per hour for their work. 1.6% were paid as low as £5-6.99 an hour with 6.3% above £17 an hour. Some, in particular Teachers were paid an annual salary and were unable to calculate the hourly rate. Some of these people received nothing extra for carrying out an exam office role in addition to teaching.

9. 51.4% of respondents were not a member of a Union. Of the remainder, 48.1% were members of Unison, 25.8% members of ATL and 12.1% members of GMB.

10.1 The respondents were asked to whom they reported. 31.9% reported to the Deputy Head or Vice Principal, 15.5% to an Assistant Head and 14.6% directly to the Head or Principal. 10.7% reported to the Bursar or Business Manager.

10.2 & 10.3 The majority of respondents, 77.8% felt that they were supported by their line manager. The comments demonstrated that the levels of understanding of the role of the exam office varied considerably and that the awareness generally was poor. The Head or Principal, Deputy and Assistant Heads all appear top have been generally supportive. However those reporting to Business managers, Bursars, Admin or HR Managers received less support.

10.4 64.7% of respondents felt supported by the Senior Leadership Team. Those that didn’t feel supported said that a lack of understanding of the role and it’s complexity was a key issue to gaining further support.

10.5 88.5% of respondents are responsible for an invigilation team. 40.8% had a team of 10-19 invigilators. 9.6% were responsible for more than 29 invigilators. Rates of pay ranged from £6 to £11 per hour with 31.2% falling between £7 and £7.99. Some respondents commented that invigilators got paid more than they did!

10.6 The responsibilities of examination officers extend beyond the exam office for many respondents with 20.8% doing general admin, 17.5% being responsible for reports, 17.1% also being the Data Manager and 10% the Cover Manager.

11. 52.8% of exam offices are staffed by only one person with a further 31% by two people. 53.2% of respondents received no additional administrative support. Those that did receive support mainly got this on an ‘as and when needed’ basis (47.8%) 16.2% received this for regularly 1-10 hours per week.

12. 66.8% of respondents are also responsible for internal mock exams.

13. 80.5% of respondents had received training in the last two years specifically to carry out their exam office role. 328 people had attended Awarding Body events, 256 QCDA Diploma Consortia events and 169 attended QCDA Induction events. 10.8% had completed EOA BTEC Level 4 courses. The comments highlighted the need for more courses targeted at experienced exam office staff.

14. 33.5% of respondents said that their exam fees budget had risen slightly last year and 21.5% they rose a lot. The main reason for that was cited the introduction of the Diploma.

15. Overall most respondents said that they used the EOA facilities – website, representation, conferences, CPD etc – a little, with the newsletter and website information receiving the most responses to ‘a lot’.

16. Most respondents used the QCDA facilities a little, but the website was used a lot. Only the helpdesk showed a high number of people had never used it.

17 & 18. Overall 80.2% of respondents used the Awarding Bodies facilities a lot. Comments included that respondents wouldn’t be able to carry out their jobs without the Awarding Bodies websites, even if some of the information was confusing and not always easy to find.

19.1 The majority of respondents, 59.7% felt that their working conditions had stayed the same as last year. This wasn’t always good news as some stated that the conditions were poor to start with! For 24.3% of respondents conditions had worsened. The reasons for this included lack of support, poor physical conditions, a more onerous burden with the introduction of the Diploma and worsening student behaviour.

19.2 43.8% of respondents highlighted the lack of exam rooms as a key factor in them being unable to carry out their jobs properly. 37.6% said a lack of time was crucial and 29.5% said communications with staff was the main reason. This contrasts with the 2008 survey where lack of support from staff was the overwhelmingly top response.

20.1 The survey asked whether respondents would be running the Diploma next year and if so, what level of take up they thought there would be by students. The vast majority, 71.6% thought there would be little take up with 23% saying there would be no take up at all. The reasons given were it’s lack of popularity by current students, too far to travel in a rural consortium and objections by some Heads of centres.

20.2 For those who had run the Diploma this year, 27.7% said it had had a little impact on their workload and 21.2% said it had a lot. Comments highlighted the complex administration system and the endless meetings that had had the biggest impact.

21. 269 people said that the EOA should be organising more local events and meetings. 261 wanted some training for more experience staff. 161 wanted the EOA to provide more information on job development and 150 wanted the EOA to engage more with the Awarding Bodies.

22. The survey asked whether the exams office should be part of the Ofsted inspection process to raise the profile of the exams office and its personnel. 52.3% thought that it should be, but the others was split between no and not sure. Many comments said that the JCQ inspection (which only focuses on the operational side of exams delivery) was enough for them to deal with.

23 – 25. A detailed analysis of the service provided by the Awarding Bodies showed that respondents believed that AQA and Edexcel had improved their service levels the most in the previous year. With the exception of City & Guilds, most Awarding Bodies showed an overall improvement on past years. Comments included stating that the job would be so much easier if all exam bodies had the same procedures; that the helpdesks or switchboards needed further development to support an already over stressed exams office workforce in centres and that the Awarding Bodies were increasingly expecting exam office staff to go to their websites to find updates and changes rather than being sent the details in a hard copy format. 

