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Changes to the secure download of live assessment materials
17 April 2012
Dear colleague,

We are writing to inform you of changes that will be effective from 7th May 2012, to the secure download of live assessment materials for the following qualifications:

· Entry Level Adult Literacy and Numeracy (ALAN)
· Entry Level Functional Skills (ELFS)
· English for Speakers of other Languages (ESOL) 
· ESOL for Work.
We have reviewed the security of all of our Skills for Life content available through www.edexcel.com and the way centres access it.  In light of our review, we will be changing your access arrangements. 

What is changing?
From the 7th May 2012, live assessment materials will only be available for download by staff within your centre that have the appropriate roles.  We are writing to you as you are designated on Edexcel Online as an Exams Manager/Officer/Assistant or Head of Centre; only staff with these job roles will be able to access the live assessment materials.  

                

If you have staff within your centre that are currently accessing these live test materials who do not have one of these designated roles, from the 7th May, they will need to direct such requests through you or a colleague who has access.
What process should be followed?

Please refer to the relevant ICE (Instruction for the Conduct of Examinations) document that can be found on www.edexcel.com/alan, www.edexcel.com/elfs and www.edexcel.com/quals/esol/esol-life/Pages/key-docs.aspx for instructions on conducting examinations and for information on secure storage requirements.
The Examinations Officer is the designated person within a centre who is responsible for the safe storage, access and delivery of secure assessments. The Examinations Officer should:

· download assessment materials
· keep them safe and secure prior to administration

· make them available to learners and assessors at the appropriate time

· manage the assessment, ensuring that learner identity is checked and verified, that learners receive no help during the assessment period and that assessments last for the designated time as stated on the paper
· manage the security and secure disposal of assessment papers following completion of the assessment
· route completed assessments securely and as appropriate following completion of the assessment.
It is important to note that live assessment materials are updated from time to time, therefore, assessments should be downloaded from the secure area each time learners attempt the assessment, which ensures that the most recent version is used. Your centre should print assessments only when required to ensure version control.
When will assessments be available?

· For Entry Level ALAN, assessments can be printed no sooner than 2 days before the live assessment is due to take place. 
· For Entry Level Functional Skills, assessments can be printed no sooner than 2 weeks before the live assessment is due to take place, this is to allow assessors time for contextualisation.
· For ESOL and ESOL for Work, secure materials should be provided to assessors four days before the assessments are due to take place and should be read by assessors at least two days before the assessment.
Further support and information

Please note that the link to the live assessment materials has not changed and live assessments can still be found at http://www.edexcel.com/quals/s4l-tests/Pages/default.aspx
Should your centre’s examinations office experience difficulties accessing any of the secure content, please contact our Edexcel Online Customer Support Team at www.edexcel.com/about.
Yours sincerely,
Geoffrey Harvey
Head of Vocational Assessment
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