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Examination material checklist 
Exam Cycle:   May 2021
This checklist is a prompt for material needed for the examinations.  All this information can be found on CTSI website 

https://www.tradingstandards.uk/practitioners/training-development/qualifications-resources 
	Item
	Printed off website

	Venue Examinations Verification Sheet

	

	Examination question papers – to be emailed to you

	

	Examination answer booklet front page (print one)

	

	Examination answer booklet writing paper  (print 20)

	

	Attendance list for each exam  - to be emailed

	

	Invigilator exam incident forms (x1 for each exam needed) 


	

	Examination timetable    (see exam information on website)

	

	Permitted materials list   (see exam information on website)

	

	Conduct in an examination   (see exam information on website)

	

	Signs: 

          No mobile phone

          Examination in progress

          Items not allowed into examination

          Results notification


	

	 Invigilator duties (include senior)
    
	

	Guidelines to read out at start of exam

	

	Return address label for CTSI

	


At the end of the examination:
· Scan and Email all sheets to qualifications@tsi.org.uk only. 

· Wait for confirmation of delivery of scanned papers
· Staple together the exam front sheet with all the other written pages.

· Ensure invigilator has signed the front sheet to confirm all written work is present.

· Put candidates’ answer booklet; attendance sheet; Invigilator incident form and venue verification sheet into an envelope

· Return to CTSI by recorded delivery using the address label on the website only.

· Send the Education team the tracking number 

