
 

 

 

 

 

Please note that if you click on a hyperlink in this guide, you will be taken to a specific page of The Exams Office public 
website – to return to this guide, click on the back arrow (<) at the top left of your browser 

WHAT ARE KEY DOCUMENTS? 

These are resources designed to support exams officers in managing and administering the examination 
process, to promote good practice and to save them time in their centre. 

They are intended to support the identification and completion of key tasks through the exam cycle 
and are categorised by the stages of the cycle, to support exams officers in understanding when these 
could be useful during the exams management and administration process. 

Guides and checklists provide overviews of processes and regulations, highlight key tasks, and promote 
good practice. 

Templates provide a starting point for undertaking/completing a key task or process and may be 
customised for use or the content used to inform an electronic process in a centre. 

These resources are reviewed and updated each academic year 

___________________________________________________________________________________ 

HOW TO NAVIGATE THE KEY DOCUMENTS AREA 

On entering this area of The Exams Office Hub all the documents/resources available are presented as 
a scroll through list.  

 
 
To access a particular document/documents, refer to the Accessing Documents section below. 
 
Search 

Use this functionality if you wish to search for a specific document/resource:  

• using a keyword 

(as example)  

KEY DOCUMENTS 
USER GUIDE 

https://www.theexamsoffice.org/key-documents/


 

• by name 

(as example)  

 

 

(Always remember to click the Clear Filters & Search button before a search to ensure any previous filter 
or search is cleared) 

____________________________________________________________________________ 

CATEGORIES 

Each document/resource within the Key Documents area has been assigned a category, and where 
relevant, several categories.  

Categories are used to identify the stage of the exam cycle the document or resource is intended to 
support or to group documents together (such as exam policy templates, those intended to support an 
exams review, termly checklists, those intended to particularly support new exams officers and senior 
leaders/line managers (in supporting their exams officer) and those intended to support invigilation 
activity, etc). 

As an as example: the Invigilator Announcement (MP3 format) has been assigned three categories (Exam 
Time, Invigilation Support, Audio), so a filter on any of these categories will include the announcement in 
the filter results. 

Selecting the category Exams Manual, filters guides, etc. that centres may want include in their manual 
(these are suggestions only) to support contingency and succession planning. 

Filter by category 

To use this functionality, click on the down arrow to expand. 

https://www.theexamsoffice.org/key-documents/
https://www.theexamsoffice.org/key-documents/exams-review/
https://www.theexamsoffice.org/new-exams-officers/support-resources/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/


 

 
Select the category or categories you require – as soon as a category is ticked, the filter results are 
immediately listed. 

(as example) 

 

(Always remember to click the Clear Filters & Search button before a search to ensure any previous filter 
or search is cleared) 

____________________________________________________________________________ 

ACCESSING DOCUMENTS 

If you wish to access a particular document/document either when scrolling though the whole list or to 
access some of the results found in your search/filter, tick the Select box against the relevant 
document/documents. 
 

 
 
If you wish to select all the results found in your search/filter, tick the Select all box at the top of the list. 



 
 

If you wish to download your selections, click the button.  

 

Alternatively, if you wish to download a document individually or view a document, you can do so by 
selecting the Download or View icon in the Action column. (Note that the view option is only available 
for PDF documents) 

 

 


