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[bookmark: _Toc237376826][bookmark: _Toc1102640245][bookmark: _Toc242267709]Introduction
This guide explains what you need to do before, during and after your remotely invigilated assessment on the Saras platform. Following the guidance will help ensure your assessment runs smoothly and your result can be released without delay.

[bookmark: _Toc237376827][bookmark: _Toc1336403129][bookmark: _Toc242267710]What is Record and Review Remote invigilation? 
[bookmark: _Toc1154793849]Record and Review (R&R) Remote Invigilation allows you to complete your assessment remotely while your webcam, microphone and screen activity are recorded. The recordings are reviewed after the assessment to confirm that examination conditions were maintained throughout

[bookmark: _Toc242266876][bookmark: _Toc242267711][bookmark: _Toc242266877][bookmark: _Toc242267712][bookmark: _Toc242266878][bookmark: _Toc242267713][bookmark: _Toc242266879][bookmark: _Toc242267714][bookmark: _Toc242266880][bookmark: _Toc242267715][bookmark: _Toc242266881][bookmark: _Toc242267716][bookmark: _Toc242266882][bookmark: _Toc242267717][bookmark: _Toc242266883][bookmark: _Toc242267718][bookmark: _Toc242266884][bookmark: _Toc242267719][bookmark: _Toc242267720]How to successfully complete your Record and Review Remote invigilation Assessment
[bookmark: _Toc453751155][bookmark: _Toc242267721]System requirements
[bookmark: _Toc547099719][bookmark: _Toc242267722]Check your equipment 
You will need:
· A Windows 10+ or MacOS device
· A working webcam
· An integrated microphone
· A stable internet connection
· The Respondus LockDown Browser installed
· At least 8GB RAM and 5GB available storage space

Saras has been designed to operate within modern, secure and supported technical environments. Meeting the minimum requirements will help ensure optimal performance, security and reliability. 
Learners must review the information below carefully and ensure your device is suitable to sit a R&R remotely invigilated assessment. If You’s device does not meet the minimum and supporting specifications, they will be unable to sit the assessment on the device. Centres are responsible for ensuring learners have the required equipment to sit a R&R remotely invigilated assessment; therefore, learners should liaise with your centre if your device does not meet the requirements.


	Technology
	Minimum and supporting specifications

	Operating System
	Windows 10 and above / MacOS 15.6.1 and above

	Camera
	Minimum of 2 mega pixels

	Microphone
	Integrated only

	Screen Resolution
	1368 x 769 or higher

	Memory
	Minimum: 8GB RAM

	Free Hard Disk Space
	Minimum of 5GB of available hard disk space throughout the duration of the assessment

	Bandwidth*
	5 mbps 

	Browsers**
	Latest versions of Chrome and Edge
Respondus LockDown Browser version Lab OEM-2.11.005



* VTCT Skills would strongly recommend the use of a wired/stable internet connection for R&R remotely invigilated assessments to provide increased reliability. 

** Learners are required to download and install the Respondus LockDown Browser to take an exam. Learners will log in to the exam platform via Chrome or Edge and upon starting the exam, the Respondus LockDown Browser will launch. 

The Respondus LockDown Browser can be downloaded and installed via the links below.

	LockDown Browser for Windows
	LockDown Browser for MacOS



Once the LockDown Browser is installed, learners can log in to Saras via the link below.

https://assessments.vtctskills.org.uk/TNA/testplayer 

[bookmark: _Toc242267723] Complete the Mock Exam
Once your assessment has been scheduled, you will have access to a mock exam in Saras. The mock exam allows you to:
· Familiarise yourself with the assessment process
· Test your equipment and internet connection
· Practise the identity verification process
· Experience using the LockDown Browser
Completing the mock exam is strongly recommended before your live assessment. You should complete the mock assessment using the same device and internet connection that you intend to use for the live assessment. 
[bookmark: _Toc237376833][bookmark: _Toc765709920]If the LockDown Browser cannot be installed or the system check cannot be completed successfully, the issue must be resolved before the assessment is started. 
[bookmark: _Toc242267724][bookmark: _Toc242267725]Preparing the assessment room
[bookmark: _Toc242267726] You must be alone
You must complete the assessment:
· In a private room
· Without interruptions
· Without assistance from anyone else
No other person is permitted to enter the room while the assessment is taking place. Inform others in the building that you are sitting an exam and should not be disturbed. 

[bookmark: _Toc242266891][bookmark: _Toc242267727][bookmark: _Toc242267728] Your desk must be clear
The only items allowed on your desk are:
· Your computer or laptop
· Keyboard and mouse
· Your photographic ID
· A clear glass or transparent bottle of water with no label
Your workspace must be free from notes, papers and any other unauthorised materials. 
Your camera must be in a front-facing position for the duration of the exam. A front-facing camera position enables VTCT Skills to ensure you are only looking at your exam screen. Setting up the camera in any other position than front-facing is not permitted. 
As you must remain within the view of the camera for the duration of the assessment, it is important you ensure your workstation is comfortable before the exam begins. This includes taking any comfort breaks beforehand and adjusting your seating position to maintain comfort throughout the assessment. 
There should be sufficient lighting in the room to ensure you are always visible to the camera. Similarly, you should sit in a location where they are free from glare to avoid any issues with seeing the content on screen.
If you are sitting the assessment on a laptop, any external monitors must be disconnected prior to the exam. We would strongly recommend connecting to a power source to ensure the laptop does not run out of battery during the assessment. 
[bookmark: _Toc242266893]



[bookmark: _Toc237376836][bookmark: _Toc2016529327][bookmark: _Toc242267729] Prohibited items
Remove the following from your room before starting:
· Mobile phones
· Tablets and iPads
· Smart watches
· Smart glasses
· Earphones or headphones
· Books and revision materials
· Notes, paper and pens
· Additional computers or monitors
· Cameras
· USB devices
· Calculators
· Any device that can connect to the internet or record information

Please note, possessing or using prohibited items may result in your assessment being voided or a delay in the assessment outcome being released.

VTCT Skills respects the religious and cultural requirements of all learners. Religious headwear may be worn throughout the assessment; however, it must not contain, cover, or conceal any electronic devices or materials that could be used to gain an unfair advantage. As part of the assessment security checks, learners may be asked to confirm that your headwear is free from unauthorised items while ensuring that your dignity and religious observance are respected.

[bookmark: _Toc242267730]Starting your assessment
Before you can begin the assessment, you must complete four setup steps.
[bookmark: _Toc242266896][bookmark: _Toc242267731]Step 1 – User Agreement
Read and accept the assessment conditions. This confirms that you understand:
· You must remain alone in the room
· You must not access notes or other devices
· You must maintain exam conditions throughout

[bookmark: _Toc237376839][bookmark: _Toc807408497][bookmark: _Toc242267732] Step 2 - System check
The system will automatically check your:
· Camera
· Microphone
· Internet connection
· Browser compatibility
· LockDown Browser installation
You must pass these checks before continuing. 
Step three – Photo ID and selfie
On screen you will be asked to:
1. Take a photograph of your photographic ID.
2. Take a photograph of yourself.
Accepted identification includes:
· Valid passport
· UK biometric residence permit
· UK, Isle of Man or Channel Islands photo driving licence
Step four – Room Scan
You must complete a room sweep using your camera.
During the room scan, you will be asked to:
· Show the entire room
· Show the ceiling
· Show the floor and area beneath the desk
· Show your desk is clear
· Show both wrists to confirm no smart watch is being worn
· Show both ears to confirm no earphones are being used
· Show glasses close to the camera if you wear them
· Return the camera to a stable position
The room scan is an important security check and must be completed carefully


[bookmark: _Toc242266899][bookmark: _Toc242267733][bookmark: _Toc242266900][bookmark: _Toc242267734][bookmark: _Toc242266901][bookmark: _Toc242267735][bookmark: _Toc242266902][bookmark: _Toc242267736][bookmark: _Toc242266903][bookmark: _Toc242267737][bookmark: _Toc242266904][bookmark: _Toc242267738][bookmark: _Toc242266905][bookmark: _Toc242267739][bookmark: _Toc242266906][bookmark: _Toc242267740][bookmark: _Toc242266907][bookmark: _Toc242267741][bookmark: _Toc242266908][bookmark: _Toc242267742][bookmark: _Toc242266909][bookmark: _Toc242267743][bookmark: _Toc242266910][bookmark: _Toc242267744][bookmark: _Toc242266911][bookmark: _Toc242267745][bookmark: _Toc242266912][bookmark: _Toc242267746][bookmark: _Toc237376844][bookmark: _Toc692272037][bookmark: _Toc242267747] During the assessment
Follow Exam Conditions
Once you click Start, examination conditions apply.
You must:
· Remain visible on camera at all times
· Face the screen
· Stay in the room for the entire assessment
· Work independently
· Follow all assessment instructions
[bookmark: _Toc242267748][bookmark: _Toc242266915][bookmark: _Toc242266916][bookmark: _Toc242266917][bookmark: _Toc242266918][bookmark: _Toc242266919][bookmark: _Toc242266920][bookmark: _Toc237376846][bookmark: _Toc1990871696][bookmark: _Toc242267749]The rules and flagged behaviours 
[bookmark: _Toc242267750]You must not:
· Use another device
· Access notes or study materials
· Cover the camera or microphone
· Speak aloud unnecessarily
· Leave the room
· Close the LockDown Browser
· Seek help from another person

Behaviours That May Be Investigated
The following may be flagged for review:
· Another person entering the room
· Leaving camera view
· Leaving the room
· Insufficient room scan evidence
· Poor-quality ID or photograph
· Using prohibited items
· Looking away from the screen repeatedly
· Covering the camera or microphone
· Repeated connection losses
· Attempting to cheat
This list is not exhaustive. Any of these actions may trigger an investigation and could result in your assessment being voided or a delay in the results being released whilst the behaviours are investigated
[bookmark: _Toc242267751][bookmark: _Toc242267752]After Your Assessment
Your webcam footage, screen recording, ID verification images and room scan will be reviewed by trained reviewers. Results for automatically marked assessments are normally released within five working days, although this may take longer if further investigation is required. Results are issued to your centre through the Saras platform.

Top Tips for Success
✅ Complete the mock exam before your assessment
✅ Test your equipment in advance
✅ Use the same device and internet connection for the mock and live assessment
✅ Remove all prohibited items from the room
✅ Ensure good lighting and a stable camera position
✅ Have your photo ID ready before starting
✅ Tell others not to disturb you during the assessment
✅ Stay visible and focused on the assessment screen throughout
Good preparation will help ensure your assessment runs smoothly and your result can be processed without delay.

[bookmark: _Toc242266924][bookmark: _Toc242267753][bookmark: _Toc242266925][bookmark: _Toc242267754][bookmark: _Toc242266926][bookmark: _Toc242267755][bookmark: _Toc237376851][bookmark: _Toc1325637264][bookmark: _Toc242267756]Contact us
If You Experience Technical Issues
If your internet connection drops:
1. Attempt to reconnect.
2. Resume the assessment if possible.
3. Contact your centre if you cannot continue.
Technical interruptions are reviewed on a case-by-case basis and do not automatically result in an invalid assessment. 
If you have any further queries regarding R&R Remote Invigilation or require support, please contact VTCT Skills on:
Telephone: +44 (0) 23 8068 4500
Email: customersupport@vtctskills.org.uk or exams@vtctskills.org.uk
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