THIS IS ONLY A SUMMARY OF INSTRUCTIONS FOR SUPERVISOR.

REMEMBER YOU MUST READ YOUR ADMIN PACK

Step 1: Place the following into the plastic envelope for
IMPORTAN EXAMINATION DOCUMENTS (see image below):

M Written exam papers; used and not used (Exam papers
must be classified in the same order the candidates appear on
the ISE Reading and Writing Attendance Report)

M ISE Reading and Writing Attendance Report
M Supervisor’s report

M Seating plan

M (Purple) question paper envelope

M Written Exams RETURN FORM
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Step 2: Seal plastic envelope.

Step 4: Write your centre number on bar-coded label.

Escribe aqui tu numero de centro

<l >

By

12
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Step 5: Place this envelope in the addressed plastic envelope
(see image below).

Address which will appear
on this envelope

You will find samples of all documents and envelopes below.

ISE Reading and Writing Attendance Report

ml NI I | ISE Reading & Writing Attendance Report
COLLEGE LONDON : :

Centre:

Candidate no. |Canddate name Date of birth  |1D doc. type 1D doc. number | Nationality Candioate signature |Examaste | = absent. |Yi
50 Radl! Y 1SE1 oz
"_50 7] m 7 E ISE1 o2n
[+50 Toewi Jeve ISE N [
E T R i E ISEN o022
[v50 e Toere ISE N oz
"_50 T m ) E ISEm o2
[+s0 Traae Term ISE N o2/z/
[ras Tom Tere ISE 0 oz
+a5 BeLt 3oz ISEm ozrei
¥s0 %m 30/0 ISE 0 oarz
"_50 Laura 7 ﬁ IsEm o2n2)

_,_
]

e e [IMSE L MAME of invigilator], declare that | have checked each candigate’s ID document and, to the best of my knowledge and belief, the above

iNfOrmation is true and COMFBCE . wm cu s s [SIGRAtURE of invigilator]

Page1 Rurn date:Te34, 24 November 200




Supervisors report

TRINITY

COLLEGE LONDOM

@W’lsors R@

Flease report below any cond tiors or cincumstanoes that may hawe affected candidates” perfonmanoe todary,
e.g. any incdents af chesating, bresakimg the rules, disturbances outside the examination room, labe arrivals,
disgqualfications etc.

Flease be as specfic as possible. Please state if nothing to report.

Flease continue on an addmional sheet of paper f reguired.

HMust be completed for all Written Exasminations 0914




ISE Seating plan

TRINITY

COLLEGE LOMDOMN

Number of candidates in roomii ............
Name of supervisor: ...

Date of examination: ...

@ting plan

Centre name: .

Plzase read the guidelines for supervisors and invigilators carefully.

Mame of invigilator{s): ...

eeeeee. CEntre numiber:

e Mumiber of absentess:

Candidate numi-er Candidate numier Candidate numiber Candidate mumber Candidate numiber
Candidate name Candidabe name Candidate name Candidate name Candidate nanme
Candidate numieer Candidabe numieer Candidate number Candidate mumber Candidate numiber
Candidate name Candidabe name Candidate name Candidate name Candidate nanme
Candidalbe numier Candidabe numieer Candidate number Candidate mumber Candidate numiber
Candidate name Candidate name Candidate name Candidate name Candidate name
Candidate numi-er Candidate numier Candidate numiber Candidate mumber Candidate numiber
Candidate name Candidate name Candidate name Candidate name Candidate name
Candidate numier Candidate numiber Candidate number Candidate mumber Candidate numiber
Candidate name Candidabe name Candidate nams Candidate inams Candidate name

Front of examination room

Centres may submit their own seating plan, however all information as detailed above must
be included.




Written Exams Return Form

Envelope for Important Examination
Documents




(Purple) question paper envelope

Please return all pieces of the purple plastic bag.

| —

Return all pieces.

Addressed envelope

Spain ISE Departmer
Juan XXIIl 30 &
33401 Aviles (Asturias

Spain :

T - 00 34 608 44 85 81

(FOR RETURNING CW PAPERS)
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Step 6: Please read INSTRUCTIONS FOR EXPRESS
DELIVERY.

INSTRUCTIONS FOR
EXPRESS DELIVERY

1. ALL the DOCUMENTS listed below must be placed inside
the envelope for IMPORTANT EXAMINATION
DOCUMENTS:

All exam papers (including spare and spoilt)
Purple bags which contained the exams
Seating plan

Supervisor’s report

ISE Reading & Writing attendance report
Written Exam Return Form

O O O O O O

2. Envelope is sealed and signed across by the supervisor.
3. Place this envelope inside the addressed envelope.

4. Locate your nearest NACEX agent at www.nacex.es. On
the bottom left side of the website, please enter your
Postal Code to find your nearest NACEX agent in the
SEARCH BY POSTCODE tab or CALL FREE OF
CHARGE on 900 100 000 (Spain)/800 200 077
(Portugal).

5. Please arrange an express delivery within the next 24
hours with NACEX PLUS PACK delivery service. Please
note this dispatch is carriage paid using our client
number 3301/412, ISE DEPARTMENT AND ALSO
YOUR CENTRE NAME AND REGISTERED NUMBER

Please make sure you send the papers to the address on the FOR
RETURNING CW PAPERS white plastic envelope.


http://www.nacex.es/

