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1.0

Purpose/ Background
An environment that promotes academic integrity and honourable student behaviour is created
through appropriate invigilation of assessments in order to support student academic success.

2.0

General Principles
Students, invigilators, and program areas share the responsibility of upholding NAIT’s
expectations regarding academic integrity. Familiarity with NAIT’s Academic Regulations and
Procedures as well as the following principles is required to clarify the responsibilities of all
stakeholders.
Concern for Welfare: Student and invigilator health and safety are a priority in all assessment
situations. A secure and safe environment with minimal distractions is required.
Integrity: NAIT academic regulations and procedures are to be followed for all NAIT
assessments. Non-NAIT students using NAIT invigilation services will follow NAIT’s policies and
procedures for assessments unless otherwise specified by the institution in which the student is
enrolled.
Fairness and Equity: Programs are responsible for ensuring that they provide reasonable
accommodations for students with disabilities during assessments so that the method of
assessment delivery does not have a discriminatory effect on the student because of the
student’s disability.

3.0

Definitions
Term

Accommodation

Definition

The process for ensuring all persons are treated equally is called
accommodation. Accommodation of students with disabilities
involves activities like making adjustments or alternative
arrangements in the educational environment to ensure it does
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Distance Assessments
External Assessments
Internal Assessments
Invigilation
Electronic Invigilation

4.0

not have a discriminatory effect on a student because of the
student’s disabilities.*
Assessment invigilation granted to a NAIT student who resides
outside of a 100 km radius of a NAIT campus or has extenuating
circumstances
Assessments that are invigilated at NAIT for non-NAIT students
Assessments of NAIT students completed on a NAIT campus and
invigilated by NAIT staff
Monitoring of students to ensure assessment integrity.
Assessments completed online using only technology for
invigilation.

Procedures
4.1

In-person Assessments
Invigilation of assessments that occur in a face-to-face environment.
Student Responsibility
The student will:
• arrive at the invigilation site before the scheduled start time (recommended 15
minutes prior) and only with the instructor/invigilator approved aides allowed for
the assessment (e.g., calculator, safety equipment).
• be cognizant of other students taking part in the assessment and behave in a
respectful manner.
• leave the assessment area upon completion of assessment or end of timeframe
(whichever the instructor/invigilator permits).
• contact the NAIT Services for Students with Disabilities office at least seven (7)
business days prior to the assessment should they require accommodations due to a
disability.
Invigilator Responsibility
The invigilator will:
• arrive at the invigilation site before the scheduled start time (recommended 30
minutes prior) to ensure the room is unlocked, the site is secure, and any equipment
is operational.
• familiarize themselves with the location of the assessment and exits should they
need to vacate the building.
• collect the assessment fee, if applicable.
• confirm each student’s identity by checking NAIT student ID or other government
photo identification.
• ensure assessment room and computers are accessible and that approved/specified
assessment accommodations for students with disabilities are provided.
• clearly outline expectations of the timeframe to perform the assessment such as
length of time, how to identify their work and hand it in, removing all unessential
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•
•

•
•
•
•

paraphernalia from desk, how to ask for washroom breaks, what to do in case of an
emergency, etc.
start the assessment on time.
answer questions specific to the assessment occurrence (e.g. how much time is
remaining) or that reinforces the instructions of the instructor (e.g. if the student is
allowed to use a particular model of electronic device). Questions requiring
interpretation or clarification of an assessment question (e.g. student not
understanding the question or there is an apparent error with the alternatives) must
be addressed by the instructor. If the instructor is not present then the student
should be instructed to note their concern on their assessment or, in cases where it
is physically impossible to attach a note to the assessment, told to contact the
instructor directly after the assessment and answer to the best of their ability based
on their understanding of the question. If the instructor is present then any
information or correction shared with one student must be shared with all students.
students asking to use the washroom will be allowed with the invigilator
documenting time of student breaks and will provide the details to the course
instructor or NAIT Assessment Centre.
be active during the assessment by walking around and making themselves available
should a student have questions regarding the procedure of the assessment.
end the assessment on time.
collect and secure all assessments.

Program Responsibility
Program Leadership are responsible for:
• ensuring their instructors understand the timeline and process for requesting an
invigilated assessment.
• ensuring invigilators and instructors understand that completed assessments are
not to be given to the student to hand in.
4.2

Electronic Invigilation
Electronic invigilation of assessments that do not occur in a face-to-face environment is
an accepted form of invigilation employed at the discretion of the program.
Student Responsibility
The student will:
• schedule electronic invigilation with the course instructor at the start of the course,
if not already arranged as part of the course.
• contact the NAIT Services for Students with Disabilities office at least seven (7)
business days prior to the assessment should they require accommodations due to a
disability.
• establish identity and ensure functionality of all on-site required electronic
invigilation technology.
• ensure the assessment environment has been cleared of distractions and items that
would jeopardize assessment integrity.
• purchase any electronic remote proctoring equipment if required.
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Program Responsibility
Electronic invigilation of assessments can promote flexible student access, assessment
integrity, and security.
A Program Leader will ensure the following takes place:
• confirmation of student identity by capturing a clear image of their face or other
identifying feature (e.g. fingerprint) and NAIT or government photo identification.
• a secure assessment environment. Remote electronic invigilation equipment using a
webinar or other technology with video and audio should be used and a recording
made. Students will be asked to provide a 360o video pan of the assessment area.
• electronic invigilation costs for students and the program are monitored and
reviewed.
• instructors are provided with access to electronic invigilation technology, training,
and support.
• students are informed before enrollment of remote invigilation technologies
available.
• notification and instructions to faculty, staff, and students on the availability and
use of electronic invigilation technologies and strategies including browser
lockdown, remote proctoring tools, webinar, visibility time settings, IP network
address, and randomization of questions and answers.
4.3

Distance Assessments
Students who reside outside of a 100 km radius of a NAIT campus or who are subject to
extenuating circumstances may make arrangements for assessment invigilation if:
•
•
•

arrangements for assessment invigilation options are made at eCampusAlberta
partner sites or other NAIT approved sites.
supervised distance assessments are under supervision of an approved invigilator.
the NAIT Services for Students with Disabilities office are contacted at least seven
(7) business days prior to the assessment should they require accommodations due
to a disability.

Student Responsibility
The student will:
• arrange for a NAIT-approved site to write their assessment. The assessment should
be completed within 72 hours of the scheduled assessment held at NAIT.
• complete the Distance Assessment Request Form and submit it to the instructor for
approval at least two weeks prior to the scheduled assessment.
• pay any fees associated with the booking and/or invigilation at the alternate site.
• arrive at the invigilation site before the scheduled start time (recommended 15
minutes prior) and only with the instructor/invigilator approved aides allowed for
the assessment (e.g., calculator, safety equipment).
• be cognizant of other students taking part of the assessment and behave in a
respectful manner.
• leave the assessment area upon completion of assessment or end of timeframe
(whichever the instructor/invigilator permits).
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Invigilator Responsibility
Upon agreement with the student to invigilate their assessment, the invigilator is
required to:
•
•
•
•
•

•
•
•

•
•
•
•
•

receive and store the assessment in a secure location.
arrive at the invigilation site before the scheduled start time (recommended 30
minutes prior) to ensure the room is unlocked, the site is secure, and any equipment
is operational.
familiarize themselves with the location of the assessment and exits should they
need to vacate the building.
confirm each student’s identity by checking NAIT student ID or other government
photo identification.
clearly outline expectations of the timeframe to perform the assessment such as
length of time, how to identify their work and hand it in, removing all unessential
paraphernalia from desk, how to ask for washroom breaks, what to do in case of an
emergency, etc.
start the assessment on time.
ensure that the student is not left alone during the assessment.
answer questions specific to the assessment occurrence (e.g. how much time is
remaining) or that reinforces the instructions of the instructor (e.g. if the student is
allowed to use a particular model of electronic device). Questions requiring
interpretation or clarification of an assessment question (e.g. student not
understanding the question or there is an apparent error with the alternatives) must
be addressed by the instructor. If the instructor is not present then the student
should be instructed to note their concern on their assessment or, in cases where it
is physically impossible to attach a note to the assessment, told to contact the
instructor directly after the assessment and answer to the best of their ability based
on their understanding of the question. If the instructor is present then any
information or correction shared with one student must be shared with all students.
Students asking to use the washroom will be allowed with the invigilator
documenting time of student breaks and will provide the details to the course
instructor or NAIT Assessment Centre.
be active during the assessment by walking around and making themselves available
should a student have questions regarding the procedure of the assessment.
end the assessment on time.
collect and secure all assessments.
will return the completed assessment to NAIT’s Assessment Centre as per the
agreed upon instructions, ensuring it is secured at all times from completion of the
assessment until it is returned to NAIT.

Instructor Responsibility
• If the distance assessment is approved by the course instructor, the instructor will
submit the form to the NAIT Assessment Centre a minimum of two weeks prior to
the scheduled assessment date. Requests received after this deadline may NOT be
accommodated.
• Refer students to the NAIT Assessment Centre webpage for detailed instructions on
how to schedule a distance assessment.
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Assessment Centre Responsibility
A representative from the NAIT Assessment Centre will:
• review the Distance Assessment Request Form to approve/deny the request based
on the appropriateness of the location and invigilator
• communicate the decision to the invigilator, the student and the program area.
• coordinate with the invigilator at the alternate site and program to arrange for the
assessment to be delivered within a timely manner for the scheduled exam
• coordinate the return of the completed assessment to NAIT and the program for
marking.
Program Responsibility
Program Leadership are responsible for ensuring instructors understand the timeline
and process for requesting an invigilated assessment.
4.4

Major Disruption
Where a major disruption prevents an assessment from being completed, the program
leadership will decide alternative arrangements. A major disruption can be, but is not
limited to, evacuations that take time to clear or a situation that has caused an upset to
a degree that the student cannot be expected to refocus his/her attention onto the
assessment.
Assessments distributed, started or completed after a major disruption should be
documented as such and returned to the NAIT Assessment Centre.

5.0

Exceptions to the Procedure
5.1

6.0

Exceptions to this procedure must be documented and formally approved by the Policy
Lead.
Procedure exceptions must include:
• The nature of the exception
• A reasonable explanation for why the procedure exception is required
• Confirmation that the exception aligns with the general principles
• Any risks created by the procedure exception and how they will be managed.
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