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Salutation

RegionalCoordinatorsofEducation
CountyCommissioner
CountyDirectorofEducation
TSCCountyDirector
CountyExaminationsOfficer
DeputyCountyCommissioner
SubCountyDirectorofEducation
TSCSubCountyDirector
SubCountyExaminationsOfficer
DeputyAdministrationPoliceCommandant
PoliceOfficerinchargeoftheSubCounty
CentreManagers
Ladiesandgentlemen;

Goodmorning
(Dependsonthelevelofthebriefing)

Welcometo2018KCPE&KCSEexaminationsbriefingforall
thefieldofficersinvolvedintheadministrationofthenational
examinations.

1.0 INTRODUCTION

TheKenyaNationalExaminationsCouncils’mandateasperKNECACT2012isto
perform thefollowingcorefunctions:-

1.1 developmentofbothschoolandpostschoolexaminations;
1.2 registrationsofcandidates;
1.3 administrationandprocessingofexaminationresults;
1.4 certification;
1.5 researchingintoexaminationsandthecurriculum;
1.6 equationsofcertificatesfrom otherexaminingboards.

2.0 OBJECTIVESOFTHEKCSE&KCPEBRIEFINGANDSENSITIZATION

Theobjectivesofthe2018KCSE&KCPEbriefingandsensitizationof
fieldofficersisto:
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2.1 Discuss and inform stakeholders on development,innovations and

SecuritymeasuresputinplacebytheCounciltosafeguardthe2018

nationalexaminations;

2.2 GiveHighlightontheguidelinesdevelopedjointlybyKNECandtheTSCon

roles ofteachers and otherofficers involved in the managementof

nationalexaminations.

2.3 discusswaysof Enhancing efficiencyinRegistrationofcandidatesas

stipulatedinthe2018-2019performancecontract;

2.4 inform stakeholdersonQuerymanagementinformationsystem which

waslaunchedon1stJuly2018;

2.5 discuss examination malpractices and their repercussions on

examination’soutcome;

2.6 Sellfeedbackreports;

2.7 DiscussthewayforwardonresolutionofPublicComplaintsforwardedto

theCouncil;

2.8 ExplainRiskManagementissuesonadministrationofexaminations;

2.9 Discussemergingissuesontheintersexpersonsinoursociety;

2.10 BriefandsensitizestakeholdersonHIV/AIDS;

2.11 Demonstratemodeofcapturingdatainthedeclarationform toavoid

errorsmadeinthe2017examinations.

3.0 INNOVATIONSPUTINPLACEBYTHECOUNCILTOIMPROVESECURITYAND
MANAGEMENTOFEXAMINATIONS

The Councilhas putmeasures in place to improve on the security and

administrationofnationalexaminationssince2016.Someoftheinnovations

include:

3.1 InstallingcontainersineachSubCountyforstoringexamination

materials.Materialsforthe2018KCSE&KCPEexaminationswillbe stored

inthesecontainersaswasthecasewiththepreviousexaminations. In 2018

KNEChasinstalledadditionalforty(40)containersinvastregionstoreducethe

distancesbetween distributionandexaminationcentres.

3.2 Thecontainerswillcontinuehavingdoublelockingsystem wheretheSub

County Directors of Education (SCDE) and the Deputy County

Commissionerswillhavethekeystosecureandensurethattheyopen

andclosethecontainerseverydayoftheexamination.Ithasbeennoted

thatsomeoftheofficersdelegatetheirdutiestootherofficerswithout

authorityfrom theirsupervisors.
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3.3 TheDeputyCountyCommissionerwillprovidesecuritytothesecontainers.

Foursecurityofficerswillbedeployedtomanthecontainerona24hour

basis.Twowillmanthecontainerduringthedayandtwoatnight.Atno

timeshouldtherebenoarmedsecurity

personnelmanningthecontainer.Thesupervisorofthesecurityofficers

atthecontainershouldbeamongthefourofficers.This  istominimise

onthecostsinvolved.TheCouncildoesnothaveaprovisionforafifth

securityofficeratthecontainer;

3.4 OneeducationofficershouldbeappointedbytheSCDEtoassistinthe

distributionoftheexaminationmaterialstothecentremanagerseveryday

oftheexamination.Theofficershouldwork with the Sub County

ExaminationsOfficer.

3.5 OneclerkwillalsoberecruitedbytheSCDEtohelpinliftingthecartonsin

andoutofthecontainerandcarryoutotherclericaldutiesattheSub

Countywhicharerelatedtoexaminationstwice   weekly.

3.6 Theexaminationmaterialsundertheescortofthesecurityofficerswillbe

dispatcheddirectlyfrom KNECpremisestothe distribution point

(container).

3.7 TheCentremanagerswillbecollectingexaminationquestionpapersfrom

thedistributionpointeverydayandhandthem overtothesupervisors.In

2018alltheCentreManagerswillbeissued withidentificationbadges

whichtheymustwearas theycollectexaminationmaterialsfrom the

containerandattheexaminationcentres.

3.8 Atnoanytimeshouldthequestionpapersbein anyotherplaceother
thanintheexaminationroom whileattheexamination  centre;

3.9 Afterthe examination ofthe day,the supervisorwillhand overthe

candidates’answerscriptstothecentremanagerwhowillreturnthem to

thedistributionpoint/containerundersecurity escort;

3.10 TheTSCSubCountydirectorswillbeexpectedtoensureaccuratedataof

supervisorsandinvigilatorshasbeencapturedbeforeitissubmittedto

theCouncil.AllSupervisors’Invigilatorsandotherfieldofficers’datashall

becapturedonline.YouneedtoenteryourdetailsintheKNECwebsite.

3.11 Previously, KNECexperiencedthefollowingchallengeson supervision
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andinvigilationofexaminations:

3.11.1Supervisionpersonnelwhohavesignedthedeclaration forms
beingdifferentfrom thosesummarizedinthe softcopy;

3.11.2Supervisionpersonnelclaimingtwicebyfillingin another
declarationform aftertheoriginalonehas been submitted to
KNECforpayment;

3.11.3Moreofficersbeingsummarizedforpaymentthanwas
expectedbyKNEC;

3.11.4Supervisionpersonnelclaimingthattheyhavenot been paid
yetonKNECcheckingitsdatabaseofpaid officers
establishingthattheyhavebeenpaid;

3.11.5SometeacherspassingtheirqueriestoOMBUDSMAN, KNUT
andKUPPETthattheyhavenotbeenpaid withoutfinding out
thesituationonthegroundfrom the TSC Sub County office or
KNECitself.Othersclaimingforpaymentforservicesnotrendered.

4.0 CONDUCTANDADMINISTRATIONOFEXAMINATIONS

4.1TheTeachersServiceCommissionandtheKenyaNational Examinations

Councilhavejointlydevelopedguidelinesforteachers and officers engaged in

examinationadministrationandrelated activities with a view to enhancing

efficiencyandcoordinationinexamination managementprocess.KNEC willbe

workingcloselywithTSC to ensure that examinations are administered

accordingtothese guidelines.

4.2 Highlightsoftheseguidelinesarestipulatedasrolestobecarriedoutby
variousofficers.

4.3 OnExaminationarrangementsforPersonswithDisabilities,theroleofa
CentreManagershallincludebutnotlimitedtosubmittingthefollowing
informationtotheCouncil:

4.3.1 NameandIndexnumberofcandidate;
4.3.2 Examinationsubjects;
4.3.3 Nature anddegreeofimpairmentofthecandidatewithspecial

needs with supporting evidence from a qualified professional
assessor;and

4.3.4 Recommendationonthenatureofassistancetobeprovidedduring
theexaminations.



Page6of6

Page6of6

4.4 OnMaterialsandEquipmentforExaminations,theroleofaCentre
Managershallincludebutnotlimitedto:

4.4.1 Providingthefacilities,materialsandequipmentrequiredfor the
examination;

4.4.2 Ensuringthatthereisnolossordamagetoanycandidates’answer
script,projectorcoursework materials before submission to the
Council;

4.4.3 EnsuringthatonlytheCouncil’sMathematicalTablesshallbeallowed
intheexaminationroom orbeusedinansweringquestionsunlessthe
instructionsonthequestionpaperrubricstatesotherwise;

4.4.4 Ensuring calculators used are aligned to Councilregulations and
instructions;and

4.4.5 Ensuringthattherearesufficientequipment,chemicals,materialsand
specimensforpracticalpapers

4.5 OnConductofexaminations,theroleofaCentreManagershallincludebutnot
limitedto:

4.5.1 Ensuringthattherehearsalisundertakenpriortotheexamination;
4.5.2 Maintaining a conducive environment for the conduct of

examinations;
4.5.3 Ensure thatonly the following persons are allowed within the

examinationcentreduringtheperiodofexaminations:-
a)TheDeputyCentreManager;
b)TheSupervisor;
c)Invigilators;
d)Subjectteachers and Laboratory Technicians/Assistants

conductingthepracticalexaminationswhenrequiredasper
thetimetable;and

e)Anyotherauthorisedpersonnelandsupportstaff.

4.5.4 Ensurethatallotherunauthorisedpersonsarerestrictedandkept
awayfrom theexaminationareaduringtheexaminationperiod.

4.5.5 BeingatthedistributionCentreatthetimeprescribedbytheCouncil
tocollecttheexaminationmaterials;

4.5.6 Witnessingtheopeningofexaminationcontainersatthedistribution
Centreeverydayoftheexamination;

4.5.7 CollectingthequestionpapersasprescribedbytheCouncilfrom the
distributioncentreandensuringprotectionofthesamewhenon
transittotheexaminationcentre;

4.5.8 Uponreachingtheexaminationcentre,handovertheexamination
materialsdirectlytothesupervisorinthepresenceofthesecurity
officers in the examination room and sign the accountability
documents.

4.5.9 Ensure that the security officer is in close proximity to the
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examinationmaterialstoensuretheirsafetyandsecurityatalltimes.
4.5.10Ensuringthatexaminationquestionpapersarenottampered with

andkeptinoneoftheexaminationroomsandguarded by the
securityofficersbeforehandingovertotheSupervisor.

4.5.11Ensurethatthereissecurity
4.5.12Ensuringthatthecandidates,supervisors,invigilatorsand

securityofficersinspectthequestionpaperpacketsand
signingthedeclarationtowitnessthattheyareintactbefore
opening;

4.5.13Witnessingtheopeningoftheexaminationsquestionpaper packet
bytheSupervisorinfrontofthecandidatesand ensuring at least
oneofthecandidatescountersignsthe envelope as evidence of
witnessingtheopening;

4.5.14Witnessingthecountingofthequestionpapersbythe Supervisor
andensuringthattheexaminationpapersare adequatebeforethe
commencementoftheexaminationand issuance to each
invigilator;

4.5.15Ensuringthatnocandidatewhoismorethanhalfanhour late is
givenaquestionpaperpriortoclearancebythe Council;

4.5.16Bevigilant,monitorandensurethattheexaminationsare
conductedinaccordancewithKNEClaws,rulesand regulations.

4.5.17Ensuringthatallreportsofhardshipcaseswhichmighthave
affectedcandidates’workduringtheexaminationandwhich are
relatedtotheconductoftheexaminationareindicatedin the
ReportandCertificateofSupervision;

4.5.18InconsultationwithSubCountyDirectorofEducation ensuringthat
candidatestakingexaminationunderspecial circumstances do
soinaconduciveenvironment;

4.5.19Ensurethatanyexcessscriptsandquestionpapersforabsent
candidatesarepickedandsealedinaseparateenvelopeand
returnedtogetherwiththeothercandidatesanswerscriptsto the
distributioncentre.

4.5.20SubmittingtotheofficermanagingthedistributionCentre
answerscriptsofcandidatestakingexaminationsunder
specialcircumstancesinaspecialenvelopeseparately;

4.5.21Receivingthepackedcandidatesanswerscriptsand examination
materialsfrom thesupervisorintheexaminationcentreandreturning
them directlyandsecurelytothe distributioncentreaftereachday
oftheexaminationunder armedsecurityescortandsigningthe
relevantaccountability documents;

4.5.22AccuratelycompletingtheAttendanceSheets,Reportand
CertificateofSupervision,DeclarationForm forPaymentand any
otherdocumentsrequiredthereaftersubmittingthe documents
totheCouncilthroughtheofficermanagingthe distribution centre
uponcompletionoftheexamination;
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4.5.23TheOverallresponsibilityofCentreManagersduring examinations
shallincludebutnotlimitedto:

a) Fortheavoidanceofdoubt,theCentreManagersshall
not,under any circumstance,take the examination
materials to any other room/place other than the
designatedexaminationroom.

b) Taking overallresponsibility formanagementofthe
examinationsattheexaminationcentreandensurethat
allcandidatesstrictlyadheretotheexaminationrules;

c) Takingoverallresponsibilitywhereinstancesofmassive
examinationirregularitiesoccur;

d) TakingnecessaryactionaspertheAct,otherwrittenlaw,
the Councilrules and regulations and reporting the
matter to the Councilwhen he/she observes any
examinationmalpractice.

4.6 OnConductofContinuousAssessmentandSupervisionofProjects,Centre
ManagersandSubjectTeachersshall;

4.6.1 Ensurethatcontinuousassessmentisconductedatregularintervalsin
thecourseofinstructionfortherelevantcoursesinaccordancewith
regulationsandguidelines.

4.6.2 Acquiretherequiredprojectmaterialsandequipmentwithinstipulated
time.

4.6.3 Keepanaccurateandverifiablerecordofcourseworkmarksand
projectreportsandmarks.

4.6.4 Uploadandsubmitcopiesofcourseworkmarksandprojectmarksto
KNECbythescheduledtime.

4.6.5 Theassessmentofthe2018KCSEcandidatesregisteredfororaland
practicalpaperswillbecarriedoutfrom 22ndto26thOctober2018.
KNECwilldeployassessorstocarryoutthisassessmentandwillbe
assistedbytheexaminationcentresupervisors.

4.7 OnReceiptofResultsPrintouts,ResultsSlipsandCertificates,theroleofa
CentreManagershallincludebutnotlimitedto;

4.7.1 Receivingandissuingresultsslipsandcertificatestothecandidates.
4.7.2 VerifyingresultsintheResultsprintoutsandraisequerieswithKNEC

within30daysfrom thedateofreleaseoftheexaminationresults;
4.7.3 Receiving certificates as perthe checklistfrom KNEC and raise

queriesrelatedtotheCertificateswithinSixty(60)daysfrom theday
ofdispatchofthecertificatesfrom KNEC.

4.7.4 Keepingandmaintainingarecordofissuedresultsslips,certificates
andcandidates’detailstogetherwithacertificatechecklistforeaseof
reference.
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4.8 OnConductofExaminations,therolesofaSupervisorshallincludebutnot
limitedto:-

4.8.1 Attendingbriefingsessions.
4.8.2 Reportingtotheallocatedexaminationcentreatleastadaybeforethe

startoftheexaminationforrehearsalandcarryingoutthefollowing
duties;

a) Ensuring a secure room with a lockable cabinetor
cupboardisallocatedbytheCentreManagerforstorage
ofexaminationmaterialsotherthanthequestionpapers
andanswerscriptsduringtheexaminationperiod;

b) Briefingandassigningdutiestotheinvigilatorsonwhatis
expectedofthem duringtheexaminationperiod;

c) Inspectingexaminationroomstoascertainthattheymeet
thespecificationprescribedbytheCouncilandarefreeof
stimulusmaterialsandensurethatthedesksortablesare
arrangedaspertheCouncil’sspecifications;

d) Requesting the Centre Manager for materials or
equipmentrequired to administerthe examination as
prescribedintheRulesandCouncilregulationsforthe
examination;and

e) Ensuring that only registered candidates sit the
examination;and

f) Briefingcandidatesonhowtoconductthemselvesduring
theexamination.

4.8.3 Reportingtotheexaminationcentreby6.30am inthemorningonevery
dayoftheexaminationtoreceivetheexaminationmaterialsfrom the
CentreManagerinthepresenceofthesecurityofficers.

4.8.4 Inspecting the examination rooms every day before the startof
examinationstoensurethattheymeetthespecificationsprescribedby
theCouncilRulesandRegulationsandthattherearenounauthorizedor
stimulusmaterialsintheexaminationroom includingthewashrooms
thataretobeusedbycandidates;

4.8.5 Ensuring that allcandidates are positively identified against the
photographregisterandCouncilregistrationdata;

4.8.6 Supervising thesearch ofcandidatesastheyentertheexamination
rooms for every examination session and ensuring that female
candidates are searched bya female officerorteacherwhile male
candidatesaresearchedbyamaleofficerorteacher;

4.8.7 Ensuringthatthecandidates,invigilators,CentreManagerandsecurity
officerinspectthequestionpaperpacketsandsigningthedeclarationto
witnessthattheyareintactbeforeopening;

4.8.8 Receivingfrom theCentreManager,thequestionpapersinoneofthe
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examinationroomsandensuringtheyarenottamperedwith.
4.8.9 Opening the examinations question paperpacketin frontofthe

candidates,security officers,invigilators and Centre Manager and
ensuringatleastoneofthecandidatescountersignstheenvelopeas
evidenceofwitnessingtheopening;

4.8.10Countingthequestionpaperstoensuretheyareadequatebefore the
invigilatorissuesthem tothecandidatesandstartingthe examination
ontimeasspecifiedintherespectiveexamination timetable and
ensuringthattheexaminationlastsfortheperiod scheduled on the
examinationtimetable;

4.8.11Staplingthequestionpaperpacketandquestionpapersforthe
absentcandidates,togetherwithsparequestionpaperstoensurethe
packetissealed then placing thepacketon adeskin frontofthe
candidatesinsidetheexaminationroom;

4.8.12Preparingareportonanyexaminationirregularityandensuring that
anyconfiscatedmaterialsaresealedandhandedovertothe
educationofficermanagingthedistributioncentreandensuring that
allexaminationirregularitymaterialscollectedattheexamination Centre
areforwardedwithareporttotheCouncil;

4.8.13ReportingtothesecurityofficerandtheCouncilanycriminal
activitiesandhandingoveranypersonsimplicatedtothe security
officer;

4.8.14Closelymonitoringcandidates’insideandoutsidethe examination
room duringtheexaminationsessionandescorting and searching a
candidatewhovisitsthewashroomsoranyother premise before re-
enteringtheexaminationroom;

4.8.15Ensuringthattheinstitution’scentrenumberisboldlywrittenin an
appropriatepositionwhereallcandidatescanseeand ensuringthat
candidatesusetheindexnumberissuedbythe Councilas perthe
approvedlist;

4.8.16Ensuringcandidateswritetheiranswersusingthewriting materials
prescribedbytheCouncil;

4.8.17Ensuringthatnopersonincludingthesupervisor,invigilator,Centre
Managerandcandidateenterstheexaminationroom with mobile
phoneoranyotherelectroniccommunicationdevices;

4.8.18Ensuringthatnounauthorizedpersonshaveaccesstoquestion
papersorcandidateswhiletheexaminationisinprogress;

4.8.19Ensuringthattheinvigilatorsdonotexplainthequestionsto
candidates,readorallowanypersontoreadcandidates’ responses;

4.8.20Ensuringthatthescriptcontrolform issignedbyallcandidates before
theendoftheexaminationsessionwhereapplicable;

4.8.21Ensuringthequestionpapersforthefollowingsessionsand
answerscriptsfortheprecedingsessionsareplacedatadeskin front
ofthecandidateswhiletheexaminationisinsession;

4.8.22Collecting,counting,andputtingallthecandidates’answerscripts and
dulysignedscriptcontrolform intheofficialCouncilscript return
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envelopeandsealthereturnenvelopeinfullviewof the candidates,
CentreManagerandsecurityofficer;

4.8.23Ensuringthatthedeclarationonthereturnenvelopeisdulyfilled in the
presenceofthecandidates,invigilators,CentreManager and security
officerasprovidedforinthereturnenvelope containing candidates’
answerscripts;

4.8.24Ensuringthatnocandidate’sanswerscriptsareleftbehindby
physicallycountingthenumberofcandidatespresentagainst the
numberofanswerscriptscollectedattheendofevery examination
session;

4.8.25Ensuringthatthesparequestionpapersareonlygiventothe Centre
Managerattheendofthedaywheneverycandidates’ answerscript
hasbeensealedinthereturnenvelopes;

4.8.26Receivingquestionpapersthatmighthaveerrorsorblankpages from
invigilatorsandrecordingthedetailsinthereportand certificate of
supervisionandenclosingthereportandcertificate ofsupervisioninthe
returnenvelopeandhandingitovertothe officer managing the
distributioncentreforsubmissiontothe Council;

4.8.27Preventingtheoccurrenceofexaminationirregularitiesinthe
examinationcentreandifsuchcasesarise,handlingthem as
stipulatedintheact,theserulesandCouncilregulations;

4.8.28Keepinganaccuraterecordofworkallocatedtoinvigilatorsona daily
basisandaccuratelycompletingtheattendancesheets, report and
certificateofsupervision,seatingplans,declaration form for payment
andanyotherdocumentsrequiredthensubmit the documents to
theCouncilthroughtheofficermanagingthe distributioncentre;

4.8.29Ensuringthatnocandidatewhoismorethanhalfanhourlate is
givenaquestionpaperunlessclearedbytheCouncil;

4.8.30Ensuringthatallreportsofhardshipcaseswhichmighthave
affectedcandidates’workduringtheexaminationandwhichare
relatedtotheconductoftheexaminationareindicatedinthe report
andcertificateofsupervision;

4.8.31InconsultationwiththeCentreManagerandthesubcounty
directorofeducationensuringthatcandidatestaking examinations
underspecialcircumstanceshaveaconducive environmentasper
KNECregulations;

4.8.32OverallResponsibilityoftheSupervisor

a) TheSupervisorshallbeheld personallyliableforany
examination irregularitywhich he/she failed to report
duringtheconductoftheexaminationswhereitemerges
thatexaminationirregularitiesindeedoccurred.

b) The Supervisormustensure thatthe examination is
conductedaspertheAct,otherrelevant law,therules,
regulationsandtheseGuidelines;
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4.9 OnConductofExamination,theroleoftheInvigilatorshallincludebutnot
limitedto:-

4.9.1 Reportingtotheassignedexaminationcentreadaybeforethestartofthe
relevantexaminationforbriefingandassignmentofdutiesbythesupervisor;

4.9.2 Reportingtotheexaminationcentreby7.00am inthemorningoneveryday
oftheexaminationtoreceivetheexaminationmaterialsfrom theSupervisor
inthepresenceofthesecurityofficers.

4.9.3 Inspectingtheexaminationroomsassignedandthewashroomstobeused
everydaybefore the examination starts to ensuring thatthere are no
unauthorizedmaterialsorstimulusmaterialsintheexaminationroom oron
thecandidates’desksortables;

4.9.4 Closelymonitoring candidatesinsideandoutsidetheexaminationroom and
ensuring candidate is escorted to washrooms and searched before re-
enteringtheexaminationroom;

4.9.5 Searchingcandidateseachtimetheyentertheexaminationroom toprevent
smugglingofunauthorizedmaterialsandstimulusmaterialsincludingmobile
phonesoranyotherelectroniccommunicationdevicesintotheroom.Inthis
regard,female candidatesmustbe searched bya female supervisoror
invigilatororteacherand male students mustbe searched by male
supervisorsorinvigilatorsorteachers;

4.9.6 Receivingthequestionpapersfrom thesupervisor,checkingtoensurethat
thepaperiscorrectasperthetimetableandcountthem toconfirm thatthere
areenoughcopiesforallthecandidatesbeforedistributingthem;

4.9.7 Ensuring thatthe examination starts promptly and lasts forthe time
scheduledontheexaminationtimetableandhandovertothesupervisorany
questionpaperwitherrorsorblankpages;

4.9.8 Ensuringthatnounauthorizedpersonshasaccesstoquestionpapersor
candidateswhiletheexaminationisinprogress;

4.9.9 Identifyingthecandidatesagainstthephotographregisterasappropriate,
verifyingthecandidates’indexnumbers,names andensurethatthescript
controlform issignedbyallcandidatesbeforetheendoftheexamination
session;

4.9.10Beingvigilanttoensurethatcandidatesdonotengageinanykind
ofexaminationmalpracticeandincaseofany,reporttothe
supervisor;

4.9.11Ensuringcandidateswritetheiranswersinthewritingmaterialsprescribedby
theCouncil;

4.9.12Notexplainingthequestionstothecandidates,readingorallowing any
persontoreadcandidates’responses;

4.9.13Marking‘AB’againstthenameofeverycandidatewhoisabsentevery
sessionoftheexaminationandaccountforeverycandidate using the
attendanceregisterandensuringthatthereisno discrepancy between the
recordofabsenteeism,ontheattendance registerand the scriptcontrol
form;
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4.9.14Takingnoteoftheabsentcandidates’indexnumbersandpaper
missedtobetransferredtothecomputerprintedattendancesheet and
thescriptcontrolform;and

4.9.15Collectingandphysicallycountingcandidates’answerscriptsbefore
releasingthecandidatesfrom theexaminationroom attheendof an
examinationsessionandhandingovercandidatesanswerscripts atthe
endofeachexaminationsessiontothesupervisorfor recording, packing
andsealinginthereturnenvelope;

4.9.16Signingthedeclarationform inthereportandcertificateof supervision;
4.9.17Handingovercandidatesanswerscriptsattheendofeach examination

sessiontothesupervisorforrecording,packingand sealinginthereturn
envelope;

4.9.18Ensuringthatthereisnodiscrepancybetweentherecordof absenteeism,
ontheattendanceregisterandthescriptcontrolform.

4.9.19Duringthepracticals,ensurethatsubjectTeachersandLaboratory
Technicians/Assistantsdonotinteractdirectlywiththecandidates.

4.9.20OverallResponsibilityoftheInvigilator

a) The Invigilatorshallbe held personallyliable forany
examination irregularitywhich he/she failed to report
during the conduct of the examinations within the
examinationroom he/sheisallocatedanditsenvirons.

b) The Invigilatormustensure thatthe examination is
conductedaspertheAct,writtenlaw,theserulesand
Councilregulations.

5.0 OTHERISSUESTOTAKENOTEOF

5.1 REGISTRATIONOFCANDIDATES

Centermanagersarerequiredtonotethefollowing:

5.1.1 AllcandidatestoberegisteredforKNEC examinationsmustbe

eligibletosittheexaminations.

5.1.2 Registrationofcandidatesshouldbedonecorrectlytoensurethe

wholeprocessisconductedwithminimalchallenges.

5.1.3 It is important to ensure that corrections on registration

data are done before candidates sitthe examination.

5.1.4 Centre managers should ensure repeaters’data is correctly

capturedintheKNECdatabase.

5.1.5 Correctionsoferrorsoncertificatesshouldbedonebeforethe

candidates proceed to the next levelof education. Many
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candidateshavepreviouslysufferedwhilesittingfortheirKCSE

examinations because of errors committed during KCPE

registrationwhichwasnevercorrectedontime.

5.1.6 Wrong registration data attracts penalties and therefore due

diligenceshouldbeobservedwhencarryingouttheexercise.

5.1.7 Centre managers are required to safeguard and secure their

passwordsandaccounts.Thepasswordsarethepropertyofthe

examinationcentresandnotofthecybercafes.

5.1.8 Thepasswordsshouldbehandedovertothenextmanagementin

caseofchangeofHeadsofinstitutions.KNECadvisesinstitutions

tobechangingpasswordtoavoidunscrupulouspersonwhocan

tamperwiththecandidates’data.

5.1.9 The Councilurges you to investin ICT facilities and internet

connectivity to avoid registering in cybercafes which are in

businessandthemoreyouvisitthem becauseofcorrectionstobe

done,thebetterforthem.Someofthem makemistakesknowingly

sothattheymaymakemoneyfrom institutions.

5.1.10Candidates’correctphotographsaresupposedtobeuploaded

intothesystem thenprintedtoproduce examination

centres’photoregisters/albumsinthecase of KCSE

examination.

5.1.11Thecentremanagerwillkeepasignedcopyofthephoto album

andhanditovertothesupervisorontherehearsal dayforusein

identifyingthecandidatesduring administration of the

examination.

5.1.12Centremanagersareadvisedtoenforcecheckingofaccuracy of

registrationdatabeforecandidatessign nominalrolls.

5.1.13Centremanagersarerequiredtoaccessaform using their

passwordwheretheywillkeyonlineallUNDER PROTEST

andABSENTcandidatesonadailybasis.

5.1.14TheyarealsorequiredtoindicateDECEASEDcandidates in the

headteachersreportsandensurethesupervisors indicate the

sameinthesupervisorsreport.

5.1.15Centremanagersarerequiredtokeyproject/aurals/oral marks

aspertheKNECdeadlineindicatedinthecircular toschools.

5.2 EXAMINATIONCENTRES

5.2.1 New institutionsshouldapplytotheCounciltoberegisteredas
examinationcentresoneyearbeforetheyregistercandidates.
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5.2.2 Theinstitutionsmusthavethenecessarybasicfacilities:

5.2.2.1 Adequate examination rooms/halls (which can
accommodate atleast20 candidates,spaced at
1.22.metresinalldirections);

5.2.2.2 lighting;
5.2.2.3 security;
5.2.2.4 qualifiedstaff;
5.2.2.5 referencematerials;
5.2.2.6 furniture.

5.2.3 TheSubCountyDirectorsofEducationareexpectedtoprepare
andsubmittoKNEC alistofnew schoolswishingtoregister
candidatesfor2019examination.ThelistmustreachKNECby
30thNovember,2018.

5.2.4 Thelistmustbeaccompaniedbyvalidregistrationcertificate
from the Ministry ofEducation.Similarly new Sub Counties
wishing to havetheirschoolscoded mustsubmitthelistof
schoolstogetherwithKenyaGazettenoticelegalizingthecreation
ofthenewSubCounty.ThedocumentsmustreachKNECby30th

November,2018throughtheCDE’soffice.

5.3 DEPLOYMENTOFSUPERVISORSANDINVIGILATORS

5.3.1 TheTSCSubCountyDirectorsprovidedthenamesof

the2018KCPEandKCSESupervisorsandInvigilators.The data

wasforwardedtoTSCforvetting.VettedSupervisors and

Invigilatorswillbere-forwardedtotheSubCounty Directors for

deployment.

5.3.2 Correctdetailsofthesupervisionpersonnelshouldbe

providedandshouldensurenounderrecruitmentorover

recruitmentisdone.Forevery20candidatesthereshould be

oneinvigilatorandforevery200candidatesthere should be

onesupervisor.

5.3.3 AlltheSupervisorsandInvigilatorsareexpectedtobe

trainedteachersworkingunderTSC.Theymustbepersons of

highintegritywhocannotbeeasilycompromised.
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5.3.4 KNECstillgetsunqualifiedpersonnelsupervisingand

invigilatinginsomeexaminationcentres.Thisisan irregularity

andshouldbeavoidedatallcost.Regulations asstipulatedinthe

circularondeploymentshouldbe adhered to. Since the

GovernmenthasdeclaredNovember asanexaminationperiod,

theshortagesofteachersto superviseandinvigilateshouldnotarise.

Ourhumble requestisyoutoensurewegetthebestteachersto

carryoutthetask.

5.3.5 Supervisorswillbeexpectedtofillinallthenecessary

documentsrequiredbytheCouncil.Failuretowhich difficulties

willbeexperiencedwhenprocessingcandidates’resultsandclaims.

5.3.6 KNEChasstandardrulesandregulationsthatmustbe

adheredtobyalltheofficersinvolvedintheadministration of

nationalexaminations.Supervisorsshouldtherefore ensurethat:

a) examinationquestionpapersarenotopened beforethe

scheduledtime;

b) invigilators and teachers are not allowed to write

examinationsforanycandidatesatanygiventime;

c) candidateswritetheirnamesandindexnumbersasthey

appearonthenominalroll.

d) Brieftheinvigilatorsandcandidatesbeforethestartof

anyexaminations.

6.0 ACTUALADMINISTRATIONOF2018KCSE&KCPE EXAMINATIONS

6.1 KNECwilldispatchExaminationmaterialsotherthanquestionpapersin
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SeptemberorearlyOctober.Thematerialswillbedistributed to Sub

CountyDirectorofEducationtobeissuedtocentermanagers,supervisors

andinvigilators.Eachexaminationcentretocheckifthematerialsare

adequatebeforetheexaminationstart.

6.2Theexaminationpapersandrelatedmaterialswillbe dispatched from

KNECpremisestothedistributionpoint/containers, by  KNECofficersa

fewdaysjustbeforetheexaminationstart.

6.3 TimetablesforKCSE & KCPE areavailableintheKNEC website-for

collegestodownload.Thetimetableshouldbestrictlyadheredto.Where

thereisaconflictintimingbetweenthetimetableandthequestionpaper,

thesupervisormustadheretothetiminggivenonthequestionpaper;

6.4 KCPEandKCSErehearsalsshallbeheldon29th October2018and2nd

November 2018 respectively. The Centre Managers, Supervisors,

Invigilatorsandcandidatesmustbepresentforrehearsal;

6.5 KCPEexaminationisscheduledtostarton30th October2018andendon

1st November2018 while KCSE willbegin on 5th and end on 28th

November2018

6.6 SupervisorsandInvigilatorsmustcarrytheirlettersofappointment,KNEC

badgesandnationalidentitycardsasameansofidentificationwhenat

theexaminationcentres;

6.7 Thebadgesshouldbeleftwiththecentremanagersaftertheexamination

forfutureuse;

6.8 BehindeachbadgethereisanURLhttp://cp2.knec.ac.ke/whichevery

officerinvolvedinthemanagementofexaminationmustlogintoregister

onlineandprovidecorrectdetailsforeasierandfasterpaymentafterthe

administrationofexamination.Allofficersinvolvedintherunningofthe

2018nationalexaminationsmustregisteronlineusingtheURLgiven
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above.Onlythosewhowillregisterwillbepaid;

6.9 EachEducationOfficerandSubCountyDirectorofEducationmanaginga

storagefacility/distributionpointMUSTchecktheboxes/bagscontaining

questionpapersandensurethattheserialnumberlabelcorrespondsto

thedispatchdocumentandthecentreslistedarecorrect;

6.10 TheEducationOfficerandtheCentremanagermustverifyandrecordthe

examination papersissuedforeachdaytoensurethattheyare thecorrect

papersforthe dayasperthetimetable;

6.11 ThesupervisormustbeattheexaminationcentrebeforetheCentre

Managerarriveswiththeexaminationmaterials;

6.12 TheCentremanagershouldnotadvisethesupervisortoadjustindex

numbersofcandidatesorthetimetable;

6.13 Candidates should be very keen when using their index numbers during

theexamination,especially therepeatersintheKCSEexamination.

6.14 Whenacandidateisabsent,theanswerscriptisdispatchedbacktothe

containerinthequestionpaperenvelope;

6.15 Ifthecandidatureis80and3candidatesareabsent,thefirstenvelopewill

read40scriptsinsideandindicate(1of2).Thesecondwillread37scripts

andthe absentees’indexnumbersindicated clearly.Thissecond

envelopewillbelabeled(2of2);

6.16 Thetwo(02)envelopesmustthenbetiedtogetherbacktobackusinga

cellotape. Allthereturnenvelopesforaparticularpaper,e.g.English

paper1,mustbelabelledindividuallybeforetheyaretiedtogether;
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6.17 Atthecontainerthechecklistprintoutmustbecorrectlyfilled,verified

andused todispatchthereturnenvelopescontainingtheanswerscripts

backtoKNEC;

6.18 Theexaminationcentrerealnumbershouldnotbewrittenonthereturn

envelope.OnlyRandom numbersshouldbewrittenonreturnenvelops;

6.19 Theemptyquestionpaperenvelopemustnotbeenclosedtogetherwith

candidatesanswerscripts;

6.20 PleasenotethatnospecialneedcasesshouldbebroughttoCouncil

noticewhenexaminationsareongoingexceptforspecialcasesthat

occurduringtheexaminationswhoseauthoritymustbesoughtfrom

Chiefexecutiveofficer,KNEC;

6.21 Examination centres for Special needs candidates should have

supervisors/invigilatorsteacherstrained in specialneedsifpossible.

KNECshallcommunicatethroughletterstoinstitutionsonhowdifferent

candidateswithspecialneedswillbehandledduringtheexamination;

6.22 Candidatessittingexaminationinothervenues(hospitals,remandetc,)

shouldnotbeindicatedabsentontheattendanceregister;insteadthe

supervisorshouldindicatewherethecandidatesattheexaminationand

thescriptpackedinahardshipreturnenvelop;

6.23 Theschooladministration and thesupervision personnelshould not

impedetheKNECmonitoringofficersfrom accessingtheexamination

rooms.Insteadtheyshouldaskforevidenceofbeingmonitoringofficer.

Eachmonitoringofficermusthaveidentificationbadge;
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6.24 Absentcandidates(ABS)andunder-protestcasesshouldbekeyedin

online(KCSE).Candidatesraisingunderprotestcasesshouldbeallowed

toonlysitfortheexaminationaslongastheyaregenuinelyregistered

andhavepaidunderprotestfee;

6.25 TheCouncilisawareofavailabilityofwatcheswhichalso serveas

mobile phones and theycan also be used to send textmessages.

Therefore no wristwatch should be allowed in examination rooms.

Insteadcentremanagerstoprovidewallcloaksineveryexamination

room.

6.26 Nounregisteredcandidateshouldbeallowedtositfortheexamination

unlessthereisproofthatthecandidatewasonceregisteredandmaybe

waserroneouslydeletedaftersubmissionofregistrationdocumentsto

KNEC;

6.27 Allcandidatesmustsign theattendanceregisterasproofthatthey

presented themselves forthe examination.The details forabsent

candidatesmustbeclearlyandcorrectlycapturedontheattendance

registersandinthesupervisorsreports;

6.28 TheKCSEcandidatesshouldverifyandsignagainstthephotoalbum.In

caseofphotocorrection,thecorrectphotoshouldbepresentedinsoft

copyinaCDbeforestartoftheexaminationperiod;

6.29 TheSubCountydirectorsofeducationshouldensurepromptdispatchof

attendanceregistersandothersupervisiondocumentstoexamination

centrestoallow timeforverification,packinganddispatchof missing

documentsincaseofshortages;

6.30 Allexaminationcentreswithlessthanfifteencandidatesmustbehosted

inothercentresexceptcentresforcandidateswithspecialneeds,prisons
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oranyothercasewhereanexceptionhasbeengranted.Informationon

hostandhostedcentresshouldbesubmittedtoKNEC latestby30th

September,2018;

6.31 Allprivate candidates mustbe hosted in a public schooland the

informationofthehostcenterrelayedtoKNECby15thSept2018;

6.32 Boththesupervisor’sandheadteacher’sreportsshouldbeenclosedin

thesupervisor’sreturnenvelope.Thereportmustbepromptlyreturned

withexaminationscriptsaftertheexaminationperiodisover.TheKCSE

supervisors’reportmustbecorrectlyfilledandbothrealandrandom

numbersmustbecaptured.

7.0 DESPATCHANDRETUNOFANSWERSCRIPTS

7.1 Thedispatchofexaminationpapersandreturnofanswerscripts

programmewillbepreparedandcirculatedtoSubCounty

Directorsof Education;

7.2 Scriptsunderspecialcovere.g.ofcandidateswhodonottaketheir

examinationattheircentreshouldbehandedtotheKNEC officerin

personatthepointofreceivingandthereturningofficershouldensure

thecaseisrecorded;

7.3 TheSub-CountyDirectorofEducationisrequiredtosubmitthefollowing

examinationmaterialstoKNECattheendoftheexaminationperiodoras

pertheinstructionsgiven:

7.3.1 candidates’answerscriptsandanswersheets;
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7.3.2 completed attendance registers forCandidates,Supervisors,

Invigilatorsandotheraccountable trackingdocuments;

7.3.3 completedandaccuratelyfilledinreportsand certificates

ofsupervision;

7.3.4 reportsonIrregularitiestogetherwithanyseizedmaterial(where

applicable);

7.3.5 claimsforsupervisors,invigilators,drivers,security and

educationofficersinbothsoftandhardcopies,dulycertifiedby

theSub-countyEducationOfficer;

7.3.6 allemptyquestionpaperpacketsandbags;

7.3.7 seatingplansforcandidates;

7.3.8 copiesofanyquestionpaperswithmisprintsormissingpages

(whereapplicable);

7.3.9 anyextraquestionpapers;

7.3.10Summaryof‘UnderProtest’entriesandaletterfrom

theCentremanageroftheInstitutionexplainingthe cases.

8.0 EXAMINATIONIRREGULARITIES/MALPRACTICES

8.1 Anexaminationirregularityisanydeliberateactthatgivesacandidate

undueadvantageoverothers.Irregularitiesmayoccurduring:

8.1.1 registration;

8.1.2 assessment;

8.1.3 movementofexaminationmaterials;

8.1.4 administrationofexamination(influencedappointment);

8.1.5 marking;

8.1.6 processingoftheresults.
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8.2 Any form ofexamination malpractice during the administration of

examinationsmustbereportedandhandledbytheSubCountyDirectors

ofEducation.

8.3 Anycandidate,whoisprovenbeyondareasonable  doubtashavingbeen

involvedinanexaminationmalpractice,willhavetheirresultscancelled.

8.4 Cheatinginexaminationscan,ifundetectedandunpunishedundermine

oneofthemajorfunctionsofexaminationswhichistogradecandidates

accordingtotheirabilities.

8.5 Cheatingin examinationscanveryquicklyerodetheconfidencethepublic

hasinexaminationsif“false”gradesareawardedbythesystem.

8.6 Cheatingunderminesthevaluesofhonestcandidatesifitappearsthat

dishonestcandidatesaretheoneswhoarebeingallocatedplacesonthe

basisofgradesattainedirregularly.

8.7 Itissaddeningtonotethattherearecaseswhereschooladministration,

parentsandteachersareinvolvedinabettingcheatinginexaminations.

8.8 Thesupervisionpersonnelandtheschooladministrationshouldbeatthe

forefrontinfightingexaminationmalpractices.

8.9 Allcentresandthepersonnelwhowillhandletheexaminationarebound

bytheLeadershipandIntegrityAct,whichliststheresponsibilitiesof

publicofficers.

8.10 Thecentremanagersshouldnotgive“lunch”,“fare”etc.tomonitoring

officers.OfficerswhodemandthesameshouldbereportedtoKNEC

throughanyofthechannelsavailable.



Page24of24

Page24of24

8.11 The centre managers should also not demand money from

parents/guardiansto entertain schoolguestswho mayincludeKNEC

monitoring officers.This is normally a foundation ofcompromised

examinationmanagement.Aspublicofficers,itisimportanttobeaware

oftheBriberyAct2016.

8.12 SupervisorsandInvigilatorsshallhandleanycaseofcandidatesfound

withunauthorizedmaterialsintheexaminationroom asfollows:

8.12.1Collecttheunauthorizedmaterial,identifyitwith

candidate(s)namesandindexnumberand submit to the

Councilasevidence;

8.12.2TheSupervisortoensurethathandwrittenwitness

statementsarerecordedbytheCentreManager, invigilator,

candidate(s)andrecordtheaccuratedetails ofthecandidate.

8.12.3Supervisortoprepareadetailedanddulysigned report

onthemalpractice.

8.12.4ReportthecasetotheCouncilthroughthecallcentre.

8.13 Supervisors and Invigilators shallhandle anycase(s)ofcollusion as

follows:

8.13.1RaiseitwiththeCentreManagerandaskthem to writea

detailedreportgivingaccurateand specific details;

8.13.2Recordthecorrectnamesandindexnumbersofthe

candidatesinvolved;

8.13.3Ensurethathandwrittenwitnessstatementsare

recordedbytheinvigilatorandcandidate(s)andrecord the

accuratedetailsofthecandidate;
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8.13.4Prepareadetailedanddulysignedreportonthe

malpractice;

8.13.5ReportthecasetotheCouncilthroughthecallcentre.

8.14 SupervisorsandInvigilatorsshallhandlecasesof Impersonation as

follows:

8.14.1Inform theSecurityOfficerandensuretheCentre

Manager,invigilatorandtheallegedimpersonator record own

handwrittenstatementsandattach evidence such as

identification.

8.14.2Ensuretheimpersonatorishandedovertothesecurity officer at

theendofthatsession;

8.14.3Prepareadetailedanddulysignedreportonthe malpractice.

8.14.4ReportthecasetotheCouncil.

9.0 PROCESSINGOFCANDIDATES’RESULTS

9.1 ThisisaprocessundertakenbytheCouncilafterexaminationshavebeen

administeredtocandidates.Itincludesmarking,gradingandreleaseof

examinationresultstothecandidates.

9.2 Some ofthe challenges related to the field which hindereffective

processingofcandidates’resultsinclude:inaccuratereportsprovidedby

supervisors on absentee candidates during administration ofKNEC

examinations.

9.3 Allinstitutions are encouraged to submitaccurate data during the

administration of examinations and verify the examination results

immediatelyafterreleasetoensureaccuracy.

10.0 REQUESTFORCONTAINERS
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Allocationofextracontainersisonlydoneonmerit.TheSCDE’sshouldmake

surethereasonsgivenaregenuine.TherequestmustpassthroughtheCDE’s

officeandthelettermustreachKNECby30thNovember,2018.

11.0 KCSEQUALIFYINGTEST

TheKCSEQualifyingTestwillbeadministeredontheday KCPErehearsal

exercisewillbeundertaken(29th October2018).Thisinformationshouldbe

communicated to allKCSE Qualifying Testcandidates.The examination is

normallyadministeredattheofficeofCountyDirectorofEducation.

12.0 ADMISSIONOFFOREIGNCANDIDATES

Heads of institutions are advised to inform foreign candidates seeking

admissionintheirinstitutionstoseekequationlettersfrom KNECbeforebeing

admitted.

13.0 EMERGINGISSUESONTHEINTERSEXPERSONSINOURSOCIETY

Intherecentpast,Kenyahaswitnessedcasesofintersexcandidateswhogrow

upinonesexanddecidetochangetoanotherdependingononeschoiceand

biologicaldevelopment.Thishasaffectedtheregistrationofcandidatesandas

such,thegovernmentisintheprocessofcomingupwithapolicyonhow the

issueneedstobehandled.Viewsfrom educationstakeholdersonthesamewill

becollectedthroughsomequestionnairessothattheymaybeincorporatedin

thepolicy.

14.0 ALCOHOLANDDRUGABUSE

14.1 Administrationofexaminationisaseriousnationalexercisethatshould

behandledcarefullybysoberpeople.

14.2 Personswhoabusealcoholandotherdrugsshouldnotbeallowedto

participateinanywayinthemanagementof examinations,becausethe
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reasonwhytheyabusethedrugsistomanipulatetheiremotionsand

behavior.

14.3 Thismayleadtonegativeconsequencesinwhatevertheyundertakeas

wellasbreakingrulessincetheydonotseem tobeimportanttothem.

14.4 Thesepeopleconcentrateonthinkingonhowtogethighandmostoftheir

effortsgotoplanningwheretogetmoreofthesubstancetofeelgood

aboutthemselves.

14.5 Theonlymeaningfulrelationshiptheyhaveisthatofthemselvesandthe

drug.

14.6 Suchpeopleshouldnotbeentrustedwiththelivesofourchildrenbecause

theymightbecompromisedandinterfereintheprocessofadministering

examinationsleadingtocancellationofcandidates’results.

14.7 Eachandeveryinstitutionshoulduserecommendedwaystohelpthe

victimstoovercometheeffectsofdrugs.

15.0 AIDSANDHIV

15.1 AsKNECstakeholders,weneedtolivewiththefactthatAIDSandHIV
arearealityandthatweareeitherinfectedoraffected;

15.2 The menace directlyand indirectlyaffects allthatwe do as KNEC
stakeholders;

15.3 KNECrequestsyoutotakeanyopportunityatyourdisposaltotalkabout
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itatanyforum thatyoumeetthepeopleyousupervise.

16.0 RISKMANAGEMENT

16.1 Theworkofadministeringexaminationscomeswithitsownrisks;

16.2 Asexaminationstakeholders,youneedtoseetherisksaheadofany

actionyoumaytake.Suchrisksmayinclude:

16.2.1Appointmentofasupervisororaninvigilatorwhoisnot

qualifiedorhasvestedinterestintheinstitutionhe/she is

engagedtoadministerexamination;

16.2.2Involvementofsecurityofficerswhodon’ttakesecurity issues

seriously;

16.2.3Summarizingofficersforpaymentswhoneverworked during

theexaminationforpayment;

16.2.4Beinginfluencedtoappointasupervisor/invigilatorto a

certainexaminationcentreorinfluencingtobe appointed to

acertainexaminationcentre.

16.2.5Failingtokeeptimeatthecontainerorattheexamination centre

etc.

16.3 Itis importantto mitigate againstanyrisks before theyoccurand

manage them accordingly to avoid related risks thatmay affect

candidate’sresultsadversely.



Page29of29

Page29of29

17.0 HANDLINGOFCOMPLAINTSINKNEC

17.1 Acomplaintisanexpressionofadissatisfactionmadetoanorganization

relatedtoitsproductsandservices.

17.2 KNECcloselyworkswithCommissiononAdministrativeJustice (CAJ)

inensuringcustomercomplaintsareresolved.Itprepares quarterly

reportsoncomplaintsreceivedfrom allitscustomersand their status

andsubmittotheCommission.

17.3 As we endeavour to give our services to customers,there are

mechanisms putin place forhandling,managing,responding and

reportingcitizens’complaints.Customersseekingservicescanchannel

theircommunicationtoKNECthroughthefollowing:facebook:Kenya

NationalExaminationsCouncil,twitter:@ExamsCouncil,Emailaddresses:

info@knec.ac.ke,telephonenumbers:Headoffice–3317427,3317419,

3341027 South C offices:0720741094,0202329598,IndustrialArea

0720741003,0775471980,0775471997,correspondences,walkinand

anyothermeansthatmayfeelappropriate.

17.4 Wealsohaveacustomerrelationsmanagementsystem whichisweb-

based;itiscalledSemaNasi.

18.0 QUERYMANAGEMENTINFORMATIONSYSTEM (QMIS)

18.1 The QueryManagementInformation System (QMIS)is an electronic
system foronline submission and processing ofqueries related to
examinationresultsandotherservices(confirmation,claims,equation
andcertifications;

18.2 TheuseofQMISstartedon1stJuly2018andtodate,a totalof407
clientshavebeenregisteredtousethe system,outofwhich 172 have
launchedaquery;

18.3 Examplesofquerieshandledbythesystem include:
 BiodataAmendments

o Name
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o Photo

o Gender

o YearofBirth

o Birthcertificatenumber

o Citizenship

o Entrycode

 DirectRecoveries(onlyforschools)

o Slips

o Certificates

o Resultprintout

 Results(Marks)queries

o Absenteeism

o MissingMarks

 Paymentqueries

Examplesofserviceshandledbythesystem include:
o Certificationletter
o Confirmationstatements
o Equations

18.4 Toaccessthesystem tolaunchandtrackqueries/services,clientshould
useacomputer/mobilephonewithinternetaccess.Thewebaddressto
useiswww.qmis.knec.ac.ke;

18.5 Allrequirementsforparticularqueriesaredisplayedbythesystem for
clienttoscanandattach.Uponsuccessfulprocessing,clientswillbe
requiredtoavailoriginalcopiesoftherequirementsbeforecollectingtheir
documents;

18.6 AllpaymentsaredonethroughM-pesa,ofwhichthesystem will prompt
theclientthroughSMSontheamountandhow topay.(PLEASE,YOU
SHOULDNOTPAYBEFOREASKEDTODOSO);
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19.0 MATERIALSAVAILABLEFROM KNECBOOKSHOP

19.1 KNEC Examinationfeedbackreports forKCSE& KCPEwhichstatistically

analyzethetwoexaminationspaperbypaperareavailableforsale.The

feedbackreportsgivesoverview ofresponsesgivenbycandidateto

previousyear’squestions.Ithighlightswheretheywentwrongandhelps

greatlycurrentcandidatestoavoidmakingsameerrors;

19.2 Question&MarkingschemesforKCPE and KCSE Examinations;

19.3 KNEC Examination regulations for both schooland post school

examinations;

19.4 KCSERegulationsandsyllabuses;

19.5 Pastpapers;and 

19.6 Mathematicaltables.

20.0 CONCLUSION

TheCounciltakesthisopportunitytothankyouforattendingthisimportant

meeting.Itisimportanttocascadetheinformationyouhaveacquiredtodayto

thoseunderyouinordertoensurethatthosewhowillbeinvolvedinthisexercise

arewellinformedandequippedtomanagethe2018KCSE&KCPEexaminations

inthemostefficientwaywithoutexperiencingcasesofdishonesty.

THANK

YOU


