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16th February, 2011
To:
Provincial Directors of Education


Director of City Education


District Education Officers


Municipal Education Officers

Deployment of Supervisors, Invigilators, Drivers, Security and Education Officers for 2011 School and Post School Examinations
1.0
DEPLOYMENT
1.1
Supervisors and invigilators play a critical role in the conduct of examinations and the success of examinations this year will depend on your entrusting this duty to dedicated teachers of high integrity.

1.2
You are therefore required to deploy teachers and other personnel in responsible
positions who will serve as supervisors and invigilators during 2011 
examinations.
1.3
Supervisors, Invigilators, Drivers and Security Officers are supposed to fill in their details and sign declaration form which is used to verify supervision personal claims.

1.4
Duly filled in supervision declaration form must be submitted to the supervision unit in KNEC industrial area offices by the DEO/DXO latest one week after the completion of the examination.
2.0
QUALIFICATIONS

2.1
Supervisors

Prospective supervisors must:-

2.1.1 Be trained teachers with a minimum qualification of SI/Diploma certificate. Trained Technical Teachers with a minimum qualification of Technician III Certificate may be considered for Technical examination or: -

2.1.2 Be officers of Job Group K and above in public service who have supervised national examinations successfully in the past;

2.1.3 Have a minimum teaching experience of three years;

2.1.4 Have successfully invigilated national examinations before;

2.1.5 Have the ability to attend to details;

2.1.6 Be affirmed by their respective heads as persons of integrity.

2.2
Invigilators

Prospective invigilators must:-

2.2.1 Be trained teachers of P1 grade or better and employed by the Teachers Service Commission or teaching in recognized private institutions;

2.2.2 Be trained teachers of ATS (Approved Teachers Status) grade or better and employed by the Teachers Service Commission (or teaching in a recognized private institution);

2.2.3 Be conversant with the shorthand examinations’ procedures to be considered as invigilators for shorthand examinations and should therefore preferentially be shorthand teachers;

2.2.4 Have integrity as affirmed by their school heads;

2.2.5 Institutions with candidates, who are touch readers (blind) should at least have one invigilator who is conversant with Braille.

3.0
POSTING OF SUPERVISORS AND INVIGILATORS

3.1
It is essential that distances to be traveled by supervisors and invigilators are minimized in order to:-

3.1.1 Increase efficiency so that examinations are conducted on time.

3.1.2 Control the expenditure on the conduct of examinations.

3.2
In this connection:-

3.2.1
Supervisors and invigilators must be posted within proximity of the distribution and examination centres.

However, supervisors and invigilators must under no circumstances be allowed to choose centres where they will serve. Any supervisors/ invigilator that shows vested interest in any centre must be disqualified.
3.2.2
Supervisors and invigilators from a primary school should not be allowed to serve their own secondary schools. (This applies where both primary and secondary schools share the same compound)
3.2.3
Where distances are in excess of 48 km. return limit, field officers should consider opening new distribution centres including chief’s camps. The Council must approve all new distribution centres before they become operational.
3.3
Supervisors and invigilators will therefore work as commuters.

4.0
PROCEDURE FOR RECRUITMENT OF SUPERVISORS AND INVIGILATORS

4.1
One supervisor should be appointed per examination centre.

4.2
In the case of large examination centres with over 200 candidates a second supervisor may be nominated to be in charge of his/her own rooms and group of invigilators.

4.3
Invigilators should be deployed on the basis of one invigilator per examination room. An ideal examination room should have the capacity to accommodate twenty (20) candidates. In a large hall, additional invigilators should be deployed on the basis of thirty (30) candidates per invigilator. There should be no over deployment of invigilators in examination centres.

4.4
Supervisors and invigilators must not be deployed to supervise their own students while swopping of supervisors and invigilators between schools/colleges must be avoided.

4.5
Efforts should be made to ensure that supervisors and invigilators are not allocated to the same schools in consecutive years.

4.6
In gazetted hardship areas supervisors, invigilators, security officers and drivers should as far as possible be posted within proximity of their duty stations so that they commute to examination and/or distribution centres. The people so deployed must not claim night-out allowances.

4.7
In special circumstances, night-out allowance for gazetted hardship areas will be considered provided that:-

4.7.1 there is a genuine case for deploying a supervisor/invigilator away from his/her working station and cannot return home on daily basis;

4.7.2 night-out allowance is confined to examination dates only;

4.7.3 the PDE/DEO scrutinizes the claims to ensure that the information given is accurate, especially with regard to the exact number of nights the claimant actually slept out of the working station as well as the actual distance between the working station and the new station;
4.7.4 in all cases the PDE/DEO seeks written authority from the Council in advance giving names, reasons, number of nights, distances and expenditure involved.

5.0 CONDITIONS FOR NOMINATION OF SUPERVISORS AND INVIGILATORS

5.1
KNEC shall provide DEOs with a database of lectures/teachers/officers to serve as supervisors and invigilators from the KNEC database established from previous years. 
5.2
The DEO will then submit to the Council:-

5.2.1
Lists showing centres where supervisors and invigilators have been posted to.
5.2.2
A summary of total for the following:-

(a) number of candidates in the District.

(b) number of examination centres to be used.

(c) number of supervisors appointed.

(d) number of invigilators appointed.

(e) number of drivers to be used in distribution of examinations.

(f) number of security officers to be deployed in examination centres.

(g) number of education officers to be deployed in distribution centres.
DEOs will be expected to post supervisors and invigilators from the lists provided guided by the instructions given in Clause 3.0 and 4.0 above.
5.3
The summary lists and summaries should reach the Council three weeks before the start of the examination.

5.4
Approved supervisors and invigilators will serve during the year of examination in accordance with the regulations that are in force and the instructions that are given by the Council for the examination.

5.5
Replacement of Supervisors and Invigilators

5.5.1
Any replacement of supervisors and invigilators should be done from the database of KNEC approved supervisors and invigilators.

5.5.2 If fresh nominations are necessary, DEOs will appoint officers who meet the qualifications stated in clause 2.0 and forward their details to the Council for approval and registration.

5.5.3 People who do not qualify must not be used as replacement.
5.6 Payments
5.6.1
The council shall pay the supervision personnel through mobile phone. All personnel involved should therefore ensure they provide KNEC with their registered mobile numbers.

5.6.2 The Council will pay officers involved in the supervision exercise subject to:-

(a) The examination having been conducted successfully at the centre where the officers were;

(b) The supervisors and invigilators having prevented cheating and impersonation at the centre, detected any such cases, and reported them as fully as possible to the Council;

(c) All documents, records and reports of supervision having been returned duly completed to the Council. Honesty in making claims must be emphasized to all the field personnel.
(d) Must give correct Identification card number and mobile phone number which is registerd by a mobile subscriber.

5.6.3 Allowances will be paid only after the Council has assessed the work of the supervisors and invigilators. This will be in accordance with the following rates:-
	Examination
	Region
	Rate per day (Ksh)

	
	
	Supervisor
	Invigilator
	Security Officer
	Driver


	KCSE
Business
Technical
PTE
ECDE
TCAE
SNE
DTE

	NAIROBI & MOMBASA

	600.00

	500.00

	350.00

	350.00


	
	OTHER REGIONS

	550.00
	400.00
	350.00
	350.00

	KCPE*
	KCPE*
	2,150
	1,400.00
	900.00
	900.00


*Note:
Please note that the amounts for KCPE are for the entire exercise (flat rate).

5.6.4 Except as specified in parts clause 4.7, the Council will not pay claims for:-

a) Night-out;

b) Subsistence;

c) Lunches;

d) Hired vehicles;

e) Vehicles belonging to supervisors used as taxis;

f) Supervisors and invigilators who do not qualify;

g) Supervisors and invigilators whose centres have been involved in examination irregularities;

h) Centres where the supervisors/invigilators have failed to prevent or detect and report irregularities.
i) Supervisors who do not fill in return envelop correctly.

j) Supervisors and Invigilators who do not sign Declaration form and attendance register.
k) Supervisors, Invigilators, drivers and security who do not provide their identity cards numbers

5.6.5 In addition to 5.6.2 the Council will not pay claims for lunches from invigilators and supervisors.

5.6.6 The Council reserves the right to decide on the amount and whether or not an allowance will be paid. The decision of the Council is final.

(a) Supervisors and invigilators who do not merit payment of the allowance will be informed by the Council through the DEOs after the quality of their work has been established. Personnel whose work does not merit such payment must not enter into correspondence with the Council about the amount or non-payment except through the DEO.

(b) The Council will not pay any allowance to supervisors/invigilators who do not sign the Supervision Declaration form. 
5.7 Disqualification

Supervisors and invigilators who infringe any of these conditions or the regulations for the conduct of 2010 Council Examinations, or submit false or inflated claims will be deregistered, reported to their employers and may have criminal proceedings instituted against them.

5.8 Transport

The DEO/MEO/DCE will be responsible for all transport arrangements.

5.8.1 Government, institutional or school transport should be used as far as possible for the supervision and invigilation of examinations.

5.8.2 In the special circumstances where Government transport is not available, supervisors/invigilators may be authorized to use their own cars provided that:-

(a) The cars are used to travel only to the centres the supervisors and invigilators themselves are supervising/invigilating;

(b) Supervisors/invigilators do not tour other centres or serve as taxi drivers, unless it is for the purpose of dropping other supervisors/invigilators whose centres are directly on the route to their destination;

(c) Supervisors and invigilators do not use cars other than their own, registered in their names;

(d) The distance for the return trip does not exceed 48 km.

In such cases, PDE/DEO/MEO must seek written authority from the Council in advance giving names, vehicle numbers and copies of log books and period.



5.8.3
Hired cars must not be used.

6.0
DEPLOYMENT OF SECURITY AND EDUCATION OFFICERS MANNING DISTRIBUTION CENTRES

6.1 When a PDE/DEO is deploying various categories of personnel listed above he/she should bear in mind the following: -

6.1.1 Education Officers, Assistant Education Officers, Zonal Inspectors and clerks attached to various distribution centres should be deployed within their zones to enable them return to their homes/houses on daily basis.

6.1.2 For security and financial implications, only 1 Education officer and 2 Security officers should man a distribution centre at any given day. Exemptions will only be acceptable in distribution centres serving more than 20 examination centres, in which case the DEO should make a written explanation to the Council in that regard.

6.1.3 All Education and Security officers manning distribution centres MUST sign the daily Attendance Register provided by KNEC.

6.1.4 DEOs will be expected to submit the Attendance Registers from all distribution centres as well as a summary list of the officers to KNEC at the end of the examination. This list MUST indicate the number of examination centres served in each distribution centre.

6.1.5 Claims from officers who have not signed the register will not be honored. The Council reserves the right to decide on the amount and whether or not an allowance will be paid. The decision of the Council is final.

6.2 Drivers/Security Personnel

6.2.1 They should be deployed within their zones to enable them return to their homes/houses on daily basis.

6.2.2 Drivers and security officers MUST sign in the Supervision Report and Declaration documents. Any claims from personnel who have not signed will not be honored.

6.3 Transport

6.3.1 Government vehicles should be used when monitoring examinations.

6.3.2 Field Officers should not hire transport without first obtaining authority in writing from the Council. The Council will not undertake to pay such claims if its authority cannot be quoted.

E. MUIRURI – SENIOR DEPUTY SECRETARY (EA)
FOR COUNCIL SECRETARY/CHIEF EXECUTIVE

cc:   1.
     Education Secretary


3.
The Secretary


     Ministry of Education



Teachers Service Commission


     P O Box 30040
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Private Bag


     NAIROBI





NAIROBI

        2.     Director of Quality

                Assurance and Standards

                Ministry of Education
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                NAIROBI
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