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Post:

            Exams Invigilator
Hours:

 Supply - as and when agreed with the school
Name:
                         
Line Manager:           Examinations Manager
Key Task:

Supervising students during the examinations periods within the school.  Maintaining good order and keeping the students on task during the examination period.  Responding to general questions from pupils and providing general feedback to the Exams Manager, Teachers and the Headteacher. To ensure the integrity of the examination according to school and examination board rules.

Relationships:

· Responsible to the Headteacher.

· Supervisory responsibility for examinees.

· Important internal relationships with Governors, Headteacher, Exams Manager, Senior Invigilator, other Invigilators, teaching and support staff at the school and examinees.

Main Responsibilities:

· Ensure that the ‘Joint Council for General Qualifications – Instruction for the Conduct of Examination’ guidelines are followed in all exams.
· Collect in the answer scripts in register order at the end of the examinations as instructed by the schools’ Examinations Manager.
· Bring all the scripts, question papers, registers, candidate labels, seating plan to the examination office.
· Provide a calm environment in which the examination can be conducted.
· Record incidents of cheating/ misbehaviour to the Exams Manager.
· Refer any incidents that breach the instructions for the conduct of examinations to the schools Exams Manager.
· Adhere to the communication systems used within the school during the examination. In the event of a fire alarm to adhere to the schools fire evacuation procedure.
· Keep the Headteacher and Exams Manager informed of any relevant issues that occur during an examination period.
· Implement the schools equal opportunities policy at all times within the school.
· Complete a late arrival form when a candidate arrives after the first ½ hour of the exam.
· Help prepare the room, laying out candidate labels to a seating plan prepared by the exam office.
· Help admit candidates to the room in a quite and orderly way.
· Be constantly vigilant when the exam is running and should not do any other tasks.
· Begin exams by reminding candidates to fill the name, candidate number and centre number on each sheet of paper.
· Announce regulation at the beginning of any exams and ensure they are strictly adhere to as appropriate.
· Co-operate with school management in all Health and Safety matters and to take reasonable care for the Health and Safety of yourself and other persons who may be affected by your acts or omissions at work.
· Be responsible for confidential documents relating to students and security of exam papers/ scripts, equipment and stationery.
· Work with limited supervision within the agreed procedure and practices.
· Arrive ½ hour before the start of the exam. Morning exams start at 8.45am and afternoon exams start at 1.30pm.
· Occasionally invigilate until 4.30pm.
· Carryout any additional duties required by the Senior Invigilator or Exams Manager as appropriate.
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