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JOB DESCRIPTION

Job Title:

Exam Invigilator



Responsible to:
Examination Officer
Job Purpose:


To ensure a calm environment to give the candidates the best possible opportunity to be successful in their exams, to help organize students at the stand and end of the each exam, provide the correct information and material for successful completion of the exam, ensure that the conduct of the exam takes place within the guidelines set down by JCQ (relevant documents will be supplied), to not disrupt the candidates and be vigilant, particularly regarding requests for additional paper and toilet breaks and if suspecting malpractice, referring the matter to the lead invigilator who should refer the matter immediately to the examinations officer (Alan Whymark). 
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Job Purpose
· Ensure a calm environment to give the candidates the best possible opportunity to be successful in their exams. 

· Help organise students at the start and end of each exam. 

· Provide the correct information and material for successful completion of the exam. 

· Ensure that the conduct of the exam takes place within the guidelines set down by JCQ. (relevant documents will be supplied) 

· Whilst not disrupting the candidates it is important to be vigilant, particularly regarding requests for additional paper, toilet breaks etc. (NB remember students must be escorted during toilet breaks.) 

· If invigilators suspect malpractice is taking place they should refer the matter immediately to the Examinations Officer. Please the student can only be removed from the exam hall by the Head of Centre (Principal) 
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Major Tasks, Duties and Responsibilities

· One person will be nominated as lead invigilator for each session. It is their duty to ensure correct exam procedure is being followed and invigilators are supported/advised. 

· At the start of an examination one invigilator should act as 'doorperson'. That person makes sure that no bags are brought in. 

· Attendance registers should be marked at the start of the examination. The lead invigilator or the Examination Officer will take responsibility for this. 

· Starting and finishing times for exams should be displayed on the boards. 

· If there is a disturbance to the exam, the lead invigilator should deal with the situation. However, another invigilator should take a note of the time the disturbance started and the time it finished so that a report can be submitted to the exam board. The Examinations Officers should be contacted immediately. 

· At the end of examinations make sure answer booklets have been completed correctly, ensure question numbers have been entered in the appropriate box on the front of the answer booklets. 

· Exam scripts need to be collected in order, by candidate number, the Examinations Officer will advise collection procedures. 

· In the event of any discrepancy or irregularity in the progress of an examination, a written report should be given to Examination Officer immediately.

· Invigilators should be familiar with the document ‘Guideline to Students Sitting Public Examinations’ (which will be supplied).  If students breach these regulations the Examinations Office should be notified immediately.
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Other requirements:
A) Inspection

Public Examinations are subject to JCQ scrutiny. Inspections are never announced and inspectors can walk in at any time. Inspectors carry out a rigorous and thorough analysis of all procedures and for this reason it is very important to abide by all exam regulations
B) Daily Routine

All morning examinations start at 9.00 a.m., Whilst all afternoon examinations start at 1.30 p.m.. Invigilators should arrive 20 minutes before the start of the examination and leave when all the examination papers have been collected in and returned to the Examinations Officer.

· Promote and ensure the health and safety and good behavior of pupils at all times.

Disclosure and Barring Service 
This post will result in you having unsupervised contact with children as detailed in Protection Freedom Act 2012. The Authority, therefore, requires that by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, the Children’s Act 1989 and/or the Police Act 1997, you reveal any criminal convictions, bind over orders or cautions, including those which would normally be regarded as spent. You must complete the relevant section on the application form – your application will be returned if this section is incomplete. If successful in your application you will subject to a Disclosure and Barring Service check. Further information about Disclosure and Barring Service and the Trust approach to recruiting is available at www.eet.or
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