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	Title: Exam Invigilator
	Salary Scale : £11.83 per hour

	Supported by and reporting to: Assistant Principal
	Assisted By:


Examinations take place during periods from May until June each year and length of sessions can vary, although you will always need to be available for the beginning of each session and for its duration. We are looking for people who can commit to at least four sessions per week, but the sessions can vary week on week.

Morning sessions 8.30am - 1pm

Afternoon sessions 1.30 pm – 5pm

	Personal and Professional Conduct 


	· Treat students with dignity, build relationships rooted in mutual respect, and at all times observe proper boundaries appropriate to a professional position.
· Have regard to the need to safeguard students’ well-being, in accordance with statutory provisions – in terms of own conduct and taking responsibility to raise any concerns according to college policy. 
· Show tolerance of and respect for the rights of others.
· Promote fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.
· Ensure that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law.
· Have a proper and professional regard for the ethos, policies and practice of the college, and maintain high standards in their own presentation, attendance and punctuality.
· Invigilators must not carry out any other tasks in the examination room (for example doing other work or using a mobile phone)

	Roles 
	· To ensure a calm environment which will give the students the best possible opportunity to be successful in their exams. 

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

· To help provide the correct information and material for successful completion of the exam. 

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

· To be vigilant, whilst not disrupting the candidates. 

· To refer to the Examination Officer if it is suspected that malpractice is taking place. 

· To help in the collection of exam booklets which need to be collected in order, by candidate number

	Responsibilities 
	Before exams

· To report to and be briefed by the exams officer prior to each exam session

· To keep exam papers and materials secure before, during and after exams

· To ensure exam rooms are set out according to the instructions

· To admit candidates into exam rooms

· To identify, seat, and instruct candidates in the conduct of their exams

· To distribute the correct exam papers and materials to candidates

During exams

· To supervise candidates at all times and be vigilant throughout exams

· To keep disruption in exam rooms to a minimum

· To deal with emergencies or irregularities effectively

· To record/report any disruption or irregularities

· To complete attendance registers

· To deal with candidate queries

· To carry out regular time checks

After exams

· To collect exam booklets
· To dismiss candidates from the exam room

· To check candidates’ names on booklets match the details on the attendance register

· To securely return all exam booklets and exam materials to the exams officer

	Safeguarding
	· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation, and the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role. To ensure the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.


This job description does not direct the particular amount of time to be spent on carrying out the above duties and responsibilities and no part of it may be so construed. This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and may be subject to modification or amendments at any time after consultation with the post holder.
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	CRITERIA
	ESSENTIAL
	DESIRABLE

	PERSONAL QUALITIES AND CHARACTERISTICS 
	· Loyalty and commitment to the college, students, parents and staff of the college. 
· Excellent timekeeping
· Energy, enthusiasm and stamina.
· Flexibility and determination.
· Ability to adapt own approaches to meet the needs of vulnerable and challenging students.

· Commitment to the principles of equality.

· To have a keen interest in the world of education and a commitment to the future and development of young people.

· Awareness of responsibility towards the safeguarding of students.

· To be able to follow all college procedures and policies.
	

	SPECIFIC TO THE POST 
	· Good command of written and spoken English 

· Be confident and able to communicate with staff and students
· Good team member and also work on own initiative 
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