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Invigilator  
Job Role Overview 
The following outlines the tasks commonly undertaken by an exam invigilator in a  secondary school.  
Invigilators are required to ensure that exams are carried out according to the strict  rules set out by the exam board which allow each candidate to sit the exam in the  same conditions as other candidates throughout the country. It is essential  invigilators maintain the security and integrity of papers both before and after exams. 
Key Tasks 
Before the Exam 
∙ To report to the exams officer prior to each exam session; 
∙ Keep exam papers and materials secure before, during and after exams; ∙ To ensure exam rooms are set out to the required standard; 
∙ To distribute the correct exam papers and materials to candidates; ∙ To assist candidates to their seats promptly and calmly 
∙ To deal with candidate enquiries 
At the start of the Exam 
∙ Ask if any candidate has a mobile phone or other technological devices on their  person to hand it in immediately; 
∙ Read subject specific instructions to candidates; 
∙ Distribute question papers to candidates; 
∙ Ensure the correct papers are given to the correct candidates 
During the Exam 
∙ Supervise all aspects of the exam and remaining vigilant throughout; ∙ Keep disruptions to a minimum; 
∙ Deal with emergencies or irregularities effectively and report back to the exams  officer; 
∙ If a candidate arrives late, make sure they are ready to enter the room according  to JCQ regulations and warn them that the exam board may not accept their  script; 
∙ If a candidate requests to leave the exam room for a bathroom break, they must  be accompanied at all times and name and time noted down on invigilation sheet; 






∙ If suspicion arises that a candidate may be cheating in some way, speak to the Senior  Invigilator ; 
∙ All instances must be recorded, including late arrivals, cheating, mobile phones etc.  ∙ Ensure candidates stay for the full duration of the examination
At the end of the Exam 
∙ Ensure all scripts are collected in candidate order; 
∙ Collect all exam papers before candidates are allowed to leave the exam room; ∙ Dismiss candidates one row at a time, after all scripts/answer booklets and question  papers have been collected; 
∙ Securely return all scripts and exam material, boxes, notices, clocks to the Exam  Officer; 
∙ Ensure the exam rooms are tidy and ready for the next exam 
Other/General 
∙ To be flexible and work according to the needs of Chiswick School ∙ To be aware of and comply with the policies and procedures relating to child  protection, health and safety, security and confidentiality, reporting all concerns to the  exams officer 
∙ Contribute to the overall ethos/aims of the school; 
Exam Invigilators are expected to report for duty 45 minutes before the start of each  examination. And stay 15 minutes to wrap up at the end of the exam. However flexibility is  essential and invigilators may be required to stay an additional 1 hour after the main  examination has finished. 
Invigilators are required to attend training and refresher sessions when requested.

Person Specification
	
	Essential 
	Desirable 

	Qualifications 
	
	Achieved at least GCSE  Level

	Experience 
	Experience of busy work/school  environment
	Experience of working in a  secondary school

	Skills 
	∙ Excellent organisational skills ∙ A flexible approach to work 
∙ Ability to work under pressure ∙ Accuracy and attention to detail ∙ Ability to work on own initiative  and problem solving 
∙ Ability to relate to candidates yet  maintain an air of authority  
∙ Ability to communicate with  
candidates and members of staff  clearly and accurately 
∙ Effective oral and written  
communication skills 
∙ Ability to work as part of a team  or alone as necessary  
∙ Ability to keep calm under  
pressure or during unexpected  
circumstances 
∙ Ability to judge when a decision  is not yours to make 
∙ Ability to be firm but fair at all  times
	

	Other 
	∙ Reliability 
∙ Punctuality  
∙ Tactful and understands  
confidentiality  
∙ Common sense and initiative  ∙ Keen to undertake training and  develop skills  
∙ Committed to equal opportunities
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