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THE WILLIAM ALLITT
ACADEMY




JOB DESCRIPTION

Post Title

Exam Invigilator & Reader/Scribe

Responsible to:
Examinations Officer & Business Support Assistant (Exams)

Grade


Grade C 
£9.79 

Hours


As & when required

Duties and Responsibilities:
· To work with and support teaching and associate staff to ensure a positive working environment.

· Assist the Business Support Assistant (Exams) in setting up rooms ready for examinations.

· Ensure the candidates are seated according to the seating plan

· Ensure that any absentees are reported immediately to the Examinations Officer

· Be familiar with exam board regulations and report any breaches immediately to the Examinations Officer

· Be able to make decisions and record accurate details of any breaches to exam board regulations

· Collect examinations scripts at the end of the exam

· Ensure that all scripts and examinations equipment are returned to the location

· Ensure self-reliability and punctuality during exam periods providing the post title with clear advance notification if unable to attend.

· Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job.

Reader

· To read the examination paper accurately to the student and only read the instructions of the question but not explain or clarify questions
· To repeat the instructions of the question paper or questions, but only if the student requests this
· Where an examination is testing reading (e.g. in English), to only read the instructions
· To ensure that the students are not given any advice on which question to do, not prompted to move onto the next question, nor which order the questions should be answered
· No symbols or unit abbreviations should be decoded by the reader
· To read back the answer the student has written, when requested by the student. The reader can also, if requested, give the spelling of a word from the question paper
Scribe

· To write accurately, and at a reasonable speed, what the student has said
· To draw or add to maps, diagrams and graphs strictly in accordance with the student’s instructions, unless the student is taking a design paper (in the case the scribe can only assist with written parts)
· To write a correction if requested to do so by the students
· To ensure the students are not given any factual help or indicate when an answer is complete
· To ensure the student is not given any advice on which question to do, not prompt the student to move onto the next question, nor which order the questions should be answered
· To read back the answer the students has written, when requested by the student
General

· Remaining aware and work within all relevant school working practices, policies and procedures, including those related to health and safety

· Being aware of and complying with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to the designated/deputy designated safeguarding lead or your line manager as appropriate

· Undertake appropriate and regular training and development to maintain knowledge and improve practice

Signed:  
…………………………………………………..

Support Staff

Signed:
………………………………………………….

Line Manager

Date:
………………………………………………….


