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Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Role: 	Examination invigilator
Reporting to: 	Examinations fficer
Summary of role	The role of the invigilator is to ensure that the examination is conducted according to the relevant examination regulations and instructions. This is a casual position. 

Key Tasks:
1. Prior to examination commencing
· Maintain security of exam papers and materials and verify the seating plan matches the room layout.
· Admit, identify and seat candidates, ensuring no unauthorised items and instruct them on exam conduct.
· Provide exam papers and materials to candidates.

2. During examination
· Supervise candidates vigilantly throughout the exam, preventing any communication between candidates once they enter the exam hall.
· Minimise disruptions during the exam.
· Handle emergencies or irregularities effectively - recording and reporting them.
· Complete attendance registers and manage necessary paperwork (e.g., late arrivals).
· Address candidate queries without providing specific guidance.
· Distribute extra equipment and stationery as needed.
· Escort candidates to the toilet when necessary.

3. After examination
· Collect exam scripts following proper procedures and verify them against attendance registers.
· Dismiss candidates from the exam room.
· Securely return exam scripts and materials to the Examinations Officer.
· Prepare the exam room for the next session.

4. General duties
· Attend training, refresher or review sessions, or complete electronic training as required.
· To undertake, where required and where able, other duties requested such as providing support for candidates with access arrangements or exams-related administrative tasks.

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations.
· To undertake any training and development for the better fulfilment of the post.
· To undertake any ad hoc duties or projects as requested.
· To undertake any other duties and responsibilities as determined by the Examinations Officer.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities, tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.

Person Specification
	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good level of general education.
	
	Qualifications

	Experience 
	Experience of working in a formal setting.
	Previous experience of invigilation.
	Interview and references 

	Professional Values 
	Punctual, reliable and dependable.

Attention to detail and  vigilant.
	
	Interview and references 


	Skills 
	Good interpersonal and communication skills. 
	
	Qualifications, Interview and references 

	Personal characteristics 
	Be a confident and reassuring presence to candidates in the exam room. 
	
	Interview 



Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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