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	Job Description: 

Exam Invigilator 
£10.61 per hour                  
         
Updated: Mar 2018 



	Postholder reports to: 
Examinations Officer 
Purpose of Job: 



To invigilate the school’s public examinations in accordance with the relevant awarding body guidelines.

Responsible for:  
No responsibility 
Hours of work: 
between 8am to 4:30pm on a casual basis 



Main duties and responsibilities
1. Prompt arrival and collection of examination materials prior to exam from Examinations Officer.

2. To assist in the correct setting up of examination rooms.

3. Directing pupils to their correct seats in the examination room. Checking pupils are in their correct seats and have valid identification with them.

4. Ensure no inappropriate items are brought into the examination hall such as mobile phones, MPS players, revision notes or other paperwork unless told otherwise.

5. Ensuring pupils are informed of the examination procedures before the examination starts.

6. Explaining the relevant Awarding Bodies’ rules, reading out any warnings and notices to pupils.

7. Opening of the question papers and handing them out to each pupil before the exam starts.

8. Informing the pupils of the start and finish time of the exam and that they are now subject to the various exam regulations.

9. Accurately completing the attendance register and seating plan showing who is present and absent at the start of the examinations.

10. During the examination ensuring that all the regulations are complied with, making sure that there are no unauthorised late entrants or early leavers.

11. Give time checks during the examination, at the correct times. At the end of the allotted exam time, conclude the exam by informing pupils that they must now stop writing.

12. Remaining vigilant during the examination and reporting any misconduct to the examinations officer. When necessary warning pupils if their behaviour is inappropriate.

13. Collect all answer and question papers at the end of the examination; take care to ensure all scripts are collected and that they are sorted into order according to the attendance register.

14. At the end of the examination when all examination materials have been collected, return them to the examinations officer immediately.

Additional duties
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.

· To contribute to the ethos and development of the Language College status.

· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in necessary training and staff development.
This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:
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