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Job Description

POST TITLE:   Senior Examination Invigilator

SALARY:         £16.14 per hour

PRIME OBJECTIVES OF THE POST

To be responsible, under the direction of the Exams Officer, for the smooth running of examinations and in particular to:
· Ensure all correct exam procedures are followed for both Internal and External Examinations.

· Provide clear instructions to candidates at the start and finish of exams.

· Ensure that there is a calm atmosphere so that all students are able to do their best.

· Deal with any incidents promptly and calmly to minimise disruption to the candidates.

· Ensure that papers are collected correctly at the end of each exam.

· Report any concerns to the Exams Officer.

RESPONSIBILITIES

Supervision of students.  Security of examination scripts, equipment and stationery.   Correct conduct of exams.

SUPERVISION & GUIDANCE

Responsible to the Exams Officer and expected to work with limited supervision within the agreed procedures.

DUTIES

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

· Keep confidential exam question papers and materials secure before, during and after exams 

· Ensure exam rooms are set up according to the requirements 

· Admit candidates into exam rooms under formal examination conditions 

· Give full attention to conducting the examinations properly 

· Identify candidates and seat candidates according to the required arrangements 

· Ensure the correct question papers and exam materials are distributed to candidates, including to those with individual Access Arrangements 

· Instruct candidates in the conduct of their exams 

· Deal with candidate questions 

· Start exams 

During examinations 

· Supervise and observe candidates at all times and be vigilant throughout 

· Keep disruption in examination rooms to a minimum 

· Deal with emergencies or irregularities effectively 

· Record/report any incidents, disruption or irregularities 

· Complete attendance registers 

· Deal with candidate questions according to the regulations 

After examinations 

· Instruct candidates in finishing their examinations and collect examination scripts and materials 

· Dismiss candidates from the examination room 

· Check candidates’ names on scripts, match the details on the attendance register 

· Securely return all examination scripts, question papers and materials to the exams officer 

Other tasks 

· Undertake training, update and review sessions as required (prior to invigilating any external examination in a new academic year) 

· Undertake relevant online invigilator training and assessment, centre-specific training/updates for that academic year 

· Undertake, where required and where able, other duties requested by the exams officer, for example: 

· centre supervision of examination timetable clash candidates between examination sessions 

· facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will be provided) 

· other exams-related administrative tasks including maintaining question paper security by supporting the ‘second pair of eyes check 

GENERAL
· Previous invigilation experience minimum 2 years
· Must be available to work during October, December, January, May and June (dates will be provided by Exams Office)
· Must be available for a minimum of 3 days or equivalent per week during above exam periods 
· Confirmation of availability in advance of examination periods

· Must attend ‘in person’ mandatory training and also complete on-line training as required including centre-specific training/updates for that academic year 
· Basic IT skills – familiar with the use of a computer for on-line training and supporting student computer use during examinations.
External exam sessions start at 9.30am and 1.30pm, however, you may be asked to be on duty up to 30 minutes before these times in order to be briefed about the exam by the Exams Office. 

Internal exam session times may vary from 8.30am to 4.30pm
You should familiarise yourself with the booklet Instructions for the Conduct of Examinations (ICE).
KEY STAFF
Mr P Naudi
Head teacher
Mrs L Parr
Examinations Officer

DAILY ROTA
In order to avoid confusion during exams, the Exams Officer will nominate one (occasionally more) senior invigilator to be responsible for the examination.  This person will take the lead for that session and allocate responsibilities to the invigilation team to ensure that all tasks are undertaken on the Exam Checklist for Invigilators.
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