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       JOB TITLE:


CASUAL EXAM INVIGILATOR

RESPONSIBLE TO:
Exams and Data Office

PURPOSE OF ROLE:
To be an integral member of the invigilation team conducting both internal and external examinations for students, ensuring that all regulatory requirements for the conduct of examinations are strictly adhered to.

JOB DESCRIPTION

Main Responsibilities and Duties

1)
To check that the arrangements of the examination room remain in compliance with the regulations.

2)
To issue the regulatory notices to candidates at the start of the examination.

3)
To maintain the security of examination papers, materials and candidate scripts whilst in the Exam Invigilator’s possession.

4)
To start, conduct and finish the examination in accordance with the regulations.

5)
To complete the attendance register with due attention to the identification of candidates where appropriate.

6)
To supervise candidates with due vigilance during the working of the examination.

7)
To respond to any questions from candidates about process and procedures.

8)
To deal with any immediate problems or emergencies according to the examination centre or school’s policies or procedures and in accordance with the examination regulations.

9)
To collect completed scripts after the examination has ended and return them to the designated place/person.

10)
To report back as appropriate using the agreed referral procedures on any issues arising.

11)
To assist with administration as requested.
13)   
 The postholder will be expected to read/scribe for students with access arrangements
14)
To be familiar with a range of school policies which may impinge on the conduct of public examinations, particularly those regarding health and safety, equal opportunities, behaviour management, child protection and special educational needs (SEN).

15)
To be familiar with the instructions for the Conduct of Examinations issued by the Joint Council for General Qualifications.

16)
To be familiar with the examination centre/school’s policy for the conduct of examinations and guidelines to invigilators.

17)
To have the necessary skills to manage safely, the activities, the physical space and the resources for which he/she is responsible.

Dress Code

In order to maintain a professional atmosphere and to set the right tone for the examination. Royton and Crompton Academy requires a smart dress code – no denim.

The school is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed. This post is subject to enhanced criminal records bureau disclosure. The school is committed to safeguarding and promoting the welfare of children and young people and expects staff and volunteers to share this commitment.
