Post Description – Exam Invigilator

	Post Title:
	Exam Invigilator
 
	Post Holder
	

	Learning Community:
	
	Reporting to:
	Exams Officer


	Liaising with: 
	Skills and Additional Learning Needs Facilitator; Teaching Staff

	Line Managing:
	Not Applicable

	Post Type: 
	Casual
	Salary/Grade: 
	Hourly Pay

	Safer Recruitment Statement

	We are committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post requires Enhanced Disclosure (CRB).

	Every member of staff is required to:

	· Work towards and promote the vision and the current aims outlined in the Framework for Improving Standards
· Support and contribute to the achievement of the Every Child Matters outcomes

· Support and contribute to the learning organisations responsibility for safeguarding students

· Undertake professional development activities to enhance personal development and post performance

· To maintain high personal professional standards of attendance, punctuality, appearance, conduct and positive relations with students, parents and staff



	General Responsibilities: 

	· Ensure that examinations are carried out within the guidelines of the JCQ booklet ‘Instructions for the Conduct of Examinations’ (ICE booklet). 

· To work as part of a team to implement practice which reflects the school’s commitment to high achievement, effective teaching and learning. 

· To foster a climate of positive attitudes towards examinations. 

· Evaluate the effects of own supervision and use this analysis for improvement. 

· To be involved in identified initiatives and their monitoring and evaluation. 

· To secure and sustain an effective Examination environment. 

· Seek guidance as appropriate on the conduct of examinations. 

· To act as a lead exam invigilator when requested to do so. 

· Ensure that there is a safe working examination environment. 

· Promote inclusion and acceptance of all students within the examination room(s).

· Be aware of and comply with policies and procedures (in particular fire procedures for students during an exam) relating to child protection, health and safety, confidentiality and data protection, reporting all concerns to the Exams Officer. 

· Participate in training and other learning activities as required. 

· Recognise own strengths and areas of expertise and use these to advise and support others. 

· Invigilators may also be asked to invigilate candidates with special considerations i.e. extra time, scribe etc. or act as a reader. Additional guidance will be given if this is to be the case.
· Invigilators must be totally familiar with the contents of the JCQ booklet ‘Instructions for the Conduct of Examinations’. Training will be given to ensure this criteria is achieved.

· Other duties that may be reasonably requested to meet the needs of the school.

· This is not an exhaustive list of responsibilities and related duties and may be amended at the discretion of the Headteacher to meet the needs of the school.
· Any other duties which are commensurate with the grade and nature of the post.


	Specific Responsibilities:

	· Being available at least 30 minutes before and after the exam start time to assist the Exams Officer with preparation of exam rooms, ie: placement of table numbers, displaying posters according to the ICE Booklet, distribution of exam equipment (pens, pencils, mathematical instruments), etc. 

· Assisting with the distribution of exam papers. 

· Checking the exam room before the exam. 

· Ensuring that candidates are seated according to the seating plan. 

· Completing the attendance register accurately. 

· Starting the exam promptly. 

· Maintaining exam conditions. 

· Reporting any misconduct. 

· Finishing the exam on time. 

· Collecting the exam papers as requested in the ‘snake’ pattern. 

· Ensuring the exam rooms are left in a suitable state. 

· Returning the exam papers to the Exams Officer. 

· Attending yearly invigilation training sessions/refresher courses. 



	General points: 

	· The learning organisation will endeavour to make any necessary reasonable adjustments to the post and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.
· This post description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it shall be construed.
· The conditions of appointment are in accordance with the National Joint Council’s Conditions for Administrative, Professional, Clerical and Technical Staffs, as amended by the Supplemental Conditions of the Borough of Trafford for salaried staff.



	Postholder:
	
	Date:
	

	Headteacher:
	
	Date:
	

	Last updated: 
	February 2017


