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INTERNAL & EXTERNAL EXAMINATON INVIGILATORS

JOB DESCRIPTION 
Job Purpose

To work in a team of Invigilators supervising students undertaking internal and external examinations, in accordance with School and Exam Board requirements.

Principal Responsibilities

· To assist the Examinations Officer in the smooth and efficient administration of the examinations.

· To ensure that they are familiar with the Guidance for Invigilators Instructions, as provided by the Examinations Officer and the Exam Boards.

· To ensure appropriate preparation of the examination room for each exam.

· To assist in admitting the candidates to the examination room and enabling them to find their allocated seats.

· To distribute question papers, answer booklets and associated materials at the start of the exam and to collect them at the end in the correct order.

· To assist in the timekeeping of the exam.

· To supervise the candidates in a quiet and unobtrusive manner to ensure that the regulations on conduct, communication, etc. are strictly observed.

· To respond to candidates’ queries in accordance with the examination regulations.

· To distribute additional paper and/or equipment as necessary.

· To ensure that any minor behaviour issues are dealt with in line with the school policy and report any breaches of examination code of conduct to the Chief Invigilator / Examinations Officer immediately.

· To escort and supervise candidates who may need to leave the examination room in an emergency.

· To sort sets of completed papers in candidate order at the end of the examination, as per the Exam Boards’ Attendance Register and as instructed by the Chief Invigilator for external exams.

· To take the completed papers to the Examinations Office.

· To carry out other duties appropriate to this position as instructed by the Examinations Officer.

Lytham St Annes High School is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment and to demonstrate suitability for working with young people. The successful applicant will be required to undertake and maintain an enhanced DBS check.

· At all times to carry out the duties in accordance with school-based policies, the Data Protection Policy and Health and Safety procedures.

· Continuing professional development and participation in the staff review system are requirements of the role.

· Participate in relevant meetings and subject specific training appropriate to the role.

Annual Arrangements : Casual

HOURS: As required

SALARY:  £13.05ph
R. Baker – HEADTEACHER
