	  JOB DESCRIPTION

	Job Details

	  Post Title
	Lead Exam Invigilator

	  Responsible to
	Exam Officer

	Purpose of job

	The role includes leading the team of invigilators in conducting internal and external examinations for students, ensuring that all regulatory requirements and school policy and procedures for the conduct of examinations are strictly adhered to and met at all times. The Lead Invigilator is the person in charge of the invigilation team on duty and supervision of candidates within an examination room.



	Responsibilities 

	· To support the Exams Officer in ensuring that the examinations rooms meets exam board requirements by checking, prior to the arrival of the candidates, that:
· There are enough invigilators present – Always staying in ratio.
· Heating, lighting, ventilation and levels of extraneous noise are acceptable
· No display materials that might be helpful to candidates are visible
· The centre number and a reliable clock of readable size are visible to each candidate
· The required JCQ posters are displayed inside & outside the examination rooms
· Ensure there is the correct number of desks
· The seating arrangements prevent candidates, intentionally or otherwise, from overseeing the work of others
· To check each candidates approved access arrangements, with the paperwork provided by the examinations Officer, and to ensure that
· All relevant approved access arrangements are available for each candidate
· The staff facilitating the arrangements follow JCQ regulations at all time
· Administer all tasks associated with the planning, checking, set-up and implementation for all external and internal examinations and controlled assessments.
· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies.
· To complete the Attendance register during the examination
· To take all reasonable steps to ensure that:
· The official examination stationery is issued to candidates, and that no other stationery, including paper for rough work, is provided.
· Candidates take into the examination room only those articles, instruments or materials which are expressly permitted
· Candidates have all the necessary material to enable them to complete the examination
· To ensure late candidates are briefed, seated and allowed to partake in the exam with minimum fuss
· To supervise the candidates throughout the whole time the examination is in progress, and give complete attention at all times to this duty
· To give clear instructions to candidates about the conduct of the examination to ensure that they fully understand what they are required to do.
· To know the actions that are to be taken in the event of an emergency, such as a fire alarm.
· At the end of the examination to collect all scripts and ensure that candidates have used their correct centre number, candidate number and legal name and that no scripts are missing.
· After collation, to ensure that the scripts are never left unattended, and are handed to the Exams Officer for despatching to the examinations board.
· To ensure that the room is left in a tidy condition. To understand and comply with the schools Equality Policy.
· All relevant training – including Trust Mandatory through National College and every unit for Examinations through The Exams Office is always up to date.
· Assist the Exams Officer in checking and packing LIVE exams.
· Any other duties as may reasonably be requested within the grade of the post as directed by the Principal or Exams Officer.

	Assessment and Reporting

	· Standard of work will be assessed by the Exam Officer. Assessments by the Line Manager and as such the Examinations team will be observed and monitored both formally, through the Trust’s Performance Development procedures and informally through daily discussions. 
· Peer on peer observations and mentoring 

	Student Care Role

	· The Exam/Data Officer will follow the Trust’s procedures for student contact & welfare.
· All issues arising from direct or indirect contact are to be taken to the appropriate Academy’s Child Protection Officer.

	Training and Development

	· Training and development will be given to ensure that the Lead Invigilator is able to carry out their job. 

	Communication

	The Lead Invigilator will:
· seek to respond to work-related matters within the same working day wherever possible.
· represent the Trust in a range of situations including communicating and co-operating with persons or bodies outside the school environment.

	Discipline, health and safety 

	All staff share an obligation to maintain good order and discipline among the students and safeguard their health and safety both when they are authorised to be on Academy premises and when they are engaged in authorised Trust activities elsewhere. 

	Hours of work

	· The Lead Invigilator is a casual post. Normal working hours for this post will be between 8am-4pm
· The Examinations Lead Invigilator is employed for examination conduct and will therefore be on site one hour prior to exams start time – to set up and will only finish when all feedback, room close down and papers are handed over safely. 
· If 2 exams are on in the same day and this role has been staffed in ratio for this – Lunch is to be taken after the first exam is complete. 
· Breakfast and lunch is provided in our restaurant.




	Collegiate responsibility

	In addition to the specific responsibilities of this post, every employee of the Brooke Weston Trust will commit to:
· providing a courteous and efficient service to students and staff at all times;
· using their influence with other staff and students to promote high standards of behaviour and order within the Academy
· maintaining confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

	Role Review

	This job description sets out the main duties of the post at the time of drafting. It cannot be read as an exhaustive list. It may be altered at any time in consultation with the post holder subject to the CEO's approval.





