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Examination Invigilator 
Casual Contract
JOB DESCRIPTION 
 
Job Purpose: 
Exam Invigilators play a key role in ensuring that examinations are conducted in accordance with the regulations set by awarding bodies such as JCQ. The role is essential to maintaining the integrity, security, and fairness of the examination process.

Invigilators also provide supervision and support to candidates with approved access arrangements, ensuring that appropriate assistance is provided while maintaining exam integrity and confidentiality.
 
Main Duties and Responsibilities

Before Examinations
Assist with setting up examination rooms according to seating plans and JCQ regulations.
Ensure exam materials and stationery are prepared and distributed correctly.
Check candidate identification and ensure they are seated in accordance with the plan.
Make sure candidates are aware of exam regulations and remove any unauthorised materials.
Support the setup of rooms for candidates with access arrangements (e.g. separate rooms, readers, scribes, rest breaks).

During Examinations
Supervise candidates at all times to ensure compliance with exam rules.
Maintain a calm, professional environment conducive to concentration.
Provide authorised assistance to candidates with access arrangements, such as:
· Acting as a Reader, reading questions and permitted text accurately without interpretation.
· Acting as a Scribe, recording exactly what a candidate dictates.
Supervising candidates entitled to rest breaks or extra time.
Ensuring appropriate support is delivered fairly and consistently.
Monitor timekeeping, complete attendance registers, and report any irregularities immediately.
Uphold confidentiality and follow safeguarding procedures at all times.

After Examinations
Collect and securely pack completed scripts and materials in accordance with exam regulations.
Check that all papers are accounted for and returned to the Exams Officer.
Clear and reset rooms after exams.

Report any incidents, irregularities, or concerns to the Exams Officer.
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