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Links MAT
Job Description
	Name:
	Date:

	Job Title:  Senior Exam Invigilator

	Job Purpose:

	Salary Grade:  H6.5
	Hours:  Casual (as and when required)

	Line managed by:  Exam Officer
	Line manager for:

	Responsible For


	Main Purpose of the Job

[bookmark: _GoBack]To work under the direct instruction of the Head of School/Examinations Officer, to ensure the fair and proper conduct of examinations in an environment that enables pupils to perform at their best. To support the Examination Officer with the day-to-day operation of examination venues. As part of your role, you will need to be completely committed to safeguarding and promoting the welfare of our students and young people.
 

	Main Responsibilities

• Assist with setting up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures 
• Directing and supervising other members of the Exam Invigilating team in line with the Exams Officer’s guidance to ensure the team are aware of the expectations for the exam being sat
 • Be aware of, follow and enforce exam procedures and regulations; including announcements/communication to candidates
  • Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues
  •  Ensuring that candidates cease disruptive behaviour and refrain from talking once inside examination venues; advise of malpractice and ensure due process is adhered to and followed
  • Invigilating during examinations, deal with examination irregularities in accordance with procedures
  • Checking and recording of candidate’s attendance during examinations
 • Recording and reporting details of late arrivals, non-attendees and early leavers and collecting exams/scripts from early leavers  
•  Collecting, collating and delivering scripts at the end of the examination in accordance with strict procedures 
 •  Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner 
 • To be aware of any needs that candidates may have during an examination
  •  To be aware of the school emergency policy in relation to examinations
  •  Sole invigilation
 •Escorting candidates from venues during the examination as required and supervising candidates whilst outside examination venues
  •  Escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that examination regulations are observed at all times
  • Respond to candidates’ queries in accordance with examination regulations
  • To provide candidates with additional paper and/or equipment as necessary and in accordance with examination board regulations 10






EQUALITIES
Be aware of and support differences and ensure that the Academy’s equalities and diversity policies are followed.
HEALTH AND SAFETY	
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.
CRIMINAL RECORDS BUREAU
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
ADDITIONAL INFORMATION
The post holder is required to contribute to and support the overall aims and ethos of the Academy.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the Academy’s’ policies and practices.
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Behaviour management training and an induction process will be included for all staff. All staff will be trained through the Hertfordshire ‘Therapeutic Thinking’ programme and this is integral in the support and management of the young people on site and in schools.
The post holder is required to work across all Links Multi Academy Trust sites.
CONTACTS
The post holder works directly with teachers, specialist support workers, instructors, support staff and young people and has routine and regular contact with parents and carers and with external agencies.
KNOWLEDGE, EXPERIENCE AND TRAINING
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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