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LEAD EXAM INVIGILATOR
JOB DESCRIPTION



Grade:		Romero Grade 3  
Hours:		Casual, Zero Hours Contract
Responsible to	Examinations Manager


Core Purpose

• To supervise examinations, working in accordance with all regulations, policies and procedures to maintain the integrity and security of the examination session. 
• To manage and supervise students in the exam room, up to a capacity of 250 students.
• To safeguard the health, safety and welfare of students in the examination room. 
• To ensure equal opportunities and accessibility of examinations are available to all candidates.

Duties and Responsibilities

1. To be responsible for the setting up of the examination room and ensure it meets the necessary requirements by delegating the following tasks to the invigilation team, where appropriate.
2. Ensure the room is accessible to all students, including those with any form of disability; 
3. Check clocks are in working order, accessible and accurate;
4. Ensure there are the correct number of desks and they are at least 1.25 metres apart; 
5. Check lighting is working and suitable
6. Advise Examinations Officer or Facilities if the room is too hot or too cold;
7. Ensure stationery lists and any subject-specific instructions issued by the awarding body are available
8. Check the relevant notices and posters are displayed inside and outside the exam room;
9. Ensure the Centre number is on display and the whiteboard shows all other necessary information relating to the exam;
10. Check the yellow JCQ Instructions for Conducting Examinations is inside the examination room and ensure all invigilators are aware of where it is;
11. Set out cards on desks for candidates eligible for extra time, as indicated on the seating plan, and ensure invigilation team is aware of where those students are sitting; 
12. Arrange for the collection of stationery boxes, papers and answer booklets from the Examinations Officer;
13. Ensure papers are stored securely in the examination room and that no adults or students have access to them.
14. Ensure the invigilation register is completed and be responsible for the signing in and out of any visitors to the examination room;
15. Be aware of evacuation procedures and ensure the invigilators on duty understand these.
16. Prior to the examination arrange for the secure storage of unauthorised items, such as mobile phones or other electronic devices, by allocating an invigilator to this task either outside, or at the back of, the examination room. 
17. Be responsible for the calling in of students from outside the examination room. 
18. To arrange adequate supervision of students inside of the examination room to ensure candidates enter appropriately and in compliance with examination regulations. 
19. Supervise candidates to make sure they enter the examination room in silence and do not communicate with each other; 
20. Help candidates get seated as quickly and efficiently as possible; 
21. Check candidates do not take unauthorised items to their seats; 
22. Arrange for the opening and distribution of examination papers as soon as the first candidate is seated.  Ensure candidates all have correct paperwork. 
23. Read the announcement to candidates from the Invigilation Handbook, as well as any erratum notices and ensure candidates are aware of evacuation procedures.  Inform candidates they are under examination conditions and ensure these are maintained until the examination is finished and students are dismissed from the room. 
24. Maintain efficient time-keeping, notifying students of the start and finish times and ensuring these are accurately recorded on the whiteboard, including timings for candidates who are late or are allowed extra time. 
25. Ensure candidates’ queries are responded to in accordance with examination regulations. Notify Examinations Officer if a candidate raises a concern or problem regarding the examination paper.
26. Supervise late candidates; ensuring they are briefed, seated and can commence the exam with minimum fuss. Supervise any students who may need to leave the room during the exam in accordance with the examination regulations. 
27. Ensure students are supervised during the examination in a quiet and unobtrusive manner. Notify the Examinations Officer immediately should there be any concerns over behaviour, malpractice or other issues. 
28. Amend the seating plan if any changes have taken place.
29. Organise the collection of papers by the invigilation team, as directed in the Invigilation Handbook. Arrange for the sorting of papers into candidate number order by subject/tier and ensure there are no missing scripts. Maintain security of scripts by ensuring they are not left unattended at any time and they are safely delivered to the Examinations Officer at the end of the exam.
30. Organise the return of any mobile phones etc. to candidates in accordance with school procedures and ensure that all candidates are dismissed in an orderly fashion and in accordance with examination regulations and school procedures, with as little disturbance as possible to other students who may still be working.
31. Ensure the examination room is left in a tidy state ready for the start of the next examination and arrange for the return of all stationery boxes and other items to the Examinations Officer. Remove any notices or signs, as appropriate.
32. Supervision of the invigilation team on duty in the examination room; 
33. The duties and responsibilities in this job description are not exhaustive. The post-holder may be required to undertake other duties that may be required from time to time within the general scope of the post. The post-holder is required to carry out duties in accordance with school policies and procedures at all times. 


All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.

Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998)


PERSON SPECIFICATION


	


	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	5 GCSE or equivalent in Maths and English
	
	
	A

	Knowledge, Skills & Experience: 
	
	
	

	Experience of supervising groups of students.
	
	
	AI

	Ability to follow written procedures to carry out tasks
	
	
	AI

	Awareness of data protection issues
	
	
	AI

	Meticulous attention to detail
	
	
	AI

	Personal Qualities:
	
	
	

	High level of security/confidentiality awareness
	
	
	AI

	Flexibility over working hours
	
	
	AI
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