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	Examination 
Invigilator

	Job Description:  Examination Invigilator

	Line Manager:
	Student Services Manager

	Main Purpose of Role:
	To support the Student Services Manager and Assistant Examinations Officer with the day-to-day operations of examinations and to ensure a calm environment to give the students the best possible opportunity to succeed.

	Main Responsibilities:
1. To help organise students prior to and at the end of each exam.
2. To help provide the correct information and material for successful completion of the exam.
3. To help ensure that the conduct of the exam takes place within the guidelines set down by the various examination boards.
4. To be vigilant during an exam, whilst not disrupting candidates and to ensure that students do not leave an examination during the first hour or last half hour of an examination (unless for exceptional reasons).
5. At the end of examinations to help make sure that answer booklets have been completed correctly, and that question numbers have been entered in the appropriate box on the front of any answer booklets.
6. To help in the collection of exam scripts which need to be collected in order, by candidate number.
7. To provide a written report to the Student Services Manager in the event of any discrepancy or irregularity noticed during an exam.


	 OTHER
1. 

	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

I have read the Job Description and understand the outline of my responsibilities as set out above.  I accept that these may change from time to time in accordance with business requirements and will be reviewed annually as part of my performance appraisal.  I also understand that I may be requested to carry out other reasonable activities from time to time which are in line with the requirements of the business.  


	Name:

	Signature:

	Date:

	




Furze Platt Senior School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

 	Page | 1

image1.png
FURZE
PLATT

SENIOR SCHOOL




image2.jpeg




