JOB DESCRIPTION

EXAMINATION INVIGILATOR

Job Title: Invigilator

Reporting To: Examinations Officer

Line Management: n/a

Salary Grade 4 Point 5

Hours Variable / Casual contract (with the capacity to commit to near daily,
full-time hours during the core May and June examination series)

JOB PURPOSE:

The post holder will be a member of the associate staff whose work is coordinated by the
Examinations Officer and who may delegate other general duties.

KEY RESPONSIBILITIES:

e Assisting with setting-up examination venues by laying out stationery, equipment and
examination papers in accordance with strict procedures

e Assisting candidates prior to the start of examinations by directing them to their seats and
advising them about possessions permitted in examination venues

e Ensuring that candidates do not talk once inside examination venues

e Invigilating during examinations, dealing with queries raised by candidates and dealing with
examination irregularities in accordance with strict procedures

e Checking attendance during examinations

e Recording details of late arrivals and early leavers and collecting scripts from early leavers

e Escorting candidates from venues during the examinations as required and supervising

candidates whilst outside examination venues

e Collecting and collating scripts at the end of the examination in accordance with strict
procedures

e 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.

e Delivering scripts to the curriculum and examinations office



GENERAL DUTIES:

® Occasional photocopying

e Other administrative tasks as required
NOTES:

e Whilst every effort has been made to explain the main duties and responsibilities of the post,
each individual task undertaken may not be identified.

e Employees will be expected to comply with any reasonable request from a manager to
undertake work of a similar level that is not specified in this job description.

In addition, the post holder will be required to:

o Adhere to the School’s Equal Opportunities policy in all activities, and to actively
promote equality of opportunity wherever possible

o Work in accordance with the Data Protection Act.

o Provide a healthy and comfortable working environment, smoking is strictly prohibited. o

This Job Description is not necessarily a comprehensive definition of the post and duties
may be varied to meet the changing demands of the school. It will be reviewed at intervals
and it may be subject to modification or amendment at any time after consultation with
the holder of the post.

e The performance of all the duties and responsibilities shown above will be under the reasonable
direction of the Headteacher; and the Headteacher or other Senior Leader if appropriate, will be
mindful of his/her duty to ensure that the employee has a reasonable workload and sufficient
support to carry out the duties of the post. This job description will be reviewed bi-annually and
any changes will be subject to consultation

This role includes regulated activity relevant to children.

River Learning Trust and Chipping Norton School are committed to safeguarding and
promoting the welfare of all children and preventing extremism. We conduct checks and
online searches in accordance with Keeping Children Safe In Education guidance. It is an
offence to apply for certain roles within schools if you are barred from engaging in
regulated activity relevant to children.

For documentation, please see RLT Safer Recruitment Documents Visit our website
www.riverlearningtrust.org for up-to-date policies including our Child Protection and
Behaviour policies.

This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to
the Exceptions Order 1975, 2013 and 2020. For further guidance for applicants, click this
link: List of offences that are not filtered

We don't just accept difference; we celebrate “different contributions”; and are dedicated to
building an inclusive environment where every colleague can thrive. If you require any
reasonable adjustments during the recruitment process, please let us know so we can
support you to be at your best.

The school reserves the right to consider and interview candidates ahead of the closing date


https://www.google.com/search?q=https://www.riverlearningtrust.org/safeguarding/&safe=active&ssui=on
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check

if appropriate. An offer may be made to an exceptional candidate in this instance.

All staff must ensure that the highest priority is given to following the guidance and
regulations to safeguard children and young people. The successful candidate will be
required to undergo an Enhanced Disclosure from the Disclosure and Barring Service (DBS)
and obtain any other statutorily required clearance. Employment will also be conditional on
the receipt of at least two acceptable references (1 from current/latest employer) and
evidence of the formal qualifications required for the role.

Please note: We do not accept CVs; please apply via My New Term.
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