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	Job Title
	Examinations Invigilator

	Band / Job Group
	£14.22 per hour – inclusive of holiday pay

	Hours / Weeks
	Flexible - term time only

	Special Conditions
	Available during key exam months May and June
As and when required between September and April

	School
	Wodensborough Ormiston Academy

	Responsible to
	Exams Officer, Data Manager and Vice Principal



	Job Summary

An invigilator is the person in the examination room responsible for conducting a particular examination session in the presence of the candidates. Invigilators have a key role in upholding the integrity of the external examination/assessment process.

The role of the invigilator is to ensure that the examination is conducted according to JCQ instructions in order to:

• ensure all candidates have an equal opportunity to demonstrate their abilities;
• ensure the security of the examination before, during and after the examination;
• prevent possible candidate malpractice;
• prevent possible administrative failures.




	Responsibilities

Main duties
1. To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and Wodensborough Ormiston Academy’s instructions. 
2. To play a key role in upholding the integrity of the examination/assessment process 

Before exams
1. To report to and be briefed by the exams officer prior to each exam session
2. To keep confidential exam papers and materials secure before, during and after exams
3. To ensure exam rooms are set out according to the JCQ instructions and school policy
4. To admit candidates into exam rooms
5. To identify, seat, and instruct candidates in the conduct of their exams
6. To distribute the correct exam papers and materials to candidates
7. To deal with candidate queries

During exams
1. To supervise and observe candidates at all times and be vigilant but not intrusive throughout the exams
2. To keep disruption in exam rooms to a minimum
3. To deal with emergencies or irregularities effectively
4. To record/report any incidents, disruption or irregularities
5. To complete attendance registers
6. To deal with candidate questions according to the regulations 

After exams
1. To instruct candidates in finishing their exams and to collect exam scripts
2. To dismiss candidates from the exam room
3. To check candidates’ names on scripts match the details on the attendance register
4. To securely return all exam scripts and exam materials to the Exams Officer

Other
1. To attend training, update or review sessions as required
2. To undertake, where required and where able, other duties requested by the Exams Officer, for example
· supervision of clash candidates between exam sessions
· facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will be provided)
· other exams-related administrative tasks

To recognise, respond and reflect in relation to all safeguarding disclosures/concerns in collaboration with the DSL/safeguarding team, operating within the guidelines of Keeping Children Safe In Education and associated policies/guidance documents.

· Postholder will have contact with children.
· Postholder will be in regulated activity.

All academy staff  will ensure that they facilitate a whole school approach to safeguarding which means ensuring safeguarding and child protection are at the forefront and underpin all aspects of academy life.





Wodensborough is committed to the safeguarding of children and all staff are expected to ensure that the Academy is a safe and secure environment for our students.
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	Job Title
	Examinations Invigilator

	Band / Job Group
	£10.98 per hour – Zero hour contract

	Hours / Weeks
	Flexible - term time only

	Special Conditions
	Available during key exam months May and June
As and when required from September to April

	School
	Wodensborough Ormiston Academy

	Responsible to
	Exams Officer, Raising Standards Manager, Vice Principal



	Qualifications
	GCSEs, or equivalent, Grade C or above in both English and Mathematics (desirable)


	Experience
	Experience of working with young people, not necessarily in a school environment desirable
Experience working with examinations desirable
Experience working in a school setting is desirable
Experience of handling sensitive issues and information


	Training
	Willing to attend relevant training for this position and refresher training on an ongoing basis
Relevant safeguarding training is desirable, however will be provided for successful applicants


	Circumstances
	Ability to work during school hours
Flexibility of hours is desirable between the hours of 8:00a.m. – 4 p.m.


	Disposition

	Ability to use own initiative
Ability to work within a team
Approachable and confident
Able to apply knowledge and training to a variety of situations
Ability to work under pressure
Able to work at speed with accuracy
Ability to remain composed whilst dealing with difficult situations


	Practical and Intellectual Skills

	Good communication skills – written and verbal
High standard of presentation


	Additional

	Professional appearance

	Regulations

	All pre-employment checks will be checked including an enhanced DBS Clearance with barred list check will be required for this position
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