
 

  

Exam Invigilator 



 

  



 

  



 

  



 

  



 

  



 

  



 

  



  



 

  



 

  



 

 

 

 

  



 

  



 

 

 

 

  



 

 

Job Title:   

 

Exam Invigilator 

 

 

Pay Scale:  
 

Invigilator £12.60 per hour  

       BASIC JOB PURPOSE 

 

• To create the right environment in exam rooms for students to achieve their potential in an 
organised, calm and honest way. 

• Assist with the arrangements for the layout of examination rooms and issue of desk cards. 

• Ensure that candidates have no unauthorised books or equipment in the examination room. 

• Direct candidates to their seats as per the seating plan. 

• Help to ensure that the correct question paper is allocated to the candidates. 

• Record the candidates’ attendance and promptly notify the Examinations Office or Admin 
Office of any absentees. 

• Observe candidates throughout the examination in accordance with Awarding Body 
instructions. 

• Ensure that no students are allowed access to mobile phones and other telecommunication 
devices during the exam. 

• Ensure that no students leave the exam in progress unless accompanied by an invigilator. 

• Escort students from the examination room when necessary. 

• Issue additional stationery when required. 

• Collect examination papers on completion of the examination, arrange in attendance order 
and return to the Examinations Officer. 



 

     
Other Specific Duties: 

 

 

• The Trust Central team are located on site at the Polaris Multi Academy Trust Offices. There 
will be a requirement for multi-site working at academy / school level, based on the needs of 
the Trust and requirements of the role. 
 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside 
the workplace. 
 

• To continue personal and professional development as required. 
 

•  To actively engage in the performance review process.   
 

• All support staff may be used to perform appropriate duties as and when required by the Trust, 
commensurate with the salary grade of that post if it is higher than the employee’s current 
salary. 

 

• To work in the best interests of the Trust, its pupils, parents and staff. 
 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, 
Equal Opportunities, Teaching and Learning and Health and Safety. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 

individual task undertaken may not be identified.  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. 

 
This job description is current at the date shown, but, in consultation with you, may be changed by 

the Trust to reflect or anticipate changes in the job commensurate with the grade and job title 

and/or Trust. 

 

 

 

 

 

 

 

 

 

 


