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JOB DESCRIPTION

Post Title:		Examinations Invigilator
Salary Range: 	£  12.21 per hour plus holiday pay
Working Pattern: 	Casual contract – by negotiation and agreement during term time			Anticipated start times as below:
                        AM sessions - 8:00 am start
                        
                        PM sessions - 12:30 pm start
			
Job Purpose:

To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and Wixam Academy’s regulations and instructions.
To have a key role in upholding the integrity and security of the examination/assessment process.

Duties include: 
Before Exams
· Report to and be briefed by the exams officer prior to each exam session
· Keep confidential exam question papers and materials secure before, during and after exams
· Ensure exam rooms are set up according to the requirements
· Admit candidates into exam rooms under formal exam conditions
· Identify candidates and seat candidates according to the required arrangements
· Distribute the correct question papers and exam materials to candidates
· Instruct candidates in the conduct of their exams
· Deal with candidate questions
· Start exams

During exams
· Supervise and observe candidates at all times and be vigilant throughout exams
· Keep disruption in exam rooms to a minimum
· Deal with emergencies or irregularities effectively
· Record/report any incidents, disruption or irregularities
· Complete attendance registers
· Deal with candidate questions according to the regulations 

After exams
· Instruct candidates in finishing their exams and collect exam scripts and exam materials
· Dismiss candidates from the exam room
· Check candidates’ names on scripts, match the details on the attendance register
· Securely return all exam scripts and exam materials to the exams officer

Other tasks
· Undertake training, update and review sessions as required
· (prior to invigilating any exam in a new academic year) Undertake relevant online invigilator training and assessment for that academic year
· Undertake, where required and where able, other duties requested by the exams officer, for example:
· centre supervision of exam timetable 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 including maintaining question paper security by supporting the ‘second pair of eyes check’

Statutory duties:
· Safeguarding
To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in line with BCAT procedures. All successful applicants are required to complete an enhanced Disclosure Bureau Service check and any offer of employment will be subject to satisfactory references.
· Equality and Diversity
To be responsible for promoting equality and diversity in line with BCAT procedures.
· Health and Safety
To be responsible for following health and safety requirements in line with BCAT procedures
·    Training and development
To participate proactively in training and development including qualification development required in the job role.
·    Other duties
The duties above are neither exclusive nor exhaustive and the post holder may be required by either the Head of Centre or Examinations Manager to carry out appropriate duties within the context of the job, skills and grade.
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