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EXAM INVIGILATOR JOB DESCRIPTION
Post Title: Exam Invigilator
Grade: Grade 1 – SCP 3 
Purpose of the Role
 To provide an efficient and effective invigilation service in support of the Exams Officer, ensuring the integrity and smooth running of all school examinations.
Key Responsibilities
1. Exam Preparation
· Assist with setting up examination rooms as directed by the Exams Officer.
· Help supervise candidates as they enter the examination venue, directing them to their allocated seats and ensuring all school procedures are followed.
· Check that all permitted equipment complies with JCQ regulations, including inspecting pencil cases and removing any unauthorised materials.
2. Invigilation During Exams
· Maintain a calm and orderly environment, ensuring that both candidate and invigilator behaviour does not disturb others.
· Patrol the examination room regularly to always ensure full and effective supervision.
· Remain vigilant and attentive throughout the examination.
· Respond promptly to candidates requesting assistance, in accordance with exam regulations.
· Supervise candidates requiring a toilet break, ensuring they are accompanied by an invigilator of the same gender.
· Report any concerns or irregularities to the senior member of staff immediately.

3. End of Examination
· Assist in the collection of examination scripts and any issued materials, following the Exams Officer’s instructions precisely.
4. General Duties
· Attend and participate in invigilation training sessions as required.
· Enforce all examination regulations (copies are available at the front of the examination room).
· Adhere to all school policies and procedures.
General Responsibilities of All Staff
· Undertake appropriate training and professional development, and support colleagues where required.
· Take responsibility for personal health and safety, as well as that of others, and adhere to safeguarding procedures.
· Always act as a positive ambassador for the school.
Guidelines for Invigilators
Invigilators Must:
· Arrive promptly for all scheduled sessions.
· Report to the Exams Officer on arrival.
· Check the rota to confirm their assigned location (e.g., Main Hall or alternative venue).
· Sign in and out using the attendance sheet provided.
Invigilators Must Not:
· Engage in activities that could distract from their duties, including the use of mobile phones or social media.
· Hold unnecessary conversations during the examination.
· Congregate in groups within the examination room.
· Create distractions, including excessive movement.
· Help with subject-specific questions.
· Allow candidates to leave before the official end time of the examination.
Important Information for Candidates
· Bags are not permitted in the examination room.
· Candidates must always remain silent.
· Candidates must not communicate or attempt to make eye contact with others.
· Mobile phones and smartwatches are strictly prohibited. If a device sounds during an exam, the candidate may be disqualified with no right of appeal.
· Water will be provided; candidates may also bring their own.
· Late arrivals (without prior notice) may sit the exam up to one hour after the start time. The Exams Officer must be informed immediately.
Managing Candidate Misconduct
If there are concerns about a candidate’s behaviour:
· Move closer to make your presence known.
· Issue a clear warning that the behaviour will be reported.
· Escalate the issue to the Exams Officer or senior staff member for further action.
This job description is not exhaustive. Duties and responsibilities may change over time in line with the needs of the school, without altering the overall purpose of the role. 
Additional Information
This job description is not exhaustive. Duties and responsibilities may change over time in line with the needs of the school, without altering the overall purpose of the role.
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