JOB DESCRIPTION
Ken Stimpson Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
JOB TITLE:		Exam Invigilator (Casual Contract)
RESPONSIBLE TO:	Examinations Officer
Hours of Work		Flexible as per the examination timetable 
Grade			£12.65 per hour (plus holiday pay) / zero hour contract
MAIN RESPONSIBILITIES:
1. To supervise students during examinations in accordance with laid down Invigilation guidance and procedures.
2. To support the Exams Officer with the day-to-day operation of examination venues.
SECTION 1 - DUTIES:
1. Invigilation
a. under the direction of the Lead Invigilator, to assist with setting up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures;
b. closely following and enforcing exam procedures and regulations; 
c. assisting candidates prior to the start of examinations by directing them to their seats and  advising them about possessions permitted in examination venues; 
d. 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 procedures; 
f. checking attendance during examinations; 
g. under the direction of the Lead Invigilator, recording details of late arrivals and early leavers and collecting scripts from early leavers; 
h. escorting candidates from venues during the examination as required and supervising candidates whilst outside examination venues; 
i. escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that examination regulations are observed at all times; 
j. under the direction of the Lead Invigilator, collecting, collating and delivering scripts at the end of the examination in accordance with strict procedures; 
k. 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. 

2. Support for the Exams Officer 
a. scribing for students with special needs; 
b. undertake relevant training to keep up-to-date with guidance and procedures. 
c. Support for the School develop and maintain effective working relationships with staff and students; 
d. contribute to the maintenance of a safe and healthy environment; 
e. contribute and participate in school events and activities.
Health and Safety
Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
Co-operate with the employer on all issues to do with Health, Safety and Welfare. 
Continuing Professional Development
In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the school.
Undertake any necessary professional development as identified in the Schools Improvement Plan taking full advantage of any relevant training and development available.
Undergo appropriate training to support the delivery of ‘specified work’ in order to develop skills for the post.
Child Protection
The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If, in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to his/her Line Manager or the School’s Child Protection Officer.
Other Tasks
Any other tasks, duties or services that may be reasonably requested by the Headteacher.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.   Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.

