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Job Description
	Post Title:
	Exam Invigilator (Casual post)

	
	The Nene Education Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff, students and volunteers to share this commitment.

	Purpose:
	· To distribute, collect and collate exam papers/answers.

· To supervise students during internal and external exams as required.

· To provide specified support to individual students as directed and in accordance with prescribed guidelines.

	Reporting to:
	Exams Officer

	Liaising with:
	The Senior Leadership Team, students and other colleagues

	Working Time:
	Irregular and ‘Ad hoc’ as required and agreed with the Exams Officer to cover the examination season.

	MAIN DUTIES 

	· Hand out exam papers and any other relevant materials ensuring each student has the right paper. 

· Use seating plan to guide students where to sit in the exam room/hall. 

· Report any students who are missing to the Exams Officer/Senior Invigilator.

· Observe and monitor student behaviour to ensure it is appropriate and conforms to the rules.  This includes patrolling the exam room at regular intervals.  

· Report any incidents immediately to the Exams Officer/Senior Invigilator so they can be recorded.

· Assist in the collection of completed answers and exam papers. 

· Count and collate papers and complete records.

· Issue, collect and return any equipment and tidy the room at the end of the exam.

· May at times be required to invigilate on own.

· Declare to the Senior Invigilator if you are related to or a friend of any students sitting the exam for which you are invigilating.

	General
	· Invigilators must arrive 15 minutes before the examination is due to start.

· If any questions relating to the exam paper are asked by candidates invigilators must offer NO explanation or information which would be of help to the candidate in understanding or answering the question.

· If in doubt about anything refer to the exams Officer/Senior Invigilator.

· Do not stand behind any one candidate for a prolonged period of time.

· Do not give any instructions relating to the exam to students – this is the responsibility of the Senior Invigilator.

· Invigilators must not do any work including reading while invigilating in the exam room.

· No food or drink can be taken into the exam room.

· To actively support and promote the academy’s corporate policies.

· To be aware of and work in accordance with the academy’s child protection policies and procedures in order to safeguard and promote the welfare of children and to raise any concerns relating to such procedures which may be noted during the course of duty.


	
	· To participate in training and other learning or development activities as required.
· To undertake any other duties as may be reasonably requested by the Principal or Senior Managers of the Trust

	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 are expected to be courteous to colleagues and provide a welcoming environment to visitors to the academy.
The Trust will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Knowledge, Experience and Training:
Essential:

· Good general level of education including Maths and English to GCSE/O Level standard or equivalent.

· Ability to follow instructions and observe exam procedures.

· Ability to work as part of a team and at times, unsupervised. 
· Calm and confident manner and be able to respond effectively and sensitively to unforeseen circumstances.

· Ability to communicate effectively with students and other colleagues.

· Confidence in using computers.
· Flexibility and the capacity to be available at short notice to provide invigilation.
Desirable:  Previous experience in a similar role or knowledge of a school environment.



	This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.
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