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	Post Title: 
	Examination Invigilator 

	Post Reference: 
	

	Reports to 
	Head of Exams 

	Department 
	Management Information Services - Exams 

	Grade 
	16 

	Contract 
	Casual, as and when required 

	Location 
	Any College Campus or external venue 


 
ROLE PURPOSE 
To oversee and supervise examinations ensuring that the required regulations and guidelines are followed.
Supporting the examination process to give students an outstanding exam experience.
 
KEY ACCOUNTABILITIES

· Understanding of exam board rules and regulations and ensure they are upheld. 
· Provide a quality environment, upholding the integrity of all exams and report any queries or problems direct to the exams office. 
· Assisting with the packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate. 
· Assist with the preparation and recording of seating plans. 
· Attend promptly for all examinations booked. 
· Collect paperwork from the Exams office to unlock online examinations in the assessment room ready for students to sit their exam. 
· Set out examination room with materials provided in accordance with strict procedures. 
· Assist students prior to the start of examinations by checking their identification, directing them to their seats and advising them about possessions permitted in examination venues. 
· Check attendance during examinations, recording details of late arrivals and early leavers.                                                                 
· Provide support for students with additional needs, such as reading, scribing etc. 
· Ensure prompt start and finish time of examination. 
· Ensure there is no talking or disruption for the candidates once an examination has begun. 
· Observe students throughout examination, ensuring the integrity of the examination is maintained. 
· Invigilate during examinations, dealing with queries raised by students and examination irregularities in accordance with procedures and regulations. 
· Escort students from venues during examination as required and supervise students whilst outside examination venues, ensuring that they leave venues in an orderly and quiet manner. 
· Escort students on toilet breaks ensuring no unauthorised material is consulted and all examination regulations are observed at all times. 
· Collect and collate scripts at the conclusion of the examination and return to the exams office in accordance with strict procedures. 
· Comply with all appropriate policies and complete mandatory training timely. 
· Take appropriate measures to ensure the confidentiality, availability and integrity of group data and systems.
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· Report any suspected (or actual) phishing data breaches, or unusual activities.                                                                
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