Job Description

SCHOOL:  Homewood school and sixth form cENTRE

associate staff – GENERIC  
staff name:

POST TITLE:

exam invigilator
coMMUNITY:



1 - JOB PURPOSE AND ACCOUNTABILITY

1.1 To be responsible for maintaining the security of the question papers at all times and to conduct examinations in accordance with examination board regulations.  

1.2 An Examination Reader and/or Scribe helps ensure that students with disabilities, medical conditions or specific learning difficulties are able to fully express their knowledge in an exam setting. 
1.3 Your immediate responsibility is to:

1.
Kim Poole, Examinations Manager 
2.
All staff are ultimately responsible to the Principal.
2 - GENERIC – ASSOCIATE STAFF
2.1
All staff play a part in the establishment and on-going development of the school and take a positive approach to the raising of standards and the development of the school. They can expect to be involved in appropriate meetings.  You will meet with your line manager to review the work required.

2.2 
Most staff can expect to be attached to a Community. They will carry out the related duties as agreed and in accordance with their job description.  Be prepared to undertake appropriate training if and when required.
2.3 
All staff are expected to adhere to the schools principles and policies which underpin 
good practice and the raising of standards. 
2.4
All staff share with other colleagues the responsibility for the maintenance of good order and adherence to school rules across the student population. All staff are expected to deal with issues that they encounter in an appropriate manner.

2.5
All staff are responsible for their own Health and Safety and the health and safety of students within their care, both on and off school premises and when engaged in school activities.

2.6
All staff provide support to the management of the school and assist in supporting the teaching and learning process of the school and provide support for school functions as appropriate.

2.7
To support the learning process and good administrative practices in the school. 

2.8
To respond to the requests of teaching staff. 

2.9
To support other associate staff by covering their duties if they are absent from work. 

2.9a
To carry out other duties as may be reasonably required by the Principal from time to time.   
3 - SPECIFIC DUTIES – EXAM INVIGILATOR
3.1
You will be flexible; have effective communication skills and be confident and a reassuring presence to candidates in exam rooms.

Before Exams

· To report to the Exams Manager prior to each exam session

· To keep exam papers and materials secure before, during and after exams

· To ensure exam rooms are set out to standard

· To admit candidates into exam rooms

· To identify, seat, and instruct candidates in the conduct of their exams

· To distribute the correct exam papers and materials to candidates

· To deal with candidate queries

During Exams

· To supervise candidates at all times and be vigilant throughout exams

· To keep disruption to a minimum

· To deal with emergencies or irregularities effectively

· To record/report any disruption or irregularities

· To complete attendance registers

· To deal with candidate queries

After Exams

· To collect exam scripts

· To dismiss candidates from the exam room

· To check that that the names on the scripts match exactly the details on the attendance register [JCQ ICE 6]

· To securely return all exam scripts and exam materials to the exams officer

Other

· To attend training, refresher or review sessions as required

· To undertake, where required and where able, other duties requested by the Exams Manager, for example

· Supervision of clash candidates between exam sessions

· Facilitating access arrangements for candidates, for example as a reader, scribe, etc (full raining will be provided)

· Exams-related administrative tasks as requested
 Note
1.  
The above job description may be reviewed during the academic year. It may also be 
amended at any time but before this happens you will be given appropriate opportunities 
to discuss any proposed amendments.
