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	ORCHARDS ACADEMY JOB DESCRIPTION
SENIOR EXAMINATION INVIGILATOR


	Job Title:  Senior Examination Invigilator
	Responsible to:  Examination Officer
	Hours per week: Ad Hoc

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:

· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.

· Be committed to safeguarding and promoting the welfare of children and young people

· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.

· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	· To prepare for and invigilate examinations at Orchards Academy during the examination season/seasons.


	Professional Duties

	· Setting out exam papers and materials in the examination rooms before exams

· Admitting students to the exam room in a quiet and orderly manner

· Verbally giving all students full instructions before the beginning of the exam

· Invigilating and conducting the exams according to the Joint Exam Boards Regulations

· Registering the candidates present on seating plan

· Remaining vigilant during the exams

· Collecting and checking scripts at the end of the exams

· Preparation of materials for exams the following session


	Signed: 
	Post Holder
	Date:

	Signed:
	Head Teacher
	Review Date: 
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