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Dormers Wells High School

Job Description
Post Held: Exam Invigilator
Salary: TBC
Main purpose of the job:
To ensure, under the direction of the Exams Officer and alongside other Exam Invigilators and staff, the smooth running of the examination process. 
Duties and responsibilities 
1. Share responsibility for the conduct of examinations within an examination room. 
2. Give whole attention to the proper conduct of the examination.

3. Ensure that only official examination stationery is used by the candidates and that no other stationery, including paper for rough work is provided.

4. Ensure that candidates take into the examination room only those articles, instruments or materials which are expressly permitted in the rubric of a question paper, stationery list or in the syllabus for the subject being examined.

5. Ensure that any pencil cases taken into the examination room are transparent.

6. Ensure that calculators meet the examination board requirements.

7. Check that candidates have all the necessary materials to enable them to complete the examination.

8. To go and seek materials if they are missing from the examination room.

9. Remind candidates that they should not have in their possession a mobile phone or similar device.

10. Warn the candidates that any unauthorised material including mobile phones, pagers and other products with text facilities must be handed in.

11. Ensure that candidates are seated in accordance with the prescribed seating arrangements.

12. Inform candidates that they are now subject to the regulations of the examination.

13. Ensure that candidates do not have a dictionary in their possession unless specified on the examination paper.

14. Assist with the setting out and clearing of the examination room.

15. Supervise the candidates throughout the whole time the examination is in progress, including on entering and leaving the exam room, and give complete attention at all times to this duty.

16. Do not give any information to candidates about suspected errors in the question paper, unless an erratum notice has been issued.

17. Do not give any information to candidates about any question on the paper or requirements for answering particular questions unless part of the allowed regulations.
18. Immediately advise the senior invigilator of any suspicion of malpractice.

19. Be familiar with emergency evacuation procedures.

20. Ensure that candidates do not use reference books unless specified in the examination paper.

21. Be aware of the exam board rules of conduct.

22. Supervise any candidates who may need to leave the exam room e.g. to go to the toilet.

23. Read and give due regard to the booklet “Instructions for the Conduct of Examinations”. 
24. Provide general administrative support to the school including the Exams Officer, as appropriate e.g. photocopying, laminating, filing etc. as required.

25. Further the Helping Children Achieve (previously Every Child Matters) initiative and promote a cohesive community.
26. Refer issues/difficulties to the Line Manager in the first instance.

Behaviour and Safety

1. Care for, repair and distribute resources and equipment.

2. Take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

Professional development

1. Attend school meetings and training as appropriate.

2. Keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.

3. Liaise as appropriate with other professional institutions or individuals outside the school. 

4. Participate in appropriate working parties as the need arises.

Other 
1. Implement all and follow all school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

2. Be a positive role model. 

3. Have professional regard for the ethos, policies and practices of the school and maintain high standards in your own attendance and punctuality

4. Perform any reasonable duties as requested by the headteacher
Note

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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