
 
 

JOB DESCRIPTION 

Post title Exams Invigilator Reporting 
to 

Examination Officer 

Location Shireland Biomedical UTC Grade SCP 8 £12.80 per hour 

Contract 
type 

Casual Hours of 
work 

0 hour contract  
(as and when required) 

 

Post Summary 

Safeguard and promote the welfare of children and young people and follow school 

and Trust policies including the Employee Code of Conduct. 

• To conduct examinations in accordance with the Joint Council for 
Qualifications (JCQ), awarding body and Shireland Collegiate Academy 
regulations and instructions  

• To have a key role in upholding the integrity and security of the 
examination/assessment process  

 

Duties and Responsibilities 

Before exams 

• Report to and be briefed by the Exams Officer prior to each exam session 

• Keep confidential exam question papers and materials secure before, during 
and after exams 

• Ensure exam rooms are set up according to the requirements 

• Admit candidates into exam rooms under formal exam conditions 

• Identify candidates and seat candidates according to the required 
arrangements 

• Distribute the correct question papers and exam materials to candidates 

• Instruct candidates in the conduct of their exams 

• Deal with candidate questions 

• Start exams 
 

During exams 

• Supervise and observe candidates at all times and be vigilant throughout 
exams 

• Keep disruption in exam rooms to a minimum 

• Deal with emergencies or irregularities effectively 

• Record/report any incidents, disruption or irregularities in line with procedures 

• Complete attendance registers 

• Deal with candidate questions according to the regulations  
 

After exams 



 
• Instruct candidates in finishing their exams and collect exam scripts and exam 

materials 

• Dismiss candidates from the exam room 

• Check candidates’ names on scripts, match the details on the attendance 
register 

• Securely return all exam scripts and exam materials to the Exams Officer 
 

Other tasks 

• Undertake training, update and review sessions as required 

• (Prior to invigilating any exam in a new academic year) Undertake relevant 
online invigilator training and assessment for that academic year 

• Undertake, where required and where able, other duties requested by the 
Exams Officer, for example: 

o centre supervision of exam timetable clash candidates between exam 
sessions 

o facilitating access arrangements for candidates, for example as a 
reader, scribe etc. (full training will be provided) 

o other exams-related administrative tasks including maintaining 
question paper security by supporting the ‘second pair of eyes check’ 

 

Special Conditions of Employment 

Rehabilitation of Offenders Act 

This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. 

Appointment to this post is subject to an enhanced DBS disclosure which confirms 

the appointee is not on the Children’s Barred list being obtained. If you are 

shortlisted you will be asked to disclose any convictions, cautions, reprimands or 

final warnings that are not "protected" as defined by the Rehabilitation of Offenders 

Act 1974 (Exceptions) Order 1975 (as amended in 2013) – a failure to do so is likely 

to result in dismissal should it later be discovered.  Any information given will be 

treated entirely as confidential and will be considered only in relation to this 

application.  

Any arrests, convictions cautions or reprimands of relevance, obtained by the 

jobholder after enhanced DBS clearance has been acquired, must be disclosed to 

the Principal by the postholder. Failure by the postholder to do so, or the obtaining 

by the postholder of a relevant conviction caution or reprimand, may be managed in 

accordance with Trust Disciplinary Procedure. 

Equality and Diversity 

Shireland Collegiate Academy Trust is committed to developing, maintaining and 

supporting a culture of equality and diversity across all aspects of the Trust’s work. 

As such, it is committed to fulfilling its Equality Duty obligations and expects all staff 

and volunteers to share this commitment. This Duty requires the Trust to have due 

regard to the need to eliminate unlawful discrimination, harassment and 

victimisation, advance equality of opportunity and foster good relations between 



 
people who share characteristics, such as age gender, race and faith, and people 

who do not share them. Staff and volunteers are required to treat all people they 

encounter with dignity and respect and are entitled to expect this in return. 

Training and Development 

The Trust has a shared responsibility with the postholder for identifying and 

satisfying training and development needs. The postholder is expected to actively 

contribute to their own continuous professional development and to attend and 

participate in any training or development activities required to assist them in 

undertaking their role and meeting their safeguarding and general obligations.  

Mobility 

The postholder may also be required to work at other establishments of the 

Shireland Collegiate Academy Trust, whether current or future, either on a temporary 

or permanent basis, as the Trust may reasonably require for the proper performance 

and exercise of your duties.  There is an expectation of reasonable travel in 

connection with job role. 

Amendments 

This job description may be subject to review and / or amendment at any time to 

reflect the requirements of the role. Amendments will be made in consultation with 

any existing postholder and will be commensurate with the grade for the job.  The 

postholder is expected to comply with any reasonable management requests.  

 


