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	Job Description
Exams Invigilator (S028)



	Main Purpose of the Post
To oversee and supervise examinations and to ensure that guidelines and regulations for the integrity and security of the examination papers and procedures are followed during examination sessions, as directed by the Lead Invigilator and/or the Examinations Officer.



	Responsible to:
Examinations Officer



	Main Responsibilities and Duties 

	· To assist in the setting up of examination rooms
· To ensure all candidates receive appropriate examination question papers and answer paper
· To be aware of any needs that candidates may have during an examination
· To ensure answer scripts are collected in candidate number order and are supervised as required until they are delivered to the Exams Office
· To ensure candidates obey the regulations of an examination room as laid out in the examination guidelines
· To maintain security and confidentiality of all examination materials
· To record attendance on the official examination registers
· To ensure no inappropriate items are brought into the examination room, such as mobile phones (and any other items of electronic equipment), revision notes or other paperwork unless told otherwise
· Ensure all candidates are aware of the pre-exam start information and of any erratum notice that may affect them
· To ensure there is no talking or disruption for the candidates once an examination has begun
· To ensure that invigilators DO NOT help candidates in any way with the question paper 
· To assist in other activities as may reasonably be requested by the centre from time to time, as directed by the Lead Invigilator and/or the Examinations Officer.

	Safeguarding Statement

	The candidate will have due regard for safeguarding and promoting the welfare of pupils, and follow the School’s Safeguarding Policy.  The School is committed to safeguarding and promoting the welfare of pupils and expects all staff and volunteers to share this commitment.  If in the course of carrying out the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of pupils in the School, they must report any concerns to the School’s designated Child Protection Office, the Examinations Officer, or the Headteacher.

	The role is employed on a temporary basis, the main workload will be during the exam sessions in November and April to June.
Shift times generally fall into two sessions;
08:30 start, until (usually) approximately 12:30
12:30 start, until (usually) no later than 16:00
You must be available to start at 08:30 for a morning session, and 12:30 for an afternoon session. 
The role requires a reasonable level of fitness, as it can involve long periods of standing and/or walking.
Experience would be an advantage, but not necessary, as full training will be given.
Confidence in supervising 1:1 is also an advantage. 
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