Mayflower High School

JOB DESCRIPTION: EXAMINATION INVIGILATOR
Invigilators are responsible for the correct running of examinations in the exam room.  

Main Duties & Responsibilities:
· Preparing the room, laying out candidate desk labels to a seating plan prepared by the Examinations Officer

· Admitting candidates to the room in a quiet and orderly manner

· Registering the candidates present in the room and completing a detailed seating plan of the candidates

· Conducting the exam according to the instructions provided by the Joint Council for Qualifications (JCQ) 
Additional information:
Invigilators must be constantly vigilant when the exam is running and should not do any other task

Invigilators are provided with all regulations, necessary papers, candidate desk labels and a seating plan for each exam

Invigilators are required to report to the Examinations Officer at least 30 minutes before the start of each examination session

The Examinations Officer will be available to support the Invigilators

Invigilators should enjoy working as part of a team.  They should be interested in working in a school environment and in supporting our students at this stressful time in their school career.

Post holders may deal with sensitive information and should maintain confidentiality in all school-related matters.

The position is ideally suited to responsible, punctual, calm, organised and approachable individuals.

This centre requires invigilators to wear ‘business dress’ to promote a formal atmosphere within the exam room.
Safeguarding:

Our school is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. 

Signed (post holder)
………………………………………………… Date   /   /   

Signed (pp school)
………………………………………………… Date   /   /   
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