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Norham High School

Job Description - Exam Invigilator
Responsible to:
Exams Officer

Job Purpose:

To provide general support in relation to exams 

Responsibilities 

· Be a reliable member of the school Invigilation Team 

· Ensure candidates are in the exam hall in good time and in an appropriate manner

· Ensure all candidates have the correct papers

· Ensure the correct identification of all candidates

· Deal with extra candidates not on the register

· Advise candidates that they are under exam conditions, retrieve mobile phones etc

· Read erratum notices

· Notify candidates of start and finishing times of exams

· Record start and finishing times

· Open and distribute papers and any other authorised materials to candidates

· Contact a teacher in the subject area when candidates raise concerns or problems with the paper that requires the professional judgement of a teacher

· Ensure late candidates are briefed, seated and allowed to partake in the exam with minimum fuss

· Supervise candidates in a quiet and unobtrusive manner

· Respond to queries in accordance with exam regulations

· Supervise candidates who may need to leave the room, in accordance with exam regulations

· Supervise ‘clash’ candidates between exams

· Distribute additional paper/equipment as required

· Ensure school policy is adhered to

· Ensure time keeping is maintained

· Notify candidates that the exam has finished

· Ensure exam conditions are maintained until candidates are dismissed

· Collect scripts in attendance register order

· Check nothing has been left at desks/no graffiti has been made

· Ensure scripts are never unattended and are delivered to Exams Officer

· Assist candidates who have special examination arrangements, when required.

· Ensure that exams are carried out according to the rules set out by JCQ
· Package up exam papers for posting out.
