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JOB DESCRIPTION

Job Title

Exam Invigilator, Reader and Scribes 
Grade


£10 per hour
Responsible to
Exams and Cover Manager 
Purpose of Job:

· Under the supervision of the examinations officer, working positively with the academy’s academic and pastoral systems by providing supervision for examinations and providing administrative and practical support for the conduct of examinations.  When required, to provide access arrangements for those students who have this in place. This will include being a ‘reader’ (reading examination paper to the student), ‘scribe’ (writing answers the student has dictated in an examination paper).

Principle Responsibilities:

· Being fully conversant with the rules and regulations necessary for the proper conduct of examinations.
· Ensuring that the room and materials are set out in a manner to comply with the above.
· Collecting materials and other resources needed for examinations both before and after the exam.
· Ensuring that the pupils admitted are fully conversant and compliant with the rules and regulations for the conduct of examinations.
· Informing the Examinations Officer of any breaches of academy discipline during the examination.
· Giving full attention to the proper conduct of the examination i.e. not performing any additional tasks in the examination room.
· Being aware of the arrangements for contacting a subject teacher in relation to problems which may require their professional judgement.
Main Duties:

· Assisting with the admittance of pupils to the examination room, helping pupils to find their seats if necessary.
· Assisting with the completion of the absence register and seating plan and any other necessary paperwork, including for pupils who may be in other rooms.
· Notifying any changes or absences to the Examinations Officer.
· Ensuring that pupils are seated according to the seating plan.
· Assisting the Examinations Officer, making sure that all relevant JCQ posters/booklets are displayed including a clock and any other relevant documents.
· If needed, assisting in the covering up/removal of any material displayed on walls which may be of help to pupils during their exam.  
· Assisting the Examinations Officer, making sure that pupils do not have access to any unauthorised material or equipment.
· Opening exam papers in front of the pupils.
· Under the direction of the Examinations Officer, despatching scripts to the pupils.
· Ensuring that the exam starts promptly, pupils are aware of the time allotted and the start and finish times are written on the designated sheet at the front of the exam room.
· Supervising pupils continuously during the exam, making sure you move around the room regularly and quietly.
· Ensuring that pupil’s requests are dealt with appropriately.
· Collecting in all work/materials at the end of the examination and ensuring its proper return to the appropriate office.
· Ensuring that no examination papers are removed from the examination room.
· Under the direction of the Examinations Officer, ensuring that the scripts are in candidate number order.
· Assisting with the dismissal of pupils from the examination room.
Duties of the reader:

· The reader must read accurately;

· The reader must only read the instructions of the question paper(s) and questions, and must not explain or clarify; 

· The reader must only repeat the instructions of the question paper or questions when specifically asked to do so by the candidate; 

· The reader must only read the instructions/rubric of a paper testing reading and must not read individual questions or text; 

· The reader must abide by the regulations since failure to do so could lead to the disqualification of the candidate; 

· The reader must not advise the candidate regarding which questions to do, when to move on to the next question, nor the order in which questions should be answered; 

· The reader must not decode symbols and unit abbreviations (e.g.22 should not be read as two squared, but the function simply pointed to by the reader since part of the assessment is recognising what the superscript 2 means. Similarly, if the symbol > is printed, it should not be read as ‘greater than’ but simply pointed to by the reader); 

· The reader may enable a visually impaired candidate to identify diagrams, graphs and tables but must not give factual information nor offer any suggestions, other than that information which would be available on the paper for sighted candidates; 

· The reader may read numbers printed in figures as words (e.g. 252 would be read as two hundred and fifty two, but when reading the number it should also be pointed to on the question paper). An exception would be when the question is asking for a number to be written in words (e.g. write the number 3675 in words);

· The reader may read back, when requested, what the candidate has written; 

· The reader may, if requested, give the spelling of a word which appears on the paper but otherwise spellings must not be given.

 Duties of the scribe: 

· The scribe must be able to write or type accurately, and at a reasonable speed, what the candidate has said, except in an examination requiring word processing, where a scribe will not be permitted;

· The scribe must draw or add to maps, diagrams and graphs strictly in accordance with the candidate’s instructions, unless the candidate is taking a design paper, in which case a scribe will only be permitted to assist with the written parts of the paper; 

· The scribe must abide by the regulations since failure to do so could lead to disqualification of the candidate; 

· The scribe must write or word process a correction on a typescript or Braille sheet if requested to do so by the candidate;

· The scribe must immediately refer any problems in communication during the examination to the invigilator; 

· The scribe must not give factual help to the candidate or indicate when the answer is complete; 

· The scribe must not advise the candidate on which questions to do, when to move on to the next question, or on the order in which questions should be answered; 

· The scribe may, at the candidate’s request, read back what has been recorded.
General Requirements:

· Attending and participating in training and development activities as required.
· Legible handwriting
· Flexible, energetic and possess excellent organisational skills
· Participating in professional development and review.
· Attending meetings, liaising and communicating with colleagues in the academy, outside agencies and other relevant bodies.
· Being an effective role model for the standards of behaviour expected of pupils.
· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the governing body and the local education authority.
Professional Values and Practices:

· Having high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds; and being committed to raising their educational achievement.
· Treating pupils consistently with respect and consideration, and being concerned with their development as learners.
· In line with the academy’s policy and procedures, using behaviour management strategies which contribute to a purposeful learning environment.
· Working collaboratively with colleagues as part of a professional team; and carry out roles effectively, knowing when to seek help and advice from colleagues.
· Reflecting upon and seeking to improve personal practice.
· Working within academy policies and procedures and being aware of legislation relevant to personal role and responsibility in the academy.
· Recognising equal opportunities issues as they arise in the academy and responding effectively, following academy policies and procedures.
· Building and maintaining successful relationships with pupils, parents/carers and staff.
