



          Sacred Heart Catholic High School

                              Job Description 


Post title:	Examinations Invigilator

Grade:	BB01   	 

Responsible to:	Assistant Head



In all aspects of the post s/he must implement faithfully and effectively the Aims and Policies of this Roman Catholic school and work collaboratively to ensure that the Christian ethos, standards of academic excellence and good behaviour are maintained and strengthened.

The following list is typical of the level of duties the post holder would be expected to perform.  It is not necessarily exhaustive, and other duties of a similar type and level may be required from time to time.  

JOB PURPOSE:

To supervise pupils/students whilst they are undertaking examinations in accordance with school and examination board policies and procedures.

	1. 
	Assist in the preparation of the examination venue including distribution and collection of exam papers and any necessary equipment.

	2
	Supervise the conduct of students in and around the examination venue reporting any misconduct in accordance with school procedures.

	3
	Monitor students during examination ensuring exam regulations are adhered to.

	4
	Ensure all examination materials are securely maintained.

	5
	Provide additional support to students who require assistance to complete examination papers e.g. complete papers for the student if unable to do so due to illness or injury.

	6
	Promote and implement the School’s equal opportunities policies in all aspects of employment and service delivery.
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