
 Job Descrip�on 

 Job Title  Lead Exam Invigilator 

 Repor�ng to  Examina�ons Officer  Salary Range  £14.40 per hour 

 Purpose of Job 

 ▪  To supervise a group of invigilators to oversee the smooth running of an exam room 
 ▪  To act as the leader of the group to ensure that exams run in accordance with the published regula�ons 

 Main du�es and Responsibili�es 

 ●  To have a key role in upholding the integrity and security of the examina�on/assessment process 

 ●  To be conversant with the Joint Council for Qualifica�ons (JCQ) exam requirements 

 ●  Ensuring that the exam room meets requirements (e.g., JCQ posters displayed; working clock visible to all 
 students; exam informa�on displayed) 

 ●  Ensuring that students are seated in the exam hall in an appropriate manner 
 ●  Ensuring that student iden�fica�on is checked 

 ●  Ensuring students are aware they are under exam condi�ons 

 ●  Ensuring students do not have unauthorised materials or equipment (including mobile phones and MP3 players) 
 in their possession. Removing and storing such equipment un�l a�er the end of the exam 

 ●  Ensuring that coats and bags are stored away from exam desks and are not accessible by students 

 ●  Ensuring pencil cases are clear see-through, removing those that do not conform. Checking that calculators and 
 calculator cases do not contain unauthorised material. Ensuring that student drinks have labels removed from 
 bo�les 

 ●  Dealing with students not listed on the a�endance register 

 ●  Ensuring that the correct exam papers are being used for the exam 

 ●  Distribu�ng papers and any other authorised materials to candidates 
 ●  Reading erratum no�ces issued by the exam boards 
 ●  No�fying candidates of the start of the exam 
 ●  Recording start and finish �mes of exams to no�ce board 

 ●  Ensuring the a�endance register is completed 

 ●  Ensuring late students are briefed, seated and allowed to partake 
 in the exam with minimum fuss 

 ●  Ensuring the supervision of students is carried out in a quiet and unobtrusive manner 

 ●  Responding to students' and invigilator queries in accordance with exam 
 regula�ons 

 ●  Distribu�ng addi�onal paper/equipment as required 
 ●  No�fying candidates that the exam has finished 

 ●  Ensuring exam condi�ons are maintained un�l candidates are dismissed from room 

 ●  Ensuring that the exam scripts are never le� una�ended, are sorted in a�endance register order and returned to 



 the Examina�ons Officer immediately a�er the exam 

 ●  Ensuring that nothing has been le� at the desk and no graffi� has been made during the exam 

 General 

 ▪  A�end and par�cipate in relevant mee�ngs, training and other learning ac�vi�es 

 ▪  Be aware of and comply with policies and procedures rela�ng to safeguarding and promo�ng the welfare of 
 children, health, safety and security, confiden�ality and data protec�on, repor�ng all concerns to an appropriate 
 person 

 ▪  Invigilators are required to declare if they have invigilated previously and whether they have any current 
 maladministra�on/malprac�ce sanc�ons applied to them 

 ▪  Invigilators must confirm the confiden�ality and security requirements surrounding the invigila�on process are 
 known, understood and will be followed at all �mes 

 ▪  Be aware of access arrangements to ensure all students have opportunity to par�cipate in examina�ons 

 ▪  To demonstrate an understanding of and commitment to equal opportuni�es and diversity and to the standards of 
 customer care 

 ▪  To behave at all �mes in a manner that promotes the best interests of the school and treats others with respect 

 ▪  Be responsible for own health and safety as well as that of colleagues, students and the public 

 ▪  To carry out any other du�es as directed by the Exams Officer in keeping with the nature and grade of the post 
 ▪ 
 ▪  To support the policies and aims of Seven Kings School 

 Du�es and responsibili�es of the post may change over �me as requirements and circumstances change. 
 The job descrip�on does not form part of the post holder’s contract of employment 


