[image: image1.jpg]Cantell





Job Description
Examination Invigilator

Cantell School is proud to be a heavily oversubscribed, inclusive comprehensive school with a student intake that reflects a wonderfully diverse and vibrant local community. Our fundamental mission is to provide an exceptional learning experience for every student so that they may lead a happy and successful life now and in the future.

Salary Range: £13.68 per hour - flexible hours during school term time between 8.30 a.m. - 4.30 p.m.

Responsible to: Admin and Exams Officer 
Key Responsibility: To support the Admin and Exams Officer with the day-to-day operation of examination venues.

Persons appointed will perform the following key roles:

· assist with setting up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures;

· closely follow and enforce exam procedures and regulations;

· assist candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues;

· ensure that candidates do not talk once inside examination venues;

· invigilate during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with procedures;

· check attendance during examinations;

· record details of late arrivals and early leavers and collect scripts from early leavers;

· escort candidates from venues during the examination as required and supervise candidates whilst outside examination venues;

· escort candidates on agreed breaks ensuring that no unauthorised material is consulted and that examination regulations are observed at all times;

· collect, collate and deliver scripts at the end of the examination in accordance with strict procedures;

· assisting students with Special Educational Needs (scribing / reading etc)

· supervise candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner.

· other duties as reasonably assigned by the Sims and Examinations Manager

All post holders are expected to support the school’s aims, familiarise themselves with school policies and procedures and to reinforce these with students, parent and clients where appropriate.

This school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All posts are subject to an enhanced DBS check.
