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MAIDENHILL SCHOOL - JOB DESCRIPTION
 Invigilator




	Job Title:
	Invigilator

	Responsible to:           
	Exams Manager, Deputy Headteacher

	Salary: 
	Casual claims - £13.00 per hour, rising to £13.26 plus % uplift per hour   from April 2026, to include holiday pay                  



Core Purpose:  To contribute to the successful completion of all examinations by exam candidates through:

· Maintaining a calm exam environment
· Assisting in the organisation of students at the start and end of each exam.
· Providing correct information relevant to the exam
· Ensuring the examination is conducted according to guidelines set out by JCQ
· Reporting any case of malpractice to the exams manager
· Reporting on any unexpected events during the course of an examination

Knowledge and Understanding
Maintain an up-to-date knowledge of Instructions for Conducting Exams (ICE booklet) for the relevant exam year.

Responsibilities

To be responsible for:

· Invigilating external examinations according to an agreed timetable. 
· Reporting to the examination office 30 minutes before the exam is due to start.  
· Liaising with the Examinations Manager.
· Assisting in the distribution of seating cards, writing paper, equipment and examination question papers as required/advised by the lead invigilator.
· Supervising the conduct of the examination in accordance with exam-board regulations (ICE Booklet).
· Marking attendance registers as required.
· Placing candidates' work in examination number order, checking against the attendance register, and handing to the Exams Manager.
· Monitoring the duration of the exam according to specifications provided and supervising candidates allowed additional time (special arrangements).
· Supervising students who have simultaneous exams and maintaining the integrity of the exam through a supervision of a secure environment between exams, as directed.
· Checking exam desks for graffiti and removing where possible. Any unused exam papers and answer booklets must be returned to the Exams Manager after the exam.
Support:

In order to support you in fulfilling this role:

Bi-annual training is provided, with regular communication from the Exams Manager to provided updates, exam schedules and essential information.

This is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the Invigilator’s responsibilities and duties.  
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