


	[image: A close-up of a logo]
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	Job Title:
	Casual Exam Invigilator
	Salary: 
	Scale 3

	Work Schedule:
	Hours by negotiation and agreement

	Location of Role:
	Hadley Learning Community

	Trust Mission and Vision

	Mission Statement: Providing a formidable education, within the classroom and beyond, to inspire the next generation of global citizens 

	Vision: Developing compassionate, resilient and inspirational young people who can thrive within an ever-changing global community.

	Role Specific Information

	Main purpose of role
	   To ensure the fair, secure and efficient conduct of external and internal examinations in accordance with Joint Council for Qualifications (JCQ) regulations, awarding body requirements and Learning Community Trust procedures. The postholder will support the integrity of the examination process by supervising candidates and ensuring examinations are conducted under the required conditions.


	Duties and Responsibilities
	Before Examinations
· Report to and be briefed by the Exams Officer prior to each examination session.
· Assist with the preparation and setup of examination rooms.
· Ensure confidential examination materials are handled securely.
· Admit, identify and seat candidates in accordance with examination regulations.
· Distribute examination papers and materials.
· Read examination instructions and ensure candidates understand regulations.
· Deal with candidate queries in accordance with examination procedures.
· Start examinations in line with JCQ requirements. 
During Examinations
· Supervise candidates at all times throughout examinations.
· Maintain examination conditions and minimise disruption.
· Monitor for and report any irregularities or suspected malpractice.
· Complete attendance registers accurately.
· Deal with emergencies and candidate needs in accordance with established procedures.
· Respond to candidate questions in line with examination regulations. 
After Examinations
· Instruct candidates when examinations have ended.
· Collect and check examination scripts and materials.
· Dismiss candidates in an orderly manner.
· Verify candidate details against attendance registers.
· Return examination scripts and materials securely to the Exams Officer. 
Additional Duties
· Attend mandatory training and update sessions.
· Complete annual invigilator training and assessment requirements.
· Support candidates requiring access arrangements where trained to do so.
· Assist with examination administration activities as directed by the Exams Officer.
· Maintain confidentiality at all times.
· Contribute to the overall ethos, work and aims of Hadley Learning Community.
· Undertake other duties commensurate with the grade and nature of the post. 
Other Responsibilities
· Comply with all Trust policies relating to safeguarding, child protection, health and safety, data protection and confidentiality.
· Maintain awareness of Fire and Health & Safety Regulations.
· Follow all examination security and confidentiality requirements.
· Carry out duties within the scope, spirit and purpose of the post as required by the Exams Officer and school leadership.

	Other supervisor responsibilities
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	This job description may be reviewed as part of the appraisal process and may be subject to amendment or modification after consultation with the post holder

It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Academy in relation to the post holders' professional responsibilities and duties, including the provision of high-quality teaching and learning across the Academy and the pastoral care of the pupils in their charge.

Elements of this job description and changes to it may be negotiated at the request of the principal or the Learning Community Trust or the incumbent of the post.



The Learning Community Trust is committed to safeguarding and promoting the welfare of children and young people. All post holders are subject to an enhanced DBS check (including a check on the children’s barred list) and an online search for the successful applicant. References will be checked following the Learning Community Trust recruitment and selection process.   
 
In line with the Statutory Guidance Keeping Children Safe in Education an online check will be undertaken for all shortlisted candidates prior to the interview. 
  
We are committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - Keeping Children Safe in Education.    
   
For more information regarding our school’s commitment to safeguarding, please see our Child Protection & Safeguarding Policy.  Child Protection and Safeguarding Policy | HLC Secondary
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	Essential 
	· Reliable, flexible and available during examination periods. 
· Effective communication and interpersonal skills. 
· Ability to work calmly under pressure. 
· Ability to follow instructions and procedures accurately. 
· Good attention to detail. 
· Ability to maintain confidentiality. 
· Basic IT skills, including email use. 
· Ability to work effectively as part of a team.


	Desirable
	· Previous examination invigilation experience. 
· Experience of working with young people. 
· Knowledge of JCQ examination regulations. 
· Experience of working in a school environment
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