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The Links Academy
Job Description
Examinations Invigilator
Purpose of Job
To support the Exams Officer in upholding the integrity of the external examinations and assessment process.
To ensure a calm environment to give the candidates the best possible opportunity to be successful in their exams. Help organise students at the start and end of each exam and provide the correct information and material for successful completion of the exam. 
Key Duties
•	To assist in the set up and preparation of the examination room
•	Ensure that exam notices are displayed in compliance with statutory regulations
•	Ensure candidates enter the exam room in an appropriate manner 
•	Help organise candidates at the start and end of each exam
•	Remind candidates of exam conditions before the exam starts 
•	Distribute exam papers in accordance with the JCQ Regulations 
•	Read exam instructions and notices at the start of an exam where applicable 
•	Notify candidates of the start and finish time of exam 
•	Complete attendance register, report forms and any other documentation required by the Exams Office
•	Notify the Exams Officer of late candidates and keep records accordingly 
•	Respond to candidate queries in accordance with exam regulations 
•	Ensure that suspected malpractice is reported immediately and dealt with in compliance with regulations

•	Make a comprehensive record of any disturbance in the exam, noting time and nature of disturbance in case a report needs to be submitted to exam board
•	Remain vigilant and ensure candidates are continuously supervised
•	Deal with candidates who may need to leave the exam room
•	At the end of an exam collect exam papers and attendance registers and safely deliver them to the Exams Officer and ensure that all exam equipment and unused papers are collected in. 
•	Ensure exam conditions are maintained until candidates are dismissed and have left the exam room
•	Work as part of the exams team and contribute positively. Undertake any other reasonable exam related duties
•	Attend Invigilator training sessions
EQUALITIES
Be aware of and support differences and ensure that the academy’s equalities and diversity policies are followed.
HEALTH AND SAFETY	
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.
CRIMINAL RECORDS BUREAU
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
ADDITIONAL INFORMATION
The post holder is required to contribute to and support the overall aims and ethos of the Academy.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the academy’s’ policies and practices.
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Behaviour management training and an induction process will be included for all staff. All staff will be trained through the Hertfordshire ‘Steps’ programme and this is integral in the support and management of the young people on site and in schools.
The post holder is required to work across both Links Academy sites.
CONTACTS
The post holder works directly with teachers, specialist support workers, instructors, support staff and young people and has routine and regular contact with parents and carers and with external agencies.
KNOWLEDGE, EXPERIENCE AND TRAINING
[bookmark: _GoBack]We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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