
BODMIN COLLEGE 

JOB DESCRIPTION 
 

Title:      Exam Invigilator  

 

Hours: Casual, during Exam Seasons throughout the year – hours to be 

claimed as and when worked  

 

Hourly rate paid:    Grade B - £9.20  

 

Reporting To:    Exams Officer/Head of Centre 

 

Important Functional Relationships: Pupils, Head of Centre, Exams, Teaching and Support Staff 

 

Main Purpose of Job 

The post holder will assist the examinations team in the correct running and supervision of examinations 

including, when necessary, assisting with the preparation of examination rooms, completing attendance 

registers, and collation of examination papers. 

 

Main Duties & Responsibilities 

1. Collecting examination baskets with the papers, materials and documents required in accordance 

with examination rules & regulations from the Exams Officer, to be taken to the venue for that exam.  

 

2. To assist in the preparation and setting-up of the examination venue by laying out stationary, 

equipment and examination papers in accordance with strict procedures that meet JCQ requirements; 

If the venue requires desks to be moved, please contact a member of the caretaking team who can 

assist you with this. 

 

3. To ensure that notices to candidates and any other regulated posters are suitably displayed within 

and outside the examination room; 

 

4. To ensure seating plans are used for all examinations. These will be prepared by the examination staff 

prior to the exams; 

 

5. To comply with all directions issued by the examination staff, head of centre or Senior Leadership 

Team. 

 

6. To manage candidates’ assembly in the examination venue in an orderly manner ensuring pupils are 

seated in their correct seats, ensuring that candidates do not talk to each other once inside the 

examination venue. 

 

7. To brief candidates to ensure that they are made fully aware of exam conditions before the exam 

commences and to take a full register to ensure each candidate is present, having a running invigilator 

to be able to radio/see the exams office if there is anyone absent. 

 

8. To be responsible for opening papers and authorised material (overseen by the allocated lead 

invigilator) and to distribute these to the candidates in accordance with the examination rules and 



regulations. To take particular care to ensure each candidate has correct exam paper if the venue is 

holding more than one level or subjected exam. 

 

9. To attend to late or unregistered candidates quickly and efficiently with minimum fuss and disruption 

and in accordance with the examination rules and regulations. 

 

10. To notify candidates of exam start and finish times ensuring that efficient timekeeping is maintained. 

To record all start and finish times in accordance with the examination rules and regulations. 

 

11. To respond to queries regarding insufficient or incorrect paperwork in accordance with examination 

rules and regulations. 

 

12. To make sure there is sufficient contact with the exams office to ensure that in the event of 

candidates raising concerns or difficulties in respect of an examination paper where a professional 

judgement may be required, so that SLT or a member of the teaching staff can be contacted. 

 

13.  To supervise candidates in a quiet and unobtrusive manner and to notify the exams office of any 

disruptions that may occur. 

 

14. To ensure that the exam is carried out strictly in accordance with the guidelines set out by JCQ. 

 

15. To ensure an invigilator can supervise any candidates who may need to leave the room in accordance 

with the exam regulations. 

 

16. To ensure that exam conditions are maintained until candidates are dismissed. 

 

17. To record details of late arrivals. Early leaving is not permitted, unless in accordance with the 

examination rules and regulations. If a candidate does leave the venue early, please keep a record of 

this, and collect in their exam script immediately. 

 

18. To supervise candidates leaving examination venue, ensuring that candidates do not remove 

equipment or stationary from the venue without authorisation and ensuring that candidates leave 

venues in an orderly and quiet manner. 

 

19. To collect & collate exam scripts at the end of the examination in accordance with strict procedures, 

ensuring no documents are left unattended at any time and are promptly delivered to the exams 

officer to package and send. 

 

20. To ensure the room and desk are clear and in good order. 

 

21. To undertake training relating to the job as required. 

 

22. To undertake other related duties appropriate to the grading of the job as required. 

 

23. To be aware of and adhere to applicable rules, regulations, legislation and procedures including the 

School’s Equal Opportunities Policy and Code of Conduct, and national legislation (including Healthy 

and Safety, Data Protection) and to keep up with any changes. 

 

24. To maintain confidentiality of information acquired in the course of undertaking duties for the school. 



Other Consideration 

 Standard guidelines are 1 invigilator to 30 candidates; however we will always attempt to make sure 

an additional invigilator/member of staff is in attendance for support and in the case of emergencies.  

 

 

Statement of Safeguarding 

This role gives the postholder access to children and young people.  Bodmin College has a statutory obligation 

to check with the Disclosure and Barring Service (DBS) in order that any criminal background including 

unprotected, spent convictions, bind-over orders or caution is disclosed to the Governing Body.   

Only those who have been checked can be employed by Bodmin College.   In the event of a successful 

interview you will be asked to complete a DBS application. 

The successful applicant will be offered the post subject to the receipt of a satisfactory DBS check, Right to 

Work in the UK, health declaration, references and other pre-appointment checks required of the post. 
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