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Job Description 

St Peter’s Catholic  

Secondary School 

 

 

This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of 
children, young people and vulnerable adults, and requires all staff and volunteers to share this 
commitment. 

DBS Check  Enhanced 

Special Conditions Casual, Term time only 

 

1. Job Purpose 

 This post requires you to provide an efficient invigilation service for the school: 

 
 

2. Key Responsibilities 

 

 2.1 Main Duties 

   
You are required to work as part of an invigilation team to supervise and support 
students undertaking school examinations in accordance with the school’s and national 
policies and procedures, taking a reasonable share of general, clerical and 
administrative tasks.  You will have a shared responsibility for some key tasks as set 
out below. 
 

 To advise candidates of the exam requirements and retrieve unauthorised items 

 To ensure that the exam room meets requirements 

 To assist the invigilation team with the smooth and efficient administration of 
examinations 

 To ensure that they are familiar with the school policy and requirements 

 To seat candidates in the exam hall in an appropriate manner 

 To ensure that candidates have the correct paper and level 

 To ensure correct identification of all candidates 

 To deal with extra candidates not on the register 

 To ensure that candidates are aware they are under exam conditions 

 To read erratum notices 

 To record start and finishing times of exams 

 To notify the school office of any absent candidates 

 To deal with late candidates in the appropriate manner 

 To assist with the setting up\taking down of the exam room, including putting out\ 
putting away tables and chairs 

Post  Title Exam Invigilator Post No  

School St Peter’s School 

Salary Band/Range Band ‘A’ Pt 7 + additional annual leave entitlement 

Responsible to Examinations Officer 
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You will also be required to undertake any other reasonable and related duties and 
responsibilities commensurate with the grade of the post. 
 
During the exam 

 To open and distribute papers and any other authorised materials to candidates 

 To ensure that the attendance register is completed 

 To contact a subject teacher when candidates raise a concern or problem with the 
paper that requires a teacher’s professional judgement 

 To ensure late candidates are briefed, seated and allowed to partake in the exam 
with minimum fuss 

 To supervise candidates in a quiet and unobtrusive manner 

 To respond to candidates’ queries in accordance with the exam regulations 

 To supervise candidates who may need to leave the room in accordance with exam 
regulations 

 To supervise ‘clash’ candidates between exams 

 To distribute additional paper/equipment as required 

 To ensure that the school policy is adhered to 

 To maintain vigilance at all times and give full attention to the task 
 
Finishing an exam 

 To ensure that efficient timekeeping is maintained 

 To notify candidates that the exam has finished 

 To collect scripts in attendance register order 

 To check that nothing has been left at the desk and no graffiti has been made 
during the exam 

 To ensure that scripts are never left unattended and are safely delivered to the 
exam officer 

 To ensure that there are no missing scripts 
 
This job description sets out the duties of the post at the time it was drawn up.  
 
The post holder may be required from time to time to undertake other duties within the 
school as may be reasonable expected, without changing the general character of the 
duties or level of responsibility entailed.  This is a common occurrence and would not 
justify a reconsideration of the grading of the post. 

 2.2 People 

  None  

 2.3 Safeguarding 

  St. Peter’s Catholic School is committed to keeping children, young people and 
vulnerable adults safe.  The post holder is responsible for promoting and safeguarding 
the welfare of the children, young people and vulnerable adults for whom she/he is 
responsible or comes into contact with.  

 

 

 

 2.4 Financial 

  None 

 2.5 Buildings & Equipment 

  None 
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 2.6 Health & Safety 

  The post holder will be responsible for his/her own health and safety.  All duties and 
responsibilities must be carried out in line with the specific requirements detailed in the 
school Health and Safety policies.  

 2.7 Policies & Procedures 

  The post holder will be accountable for ensuring that he/she is aware of relevant school 
policies and that all duties and responsibilities are carried out in line with the appropriate 
policies and procedures. 

 

 

3. Other Conditions 

 

 3.1 Mobility 

  Whilst this post is initially to a specific post, the post holder may be exceptionally 
required to transfer to any post appropriate to their grade within the school. 

 3.2 Equal Opportunities 

  St. Peter’s Catholic School is committed to Equal Opportunities and expects all staff 
and volunteers to recognise and value differences and to treat everyone with dignity 
and respect. 

 

 

 

 

                      

 

 

 

 3.3 Variations to Job Descriptions 

  Due to changing customer demands, duties and responsibilities are likely to vary from 
time to time and the Headteacher therefore retains the right to amend job descriptions 
to reflect changing requirements.  

 3.4 Training and Development 

  The school is committed to the personal and organisational development of the 
individual. The post holder will be encouraged to identify job-related development 
needs. 

 

 

 3.6 Core Qualities & Leadership Framework 

  The school expects all staff to demonstrate the behaviours in the Core Qualities 
Framework and where appropriate, those in the Leadership Framework, to an 
acceptable level.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Compiled/Reviewed by: SR/JB 
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