
HORSFORTH SCHOOL  

JOB DESCRIPTION 

Invigilators 

Deputy Headteacher,  Examinations Officer 

Casual, as required. Availability may be required between the hours of 
8am and 5pm, Monday to Friday. Working days will vary between two 
to seven hours per day 

Job Title: 

Responsible to: 

Hours: 

Job Purpose: 

To ensure a calm environment which will give the candidates the best possible opportunity to 
be successful in their exams.  

Responsibilities: 

• To help organise students at the start and end of each exam.
• To help provide the correct equipment and material for successful completion of the

exam.
• To help ensure that the conduct of the exam takes place within the guidelines set down

by the examination bodies (relevant documents will be supplied).
• To be vigilant, whilst not disrupting the candidates.
• To refer to the Examinations Officer if it is suspected that malpractice is taking place.
• To be familiar with evacuation procedures

Main Duties: 
• To attend and complete initial training and update sessions
• To assist in the distribution of exam scripts
• To assist in the collection of exam scripts which need to be collected in order, by

candidate number.
• To assist in checking that all candidate scripts have the correct information
• To escort candidates with permission to leave the room (eg toilet, dealing with illness)
• To ensure that students do not leave an examination unless escorted for exceptional

reasons (always check with the Examinations Officer/senior invigilator first).
• In the event of any discrepancy or irregularity during an examination, to give a verbal

report to the Examinations Officer and complete exam room incident log.

Personal Qualities: 

• To have a good command of written and spoken English.
• To be confident and able to communicate with staff and pupils.
• To be a good team member and have the ability to work on own initiative.
• To be flexible.



 
 
 
 
 
 
 
 
 
Hours Required:  
 
Examinations and Mock Examinations take place during varying periods each and the length of 
sessions can vary. The successful applicant must be available during the Summer examination 
season which runs during May and June. The number of hours and weeks when work is 
available will vary according to the exam timetable.  
 
Personal Responsibilities:  
 

• Hold positive values and attitudes and adopt high standards of professional conduct. 
• Carry out the duties and responsibilities of the post, in accordance with the school 

Health and Safety Policy and relevant Health and Safety Guidance and Legislation.  
• Form positive professional relationships, and work in partnership with colleagues 

throughout Horsforth School 
• Treat all aspects of the role with the strictest confidentiality.  
• Be aware of and comply with policies and procedures relating to child protection, 

health, safety and security, confidentiality, equality and diversity and data protection, 
reporting all concerns to an appropriate person.  

 
NOTES:  
 

                  There is a requirement to submit to an enhanced Disclosure and Barring Service background 
check.  Term time working.  There may be a need to occasionally work outside of school hours 
and off school premises, as required by the school. No smoking policy. 
 
This job description is not necessarily a comprehensive definition of the post, you may be asked 
to undertake additional duties not listed above but appropriate to the role.  It will be reviewed 
from time to time and may be subject to modification or amendment at any time after 
consultation with the holder of the post. 
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