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	 Invigilator 

General Job Description



Knowledge & skills

The invigilator should:
· attend one initial training session for each relevant examination (sessions to be conducted by local Co-ordinator or Supervisor)

· attend one refresher training session per annum as agreed with local Co-ordinator (sessions to be conducted by local Co-ordinator or Supervisor)

· be familiar with all relevant notices, instructions and requirements relating to the specific examination

· speak English

Behaviour:

The invigilator should:

· be appropriately dressed (avoid wearing noisy jewellery, squeaking or high heel shoes)

· be impartially friendly to candidates

· be punctual (arrive at least 45 min before the start of the examination to prepare)
Duties:

The invigilator should:

· adhere to all instructions issued by the Supervisor or Co-ordinator

· place signs and notices outside the exam room as per Supervisor's or Co-ordinators instructions

· ensure that all personal belongings are placed in the designated areas and all the mobile phones switched off

· check each candidate's ID (national ID card or passport) and a Confirmation of Entry before and during the exam – if a candidate fails to present an ID: 
- summon the Supervisor
- record this in the Incident report
- ask him/her to ask somebody else (parents, siblings, friends) to bring the ID to the exam venue
- if the candidate succeeds in doing so admit him/her to the test
· issue correct materials promptly and efficiently

· before each paper, read out to the candidates all relevant instructions from the Instructions to Supervisors / Invigilators booklet
· read out the fire emergency evacuation plan to candidates before the exam
· patrol his/her allocated sector

· ensure that only permitted materials are on each candidate's desk (i.e. pen, pencil, eraser, test paper, draft paper supplied by exam organisers)

· prepare seating plans for their examination room for each paper of the examination

· ensure that the centre number and start and finish times of each paper are written clearly and visible on the board in the examination room

· report to the Supervisor on any late arrivals, incident, disturbances or candidates’ complaints
· ensure that candidates do not communicate with each other

· check that all candidates in his/her sector transfer their answers to mark sheets wherever relevant

· return all papers, sorted according to instructions, to the Supervisor

· refer all candidates' enquiries to examinations Supervisors or Co-ordinators where appropriate

· ensure that no unauthorised persons enter the examination room

The Invigilator should NEVER:

· read candidates' scripts

· read books, magazines, newspapers during the examination or perform any additional tasks in the examination room
· use their mobile phones in the exam room (except in case of emergencies)
· answer candidates' questions concerning the examination content or give advice

· talk to other invigilators during the exam

· leave the examination room during the exam 
· invigilate candidates who are their friends, family or acquaintances

· let the exam question papers or answer sheets unattended until safely stored
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