Lancashire County Council
Role Profile 
	Post title: Invigilator 

	Directorate: CYP 
	Location:
	Schools 

	Establishment or team:
	Carr Hill High School & Sixth Form  
	Post number:
	     

	Grade:
	£8.75 casual as and when required
	Staff 

responsibility:
	N/A
	Essential Car user:
	N/A

	Scope of Work – appropriate for this post:
To ensure the fair and proper conduct of examinations/tests according to the school’s/examination board’s rules, in an environment that enables pupils to perform at their best.

	Accountabilities/Responsibilities – appropriate for this post:

	Key duties:

1. Invigilate the examination, including referring examination irregularities to nominated person
2. Assist in the setting up of examinations venues, laying out equipment and papers in accordance with instructions
3. Communicate examination procedures to pupils and oversee behaviour 

4. Respond to pupil requests during the examination
5. Ensure no unauthorised material is consulted
6. Escort candidates from the location during the examination, such as for toilet breaks
7. Maintain candidate attendance and absence records.
8. Collate exam papers in accordance with board instructions

9. Scribe/read for pupils with SEN access arrangements

10. Any other duties which the school may require you to undertake commensurate with this role.

	


	Additional supporting information – specific to this post.
Indicative knowledge, skills and experience
· Knowledge / skills equivalent to invigilate tests and examinations.
· All applicants must undertake enhanced clearance from the Disclosure and Barring Service.


	Prepared by:
	G O’Sullivan
	Date:
	24/09/2018


Grade Profile

Level Three – Operative / Support  (Grade 3)

	Level Three Purpose

To carry out a range of tasks in support of, or the delivery of, the service.

	Scope of Work

	Role holders will undertake a range of routine procedures and use associated tools and equipment.  Some personal initiative may be required.   



	Accountabilities/Responsibilities

	Role Holders may be required to: 

· Solve straightforward problems; or

· Exchange routine information with members of the public; or

· Carefully use expensive equipment; or

· Handle and process information; or

· Instruct, and check the work of, others; or

· Personal care tasks such as the administration of prescribed medication or the provision of support to passengers who require physical or medical intervention.


	Skills, knowledge and experience

	· Experience or the ability to demonstrate the competence to carry out of the job.   

· Possession of, or the ability to demonstrate the capability to gain, relevant certificates of competence or equivalent where applicable.

· The ability to work without close supervision. 

In addition to the skills, knowledge and experience described, you may be required to undertake a lower graded role as appropriate.  

	Performance Measures

	· Completion of tasks to required standards and deadlines.




