
Examination Invigilator 

Pay Range:   B3 
 
Hours:                              Casual Contract 
 
Accountable to:  Exams Officer 
 
Examination Invigilators are employed on a casual basis.   This key role within the  
Co-op Academy Leeds is to help oversee and supervise internal and external 
examinations as and when the Academy requires.   You will ensure that guidelines and 
regulations for the integrity and security of the examination papers and procedures are 
followed during examination sessions.  Invigilators enhance the calm orderly 
environment by being extremely reliable, highly flexible and relating positively to 
learners. 
 
Main Duties: 
 
Ensure the Academy complies with all necessary exam board regulations 
 
To assist in the setting up of examination rooms 
 
To ensure all candidates receive appropriate examination question papers and answer 
papers 
 
To be aware of any needs that candidates may have during an examination 
 
To consult the Examinations Officer of any problems with candidates/staff 
 
To ensure answer scripts are collected in candidate number order and are supervised 
as required until they are delivered to the Examinations Officer 
 
To ensure candidates obey the regulations of an examination room as laid out in the 
examination guidelines 
 
To maintain security and confidentiality 
 
To record attendance on the official examination registers 
 
To ensure no inappropriate items are brought into the examination hall, such as mobile 
phones, Iwatches, ipods, revision notes or other paperwork unless told otherwise 
 
Ensure all candidates are aware of any erratum notice that may affect them 
 
To ensure there is no talking or disruption for the candidates once an examination has 
begun 



To ensure that invigilators DO NOT help candidates in any way with the question paper 
 
To be comfortable in a pressurised environment 
 
To assist in other activities as may reasonably be requested by the Academy from time 
to time 
 
Health and Safety 
 
Know how to deal with emergencies in examination conditions including evacuation 
routes from the building 
 
Be aware of the responsibility for personal Health, Safety and Welfare and that of others 
who may be affected by your actions or inactions 
 
Co-operate with the Academy on all issues to do with Health, Safety and Welfare 
 
Be aware of and comply with policies and procedures relating to child protection, 
inclusion, health, safety and security, confidentiality and data protection, reporting all 
concerns to an appropriate person 
 
Continuing Professional Development 
 
Undertake any necessary professional development as identified in the Academy 
Development Plan taking full advantage of any relevant training and development 
available 
 
Undergo appropriate training in order to develop skills for the post. 
 


