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NEW COLLEGE WORCESTER
JOB DESCRIPTION
JOB TITLE


:  EXAMINATION SUPPORT - INVIGILATOR 
REF



:  AS300/3001
Salary


:  £14.26 per hour (casual rate)
Department

:  Academic Support
Location


:  New College Worcester
Responsible to

:  Examinations Officer
Responsible for

:  No responsibility

Working Pattern         :  Hours as required on a casual basis during exam  seasons, term time only. 
Purpose of role 
To oversee and supervise examinations and to ensure that guidelines and regulations for the integrity and security of the examination papers and procedures are followed during examination sessions.  

The Exam Invigilator is a key role in upholding the integrity of the examination process.  Exams must be conducted in accordance with the JCQs ‘Instructions for conducting examinations’ in order to: 
· ensure that all candidates have an equal opportunity to demonstrate their abilities
· ensure the security of the examination before, during and after the exam
· prevent possible candidate malpractice
· prevent possible administrative failures.
This role may be required for internal College exams as well as external public exams.  Full training will be given.
KEY ACTIVITIES
Full and regular training will be given; a brief outline of the main requirements is given below; full details of what you are and are not allowed to do will be given in training:
· Knowledge of College evacuation procedures in case of an emergency or fire alarm.
· Knowledge and application of JCQ exam regulations, including requirements for invigilation of candidates with access arrangements, including readers, scribes and practical assistants
· Preparation of exam room.
· Distribution of papers and stationery.
· Advising candidates of exam conditions.
· Starting the exam.
· Completion of exam attendance register and seating plan.
· During an exam - observing the candidates at all times, moving around frequently and quietly, being aware of potential problems developing.
· Ensuring no communication or malpractice takes place.
· Reporting any disruption/incidents to the Exams Officer and recording them.
· Finishing the exam.
· Printing and checking electronic answer papers.
· Collecting and collating exam papers.
· Tidying the exam room at the end of each session.
All information regarding candidates, question papers, exam processes, and incidents related to exam sessions are confidential and should not be discussed with anyone except the College’s exams office staff, the head of centre or the awarding organisation.  
Equal Opportunities Statement

New College Worcester is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies to both its service delivery and to its own employment practices.  You will be willing and able to demonstrate commitment to New College Worcester’s Equal Opportunities Policy.

Safeguarding Children


New College is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.
Annual Review

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

To support our Safeguarding Children and Safer Recruitment Policy, you need to work in College at least once every six months; this will be achieved either by you working in an exam or attending training or update meetings.

This document is to be read in the context of NCW Statement of Purpose, NCW Equal Opportunities Statement, and agreed policies of the NCW and the Conditions of Service as outlined in the individual employee’s contract.

All posts at New College Worcester are subject to two verified references, medical clearance and an Enhanced DBS check and Registration. 
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NEW COLLEGE WORCESTER

EXAMINATION SUPPORT - INVIGILATOR

PERSON SPECIFICATION:  AS300/3001
	ESSENTIAL
	DESIRABLE

	· Reliable and punctual.
· Meticulous / attention to detail.
· Professional manner.
· Polite, friendly and flexible approach to work.
· Calm with an air of authority.
· Works well in a team or alone.
· Ability to give and take instructions.
· Good communication skills.
· Good numeric and literacy skills and a good command of English.
· Respect and maintain a high level of confidentiality at all times. 
· Flexible availability during exam sessions.
· Willingness to attend regular training sessions.
	· Experience of working in an educational environment.
· Experience of working with students on a one-to-one basis.
· Experience of working as an exam invigilator or in a student exam support role.
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NEW COLLEGE WORCESTER

JOB DESCRIPTION

JOB TITLE


:  EXAMINATIONS SUPPORT - SCRIBE/READER
REF



:  AS300/3001
Salary



:  £13.49 per hour (casual rate)
Department

:  Academic Support

Location


:  New College Worcester

Reports To

:  Examinations Officer
Responsible for

:  No responsibility
Working Pattern         : Hours as required on a casual basis during exam seasons, term time only

Purpose of roles 

To provide support for NCW students with exam board approved access arrangements in examinations.

This may include acting as a scribe, reader, prompter or practical assistant for a student.

These roles may be required for internal College exams as well as external public exams.  Full training will be given.

KEY ACTIVITIES

· Acting as support for a candidates’ access arrangements for an exam as agreed by the Exam Boards; this may be in one particular role (see below) or a combination of roles. 
· Full and regular training will be given in the role(s) in which you will be employed; a brief outline of the main roles required is given below; full details of what you are and are not allowed to do will be given in training:

· Scribe – To provide an accurate and legible record of the dictated answers by students to examination questions 
· Reader  - To read instructions, questions and their answers back to the candidate as requested
· Practical Assistant – To perform practical tasks for a candidate, as directed by them, who cannot perform them independently, e.g. using mathematical equipment, recording positions on a graph with pins and elastic bands, guiding the student’s hand to the relevant page or section.
· Other roles may be required for particular students or exam sessions.

All information regarding candidates, question papers, exam processes, and incidents related to exam sessions are confidential and should not be discussed with anyone except the College’s exams office staff, the head of centre or the awarding organisation. 

Equal Opportunities Statement

New College Worcester is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies to both its service delivery and to its own employment practices.  You will be willing and able to demonstrate commitment to New College Worcester’s Equal Opportunities Policy.

Safeguarding Children


New College is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.
Annual Review

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

To support our Safeguarding Children and Safer Recruitment Policy, you need to work in College at least once every six months; this will be achieved either by you working in an exam or attending training or update meetings.

This document is to be read in the context of NCW Statement of Purpose, NCW Equal Opportunities Statement, and agreed policies of the NCW and the Conditions of Service as outlined in the individual’s contract.
All posts at New College Worcester are subject to two verified references, medical clearance and an Enhanced DBS check and Registration. 
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NEW COLLEGE WORCESTER

EXAMINATION SUPPORT – SCRIBE/READER

PERSON SPECIFICATION:  AS300/3001
	ESSENTIAL
	DESIRABLE

	· Reliable and punctual.
· Meticulous / attention to detail.
· Professional manner.
· Polite, friendly and flexible approach to work.
· Calm with an air of authority.
· Works well in a team or alone.
· Ability to give and take instructions.
· Good communication skills.
· Good numeric and literacy skills and a good command of English.
· Respect and maintain a high level of confidentiality at all times.
· Flexible availability during exam sessions.
· Willingness to attend regular training sessions.
	· Experience of working in an educational environment.
· Experience of working with students on a one-to-one basis.
· Experience of working as an exam invigilator or in a student exam support role.
· Knowledge of subject areas being supported.
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