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	Internal Reference
	L4L-GY066

	
	Role Profile


	Job Title
	Invigilator

	Accountable To
	Headteacher

	Grade
	£12.21 per hour, casual contract


	1. Overall Purpose of the Role

	To ensure the fair, safe and secure conduct of examinations in accordance with JCQ regulations and Learning4Life-Gy Policy. To maintain the integrity of the assessment process by supervising candidates, minimising the risk of malpractice, and providing a calm, supportive environment that enables all learners to perform to the best of their ability. To prepare the exam room, distribute and collect materials, monitor candidates throughout the assessment, and report any irregularities in line with procedures.


	2. Responsibilities

	· Ensure all examinations are conducted in accordance with NOCN Test Centre Requirements for Functional Skills and JCQ Instructions for Conducting Examinations (ICE) for GCSE assessments.

· Prepare the examination room in line with awarding-body requirements, including ensuring correct signage, seating plans, spacing, and removal of unauthorised materials.

· Verify the identity of all candidates and ensure accurate attendance records are completed as required by NOCN and JCQ.

· Distribute question papers, answer booklets, and permitted materials safely and securely, following strict confidentiality protocols.

· Deliver clear instructions to candidates at the start and end of each examination, adhering to prescribed scripts and regulatory guidance.

· Maintain constant, vigilant supervision of candidates throughout the assessment to ensure compliance with NOCN and JCQ regulations.

· Challenge and report any suspected malpractice or breaches of regulations immediately and in line with organisational and awarding-body procedures.

· Ensure the examination environment remains calm, fair and free from disruption, supporting learners to complete assessments under appropriate conditions.

· Manage late arrivals, rest breaks, emergencies, accessibility arrangements and other special requirements as permitted under NOCN and JCQ guidelines.

· Collect all exam materials securely at the end of each session, ensuring papers are accounted for and returned/stored according to required protocols.

· Record any irregularities, incidents, or adjustments using the correct documentation for NOCN Functional Skills and JCQ examinations.
· Work collaboratively with the Exams Officer to ensure full compliance with safeguarding, data security, and procedural requirements.
· Facilitate access arrangements as designated by the SENCO.


	3. Role Accountabilities and Expected Outcomes

	Personal and professional conduct

	· To have proper and professional regard for the ethos, policies and practices of Learning4Life-Gy
· To demonstrate a positive attitude, values and behaviours to develop and sustain effective relationships with the Learning4Life-Gy community

· To have regard for the need to safeguard all learners’ well-being by following all relevant statutory guidance alongside the Learning4Life-Gy policies and practices.



	High-quality facilitation of exams

	· Ensure all examinations are delivered strictly in line with NOCN policy for Functional Skills assessments and JCQ regulations for GCSE exams, protecting the validity and credibility of all outcomes.
· Adhere to all organisational procedures, awarding-body rules, and legal requirements, including safeguarding, data protection, and confidentiality.
· Maintain the security of all exam papers, digital assessments, and related materials before, during and after each session, reporting any concerns immediately.
· Complete attendance records, incident reports, seating plans, and any other required documentation accurately, ensuring compliance with audit requirements.
· Monitor candidates impartially and consistently, ensuring fair access for all learners while preventing malpractice or breaches of regulations.
· Ensure the exam room is set up correctly, remains calm and appropriately controlled, and meets the standards required by NOCN and JCQ.
· Promote a safe environment for all candidates, responding appropriately to emergencies, concerns or safeguarding disclosures in line with organisational policy.
· Identify and promptly report any irregularities, incidents or non-compliance to the Exams Officer or designated senior staff member.
· Represent the organisation in a professional manner, maintaining integrity, impartiality and fairness throughout all examination activities.
· 

	Compliance with Statutory Regulations & Policies

	· Effectively apply detailed knowledge and experience to ensure compliance with statutory and regulatory frameworks and policies, protocols and examination standards including Safeguarding, JCQ, NOCN, Ofsted and awarding body requirements

· Demonstrate understanding and commitment to equality, diversity and inclusion principles.

	Engaging with Change

	· Ensure that work outputs reflect the Learning4Life-Gy vision and values 

· Engage with organisational transformation and change agendas

· Embrace new flexible ways of working and use of technologies and practices to improve systems, processes and ways of working


	4. Working Environment

	Physical Demands: 

	Work requires the potential for carrying of small articles of portable equipment

	Working Conditions: 

	Work normally performed in a classroom on the school premises


	Work Context: 

	Regular contact with learners with SEN who may struggle to sit examinations. Invigilators may be exposed to an increased risk of challenging behaviour, which could include verbal outbursts and emotional dysregulation. Staff must follow safeguarding procedures and de-escalation guidance to protect both candidates and staff.


	5. Role Specification
	Essential or Desirable
	Assessment Method *

	Demonstrates a proven track record of undertaking a variety of advanced tasks and experience in:

	Invigilating exams or assessments
	D
	A/I

	Working in environments requiring confidentiality and compliance
	E
	

	Following structured procedures accurately and consistently
	E
	A/I

	Supporting learners with special educational needs or reasonable adjustments
	D
	A/I

	Demonstrates a detailed knowledge of:

	The importance of exam integrity, fairness, and regulatory compliance
	E
	A/I

	Awarding-body regulations such as NOCN Functional Skills or JCQ ICE procedures
	E
	A/I

	Safeguarding responsibilities in a learning environment
	E
	A/I

	Evidences the following skills and abilities:

	Strong attention to detail
	
	

	Excellent observation and supervision
	E
	A/I

	Ability to stay calm, neutral, and professional under pressure
	
	

	Ability to remain alert for extended periods
	E
	A/T

	Ability to work flexibly and adapt to changing exam schedules
	E
	A/I

	Effective teamwork within an exams or education environment
	E
	A/I

	Education and qualifications:

	Maths qualification at Level 2 or equivalent 
	D
	A

	English qualification at Level 2 or equivalent 
	D
	A

	Invigilator Accreditation (or willingness to complete)
	E
	A

	Qualification in facilitating access arrangements (or willingness to complete)
	E
	A

	Working Arrangements

	This post requires a flexible approach to delivery of the outcomes. 
	
	


* Assessment Method:

A = Application Form

I = Interview

T = Test
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