
 
The Westgate School is a community of learners where 

 partnerships inspire success for all; learning together achieving excellence 

 

 

The Role of an Exam Invigilator 
 

Invigilators are required to ensure that exams are carried out according to the rules 

set out by the exam board and that allows each candidate to sit the exam in the 

same conditions as other candidates throughout the country.  
 

Key Tasks 

Before the Exam 
 

 Collect papers and any other equipment from the Exams Officer 

 Take papers etc. to exam room and set up room in accordance with rules/ 

regulations, under guidance of Senior Invigilator. 

 Complete any tasks required before pupils arrive (e.g. seating plan) 
 

At the start of the Exam 

 

 Ensure ordered entry of pupils into exam hall alongside teachers. 

 Ensure that candidates’ bags and coats are left in the designated location and 

not next to or with the candidates 

 Help direct pupils to their seats. 

 Confirm the identity of the candidates 

 Read Invigilator Script  to candidates and carry out any necessary tasks 

including collecting any mobile phones 

 Ensure the correct papers are given to the correct candidates 

 When the register has been taken, the list of absent candidates needs to 

be given to Exams Officer immediately, so candidates can be contacted 
 

During the Exam 

 

 Supervise all aspects of the exam and remaining vigilant throughout 

 Late arrival candidates should be accompanied by the Exams Officer or a 

member of the Senior Leadership Team.  If a candidate arrives contact the 

Exams Officer before allowing entry to the examination room.  Make a note of 



their time of arrival and allow them their full allocated time for the examination 

(you will need to have a mobile phone in all exams but on ‘silent’) 

 If a candidate requests to leave the exam room for a comfort break, they must 

be accompanied at all times and name and time noted down on invigilation 

sheet.   

 If suspicion arises that a candidate is acting inappropriately, inform the Exams 

Officer at once. Write up a written record of the incident and your actions 

 Ensure candidates stay for the full duration of the examination unless 

informed otherwise by the Exams Officer 
 

At the end of the Exam 
 

 Ensure all scripts are collected in candidate order 

 Collect all exam papers before candidates are allowed to leave the exam 

room 

 Collect seating cards and return to folder 

 Dismiss candidates one row at a time, after all scripts/answer booklets and 

question papers have been collected 

 Assist the Exams Officer in checking answer booklets against the board’s 

attendance register and parcelling up of same 

 Return all scripts and exam material, boxes, notices, clocks to the Exams 

Officer 
 

Role within the examination 
 

 An invigilator will be asked to take on the responsibility for ensuring that the 

examination venue is ready before any pupils are to allowed to enter and 

reading the regulations at the start of the examination. 

 An invigilator will be asked to take responsibility for taking the register and 

giving this to the Exams Officer. 

 All other invigilators are asked to generally assist with collecting of mobile 

phones, issuing of equipment and ensuring the examination runs according to 

the regulations 
 

 

Induction Training 
 

Induction training will be given before the first exam and all invigilators must attend. 
 

Hours of Work 
 



Exam Invigilators are expected to report punctually for start. However flexibility is 

essential and invigilators may be required to stay an additional time after the main 

examination has finished. 
 

Employment Checks 
 

We are committed to safeguarding children. Applicants must be willing to 
undergo an enhanced DBS and barred list check. 
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