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Areas covered

Evaluating performance of your invigilators in this summer’s exams series

= Assessing how many invigilators you will need in the 2019/2020 academic
year

= Recruiting new invigilators

= |nvigilator job description

= |nvigilator interview questions

= Training your invigilators



Evaluating your invigilators

Activity

Will you have enough
invigilators for 2019/20207?
Male/female?

How do you evaluate your
invigilators?

Do you need to replace
any of your invigilators?

How do you inform
invigilators that they are no
longer required?

Record
keeping
(exam
room)

Support
for
colleagues

Reliability
and

Punctuality
Support

forthe EO

Factors
to
consider

Knowledge
[Training

Interaction
with
candidates/
staff




Recruiting new invigilators

How do you recruit new invigilators?

= How have you recruited new invigilators?
= Retiring teachers
= Governors, part-time centre staff, relatives of staff
= Utilise current invigilators to recruit friends/family
= School/college website

= School/college newsletter — note: JCQ Instructions for conducting
examinations (Section 12.3c)

= Adverts in local supermarkets/shops

Other questions to consider:

= When do you recruit? Autumn term?

= Do you recruit before you have ‘dismissed’ invigilators?



Invigilator job description
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Invigilator interview questions

The

How would you deal with a candidate who
refuses to do as he/she is being told?

Can the Head of
History be in the exam
room when the History
exam is taking place?

* Oftherole of an
invigilator

* Ofyour school/college

* JCQregulations

* Qualifications

e |T
e Communication
* People management

Skills

assessments?

Are you familiar with completing online

Knowledge

Experience

What do think is the
role of an invigilator?

Have you worked in a
school environment?

Have you worked under
strict regulations?

* Asaninvigilator

* Inaschool/college
environment

* Working with young
people

* Managing situations
where regulations
have to be applied




Training your invigilators
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