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invigilator role profile

The British Council conducts examinations across Bulgaria for various boards, including our own test Aptis. 

The main role of Invigilators is to ensure the conduct of examinations according to the relevant UK exam board and British Council requirements.  

Examinations are held in various venues. Venue staff plays a crucial role in ensuring the conduct, security and integrity of examinations and in providing appropriate customer care to candidates in compliance with all British Council policies: Child Protection, Equal Opportunity and Diversity , Information Management, etc. 

Invigilators report to the venue Supervisor, Examinations Co-ordinator and Examinations Manager, depending on the size of the exam session and venue used. 
1. General requirements:

The Invigilator should:
· speak English (CEFR level B or higher)

· complete and sign his/her Civil Contract for the present year
· be familiar with British Council’s mission and activities in Bulgaria
· have done the British Council invigilation online course and passed the online test  
· have done the British Council’s online (or face to face) Child protection course and be familiar with the Child protection policy and Code of conduct 

· have a clear criminal record in relation to child abuse and sign a Declaration form to confirm this in writing 

· be aware of British Council’s policy for handling complaints

· protect the confidentiality of the examination materials 
2. Before the exam day

The Invigilator should:
· be familiar with all relevant notices, instructions and requirements relating to the specific examination (as a result of attending training(s) and refresher-training(s) for the specific examination)
· be aware of the emergency procedures of the examination venue and know what to do in case candidate(s) requires medical aid (First aid training desirable) 
3. On the exam day

The Invigilator should:
· be punctual arriving at the designated time and place of the exam

· be smartly dressed 
· be impartially friendly to candidates 
· be calm and professional

· treat all candidates equally

· adhere to the special arrangements for any candidate(s) with special needs
· adhere to all instructions issued by the Supervisor or Co-ordinator

· check each candidate's ID and Admission/Invitation letter (where applicable) before and during the exam

· issue correct materials promptly and efficiently

· before the exam READ OUT to the candidates all relevant instructions from the Invigilators handbook

· be vigilant at all times and patrol the room/ allocated hall sectors 
· if required by the examination body, prepare seating plans for their hall for each examination

· complete the attendance register for their hall for each examination

· ensure that the start and finish times, title of examination, centre number (where applicable) are written on a clearly visible board in the examination room

· report to the Supervisor on any late arrivals

· report to the Supervisor on candidate misbehaviour (e.g. cheating)

· report to the Supervisor on any disturbances during the examination that would warrant a request for special considerations
· report to the Supervisor on any complaints from candidates
· ensure that only permitted materials are on each candidate's desk (i.e. pen, pencil, eraser, test paper, etc.)
· ensure that candidates do not communicate with each other

· check that all candidates in his/her sector transfer their answers to mark sheets wherever relevant
· return all papers, sorted according to instructions, to the Supervisor

· ensure that no unauthorised persons enter the examination room
The Invigilator should NOT:
· tolerate attempts for cheating and misconduct 

· disclose information associated with the exam to any unauthorised persons, e.g. non-British Council examination staff 

· read candidates' scripts

· read books, magazines, newspapers etc. during the examination

· answer candidates' questions concerning the examination content

· talk to other invigilators during the exam

· leave the candidates unsupervised at any time during the exam
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