
 

Duties to be performed :- Invigilators 

 Ensuring a calm environment which will give assessment appearing candidates the best 

possible opportunity to be successful in their exams 

 Make themselves available for the exam duties at per timing promulgated. 

 Regulate entry and exit of the candidates in the labs. 

 Carryout registration (biometric and photo capture as facilitated by the Service 

Provider) of the candidates. 

 Ensure that the candidates are escorted to the designated seats in an orderly manner. 

 Ensure that there are no unauthorized items carried by the candidates. 

 Invigilation is 100% foolproof. 

 All duties as per training imparted and exam specific briefing is carried out effectively 

 Helping to ensure that the conduct of the exam takes place within the guidelines set 

down by the examination board and the as per Examination Policy 

 Being vigilant, whilst not disrupting the candidates. 

 Follow dress regulations as promulgated. Wear jackets at all time while in center. 

 Voluntarily declares in case any of his relatives / acquaintances are appearing for the 

exam.  

 Details of examination office and centre shall be provided by TCS 3 days before the 

date of the event, and invigilators shall be reporting in the event of any discrepancy or 

irregularity in the progress of an examination directly to the examination officer 

 

Duties to be performed :- Invigilators supervisor 

 Ensuring calm environment which will give students the best possible opportunity to be 

successful in their exams 

 Helping to organize students at the start and end of each exam 

 Manage and govern the invigilators in the center 

 Helping to provide the correct information and material for successful completion of 

the exam 

 To Ensure all invigilators reach the venue on time and do not take uninformed leaves 

and week-offs. 



 To Ensure no one is roaming around while exam is going and neither sleeping.  

 Rotate the invigilators in every shift of one working day. 

 Maintain a record of rotation of the Invigilators in the labs. 

 Tracking of invigilators until the report for duty on the exam day. 

 Briefing of invigilators on Exam specific duties. 

 Ensuring that no unauthorized items carried inside the exam lab by the invigilators. 

 Registration (photo and biometric capture as facilitated by the Service Provider) of the 

candidates and ushering of the candidates to respective seats post registration in an 

orderly manner. 

 Bio Breaks by the candidates are regulated. 

 Must ensure that all the invigilators do their duty effectively and there are no gaps as 

far as invigilation is concerned at any cost. 

 Helping to ensure that the conduct of the exam takes place within the guidelines set 

down by the examination board and the as per Examination Policy 

 Reporting in the event of any discrepancy or irregularity in the progress of an 

examination directly to the Venue Manager 

 Above are the guideline but the duties will not be restricted to these guideline and will 

include all such actions that are necessary to ensure proper invigilation. 

 Ensure 100% attendance is marked on the app. 

 Any grievance highlighted by the team is taken care of at their level, if not escalated as 

per hierarchy. 

 Should always remain in contact with the TCS venue head and city head. 

 Should maintain TCS centers decorum. 

 Do not involve in any decision making of TCS. 

 Do not involve in any discussion with adhoc manpower. 

 Do not discuss and ask team not to disclose salary with anyone. 

 

 

 

 

 

 

 

 



Do’s and Don’ts :  

 You are part of TCS team on rolls of Adecco, you are associated with both world class 

companies so be proud of that. 

 You are replacing the adhoc manpower, so you need to extra patient and calm while 

handling them, they may try to influence. 

 Teething issues will be there in start, adhoc manpower may not support you to learn new 

things. 

 Do not disclose your salary with anyone, this will lead to unnecessary altercation.  

 Working hours – 2 hours before the exam start and half an hour after the exam end.  

o Shifts can be of 2 exams ( 3 hours each), 3 exams (2 – 2.5 hours each) or 4 exams ( 

1 – 1.5 hours each).  

o There could be days when there could be only 1 exam, so employees will be 

relieved early  

o There could be days when the exams are in late shifts so employees will be called 

late 

o There could be days when exams are not scheduled, so employees need not to 

come 

o Week offs will be given based on exam schedule – employees are eligible to get 1 

week off per week and 1 leave per month. 

o Any absenteeism without information shall be accounted for loss of pay,  

o Extra working hours will be compensated with flexible schedule.  

 Timing to reach center is 2 hours before the exam start time depending upon exam shifts , 

you may be called early in morning depending upon exam schedule – this is required to 

ensure center readiness and perform initial duties), turning up after last reporting time 

will lead to loss of pay. 

 Voluntarily declares in case any of his relatives / acquaintances or self are appearing for 

the exam. – Incase found out later will be considered as integrity issue and may lead to 

termination. 

 Proper dress code has to be followed – Grooming has to be maintained 

o Invigilators to wear their jackets provided at the center 

o Invigilators supervisors to wear their jackets provided at the center 

o Invigilators supervisors to wear tie in summers and blazers in winters 



 Reach center on time as asked by supervisor 

 Mark attendance on the app (Bizom), manual attendance will not be considered for Salary 

calculations. 

 Ensure your presence, unnecessary absenteeism will lead to strict disciplinary action.  

 Invigilator must actively monitor the room and is expected to regularly pace the room 

during the exam.  

 Invigilator’s responsibility is to continuously ensure nothing is happening, they cannot 

divert attention if there is nothing to do.  

 If anyone found sleeping in between the shift strict disciplinary action will be taken.  

 Breaks have to be managed between the shifts, breaks should not be taken in groups  

 Do not intervene or try to influence any TCS person for any decision that has been taken. 

 Refreshments and food will not be provided or arranged by the center or Adecco, 

individual will have to either bring from home or arrange on their own as per resource 

available at center or from nearby. Allowance for same is included in Salary.   

 Parking of 2-wheeler/4-wheeler basis availability same will not be guaranteed, parking will 

be on your own risk and expense ( if required). 

 

 


