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SSD EXAM INVIGILATOR TIME LOG
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The purpose of the SSD Exam Invigilator Time Log is to accurately document the occurrence of exams, centralize Exam Request form data, and support pay information provided

on your Consolidated Time Log and NAIT Time Sheet.

1. Don’t combine days. Start a new Log daily.

2. Arrive 15 minutes before the scheduled start of your first exam.

3. This Log and the relevant Exam Request form should agree as to each exam’s

Actual Start Time and Actual End Time.

4. To calculate Total Exam Time: to the next quarter-hour (i.e., .25, .5, .75, or .0),

record the number of hours between the exam’s Actual Start and End Times.

5. Attach all service-specific Time Logs to your Consolidated Time Log and NAIT Time

Sheet, and submit to SSD reception on or before the last Friday of the pay period.
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