[image: image1.jpg]



Appointment of

Exam Invigilators
APT&C Grade 3, Point 3
£10.78 per hour

Dear Applicant

Thank you for taking an interest in this position at our school.  The information provided is intended to help you decide if we are a school you would like to join.  I would also encourage you to look at our website (www.gshs.org.uk) which contains information that will give you a flavour of our achievements and ethos. 

George Stephenson High School is an 11-18 Trust School of 1204 students, 111 of whom are in the Sixth Form.  We also have 36 guest pupils in the Sixth Form from our collaborative partner school.  We have 134 staff, 80 of whom are teachers, 54 are associate/support staff. Our school has a really positive ethos, with very strong pastoral and academic guidance and a real emphasis on learning in everything we do. I genuinely believe the support, care and welfare of our students is second to none. This school is and will always be a fully inclusive school which puts the students at the very centre of all that it does. We want it to be a school that is always a happy, safe and enjoyable place to be. Further to that we want the school to be at the very heart of the local community and to become the school of choice of all who live here.

At George Stephenson High School, we believe we offer the best education possible for all of our young people, as well as a warm and friendly atmosphere. We value the individual differences of our students, encourage them to succeed in everything they do and help them to become caring, confident and responsible young people. We strive to achieve this through providing excellent teaching, fostering the very best relationships, having a personalized and enriched curriculum, having the highest aspirations for all of our students and developing strong partnerships. We also want the school to be at the very heart of the local community and to be the school of choice of all who live here. We are a popular, inclusive and oversubscribed school that is central to our community. 

The level of communication with and support from parents is excellent. We have a regular and well-attended Parents Forum and a wide range of evening Parental Engagement events are held. Attendance at Parents Evenings was over 80% last year – this figure has increased every year for the last five years. Over 500 parents filled in the survey we administer on these evenings and the results were very positive indeed. 97% feel their child is happy here, 98% feel they are both safe and make good progress, 99% feel they are well taught here, 98% feel the school is well led and managed and over 95% would recommend our school to another parent. We are delighted that so many parents are choosing our school and are so positive about it and we believe that this shows a great deal of support from our local community.

Our most recent Ofsted inspection was in November 2019 and we are delighted to report that they judged our school to be Good overall, and indeed Good in every single category. We believe that this is a real testament to our students and staff and to how hard we have all worked and how committed we are to providing the best possible educational experience for all of our students. Staff, students, parents, carers and governors all play their part and this report is a reflection of the effort, enthusiasm and determination that they display every day. In the report, Ofsted say that “staff have high expectations for pupils and each other. This is a key ingredient of the school community. During lesson visits, pupils were attentive and respectful. There are strong relationships between teachers and pupils. As a result, pupils have achieved better examination results in a wide range of subjects since the previous inspection”. The care, guidance and support that we provide for our young people was again praised, with Ofsted saying that “staff are well trained to look after and care for pupils. They understand the school’s safeguarding procedures. They are aware of the need to share any concerns with appropriate people. They do so in a timely manner. Pupils know there is always somebody to talk to when they need help. Pupils know how to keep themselves safe.”

They said lots of positive things about the relationships in our school, saying that good relationships and mutual respect exist between students and staff and that our young people are keen to learn and behave well. They also said that the behaviour of students is good, that they manage their conduct well, both inside and outside of the classroom and that they know what is expected of them. As we have always said, our students are a credit to us all and we continue to be immensely proud of them. Inspectors also stated that the care and guidance we offer our students is strong and that we prepare students well for life after school. As a result, the percentage of students going onto successful careers or further education is well above the national average. Personal development, behaviour and welfare were all identified as real strengths of the school. Indeed Care, Guidance and Support at George Stephenson High School have been graded as good or outstanding in our last four Ofsted inspections. This is a result of our pastoral guidance systems in school, the aim of which is to support the learning and development of each individual student through the encouragement of regular attendance, punctuality, good study habits, good behaviour and a positive attitude, and by the monitoring of progress, regular target setting and celebration of achievement.

We are now looking for Examination Invigilators to supervise students during our 2022/2023 examinations.  The postholders will be responsible for confidential documentation and information relating to students and assessment records, security of examination papers/scripts, equipment and stationery.  Full training will be given.

Invigilators are required for examinations of varying lengths, which are taking place between May and June 2023. 

We hope these brief notes will encourage you to consider applying for this post.  Please submit a completed application form and an availability form for the attention of Julie Price (Examinations Officer) by midday on Wednesday 3rd May 2023. 
May I take this opportunity to thank you for your interest in our school.

Yours sincerely
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PETER DOUTHWAITE

Headteacher
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EXAMINATION INVIGILATOR

Availability Form

(Please complete and return with your application form)

We need invigilators to invigilate during our 2022/23 examinations, between May 2023 and July 2023.  

Examinations are of varying duration, the minimum session being 1 hour.  

Please give details below of the days you would be unavailable between May 2023 and July 2023.
NAME (please print): __________________________________________________________

UNAVAILABLE DATES:

_____________________________________________________________________________

_____________________________________________________________________________
_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Signed: ____________________________________
Date: ______________________
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EXAMINATIONS INVIGILATOR

SALARY: Grade 3, Point 3 (£10.78 per hour)

PRIME OBJECTIVES OF THE POST

To provide an efficient and effective invigilation support service to the school Examination Section and ensure the integrity of its examinations.

RESPONSIBILITIES

Required to supervise students and will be responsible for confidential documentation and information relating to students and assessment records, security of examination papers/scripts, equipment and stationery.

SUPERVISION AND GUIDANCE

Responsible to the Examinations Officer and expected to work with limited supervision within agreed procedures and practices.

RANGE OF DUTIES

· To keep exam papers and other materials secure before, during and after exams.

· To prepare the examination room ensuring awarding body requirements are met.

· To receive and seat students appropriately.

· To announce regulations at the beginning of each examination and ensure they are strictly adhered to.

· To undertake student identification and complete seating plans and other invigilation documentation.

· To alert the Examinations Officer immediately to any irregularities and complete the invigilators’ report.

· To deal with candidate queries and deal with emergencies or irregularities effectively

· To supervise candidates at all times and be vigilant throughout exams

· To ensure all scripts and examination stationery are collected and checked at the end of each examination.

· To return scripts and associated documentation and equipment to the Examinations Officer.

· To carry out any additional duties, as required by the Examinations Officer or his/her nominated exams staff.

· To co-operate with School Management in all Health and Safety matters and to take reasonable care for the Health and Safety of yourself and other persons who may be affected by your acts or omissions at work.

GENERAL

· Morning sessions start at 8.30 a.m. and afternoon sessions start at 1p.m. unless otherwise stated.

· The length of a session can vary.


