Exam Invigilator
(Invigilators / Readers / Scribes)

Casual hours as determined by the Exams
Officer

Salary — TPAT Scale Point 2 (E11.54phr)

Hayle Academy is looking for Invigilators, Readers and Scribes to join the existing
Exams Team, to assist with our examinations and internal assessments held
throughout the year. You will need to be available during the examination periods in
November, February, March, May and June, on days agreed in advance. The hours
required per day vary depending on the Exam Timetable each period. Typically there
are Morning and/or Afternoon Exams. You might be required for only morning or
afternoon or alternatively for both on a given day with a break between Exams. You
will also be required to attend an annual training session.

Candidates should be friendly, punctual, professional, reliable and organised, and
have excellent communication skills. Previous experience of working with children
would be an advantage, however training will be provided.

Duties will include:-

1) Assisting in the setting up of the examination room.

2) Helping in the opening and distribution of question papers and other authorised
materials to candidates.

3) Supervising the orderly entry of students into the exam room and ensuring that
they are correctly identified and seated according to the seating plan.

4) Starting and ending examinations according to the regulations and ensuring that
the examination regulations are observed throughout the exam.

5) Taking responsibility for a group of candidates when in the exam room.

6) Collecting exam scripts and arranging in candidate number order.

7) Maintaining security and confidentiality.

Further information is available by email or telephone from Farrah Fulton, Exams &
Data Manager: ffulton@hayle.tpacademytrust.org 01736 753009.

Hayle Academy is committed to safeguarding and promoting the welfare of children
and young people and expects all staff to share this commitment. This post is subject
to an enhanced DBS check.

Please indicate on your application form each role/s (Invigilator, Reader or Scribe)
you are interested in.

Apply by email with your completed application form, Equal Opportunities
Form and Self Declaration Form, to: adaddow@hayle.tpacademytrust.org or by
post to: Miss Andrea Daddow, Hayle Academy, 3 Highlanes, Hayle, Cornwall, TR27
4DN
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