
  

 

 

 
 

The School  
  

Emmanuel College is a large vibrant comprehensive school in the heart of Tyneside serving over 1400 students 

aged between 11 and 19. Emmanuel College exists to impart wisdom to the next generation by educating 

young men and women in a culture which prioritises the pursuit of truth and the development of character. 

We are a school with a distinctive Christian character but our community is made up of students, staff and 

parents who hold many different religious and ideological positions and unite around our core beliefs and core 

values.    
  

The College GCSE results place us amongst the very best non-selective, co-educational, comprehensive schools 

in the country with an estimated 2019 progress 8 figure of +0.49, 83% of students achieving grade 4 or higher 

in English and mathematics, 64% of students achieving grade 5 or higher in English and mathematics and 

average points in the English Baccalaureate of 5.25.  At A Level, Emmanuel has also been ranked amongst the 

top comprehensive schools, with 64% of all grades at grade A* to B, and a 100% pass rate.  
  

In the 28-year history of Emmanuel College we have received five full OfSTED inspections and three additional 

OfSTED survey visits. Each time College has been graded ‘Outstanding’.  The full text of the most recent 

inspection reports can be found on our website and that of OfSTED.  

 

Person Specification  
  

The role of the Examination Invigilator is to ensure that examinations are conducted according to the most 

up-to-date JCQ (Joint Council for Qualifications) regulations, under the supervision of the Examinations 

Officer. This includes providing administrative and practical assistance before, during and after an 

examination, as well as observing the candidates at all times during an examination. Where required, this will 

include being a ‘reader’ (reading the examination paper to a candidate) or ‘scribe’ (writing answers that the 

candidate has dictated). 

  

Examination invigilators have an essential role in upholding the integrity of the external examination process. 

You will need to be reliable and have good timekeeping skills. You must confident in working independently, 

as well as working as part of a team. It is essential that readers and scribes have good written and verbal skills. 

You will need to be able to deal with unexpected situations confidently and calmly. 

 

Terms and Conditions  

  
You must be available to work flexible hours throughout May and June each year. Although we would not 

expect you to be available all day, every day during the summer examinations, we will be looking for 

invigilators who will have availability during most of these dates. You should hold a GCSE grade C or above in 

English and Maths or an equivalent level 2 qualification. Previous experience of invigilation would be 

advantageous but not essential, as full training will be given. The rate of pay is £9.32 per hour. The closing 

date for applications for the summer 2020 examination series is Monday 30 March 2020 (9.00am), and you 

must be available to attend a compulsory training session on Friday 3 April 2020. 

Examination Invigilator, Reader and Scribe 
Required for Summer 2020 Examinations  



Responsibilities for Examination Staff 

  
All invigilators, readers and scribes are responsible to the Examinations Officer for:  

   

1. Giving all their attention to conducting the examination properly, with a particular emphasis on: 
a. Supervising candidates continuously during the examination, including moving around the 

room regularly and quietly and dealing with candidate requests quickly and appropriately. 
b. Being aware of candidates who are entitled to access arrangements, and being familiar with 

the regulations regarding the implementation of all access arrangements, ensuring all 
regulations are adhered to. 

c. Dealing with all examination materials appropriately at both the beginning and end of the 
examination. 
 

2. Being familiar with the current JCQ ‘Instructions for Conducting Examinations’ document and the 
relevant College policies, with a particular emphasis on: 

a. Attending and participating in all training sessions as required by the Examinations Officer. 
b. Assisting the Examinations Officer in ensuring that all relevant JCQ posters are displayed and 

that candidates do not have access to any unauthorised materials during the examination. 
c. Fully complying with the examination evacuation procedure and the College safeguarding 

policy where appropriate.  
 

3. Informing the Examinations Officer immediately if they have any concerns, in particular regarding: 
a. Candidate absences or examination paper queries. 
b. Concerns about the security of the examination papers. 
c. Concerns regarding possible candidate malpractice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 
  

Emmanuel Schools Foundation is committed to the safeguarding of children and all staff are expected to 

ensure that the Emmanuel Schools Foundation is a safe and secure environment for our students.   All 

applicants are referred to the current Safeguarding Policy Statement which is to be found within the Policy 

section of the Emmanuel College website.   

Please note that this detail is indicative and can be amended, updated or replaced as felt appropriate at 
any time and in order to remain in line with any future legal requirements or expectation.  


