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ABOUT WINDERMERE SCHOOL

Windermere School is nestled on a hillside within 45 acres of the National Park landscape that has
been the inspiration for world-famous artists, poets, and authors, a sanctuary and the antidote to
congested city life, a fascination to scientists, a home for adventurers as well as part of the
masterpiece of human creative genius that affords us World Heritage status. It is a daily inspiration
to every one of us fortunate enough to call it our school.

If you are looking for somewhere which is determined, friendly, adventurous and hard working;
which has a strong sense of community and a clear drive; which seeks an ambitious future through
its actions today; and most importantly a place with the pupils at its heart, then you may just be
looking in the right place.

But that is only the start of the experience, our progressive boarding approach and dynamic
curriculum rooted firmly in the shared values of the International Baccalaureate and Round Square
combine for a unique and powerful offer.

This is a confident, kind, compassionate place to live and work. It is a busy, thriving community, with
an excellent, committed and skilled staff, both teaching and support.

“‘Windermere School is unique. Set amidst the stunningly beautiful mountains and lakes of
Cumbiria, it delivers an exciting and forward-thinking curriculum, shaping the hearts and minds
of the next generation. We aim to educate children to be capable and thoughtful, resourceful,
courageous and caring. This is a school where young people can enjoy their schooldays and

parents can be confident that their children are following the very best pathways to university
and to adult life.”

- Frank Thompson, Head of Windermere School




LOCATION

Air

Windermere is just a 90 minute

drive from Manchester and Liverpool
international airports. Transfers to/from
these airports are included on the
designated course arrival and
departure dates. Transfers to/from
other airports can be arranged at an
additional cost.

Rail

The school is a five minute taxi ride
from Windermere railway station. High
speed rail services connect London
Euston to Oxenholme (Lake District)
in under 3 hours. From Oxenholme
(Lake District) there are connections
to Windermere station which take
approximately 20 minutes. A transfer
service can be arranged from
Windermere or Oxenholme (Lake
District) railway stations with prior
arrangement.

Road

The school is easily accessible

by road. From the M6, leave the
motorway at Junction 36 and join the
A590 towards Kendal which becomes
the A591 just before Kendal. Continue
on to the A591 into Windermere.

Turn right at the mini roundabout on
to the A592 towards Penrith and
Windermere School (Senior Campus)
is located about a mile along this road
on the right-hand side The town of
Windermere is approximately a mile
from the School’s Senior campus.




SUMMARY OF THE ROLE

Job Title
Invigilator

Reporting To
Examinations Officer

Hours
By negotiation and agreement during the exam periods when external invigilators are required. The main
exam periods are November, January and April-June.

Hourly Pay Rate
2024-2025 = £13

Invigilators are the people in examination rooms responsible for conducting examinations in the presence of
the candidates. Invigilators have a key role in upholding the integrity of the external examination/assessment
process.




JOB DESCRIPTION

THE ROLE OF THE INVIGILATOR

To ensure that examinations are conducted according to the regulations to:

ensure all candidates have an equal opportunity to demonstrate their abilities
ensure the security of the examination materials before, during and after the examination
prevent possible candidate malpractice

prevent possible administrative failures

GENERAL REQUIREMENTS

Experience of invigilation is not required as training in the role and duties of an invigilator will be provided

Invigilators are required to: Declare if they have invigilated previously and whether they have any current
maladministration/malpractice sanctions applied to them. Confirm their availability in advance of main
examination periods

Invigilators must confirm the confidentiality and security requirements surrounding the invigilation process
are known, understood and will be followed at all times.

An ideal candidate will:

be reliable, flexible and readily available during main examination periods

have effective communication skills and good interpersonal skills

work well as part of a team

be confident and a reassuring presence to candidates in examination rooms

be able to give instructions and manage situations involving different groups of people
have basic IT skills (familiar with use of email, mobile phone messaging etc.)

seek to achieve competence in the role and a rigorous understanding of the JCQ regulations

MAIN DUTIES

To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and
Windermere School’s regulations and requirements.

Before examinations:

Report to and be briefed by the exams officer prior to each exam session
Keep confidential exam question papers and materials secure before, during and after exams
Ensure exam rooms are set up according to the requirements

Admit candidates into exam rooms under formal examination conditions



» Give full attention to conducting the examinations properly

o Identify candidates and seat candidates according to the required arrangements

o Distribute the correct question papers and exam materials to candidates

e Instruct candidates in the conduct of their exams

o Deal with candidate questions

o Start exams

During examinations:

e Supervise and observe candidates at all times and be vigilant throughout

o Keep disruption in examination rooms to a minimum

o Deal with emergencies or irregularities effectively

o Record/report any incidents, disruption or irregularities

o Complete attendance registers

e Deal with candidate questions according to the regulations

After examinations:

e Instruct candidates in finishing their examinations and collect examination scripts and materials
o Dismiss candidates from the examination room

o Check candidates’ names on scripts, match the details on the attendance register

e Securely return all examination scripts, question papers and materials to the exams officer
Other tasks:

e Undertake training, update and review sessions as required (prior to invigilating any external
examination in a new academic year)

o Undertake relevant online invigilator training and assessment, centre-specific training/updates for that
academic year

o Undertake, where required and where able, other duties requested by the exams officer, for example:
Centre supervision of examination timetable clash candidates between examination sessions,
Facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will be
provided), Other exams-related administrative tasks including maintaining question paper security by
supporting the ‘second pair of eyes check’

SAFEGUARDING RESPOSIBILTIES

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young people for
whom they are responsible, or with whom they come into contact, will be to adhere to and ensure compliance
with the School’s Safeguarding Policy at all times. If in the course of carrying out the duties of the post the
post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School
they must report any concerns to the School's Designated Safeguarding Lead. Windermere School is
committed to safeguarding and promoting the welfare of children and young people and expects all staff and
volunteers to share this commitment.

The School operates a No Smoking policy within its buildings and grounds. Windermere School is committed
to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers
to share this commitment.
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