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THE URSULINE ACADEMY ILFORD

A Catholic Secondary School for Girls Aged 11-19 in the Diocese of Brentwood

MISSION STATEMENT:

We are a Catholic community of faith, love and service
rooted in the spirit of St Angela.
Through Christ and the Gospel and in our diverse community
we strive to provide an environment for young women
to flourish spiritually, academically and socially.
Together we are the Ursuline Academy liford.

INVIGILATOR

February 2019
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WELCOME FROM THE HEADTEACHER

The Ursuline Academy liford is a four form entry Catholic comprehensive school for girls aged 11-19, serving

students of primarily Catholic faith, but also other faith backgrounds who are supportive of and fully committed to the Catholic
ethos of the school. Students who come here, join a community that is committed to success.

The school was founded by the Ursuline Order in 1903 and has been providing high quality education and pastoral care ever
since. The school has a strong sense of community underpinned by Gospel values. Visitors regularly remark on the purposeful
working atmosphere in which all are expected to do their best. We have an inclusive and community-focused ethos of which we
are very proud. Our pupils are welcoming, engaging and articulate. They are ambitious for the school and for their own life
beyond it.

The school gained Academy status in September 2011 and is currently embarking on a new and exciting phase in its
development. Having been an independent school until 1999, the school had its fourth Ofsted Inspection in October 2016. The
Report can be found both on the school and Ofsted website:

http://www.uai.org.uk/about/ofsted

As a vibrant faith community we are inspired by our founder Angela Merici, whose motto was “Serviam” —to SERVE. ‘Serviam’
lies at the heart of our daily routine and practice. We aim to empower our girls to learn, to lead and to serve. As Angela Merici
faced new challenges by looking for new possibilities, so too are we committed and called to do things in new ways to ensure
that the young women in our care are offered a nurturing and challenging educational environment in which they can learn and
grow and develop the confidence to go out and make a difference in our world.

Our Mission: We are a Catholic community of faith, love and service rooted in the spirit of St Angela. Through Christ and the
Gospel and in our diverse community we strive to provide an environment for young women to flourish, spiritually, academically
and socially. Together we are The Ursuline Academy Ilford.

To help bring this about Governors and staff at the school commit themselves to:

e Recognising the value and uniqueness of every student we teach

e Ensuring that the school is a safe place to be and one where the interests of justice are served

e Creating a community which is inclusive, one whose basis is mutual respect and equality

e  Maintaining the long tradition of trust, cooperation and courtesy

e Generating good order and discipline based on sound relationships between staff, students, parents and carers
e Nurturing the religious and intellectual lives of our students through curricular and extra-curricular activities

e Inviting parents and carers to play an active role in their daughter’s development, academically, spiritually and morally.

I am delighted you are interested in our school and hope this gives you some insight into who we are and what we stand for.

Ms Keran Reilly
Headteacher
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JOB DESCRIPTION

INVIGILATOR
From: February 2019
Working Pattern: Casual
Salary: £9.00 ph

Closing Date: Wednesday 27 March 2019 Interviews: w/c Monday 1 April 2019
REPORTING TO: Exams Officer
LIAISING WITH: Department, Teaching and Support Staff and others as required

The purpose of this role is to ensure that candidates have an equal, safe and secure environment in which to sit their
examinations in accordance with the Joint Council for Qualifications guidelines for conducting examinations.

Main Duties and Responsibilities:
e To supervise candidates entry into the examination room;
¢ To direct candidates to their designated seat;
¢ To make sure candidates are aware that they are under examination conditions;
¢ To open and distribute exam papers to candidates;
¢ To start an examination and read out any erratum notices;
e To complete an attendance register;
¢ To make sure that candidates are aware of the start and finish time of the examination;
¢ To ensure that the examination regulations laid down by the Examination Boards & Joint Council are observed;
¢ To be vigilant, but not intrusive throughout the period of the examination;
e To distribute additional paper/equipment as required;
e To finish an examination;
* To collect exam papers and exam scripts at the end of the examination;
e To supervise the orderly exit of candidates from the examination room;
¢ To return completed exam papers, exam scripts and exam stationary to a secure area at the end of an examination.

The Invigilator's Role
The Joint Council for Qualifications (JCQ) has an instructions document for conducting examinations. The JCQ document
describes the role of an invigilator and this is listed below:
An invigilator is the person in the examination room responsible for conducting the exam. They have "a key role in upholding the
integrity of the external examination/assessment process".
Invigilators should:

¢ Ensure all candidates have an equal opportunity to demonstrate their abilities;

e Ensure the security of the examination beforehand, during and afterwards;

e Prevent possible candidate malpractice;

e Prevent possible administrative failures.

Invigilators must be familiar with the instructions outlined by the JCQ. They must give their full attention to conducting the exam
properly and inform the head of the centre if they have any concerns about the exam process.

Invigilator: access arrangements
Candidates who require adult support on a one-to-one basis may need to sit their exam separately to other candidates.
The role of invigilator can be combined with the role of prompter, reader and/or scribe. Where a candidate is accommodated
separately, an independent invigilator is needed if the candidate requires:
¢ An oral language modifier;
e A practical assistant;
¢ Areader/computer reader;
e Asign language interpreter;
e Scribe/speech recognition technology.

Pastoral Care and Welfare of Students
¢ Liaise with relevant members of staff regarding pastoral concerns/issues relating to student wellbeing;
e Administer first aid for staff/students and care for students who are unwell.
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Support for the School

General

Be aware of and comply with policies and procedures relating to child protection, health, safety and security,
confidentiality and data protection, reporting all concerns to an appropriate person;

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop;
Contribute to the overall ethos/work/aims of the school;

Establish constructive relationships and communicate with other agencies/professionals, in liaison with the SENCo, to
support achievement and progress of pupils Attend and participate in regular meetings.

To attend and participate positively in team and other meetings as required;

To provide cover for the work of other team members in their absence as required;

To participate positively in training and Performance Management;

To comply with Health & Safety within the workplace to ensure the safety of all stakeholders;

To be smart and presentable at all times, complying with the dress code;

To maintain at all times a courteous, helpful and polite response to all stakeholders;

To undertake any other duties appropriate to this area of work and consistent with the level of the post as may be
required from time to time.

DECLARATION

I have read the job description and agree to all the terms and conditions set out. | also agree to comply with all Academy
Policies, Child Protection /Safeguarding and Health & Safety regulations. | further understand that the above does not
constitute an exhaustive list and | agree to undertake any reasonable request made of me by the Headteacher or Deputy
Headteacher acting on his/her behalf.

Name:

Signature: Date:
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PERSON SPECIFICATION
LEARNING SUPPORT ASSISTANT

L = Assessed by Application | = Assessed at Interview R = Assessed by Reference E = Essential
D = Desirable

MINIMUM EDUCATION / QUALIFICATIONS:

Educated to GCSE or equivalent (Minimum Grade C — English/Maths) L E
MINIMUM EXPERIENCE / KNOWLEDGE / SKILLS:

Working with or caring children of relevant age L |1 E

Understand and support needs of individual students L |1 E

Basic understanding of child development and learning L |1 E

Understanding of relevant policies/codes of practice and awareness of relevant legislation L |1 E
MINIMUM COMPETENCIES:

Literacy/Numeracy skills L E

Effective communication skills L |1 E

Ability to liaise effectively with members of the public and staff at all levels L E

Ability to work as a member of team and on own initiative L E
OTHER JOB REQUIREMENTS:

Understanding the importance of maintaining confidentiality L |1 E

Understanding the importance of safeguarding in your role L |1 E

Flexible approach to work L |1 E
SAFEGUARDING:

Motivation to work with students/young people L |[I |T |E

The ability to form and maintain appropriate relationships and observe personal and L |[I |T |E

professional boundaries with students/young people

Emotional resilience in working with challenging behaviours L |[I |T |E




