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JOB DESCRIPTION

SUPERVISORY ASSISTANT
GRADE:


Scale 3
HOURS:


12½ hours a week, 38 weeks per annum

Hours are 11.15am-1.45pm
RESPONSIBLE TO:

Principal 





Governors

DIRECT LINE MANAGER:
Assistant Principal – Extended Curriculum 
RESPONSIBILITIES:

To care for the safety and well-being for students during lunchtimes.

DUTIES:

· To supervise students in the playground/field or in the school building as directed;
· To ensure orderly behaviour in dining room queues and at tables;
The role would also extend to the of Invigilator during exam season
DUTIES MAY INCLUDE:

· Assisting with setting up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures;
· Closely following and enforcing exam procedures and regulations;
· Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues;
· Ensuring that candidates do not talk once inside examination venues;
· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with procedures;
· Checking attendance during examinations;
· Recording details of late arrivals and early leavers and collecting scripts from early leavers;
· Escorting candidates from venues during the examination as required and supervising candidates whilst outside examination venues;
· Escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that examination regulations are observed at all times;
· Collecting, collating and delivering scripts at the end of the examination in accordance with strict procedures;
· Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner.
· Assisting with the packing of examination papers, stationery (sometimes heavy) and equipment prior to the examinations and the delivery to and from venues as appropriate;
· Assisting with the preparation of seating plans;
· Scribing for students with special needs.
· To undertake any duties, which may from time to time be delegated by the Principal and members of the Senior Team 
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