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Dormers Wells High School

Job Description
Post Held: Examinations, Assessment, Cover
Salary Scale: Grade 7
General Duties
To ensure the school’s exam, assessment and cover are managed effectively and smoothly to bring about equality of opportunity and optimum access for all our students and staff. 
Specific Duties
Examinations and Assessment

Working with SLT/policy 
1. To implement school policy on assessment and examinations, to monitor the effectiveness of the procedure and to contribute to the annual review of the assessment (including examinations) policy.

2. To maintain an up to date assessment and examinations procedures handbook and to make recommendations relating to the design and implementation of school procedures.

3. To design and implement effective systems for the efficient administration of internal and public examination and assessment procedures.
4. To give appropriate level of advice on exam entry procedures etc.

5. To advise and update the Leadership Team on issues relating to examinations.

6. To follow procedures for charging for examinations within the schools agreed charging policy as shown in the staff handbook. 

7. To ensure alternative accreditation testing takes place for all students as notified via the Line Manager. 

8. To implement and co-ordinate all arrangements for the appropriate conditions for internal and external public examinations.

9. To inform the Line Manager of all arrangements for exams access (SEN), small room requests etc and to ensure relevant guidance relating to special arrangements is clearly available in each exam room.

10. To liaise with the Line Manager, staff and students over the dissemination and receipt of appropriate information and data.

Working with departments/families

11. To gather examination entry information and predicted exam entries from curriculum leaders ensuring curriculum leaders have signed and dated exam entry sheets.

12. To create examination entries lists.

13. To ensure that parents/carers have signed exam entries and all appropriate paperwork. To liaise with the Deputy Head for KS4 if a family has not signed by the deadline.

14. To liaise with the Line Manager regarding room availability and invigilation required. To establish required locations for exams e.g. IT exams in IT rooms etc and to liaise accordingly with the Site Team about examination requirements.

15. To discuss with Line Managers if the exams procedures require additional administrative staff. 

16. To ensure that internal staff involved in exams involved in exams are trained and understand the expectation of the role. 

17. To work with KS3, KS4 and KS5 teams as appropriate for example to set dates for non-board timetabled exams.

18. To arrange the study rooms and staffing as required. 

19. To liaise with staff in a timely fashion to set dates for exams such as Art, PE and Drama etc. 

20. To design and implement examinations timetables to be available to students at least 3 weeks before the first applicable exam starts including providing them with a paper copy of their timings etc ensuring that all students know arrangements for all exams e.g. ’A’ Levels if in Year 11.

21. To distribute examination seating plans to students and give copies to the relevant Year Leader at least a week in advance of the start of the exam.

22. To liaise with the SENCO to ensure that arrangements for SEN students with additional arrangements are in place with required timeframes, with regard to provision of extra time, dictionaries, amanuensis etc and to ensure students with readers and scribes are not in the same room as other exam candidates. 

23. To cover inappropriate displays in rooms used for exams to ensure the school fulfils exam board criteria.

24. To create data packs for Curriculum Leaders and circulate information/data relating to external examinations results to identified staff.

25. To be responsible for the paperwork and distribution of examination certificates and coursework to ex Year 11 students on the named evening and thereafter.

Invigilation

26. To ensure that external invigilators are trained and understand the expectations of the role including safeguarding, are appropriately dressed (not jeans, leggings or trainers etc) and know how to complete their timesheets accurately and clearly. 

27. To design and circulate the invigilation arrangements for all internal and external examinations at least 3 weeks before the first applicable exam starts ensuring that all exams are properly staffed. To ensure staff are notified 3 weeks in advance in writing of which exam, where and when they are required and that lessons are covered as required.

28. To ensure that all staff are following the external examination boards requirements.

Working with exam boards 

29. To be accurate in the entry and withdrawal of candidates for exams and resits to the relevant examination bodies ensuring students are correctly entered and that good use of financial resources takes place and financial penalties are avoided. 

30. To take responsibility for and manage, all correspondence with the examinations boards including entries for public examinations including modular tests, optional tests, progress tests, GCSE/BTEC/AS/A2/IB etc and alternative accreditation, notification of exceptional circumstances, changes to entry requirements, receipt and publication of results, appeals and ensuring deadlines are met.

31. To implement appropriate security systems to ensure safe storage of a) all examination papers and b) completed scripts prior to their delivery to the exam boards and c) stationery including exam papers and other secure/sensitive data. 

32. To post examination papers, coursework etc at the Post Office within an agreed timeframe ensuring that they are sent to the correct destination and that a certificate of postage is obtained. To organise the despatch of exam scripts via board courier where so arranged within permitted timeframes and to organise the despatch of scripts not covered by board arrangements e.g. coursework, within the permitted timeframe. 

33. To report incidents of malpractice to the exam board having notified the Line Manager who should appraise the Headteacher of the incident. 

General

34. To ensure data files for exams requiring IT are checked and accessible at the earliest date and to ensure that an IT technician is booked for each exam to enable all online exams to run effectively.  

35. To ensure that Support Staff such as IT Technicians have sufficient working days notice to organise exams. 

36. To label examination desks for students and to ensure that they receive the appropriate tier of paper and that paperwork coincides with table labelling.

37. To catalogue, distribute and store examination resources and to ensure sufficient stationary is available

38. To ensure texts required in exams such as literature including anthologies are available and to maintain exam equipment ensuring equipment is available in a timely fashion e.g. headphones/sound system. .

39. To ensure the correct number of exam packs are in each exam room and that all examination rooms are appropriately equipped with stationary requirements, clocks, numbered and named desks and appropriate warning notices to candidates and instruction booklets for staff are in place.

40. To receive results from each exam season when they are available and to be available for the receipt of results on school release day. To give exam results to the Headteacher before distributing and to be available to distribute examination results on exam publication days including when these fall in the holidays.

41. To maintain and keep up to date a database of all assessment and examinations data.

Cover

42. To be available daily to check for teaching staff absence reported via the published school protocol.
43. To pass on information from staff regarding absence/cover to the Headteacher and appropriate Line Manager. 

44. To allocate replacement staff on a day to day basis to ensure the smooth running of the school and to ensure that all registration times are appropriately covered.

45. To use cover supervisors for cover in the first instance.

46. To be the first point of call for supply teachers. 

47. To brief new supply staff by providing the cover pack and information about the school/day procedures 

48. To obtain the appropriate safeguarding letter from the relevant agency and undertake an identity check on the day of employment.
49. To liaise with supply agencies to ensure value for money supply of staff.

50. To maintain efficient and accurate records of staff absence, lateness and cover arrangements on a day to day basis.

51. To print and circulate cover sheets on a daily basis.

52. To be available at the end of the day to sign supply timesheets.

53. To return a cover analysis each week to the Line Manager on the following Monday.

54. To prepare a termly analysis of cover showing which school teachers have been used for cover (under rarely cover) for the Line Manager.

55. To provide cover across the school year within a finite budget.

56. To assist in the annual review of cover arrangements and contribute to the updating of a cover policy.

General:

57. To prioritise workload to enable the smooth running of cover and examination procedures.

58. To behave professionally at all times and to communicate effectively and accurately with institutions and professionals as required. 
59. To respond to emails in a timely fashion to enable other staff to do their work effectively. 
60. To manage the exam and cover budgets to ensure value for money. 
61. To ensure that all communication is clear, effective, accurate and backed up in writing e.g. by email or using appropriate paperwork and to ensure the correct paperwork is used at all times and dated accurately.
62. To speak appropriately to adults and students at all times.

63. To keep abreast of current legislation relating to exam regulations, charges, updates, procedures and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.
64. To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.

65. To ensure all work is appropriately documented and kept up to date. 

66. To refer issues/difficulties to the Line Manager in the first instance.

67. To attend and participate in school meetings and training as appropriate.

68. To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.

69. To liaise as appropriate with other professional institutions or individuals outside the school. 

70. To participate in appropriate working parties as the need arises.

71. To be a positive role model.

72. To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

73. To carry out such particular duties as the Headteacher may reasonably direct from time to time. 

To Whom Responsible: Member of the Leadership Team as designated in the Line Management structure.
This job description may be amended at any time after discussion with you, but in any case, will be reviewed annually.

Signed: ___________________________________________________ Date: _________________

