Godolphin®Latymer

Appointment of
Examination Invigilators

Part time
Casual work
To commence April 2023

The Godolphin and Latymer School
Iffley Road

Hammersmith

London W6 0PG

T: 020 8735 9555

F: 020 8735 9596

e-mail: recruitment@godolphinandlatymer.com
www.godolphinandlatymer.com



mailto:recruitment@godolphinandlatymer.com
http://www.godolphinandlatymer.com/

Contents

03 The Godolphin and Latymer School

04 Job description

05 Pay rate, hours and application

06 Location




The Godolphin and Latymer School

Godolphin and Latymer is one of the country’s leading independent day schools for girls.
Founded in 1905, it has been both a state grammar school and an independent school in its 117
years. Located in Hammersmith, West London, close to the exciting cultural life of the capital,
the school is a dynamic and energetic community of 800 girls, together with approximately 150
teaching and support staff. There are approximately 220 girls in the Sixth Form, studying for
both the IB and A levels. Hammersmith itself is very conveniently situated less than 20 minutes
from central London, sitting on a beautiful stretch of the River Thames and with plenty to offer,
including several fine restaurants and two of London’s best theatres.

Godolphin and Latymer is an academically selective school and our girls are bright, enthusiastic
and inquisitive. They love learning and are increasingly demonstrating their ability to be
creative and critical thinkers, keen to solve problems using their own intellectual resources.
Teaching here is a most rewarding experience. Girls are motivated and engaged in their learning.
Our harmonious community is socially, culturally and ethnically diverse, indicative of the
cosmopolitan world of West London. Our catchment area is relatively wide, encompassing all
areas of West London, plus a number of areas further afield from which girls are able to
commute easily to Hammersmith because of its excellent transport links. (We are a couple of
minutes from each of Hammersmith'’s tube stations and its bus station.) Relationships between
girls and all staff are superb and we place great significance on valuing the individual and
expecting the highest of standards in all that we do. The school is governed by principles of
mutual respect, tolerance and consideration for others. Girls are very supportive of each other,
sensitive and aware of others’ needs and proud of their school and its ethos and history. A fine
example of this is the extensive support given to our Bursary Fund by all sections of the school
community, present and past.

Pastoral care and working collaboratively with parents is fundamental to the success of our girls.
We value good communication between all sections of our community and try to be proactive in
keeping up to date all who are involved with the school. The school plays a key role in the local
area; girls take part in voluntary work schemes with many local businesses and institutions. We
run a number of community events including; a public lecture series, the annual arts festival,
monthly tea parties for the local elderly, and the weekly Ancient World Breakfast Club.

The school’s facilities are excellent and the governors are aware of the need to ensure that such
standards are maintained. Our sports facilities include a full-size all-weather hockey pitch and
three netball courts, which convert into twelve tennis courts during the summer term, all of
which are floodlit, and the Hampton Sports and Fitness Centre (new and purpose-built for
September 2015), which contains a four court sports hall, a climbing wall, a dance studio and a
fitness suite. Our performing arts centre, the Bishop Centre, housed in the imaginatively
converted church of St John the Evangelist, together with the Rudland Music School, is also a
recent example of the investment that is crucial to the school’s continued development. Teaching
and learning resources are plentiful and the use of ICT to facilitate learning is at the forefront of
our current strategy. iPads are used by the girls in learning and all teaching staff are given iPads.
The school aims to be forward-looking in its approach to teaching and learning and emphasis is
placed on pedagogical development amongst all teaching staff.

Extra and super curricular activities play a fundamental part in the education we offer here. All
staff play a full part in this aspect of our school’s life, with numerous opportunities to lead
activities, and to develop interests old and new, in school and on visits both in the UK and
abroad. Girls are active participants in this programme, both as leaders and contributors, as well
as benefiting from the extensive variety of the provision.

In September 2020, the Godolphin and Latymer School Foundation merged with Redcliffe School
Trust, a co-educational Preparatory School in Chelsea. The Preparatory School is now known as
Godolphin and Latymer Redcliffe Gardens School.



Job description

Main duties of the post

To ensure that the examinations are conducted in accordance with JCQ, awarding body and
Godolphin & Latymer School instructions in order to:

. Ensure all candidates have an equal opportunity to demonstrate their abilities
. Ensure the security of the examination before, during and after the examination
. Prevent possible candidate malpractice

Before Exams

. To report to the Exams Officer prior to each exam session

. To keep exam papers and materials secure at all times

. To ensure exam rooms are set out to according to JCQ specification

. To admit candidates into exam rooms

. To identify, seat, and instruct candidates in the conduct of their exams
. To distribute exam papers and materials to candidates

. To deal with candidate queries

During Exams

. To supervise candidates at all times and be vigilant throughout exams
. To keep disruption to a minimum

. To deal with emergencies or irregularities effectively

. To record/report any irregularities

. To deal with candidate queries

After Exams

. To collect exam scripts

. To dismiss candidates from the exam room

. To return exam scripts and other materials to the exams officer

Other

. To attend training, refresher or review sessions as required

. To attend safeguarding training as required

. To undertake, where required and where able, other duties requested by the exams

officer, for example

- Supervision of clash candidates between exam periods

- Providing support for candidates with access arrangements e.g. as a reader,
scribe (full training will be provided)

- Exams-related administrative tasks

This list of duties and responsibilities is not exhaustive and includes any reasonable additional
request which assists the smooth operation of the department.

All staff working in the School during the school day will have some contact with children and
will therefore be in regulated activity. In your role you will regularly interact with pupils who
may seek your assistance or otherwise interact with you when moving around the school.



Pay rate

The rate of pay is commensurate with the role. The Governors review rates of pay each year to
ensure they remain competitive. Payment is made by account transfer on the 25th day of each
month, or the previous working day.

Hours

The hours are variable over the School year under the instruction of the Examinations Officer.

Application

Please read the recruitment pack carefully, including the School’s Safeguarding and Recruitment
policies. Fully completed application forms should be returned to the Personnel Office at the
School by post or by email to recruitment@godolphinandlatymer.com as soon as possible.
Applications must be made on the school’s own application form. Please note that CVs alone will
not be accepted.

There is no closing date for applications.
Applications will be considered on receipt and interviews may occur at any stage.
Equal Opportunities

It is the policy of The Godolphin and Latymer School to ensure that all job applicants are
considered equally and consistently and that no applicant is treated unfairly on any grounds
including race, colour, nationality, ethnic or national origin, religion or religious belief, sex or
sexual orientation, marital or civil partner status, disability or age.

Safeguarding

Candidates should be aware that all posts in the School involve some degree of responsibility for
safeguarding children. The School is exempt from the Rehabilitation of Offenders Act 1974 and
is therefore permitted to ask job applicants to declare all convictions, cautions, reprimands and
final warnings (including those which would normally be considered ‘spent’) in order to assess
their suitability to work with children. You are not required to disclose a caution or conviction
for an offence committed in the United Kingdom if it has been filtered in accordance with the
Disclosure and Barring Service filtering rules. The successful candidate will be required to
complete a Disclosure & Barring Service application. References will be sought on short-listed
candidates and we may approach previous employers for information to verify particular
experience and qualifications. The successful candidate will also be required to provide original
certificates of qualification and may be asked to undergo a medical examination prior to taking
up the post.

Charitable status
The Charity called The Godolphin and Latymer School (charity registration number 312699) is

administered by The Godolphin and Latymer School Foundation, a charitable company limited
by guarantee (Company number 3598439).
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Location
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Nearest Underground Stations:

Hammersmith (District, Piccadilly, and Hammersmith & City Lines)
Ravenscourt Park (District Line).

Bus Routes
To Hammersmith Broadway:
9,10,27,33,72,190, 209, 211, 220, 266, 283, 295, 391, 419

To Glenthorne Road: 27, 190, 266, 267, 391, H91

By Car
There is a one-way system in Hammersmith.

From Hammersmith Broadway: turn left into King Street, take the second right into Cambridge
Grove, turn right into Glenthorne Road and turn left into Iffley Road for the school.

Car Parking
We regret that there is no car parking available in the school grounds, but there is a public car
park (entrance in Glenthorne Road) only a few minutes from the school, which is inexpensive.

There are a number of pay by phone parking bays available in the streets surrounding the
school.

Please note that the entrance to the school and the staff car park is on Iffley Road.

On Arrival
Please report to Security.






