
Invigilators Set Up and 
Information



New Invigilators - paperwork

When you identify new invigilators, you will be required to ensure new start paperwork is 
completed and sent to us prior engaging invigilators in work. The paperwork required is:

1. Bank Mandate
2. New Starter Checklist (HMRC)

These can be located here: Invigilators – My NL

Following completion of paperwork this must be sent to 
ESCPeopleOperations@northlan.gov.uk to process. We ask that you send this to us at least 3 
weeks prior prelims.

https://mynl.co.uk/knowledge-base/invigilators/
mailto:ESCPeopleOperations@northlan.gov.uk


Current Invigilators

It is the school’s responsibility to ensure everyone who engages in invigilating has a record on 
Itrent, to ensure they are paid appropriately and on time. 

Please make sure those checks are carried out prior the invigilator carrying any work at the 
school for prelims.

This can be checked with the employee themselves and with the AFA/School. 



Payroll Deadlines

It is the school's responsibility to ensure the payments claimed by the invigilator are approved and authorised in 
timely manner in line with NLC Payroll Deadlines. 

All Invigilators are on payrun 0407FW and are paid 4 weekly. Payroll deadlines can be located within MYNL here:
Pay Deadlines – My NL

Please note – the deadlines you’re looking for are on column “deadlines”, service deadlines highlighted in yellow 
are for receiving paperwork for processing by Employee Service Centre, i.e. new start paperwork must be received 
by service deadline to ensure its processed.

v

https://mynl.co.uk/knowledge-base/pay-schedules/


• Invigilator Hourly Rate £9.90

• Depute Chief Invigilator Hourly Rate £10.60

• Chief Invigilator Hourly Rate £13.80



Invigilators Claim Form 
Demo



Demonstration of claim form



Logging On
To log on go to www.northlanarkshire.gov.uk/myself 

Select ‘A different account’ 

Log in with your employee 
reference number

This will take you to the 
Employee mySelf homepage

http://www.northlanarkshire.gov.uk/myself


Making A 
Claim
To access the Overtime Claim Form – Invigilators 
you must follow these steps; 

• Select ‘My pay’ on your mySelf homepage

• On the My pay homepage, select ‘Time & 
Expenses 

• On this homepage, go to the bottom of the 
page and select ‘Add claim’ 



Start Date- 

The start of the period you wish to claim for

Claim Template

Here you will select Overtime Claim Form - 
Invigilator



Invigilators Claim Form

Element

This will already be preselected 
as Invigilator Payment

Date

Select the date you want to 
claim for

Start/Finish Time

Select the start/finish time

Cost Code

Enter cost code of school you were 
invigilating or click on magnifying 

glass twice

These can be found on myNL if 
unaware

Select Rate

Select the hourly rate from 
the dropdown menu 

depending on position

Number of hours

Invigilators must claim regardless of hours 
wofor 3 hours minimum rked 

(For chief/deputy chief invigilators, this is a 
3.5 hours minimum



Authorisation
This will take you to select the authorising group 

Authorising Group

Select the appropriate authorising 
school

Authorising Role

Select the name of the school 
authoriser – multiple people 

This will be sent to the school to 
authorise 

Claims must be submitted before the 
payroll deadline and cannot be 

authorised while the payrun is closed 

The form is now ready for submission





Thank you

Further assistance can be sought with People Helpdesk Team on esc-
helpdeskteam@northlan.gov.uk or on 01698 403 151

mailto:esc-helpdeskteam@northlan.gov.uk
mailto:esc-helpdeskteam@northlan.gov.uk
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