W West Hatch High School
&E%’% a Specialist Business and Enterprise School
“THE BEST THAT | CAN BE”

Headteacher: Mrs V Schaefer BA (Hons), MA, PGCE (Cantab), MCCT

Exams Invigilator

£14.79 per hour
Required ASAP

West Hatch are looking to recruit casual examination readers/invigilators for the forthcoming
exam season. We have internal exams taking place during various dates of the year. Rates of
pay are £14.79 per hour. Full training will be provided.

We offer the following benefits:

o Newly built sports hall with fully fitted gym available for staff use,

e Swimming pool available for staff use,

e Banked cover/TOIL scheme allowing staff to build time to take some term time days off,

e The Headteacher is passionate about staff workload and wellbeing and holds regular
wellbeing meetings with staff,

o We offer a significant number of paid development opportunities within departments and
also across the school.

For more detailed information, please see the additional information pack.

At West Hatch we believe in building strong relationships with students and going the extra mile
to support students’ successes both in and outside of school.

The Governing Body is committed to safeguarding and promoting the welfare of children and
young people and expects all staff to share in the commitment. This appointment is subject to
an enhanced DBS check and positive references.

Further details about this post and an Application Form are available by visiting our School
website at www.westhatch.net
If you require additional information, please contact recruitment@westhatch.net

Closing date: Monday 26" January 2026 at 9am

Early applications are encouraged as we will review applications as we receive them; and
applicants may be contacted before the closing date.



West Hatch High School

JOB DESCRIPTION: Exams Invigilator

Responsible to Headteacher

Line Manager Exams Officer

Grade Scale 1, point 2 (£14.79 per hour)

Purpose of Job To implement examination procedures and ensure the proper

conduct of examination candidates.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and
expects all staff to share in the commitment. This appointment is subject to an enhanced Disclosure check and
positive references.

Duties

and Responsibilities:

General requirements

Experience of invigilation is not required as training in the role and duties of an invigilator will be provided
Invigilators are required to declare if they have invigilated previously and whether they have any current
maladministration/malpractice sanctions applied to them

Invigilators are required to confirm their availability in advance of main exam periods

Invigilators must confirm the confidentiality and security requirements surrounding the invigilation process
are known, understood and will be followed at all times

To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
Ensure that all duties and services provided are in accordance with the School’'s Equal Opportunities
Policy

An ideal candidate will:

e Be reliable, flexible and readily available during main exam periods

o Have effective communication skills and good interpersonal skills

e Work well as part of a team

e Be confident and a reassuring presence to candidates in exam rooms

e Be able to give instructions and manage situations involving different groups of people
e Have basic IT skills (familiar with use of email, mobile phone messaging etc.)

e Assist students with Access Arrangements, ie reading

Main duties

e To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body
and West Hatch High School regulations and instructions
o To have a key role in upholding the integrity and security of the examination/assessment process



Before exams

Report to and be briefed by the exams officer prior to each exam session

Keep confidential exam question papers and materials secure before, during and after exams
Ensure exam rooms are set up according to the requirements

Ensure silence in the examination room and avoid disruption at all times

Admit candidates into exam rooms under formal exam conditions

Identify candidates and seat candidates according to the required arrangements

Distribute the correct question papers and exam materials to candidates

Instruct candidates in the conduct of their exams

Deal with candidate questions

Start exams

During exams

Supervise and observe candidates at all times and be vigilant throughout exams — Walk around the
examination room, ensuring no candidate has forbidden items and remove and report

Keep disruption in exam rooms to a minimum

Deal with emergencies or irregularities effectively

Record/report any incidents, disruption or irregularities

Complete attendance registers

Deal with candidate questions according to the regulations

After exams

Instruct candidates in finishing their exams and collect exam scripts and exam materials

e Dismiss candidates from the exam room
o Check candidates’ names on scripts, match the details on the attendance register
e Securely return all exam scripts and exam materials to the exams officer

Other tasks

Undertake training, update and review sessions as required

(prior to invigilating any exam in a new academic year)

Undertake relevant online invigilator training and assessment for that academic year

Undertake, where required and where able, other duties requested by the exams officer, for example
centre supervision of exam timetable clash candidates between exam sessions

Facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will
be provided)

Other exams-related administrative tasks including maintaining question paper security by supporting
the ‘second pair of eyes check’

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher
to carry out appropriate duties within the context of the job, skills and grade.

The needs of the school are constantly evolving and all job descriptions are reviewed annually and subject to
change to meet the needs of the school.

January 2026
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PERSON SPECIFICATION EXAMS INVIGILATOR

General heading

Detail

Examples

Qualifications & Experience

Specific qualifications &
experience

Experience of general clerical work
Basic level of education

Knowledge of relevant
policies and procedures

General understanding of the operation of a
school

Literacy Good reading and writing skills
Numeracy Ability to count and undertake basic
calculations
Technology Ability to use photocopier
Ability to use word processor
Communication Written Ability to complete basic forms
Verbal Ability to exchange routine verbal
information clearly with children and
adults
Languages Seek support to overcome communication
barriers with children and adults
Negotiating Ability to consult effectively with pupils
and colleagues
Working with children Behaviour Management Understand and implement the school’s

behaviour management policy

SEN Understand and support the differences in
children and adults and respond
appropriately

Curriculum Basic understanding of the learning
experience provided by the school

Child Development Basic understanding of the way in which
children develop

Health & Well being Understand the importance of physical and
emotional wellbeing

Working with others Working with partners Understand the role of others working in
the school

Relationships Ability to establish rapport and respectful
and trusting relationships with children,
their families and carers and other adults

Team work Ability to work effectively with other
adults in the school

Information Ability to provide timely and accurate

information

Responsibilities

Organisational skills

Good organisational skills

Line Management

N/A

Time Management

Ability to manage own time effectively




Creativity Ability to follow instructions

General Equalities Demonstrate a commitment to equality
Health & Safety Basic understanding of Health & Safety
Child Protection Understand and implement child protection

procedures

Confidentiality/Data Understand procedures and legislation
Protection relating to confidentiality
CPD Be prepared to develop and learn in the

role







