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Are you looking for a supportive role with flexible hours? Littleover Commuity School is are 
looking to add to its current Exam Invigilators. You will work as part of a team of invigilators who 
will ensure exams are carried out according to the regulations.

In a typical year, there are mock exams in March, December and January, the official exam 
period in May and June, and, training sessions.

The normal exam hours would be:
Morning exam : 8.00am onwards
Mid-morning exam : 11.00am onwards
Afternoon exams : 1.00pm onwards

Hours will be agreed in advance of exam periods and the hours worked would be variable 
depending on the length of exams and the number of invigilators required. Experience of 
invigilation is not required as training in the role and duties of an invigilator will be provided for all 
successful applicants.

Successful candidates must be able to commit to coming into school every 12 weeks.

Littleover Community School is a diverse and highly successful comprehensive school, with 
consistently high levels of attainment and progress across the curriculum. We are proud of our 
academic record, and of the pastoral care which maintains a feeling of community in a large and 
expanding school.  

Completed application forms, with a supporting letter explaining why you feel you have the 
qualifications, experience and personal qualities required for this post, should be 
returned by email to jobs@littleover.derby.sch.uk  or via the TES platform. 

Please note, school will only contact successful candidates.

HEADTEACHERS WELCOME

A warm welcome from our Headteacher, 
Mr J. Wilding

Yours sincerely,

J. Wilding
Headteacher



Learning, Caring, Succeeding

Welcome to Littleover
As a school, we are committed to continuous 
improvement so that we can continue to evolve to 
match the changing needs of our students, parents 
and carers, staff and wider school community. 
We are keen to utilise the latest thinking and 
technologies to ensure all our 
students are best equipped to achieve success in 
the future.

Our governors and staff are fully committed to 
serving the needs of our school 
community in these challenging social times, 
including continuing to develop the very strong 
academic performance of our school. If you feel 
you could contribute to this vision, we would be 
very pleased to receive your application.

Littleover Community School is an 11-18 
comprehensive, community school. We are a Local 
Authority maintained school and have a positive 
working relationship with Derby City Council. 

Our school is situated four miles to the south 
west of the centre of Derby, in pleasant, spacious 
grounds. We have a proud academic and pastoral 
record and the school is always popular with 
parents and carers looking for school places, within 
our own catchment area and beyond.

We currently welcome 295 students into Year 7 
each year, giving us a current roll of approximately 
1850, including a Sixth form of over 350 students.

Student outcomes
We are proud of our students’ attainment and 
progress: Littleover Community School students 
consist-ently perform above local and national 
averages.

Summer 2024 headlines:
• Key Stage 4 Progress 8 estimate +0.47
• GCSE grades 9-4 in Maths and English 79%
• Key Stage 4 students who receive the Pupil Pre-
mium are predicted to achieve a positive Progress 
8 score
• A*-A grades at A Level 34.5%
• A*-C grades at A Level 81%

As an inclusive school, we particularly value this 
measure as it reflects the progress made by every 
child regardless of their starting point.

Littleover Community School is a Local Authority maintained school with an 
outstanding Sixth Form, catering for ages 11 - 18 with approximately 1830 students.

WELCOME TO LITTLEOVER



Learning, Caring, Succeeding

Our Vision & Aims
We are an inclusive school which means we are 
determined to ensure all students achieve the best 
outcomes possible. Our aims of “Learning, Caring 
and Succeeding” are the basis for all that we do and 
students are at the heart of our everyday practice.
Looking to improve further is always key. Our school 
priorities are shared with staff and Governors and 
our community of parents/carers and students have 
a say in what we are and what we want to be. 

Ofsted
The school was inspected in October 2022 and was 
judged as ‘Good’ in all areas with ‘Outstanding’ Sixth 
Form provision. 

The full report can be accessed here: https://files.
ofsted.gov.uk/v1/file/50201266   

“Leaders have high expectations. They have 
created an inclusive and academic culture. Leaders 
ensure that all pupils, including pupils with special 
educational needs and/or disabilities (SEND), 
achieve well. Leaders help pupils prepare for next 
steps in their education. Pupils and sixth-form 
students leave school with the skills and knowledge 
they need to thrive. 

Pupils’ behaviour in lessons is calm and focused. 
They are eager to share their 
ideas and knowledge. The vast majority of pupils do 
not worry about bullying. If they had any concerns, 
they would report them to staff. Leaders are quick to 
respond to concerns. The ‘LCS Way’ helps to create 
a caring and purposeful culture. 

Students in the sixth form experience a welcoming 
and respectful environment. One student said that 
attending the sixth form has helped them to develop 
their identity. Students value the support their 
teachers provide and the sense of community they 

share with their peers. 

Leaders provide pupils with personal development 
opportunities. These include the Duke of Edinburgh’s 
Award scheme as well as sports, arts and music 
clubs. Some pupils access games club and craft 
club. 
Students in the sixth form join in with enrichment 
activities. These include pottery classes, learning 
British Sign Language and a debating society. 

Leaders are ambitious about what they want pupils 
to learn. Sequences of lessons cover a broad range 
of knowledge. Leaders have ensured that teachers 
know which knowledge to teach and in what order. 
This helps pupils to develop their understanding of 
the subjects they study. Sixth-form students are very 
knowledgeable and make connections between 
current and prior learning.” 

WELCOME TO LITTLEOVER



JOINING LITTLEOVER

Why Should You Join
Littleover Community School?
Wellbeing - What We Offer
Access to a team of specialist counsellors who 
are directly contracted to the school to offer 
support for our staff.

A centralised behaviour system which 
means no detentions for teachers, disruption 
free classrooms and a supportive internal 
Alternative Provision.

A Leadership Team who fully consider staff 
workload and wellbeing when considering any 
changes to practice or systems.

A highly supportive approach to CPD and 
quality assurances that focuses on every 
member of staff improving, not proving.

Access to the latest technology, including new 
high spec laptops for staff.

An approach to pedagogy that ensures we 
deliver high-quality teaching in each and 
every lesson, whilst giving staff professional 
autonomy .

All staff also have access to Education 
Support’s Employee Assistance Programme 
which includes: 

A range of counselling options including 
telephone, on line or face-to-face sessions, 
and a mindfulness module 

A dedicated coaching service for line 
managers, aimed at developing soft skills and 
building confidence for handling 
challenging situations.

Financial, legal and practical support from 
qualified professionals on a range of personal 
issues.

Employment Benefits
There are an extensive range of benefits 
that are available to you as an employee of 
Littleover Community School. 

For your health and wellbeing there is access 
to a free on site gym and an employee 
assistance programme. 

You will have access to the Derby City Council 
Rewards platform, which hosts a wide range 
of benefits such as the Cycle2Work scheme, 
benefits and offers at an extensive network of 
retailers, Tusker Car Lease Scheme and more! 

These benefits run alongside other benefits 
such as access to the Teachers’ Pension 
Scheme or Local Goverment Pension Scheme 
(depending on your role), free on-site car 
parking, free annual flu jab and a friendly, 
supportive working environment!



CAREER VACANCY

Exam Invigilator 
Vacancy Details

JIQ Reference No: ESL-0020-000

Closing Date: 1st July 2025

Salary: Grade C SCP 5 
£12.85 per hour

Contract Type Relief

Hours:

Varied: By negotiation 
and agreement during 
the main exam, mock 
exam and training 
periods

Responsible to: Examinations Officer

Job Purpose
To support the Examinations Officer by to 
invigilating a range of Internal and External 
examinations.

General requirements
Invigilators are required to:
• declare if they have invigilated previously 
and whether they have any current 
maladministration/malpractice sanctions 
applied to them
• confirm their availability in advance of main 
examination periods
• confirm the confidentiality and security 
requirements surrounding the invigilation 
process are known, understood and will be 
followed at all times

The ideal candidate will:
• be reliable, flexible and readily available 
during main examination periods
• have effective communication skills and good 
interpersonal skills
• work well as part of a team
• be confident and a reassuring presence to 
candidates in examination rooms
• be able to give instructions and manage 
situations involving different groups of people

• have basic IT skills (familiar with use of email, 
mobile phone messaging etc.)
• seek to achieve competence in the role and a 
rigorous understanding of the JCQ regulations

Main duties
To conduct examinations in accordance with 
the Joint Council for Qualifications (JCQ), 
awarding body and Littleover Community 
School regulations and instructions.

To have a key role in upholding the integrity 
and security of the external examination/ 
assessment process.

Before examinations:
• 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
• Admit candidates into exam rooms under 
formal examination conditions
• Give full attention to conducting the 
examinations properly
• 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



CAREER VACANCY

Exam Invigilator 
During examinations
• Supervise and observe candidates at all 
times and be vigilant throughout examinations
• Keep disruption in examination 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 examinations
• Instruct candidates in finishing their 
examinations and collect examination scripts 
and materials
• Dismiss candidates from the examination 
room
• Check candidates’ names on scripts, match 
the details on the attendance register
• Securely return all examination scripts and 
materials to the exams officer

Other tasks
• Undertake training, update and review 
sessions as required
• (prior to invigilating any external examination 
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 examination timetable 
clash candidates between examination 
sessions
• other exams-related administrative tasks 
including maintaining question paper security 
by supporting the ‘second pair of eyes check’



WELCOME TO LITTLEOVER

Equality, Diversity & Safeguarding

Equality & Diversity
Littleover Community School is proud of the 
cultural diversity of our school community. 
We welcome enquiries from everyone and 
also value the diversity of our workforce. As 
such, the school actively promotes equality of 
opportunity for all with the right mix of talent, 
skills and potential.

We welcome applications from a wide range 
of candidates, including those with criminal 
records. As an organisation assessing 
applicants’ suitability for positions which are 
included in the Rehabilitation of Offenders Act 
1974 (Exceptions) Order using criminal record 
checks processed through the Disclosure and
Barring Service (DBS), Littleover Community 
School complies fully with the DBS Code 
of Practice https://www.gov.uk/government/
publications/dbs-code-of-practice and 
undertakes to treat all applicants for positions 
fairly. Littleover Community School undertakes 
not to discriminate unfairly against any subject 
of a criminal record check on the basis of a 
conviction or other information revealed and 
can only ask an individual to provide details of 
convictions and cautions that they are legally 
entitled to know about.

Where a DBS certificate at either standard 
or enhanced level can legally be requested 
(where the position is one that is included 
in the Rehabilitation of Offenders Act 1974 
(Exceptions) Order 1975 as amended) and 
where appropriate Police Act Regulations (as 
amended), Littleover Community School can 
only ask an individual about convictions and 
cautions that are not protected.

Littleover Community School selects all 
candidates for interview based on their skills, 
qualifications and experience.

Safeguarding
Littleover Community School is committed to 
safeguarding and promoting the welfare of 
children and young people and expects all 
staff and volunteers to share this commitment. 
An offer of employment will be subject to the 
receipt of a satisfactory enhanced level DBS 
disclosure with a children’s barred list check, 
two satisfactory references and successful 
completion of vetting procedures.

In accordance with the statutory guidance, 
Keeping Children Safe in Education (KCSIE), 
an online search will be conducted as part of 
due diligence on shortlisted candidates.

Copies of our Child Protection and 
Safeguarding Policy, along with other school 
policies, are available on our
website at: https://www.littleover.derby.sch.uk/
information/policies-compliance

We would advise anyone applying for a 
position at LCS to read the above documents, 
along with the following Keeping Children Safe 
in Education document: https://www.gov.uk/
government/publications/ keeping-children-
safe-in-education--2

Littleover Community School is proud of the cultural 
diversity of our school community. 


