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Welcome from the Headteacher 
 

Our ethos is built upon a tradition of excellence for the wellbeing, achievements, aspirations and success of 

our young people. Every child matters at Staindrop  Academy and we want them to be happy, valued and 

successful to fulfil their potential and develop the skills and attributes to succeed in their next steps. 

We are keen for our pupils to develop as confident, responsible and considerate individuals who excel and 

make a lasting contribution within and beyond their school life. We are extremely proud of their outstanding 

achievements in all walks of life. Our pupils are the finest ambassadors, demonstrating what can be achieved 

through hard work and a positive attitude. The day-to-day atmosphere of Staindrop is warm, friendly and 

orderly and visitors always comment on the calm and purposeful atmosphere that pervades every aspect of 

school life. 

At Staindrop Academy we are here to prepare every pupil to face the challenges of the 21st Century and to be: 

• Happy, valued and successful 

• Well-rounded individuals 

• Valued members of the school community and wider society  

We are passionate about our school and want to ensure that our staff share the same passion, values and 

drive.  

If you aspire to educational excellence, demand the highest of standards and are looking to contribute to the 

success of a rapidly growing school, then we look forward to welcoming you to Staindrop Academy.   

 

Mrs S. Mitchinson 

Headteacher 
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The Exams Department 
 

The Exam Invigilation team here at Staindrop Academy comprises of enthusiastic, dedicated professionals 
from a variety of backgrounds and with varying invigilation experience led by the Examinations Officer with 
support from an Assistant Headteacher. 
 
We are seeking diligent and observant individuals to join our team as Exam Invigilators to help support our 
students during external and internal exams.   
 
Examination periods/seasons take place at various dates throughout the year, but mainly January,May and 
June each year. The dates and timings of the exams and seasons are set by Exam boards for external exams 
and our Trust for internal exams.   
 
A big benefit of becoming an Exam Invigilator is the flexibility as the hours you choose to invigilate are totally 
variable within an exam season and controlled by you, so can fit this role around other existing commitments 
where practicable. 
 
 As an Exam Invigilator, you will be responsible for helping to set up the exams by distributing exam materials, 
monitoring students throughout an exam and overseeing test conditions, and ensuring a secure testing 
environment is always maintained by adhering to the Joint Council for Qualifications (JCQ) guidelines.  
 
There will be a requirement to attend annual training and complete online assessments confirming your 
knowledge and understanding of the latest JCQ guidelines together with our own school exam policies and 
procedures. 
 

The Person 

 

• Will be detail-oriented. 

• Be able to act on their own initiative and as part of a team. 

• Able to handle stressful situations calmly. 

• Possess strong communication skills. 

• Demonstrate accuracy and attention to detail. 

• Maintain a professional and non-distracting presence during exams. 

• Accurately distribute test papers and materials to examinees before the start of exams. 

• Monitor examinees to prevent any irregularities or cheating. 

• Respond discreetly with additional materials as needed. 

• Ensure all exam scripts are collected and accounted for at the end of each session. 

• Safely transport exam materials to designated drop – off points.  
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Job Description 

 

JOB TITLE Exam Invigilator  

CONTRACT TYPE Casual  

ACCOUNTABLE TO Exams Officer  

GRADE Grade 1 SCP 3 £11.79 per hour  

REQUIRED January 2025  

 

Responsibilities of all Post Holders 

ETHOS 

Employees are expected to support and contribute to the school ethos. 

 

This job description will be reviewed annually and may be subject to amendment or modification at any time 

after consultation with the post-holder. It is not a comprehensive statement of procedure and tasks but sets 

the main expectations of the school in relation to the post holder’s professional responsibilities and duties. 

  

The Trust is committed to safeguarding and promoting the welfare of children and expects all employees and 

volunteers to share this commitment. This post is subject to signing our ICT Employee User Policy and having 

a satisfactory Enhanced DBS Certificate. 

 

GENERAL EXPECTATIONS 

Employees will:  

• Contribute effectively to the work of the school and to the achievement of the ‘School Improvement 
Priorities’.  

• Play a full part in the life of the school community, to support our distinctive aims and ethos, to encourage 
employees and pupils to follow this example.  

• Follow school policy regarding care, support and supervision of pupils.  

• Attend training and development activities and courses, ensuring continuing, personal and professional 
development.  

• Contribute to a welcoming school culture by promoting mutual respect for all.  

• Comply with any reasonable request from a leader to undertake work of a similar level that is not specified 
in this job description.  

• Work as a team member.  

• Act as a role model to pupils in speech, dress, behaviour and attitude.  

• Have common duties in the areas of: Quality Assurance, Communication, Professional Practice, Health & 
Safety, and General Management (where applicable), Financial Management (where applicable), 
Appraisal, Equality & Diversity, Confidentiality and Induction. 

  

           RESPONSIBILITIES OF ALL POST HOLDERS 
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RESPONSIBILITIES FOR ALL SUPPORT STAFF EMPLOYEES 

Support Staff will:  

• Maintain personal expertise, to be a role model and promote high expectations for all members of the 
school community through your role within the structure. 

• Model the values, ethos and vision of the Trust. 

• Contribute to the overall ethos, work and aims of the Trust. 

• Maintain at all times the utmost confidentiality with regard to all records, personal data relating to staff, 
pupils and other information of a sensitive or confidential nature. 

• Attend relevant meetings as required. 

• Be aware of and comply with policies and procedures relating to safeguarding, child protection, 
confidentiality and data protection, reporting all concerns to an appropriate person. 

• Show a duty of care to pupils and staff and take appropriate action to comply with health and safety 
requirements at all times. 

• Be aware of, and support, difference and ensure that all pupils have access to opportunities to learn and 
develop. 

• Maintain good relationships with colleagues and work together as a team. 

• Appreciate and support the role of other professionals. 

• Attend any training courses relevant to the post, ensuring continuing, personal and professional 
development. 

• Demonstrate and promote commitment to equal opportunities and to the elimination of behaviour and 
practices that could be discriminatory. 
 

SPECIAL CONDITIONS OF THIS POST  

Support staff will:  

• Be expected to undertake any appropriate training provided by the Trust to assist them in carrying out any 
of the duties. 

• Be expected to contribute to the protection of children and vulnerable adults, as appropriate, in 
accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate 
line manager. 

• Carry out duties with full regard to the Trust’s Equal Opportunities and Dignity at Work Policy. 

• An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an 
appointment can be confirmed. 

 

RESPONSIBILITIES FOR THIS POST HOLDER 

Support Staff will: 

• Maintain personal expertise, to be a role model and promote high expectations for all members of the 
school community through your role within the structure. 

• Model the values, ethos and vision of the Trust. 

• Maintain at all times the utmost confidentiality with regard to all financial reports, records, personal data 
relating to staff, students and other information of a sensitive or confidential nature. 
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SPECIFIC RESPONSIBILITIES OF THIS POST  

• To provide an efficient and effective invigilation support service to the school examination section and 
ensure the integrity of its examinations. 

• To assist with the preparation of the examination room, ensuring awarding body requirements are met. 

• To supervise students. 
• To support students i.e. reader/ scribe. 
• To assist with the security of examination papers/scripts, equipment and stationery. 
• To assist with the receiving and seating of students at the start of exam. 
• To assist with the collection of scripts and examination stationery at the end of the exam. 
• To know how to deal with emergencies in examination conditions, including evacuation routes from the 

building. 
• To be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be 

affected by your actions or inactions. 

 
The above list of duties and responsibilities are not an exhaustive definition of all tasks associated with the 
post. 
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Person Specification 

 

  Essential Desirable 
APPLICATION A letter of application indicating interests and strengths in the role. *  

Application Form  *  

Fully supported in references. *  

QUALIFICATIONS 
AND 
PROFESSIONAL 
DEVELOPMENT 

Good numeracy and literacy skills. *  

EXPERIENCE Knowledge and understanding of Safeguarding and the welfare of 
children and young persons you are responsible for or come into 
contact with. 

 * 

Experience of working in a school or similar establishment.  * 

QUALITIES & 
VALUES 

Work accurately whilst still meeting deadlines. *  

Effective oral/written communication skills. *  

PERSONAL 
ATTRIBUTES 

Ability to work under pressure and retain a sense of humour. *  

Ability to work as team member to achieve common goals. *  

Initiative, energy and perseverance. *  

Reliability in achieving the job description. *  

Good time keeping. *  

Discrete and able to maintain the confidentiality of information. *  

Flexible approach to work. *  

 
 
Assessment against the criteria above will be through the application form, letter of application, work 
related assessments, interview process and references. 
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Application Guidance 

 

Please return a completed application form in full ensuring you have provided accurate information, 
including the names, addresses and relevant contact details of two referees together with your letter of 
application. 
 
The letter of application should be no more than two sides of A4 and should set out the particular strengths 
that you would bring to the post and how you feel you meet the criteria outlined in the job description and 
person specification. Applications received after the closing date/time will not be considered. 
 
Please ensure you also complete and return the required DCCR form. Completed applications must be 
received by the school by 9am, Monday 25TH November  2024 addressed to:  
 
 
 
 
 
 
 
 
 
 
 

AFTER SUBMITTING YOUR APPLICATION 

If you have not heard from us within 4 weeks please assume that you have been unsuccessful on this 
occasion.  
 

REFERENCES 

References will be requested prior to interview, except for non-teaching roles where there are exceptional 
circumstances, and the applicant does not give consent to do so on the application form.  
 

DBS 

Advance Learning Partnership is committed to safeguarding and promoting the welfare of children and young 
people and expects all employees and volunteers to share this commitment.   
 
An application for a DBS certificate will be submitted for all candidates once they have been offered the 
position. For posts in regulated activity, the DBS check will include a barred list check. During the recruitment 
process, any offences, or other matters relevant to the position will be considered on a case-by-case basis.  
 
Any offer of employment will be subject to receipt of a satisfactory DBS Enhanced Disclosure.  
 

PRE-OCCUPATIONAL HEALTH 

Pre-occupational health checks are an essential part of the selection and recruitment process to assess if any 
reasonable adjustments are required.  
 

Mrs S. Mitchinson 
Staindrop Academy 
Cleatlam Lane 
Staindrop 
Darlington 
DL2 3JU 
 
or by e-mail to the School Reception, reception@staindropschool.com 
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EQUAL OPPORTUNITIES 

We are an equal opportunity employer. We want to develop a more diverse workforce and we positively 
welcome applicants from all sections of the community. Applicants with disabilities will be granted an 
interview if the essential job criteria are met. 
 
As a disability confident employer, we are committed to employing disabled people and people with health 
conditions making reasonable adjustments to support disabled applicants when required. 
 


