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November 2026

Dear Candidate

Thank you for your interest in our Examinations Invigilator vacancy. I hope that the provided information is helpful in encouraging you to apply for what is a vital role in our school. 

We are looking to appoint an enthusiastic and courteous Examinations Invigilator to join our examinations team at De Aston School, for:

· Zero hours contract.
· Salary Point 6 - £13.28 per hour + £1.60 per hour for holiday pay.

The successful candidate will have: 

· Have good communication and interpersonal skills. 
· Be calm and reliable.

We offer: 

· A warm, welcoming atmosphere.
· A genuinely committed, supportive and successful team.
· Relevant training.
· An outstanding reputation centred around the promotion of evidence-informed pedagogy.
· Good work/life balance.

As Headteacher, I am passionate about evidence-informed teaching and learning, and about creating an environment where both staff and students can thrive. By joining De Aston School, you will become part of a community that is committed to investing in its people, supporting professional growth and helping colleagues develop the knowledge, skills and confidence to excel in their roles.

De Aston is a friendly and vibrant 11-18 comprehensive school with excellent facilities and a genuinely diverse intake. Situated in the heart of a rural community, the school plays a central role in local life and enjoys strong relationships with families, businesses and community organisations. As a growth mindset school, we encourage ambition, resilience and continuous improvement, values that are reflected in our motto: Believe. Strive. Achieve.


The Examinations Team plays a crucial role in ensuring that both internal and external examinations are conducted efficiently, securely and in full compliance with awarding body regulations. As an Invigilator, you will be an integral member of this team, helping to create a calm, fair and supportive environment in which students can perform at their very best. Working under the guidance of the Examinations Officer, you will supervise candidates, uphold the integrity of examinations and respond appropriately to any situations that arise. The role requires reliability, professionalism and attention to detail, while offering the opportunity to make a meaningful contribution to students’ success and wellbeing.

De Aston School has an unwavering commitment to comprehensive education. Our ethos is centred on ensuring that every student feels supported, is appropriately challenged, enjoys learning and achieves their full potential, regardless of their background or starting point.

We are proud of our achievements, including Careers Mark Gold, Shine Winner and ESU Affiliate status. These recognitions reflect the dedication and expertise of our staff, the enthusiasm and achievements of our students, and the important role the school plays within the local community. Despite the relatively small size of the town, the school makes a significant contribution through a wide range of social, cultural and sporting activities.

The successful candidate will join a committed and supportive staff team and can expect excellent professional support, ongoing training and opportunities for development within the school.

Lincolnshire offers an exceptional quality of life, combining excellent value for money with beautiful surroundings. Market Rasen sits on the edge of the stunning Lincolnshire Wolds, an Area of Outstanding Natural Beauty that is increasingly recognised as both a desirable place to live and a popular visitor destination. At the same time, residents enjoy easy access to the historic city of Lincoln, which is just a 30-minute drive away, offering a wealth of cultural, educational and leisure opportunities.
 
Please contact Mrs Alice McNeill, PA to the Headteacher, via vacancies@de-aston.lincs.sch.uk or 01673 840 828, should you require any further information, or you would like to arrange a visit.  
 
If you feel you can inspire, challenge and achieve at De Aston then we would be delighted to hear from you. 

The closing date is 9am Tuesday 24th November 2026. With shortlisting taking place on Tuesday 24th November 2026 and the interviews being held on Tuesday 1st December 2026, however we reserve the right to interview and make an appointment prior to the closing date.

To apply please complete our application form and send it to Mrs Alice McNeill at vacancies@de-aston.lincs.sch.uk. Please ensure you also include your completed self-declaration form and equal opportunities monitoring form. Please note we do not accept CV’s. 

Please ensure that within your application you provide the names, addresses, and contact details for two referees, one of whom should be your current or most recent employer. 
 
The School is an equal opportunities employer. We celebrate diversity and are committed to creating an inclusive and diverse environment for all employees and students. 
 
Under Part 7 of the Immigration Act 2016, the Public Sector fluency duty requires state funded schools to ensure candidates for their customer facing roles have the necessary standard of spoken English. 
 
Thank you for your interest and we look forward to hearing from you. 
 
Yours sincerely 

Simon Porter 
Headteacher 


Enc: Job Description, Person Specification

 
De Aston School is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All posts will be subject to an enhanced DBS disclosure, medical and reference checks.  All pre-employment checks are in line with Keeping Children Safe in Education. 


Job Description

Reports to: Examinations Officer
Salary Point: 6

Main Purpose of the Role:

To be present during examinations, ensuring that the necessary resources are available.  To work in accordance with school policy and procedures and as directed by the Examinations Officer ensuring that examination requirements are complied with.

Core Responsibilities and Tasks:

· Ensure the examination room meets the necessary requirements, for example is the clock visible to all students, and are there adequate supplies of stationery.
· Supervise students ensuring they enter the examination room in an appropriate manner and that students are supervised during the examinations in a quiet and unobtrusive manner.
· Ensure correct identification of all students dealing with any who are not shown on the register.
· Make students aware that they are under examination conditions and remove mobiles phones etc.  Ensure that examination conditions are maintained until examination is finished and students are dismissed from the room.
· Read any notices as required by the examination process.  Open and distribute papers and other authorised materials to students, ensuring they have the correct paperwork.
· Maintain efficient time keeping.  Notify students of start of examination.  Notify student of finish of examination.  Ensure that times are adhered to and that start and finish times are accurately recorded.
· Respond to candidate queries in accordance with examination regulations.  Take appropriate action as directed by the Examinations Officer or other designated person when for example a candidate raises a concern or problem regarding the paper that requires the professional judgement of a teacher.
· Supervise late candidates, ensure they are briefed and seated and commence examination with minimum fuss.  Supervise students who may need to leave the room during examination in accordance with the examination regulations.
· Collect all papers against register, ensuring that nothing has been left on desks that there are no missing papers, and that papers are never left unattended.

General:

· The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.
· The postholder is required to carry out the duties in accordance with the school’s policies.
· All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.
· The postholder is required to carry out the duties in accordance with the school’s Health and Safety policies and procedures.
· The postholder is expected to pursue and promote the achievement and integration of diversity and equality of opportunity throughout their activities.
· The postholder is required to participate in the school’s performance management process and engage in continuous professional development and networking to ensure that professional skills and knowledge are up to date.
· The postholder is expected to main high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents, and colleagues. 

Qualifications and Experience:

· No formal qualification required
· Experience of supervising a group or groups of students

De Aston School is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All posts will be subject to an enhanced DBS disclosure, medical and reference checks. All pre-employment checks are in line with Keeping Children Safe in Education.


Person Specification

This person specification provides an indication of the skills, experiences, abilities and values that we are seeking for in an Examinations Invigilator. We are interested in candidates with the potential to make a substantial contribution to De Aston and we are committed to developing, through CPD, the successful candidate.

	Attributes
	Criteria
	How Identified
	Rank

	Education and Training.
	No formal education or provider training required
	
	

	Skills and level of experience.
	1. Good communication and interpersonal skills 
2. Experience in a similar environment/role.
	A & I
A & I
	Essential
Desirable

	Abilities, behaviours, attitudes and values.

	3. Ability to work in a way that promotes the safety and wellbeing of children and young people.
4. Great degree of resilience.
5. Seek to help children rather than help themselves through children.
6. Self-aware and sees how their behaviour impacts on children and adults.
7. Open to showing ideas and not work in isolation.
8. Courage to take action to protect children from harm.
9. Able to establish and maintain good professional relationships with learners, parents and colleagues.
10. Calm and Reliable.
11. Enthusiastic and hardworking.
12. Ability to work in a team.
	A & I

A & I
A & I

A & I

A & I
A & I
A & I

A & I
A & I
A & I
	Essential

Essential
Essential

Essential

Essential
Essential
Essential

Essential
Essential
Essential

	Any Additional Factors.
	13. Ability, flexibility and willingness to take on other responsibilities or duties as deemed necessary
	A & I
	Essential



Key:   A = Application   I = Interview

De Aston School is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All posts will be subject to an enhanced DBS disclosure, medical and reference checks. All pre-employment checks are in line with Keeping Children Safe in Education.
	Headteacher   Mr S Porter	Deputy Headteachers   Mr A Hartley    Miss A Martin
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