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Transforming lives by putting education first. 

 

 

Transforming Lives of Our Learners: 

We seek to ensure that all our learners receive a high-quality education from expert staff and aspire to 

achieve the best they possibly can, no matter their background or ability. Our learners have a safe, 

supportive learning environments in which they develop, grow, and challenge themselves. We are 

determined that our learners will receive the very best enrichment and opportunities to help them reach 

their full potential and ensure they are prepared for the future, wherever it might take them. 

Transforming Lives of Our Colleagues:  

Our colleagues are supported with the very best professional development through our innovative ATT 

institute, allowing them to stay focused on learning and developing as practitioners whilst they progress 

in their careers. We share the very best practice across our community of academies to help build 

systems and processes that really work. 

Transforming Lives of the Communities We Serve: 

We are committed to actively engaging with and addressing inequality in our local areas. We understand 

that every one of our academies and their diverse communities are different, so we aim to build a 

supportive, collaborative, and nurturing relationship with each whilst sharing our key values across our 

Trust. 

 

Commitment to Education 

Our core purpose is to positively impact the lives of all our learners. Education will always be at the heart 

of everything we do. 

Transparency and Integrity 

We are proud of our success whilst being open and honest about our areas for improvement. Our actions 

are always ethical and in the best interests of all our stakeholders. 

Innovation and Improvement 

We are committed to innovative education- always moving forward and never standing still. Our learners 

are ambitious and prepared for a future that is constantly changing and developing. 

Dedication to Inclusivity 

Our learners are all different and all important to us. We aspire to support, challenge, and help each one 

of them reach their full potential, regardless of their background or level of ability. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Career 
 

Cat Rushton   |   Director of ATT Institute 

ATT has offered me the exciting opportunity to experience a wider scope of influence over academies, to 
collaborate with other leaders, and to work with a range of colleagues and stakeholders in various contexts. 
 

Martin Sexton   | Lead for Computer 

Science and STEM Coordinator 

Working for ATT has given me many opportunities to 

progress my career. A move from Westbourne 

Academy to Mildenhall College Academy 5 years ago 

gave me my first step up from teacher to leading 

Computer Science. I received an ATT award for STEM 

which led to me becoming the STEM coordinator. To 

help develop my career further I now lead Team 

Network Group meetings with other Computing 

teachers from across the trust. ATT has also allowed 

me to develop my skills knowledge through attending 

a range of CPD with Computing at School, Barefoot, 

and Digital Schoolhouse all of which are helping to 

develop my practice. 

 

Nicola Powling   |  Faculty Leader, 

Humanities 

Since joining Mildenhall College Academy three years 

ago, I have been well-supported in my development as 

a middle leader and with the guidance and advice of 

senior leaders in the academy I have been able to 

demonstrate significant impact on the quality of 

teaching and learning in the Humanities subjects. Last 

academic year I chaired the Eastern TNG for History, 

which has given me the opportunity to work with 

colleagues across the Trust and share best practice. 

Most recently, I have been seconded to the senior 

leadership team with a responsibility for teaching and 

learning; this is an opportunity to continue my career 

development and to gain insight and experience in 

senior leadership.       

 

02.  

Donovan Stansbury   |  Teaching Assistant 

ATT has helped my career from the very beginning of my adult life. I started my career at Mildenhall College Academy on a 

Teaching Assistant Apprenticeship, provided by ATT FE. Now with my knowledge and understanding of my role I can succeed 

further with the support of ATT. I have completed my apprenticeship and now have a full-time role as Teaching Assistant at 

the academy. My next step is to start an OU degree, again something I will do with the full support of ATT.  

 



 

 

 

 

 

 

 

 

The Hathaway Academy is part of the Academy Transformation Trust family of academies. 
  
Rated as ‘Good’ by Ofsted in June 2015, at Hathaway we aim to change the aspirational horizon of our 
students and their community.  Everything that both our students and staff do will be done to ensure 
that through engagement, self-worth and purpose, students will be the very best they can be. 
 
The balance of academic excellence and opportunities underpins our high aspirations and provides 
students with the skills and confidence they need in their future journey. 
 
We offer a personalised, engaging and relevant 21st century curriculum, which will develop students 
into thinking, articulate, responsible and successful citizens. 
 
This is supported with a wide and varied extracurricular programme that not only supports academic 
progress but also embeds the specialism of digital media and performing arts. 
 
Our Faculty system runs throughout the academy which each Faculty attached to a charity and a 
number of fundraising initiatives taking place throughout the year, 
 
We are extremely proud of our new £1.5m food technology, hospitality and catering facility which has 
recently opened. 
 
We also have a number of partnerships with organisations in our community including the Duke of 
Edinburgh, Royal Opera House and West Ham United. 
 
To find out more, please visit www.hathawayacademy.attrust.org.uk  
 
 

 

 

 

 

 

 

 

 

 

 

http://www.hathawayacademy.attrust.org.uk/


 

 

 

 

 

 

 

Our ATT Institute is a dedicated team of colleagues that works hard 

to create a broad and impressive people development offer, 

facilitating quality training and networking across all our 

directorates. This helps our colleagues to stay focused on learning 

and developing as practitioners as they progress in their careers with 

our Trust. 

 

Our Vision 

We’re committed to the very best people development, empower 

our stakeholders through equal learning opportunities and putting 

their needs first. We believe we are better together and value 

collaboration within and beyond our organisation.  

Our Institute is a learning eco-system; leadership does not just come 

from the top but is stakeholder-led. Colleagues across all our 

directorates- not just teaching staff- help our Trust to transform lives 

through innovative education. Because of this, we all have a 

responsibility to engage with people development, ensuring that the 

education we provide is of the best quality it can be. ATT colleagues 

use their local leadership to develop and lead others beyond their 

immediate institution- even beyond our own Institute. 

 

Research Design and Translation 

Built into our institute’s approach is the concept of inquiry-based 

learning. As part of our commitment to research-informed practice, 

our action research team contribute to the advancement of research 

in areas linked to our strategic improvement priorities. The team 

translates their findings to our development groups, helping to share 

best practice across our family of academies.  

 

 

 

 

 

 

 

Professional Development at ATT: 
   
         

• National Professional Qualifications 

• SSAT Lead Practitioner Accreditation 

• DNA: Teaching, our flagship course 

• Early Career Teacher Programme 

 

 

Principals’ Development Group  |  PDG 

Allows Principals to develop and share 

strategies and priorities while addressing 

their PD needs 

 

Strategic Development Groups  |  SDGs 

PD for senior leaders, linking to areas 

identified in the Ofsted Education 

Inspection Framework 

 

Team Network Groups  |  TNGs 

Subject development groups for 

department heads and colleagues in 

central directorates 

 

• ATTI Fellowships 

• Specialised webinars 

• Inquiry Questions, our new PD model 

 

academytransformationtrust.co.uk/institute 



 

 

 

Reporting To: Examinations Officer 
 

Contract Type: Non-teaching position  on a zero hours contract working on an as and when basis 
to cover exam sessions at the academy. 
 

Disclosure Level: 
 

Enhanced  

Main Responsibilities 

 • To conduct examinations in accordance with the Joint Council for 
Qualifications (JCQ), awarding body and The Hathaway Academy regulations 
and instructions. 

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

 
Before exam: 

• Report to and be briefed by the Exams Office 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 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 

• 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 

• Dismiss candidates from the exam room 

• Check candidates’ names on scripts, match the details on the attendance 
register 

• 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: 

o Centre supervision of exam timetable clash candidates between 
exam sessions 

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

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

 

 

 

 

 



 

 

Person Specification 

The person specification provides an outline of the experience, skills and abilities we expect the successful 
candidate to possess.  You should match your own skills, experience and abilities to those listed below and 
provide examples of how you have demonstrated the criteria.   
 
Essential skills, knowledge, experience and personal qualities: 

• Invigilators should enjoy working as part of a team alongside teachers 

• Invigilators should be confident in leading a team of Assistant Invigilators and/or working alone 

• Invigilators should be confident in reading and writing as directed by candidates 

• Be interested in working in a school environment and in supporting our candidates at this stressful 
time in their school career 

• Willing to work within organisational procedures, processes and to meet required standards for the 
role 

• The position is ideally suited to responsible, punctual, calm, organised and approachable individuals 

• The academy requires invigilators to wear ‘business’ dress (e.g. collar and tie for males) to promote a 
formal atmosphere within the exam room 

 
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 re required to confirm there 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 

 
An idea candidate will: 

• Be reliable, flexible and readily available during main exam 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 exam 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.) 
 

 



 

 

http://www.academytransformationtrust.co.uk/vacancies
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@academytransformationtrust 

@AcademyTrust 

academytransformationtrust.co.uk  

office@attrust.org.uk 

0121 354 4000 

Unit 4, Second Floor, 

Emmanuel Court, Reddicroft, 

Sutton Coldfield, B73 6AZ 

 

 


