
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Role title:  Exam Invigilator 

Contract type:  Casual/Zero hours 

Salary:   £11.65 per hour 

Hours:    Determined by external and internal exam timetables 

Work pattern:  Monday – Friday 

 

 
Please send completed application forms to: recruitment@todhigh.co.uk  
 
 
Disclosure and Barring Service Checks: Appointment to this post is exempt from 
Rehabilitation of Offenders’ Act and subject to the following DBS check – an enhanced 
with Children Barred List Check. 

 
 

 

mailto:recruitment@todhigh.co.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

The Role 
Safeguarding 

Child and Adult protection are key priorities for the school.  We aim to support children and adults who are at risk to 

be as safe as they can be and to fulfil their potential.  The Headteacher is the lead across the school for wellbeing, 

safety and the protection of children and adults at risk.  The Headteacher has a responsibility to participate in 

training to the appropriate level of safeguarding, along with a duty to fulfil their personal responsibilities of 

safeguarding for all. 

 
 Prime Objectives of the role 

 

To oversee and supervise examinations within the school, and to ensure that guidelines and regulations for the 

integrity of the examination papers and procedures are followed during exam sessions.  

 

Responsibilities 

 

• Assisting with the setting up of examinations rooms in accordance with JCQ Regulations.  

• Assisting students by directing to their seats.  

• Distributing questions/answer papers and collecting completed scripts at the end of the examinations.  

• Surveillance of students in accordance with examination board instructions, particularly in terms of ensuring 

no malpractice takes place.  

• Ensuring students know of the possessions permitted and not permitted in the examination room.  

• Ensuring students don’t leave the room until the exam has finished unless accompanied by an invigilator.  

• Issuing additional stationary when required.  

• Recording an accurate attendance register.  

• The role may also include scribing and/or reading for students who have qualified for access arrangements 

because of the special educational needs and disabilities.  

 

The ideal person will need to be flexible, calm, punctual, reliable, and well organised and be able to deal with 

students in a calm and professional manner. You must be able to stand quietly for long periods of time and work 

upon own initiative as well as part of a team.  

 

Full training will be provided and working hours will be negotiated for each exam period.  

 

Equality of Opportunity 

Todmorden High School is committed to equal opportunities in employment and welcomes applications irrespective 

of gender, race, disability, colour, ethnic origin, nationality, sexual orientation, gender identity, marital status, 

religion, trade union activity, age, and/or medical condition. Your personal details will be treated in accordance with 

our Applicant Privacy Notice, available on our website in the Policies section. 

 

 

 



 

 

 

 

Data Protection 

The post will have responsibility for overseeing compliance with the General Data Protection Regulation (GDPR), in 

conjunction with the School’s Data Protection Officer. 

Privacy Notice 

The school adheres to all Privacy laws and regulations THS-Recruitment-Privacy-Notice.pdf (todhigh.co.uk). 

 

Reviewed every two years, or earlier if change dictates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www.todhigh.co.uk/assets/THS-Recruitment-Privacy-Notice.pdf


 

 

 

Person specification 

 

 

CRITERIA QUALITIES 

Experience • Working with students/young people in a school or community setting. 

• Working in a busy, pressured work environment. 

• Handling confidential information. 

Skills and 
knowledge 

• Work to the school’s vision and to uphold the school’s ARCH values. 

• Participate in staff training and development. 

• Safeguard and promote the welfare of young people and vulnerable adults. 

• Work in accordance with the school’s policies and procedures. 

 

Personal 
qualities 

• Strong interpersonal skills and an ability to communicate at all levels. 

• Excellent organisational skills. 

• A strong professional outlook incorporating drive, presence, and discretion. 

• Ability to adapt to change and respond positively to new challenges. 

• Conscientious with a flexible approach to work. 

• Resilience, stamina, and an ability to stay calm under pressure. 

• High standards of personal presentation. 

 

 

 

 

 

 

 

 

 

 


