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Casual Examination Invigilator 

Archbishop Holgate’s School 

Closing date: Friday 28 June 2019 

Interview date: Week commencing Monday 8 July 2019 

Providing an excellent education from age 2 to 19 

School 

Archbishop Holgate’s School 

Job Title 

Casual Examination Invigilators 

Reports to 

Examinations Officer 

Salary 

£10 per hour 

Additional Information 

This is a casual position and, if successful in being  

appointed as an Examinations Invigilator, does not 

form a contract of employment with the School. The 

School has no obligation to offer hours and our  

invigilators have no obligation to accept work.  

We are looking to appoint Examination Invigilators to 

work on a casual basis during both internal and external 

examinations taking place throughout the school year. 

 

Invigilators have a key role in upholding the integrity of 

the external examination/assessment process in 

accordance with JCQ regulations in order to ensure all 

candidates have an equal opportunity to demonstrate 

their abilities. 

 

The successful candidate will benefit from joining a 

team of supportive and highly committed colleagues 

who are dedicated to ensuring that all our students 

have the best possible opportunities for the future. 

 

Pathfinder Multi Academy Trust is an equal 

opportunities employer, committed to safeguarding 

and promoting the welfare of children. Enhanced DBS 

check required.  

 

Completed application forms should be posted or 

emailed to:  

 

Mrs Jacqui Sissons, Head’s PA  

Archbishop Holgate’s School,  

Hull Road, York YO10 5ZA              

jsissons@archbishopholgates.org 

mailto:jsissons@archbishopholgates.org
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Archbishop Holgate’s School 

The last five years have seen the school enjoy its best 

ever results at GCSE and Post 16.   

 

At KS5 the sixth form has consistently performed in the 

top 10% of Post 16 providers. Previously the sixth form 

has topped the national league tables for the delivery  

of vocational qualifications and for the last two years 

the A Level performance placed the sixth form in the 

top 1% of Post-16 providers nationally.   
 

At KS4 the school consistently performs significantly 

above the national average, with the 2018 outcomes 

outstanding in all areas with a Progress 8 figure that 

places the school in the top 10% of all schools  

nationally. 

 

 

 

  

 

 

 

 

 

 

In April 2014 the Headteacher was invited to Downing 

Street to celebrate outstanding performance in State 

Education. 

 

 “ Evidence presented during this visit 

  demonstrates that Archbishop  

  Holgate's remains an outstanding  

  school, both in terms of its pastoral  

  provision and academic progression  

  pathways. The school is well led and  

  as a result there is an atmosphere  

  of continuous improvement that is  

  shared across the senior team and 

  means that priorities for improvement  

  are accurately identified and actions  

  taken are impactful and result in  

  timely improvement.”  

  

  (YCP – June 2017) 

Archbishop Holgate’s is a flourishing school signified 

by outstanding examination results, high quality  

teaching and learning, an inspiring curriculum  

complemented by sporting and musical achievements 

and a wide, varied programme of extra-curricular  

opportunities. We are a school committed to ensuring 

that our students develop in all ways and at the heart 

of all we do is a commitment to ‘Values, Care and 

Achievement’: 

 

Christian values that underpin all we do. 
 

Outstanding pastoral care that sees each 

student as an individual. 
 

Maximum achievement for all students, 

at all levels. 

We have excellent students and a talented staff,  

colleagues who are committed to ensuring that the 

young people in our care achieve and succeed.  

Collectively, as a school community, we seek to nurture 

aspiration and promote excellence. We enrich our  

students in many different ways and when they leave 

Archbishop’s they do so as well rounded young people 

with the skills, qualities and relevant qualifications to 

help them shape their own futures and also to benefit 

the communities they serve. 

 

As recently as October 2017 the school was delighted to 

once again be awarded outstanding judgements in all 

areas of the SIAMS Inspection. 

Overall progress residual +0.61 

Maths progress residual +0.31 

English progress residual +0.63 

Ebacc progress residual +0.53 

Technical progress residual +0.89 
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Collaborate 

As a family of schools, we work collaboratively  

to celebrate and nurture both the similarities  

and distinctiveness of each school’s individual  

ethos and values. 

Celebrate 

We celebrate the uniqueness of all pupils, and  

through outstanding pastoral care, academic  

challenge and inspirational teaching we support  

each child to flourish and succeed. 

Develop 

We develop outstanding leadership at all  

levels that delivers maximum achievement  

whilst supporting and developing the vision  

and values that underpin all we do. 

Thrive 

We generate positive and challenging  

learning environments which allow staff  

to grow and thrive through excellent  

professional development. 

Nurture 

We nurture an ethos in which children learn  

by example and grow spiritually, morally and  

socially to understand the uniqueness and  

diversity of communities, faiths and cultures -  

locally, nationally and internationally. 

Community 
Partnering with the Church of England,  

other schools, educational institutions and  

the Pathfinder Teaching School to ensure  

we provide an outstanding education from  

pre-school to post 16. 

Pathfinder Multi Academy Trust 

We are an inclusive partnership of church and community schools underpinned by 

a shared vision, common values and a commitment to providing an outstanding 

and holistic education to all the young people we serve. 

Your present 

circumstances  

don’t determine 

where you can  

go; they merely 

determine where 

you start.” 

“ 
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Main purpose of the job 

The examinations invigilator is the person in the examination room responsible for conducting a particular examination 

session in the presence of the candidates. Invigilators have a key role in upholding the integrity of the external  

examination/assessment process in accordance with JCQ regulations in order to ensure all candidates have an equal 

opportunity to demonstrate their abilities. Full training will be provided on appointment. 

Main responsibilities, tasks and duties 

Examination Invigilation is likely to include the following core elements to be carried out in strict accordance with JCQ 

regulations: 

 To check that the arrangements of the examination room remain in compliance with the regulations and to  

ensure a calm environment which will give students the best possible opportunity to be successful in their exams. 

 To issue the regulatory notices to candidates at the start of the examination. 

 To maintain the security of examination papers, materials and candidate scripts whilst in the Examination  

Invigilator’s possession. 

 To start, conduct and finish the examination in accordance with the regulations. 

 To complete the attendance register with due attention to the identification of candidates. 

 To supervise candidates with due vigilance during the working of the examination. 

 To respond to any questions from candidates about process and procedures. 

 To deal with any immediate problems or emergencies according to the examination centre or school’s  

policies or procedures and in accordance with the examination regulations. 

 To refer to the Examination Officer if it is suspected that malpractice is taking place. 

 To collect completed scripts in order and by candidate number after the examination has ended and return them 

to the designated place/person. 

 To report back as appropriate using the agreed referral procedures on any issues arising. 

 To assist with administration as requested. 

 To ensure students do not leave an examination (unless escorted for exceptional reasons: always check with the 

Examination Officer). 

 In the event of any discrepancy or irregularity in the process of an examination to give a verbal report to the  

Examination Officer. 

 To attend training, refresher or review sessions as required. 

 To undertake, where required and where able, other duties requested by the Exams Manager/Officer, for  

example: 

− Supervision of clash candidates between exam periods 

− Providing support for candidates with access arrangements e.g. as a reader, scribe 

− Exams-related administrative tasks. 

Management/supervision of others 

Supervision of a group of students during the examination. 

Creativity and innovation 

Work is straightforward and carried out under set procedures and guidelines. Matters of concern are referred  

directly to the Examinations Officer or Senior Leadership Team, leaving no opportunity for creativity. 

Decisions 

Discretion 

Work is carried out within clearly defined policies and procedures; advice on any queries should be sought from  

Examinations Officer or Senior Leadership Team. 

Consequences 

Impacts would be on students sitting examinations; issues are likely to be easily identified and remedied. 



Person Specification 
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Resources 

Responsible for collecting, maintaining and safe handover of examination papers and related items. Responsible for 

distribution of examination stationery and equipment, such as pens and calculators, to candidates, and its safe  

collection at the end of the examination. 

Work environment 

Work Demands 

Examinations are set within clearly defined deadlines and rules; the post-holder is unlikely to be dealing with conflicting 

priorities. 

Physical Demands 

Periods of 2-3 hours sitting, standing and walking around examination room. 

Carrying of stationery boxes, examination papers and related items which may be heavy. 

Working Conditions 

Work is carried out in a well lit/ventilated environment. 

Knowledge and skills 

Post-holder should be literate and numerate and educated to at least GCSE standard. 

General 

The duties and responsibilities in this job description are not exhaustive. The post-holder may be required to undertake 

other duties that may be required from time to time within the general scope of the post. The post-holder is required to 

carry out duties in accordance with school policies and procedures at all times.  

There will be various opportunities for you to demonstrate you have the necessary attributes for this role such as 

through completion of the application form, at interview, during any tasks and through your provided references.  

 Essential Desirable 

Qualifications  

5 GCSE at grade C or above including Mathematics and English (or equivalent level 2 

qualifications).  

 
 

Skills/Abilities/Competencies 

Ability to co-operate and collaborate with school staff.   

Ability to follow written procedures to carry out tasks.   

Awareness of data protection issues.   

Meticulous attention to detail.   

Personal Qualities/Attributes/Attitude 

High level of security/confidentiality awareness   

High level of customer care awareness   

Flexibility over working hours   


