
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

CASUAL EXAMINATION 

INVIGILATOR 



 

Proud to belong – Proud to achieve 

“Students’ behaviour in lessons and around the school is exemplary. They are kind and 

respectful towards each other, their teachers and visitors” 

“The atmosphere in school is one of calm purpose and enjoyment of learning”   

OFSTED, January 2018 

 

Woolmer Hill is a successful 11-16 mixed comprehensive academy based on a wonderful 25 acre site 

on the outskirts of Haslemere on the Surrey, West Sussex and Hampshire borders. The school attracts 

students from a wide area including Thursley, Grayshott, Beacon Hill, Chiddingfold, Grayswood, 

Hindhead, Liphook, Churt, and Farnham, as well as Haslemere itself. We are a growing, over-subscribed 

and friendly school with a strong and supportive community spirit and inclusive ethos. We have high 

expectations of all members of our school community.  

 

We have an inclusive approach to educating the whole person, based upon an ethos of mutual respect 

and active involvement in all aspects of school life. We believe that all members of our school 

community should be challenged to achieve their full potential. We place a great deal of emphasis on 

developing independent, life-long learners and work closely with our post-16 partners to ensure that 

our students have the qualities necessary to succeed in post-16 settings and beyond to university and 

the workplace. Our students are a wonderful group of young people to work with. 

 

It is important to us that the views and contributions of our students are valued and that they are 

involved in decisions that affect their school. We have an active House Council and student leadership 

group, who meet regularly to discuss whole-school matters or to lead their own projects.  

 

We have a House system with four houses, through which we encourage competition in a wider variety 

of academic, sporting and fun competitions each term. The Houses are led by staff House Leaders with 

student House Captains, which affords another great opportunity for student leadership. 

 

We make maximum use of the exceptional resources available to us on the site, including our 25 acre 

grounds and The Edge sports centre with its large multi-purpose sports’ hall and two flood lit all-

weather pitches. The Edge also has fitness suites, a dance studio, an indoor hockey pitch as well as 

basketball and badminton courts.  

 

 

School Information 



 

Since April 2017, we have been a member of the Weydon Multi Academy Trust (WMAT), which is 

providing further opportunities for students, and gives staff many opportunities for collaboration. Please 

see the WMAT staff prospectus for more details. WMAT consists of Woolmer Hill School, Weydon 

School, The Ridgeway, Farnham Heath End School, The Abbey, The Park School and Rodborough 

School, with each school contributing its own strengths to the partnership. 

 

We are also an active member of the Waverley Federation, which includes ourselves, Broadwater, 

Glebelands and Rodborough schools working in partnership with Godalming College. This partnership 

allows our students to access a range of vocationally related courses at KS4 that the Federation 

procures from a number of centres including Godalming College and Farnborough College. 

 

The Waverley Federation also supports students in Key Stages 3 and 4 through the STAR project. This 

is a project that is intended to support students who struggle with the demands of full-time school 

based programmes and offers a range of courses and experiences aimed at supporting them to integrate 

back into mainstream education later in their educational careers. 

 

We offer a wide range of subjects taught by specialist teachers with specialist resources. We organize 

our curriculum in order to maximise opportunities for our students and ensure a broad and balanced 

three-year KS3 curriculum. We are organised on a faculty basis with English, Mathematics, and Science 

at the core.  

 

The vast majority of our Year 11 students continue with full-time education at Sixth Form level, with 

many going to Godalming or Alton Colleges.  Other students pursue their studies at the colleges in 

Farnham and Guildford. 
 

The staff are the most important resource in any school, at Woolmer Hill we have an excellent staff 

team, and both teachers and associate staff make a valuable contribution to the life of the school. The 

quality of teaching is very good and we work hard to make the experience for the students in the 

classroom the best that it can be. Teachers are supported by curriculum support staff and technicians. 

The Admin team encompasses a broad range of administrative roles that enable us to function efficiently 

as an Academy without over-burdening teachers with administrative tasks. All staff are generous in 

their use of free time to support individual students, events and activities outside the classroom. 

 

We are a successful school and achieve high standards across the board. We constantly work hard to 

develop and improve both opportunities and outcomes for all of our students. We have high 

expectations of anyone who joins our team, but are in no doubt that the professional and personal 

rewards for those who work with our students are many.  
 

Surrey schools are well known for their standard of academic excellence.  Woolmer Hill is no 

exception. Visit our web site www.woolmerhill.surrey.sch.uk for more information or visit us to see 

the school in action. 

http://www.woolmerhill.surrey.sch.uk/


 

Exams Invigilator 

 
Salary: WA1-5 £17,457 (FTE) 

£10.42 per hour (including holiday pay allowance) 

Hours: Adhoc casual hours, Monday to Friday between 8am and 4pm, term time 

only 

 

Woolmer Hill School is a smaller than average secondary school in wonderful grounds, 

situated 3 minutes drive off the main A3 in Haslemere.  We have fantastic students and staff 
and Woolmer Hill School is a vibrant, supportive and rewarding place to work.  We are a 

good school (Ofsted January 2018) and our staff and students are “proud to belong…proud 

to achieve”. 

 

 We are looking for Examination Invigilators to support our students taking their examinations 

on a part-time sessional basis.  This includes internal examinations and also external GCSE 

examinations. These are normally scheduled to take place in November, December, February 

and March with the main run being from April until June.   

 

The right candidate will be able to understand and apply detailed written instructions, maintain 

high degrees of confidentiality and use their own initiative to respond to unexpected situations. 

Working with young people at a sometimes stressful time in their lives requires a degree of 

empathy and calm but also confidence and authority. 

 

We are looking for individuals who can commit to working full days, 8.30am until 

4pm, several weeks at a time but then having gaps when exams are not in session.  

Days and times do vary depending on need. You will normally receive around a 

months’ notice of when you are required to work, but may also be called in last 

minute if a colleague cannot make it. 

 

Previous experience as an examination invigilator would be an advantage, but not essential 

since we will provide full training on JCQ regulations and the school’s examination policy and 

procedures. 

 

Examination Invigilator Responsibilities: 

• Assisting with the setting up of the examination rooms 

• Upholding the rules of regulations of the examination room as per the awarding body 

guidance and ensuring full compliance by all parties 

• Dealing with queries raised by the students 

• Distribution and collecting of examination papers  
• Facilitating access arrangements for candidates, for example as a reader, scribe etc. (full 

training will be provided) 

Job Advert 



 

• Ensuring that the school’s policy and procedures are followed closely throughout the 

examination process 

 Ensuring all the students are calm, prepared and ready to provide their best work 

 

 

Examination Invigilator Essential Skills: 

• Strong communication skills, with the ability to liaise with staff and students daily 

 Able to empathise and deal with stressed teenagers who may behave out of character, in 

a calm and confident manner 

• Extremely patient and able to stay focused and vigilant through an examination period 

• Organised and thorough with a strong attention to detail 

  Excellent time management skills 

  Enjoy working as part of a team 

 

Woolmer Hill is committed to safeguarding and promoting the welfare of children 

and equality and diversity in all aspects of employment. The successful applicant will 

be required to apply for an Enhanced Disclosure from the Disclosure and Barring 

Service (DBS) 

 

If you would like to find out more about this varied part-time and flexible role then please 

contact Mrs Fiona Ravaux, Examinations Officer for more details 

fravaux@woolmerhill.surrey.sch.uk 

Application Procedure 

To download an application pack please visit 

http://www.woolmerhill.surrey.sch.uk/325/current-vacancies Application forms and 

Equality Monitoring Forms need to be submitted to hr@woolmerhill.surrey.sch.uk. 
Please note CV’s cannot be accepted. 

                         

 

 

 

 

 

 

 

 

 

 

 

mailto:fravaux@woolmerhill.surrey.sch.uk
http://www.woolmerhill.surrey.sch.uk/325/current-vacancies
mailto:hr@woolmerhill.surrey.sch.uk


 

 
POST:                       Examinations Invigilator     

 

GRADE:                              WA 1-5; Equivalent to an hourly rate of £10.42 per hour (inclusive of 

holiday pay at 12.07%), £17,457 FTE 

 

CONTRACT:   Casual basis dependent on exam requirements  

 

RESPONSIBLE TO:          Examinations Officer 

 

Role 

 

To be a part of the invigilation team, assisting with the conduct of the internal and external 

examinations for students, ensuring that all regulatory requirements for the conduct of examinations 

are strictly adhered to and met at all times. 

 

Main Duties 

 

 Check the room and surrounding area for the correct regulatory signage 

 Check the room is “exam ready” as per JCQ guidelines 

 To be responsible for the safe storage of candidate belongings whilst they are in the exam room 

 To assist with setting out appropriate access arrangements as required 

 To attend Exams Officer or Lead Invigilator briefings at the start of each exam 

 To uphold and maintain the confidentiality, integrity and security of the exams at all times 

 To be familiar with and to have sound knowledge of the JCQ regulations 

 To ensure that exam room supplies are maintained 

 To distribute and collect exam papers 

 Ensure that candidates are correctly equipped for the exam 

 To keep a log of spare equipment given out on loan  

 Answer candidate queries and distribute additional needs 

 Be vigilant at all times 

 Keep disruption to a minimum ensuring the candidates adhere to the rules of the exam at all times 

 Report/log any irregularities that take place before, during and after the exam 

 Assist the lead invigilator with sorting out the exam papers at the end of the exam 

 Ensure the room is left tidy and ready for next exam 

 Attend regular training and review sessions 

 To assist with exam clash supervision 

 To assist with access arrangements such as scribing or reading 

 

Job Description 



 

 

 

 

Quality Essential Desirable 

Qualifications   First Aid 

Experience 

 

 

 

  Experience of working with 

Children 

Knowledge and 

Understanding 

 To be able to understand the need for 

confidentiality and discretion 

 Experience of preparing 

students for external 

examinations 

 

Skills  Able to develop good personal relationships within 

a team 

 Establish and maintain good relationships with 

students 

 Communicate effectively  

 Able to follow instruction 

 A flexible attitude to working hours and duties 

 Knowledge of the JCQ 

regulations 

Personal 

qualities  

and 

characteristics 

 Able to relate well to students  

 Reliable, punctual and well-organised 

 Approachable 

 Enthusiastic 

 Ability to command respect of children  

 Ability to act decisively 

 

 Sense of humour 

 

Person Specification 


