
1 
 

 

Carshalton High School for Girls  

 
 

Bank Exam Invigilator 

 



2 
 

Contents 
 
 
Letter from the Headteacher 3 
 
Information about Girl’s Learning Trust 4 - 5 
 
Job Description 6 
 
Person Specification        7 
 
Information Sheet 8 - 9 
 
Notes to applicants         10 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3 
 

 
                                                                                                    

West Street, Carshalton, Surrey, SM5 2QX 

November 2021 

Dear Candidate  

Thank you for your interest in the position of Bank Exam Invigilator at Carshalton High School for 
Girls.  

We are an all-girls’ secondary school located in Carshalton in the London Borough of Sutton. 
The school is also part of the Girls’ Learning Trust (GLT) which provides excellent opportunities 
for staff collaboration and career development. 

At CHSG our vision is to be  

A centre that is fearless in its commitment to excellence   

A safe, inclusive learning community where staff and students thrive 

Securing high achievement and the wellbeing of students is at the heart of everything we do. 
Excellent teaching, a strong pastoral system, excellent support and guidance where staff go the 
extra distance for students and an extensive range of additional learning opportunities ensure 
that the needs of every student are met and each girl maximises her success.  

Developing our staff and their wellbeing is also a high priority so we provide a well-resourced 
environment where staff are supportive of each other and work collaboratively.  

I am seeking to appoint a Bank of Exam Invigilators to support the Exams department in the next 
phase of the school’s development. I need someone who is motivated; a self-starter who has 
bundles of enthusiasm, a good sense of humour and a passion for working with young people in 
an all-girls environment.    

I hope after reading this pack you are interested in joining our dynamic school and CHSG team.  

We very much look forward to receiving your application. 

Yours faithfully,  

Maurice Devenney    
Headteacher 
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Girls’ Learning Trust (GLT)  
 

Message from Jen Smith, CEO 
 

I am delighted that you are interested in a position in one of the Girls’ Learning Trust schools. 
 

The Trust was formed in September 2015 and initially consisted of two schools: Nonsuch High 
School for Girls and Wallington High School for Girls. In April 2018, Carshalton High School 
for Girls joined and further strengthened our Trust. All three schools are located within the 
London Borough of Sutton and are within easy reach of each other.  

 

The aims of the Girls’ Learning Trust are to deliver a first class education for girls ensuring that 
they realise their full potential and leave the Trust well prepared for their future. With around 
4000 students and a highly effective operating model, GLT gives member schools the financial 
strength to drive school improvement and provides increased opportunities for students and 
staff across the trust. We aim to be a 5 school Trust by the end of 2020, retaining the all-girls 
identity and operating within the London and South East region.  

 

The aims of GLT are achieved through: 

• Delivering excellent standards of teaching and learning consistently across the 

Trust based on the setting of high expectations for all and an evaluative approach 

to improving performance that secures strong outcomes for all our students. 

• Developing strong collaboration across the Trust ensuring each school is a giver 

and receiver of support where needed. 

• Ensuring effective professional development and career progression opportunities 

across the Trust in order to recruit and retain excellent staff. 

• Delivering effective pastoral provision to all our students ensuring they are 

supported, developed and well cared for during their time in the Trust. 

• Developing a strong understanding of how best girls learn, develop and thrive 

and using this to underpin our approach to education across the Trust. 

• Promoting and developing high aspirations for our young women allowing them to 

become the successful female leaders of the future. 

• Creating an exciting, challenging and creative curriculum across the Trust, both 

inside and outside of the classroom, to allow all students to realise their full 

potential. 

• Securing a financially viable Trust through strategic financial management and 

by working collaboratively to secure financial efficiencies. 

• Communicating effectively with and valuing all of our stakeholders realising the 

important role they play in the Trust. 

For more information on the Trust please follow the link below: 

 

Girls’ Learning Trust 

 

The Trust model brings many advantages to staff at all levels in the schools. Free from some 
of the strategic, financial and operational responsibilities of a standalone role, the primary 
focus of the school Headteacher role within the GLT structure is to provide highly effective 
leadership and support of the teaching and learning within their school alongside day to day 
management. The school Headteacher is accountable for securing strong student outcomes 

https://www.chsg.org.uk/page/?title=Girls%27+Learning+Trust&pid=59
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and the delivery of an excellent standard of education for all students in their school. Each 
Headteacher reports to, and is supported by me in my role as CEO. 
 

Staff are able to benefit from many different opportunities for development across the Trust. 
These include the opportunity to participate in the cross -trust Outstanding Teacher 
Programme (OTP) learning with and from colleagues in all the schools, an annual GLT 
conference that brings all staff in the Trust together and the chance to participate in trust 
training and development across a number of areas. In addition, when you are at the stage 
when you want to consider moving to the next level in your career, a larger Trust brings more 
opportunities that a stand alone school may do.  

 

Although the Trust plays an important role in each school, the GLT model ensures and values 
the fact that each school retains its own unique identity within the Trust which can be seen 
when visiting each school or looking at the website.  
 
Joining a GLT school at any stage in your career is a way to combine the benefits of 
working for a lager Trust with the ability to feel part of a successful and vibrant school. 
I hope that after reading this information pack you decide to submit an application.  
 
Jen Smith, CEO 
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Exam Invigilator – Job Description 

 
Line Manager:    Examination Officer 
Supervisory Responsibility:  None   
Hours:     Ad hoc - as required by the school  
Salary: £10.84 an hour exclusive of holiday pay 
 
You will need to be available for most of the sessions during the public exam time. 

MAIN OBJECTIVES OF THE POST 
 
To provide an efficient and effective invigilation support service to the School Examinations Office 
and ensure the integrity of its examinations. 
 
RESPONSIBILITIES 
 
Supervision of students.  Security of examination papers/scripts, equipment and stationery. 
To attend paid training/review meetings twice a year. 
 
SUPERVISION AND GUIDANCE 
 
Responsible to the Examinations Officers and expected to work with limited supervision within 
the agreed procedures and practices. 
 
RANGE OF DUTIES 

• To collect examination papers and associated documentation and equipment. 

• To prepare the examination room ensuring awarding body requirements are met. 

• To receive and seat students appropriately and issue with the correct examination papers. 

• Notify the start and finishing times of examinations. 

• Ensure regulations are strictly applied and adhered to and that all electronic equipment, 
including mobile telephones, are not in the Exam room in accordance with the Awarding 
Bodies procedures. 

• To complete registers and other invigilation documentation. 

• Actively invigilate throughout the exam to ensure that there is no malpractice and to alert 
the examination staff immediately to any irregularities and complete the invigilators report. 

• To ensure all scripts and examination stationery are collected and checked at the end of 
each examination. 

• To return scripts and associated documentation and equipment to the examinations 
office. 

• To supervise those students who have timetable clashes between their examinations. 

• To carry out any additional duties, as required by the Examinations Officers. 

• To co-operate with School management in all Health and Safety matters and to take 
reasonable care for the Health and Safety of yourself and other persons who may be 
affected by your acts or omissions at work. 

 
 



7 
 

Exam Invigilator – Person Specification 
 

 
Evidenced by Application details, presentation and/or interview 

 

CRITERIA ESSENTIAL DESIRABLE 

EDUCATION/ 
EXPERIENCE 
 

Good level of Education Invigilation 
experience at 
other 
schools/colleges. 

PERSONAL 
QUALITIES 
SKILLS AND 
ABILITIES 
 

Excellent Communication skills and be able to understand and 
interpret written instructions 
Numeracy skills 
Organisational skills – time management and able to work to strict 
deadlines 
Commitment, reliability and adaptability as well as punctuality 
Able to work methodically, paying particular attention to detail and 
accuracy  
Willingness to work as part of a team and have a flexible and 
effective approach to work  
Able to work without supervision and take instructions 
Understanding and appreciation of the need to maintain 
confidentiality and work within agreed guidelines and procedures 
Commitment to the principle of equal access for all students 
Able to exercise sound judgement at all times 
Physically fit – some lifting, use of stairs and long periods of 
standing 
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INFORMATION SHEET FOR POTENTIAL INVIGILATORS 
 

These notes set out some of the points to consider regarding this role and also outline the 
commitment that we would require.   
 
Invigilators help create the best environment for students to achieve their full potential during 
their exams.  Invigilators help to make sure the right students are in the right places and have 
the right exam papers in front of them.  They give out vital information such as the start and finish 
times for exams and ensure that students have the materials and information they need. 
 
Working as a team, invigilators contribute to ensuring a calm environment for exams, giving 
student’s confidence in their exam. 
 
Invigilators must be able to demonstrate that they have a good command of English, are able to 
deal with students in a firm but pleasant manner, will remain composed under pressure and be 
able to conduct tasks accurately whilst paying attention to detail.  You should be an adaptable 
and flexible team member who is discreet, calm and efficient with a sense of humour.  Invigilators 
must be able to commit to as many sessions as possible – morning and/or afternoon - throughout 
all examination periods, mocks and public exams.  
 
When do most of the exams take place? 
 
The main periods for examinations are:- 
 
November    Year 11 Mock exams 
December     Year 12 & Y13 Mock exams 
February Year 11 Mock exams 
March     Year 12 & Y13 Mock Exams 
Mid-May until the end of June External GCSE &GCE level exams  
June                Year 7, 8, 9, 10 & 12 School exams 
 
There will be ad hoc exams when you may be asked to invigilate at other times throughout the 
year. 
 
The working day 
You should be available for whole sessions only, AM or PM, during all examination periods.  
Duties would be allocated as required by the school (there are no guarantees as to how many 
sessions you will be allocated). 
 

• AM sessions normally begin at 8am 

• PM sessions are normally 12.45pm 

• The length of these sessions depends on the length of the examinations. 

• There may be some supervision of candidates over the lunch breaks because of timetable 
clashes. 

•  
If you say you are available and are booked to work you are expected to attend except in an 
emergency; reliability and adaptability are essential in this role.  It is too complicated to 
accommodate early finishes, late starts or last minute arrangements. 
 
Pay 
Invigilators will be paid for hours worked. For shorter exams, you may claim a minimum of 2 
hours per session. 
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Disclosure and Barring Service (DBS) 
It is a requirement that schools obtain DBS checks for all staff working in their establishment.  
DBS checks carried out for other schools or organisations are not acceptable.  These checks 
would have to be repeated if there was more than a three month gap between periods of 
employment.  Because of this requirement it is essential that invigilators have good availability 
and are able to attend short training sessions scheduled in February and early July to meet the 
three month rule. 
 
Dress code 
We expect all invigilators to report for duties in smart and tidy attire, therefore denim or 
sportswear will not be acceptable. 
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Notes to Applicants 
 
In line with our recruitment policy and for the protection of our students, the successful candidate 
will be subject to an enhanced DBS disclosure. This school is committed to safeguarding and 
promoting the welfare of children and young people and expects all staff to share this 
commitment. Applicants must be eligible to work in the UK.  
 
We welcome applications from all suitably qualified people and aim to employ a culturally diverse 
workforce which reflects the nature of our school community. 
 
Your written application: 
We hope that after reading the information pack you will want to apply for the post advertised. 

An application form can be downloaded from the School’s website: www.chsg.org.uk.  Please 

also complete and return the disclosure and equal opportunities monitoring forms which are 

attached to the application form. 

 

Applications should be emailed to swillard@carshaltongirls.org.uk 

 

If you are shortlisted, we will take up references prior to your interview. 

 
As part of our recruitment process, Girls’ Learning Trust collects and processes personal 
data relating to job applicants. The Trust is committed to being transparent about how it 
collects and uses that data and to meeting its data protection obligations. 
For further information about this and to read our Data Protection and Freedom of 
Information Policy please visit our schools websites: www.chsg.org.uk 
 
 
 
 

http://www.chsg.org.uk/
mailto:swillard@carshaltongirls.org.uk
http://www.chsg.org.uk/

