
Examination Invigilator (Casual)

To start January 2027, with training in November 2026









The Kingsley School is seeking to appoint individuals to join our experienced and 
friendly team of examination invigilators. 

The post may be attractive to someone recently retired or on a career break. It is 
an opportunity to assist the school on a part time, casual basis.

It is the role of the invigilators is to ensure that examinations are conducted 
according to the regulations to:

• ensure all candidates have an equal opportunity to demonstrate their abilities; 

• ensure the security of the examination materials before, during and after the 
examination; 

• prevent possible candidate malpractice; 

• prevent possible administrative failures. 

Experience of invigilation or working in schools is not required as training will be 
provided, although applicants are required to declare if they have invigilated 
previously and whether they have any current maladministration/malpractice 
sanctions applied to them. 

Public examinations take place in November, April, May and June each year and 
applicants will be expected to make themselves available for all or most of the 
examination weeks. 

The length of sessions can vary although you will need stay for the duration of each 
session allocated. 

Morning invigilation sessions usually begin at 8.00am and afternoon sessions at 
12.30pm. Further invigilation opportunities are available during the academic year 
for some internal exams (e.g. trial exams in January). The examination invigilators 
report directly to the Examinations Lead. The key areas of responsibilities and 
duties for this position are set out on the next two pages. The list is not exhaustive, 
and invigilators may be expected to assume additional tasks within the spirit of the 
role as reasonably requested by the Examinations Lead.



The Foundation considers this document as a “snapshot” of the job and the tasks listed are not an exhaustive list. It aims to provide a clear guide at the time of writing to all that is

involved about the requirements of the job. It will also be used to communicate expectations about performance and will be used to monitor effective performance.

Key Duties and Responsibilities

To conduct examinations in accordance with the Joint Council for Qualifications (JCQ) and awarding body regulations and Warwick School’s specific requirements. Invigilators have a key

role in upholding the integrity of the external examination and assessment process.

Before examinations

• Report to and be briefed by the Examinations Lead prior to each exam session.

• Keep confidential exam question papers and materials secure before, during and after exams.

• Maintain question paper security by supporting the Examinations Lead with the ‘second pair of eyes check’.

• Ensure exam rooms are set up according to the requirements.

• Admit candidates into exam rooms under formal examination conditions.

• Identify, seat and instruct candidates according to the required arrangements.

• To ensure no unauthorised items are brought into the examination hall, such as electronic devices, revision notes, etc

• Notify the Examinations Lead if there are any absent candidates

• Distribute the correct question papers and exam materials to candidates.

• Deal with candidate questions according to and within the regulations.

• Follow the procedure to start exams.

During examinations

• Give full attention to conducting the examinations properly.

• To supervise and observe candidates at all times, and to be vigilant throughout ensuring that there is no communication between candidates.

• To be aware of any needs that candidates may have during an examination, including any Access Arrangements

• Provide appropriate support for candidates with access arrangements

• Keep disruption in examination rooms to an absolute minimum to ensure a calm environment that gives pupils the best opportunity to be successful in their exams.

• Deal with emergencies or irregularities effectively.

• Record/report any incidents, disruption or irregularities.

• Complete attendance registers as required.



(continued from previous page)

After examinations

• Instruct candidates in finishing their examinations and collect examination scripts and materials.

• Dismiss candidates from the examination room ensuring exam materials are not removed and that departure is in an orderly and silent manner.

• Check candidates’ names on scripts match the details on the attendance register and are placed in candidate number order.

• Assist the examinations supervisor in securely returning all examination scripts, question papers and materials to the Examinations Lead.

Other tasks

• Undertake training, including annual examination update and review sessions as required.

• Undertake supervision of examination timetable clash candidates between examination sessions (quarantine arrangements).

• Facilitate access arrangements for candidates due to special educational needs and disabilities, e.g.as a reader, scribe, etc. (training will be provided).

• Undertake other reasonable exam related tasks as requested by the examinations manager.

• Advise of your availability promptly when requested by the examinations manager for the purpose of completing the invigilation rotas.

Health and Safety:

• As an employee you are expected to:

• to take reasonable care of your own health and safety.

• to take reasonable care not to put other people – pupils, fellow employees and members of the public - at risk by what you do or don't do in the course of your work.

• to co-operate with your employer, making sure you get proper training, and you understand and follow the company's health and safety policies.

• not to interfere with or misuse anything that's been provided for your health, safety, or welfare.

• to report any injuries, strains, or illnesses you suffer as a result of doing your job.

• to tell your employer if something happens that might affect your ability to work (e.g., becoming pregnant or suffering an injury).

• if you drive or operate machinery, to tell your employer if you take medication that makes you drowsy.



Appointment Timetable

Deadline for submissions

Closing date: Friday 30 October 2026, 12pm

Interview date: Thursday 5 November 2026

The Employer is Warwick Schools Foundation.

Salary
£15.08 (£12.89 plus £2.19 holiday pay) 

Benefits for Staff

• Free lunch and refreshments during the working

day

• You will be opted into the Foundation pension

scheme.

• Employee Assistance Programme.

• A virtual GP and Physio service

• Access to a wide range of retail discounts

• Use of the Fitness Suite for staff

• A strong, supportive staff community

Pension
Applicants will be automatically enrolled into a 
competitive contributory pension scheme (employer 
contributions up to 14%).

Safeguarding and Protection of Children and 
Young Persons
In accordance with the Children’s Act 1989, on 
appointment post holders will be required to commit 
to their responsibilities with regards to safeguarding. 
In addition, offers of appointment will be subject to 
an enhanced criminal record check from the 
Disclosure and Barring Service (DBS). These checks 
will highlight cautions, reprimands, and final 
warnings as well as any convictions. The post holder 
must not have any spent or unspent convictions that 
would prevent working with children.

All staff are required to adhere to the School 
Policy on safeguarding and undertake training 
as required and ensure the safeguarding and 
well-being of children and young people at the 
school, in accordance with School policies.

Equality, Diversity, and Inclusion
Warwick Schools Foundation is committed to 
promoting equality of opportunity for all pupils and 
staff, both current and prospective, and in this 
position, you will actively support an environment 
and culture that values diversity and inclusion.

Appointment Method
Interview.

The Application Form
Candidates should complete the Application form and 
a Cover letter which addresses the competencies 
outlined in the job description and person 
specification.

If you would like to have an initial discussion about 
the post, please contact Gina McIlwraith – Executive 
Assistant and Operations Manager, on 01926 425127 
or on g.mcilwraith@warwickschools.co.uk

mailto:HR@warwickschools.co.uk
mailto:HR@warwickschools.co.uk




Essential Desirable Method of assessment

• Graduate in a relevant subject
• QTS

• Additional relevant qualifications at a high 
level

• Contents of the Application Form
• Copies of qualifications

• Detailed knowledge of ICT applications 
including advanced expertise in Microsoft 
Excel.

• Experience of event management
• Experience working with ICT database 

systems

• Contents of the Application Form
• Interview
• Professional references

• Ability to communicate effectively, in clear 
English, with colleagues, pupils and parents, 
including in written reports.

• Effective relationship building strategies
• Responsive teaching
• Ability to prioritise and make decisions.
• Excellent time management and 

organisational skills
• Outstanding use of ICT in the classroom and 

to develop resources.

• Contents of the Application Form
• Interview
• Professional references

• Genuine interest in the craft of teaching and 
knowledgeable about teaching and learning

• Subject knowledge of the highest order
• Understanding of cognitive science principles
• Awareness of metacognition and self-

regulated learning

• Understanding of how to use Assessment for 
Learning to develop pupils into independent 
learners.

• Up to date knowledge of ISI requirements for 
subject departments

• Contents of the Application Form
• Interview
• Lesson
• Professional references
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Essential Desirable Method of assessment

• Commitment to high standards and 
achievement and to raising these standards.

• Commitment to own professional 
development

• Support for school aims and policies.
• Ability to cope with pressure/workload.
• Tact and discretion, loyalty, flexibility
• Adaptability, confident and dependable
• Soundness of judgement
• Time management

• Demonstrate being articulate, presentable, 
co-operative, reliable, responsive with a “can 
do” attitude with good communication skills 
at all levels.

• Creates good rapport with staff, parents, and 
pupils.

• Ability to prioritise.
• Ability to organise self and work 

independently.
• Ability to listen.
• Ability to work in a team.

• Interview
• Lesson
• Professional references

• A commitment to the safeguarding and well-
being of children and young people at the 
school, in accordance with school’s policies

• A willingness to adhere to the school’s policy 
on safeguarding and to undertake training as 
required

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

• Understanding of the requirements of 
Equality and Diversity
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