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Thank you for your interest in this opportunity. | hope you find this information pack helpful,
and that it furthers your aspiration to work with us. Please do take some time to read our
values statement, contained within, which very much sets the scene for our work ethic.

We are a small academy trust with big ambitions. We're here to give children and young
people a lifelong love of learning and equip them with the skills they need to realise their
personal ambitions. Our schools are places where children flourish, in environments that
celebrate success, deliver academic excellence and foster curiosity, inclusivity and creativity.

If you join us, you can expect equal emphasis on your development as a professional. We will
support you in continually developing your skills and career, which could take you anywhere
within our expanding network of schools. To find out more about what else we have to offer,
please see the ‘Benefits Beyond the Classroom’ information at the end of this pack.

We create exciting futures — both for our learners and our staff, and we'd love to welcome
you on board.

| look forward to hearing from you.

Samantha Palmer
Director of People & Culture




JOB DESCRIPTION & SPECIFICATION

Title of Post - Exam Invigilator

Salary/Grade - Zero hours contract - £12.82 (inclusive of holiday pay)
Closing Date - Monday 23rd February 2026

Interviews - W/c 9" March 2026

Job Purpose
To ensure exams are conducted correctly according to the regulations to:

e Provide equal opportunities for all candidates.

e Maintain security of exam materials.

e Prevent possible candidate malpractice and administrative errors.

Invigilators are required for two weeks in November, one week in February, and the main summer exam
season from April to June. Exam session times are approximate, with morning sessions typically running
from 8:30am to 12.00pm and afternoon sessions from 12:30pm to 4:00pm. There is an expectation of
regular availability during these periods.

General requirements
No previous invigilation experience required (full training provided).
Invigilators must:
a.Declare any previous invigilation experience and any current maladministration/malpractice
sanctions.
b.Confirm availability in advance of exam periods.
Must understand, follow, and maintain all confidentiality and security requirements at all times.
An ideal candidate will:
be reliable, flexible, and available during key exam periods.
have strong communication and interpersonal skills; works well in a team.
be calm, confident, and reassuring in exam rooms.
be committed to safeguarding and promoting the welfare of children and young people.
be able to manage groups and give clear instructions.
have basic IT skills (email, mobile messaging).
be willing to gain a strong understanding of the JCQ regulations.

Further information
including an
Applicant’s Guide,
Privacy notices and
our Recruitment
and Selection Policy
can be found on our
career site.

Main duties

Before Exams

Report to exams officer for briefing.

Keep confidential exam papers/materials secure.

Ensure exam rooms are correctly set up according to the JCQ requirements.
Admit and identify candidates; seat them correctly.

Distribute question papers and materials.

Give instructions and start exams.

During Exams

Supervise and observe candidates throughout the whole time examinations are in progress, giving
complete attention to this duty

Stay vigilant and minimise disruption.

Handle emergencies or irregularities.

Record incidents and complete attendance registers.

Answer candidate questions within regulations.

After Exams

Instruct candidates to finish and collect scripts/materials.

Dismiss candidates from the examination room.

Check script details and return all papers securely to the exams officer.
Other Tasks

Attend annual training/updates (including online modules).

Support tasks as needed, e.g:

Supervising timetable-clash candidates.

Facilitating access arrangements for candidates, for example as a reader, scribe, etc. ( full training will
be provided)

Exams-related admin tasks, including question paper security checks.

This job description is current at December 2025 and is representative of the duties/responsibilities expected of the
post. These duties and responsibilities are neither static nor exhaustive and, at the discretion of the Headteachers,
are liable to variation to reflect any future changes required of this post.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
Successful candidates will be subject to an enhanced DBS check.
We are commmitted to equality and value diversity, and therefore particularly welcome applications from under-represented groups.

This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020, which means certain spent
convictions and cautions are ‘protected’, so they do not need to be disclosed to employers. If they are disclosed, they will not be taken into account.




| am very proud of the Academy and the progress we continue to make towards becoming an
outstanding provider of education.

We are a fully inclusive community that welcomes children with all abilities. Perryfields is a vibrant
and caring school that places the students at the centre of each decision we take.

In May 2021, we were delighted for Perryfields to become part of Broadleaf Partnership Trust. We
continue to enjoy working collaboratively within a small network of academies, to provide
opportunities for both our students and staff to thrive and excel, whilst maintaining our individual
flair as an academy.

Whilst at Perryfields, our students are empowered to be aspirational, resilient and independent
learners. Our broad and balanced curriculum helps to cultivate the individual, fostering a love of
learning and the desire to achieve. It is designed to enhance the development of our students
with both subject specific and transferable skills, preparing them for the future and wider-world.
This is reflected in our consistently good exam results.

Underpinning our culture of ambition is a strong and supportive pastoral system. The promotion
of positive mental health and wellbeing encourages our learners to unlock their potential, within a
kind and friendly environment.

We equip our students with the life skills they need to succeed both academically and socially, so
they can be well-rounded members of the wider community.

We pride ourselves on working as a united team with our students, staff and families. Together, we
strive to achieve excellence.

Stephen Morris
Headteacher
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Thank you for taking an interest in Broadleaf Partnership Trust.

The overarching purpose of growing our partnership of trust schools is to work in alliance
with each other in order to ensure that our learners receive an exceptional educational
experience.

We passionately believe in the power of collaboration and look to ensure all staff across all of
our schools benefit from shared expertise, understanding and opportunities for self
progression - learning together and supporting each other.

Every academy has its own identity that enables it to best serve their community and | know
that should you be successful in your application to join us, your dedication will continue to
ensure that your children leave you with high aspirations and your families remain
supportive of all that you do.

Thank you for your support and | look forward to seeing, and sharing the results of our new
partnership.

C AP AR

Claire Pritchard, CEO




ABOUT OUR TRUST

Our Vision
Broadleaf Partnership Trust will lead and enable community centred schools that raise and
realise aspirations, celebrate successes, and promote a lifelong love of learning.

Our Values

Aspiration- We celebrate a culture of continuous improvement, where all stakeholders are
motivated to achieve the very best for every child. We aspire to create learning environments
that foster curiosity, inclusivity, talent and creativity so that every child is encouraged to
recognise their potential and develops ambitions that reflect their future goals.

Alliance- Working in partnership across our schools and in affiliation with stakeholders,
across the education sector and beyond, we can access information and networks that help
to continually develop our people, communities and practice. Our collaborative approach
enhances the strength of unity across our Trust whilst simultaneously recognising the
uniqueness of our schools. We align many of our operational aspects whilst empowering
learning leaders to meet the curriculum needs of their community.

Agility- We are agile in our approach, embracing change, and focused on excellence. We
ignite and harness people’s passion by encouraging experimentation and innovation to
make learning meaningful, build organisational resilience and ensure our approach stays
current. We adopt a culture of shared and servant leadership across our Trust that enables
action and provides the flexibility to respond and adapt to the ever-changing climate.
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Holland House Infant School
and Nursery

Joined February 2023

Year groups: Nursery -2
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Plantsbrook School
Joined August 2011
Year groups: 7-13
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New Oscott Primary School “ : Town Junior School
Joined September 2025 ‘ ‘ ; Joined November 2014

Year groups: Nursery - 6 “ ' . Year groups: 3 - 6
Perryfields Academy  Court Farm Primary School
Joined May 2021 Joined September 2024

Year groups: 7-11 Year groups: Nursery - 6



BENEFITS
BEYOND THE

CLASSROOM:

Employee Assistance
Programme
This provides 24/7 access to a
range of health and wellbeing
services either by phone or online,
including a helpline operated by
trained counsellors to provide ‘in
the moment’ support, wellbeing

resources and webinars,
structured counselling
sessions and

financial and

legal
advice.

24/7 GP service
As a Trust employee you and your
immediate family have access to a
private GP service available at any
time of the day or night
worldwide. Telephone or video
appointments can be booked at a
time to suit you, allowing you easy
access to medical diagnosis,
reassurance advice, private
(payable) prescriptions, fit

notes and open
referrals.

Cycle to Work Scheme
This salary-sacrifice scheme
allows you to purchase up to
£1,000 of bicycle and safety

equipment tax-free, spreading
the cost over either 12 or 18
months.

Health Cash Plan
Our optional health cash plan
allows you to reclaim costs related
to dental, optical, therapeutic and
other health-related expenses,
including diagnostic consultations,
screening, hearing aids, surgical
appliances and NHS prescriptions.
Personal accident cover is also
included as standard. Contact
HR for more detail.

Shopping and
Lifestyle Discounts
Wider Wallet is an online
discounts platform providing a
range of offers and discounts
from well-known retailers and
high street brands as well as
discounts on dining, travel,
technology, entertainment and
days out.

Pension
Plan for your future with a
generous and secure pension
scheme for teaching and
support staff, ensuring financial
wellbeing during retirement. .



