
 
 

 
 
 
 

 
Harlington School: A caring, forward thinking professional learning community, that develops 
exceptional educators and kind hearted, hard-working and well-rounded young people, all 
with a passion for enquiry and scholarship. 
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March 2019 
Dear Prospective Colleague,  
 
Thank you for showing an interest in working here at Harlington School. If successful, you will be 
joining a dynamic and passionate team of highly professional associate and teaching staff, who put 
the children in our Harlington family at the heart of everything they do. 

Harlington has undergone a transformational change in the last five years, with a significant 
improvement in progress outcomes and examination results. We are a happy, successful and 
oversubscribed school, full of vibrant and articulate staff and students.  

However, we still have lots to achieve! In order to achieve continued success, we employ colleagues 
who have a passion for working in a diverse, multicultural school, who have a ‘glass half – full’ 
personality, and who see challenges as ‘the job’ and not barriers to success. Everyone’s work here is 
underpinned by a commitment to educating and supporting young people on their emotional and 
academic journey through adolescence. 

We cherish our staff here, and improving professional practice and pedagogy is key to our work. We 
see professional development for all associate and teaching staff as the foundations of our success. 
Whatever post you are applying for, you will be incredibly well supported in your professional 
development to become an outstanding practitioner. We are highly regarded by ITT providers for 
the quality of training that we offer to colleagues at the beginning of their careers, and for more 
experienced colleagues, professional development is a key priority, and colleagues are frequently 
promoted after working with us.  Associate staff are equally supported to develop their professional 
practice, with industry ‘gold standard’ accreditations.  

We work very hard here, but the rewards are immense. However, a key part of our regular reflection 
is on ensuring we have effective staff wellbeing, and that we operate within a supportive and 
collegiate culture that seeks to reduce workload and ensure a good work - life balance.  

We welcome visits to our school prior to application – please contact us if you would like to see us in 
action. We are also very keen to hear from colleagues who may wish to have their details kept on file 
for when future vacancies may arise. I would like to wish you every success in your future career, 
and look forward to receiving your application if you choose to apply for this position.  

Yours sincerely 

 

Headteacher 
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Information about the selection and interview process 
 
Appointment Procedure 
 
We’d like you to get to know us as well as participating in interview activities. Candidates invited for 
interview will be provided with an opportunity to tour the school and meet the staff they will be 
working with. The appointment procedure will be based on the following activities: 
 

• Shortlisting based upon skills and experience that meet the person specification and job 
description 

• Suitable references and safeguarding checks occurring prior to, during and after the 
interview process. 

• Interview panel with Mr A Kirby Exams Officer and Mr G Clayton AHT 
• Basic Literacy and Numeracy Test 

 
Please note that we shall be following up references after shortlisting has taken place. Please ensure 
that you complete all sections of the application form. Gaps in employment history will be explored 
with you at interview, and we ask that you bring copies of your qualification certification with you – 
thank you.  
 
 
 
Safeguarding 
 
Harlington School is committed to safeguarding and protecting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. All job offers are provisional 
until such time as the school has undertaken appropriate safeguarding checks and is satisfied that 
successful candidates are suitable to work with children and young people.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

4 
 

 
Information about the school 
 
Harlington School is a large school in the southernmost part of the London Borough of Hillingdon.  
After a period of very high student mobility, the school is now successful and oversubscribed, with 
three stable year groups (Years 7 – 9) although two year groups (Years 10 and 11) have legacy 
mobility issues. The number of students currently on roll exceeds the net capacity of the school.  
 
We are a Foundation, mixed ability comprehensive school, with a small Specialist Resource Provision 
for children with Physical and Sensory Disabilities. The School has been in the top quintile nationally 
for FSME6, EAL and mobility for a number of years, but since 2016, we have moved nearer to the 
national average for deprivation, although we are still in the 4th quintile.  Prior attainment on entry 
is below the national average in all year groups, but the number of highly able students is increasing 
year on year.  Our staff and students are passionate, friendly and diverse, hailing from across the 
globe. More than 40 languages are spoken at the school, and we are renowned for our inclusive, 
supportive culture.  Our admissions policy includes priority placement for the children of staff. 
Currently we employ 145 staff, including teachers, associate staff and apprentices. We also host up 
to 20 Beginner Teachers every year, from a number of ITT providers including the Hillingdon SCITT, a 
number of universities and we also train colleagues from Teach First.  
 
The school has a number of links with other schools, and external accreditations. We are a partner 
school for ITT in the Hillingdon SCITT, and we have a small 6th Form consortia arrangement with 
Barnhill Community High School. We are an IQM Flagship School, and currently seeking re- 
accreditation for ArtsMark Gold.  In September 2018 we were featured in the Parliamentary Review: 
https://www.theparliamentaryreview.co.uk/organisations/harlington-school  
 
In our most recent OfSTED Section 8 inspection in April 2018, the school was judged as continuing to 
be Good.  
https://reports.ofsted.gov.uk/provider/23/102451   
 
Your training and development needs will be met by the school.  
 
 
Associate Staff: Ethos, Values and Professional Development 
Associate staff are expected to be committed to supporting and educating young people, whether or 
not their job involves working directly with the students. Everything that we do is to provide a high 
quality educational experience for our students. Associate staff are encouraged to develop their own 
professional development and have equal access to the staff development budget. We are currently 
supporting entry level and higher level apprenticeships in finance and learning support, and we have 
a great track record in supporting staff into teacher training from a learning support assistant 
background. Industry accreditations such as CLEAPPS and HAS training is also encouraged and 
supported.  
 
  

https://www.theparliamentaryreview.co.uk/organisations/harlington-school
https://reports.ofsted.gov.uk/provider/23/102451
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Information about the Post 
 
The Invigilator is a member of the Examinations Support Team of the school, attending relevant 
training sessions reporting directly to the Exams Officer.   
 
Days and Hours- As required by the school and agreed with the Invigilator. 
 
This is a casual appointment with a pattern of working days and hours determined by our need to 
supervise children undertaking Examinations. Whilst the normal pattern of the working day during 
term time is within a window 8.00am to 5:00pm, Monday to Friday, on occasions an Invigilator may 
be required outside these hours. The school shall therefore expect the successful candidate to share 
a professional and flexible attitude to days and hours of work. 
 
JOB DESCRIPTION 
 

Pay £11.00 per hour 
Hours of work vary and are not guaranteed 

 
Line of Responsibility 
The Examinations Invigilator will be directly responsible to the Examinations Officer  
 

Job Purpose 
The Examinations Invigilator is responsible for: 

I. The invigilation of internal and external examinations. 
II. To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), 

Awarding Body and Harlington School regulations and guidance. 
III. Being vigilant and supervising candidates at all times to prevent cheating and distractions. 
IV. Playing a key role in upholding the integrity and security of the examination/assessment 

process. 
V. Ensuring all candidates have an equal opportunity to demonstrate their abilities. 

VI. Contributing to the overall ethos, work and aims of the school. 
 

Duties and Responsibilities 
Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature 
may also be required, as directed by the Headteacher. 
 

Conditions of Employment 
• The above responsibilities are subject to the general duties and responsibilities contained in 

the written statement of conditions of employment (the contract of employment). 
• This job description allocates duties and responsibilities but does not direct the particular 

amount of time to be spent on carrying them out and no part of it may be so constructed. 
• This job description is not necessarily a comprehensive definition of the post. It will be 

reviewed at least once a year and it may be subject to modification at any time after 
consultation with the post holder.  

• All members of staff are required to participate in the school’s appraisal scheme. 
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S/he: 
• Is required to support and encourage the school’s ethos and its objectives, policies and 

procedures as agreed by the governing body.  
• Shall uphold the school’s policy in respect of child protection and safeguarding matters. 
• Shall be subject to all relevant statutory and institutional requirements. 
• May be required to perform any other reasonable tasks after consultation. 

 

Job Specification 
Operational 

S/he shall: 
1.1 Establish and maintain good relationships with all students, parents/carers, colleagues and 

other professionals. 
1.2 Be aware of information issued by the Joint Council for Qualifications (JCQ) and Awarding 

Bodies such as ‘Instructions for the Conduct of Examinations’, ‘Checklist for Invigilators’, 
‘Notice to Candidates’ and the ‘Warning to Candidates’. 

1.3 Understand and facilitate access arrangements for candidates, for example acting as a 
reader or scribe etc. 

 

Specifics 
Before Examinations 
• Report to and be briefed by the Examinations Officer prior to each exam. 
• Maintain the confidentiality and security of examination materials before, during and after 

examinations. 
• Ensure examination rooms are set out according to regulations and instructions. 
• Admit and supervise candidates into examination room, ensuring students are seated 

correctly in accordance with the Seating Plan. 
• Take all reasonable steps to ensure that candidates take into the examination room only 

those articles, instruments or materials which are expressly permitted in the rubric of the 
question paper, stationery list or in the syllabus for the subject being examined. 

• Start examinations, instructing the candidates on their conduct, reading out Invigilator 
Announcements and other information as directed by the Awarding Body. 

• Distribute examination materials to candidates. 
During Examinations 
• Complete the Attendance register. 
• Ensure that each candidate in the examination room can be observed by an invigilator at all 

times. 
• Give whole attention to the proper conduct of the examination, supervising and observing 

candidates at all times. Being vigilant but unobtrusive throughout. 
• Deal with candidate queries and questions. 
• Keep disruption in the examination room to a minimum. 
• Ensure that only authorised persons are allowed access to the exam room. 
• Deal with emergencies effectively and in accordance with Harlington School procedure. 

Assisting in the evacuation of the examination room where necessary. 
• Deal with irregularities in line with JCQ, Awarding Body and Harlington School regulations. 
• Ensure that no candidate leaves the room until at least one hour after the published starting 

time or a period equal to the duration of the examination, if less than one hour. 
• Record and report any incidents, disturbances or irregularities. 
• Supervise candidates who may need to leave the examination room. 
• Ensure that staff do not remove question papers from the examination room. 
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After Examinations 

• Finish examinations following prescribed procedures. 
• Collect examination materials. 
• Dismiss candidates from the examination room. 
• Support the organisation and packaging of examination materials ready for despatch. 
• Supervise exam timetable clash candidates between examinations. 

 

Administrative 
S/he shall: 

2.1 Ensure that all administrative duties, checks and documentation are completed to the 
required level of accuracy. 

2.2 Maintain both manual and computerised records and filing systems in line with 
requirements. 

 

General 
S/he shall: 

3.1 Attend relevant meetings and training sessions as required. 
3.2 Keep abreast of developments and changes in fields relevant to role. 
3.3 Assist with the distribution of results on Results Day. 

 

[Taken from JCQ ICE 2018/19, Section 12] 
“The 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. 
 

The role of the invigilator is to ensure that the examination is conducted according to these 
instructions in order to: 
 

a) ensure all candidates have an equal opportunity to demonstrate their abilities; 
b) ensure the security of the examination before, during and after the examination; 
c) prevent possible candidate malpractice; 
d) prevent possible administrative failures.” 

 

EXAMINATIONS INVIGILATOR: PERSON SPECIFICATION 
 

Essential 
• Flexible approach to hours and work 
• Ability to communicate effectively and engage with young people and colleagues 
• Confident but with a reassuring presence to candidates 
• Ability to speak to large audiences 
• Ability to work as part of a team or independently 
• Reliable and punctual 
• Work accurately and with attention to detail 
• Calm under pressure or during unexpected circumstances 
• Ability to stand for relatively long periods of time 
• Ability to lift sometimes heavy examination materials 
• Understanding of the English examination system  


