
Information for applicants:

Lead Exam Invigilator



WELCOME TO THE ESSA FOUNDATION ACADEMIES TRUST

All will succeed
The ethos of Essa is summarised in these three words. It doesn’t just refer to our learners. 

Our Sponsors and our Board of Trustees want all those involved in the Essa journey to 

succeed. 

Our schools need great people in the classrooms but every part of Essa needs people who 

are prepared to go the extra mile, are passionate about making a difference to the lives of 

children and young people, love working in teams, are collaborative and generous as 

colleagues and value the contribution of all parts of our Trust. 

We are part of a strong collaborative, caring community and our children and staff are right 

at the heart of that. The challenges of disadvantage which

they face can be lightened by the security of having a

good school on the doorsteps for their children and 

one where their life chances will be enhanced and 

secured. Every member of staff contributes to the 

life chances of every child and celebrates every 

success . 

I hope you will want to be part of the Essa team and 

help us ensure that ‘All will succeed’.

 

Anne Casey,  Chief Executive



Essa Primary (October 2019)
‘This is a happy and caring school. Pupils behave well.’ 

‘They listen attentively during lessons and they 

follow teachers’ instructions carefully.’ 

‘No time is wasted in class.’

‘Pupils enjoy school. They are polite, and they respect 

the differences between themselves and their 

peers.’

‘Children get off to a flying start in Reception.’

‘Teachers in the early years have created classrooms 

brimming with exciting learning activities.’

Inspectors also praised the leadership of the Principal 

and her team who they said ‘have worked 

tirelessly to develop the school.’

THE TRUST

The Essa Foundation Academies Trust currently sponsors two academies:

 • Essa Primary School, age 4-11.
 • Essa Academy, age 11-16.

Essa Primary School was inspected in October 2019 and was judged to be good in all areas with 

outstanding early years provision. 

Essa Academy was inspected in October 2021 and judged to be a good school in all areas.

Essa Academy (October 2021)
‘Essa Academy is a community underpinned by a 

culture of tolerance and respect.’

‘Without exception, every pupil who spoke to an 

inspector said that they are proud to attend Essa 

Academy.’

‘Teachers have high expectations.’

‘Across the school, all pupils achieve well.’

‘Leaders have created a strong and purposeful 

learning environment.’



Our ethos is simple: we will make the most of our unique family of schools to give every child the best 
possible opportunity to flourish and develop into a decent, disciplined, well-educated and employable 
young person.

Here is what is at the heart of all we do:

Developing decent people:
Results and qualifications are important, but they are not the whole story – far from it. Our ultimate goal is to develop well-rounded 

young people who will make the most of the opportunities open to them in our schools. They will have resilience, zest and passion: 

people that employers will want to employ; people who will play a part in the communities in which they live and work; people we can 

be truly proud to say came through one of our schools.

Achieving full potential, no excuses:
We will do all we can to make sure every child gets the chance to reach their full potential. No child should ever get left behind; all have 

the capacity to learn and to achieve. We’ll do this by instilling an acceptance that hard work, effort and application really does pay off. 

Through effort and application come self-respect, self-esteem, self-belief and success.

Discipline and standards:
It is important to us that our young people demonstrate high standards and that our schools are safe, structured places in which to 

learn – this will enable inspiring things to happen in the classroom. We will achieve this by expressing our high expectations regularly 

and frequently and by paying relentless attention to detail. We attach importance to values such as respect: for ourselves, for others, 

for learning and for the environment.

Great Schools for all:
We want the schools within our Academy Trust to be judged as great schools for all the young people that attend them. 

This means recruiting outstanding people to work in our schools and offering a curriculum that is engaging, 

challenging and responsive to individual needs. 

Big on attitude:
We will frequently stand back and reflect on how we can do things differently and better. That 

doesn’t mean latching on to the latest fad: it means being open-minded about trying new ideas; 

it means acknowledging mistakes but seeing them as an experience from which to learn; it 

means being aware of what happens beyond our schools so that we can predict future 

trends and remain in control of our destiny. 

Strength in sharing:
We believe there is a strength brought about by working together within 

a multi-academy trust,enabling shared resources, shared 

knowledge, shared experience and shared success. 

What's great about our family of schools is that we can be 

with a child every step of the way, from teaching them 

to tie their shoe laces right through to 

congratulating them on their GCSE results and 

their future plans. That puts us in a unique 

position; it’s also a tremendous 

responsibility.

VISION & VALUES - All Will Succeed



ESSA FOUNDATION ACADEMIES TRUST

The Essa campus is very well placed for both motorway access and public transport. 

M61 J4 is very close by giving access to the Greater Manchester, Lancashire and Cheshire motorway 

networks and is close to Bolton railway and bus station.

 

For more information on our family of schools please visit our website www.efatrust.org

Essa Primary School
We are proud of our pupils, and their achievements. Our key objective is to 

provide our children with the best opportunity to achieve their potential 

during their time with us as we help them to develop into independent 

learners who are able to actively engage and contribute to the ever 

changing society and wider world. 

Essa Academy
At Essa Academy we have a universal belief in our mission ‘All Will 

Succeed’, with access to outstanding resources and a strong sense of 

belonging, ownership and community underpinning our work. 

Our students and staff are amazing and reflect the ethos of the academy.

 

EFAT Support Services
We provide administrative and business support such as HR and Finance 

Support throughout the trust. 

Essa Education Ltd
Essa Sports Centre is a modern, state of the art sports facility and 

community asset, used for a variety of academic and sporting needs, as 

well as events, meetings, conferences birthday parties and more. 

Our facilities include a full-sized 3G pitch, multi-use sports hall, dance 

studio and MUGA (Multi-Use Games Area). Other facilities available for 

hire include theatre with stage, classrooms & communal dining area.

Essa Education Ltd is a wholly owned subsidiary of Essa Foundation 

Academies Trust.
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THE POST 

We are looking for an experienced, committed and hard-working individual as our Exam Lead Invigilator. 
Invigilators work during exam periods and help to ensure that all exams in the Academy are carried out in 
accordance with required guidelines as issued by the relevant Examining Board and Principal. The Lead 
Invigilator is the direct point of contact to the Exams Officer for all stakeholders. This person will upload the 
JCQ regulations during examinations and ensure that these are adhered to by all involved. The post is casual, 
which means you will be offered work in accordance with requirements during exam periods, sometimes at 
short notice. Invigilators need to be available for work between 8.00am and 4.00pm during term time.  

The rate of pay for this role is £12.69 per hour.

Closing date for applications:  Monday 28th November

Interviews: Week commencing Monday 28th November



 
 

Job Description 

  

Post:                           Lead Exam Invigilator  

Contract:  Casual 

Department:             Essa Academy 

Salary:   £12.69 per hour 

Responsible to:        Exams Officer 

 
Purpose of the job 
 
To lead the team of invigilators in conducting 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 
 

• In the absence of the examinations officer, to liaise with the caretaker to ensure the room is set out 
appropriately 

• To support the Exams Officer in ensuring that the examination room meets exam board requirements 
by checking, prior to the arrival of the candidates, that there are enough invigilators present 

• heating, lighting, ventilation, and levels of extraneous noise are acceptable 

• no display materials that might be helpful to candidates are visible 

• the centre number and a reliable clock of readable size are visible to each candidate 

• the Warning to Candidates is displayed both inside and outside the examination room 

• the Notice to Candidates is displayed in a public place outside the examination room 

• the seating arrangements prevent candidates, intentionally or otherwise, from overseeing the work 
of others 

• To ensure that a signed record is kept of the seating and invigilation arrangements for any examination 
session that you participate in. 

• To ensure correct identification of all candidates 

• To take all reasonable steps to ensure that: 

• the official examination stationery is issued to candidates and that no other stationery, including 
paper for rough work, is provided 

• candidates take into the examination room only those articles, instruments or materials which are 
expressly permitted 

• candidates have all the necessary material to enable them to complete the examination 

• To ensure late candidates are briefed, seated, and allowed to partake in the exam with minimum fuss 

• To open the packet of examination papers and issue the papers to candidates 

• To give clear instructions to candidates about the conduct of the examination to ensure that they fully 
understand what they are required to do. 

• To supervise the candidates throughout the whole time the examination is in progress, and give 
complete attention at all times to this duty 

Safeguarding Essa Foundation Academies Trust and all its schools and academies are committed to 
safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all 
staff and volunteers to share this commitment.   
 



 
• To contact a teacher in the subject area when candidates raise a concern or problem with the paper 

that requires the professional judgement of a teacher. 

• To complete the Attendance Register during the examination, in accordance with the instructions of the 
Awarding Body 

• To know the actions to be taken in the event of an emergency such as a fire alarm or bomb alert 

• At the end of the examination, to collect all scripts and ensure that candidates have used their correct 
Centre and candidate numbers, and that no scripts are missing. 

• After collation, to ensure the scripts are never left unattended and are handed to the person responsible 
for despatching the scripts to Examiners. 

• To collect all unused stationery in the examination room and return it to the Examinations Officer. 

• To ensure that the room is left in a tidy condition.  

• To understand and comply with the Academy’s Equality Policy 

• To uphold and comply with the statutory provision of the Health and Safety at Work Act 1974 and any 
other relevant legislation on Academy Policies and Procedures relating to Health and Safety at work 

• Any other duties as may reasonably be expected within the grade of the post 

• The post holder will have daily contact with pupils and staff and therefore must have the ability to relate 
effectively to all adults and young people 

 
Develop oneself and others 
 

• To make every effort to access development opportunities and ensure you spend time with your manager 
identifying your development needs through your personal development plan.  

• To be ready to share learning with others. 
 
Valuing Diversity 
 

• To accept everyone has a right to his or her distinct identity. To treat everyone with dignity and respect, and 
to ensure that what all our customers tell us is valued by reporting it back to the organisation. To be 
responsible for promoting and participating in the achievement of the departmental valuing diversity action 
plan.  
 
Generic Requirements 
 

• It is a requirement of all posts within the Trust that Health and Safety requirements are upheld in the 
performance of all duties.  

• All employees of the Trust are required to uphold the Equality and Diversity Policy and the Trust’s Code of 
Conduct.  

• All staff will ensure the safeguarding of young people by the implementation of Child Protection and other 
safeguarding policies.  

• All staff will ensure the safeguarding of young people by the implementation of Child Protection and other 
safeguarding policies.  

• All staff will ensure that they are aware of and work within the requirements of all Keeping Children Safe in 
Education policies, seeking clarity from a member of Senior Leadership if necessary.  

• All staff are expected to uphold all Personnel related policies.  
 

Safeguarding: 
 

• Comply with Trust policies and procedures on Safeguarding and child protection.  
 



 
Equality and Equity: 
 

• Ensure that the Trust reflects a vibrant and inclusive ethos, which actively values and promotes 
diversity; unity and community cohesion and supports pupils to become successful integrated 
citizens.  

• Actively challenge and address discrimination. 

• Ensure a continual focus on equity as measured by pupil outcomes.  
 
Beliefs, Attitudes and Personal Attributes: 
 

• Relentless focus on high quality. 

• Resilient and persistent in goals, but adaptable to context and people.  

• Willing to develop a deep understanding of people and context.  

• Willing to take risks and challenge accepted beliefs and behaviors. 

• Self-aware and able to learn. 

• Optimistic and enthusiastic. 

• Values diversity and equality. 

• Flexible.  
  

 
This job description is subject to change.  
 
 
Employee Name …………………………………………… 
 
Signed………………………………………………………… 
 
Date …………………………………………………………. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




