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Information Pack for the position of
Examination Invigilator



The role
The purpose of this role is to ensure that candidates have an equal, safe and secure 
environment in which to sit their examinations in accordance with the Joint Council for 
Qualifications guidelines & CIE guidelines for conducting examinations. Invigilators will 
report to the CLSG Head of Exams.

Main duties and responsibilities

• To supervise candidates entry into the examination room

• To direct candidates to their designated seat

• To make sure candidates are aware that they are under examination conditions

• To distribute exam papers to candidates

• To start an examination

• To make sure that candidates are aware of the start and finish time of the 

examination

• To ensure that the examination regulations laid down by the Examination Boards & 
Joint Council are observed

• To be vigilant, but not intrusive throughout the period of the examination

• To distribute additional paper/equipment as required

• To finish an examination

• To collect exam papers and exam scripts at the end of the examination

• To supervise the orderly exit of candidates from the examination room

• To supervise students in isolation between morning and afternoon exam sessions



Summary of responsibilities
The invigilator’s role

The Joint Council for Qualifications (JCQ) has an instructions document for conducting 
examinations. The JCQ document describes the role of an invigilator and this is listed below:

An invigilator is the person in the examination room responsible for conducting the exam. 
They have “a key role in upholding the integrity of the external examination/assessment 
process”.

Invigilators should:

• Ensure all candidates have an equal opportunity to demonstrate their abilities

• Ensure the security of the examination beforehand, during and afterwards

• Prevent possible candidate malpractice

• Prevent possible administrative failures

Invigilators must be familiar with the instructions outlined by the JCQ. They must give their 
full attention to conducting the exam properly and inform the head of the centre if they 
have any concerns about the exam process.

Extra duties - access arrangements

Invigilators may be required to invigilate candidates who have access arrangements. These 
arrangements may include:

• Invigilating those students who have extra time and/or use of a word processor as part of 
their standard way of working

• One-to-one invigilation

• Accompanying students who require rest breaks

• Providing prompts



Person specification
This person must be:

• Confident and able to communicate with staff and students, alongside 
a strong sense of self-awareness and sensitivity for the need to avoid any 
unnecessary disruption to pupils’ concentration during examinations

• A good team member who can work on their own initiative

• Accurate and have good attention to detail

• Able to have a flexible approach to work

Hours required

Examinations take place in late April, May and June with mock exams in 
December and February. The length of sessions varies. Morning sessions 
start at 8:15am and afternoon sessions start at 1pm.

It is a requirement of employment that invigilators complete online training 
before attending an in-person training day in school in late November 
covering safeguarding, access arrangements and invigilating.

Safeguarding checks are an annual requirement.

CLSG is committed to safeguarding children and all applicants will be subject 
to an annual Enhanced DBS check.

Remuneration: £14.80 per hour, plus annual leave at 12.07%



How to apply
The closing date for this role is 9am on Friday 30 October. Interview dates are to be confirmed. 

CLSG is committed to safeguarding and promoting the welfare of children and young people and expects all 
staff and volunteers to share this commitment.

This post is exempt from the Rehabilitation of Offenders Act and as part of the selection process applicants 
must be willing to undergo child protection screening appropriate to the post, including employment references, 
criminal conviction & professional checks.

The City of London Corporation is committed to equal opportunities and welcomes applications from all 
sections of the community.

Important instructions for applicants 

•	 The application form should be used to detail all relevant qualifications and provide a full, dated career 
history with explanations of any gaps in employment 

•	 If you have spent three months or more living or working outside the UK, you should tell us the country/ies 
and the dates of your stay 

•	 Space is provided in the application form to include a supporting statement. You should use this statement 
to set out clearly why you consider you are suitable and how you meet the criteria listed in the person 
specification for the post 

•	 You should declare any relationships you have to members or other employees of the City of London 
Corporation 

•	 Shortlisted candidates will be required to declare all criminal offences, including those that are spent

Note that any misrepresentation of or failure to declare information that is material to the appointment may 
invalidate an application, or lead to summary dismissal if the applicant has started in post.



Conditions of service

The school is an equal opportunities employer. The school welcomes applications 
from all suitably qualified persons regardless of their race, gender, disability, religion/
belief, sexual orientation or age. 

CLSG is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. All applicants should read the 
school’s child protection policy, which is available here, and are required to declare 
any criminal convictions or cautions, or disciplinary proceedings related to young 
people. Our recruitment policy can be found here.  

All appointments are subject to satisfactory references and checks, including 
verification of identity, qualifications and right to work in the UK, a satisfactory 
enhanced disclosure and barring service certificate, medical clearance and overseas 
checks (where applicable). Applicants should be aware that the school may approach 
any previous employer to seek a reference.  

It is a condition of appointment that employees for whom new DBS certificates are 
obtained are subscribed to the disclosure and barring update service, and give the 
school consent, whilst they remain in employment, to carry out regular checks via this 
service on the currency of their certificate. 

Once appointed, the post-holder’s responsibility for promoting and safeguarding the 
welfare of children and young persons for whom s/he is responsible, or with whom 	
s/he comes into contact will be to adhere to and ensure compliance with the school’s 
child protection policy at all times. If in the course of carrying out the duties of the 
post the post-holder becomes aware of any actual or potential risks to the safety 
or welfare of children in the school s/he must report any concerns to the school’s 
designated safeguarding lead (deputy head, pastoral) or to the headmistress.  

https://clsg.org.uk/about-us/policies/
https://clsg.org.uk/about-us/policies/


Our school and values

City of London School for Girls is an independent day school for 
pupils aged 11-18 situated in the heart of the Barbican. Opened 
in 1894, the school provides an outstanding education for able 
students from all backgrounds, cultures and faiths. We capitalise 
on our location to attract students from all over Greater London 
and beyond, and give them access to every learning opportunity 
our capital has to offer.

Academic yet unstuffy, modern yet acutely aware of its history, 
diverse yet with a strong sense of identity, our school defies 
easy categorisation. This is best demonstrated by our unique 
geography, nestled between the brutalist Barbican and looming 
Roman walls. Ours is an intellectually edgy, unassuming and 
unpretentious environment, unshackled by tradition, and 
imbued with a relaxed excellence. This is a refreshing and 
modern place in which to work and learn.

Achieving academic excellence is an important part of life at 
City, but so too is the provision of a wealth of co-curricular 
opportunities, broadening students’ lives with new experiences 
and challenges. A highly supportive system of pastoral care 
is in place in which understanding, encouraging and inspiring 
individual pupils is fundamental. Our school is cosmopolitan in 
outlook and the staff and students make the most of all that 
London has to offer. We are committed to an active partnership 
programme, to an international outlook and to educating 
students to be the leaders of tomorrow. 

The school has about 800 pupils. There are c,200 girls in the sixth form. 
Entry is by competitive examination and interview at 11+ and 16+. The 
school has a strong academic tradition, and virtually all girls go on to 
higher education. Approximately 20 per cent of the girls in the senior 
school are on means-tested bursaries.



Being a pupil at CLSG means being part of the City of London and part 
of the great tradition of people arriving in the City, learning, and working 
together to forge better lives for themselves and for the world.

We reflect the City’s pioneering energy in the liberal, scholarly education 
it offers and in our inclusivity. We encourage pupils’ curiosity and 
courage, emphasise respect, collaboration and connectedness for 
communal and individual success. We seek to build readiness for the 
world that our location and ethos so distinctly delivers.

Our values of respect, responsibility and resourcefulness underpin our 
ethos.

Our vision

We inspire our pupils to find their space to pioneer.

Our ethos



Our strategic development plan will ready our pupils in five key areas:

Our strategic development plan can be read in full on our website by clicking this link.

https://clsg.org.uk/about-us/ethos-plan/

