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24 January 2023

Dear Applicant 

Thank you for expressing an interest in Penistone Grammar School.  I hope that the information in 
this pack is helpful in providing an insight into our learning community.  

Penistone Grammar School really is a special place to work. There’s no doubt that our amazing 
student body of 1,900 and our state-of-the-art building, set in beautiful surroundings, make coming 
to work worthwhile. However, what really makes Penistone the school it is, is our staff. Our success 
as a school is directly attributable to the collaborative interaction and support between colleagues, 
complemented by a commitment to doing all they can for the benefit of each and every one of our 
students. We value the unique contribution each member of staff makes to our learning community. 

If you would like to apply for this post, please complete the attached application form

If you have any queries about any aspect of the post, please do not hesitate to contact Sue 
Williams, HR Officer on 01226 762114 ext 1022 or HR@penistone-gs.uk 

Yours sincerely 

Mr Paul Crook 
Principal 

Principal: Mr P Crook (B.Ed Hons) 
Huddersfield Road, Penistone, Sheffield, S36 7BX 

www.penistone-gs.uk 
enquiries@penistone-gs.uk 

01226 762114 
 @PGSALC 
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Penistone Grammar School 

We are a large and successful school with state-of-the-art facilities. The school comprises of 1900 students  
including 300 post 16 students.  We are fully committed to meeting the needs of all our students and providing 
them with the very best teaching and learning. Students come to us from the small town of Penistone and from 
the surrounding villages. We also take students from further afield and we are over-subscribed. Our intake is 
genuinely comprehensive although we have retained Grammar School in our name to maintain the link with 
our history.  

As the Principal, I am very excited about our future plans and as a staff we are working hard to make the most 
of our building to ensure that we can provide fantastic new and exciting learning opportunities. We already 
share our best practice with other schools. Our ICT infrastructure is first class and the strategic development 
of ICT is central to the learning and teaching agenda for the school. This is a major focus of the Continuous 
Professional Development (CPD) programme to make sure that our staff have the skills to deliver new courses 
and to deliver learning in new and innovative ways. We are focussed on developing our students’ ability to 
learn how to learn and we respond in a structured way to the individual needs of learners. Within this context 
we are always exploring new approaches to learning for both students and staff. At PGS we are researching 
and developing the very best pedagogical practice to ensure that Penistone is a flagship for innovation and 
creativity.  

We are a vibrant, oversubscribed 11 to 18 comprehensive school with excellent GCSE results across all 
subjects; we are recognised as one of the highest performing schools in the region in terms of Key Stage 4 
outcomes.  Our A level results and destinations are equally impressive, with the school placed in the top 10% 
for performance nationally (according to DFE Figures) and over 98% of all students gaining entrance to 
their university of choice in 2022. 

Our school culture is built around our 5 Core Values: Aim High, Be Brave, Be Determined, Be Proud and Be 
Supportive.  We are also extremely proud of our Values Driven approach. Our last Ofsted inspection was very 
positive, confirming that we are securely ‘good’ in every category.   

We have a great deal to offer, we are a happy educational community where the quality of relationships is of 
paramount importance for both our students and staff.  You will be part of an excellent staff team whose aim is 
to deliver the highest quality learning opportunities for our students and to ensure that they achieve at the 
highest possible level. We will support your professional development and work with you in the achievement of 
your professional objectives.   

You will work hard if you join us, but the rewards will be great. We hope you are creative, energetic, skilled, 
knowledgeable and innovative. We hope you will help us to take our school forward to become truly 
outstanding in every respect.  

We look forward to receiving your application and thank you for the interest you have shown. 
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JOB DESCRIPTION 
Penistone Grammar School is committed to safeguarding  

and promoting the welfare of children and young people and  
expects all staff and volunteers to share this commitment 

 
 

Job Title Exam Invigilator 
  

Responsible to Examinations Officer 
  

Responsible for  
  

Grade Grade 2  Point 9 
  

Purpose of the 
Role 

To enable the smooth running and efficient administration of school 
examinations. 

 
The following information is provided to assist staff joining the school to understand and appreciate the              

work, content of the post and role they are to play in the organisation.  Whilst every effort has been made  
to outline all the duties and responsibilities of the post, a document such as this does not permit every item  
to be specified in detail.  Broad headings have been used which assume all the usual associated routines. 

 

MAIN DUTIES 
Support for the Examination Process: 
1. To work with the Examinations Officer to ensure the successful operation of the 

examinations process in school. 
2. To be familiar with the guidance for invigilators and instructions provided for conduct of 

the examination by the Examinations Officer and/or relevant Examination Board. 
3. To supervise the admission of candidates into the examination room and to help them 

find their allocated seats quietly and efficiently.  
4. To distribute question papers, answer booklets and associated materials at the beginning 

of the examination and to collect them at the end. 
5. To assist in the efficient timekeeping of the examination and ensure that a clock, visible 

to all candidates, is in the examination room and examination board instructions for 
candidates are displayed in line with legal requirements. 

6. To ensure any minor behaviour issues are dealt with in accordance with school policy, 
report any breaches of the Examination Code of Conduct to the Examinations Officer 
immediately and to make a record of the problem in the examinations incident book. 

7. To ensure the examination room is clear and tidied for the next session and to check 
examination desks for any graffiti. 

8. To follow JCQ guidelines when invigilating for pupils with Access Arrangements. 
 
Support for Candidates: 
1. To supervise candidates in a quiet and unobtrusive manner to ensure that the regulations 

on conduct, communication, etc., are strictly observed. 
2. To respond to candidates’ queries in accordance with examination regulations. 
3. To provide candidates with additional paper and/or equipment as necessary and in 

accordance with examination board regulations. 
4. To escort and supervise candidates who may need to leave the examination room in an 

emergency. 
5. To attend and contribute to Invigilator Meetings.  
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GENERAL INFORMATION 
1. To play a full part in the life of the school community, to support its distinctive mission and ethos 

and to encourage staff and students to follow this example. 
2. To promote actively the school’s policies. 
3. To actively promote and participate in personal professional development and the professional 

development of colleagues. 
4. To ensure compliance with the school’s Health and Safety Policy and undertake risk assessments 

as necessary. 
5. To ensure compliance with the school’s procedures concerning safeguarding. 

 
OTHER POINTS OF NOTE 
• Whilst every effort has been made to explain the main duties and responsibilities of the post, each 

individual task undertaken may not be identified. 
• Employees will be expected to comply with any reasonable request from a manager to undertake 

work of a similar level that is not specified within this job description on a short-term basis. 
• Employees are expected to maintain a standard of business dress conducive to their position as a 

professional and in setting an example to students. 
 

REVIEW ARRANGEMENTS 
The details within this job description were reviewed on 24 January 2023 and will be reviewed annually 
as part of the appraisal process. 
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PERSON SPECIFICATION 
Penistone Grammar School is committed to safeguarding  

and promoting the welfare of children and young people and  
expects all staff and volunteers to share this commitment 

 
 

Job Title Exam Invigilator 
  

Responsible to Examinations Officer 
  

Responsible for  
  

Grade Grade 2 Point 9 
  

Purpose of the 
Role 

To enable the smooth running and efficient administration of school 
examinations. 

 
SKILLS AND ABILITIES Essential Desirable 

Ability to work with children (11-16 age group). ☒ ☐ 
Good communication skills ☒ ☐ 
Ability to remain confident under pressure ☒ ☐ 
Ability to relate positively to pupils and adults ☒ ☐ 
Accuracy ☒ ☐ 
Supervisory experience ☒ ☐ 
Knowledge of the public examination system ☒ ☐ 

 
EXPERIENCE Essential Desirable 
Experience of working with children and young people, in 
particular the 11 – 16 age group. ☒ ☐ 
Experience of working with teachers. ☐ ☒ 

 
ADDITIONAL FACTORS Essential Desirable 

Reliable and punctual. ☒ ☐ 
To have a flexible approach to working arrangements, being able 
to work as and when required. ☒ ☐ 
To have a firm but fair approach. ☒ ☐ 
To have a professional presence. ☒ ☐ 
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