
 
 

Job Title  

The School 

In addition to being a registered charity, Bethany is a co-educational, independent 

boarding and day School for pupils aged 11-18 years.  There are 360 pupils in the 

School, including 90 boarding pupils.  The majority of pupils remain in the School until 

they are eighteen and most proceed to University.  There are 71 pupils in the Sixth 

Form and in 2021 95% of grades achieved at A level were A*-C.  The 2021 GCSE pass 

rates was 98% at 9-4 (A*-C) grade.  

 

Bethany enjoys an ever-growing reputation, both locally and further afield, for the 

quality of its teaching and pastoral care. As a result, pupil numbers are very 

buoyant.  In recent years the School has undertaken a programme of building 

development, including the construction of an indoor swimming pool, an extension 

to the sixth form building as well as a dedicated fitness building. The next phase of 

this development will include a purpose built performing arts space. 

 

The School is a Christian foundation with a strong community life.  All members of 

staff are expected to be in agreement with the Christian values and to attend 

Chapel with the pupils.  The School is well known for its high level of pastoral care for 

pupils.  In addition, it enjoys an international reputation for the education of dyslexic 

pupils.  Class sizes are small, rarely reaching more than eighteen pupils, and 

considerably less in the Sixth Form. 

 

The School is set in beautiful Kent countryside and the 60-acre campus is spacious 

and attractive.  It lies in the hamlet of Curtisden Green, mid-way between Goudhurst 

and Marden.  Central London is less than an hour’s journey from Marden Station, as 

are Dover and the Channel Tunnel.  For a small School, the high standard of sporting 

success and the extensive games programme are made possible by the expertise 

and commitment of the teaching staff outside normal lesson time.  The Duke of 

Edinburgh Award Scheme also enjoys remarkable success, as do the Performing Arts.  

We have a hugely successful pupil/teacher/exchange programme with a senior 

School in Taiwan. 

 



The School is forward thinking in all aspects of teaching, learning, and curriculum 

and has created a 10-year vision, Bethany 2026, for its education provision. 

 

Bethany 2026 is a School, which is: 

 

• Providing an innovative education relevant to the 21st century; 

• Encouraging the virtue of learning in young people delivering 21st century 

learning habits; 

• Living our Christian values through excellent pastoral care; 

• A flourishing School investing in the future. 

 

Furthermore, the School has a unique philosophy of learning centred on developing 

excellent learning habits in its pupils in order to instil in them the ‘Virtue of Learning’.  

All teaching staff are encouraged to undertake their own action based research 

through a teacher-led Professional Learning Community model. In recent years the 

curriculum has been enhanced further and now includes GCSE Dance, and level 3 

courses in Economics and Computing. In addition, all full-time staff are provided with 

a laptop computer and all pupils from Year 7 have their own laptop. This is 

complimented by a revised Computing curriculum in Key Stage 3 which includes 

coding and the opportunity for pupils to develop core computing skills. As a School 

we make use of Microsoft 365 for supporting teaching and learning and have a 

number of staff who are Microsoft Innovative Educators. We have used Teams to 

deliver a highly successful remote learning program during lockdown. 

 

General Salary and Conditions 

Depending on the duties, the rate of pay for these roles is between £9.72 - £11.34 an 

hour.  Hours are variable and claimed via time sheets.   Will be discussed further at 

interview.  

The post is subject to the completion of a confidential medical questionnaire and 

receipt of two satisfactory references, together with the normal Disclosure & Barring 

Service checks.  Subject to entrance tests and places being available, children of 

full time Bethany staff may be educated at the School at 50% of the day fee rate.  

In September 2016 Bethany School also introduced Benenden Health Care to its 

employees.  Benenden Health Care is a not-for profit health organisation which was 

set up over 100 years ago to help reduce the NHS waiting times.  It offers its members 

local consultations and tests, physio and rehab as well as psychological support and 

financial support if anyone is suffering from a life-changing condition 

Meals on duty are provided and in addition the School participates in a Contributory 

Pension Scheme for support staff.    

Application 

An application form can be obtained from our website under Contact Us, Staff 

Vacancies or by contacting recruitment@bethanyschool.org.uk  The closing date for 

applications is ongoing but ideally, we’d like to recruit someone to start as soon as 

possible.  

 



The post is subject to the receipt of two satisfactory references, completion of a 

confidential medical questionnaire and an enhanced Disclosure & Barring Service 

check. 

Job Purpose  

When required, to provide access arrangements for those students who have this in 

place. This will include being a ‘reader’ (reading examination paper to the student), 

‘scribe’ (writing answers the student has dictated in an examination paper), 

supervising students who have breaks in between questions as well as assisting 

students who have a visual impairment or medical/behavioural issues.   The 

Examinations Officer will be available to support the invigilators.  

Duties of the Invigilator include (not an exhaustive list) 

• Invigilators must be familiar with any instructions for the conduct of 

examinations supplied by the Joint Council of Qualifications (JCQ) and other 

examination boards, they must also be familiar with the rules governing the 

use of access arrangements and must attend at least one invigilator training 

session a year and complete a reader and scribe online training course. The 

invigilator training session is delivered in-house, the online training can be 

done at home. 

• Laying out of the name cards on each desk according to the pre-printed 

seating plan;  

• Overseeing the orderly entry of pupils into the exam room ensuring pupils find 

their correct positions;  

• Ensuring candidates hand in equipment which is not allowed;  

• Opening the packets of exam papers and distributing them, ensuring that 

each pupil has the correct paper at the correct level;  

• Assisting any pupils who might need further clarification as the instructions are 

read out; 

• Recording all necessary information for candidates on the notice board so 

that all pupils can see these clearly;  

• Assisting with completion of the attendance register, informing the 

Examinations Officer of any absent candidates;  

• Invigilators must be constantly vigilant during the examination and must not 

engage in conversation with other invigilators unless necessary for the smooth 

running of the examination; the use of mobile phones is only allowed to 

facilitate the running of examinations 

• Providing a positive and calm environment for the students at all times;  

• Prompting a candidate according to given instructions, facilitating rest breaks 

in the room or outside if permitted by any access arrangements 

• Reporting to the Examinations Officer any breach of examination rules;  

• Keeping accurate records of all that is happening in the examination room, 

including any assistance given to candidates identified as needing prompting 

and rest breaks; 



• At the end of the examination collecting question papers and answer books, 

keeping papers in the prescribed order;  

• Overseeing the orderly exit of pupils from the exam room;  

• Collecting name cards form the desks at the end of the examination; 

• Invigilators are required to report to the Examinations Officer at least 30 

minutes before the start of each examination session, earlier on busier 

examination days. 

Duties of the reader include (not an exhaustive list) 

• The reader must read accurately;  

• The reader must only read the instructions of the question paper(s) and 

questions, and must not explain or clarify;  

• The reader must only repeat the instructions of the question paper or 

questions when specifically asked to do so by the candidate;  

• The reader must only read the instructions/rubric of a paper testing reading 

and must not read individual questions or text;  

• The reader must abide by the regulations since failure to do so could lead to 

the disqualification of the candidate; 

• The reader must not advise the candidate regarding which questions to do, 

when to move on to the next question, nor the order in which questions 

should be answered;  

• The reader must not decode symbols and unit abbreviations (e.g., 22 should 

not be read as two squared, but the function simply pointed to by the reader 

since part of the assessment is recognising what the superscript 2 means.  

Similarly, if the symbol > is printed, it should not be read as ‘greater than’ but 

simply pointed to by the reader);  

• The reader may enable a visually impaired candidate to identify diagrams, 

graphs and tables but must not give factual information nor offer any 

suggestions, other than that information which would be available on the 

paper for sighted candidates; 

• The reader may read back, when requested, what the candidate has written; 

• The reader may, if requested, give the spelling of a word which appears on 

the paper but otherwise spellings must not be given.  

Duties of the scribe include (not an exhaustive list) 

 

• The scribe must be able to write or type accurately, and at a reasonable 

speed, what the candidate has said, except in an examination requiring 

word processing, where a scribe will not be permitted; 

• The scribe must draw or add to maps, diagrams, and graphs strictly in 

accordance with the candidate’s instructions, unless the candidate is taking 

a design paper, in which case a scribe will only be permitted to assist with the 

written parts of the paper;  



• The scribe must abide by the regulations since failure to do so could lead to 

disqualification of the candidate;  

• The scribe must write, or word process a correction on a typescript if 

requested to do so by the candidate;  

• The scribe must immediately refer any problems in communication during the 

examination to the invigilator;  

• The scribe must not give factual help to the candidate or indicate when the 

answer is complete;  

• The scribe must not advise the candidate on which questions to do, when to 

move on to the next question, or on the order in which questions should be 

answered; 

• The scribe may, at the candidate’s request, read back what has been 

recorded.  

The Invigilator, reader and scribe will need: -  

 

• Excellent IT Skills;  

• Knowledge of word processor functionalities such as printing, paper jams,  

and clearing a laptop of documents 

• Legible handwriting; 

• Be flexible and energetic, hands on in the preparation stage of any exam set-

up; 

• Possess excellent organisational skills;  

• Enjoy working with young people. 



Application  

An application form can be obtained from our website under About Bethany or by 

contacting Human Resources on recruitment@bethanySchool.org.uk  

The closing date for applications is    and we are looking for 

 start. The post is subject to the receipt of two satisfactory 

references, completion of a confidential medical questionnaire, and an enhanced 

Disclosure & Barring Service check. 
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