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● internal assessment marks and samples of candidates’ work not submitted to
awarding bodies/exte



Heads of Department extended absence at key points in the exam cycle

Criteria for implementation of the plan

Key tasks not undertaken including:

● Early/estimated entry information not provided to the exams officer on time; resulting
in pre-release information not being received

● Final entry information not provided to the exams officer on time; resulting in:
● candidates not being entered for exams/assessments or being entered late
● late or other penalty fees being charged by awarding bodies
● Internal assessment marks and candidates’ work not provided to meet submission

deadlines

Centre actions:

● Head of Centre to ensure departmental continuity by requesting an alternative
member of the faculty takes responsibility for the actions above.

Invigilators - lack of appropriately trained invigilators or invigilator absence

Criteria for implementation of the plan

● Failure to recruit and train sufficient invigilators to conduct exams
● Invigilator shortage on peak exam days
● Invigilator absence on the day of an
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● Insufficient rooms available on peak exam days
● Main exam venues unavailable due to an unexpected incident at exam time

Centre actions:

● Pre-planning at all stages is essential.
● Head of Centre and Examinations Officer to continually review all stages of the

process.
● Sports Hall to be first option as alternative venue for emergency accommodation.
● Emergency Evacuation plan should be in place (Appendix 2)

Failure of IT systems

Criteria for implementation of the plan

● MIS system failure at final entry deadline
● MIS system failure during exams preparation
● MIS system failure at results release time
● Cyber-security attack affecting any part of the exam cycle

Centre actions:

● Head of Centre and Examinations Officer to contact in-house IT department.
● Examinations Officer to contact all Examination Boards (see Appendix 1 for

telephone numbers) for alternative roni s
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Criteria for implementation of the plan

● Candidates are unable to attend the examination centre to take examinations as
normal

Centre actions:

● The centre to communicate with relevant awarding organisations at the outset to
make them aware of the issue. The centre to communicate with parents, carers and
candidates regarding solutions to the issue.

● Centre to liaise with Exam Boards to sit exams at a different venue in extremis.
● Should a significant number of candidates need to be isolated due to sickness, use

the Sports Hall and request a member of the Site/Cleaning Staff to b



Assessment evidence is not available to be marked

Criteria for implementation of the plan

● Large scale damage to or destruction of completed examination scripts/assessment
evidence before it can be marked

Centre actions:

● It is the responsibility of the Head of Centre to communicate this immediately to the
relevant awarding organisation(s) and subsequently to students and their parents or
carers.

● The Exam Boards may generate candidate marks for the affected assessments
based on other evidence, as defined by the Exam Boards and the regulators.

● It may be necessary for the candidates to retake the assessment at the next
available opportunity.

Centre unable to distribute results as normal

Criteria for implementation of the plan

● Centre is unable to access or manage the distribution of results to candidates, or to
facilitate post-results services

Centre actions:

● Centres to contact awarding organisations about alternative options.
● Arrange to access results at an alternative site.
● Inform staff, students and parents as soon as possible of the change in distribution of

results.

3. Further guidance to inform and implement contingency planning

Ofqual
Joint contingency plan in the event of widespread disruption to the examination system in
England, Wales and Northern Ireland
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-
and-northern-ireland/joint-
contingency-plan-in-the-event-of-widespread-disruption-to-the-examination-system-in-englan
d-wales-and-northern-Ireland

JCQ
General regulations
http://www.jcq.org.uk/exams-office/general-regulations

Guidance on alternative site arrangements
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http://www.jcq.org.uk/exams-office/forms
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
https://www.gov.uk/emergencies-and-severe-weather-schools-and-early-years-settings
https://www.gov.uk/government/publications/teaching-time-lost-due-to-severe-weather-conditions/teaching-time-lost-%20due-to-severe-weather-conditions
https://www.gov.uk/government/publications/teaching-time-lost-due-to-severe-weather-conditions/teaching-time-lost-%20due-to-severe-weather-conditions
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-of-exam-scripts-%20guide%20%20
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-of-exam-scripts-%20guide%20%20


Appendix 1
Exams Day Contingency plan
Exam Item Location/

Holders Name
Responsibility

Keys to Secure Storage for
exam papers and exam
stationery

In Small Exams Safe – in
Exams Office

Second set of keys placed
in School safe during exam
period (TKASA)

Data Manager (PCSA)
A Lead Invigilator (Worle)

Data Manager & Asst.
Principal (TKASA)

Exams Office – Centre
Timetable

Alarm code needed for
Entry (Worle)
Timetable widely published
Exam timetable available on
School website plus copy
on back of door in secure
room and in Exam Office
(TKASA)

Invigilators (SM)

Covering for Exams Officer Red Exams Office folder on
bottom shelf of bookcase

Material accessible in Exam
office

Data Manager (PCSA)

Data Manager & Lead
Invigilators with support
from Asst Principal
overseeing Exams (TKASA)

Seating plans & Exam
Registers

In wallets on exam desk
(PCSA)
In blue trays (Worle)
In daily wallets in Exam
Office in date order
(TKASA)

Invigilators

Exam cards / setting out of
exam rooms / notices etc

In wallets on exam desk
(PCSA)
In trays / Drawers under the
walkie talkies (Worle)
Exam cards In daily wallets
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Appendix 2
Policy for Severe Disruption/Evacuation during External Examinations

Possible Causes
● Unreasonable noise disruption
● Fire/Bomb/Flood Alert during an Examination

Unreasonable noise disrup



TKASA ï Whole year group exams to their usual muster point at the rear of F block,
registered by tutor team and monitored by invigilating staff. Part year group exams to
the front of A block by 1610 parking spaces, key pastoral staff to assist in registration.

Invigilators should refer to the plan in the invigilators box as to correct route to the
site.

At all times invigilators must act in accordance with section 16 of the ‘Instructions for
conducting examination’ booklet. They should also summon assistance immediately an
emergency arises. Silence should be maintained during the time the candidates are outside
the examination room.
Section 16 of ‘Instructions for conducting examination’ booklet states:
The invigilator must take the following action in an emergency such as a fire alarm or a
bomb alert.

● Stop the candidates from writing.
● Collect the attendance register and evacuate the examination room in line with the

instructions given by the appropriate authority.
● Advise candidates to leave all question papers and scripts in the examination room
● Candidates should leave the room in silence.
● Make sure that the candidates are supervised as closely as possible while they are

out of the examination room to make sure there is no discussion about the
examination. Make a note of the time of the interruption and how long it lasted.

● Allow the candidates the full working time set for the examination.
● If there are only a few candidates, consider the possibility of taking the candidates

(with question papers and scripts) to another place to finish the examination.
ǒ Make a full report of the incident and the action taken (Appendix 3), and send to the

relevant awarding body.
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Appendix 3
Exam Room Incident Log

Date:

Time:

Examination:

Venue:

Exam Start Finish

                 

                 

                 

                 

Invigilator(s):

Name Time in Time out

                 

                 

                 

                 

                 

Record of incident:

Time Incident
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