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Exam Contingency Plan 
 

Rationale 
 
This policy sets out to define the procedures to be followed in the event of any 

disruption that impacts on the Examination procedures and processes to minimise 

issue that could potentially disadvantage candidates. 

Policy Procedures 
 
In case of localised disruption to the Exam Centre, or more widespread disruption to 
the Examination System, the following contingencies are to be followed. They are 
based upon the ‘Joint Contingency Plan’ issued by OFQUAL to all Awarding 
organisations and other stakeholders. The plan is exhaustive and ranges from 
contingencies that affect only the Awarding organisations to those that affect 
individual pupils. 
Included in this document are those contingencies that are likely to affect the school 
and its pupils. The key to dealing with any disruption is communication. This is 
particularly important with regards to any form of disruption that affects individual 
pupils and external examinations. The advice in such cases is to contact the school 
at the earliest opportunity by telephone number 01749838040 and to contact the 
Examinations Officer by e-mail at office@themendipschool.com.  All communications 
with parents will be via class dojo and or email in the first instance and then use of a  
phone call if no response is registered. 
 This document should be read in conjunction with the relevant sections of the 
school’s website dealing with weather updates and bad weather procedures. The 
term ‘Centre’ in this policy refers to The Mendip School, Edmund Rack Road, 
Prestleigh, Shepton Mallet, Somerset. BA4 4FZ 
 
1. Disruption of teaching time – Centre is closed for an extended period  

• Centre is closed or candidates are unable to attend for an extended period 
during normal teaching or study supported time, interrupting the provision of 
normal teaching and learning.  

• Where there is disruption to teaching time and students miss teaching and 
learning it remains the responsibility of the Centre to prepare students, as 
usual, for examinations. 

• In the case of modular courses, Centre may advise candidates to sit 
examinations in an alternative series  

• Centre should have plans in place to facilitate alternative methods of learning.  
 
2. Disruption in the distribution of examination papers  

If disruption to the distribution of examination papers to the Centre in advance of 
examinations occurs; 

• Awarding organisations to provide the Centre with electronic access to 
examination papers via a secure external network.  

• Awarding organisations to source alternative couriers for delivery of 
hardcopies.  
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3.Candidates unable to take examinations because of a crisis - Centre remains open 

If candidates are unable to attend Examination Centre to take examinations as 
normal: 

•  Centre to liaise with candidates to identify whether the examination can be 
sat at an alternative venue in agreement with the relevant Awarding 
organisations Centre to offer candidates an opportunity to sit any 
examinations missed at the next available series.  

• Centre to apply to Awarding organisations for special consideration for 
candidates where they have met the minimum requirements. Candidates are 
only eligible for special consideration if they have a medical certificate or have 
been advised by their Centre not to attend an examination. If a candidate 
chooses not to sit an examination they should be aware that special 
consideration rules will not apply.  

 
4. Centre is unable to open as normal during the examination period 

A centre which is unable to open as normal for examinations must inform each 
Awarding organisation with details of which examinations are due to be taken as 
soon as is possible. The responsibility for deciding whether it is safe for a Centre to 
open lies with the Head of Centre. The Head of Centre is responsible for taking 
advice, or following instructions from relevant local or national agencies in deciding 
whether they are able to open.  

• Centre to open for examinations and examination candidates only, if possible. 

• Centre to use alternative venues in agreement with relevant Awarding 
organisations (e.g. share facilities with Fosse Way School, Radstock BA3 
3AL, or use other public buildings, if possible) 

• Centre may offer candidates an opportunity to sit any examinations missed at 
the next available series.  

• Centre to apply to Awarding organisations for special consideration for 
candidates where they have met the minimum requirements - item 3 above. 

 
5. Disruption due to a cyberattack/ IT Failure 

A cyber-attack can be defined as any kind of malicious activity that attempts     to 
collect, disrupt, deny, degrade or destroy information systems or the information 
itself. 

• The centre will ensure protection of candidate’s work from corruption and has 
considered the risks and implications of a cyber-attack. To help identify and 
also to protect the Exam Centre from cyber-attacks, all schools in The 
Partnership Trust are covered by the UK governments RPA Cyber Security 
Cover. This cover will be followed and regularly reviewed by The Partnership 
Trust. 

• In the event of the Exam Centre experiencing IT failure or a cyber-attack see 
item 4 above. 

• Where candidates produce work electronically during an exam, the centre will 
ensure work is regularly backed-up and stored securely on the centre’s IT 
system.  

 
6. Disruption to the transportation of completed examination papers  

Delay in normal arrangements for the return of completed examination scripts. In the 
first instance Centre to seek advice from Awarding organisations.  

• Centre to ensure secure storage of completed examination papers until 
collection.  

 
 



7. Assessment evidence is not available to be marked  

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

• Awarding organisations to generate candidate marks for affected 
assessments based on other appropriate evidence of candidate achievement 
as defined by the Awarding organisations 

•  Candidates to retake affected assessment at subsequent assessment 
window  

 
8. Exams Officer is unable to fulfil role Exams Officer is unable to come to work due 
to illness, injury or other crisis.   
 
Deputy Headteacher is able to fulfil the duties of the Exams Officer with the 
assistance of other members of the senior leadership team and administration team. 
 
Key points of the Exam Cycle will be available in a document in the event of a long 
term absence so that appropriate measures can be taken to ensure there is no 
disruption to the entries process that could potentially disadvantage candidates. 
 
The Head of Centre and Office Administrator are designated key holders in the event 
of unavoidable absence of the Exam Officer during exam periods and are briefed 
and have access to the latest JCQ documentation on Exam Regulations. They will 
ensure the appropriate procedures are followed with regard to exam papers 
collection from secure storage and despatch. The Deputy Headteacher will ensure 
the appropriate procedures are followed with regard to exam staff (invigilators, 
scribes, readers etc) and conducting the exam. 
 
They also have access to the passwords to the Examination board’s accounts which 
are kept securely in the secure cupboard with exam papers which will enable them to 
fulfil any administration obligations in the event of disruption with regard to entries, 
results or queries. Instructions on what to do to successfully administer and despatch 
exams will be included with this information. 
 
See Appendix A-  a copy of this is displayed in the Secure Room and in each of the 
Red Exam boxes. 
 
8. Exam Centre is unable to be opened on results day. 

The Mendip School will use an alternative venue for result preparation, and 
candidates will be informed by text of changes in arrangements to pick up and 
despatch of results. 

  



 
Additional Relevant Documents 
 
Candidates Absent or Late for an Exam Policy 
Non Examination Assessment policy 
Exam Policy 
Exam Contingency Plan 
Access to Fair Assessment Policy 
Internal Moderation Policy 
Malpractice Policy 
Internal Exams appeals Policy 
JCQ Guidelines. 
Review of Marking  - Centre Assessed Marks Procedure 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Appendix 1 

In the event of The Exams Officer not being in. 

 

Log-ins and passwords to the Exams email and to the Exam Board websites 

are displayed in the Secure Room. 

 
RECEIVING EXAM PAPERS 

If any exam papers are delivered, or exam stationary, please do the following: 
1. Whoever signed for the delivery will need to sign the Exam Material Log that 

is pinned to the filing cabinet in the school office. They will need the date and 
time of receipt and the tracking number. 

2. The Reserve Exams Officer would then need to also sign this log to confirm 
the delivery had been handed to them and then take it to the secure exams 
cupboard to unpack.   

3. The Reserve Exams Officer will then need to sign on the log in the secure 
cupboard and then put papers in the top drawer of the small filing cabinet 
bolted to the floor. The Papers should be in date order in separate dividers. 
Attendance registers should be put with the appropriate paper. 

4. General exam stationery – the blank yellow labels, the bags and sacks can be 
stored on top of the filing cabinet. SATS are stored in the cupboard in the 
filing cabinet opposite the office. 
 

BEFORE AN EXAM 

The Reserve Exams Officer needs to make sure that they have the red box and the 
exam folder to set up with everything necessary for the exam to take place.  A copy 
of the exams policies will be in each box. 

1. Set up the Exams Room using the Exam Room plan that can be found on 
Sharepoint in the Exams file. Ensure candidates details including a 
photograph are on each table. 

2. Check all the necessary equipment is laid out on each table, especially for 
Maths exams. 

3. Check there is an Incident Log Form in the Exams Room. 
4. Ensure laptops are fully charged and that the spelling and grammar check is 

disabled - For pupils with an access arrangement of a Scribe the spell and 
grammar check can be left in place. 

5. Remind pupils it is their exam. 
 
IF THE EXAMS OFFICER IS NOT IN SCHOOL FOR A START OR END OF AN 
EXAM –  
 
the official regulations are in the ICE (instructions for conducting Examinations) in 
Exams folder on Sharepoint. There will also be a copy in each of the Exam Room 
boxes. 
 
 
  



FETCHING EXAM PAPERS 

1. Using the spare keys (in the lockbox above the filing cabinet in the office), go 
to the exam cupboard in the primary corridor 10 minutes before the exam is 
due to start. 

2. Take another person with you to sign the Second Pair of Eyes Log (stored on 
EO’s desk). 

3. Unlock the door, then the padlock on the locking bar on the small cabinet, 
then the cabinet itself. 

4. Exam papers are in date order – make sure you get the correct exam papers 
out. 

5. Sign them out on the Sign Out sheet on the wall. 
6. Get your other body to check the front, reading aloud and both of you sign the 

Second Pair of eyes log. 
7. Lock everything back up and take the papers to the exams room. 
8. The lead invigilator should have the red exams room box, and the room 

should be set up ready to go. 
9. Ask the lead invigilator to check the front of the papers, reading it our loud to 

see if they are correct. Sign the second pair of eyes form. 
10. Take attendance. 
11.  As they come in, give a copy of the exam paper to each scribe if scribes are 

being used. For those without scribes papers can be given out by the lead 
invigilator. 

12. Wait until the start of the exam to ensure everyone has what is needed and to 
hear the time when the exam is due to end. 

 
JCQ INSPECTION 

1. Should the Inspector arrive, he needs to be on a red badge – they do not 
have DBS’. 

2. Your keys need to be on your person and you need to make it clear from the 
outset you are a designated keyholder, but you are covering.  

3. They will arrive for a morning exam at 8.30ish. 
4. They might ask to see policies – they are all on Sharepoint in the exams 

folder, on the EO’s desk and copies are in the red box. They should all be 
current and up to date. 

5. Fosse Way School is our back up venue (and we are theirs) – it is in the main 
Exams Policy and Contingency plan. 

6. They will probably ask to see access arrangement packs and evidence. They 
are stored in the school office in the bottom drawer of the cabinet next to OM 
desk. 

7. Evidence of Kate Lee’s qualifications are in there and in the exams cupboard. 
8. Evidence of the training and the training log of people who have done it and 

the sign off forms are there as well or in the exams pigeon hole – they may 
ask to see this. 

9. They will want to observe the start of the exam. Stay with them and do not 
open the exams until you are standing in the corridor. If someone tries to 
enter the room, challenge them, ask ID. 

10. An Inspector may arrive for an ending of the exam. Take them to the exam 
room, and they will observe the collection of scripts. Be aware of the 
regulations around word processor print outs if you do this. If a student has 
had help from a scribe ensure a JCQ/scribe Form 2 is completed and signed 
and attached with the answer paper. 

11. Go directly to the secure cupboard and deal with the scripts for despatch (see 
below and package it) 

12. The Inspector will complete the report and ask you to confirm it. If there are 
any actions, the school will be sent a letter or email to follow up on. 



ISSUES DURING AN EXAM 

1. You should be called if there is a problem. You can delegate people to have 
authority to enter the room to deal with it. Complete an Incident Log. 

2. If there is a problem with the paper you need to call the exam board and get 
advice – they will tell you what action to take. 

3. Fire alarm – there is an emergency procedure in the red box. The pupils need 
to stay together and the integrity of the exam can be preserved. An Exam 
Incident Log must be completed and a report to Exam board made (check ICE 
for details). 

 
 

COLLECTING & DESPATCH OF EXAM PAPERS 

1. Go back to the room a few minutes before the end of the exam – if there are 
issues, the lead invigilator will call you. 

2. At the end, all candidate exam papers and scripts must be given to you, all 
scribe forms and the completed attendance register. 

3. If there are word processors, candidates must not leave until you have printed 
off their documents. They have to confirm the printout is their work. Each 
page of the typed script must be numbered e.g. page 1 of 6. Check each 
candidate has put their candidate number, name, centre number and exam 
details into the header and put page numbers in footer. 

4. Put the Scripts in candidate order. Sign the bottom of the scribe form and put 
it in the script. Only put it in if they used the scribe – candidates get more 
points if they did not. 

5. Retain a copy of the attendance register and put the top copy in a plastic 
pouch bag with the scripts. 

6. Print off Yellow label and despatch note, these are generally emailed to us 
24hr in advance and it is best not to print earlier as they sometimes do last 
minute changes.  Lock away until collected by Parcelforce. Log the collection 
on the Despatch Log sheet provided. 

7. Keep all paperwork including seating plans, incident logs, attendance 
registers and despatch logs safe- an exams board may ask for any of this 
information. 

 


