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1. Purpose

This policy outlines the procedures to be followed in the event of an emergency evacuation during an exam, in accordance with the JCQ Instructions for Conducting Examinations (ICE).

2. Scope

This policy applies to all staff involved in the management and invigilation of examinations, and to all candidates sitting exams on the premises.

3. Responsibilities

Head of Centre: Overall responsibility for ensuring compliance with JCQ regulations.

Exams Officer: Coordinates evacuation procedures during exams and liaises with awarding bodies as necessary.

Invigilators: Implement the evacuation procedures, maintain the security and integrity of the exam, and supervise candidates at all times.

4. Evacuation Procedure

If the fire alarm sounds or there is a security threat:

a. Stop the Exam

Invigilators must stop the exam immediately and instruct candidates to close their answer booklets.

Candidates must remain silent and await further instructions.

b. Evacuation Instructions

Candidates must leave all exam materials (answer booklets, question papers, pens) on their desks.

Candidates must leave the exam room in silence, under supervision, and proceed to the designated assembly point.

Mobile phones and electronic devices must not be taken.

c. Supervision During Evacuation

Invigilators must accompany candidates to ensure no communication or misconduct occurs.

Candidates must not attempt to discuss the exam content.

Additional staff may be called to support supervision if necessary.

d. At the Assembly Point

Candidates should line up in silence in their exam groups.

Attendance registers must be checked to ensure all candidates are accounted for.

The Exams Officer or Senior Invigilator must maintain exam security and ensure no discussion of the paper occurs.

e. Returning to the Exam Room

Candidates must be escorted back when it is safe and practical to do so.

The exam must be resumed with the full remaining time being allowed.

A full report must be submitted to the awarding body, including details of the incident and actions taken.

5. Special Considerations

The Exams Officer will submit a Special Consideration request to the awarding body if the disruption is deemed to have affected candidates' performance.

Any significant breach of security must be reported immediately to the relevant awarding body.

6. Training and Communication

All invigilators and relevant staff must be trained on this policy.

Candidates should be informed of the evacuation procedure prior to the examination period.

7. Review

This policy will be reviewed annually or after any evacuation incident, to ensure compliance with the most recent JCQ ICE regulations.
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