St John Fisher
Catholic Voluntary Academy

Policy for External Examinations:
Exam Contingency Plan

April 2016

The Blessed Peter Snow Catholic Academy Trust
The Catholic Voluntary Academies which form the Blessed Peter Snow Catholic
Academy Trust are distinctive as we provide grounding in the Catholic Faith for all
our children. The special character of our Catholic academies is the quality of the
religious teaching, integrated into the overall education of our children. Our beliefs,
which are Gospel centred, affect the way we live, making our academies living
examples of Christ and His teachings.

“Education is not and must never be considered as purely utilitarian. It is about
forming the human person, equipping him or her to live life to the full – in short it
is about imparting wisdom. And true wisdom is inseparable from knowledge of the
Creator.’” (Pope Benedict XVI, Address to Teachers and Religious, Twickenham,
September 2010).
Our Academies therefore operate and are informed by the following four key principles
of Christian formation:





Places of Discipleship
Places where Communities are created
Places of Learning
Places where we treasure God’s World

In light of the above principles, the Trust aims to:


ensure secure, welcoming and engaging environments in which all individuals learn to value
and respect both themselves and others



provide all individuals with the opportunities to achieve excellence, to develop their full
potential as human beings and to encourage and challenge them to do so



uphold the unshakable belief in the unique potential of each child, student and member of
staff



provide a curriculum that initiates students into the knowledge, values, attitudes and skills
they need to become mature Christian adults in their personal, social, family and working
lives.
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Purpose of the plan
This plan examines potential risks and issues that could cause disruption to the
management and administration of the exam process at St John Fisher Catholic Voluntary
Academy. By outlining actions/procedures to be invoked in case of disruption it is intended
to mitigate the impact these disruptions have on our exam process.
Alongside internal processes, this plan is informed by scenarios contained in the Joint

contingency plan in the event of widespread disruption to the examination system in
England, Wales and Northern Ireland.
This plan complies with JCQ general regulations (section 5) in that:

The centre agrees to “have in place a written examination contingency plan/examinations
policy which covers all aspects of examination administration. This will allow members of
the senior leadership team to have a robust contingency plan in place, minimising risk to
examination administration, should the examinations officer be absent at a crucial stage of
the examination cycle;”
Causes of potential disruption to the exam process
1.

Exam officer extended absence at key points in the exam process (cycle)
Criteria for implementation of the plan
Key tasks required in the management and administration of the exam cycle not
undertaken including:
Planning
•
annual data collection exercise not undertaken to collate information on
qualifications and awarding body specifications being delivered
•
annual exams plan not produced identifying essential key tasks, key dates
and deadlines
•
sufficient invigilators not recruited and trained
Entries
•
awarding bodies not being informed of early/estimated entries which
prompts release of early information required by teaching staff
•
candidates not being entered with awarding bodies for external
exams/assessment
•
awarding body entry deadlines missed or late or other penalty fees being
incurred
Pre-exams
•
exam timetabling, rooming allocation; and invigilation schedules not
prepared
•
candidates not briefed on exam timetables and awarding body information
for candidates
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•
•

exam/assessment materials and candidates’ work not stored under required
secure conditions
internal assessment marks and samples of candidates’ work not submitted to
awarding bodies/external moderators

Exam time
•
required reports/requests not submitted to awarding bodies during
exam/assessment periods e.g. very late arrival, suspected malpractice,
special consideration
•
candidates’ scripts not dispatched as required to awarding bodies
Results and post-results
•
access to examination results affecting the distribution of results to
candidates
•
the facilitation of the post-results services
Centre actions:
In all the above circumstances the required actions would be undertaken by the
Senior Examinations Manager
2.

SENCo extended absence at key points in the exam cycle
Criteria for implementation of the plan
Key tasks required in the management and administration of the access
arrangements process within the exam cycle not undertaken including:
Planning
•
candidates not tested/assessed to identify potential access arrangement
requirements
•
evidence of need and evidence to support normal way of working not
collated
Pre-exams
•
approval for access arrangements not applied for to the awarding body
•
modified paper requirements not identified in a timely manner to enable
ordering to meet external deadline
•
staff providing support to access arrangement candidates not allocated and
trained
Exam time
•
access arrangement candidate support not arranged for exam rooms
Centre actions:
In the above circumstances the Assistant SENCO will undertake the required duties

3.

Teaching staff extended absence at key points in the exam cycle
Criteria for implementation of the plan
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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:
In the above circumstances the Head of Faculty or Acting Head of Faculty will
undertake the required duties
4.

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 exam

Centre actions:
In the above circumstances the Examinations Officer and Manager will undertake
the required duties
5.

Exam rooms - lack of appropriate rooms or main venues unavailable at
short notice
Criteria for implementation of the plan
•
Exams officer unable to identify sufficient/appropriate rooms during exams
timetable planning
•
Insufficient rooms available on peak exam days
•
Main exam venues unavailable due to an unexpected incident at exam time
Centre actions:
An appropriate room would be sourced within the Academy or Catholic community
eg church hall

6.

Failure of IT systems
Criteria for implementation of the plan
•
MIS system failure at final entry deadline
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•
•

MIS system failure during exams preparation
MIS system failure at results release time

Centre actions:
The IT technicians should be able to repair the MIS system, if for any reason this
was not possible then the appropriate exam board would be contacted for guidance
7.

Disruption of teaching time – centre closed for an extended period
Criteria for implementation of the plan
•
Centre 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
Centre actions:
Communicate with parents, carers and students about the potential for disruption
to teaching time and plans to address this. Please refer to School Emergency Plan

8.

Candidates unable to take examinations because of a crisis – centre
remains open
Criteria for implementation of the plan
•
Candidates are unable to attend the examination centre to take examinations
as normal
Centre actions:
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 via Sims e-mail and text messaging service.

9.

Centre unable to open as normal during the exams period
Criteria for implementation of the plan
•
Centre unable to open as normal for scheduled examinations
Centre actions:
Inform each awarding organisation with which examinations are due to be taken as
soon as is possible. Source an alternative venue; an agreement is in place to use
Westborough High School, if possible

10.

Disruption in the distribution of examination papers
Criteria for implementation of the plan
•
Disruption to the distribution of examination papers to the centre in advance
of examinations
Centre actions:
•
Communicate with awarding organisations to organise alternative delivery of
papers
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11.

Disruption to the transportation of completed examination scripts
Criteria for implementation of the plan
•
Delay in normal collection arrangements for completed examination scripts
Centre actions:
•
Communicate with relevant awarding organisations at the outset to resolve
the issue whilst keeping the scripts securely

12.

Assessment evidence is not available to be marked
Criteria for implementation of the plan
•

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

examination

Centre actions:
Centre to communicate this immediately to the relevant awarding organisation(s)
and subsequently to students and their parents or carers
13.

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:
Centre to contact awarding organisations about alternative options
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School

St John Fisher Catholic Voluntary Academy

Date
Lead member of staff
Other involved
staff/role

25th April 2016
Catherine Hall
Dissemination to all staff and governors

Proposed Plan
Background/ how this proposal has come about
Reason for proposal – to introduce new practice/provision
to change or reduce practice/provision
to remove practice/provision
Main stakeholders
Any legislation or guidance that informs the proposals
An updating of current policy within school to introduce any new policy and
practice which reflects current pedagogy and remove any out of date policy
and practice

Is the proposal likely to have an adverse impact on compliance with the
Equality Duty?
Eliminating unlawful discrimination, harassment and victimisation
N
Promoting equality of opportunity
N
Fostering good relations
N
Please explain
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Consultation Process
With whom do you plan to consult?
How?
Where is the evidence of the consultation?
Line manager – Headteacher - through line management
Governors – through allowing them to see draft policies and comment
HoFs – through T and L meeting

Potential Issues
Characteristic Impact of proposal (specify if
impact is to pupil,
parent/carer, staff, governor,
other)
Disability
Race
Sex
Gender
reassignment
Pregnancy,
maternity
Religion/belief

Positive
Negative
Neutral

Sexual
orientation
Marriage, civil
partnership
Age

Neutral

Can
barrier be
removed?
Y/N

Neutral
Neutral
Neutral
Neutral
Neutral
Neutral

Neutral
Neutral

Explain in more detail
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