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EMERGENCY EVACUATION PROCEDURE:
STUDENT EXAMINATIONS

Primary person responsible for this policy: Vicki Bromley (with David Bradbury)

Job title: Vicki Bromley (with Headmaster)

Last review date: June 2021

Next review date: June 2022

Relevant ISI coding (if applicable) N/A

Circulation: This policy has been adopted by the governors and is available to parents on
request. It is addressed to all members of staff and volunteers and applies wherever they are
working with children.

‘Parents’ refers to parents, guardians and carers.
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Key staff involved in the emergency evacuation policy/procedure

Role Name(s)

Head of centre David Bradbury

Exams officer Caroline McNamara

SLT member(s) David Bradbury, Jamie Whiteside, Steve Hill, Tomasz Maslona (from
Jan 22), Patricia Pieri, Vicki Bromley

SENCo Patricia Pieri

Purpose of the policy

This policy details how Portland Place School deals with an emergency evacuation of the
exam room(s) by defining staff roles and responsibilities and confirming the emergency
evacuation procedure.

When is an emergency evacuation required?

An emergency evacuation is required where it is unsafe for candidates to remain in the exam
room. This might include a fire in the exam room, the fire alarm sounding to warn of fire,
bomb alert or other serious threat.

In exceptional situations, where candidates might be severely disadvantaged or distressed
by remaining in the exam room, the emergency evacuation procedure may also need to be
followed. This might include situations where there is severe disruption in the exam room,
serious illness of a candidate or invigilator or similarly serious incidents.

Emergency evacuation of an exam room

Roles and responsibilities

Head of centre

» Ensures the emergency evacuation policy for exams is fit for purpose and complies
with relevant health and safety regulation

Senior leader
» Where responsible for the centre-wide emergency evacuation procedure, ensures all
staff and appointed fire marshals are aware of the policy and procedures to be

followed when an emergency evacuation of an exam room is required
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Special educational needs coordinator (SENCo)

» Ensures appropriate arrangements are in place for the emergency evacuation of a
disabled candidate from an exam room where different procedures or assistance
may need to be provided for the candidate

» Ensures the candidate is informed prior to taking their exams of what will happen in
the event of an emergency evacuation

Exams officer

» Ensures invigilators are trained in emergency evacuation procedures and how an
incident and actions taken must be recorded

» Ensures candidates are briefed (Candidate exam handbook), prior to exams taking
place, on what will happen in the event of an emergency in the exam room

» Provides invigilators with a copy of the emergency evacuation procedures for every
exam room

» Provides a standard invigilator announcement for each exam which includes
appropriate information for candidates regarding what will happen if the fire alarm
sounds

» Provides an exam room incident log in each exam room

» Liaises with the SENCo and other relevant staff prior to each exam where different
procedures or assistance may need to be provided for a disabled candidate

» Briefs invigilators prior to each exam where different procedures or assistance may
need to be provided for a disabled candidate

» Ensures appropriate follow-up is undertaken after an emergency evacuation
reporting the incident to the awarding body and the actions taken through the
special consideration process

Invigilators
» By attending training, ensure they understand what to do in the event of an
emergency in the exam room
» Follow the actions required in the emergency evacuation procedure issued to them
for every exam room
» Confirm with the exams officer, where different procedures or assistance may need
to be provided for a disabled candidate they are invigilating

Other relevant centre staff

» Support the senior leader, SENCo, exams officer and invigilators in ensuring the safe
emergency evacuation of exam rooms
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Emergency evacuation procedure

Invigilators are trained in this procedure and understand the actions they must take in the
event of a fire alarm or other emergency that leads to an evacuation of the exam room.

Emergency evacuation procedure

Actions to be taken
(as detailed in the current JCQ Instructions for conducting examinations section18, Emergencies)

Stop the candidates from writing

Collect the attendance register (in order to ensure all candidates are present)

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

Make a full report of the incident and of the action taken, and send to the relevant awarding body

Additional centre-specific actions to be taken

Pupils to muster outside 85-89 New Cavendish St.
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http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations

