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Emergency Evacuation Procedure (Exams)

1. Purpose of the Procedure

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

2. 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.

As each incident may be different, advice will be sought from the relevant awarding body as soon as it is safe to do
so, particularly where the centre is concerned about the security of the examination(s).

Where candidates are unable to return to the building to complete the examination, the relevant awarding body will
be contacted immediately for advice.

3. Emergency evacuation procedure

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

1. Stop the candidates from writing.

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

3. Evacuate the examination room in line with the instructions given by the appropriate authority.

4. Advise candidates to leave all question papers and scripts in the examination room. Candidates must be advised to
close their answer booklet.

5. Ensure the candidates leave the room in silence.

6. Ensure candidates are supervised as closely as possible while they are out of the examination room so that there is
no discussion about the examination.

7. Make a note of the time of the interruption and how long it lasted.
8. Allow the candidates the remainder of the working time set for the examination once it resumes.

9. 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.

10. Make a full report of the incident and retain on file in case required by the relevant awarding body.

In addition to the above actions required by JCQ ICE regulation 25, invigilators are also informed of the following
centre-specific actions or information:

1. The exam room must be evacuated by the nearest fire exit

2. Candidates must be escorted to the assembly point on the car park at the front of the school

3. On returning to the exam room:
3a Allow candidates time to settle down, reminding them they are still under exam conditions
3b Instruct candidates they will resume from where they left off and the finish time will be adjusted accordingly
3c Adjust the finish time accordingly

4. Restart the exam

5. Make relevant changes to the displayed finish time
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