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Merchant Taylors’ School 
 

 

 

EXAMINATIONS - RISK ASSESSMENT AND CONTINGENCY PLAN 
Centre 17632 

Risk Risk  
Level 

Likelihood  
of Risk 

Control Measures Emergency/Contingency Plan 

Fire Alarm/Security breach 
in school 

Low Low Candidates and invigilators are aware of alarm sound. 
Lead invigilators have a mobile phone which they can 
use in case of emergency. 

Invigilators are aware of Emergency Evacuation 
Procedure and it is in the exam room folder. Evacuate 
if necessary, according to these procedures for fire 
and only if directed by Head of Examinations or SLT 
for security breach. If the breach occurs in the exam 
room contact Examinations Office or SLT. 

Invigilator missing Low Low Invigilators have a schedule and phone/email contact 
details. 
Always have one spare invigilator per room to allow 
for breaks. 

Use the extra invigilator to correct the ratio, members 
of the Exams team and SLT can assist with relief 
breaks. 

Disruption as a result of strike 
action – student, staff and 
invigilator 

Low Low Given we are an Independent school, we are unlikely 
to have our staff striking.  
Staff and students have been encouraged to plan their 
journey to and from school carefully on strike days. 

Given this should not impact on teaching, no 
contingency plan needed.  
If an invigilator was delayed due to transport strikes, a 
member of the Examinations team can support the 
invigilators if there is a shortf-4(.)9( )]  n
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Risk Risk  
Level 

Likelihood  
of Risk 

Control Measures Emergency/Contingency Plan 

A non-qualified teacher marks 
NEAs and/or verifies CA 
components 

Low  Low All HoDs will know which teachers are not qualified 
and have been told that they must not use them for 
this purpose. 

Deputy Head (Academic) will liaise with the relevant 
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Risk Risk  
Level 

Likelihood  
of Risk 

Control Measures Emergency/Contingency Plan 

Teaching staff or Head of 
Department absent at key 
point in the cycle 

Low Low Ensure the second in department is aware of 
procedures and deadlines. 

All members of the department will work to cover the 
absence with the support of the Deputy Head 
(Academic). 
 

Secure Storage becomes 
unavailable 

Low Low  We will contact JCQ/Cambridge to notify them of the 
problem and continue to run the exams using 
awarding body guidelines.  

Disruption of teaching time –  
centre closed for 
extended period 

Low Low  School and associated prep schools have other 
spaces that can be used and spare capacity furniture.  
Where necessary awarding body guidance will be 
sought. 

Conflict of interest Med Low Where possible, members of staff are not allowed to 
ťôÍèēϙ ĺŘϙ ÍŜŜôŜŜϙ Íϙ ŜťŪîôĲťЍŜϙ ſĺŘħϙ ſēôŘôϙ ťēôŘôϙ ĖŜϙ Íϙ
known conflict of interest. If the conflict is with a Head 
of Department, their line manager will replace them for 
key roles. If the conflict is with the Head of 
Examinations; they will remain in role but will 
relinquish the keys to the secure storage. They will 
have a member of the Exam Team with them when 
dealing with any confidential material and all admin 
tasks will be double checked by a colleague. Online 
access will not be revoked and can be monitored by 
the Head of Centre and/or the awarding bodies.  
 

If regulations are breached, the Head of Centre will be 
immediately informed, and they will take the 
necessary action (including notifying the awarding 
bodies). 

Contingency day planning Low  Low All candidates have been notified that they must be 
available up to and including contingency day(s). 
 

If necessary, exams will be run as per the awarding 
æĺîƅЍŜϙÍîŽĖèôϟ 

Disruption in distribution/ 
transportation of  
Examination papers 

Low Low Awarding bodies will provide guidance on what to do if 
they are unable to deliver exam papers within the 
required window.  
 
IċϙťēôŘôϙÍŘôϙîĖŜŘŪŕťĖĺĲŜϙſĖťēϙťēôϙЌƅôīīĺſϙīÍæôīЍϙŜôŘŽĖèôϙ
or DHL, we will contact the exam boards and seek 
advice. 

Awarding body would usually provide electronic 
copies of the papers and we would need to print them 
in a secure manner according to their guidelines. 
 
Head of Exams will call the relevant awarding body to 
seek advice. 
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Risk Risk  
Level 

Likelihood  
of Risk 

Control Measures Emergency/Contingency Plan 

Disruption to transporting 
completed exam scripts 

Low Low Papers can be stored in our secure storage if the 
disruption is temporary 

We will seek awarding body guidance if this becomes 
a long term problem. 

Results available day before  
general publication 

Low Low Exam staff are aware of the regulations and lock down 
the MIS and awarding body access. 
 

IT will lock down other staff access to the system. 

Head of Exams unavailable on 

https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats

