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OAK HILL SCHOOL MISSION STATEMENT

Oak Hill School is a welcoming and supportive environment where children can thrive socially, creatively, and academically. Our commitment to understanding each student's unique needs drives us to provide personalised pastoral support and effective behaviour guidance, ensuring high-quality learning experiences. Collaborating closely with our partners, we deliver a diverse and engaging curriculum that caters to the individual needs of our learners. Our guiding values: Friendship, Equality, Respect, Resilience and Excellence—shape the foundation of our school ethos. Recognizing that some of our students have faced challenging experiences, both at school and at home, we aspire to make Oak Hill School a place where they can rediscover the joy of learning. Through our school motto: Enjoy, Aspire and Achieve; our goal is to inspire them to dream big, fostering aspirations to become the individuals they envision, ultimately evolving into the best versions of themselves. The dedicated staff at Oak School provide unwavering support, guiding them towards the realisation of their ambitions.










1. [bookmark: _Toc53475550][bookmark: _Toc55393742]Aims 

· This plan aims to: 
·  Examine potential risks and issues that could cause disruption to the management and administration of exams.
·  Mitigate the impact of disruptions by providing actions or procedures to follow.

2. [bookmark: _Toc53475551][bookmark: _Toc55393743]Legislation and Guidance 

· This plan complies with the Joint Council for Qualifications (JCQ) General Regulations for Approved Centres, which requires all exam centres to have a written examination contingency plan/examinations policy.

· It’s also based on: 
·  Ofqual’s guidance on contingency planning
·  JCQ’s joint contingency plan

3. [bookmark: _Toc53475552][bookmark: _Toc55393744]Responsibilities

3.1 Head of Centre 
· The Head of Centre is Kevin Grant. They will ensure that a written examination contingency plan/examinations policy is in place and covers all aspects of examination administration.

3.2 Staff and Invigilators 
· Staff and invigilators involved in the centre’s exam process are responsible for reading, understanding and implementing the contingency plan.


4. [bookmark: _Toc53475553][bookmark: _Toc55393745]Monitoring arrangements 

· This policy will be reviewed by Wendy Hartley (AHT & SENCO) and Dennis Owusu (Exams Officer) every year. At every review, the policy will be shared with the governing board.


[bookmark: _Toc53475554][bookmark: _Toc55393746]5. Links with other policies 
· This policy is linked to our: 
· Exams Policy
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5. [bookmark: _Toc55393747]Contingency Plan 

· The tables below sets out examples of scenarios where a contingency plan may be needed to minimise risk to examination administration. These are based on the JCQ’s joint contingency plan, and are consistent with Ofqual’s current contingency planning guidance.


Key Staff Involved in Contingency Planning 

	Role 
	Name(s) 
	Initials

	Head of Centre 
	Kevin Grant 
	
KG

	Deputy Head of Centre
	
Bola Macarthy
	
BM

	Exams officer 
	
Dennis Owusu
	
DO

	Assistant Head /SENCO
	Wendy Hartley
	
WH

	Office Staff
	Nicola Baker & Nicola Freedman
	
NB & NF




	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	1.
Disruption of teaching time in the weeks before an exam – centre is closed for an extended period. 
	When the centre is closed and candidates are unable to attend for an extended period during normal teaching or supported study time, interrupting the provision of normal teaching and learning, e.g. if the centre is forced to close. 
	· Seek advice from relevant awarding organisations and JCQ
· Have a contingency plan to facilitate alternative methods of learning, alternative venues or both
· Offer candidates an opportunity to sit any examinations missed at the next available series
· Communicate any changes to your plans with parents, carers and pupils 
	

	2.
Candidates unable to take examinations because of a crisis – centre remains open. 
	[bookmark: _GoBack]In the event that candidates are unable to attend examination centres to take examinations as normal, e.g. sickness bug. 
	· Communicate with relevant awarding organisations at the outset to make them aware of the issue 
· Liaise with candidates to identify whether the examination can be sat at an alternative venue in agreement with relevant awarding organisations

· Communicate any changes to your plans with parents and pupils

· Offer candidates an opportunity to sit any examinations missed at the next available series
· Apply to awarding organisations for special consideration for candidates where they have met the minimum requirements
	

	3.
Centre is unable to open as normal during the examination period.
	In the event that the centre is unable to open as normal for scheduled examinations, e.g. a fire at the centre forces it to close.
	· Inform relevant awarding organisations as soon as possible
· Refer to Critical Incident & Business Continuity Policy and/or Health and Safety policy, where appropriate
· Head of Centre will decide whether the centre is safe to open, based on advice or instructions from relevant local or national agencies 
· Use alternative venues in agreement with relevant awarding organisations

· Communicate any changes to your plans with parents, carers and pupils

· Apply to awarding organisations for special consideration for candidates where they have met the minimum requirements
· Offer candidates an opportunity to sit any examinations missed at the next available series, if possible
	

	4.
Disruption in the distribution of examination papers.
	In the event that there is disruption to the distribution of examination papers to centres in advance of examinations.
	· Find out from the awarding organisation if they’re able to organise an alternative courier and time to deliver hard copies  
· If the above isn’t possible, you will receive electronic access to papers via a secure external network
· To have plans in place to ensure you can receive, make and store papers under secure conditions 
· As a last resort, your awarding organisation may consider rescheduling the examination

	

	5.
Disruption to the transportation of completed examination scripts.
	In the event that there is a delay in normal collection arrangements for completed examination scripts.
	· If your examinations are part of the national ‘yellow label service’ or where your awarding organisation arranges collections, seek advice from awarding organisations and their normal collection agency regarding collection
· Only make alternative arrangements after approval from the awarding organisation and make sure papers are securely stored until collection
· Ensure secure storage of completed examination papers until collection
· If your centre makes its own transportation arrangements, investigate alternative arrangements that comply with the JCQ’s instructions for conducting examinations 
	

	6.
Assessment evidence is not available to be marked
	In the event of large-scale damage to, or destruction of, completed examination scripts or assessment evidence before it can be marked, e.g. a fire at the centre destroys completed examination scripts.
	· Communicate this immediately to the relevant awarding organisation(s), candidates and their parents or carers
· Where possible, the awarding organisation will generate candidate marks based on other appropriate evidence of candidate achievement 
· Where marks cannot be generated by awarding organisations, candidates may need to retake affected assessment in a subsequent assessment series
	

	7. 
Centre is unable to distribute results as normal or facilitate post results services. 
	In the event that the centre is unable to access or manage the distribution of results to candidates, or to facilitate post results services. 
	· Contact awarding organisations about alternative options
· Make arrangements to access results at an alternative site
· Share facilities with other schools/colleges if possible
· Co-ordinate access to post results services from an alternative site
· Contact the relevant awarding organisation if electronic post results requests are not possible
	

	8.
Emergency evacuation of the exam room or centre lock down. 
	Whole centre evacuation (or lock down) during exam time due to fire alarm or serious incident resulting in exam candidates being unable to start, proceed with or complete their exams.
	· Follow the building evacuation plan, keeping exam candidates separate from other pupils and ensure they are fully supervised by Invigilators.
· Note the timings of the interruption to the exam and ensure that this time is added on at the end.
· Liaise with JCQ and contact exam boards for advice as soon as possible.
	




	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	9
Failure of IT systems.




	MIS system failure at final entry deadline. 
MIS system failure during exams preparation. 
MIS system failure at results release time.
	· Liaise with School Pod and or TurnITOn
· Contact exam boards for advice
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	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	10
Exam rooms - lack of appropriate rooms or main venues unavailable at short notice.



	Exams officer unable to identify sufficient/appropriate rooms during exam timetable planning. 
Insufficient rooms available on peak exam days. 
Main exam venues unavailable due to an unexpected incident at exam time.
	· Exams would be moved to classrooms.
· In the event of sudden unexpected unavailability, resulting in classrooms having to be used, this might result in school closure to other year groups.
	




	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	11
Invigilators - lack of appropriately trained invigilators or invigilator absence.




	Failure to recruit and train sufficient invigilators to conduct exams. 
Invigilator shortage on peak exam days. 
Invigilator absence on the day of an exam.
	· Oak Hill has a list of over 20 pre-approved and trained invigilators. This would be used if invigilator absent. If no external invigilators available, SLT & other staff would cover
	



	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	12
Teaching staff extended absence at key points in the exam cycle




	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. 
Non-examination assessment tasks not set/issued/taken by candidates as scheduled. 
Candidates not being informed of centre assessed marks before marks are submitted to the awarding body and therefore not being able to consider appealing internal assessment decisions and requesting a review of the centre’s marking. 
Internal assessment marks and candidates’ work not provided to meet awarding body submission deadlines.
	· The extended absence of any teacher would be monitored and supported by the Head of Centre and Deputy Head of Centre.
	



	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	13
SENCO extended absence at key points in the exam cycle





	Key tasks required in the management and administration of the Access Arrangements process within the exam cycle not undertaken including: 
Planning: 
Centre fails to recognise its duties towards disabled candidates as defined under the terms of the Equality Act 2010. 
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. 
Centre-delegated arrangements not put in place. 
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
	· The absence of the SENCO would be covered by an experienced Senior Leader 
· Support may also be sought from a local secondary school
	



	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	14
Exam officer extended absence at key points in the exam process (cycle)



	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. 
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.  
	· The Exams Officer is part of a team of 4 people led by an experienced member of SLT
· SLT members and other staff will cover all above key duties as necessary
	



	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	14 CONTINUED
Exam officer extended absence at key points in the exam process (cycle)



	Pre-Exams 
Invigilators not trained or updated on changes to instructions for conducting exams. 
Exam timetabling, rooming allocation; and invigilation schedules not prepared 
Candidates not briefed on exam timetables and awarding body information for candidates. 
Confidential 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 
Exams/assessments not taken under the conditions prescribed by awarding bodies. 
Required requests not submitted to awarding bodies during exam/assessment periods, for example very late arrival, suspected malpractice, special consideration. 
Candidates’ scripts not dispatched as required for marking to awarding bodies.
	· The Exams Officer is part of a team of 4 people led by an experienced member of SLT
· SLT members and other staff will cover all above key duties as necessary
	



	SCENARIO 
	WHEN TO IMPLEMENT
	ACTIONS
	PERSON(S) RESPONSIBLE 

	14 CONTINUED
Exam officer extended absence at key points in the exam process (cycle)



	Results and Post-Results 
Access to examination results affecting the distribution of results to candidates.
The facilitation of the post-results services.
	· The Exams Officer is part of a team of 4 people led by an experienced member of SLT
· SLT members and other staff will cover all above key duties as necessary
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