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CONTINGENCY PLAN FOR EXAMINATIONS 2019/2020 

In the event of the Exams Officer and the Exams Administrator not being in school on the day of scheduled exams, 

the following contingency plan needs to be put into action. 

1. The Exams Officer will telephone (Kelly Bowd (Deputy Headteacher) & Leisa Evans (Business Manager) as 
early as possible in the event of non- attendance at school. 

2. Keys for the exams room are held in the safe in the admin office in a plastic box. 
 

3. Key code for the safe is in the exams office – (Kelly Bowd and Leisa Evans will be shown where it is kept) 
Inside the safe are the keys to the secure cabinets and the bungalow key and the key for the Leisure 
Centre through door and changing room doors (for the lead invigilator in the S/Hall) 
 

4. All the exam papers are laid out on the shelves of the cupboard which are clearly labelled in date order 
and stored in separate piles for AM and PM exams. 
 

5. The boxes for each exam venue should already be made up (as they are always prepared the night before). 
Remove the papers from the secure cabinet and check the date and time on the front of the packs of 
papers. (Two members of staff must verify the correct date/ & times before opening them!) 
 
Bear in mind there may be several subjects on at the same time and several rooms that will be used.   
 
Check the number of papers you require for each room. (The register and seating plan will be attached to a 
clipboard in the box for each room and from this you can see how many papers you require.) Remove the 
correct amount of papers for each room and put any loose papers in a sealed envelope.   
 
Make sure you sign against the correct entry on the notice board to say you have taken the papers. 
 
You will be able to give the prepared boxes to the Invigilators. They will know what to do!  
 
They will prepare the exam room by laying out the exam cards on the desks (as per the order on the 
seating plan) and will ensure that the relevant JCQ notices are displayed outside, together with a seating 
plan. Inside they will ensure that the ‘date, start and finish time’ signs for each subject are displayed 
together with sufficient clocks. (clocks MUST display the current time) The Lead invigilator will start the 
exam reading out all the instructions from the orange laminated prompt card which is in the box with a 
copy of the JCQ ICE Booklet. (A copy of this booklet MUST be present in each of the MAIN exam rooms) 
 
A nominated person from the invigilator team will complete the exam room register as soon as possible, 
and check that all pupils have been registered. If there are any absentees, they will need to advise the 
person who is standing in for the Exams Officer (Kelly Bowd) and a phone call needs to be made to 
parents.  
 
Students are allowed to enter an exam late, but no later than 10:00am for AM exams and 2:30pm for PM 
exams) (unless the exam is less than an hour and has already finished by these times).If you know 
someone is going to arrive late, tell them to wait and be met at reception, then you need to escort them 
into the exam venue. Ensure that their actual arrival time is noted by the invigilators as they should be 
given the full time for that exam. 
 
When the examinations have finished, the invigilators will bring the boxes containing the scripts and exam 
papers and all the equipment back to the exam room.  Check that all of this is returned and personally 
handed to you not just left in or outside the office! Ensure you also receive the Leisure Centre 
keys/bungalow key (as appropriate) back from the Invigilator. 
  
 



 

 

6. 
 

The filing cabinet in AWA’s office contains the official registers, and labels, as well as the daily seating 
plans and SIMS registers. (They are all filed by day in date order). 
 
 

7. Complete the registers (Tick for present or mark A for absent) and assemble the scripts in the order to 
correspond with the register. Check that all the candidate details/cand No, Centre No etc. have been 
completed on every script and any additional answer booklets used. If not, fill in the missing information 
and write you initial. (You must not alter anything else inside the paper). Approximately 30 scripts will fit 
securely in one bag, so you may need to split the register into parts, to enable a copy to be sent with each 
batch of corresponding scripts. (Retain the bottom -yellow copy - for our records.) 
 
Should any students have completed their exam on a WP, ensure that their work is printed off in their 
presence, and ensure they sign each page to confirm total number of pages. (E.g. 1/6 pages etc.) 
If they have also completed work in the exam paper/or Answer booklet attach the pages completed on the 
WP to the Exam script/A/booklet using a treasury tag in top left corner. Every student using a WP must 
have a Word Processor Cover Sheet completed and attached to the script as well. On the register you need 
to write the word ‘TRANSCRIPT’ against their name for those who used a WP only. 
 
Place the scripts and registers into the correct bag.  (Exam script bags are on the shelf in the exam storage 
room and this year, we will be using mainly WJEC – grey bags).  Ensure the scripts are place in the bag in 
the order of the register, with the register on top, before sealing the bag. Place the correct examiner label 
on the package (always check the date and codes match up!) and complete the information required on 
the bags.  
 
 

8. You must then prepare for the afternoon session. 
 
Make sure the boxes are complete with all the necessary stationery, seating plans, registers etc. (The daily 
exam schedule) will be saved in the staff area:  U:\CHESecureShare\EXAMS\Exam Seasons\2019-
2020\June 2020/FINAL DETAILED Examination Timetable) This will show you what is taking place each 
day.   
 
You will need to collect the SIMS seating plans and register from the filing cabinet in AWA’s office and 
attach to the clipboard for each venue.  Replenish boxes with equipment and sort out the candidate ID 
cards in the order of the seating plan. (Bundle them in columns to correspond with the seating plan so that 
they can be laid out on the desks quickly)  
 
Remove the afternoon exam papers from the secure cabinet (checking date/time on front of script packets 
and remembering to sign them out) and count out number of papers for each venue.  
 
Once the boxes are ready with exam papers, give them to the invigilators; they will know what to do! 
 
 

9. You will then need to prepare for the next day, repeating the above procedures. 
 

10. At the end of the day, you may have 14/15 parcels ready for postage. The Courier Service will collect the 
mail from reception for the specified exam period.  The First task of the day will be to weigh and frank all 
the parcels and put them into a mail bag (the mail bags are in exams rooms) and leave them locked in the 
reception cupboard ready for the courier to collect. Log each parcel on the post sheet, stating the exam 
code and the address that each parcel is being sent to. Photocopy the completed post sheet, and attach 
one copy to the bag, the second copy will then need to be signed by the postman.  (Receptionist/s) 
should be able to attend to this and ensure it is returned to us for our records. 
 
 

 


