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‘I have come that they may have life and have it to the full’
John 10:10

The Ethos of St Peter and St Paul
“Our school is a community where Jesus Christ is our role model and his message the
guiding principle behind all we do.
Every member of our community is responsible for creating an environment that is caring,
fair and respectful of each individual.
We develop our potential, celebrate our talents and go forward together in faith.”
Christ is the foundation of everything we do and the Gospels provide us with our influence
and inspiration. We are therefore committed to promoting:
The uniqueness of the individual
We believe that every person is a unique individual, created in God’s image and loved by
Him. We are therefore committed to treat every person with equality of esteem and the
respect and dignity due to a child of God.
The search for excellence
We are called to seek perfection in all aspects of our lives. We celebrate the enrichment of
the total community, which flows from diversity of age, gender, racial and social origins,
abilities, culture and religion. We are therefore committed to ensure that all are to be given
every opportunity to develop their talents to the full.
The education of the whole person
We offer young people the experience of life in a community founded on Gospel values and
working in harmony. Through this and a variety of educational experiences and interactions
we aim to prepare young people for a life working with others in communities which maybe
diverse socially, culturally and religiously. We recognise that it is also important to help
pupils to understand their own ethnic identity and cultural heritage as well as helping them to
understand that of others irrespective of whether the school serves or is located in an
ethnically diverse community.
The education of all
We have the duty of care for all to ensure that we provide for those who are socially,
academically, physically, emotionally or financially disadvantaged.
Moral principles
Our belief in the Gospel message commits us to be in the forefront of the movement for
social and racial justice and harmony. We believe this is fundamental to the common good.
We aim to prepare our young people to serve as witnesses to these moral and spiritual
values in the wider world.
Consequently, we still strive to ensure that:
Any person recruited to the service of the school, whether as a member of staff or as a
volunteer, is made fully aware of our aims and objectives and required to support them;
Children who are admitted to the school and their families are fully aware of our aims and
objectives and undertake to support them;
All of our structures and policies are evaluated and kept under constant review in order to
see that no individual is subject in any way to unlawful discrimination, whether intentional or
unintentional, and to ensure that all are enabled to reach their full potential.
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‘I have come that they may have life and have it to the full’
Purpose of the policy

John 10:10

This policy details how St Peter & St Paul Catholic Voluntary Academy 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
 Ensures any instructions from relevant local or national agencies are
referenced and followed where applicable, including information from the
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‘I have come that they may have life and have it to the full’
John 10:10

National Counter Terrorism Security Office on the Procedures for handling bomb threats
https://www.gov.uk/government/publications/bomb-threatsguidance/procedures-for-handling-bomb-threats
 Where safe to do so, ensures candidates are given the opportunity to sit

exams for their published duration
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
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 procedure for
every exam room
 Provides a standard invigilator announcement for each exam room which
includes appropriate instructions for candidates about emergency
procedures and 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 where applicable (in cases where a group
of candidates have been disadvantaged by a particular event)
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‘I have come that they may have life and have it to the full’
John 10:10

Invigilators
 By attending training and/or update sessions, 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
 Record details on the exam room incident log to support follow-up reporting
to the awarding body by the exams officer (see below)
Other relevant centre staff
 Support the senior leader, SENCo, exams officer and invigilators in ensuring
the safe emergency evacuation of exam rooms
Recording details
As soon as practically possible and safe to do so, details should be recorded.
Details must include:
 the actual time of the start of the interruption
 the actions taken
 the actual time the exam(s) resumed
 the actual finishing time(s) of the resumed exam(s)
Further details could include
 report on candidate behaviour throughout the interruption/evacuation
 a judgement on the impact on candidates after the interruption/evacuation

Last Reviewed: 2020

Next Review: 2022
Page 5 of 5
Based on Policy Template: Policy V1

‘I have come that they may have life and have it to the full’
John 10:10

Procedure
In the event of an emergency evacuation of an exams room for events such as:
 Fire/Fire alarm
 Bomb alert
 Any other emergency which requires an evacuation of an exams room Invigilators at
St Peter & St Paul Catholic Voluntary Acadmemy have been informed that they must take
the following action (in accordance with JCQ Instructions for conducting examinations (ICE)
regulation 18: Emergencies):
1. Stop the candidates from writing.
2. Collect the attendance register and seating plan (in order to ensure all candidates are
present) and inform the candidates that they must maintain absolute silence.
3. Evacuate the examination room in line with the instructions given by the appropriate
authority.
4. The Exams Officer will be aware of any student(s) who require help getting out and
will assist or call for assistance with the evacuation.
5. Advise candidates to leave all question papers, scripts and personal belongings in
the examination room. Candidates must be advised to close their answer booklet
5a. 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. In such cases the exams officer will advise and assist.
6. Supervise candidates as closely as possible while they are out of the examination
room to make sure there is no discussion about the examination.
7. When instructed, supervise the return of candidates to the exam room. Remind the
candidates that they are still under exam conditions.
8. Make a note of the time of the interruption and how long it lasted.
9. Allow the candidates the full working time set for the examination. (Candidates must be
given the opportunity to sit the examination for its published duration)
10. Make notes of the incident to enable the exams officer to produce a full report of the
incident and of the action taken to be forwarded to the relevant awarding body.
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Additional Actions
In addition to the actions required by JCQ ICE regulation 18 above, 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 field at the far end of the
Multi Games Area.
3. On returning to the exam room allow candidates time to settle down, reminding them
they are still under exam conditions
4. Restart the exam and allow candidates the full working time set for the examination
5. Make relevant changes to the displayed finish time
6. All information regarding the evacuation must be recorded on the exam room incident
log
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