All Different: All Equal
Together, Improving Upon Our Best

Exams Emergency Evacuation Procedure

This Policy was ratified by the Board of Directors on : Spring 2026

This Policy will be reviewed by the GLC Board on : Spring 2027

GLC Mission Statement

The GLC’s mission is to develop active and thriving citizens within a diverse, truly fair and equal

community.

This will be achieved through:

- High quality teaching that deliberately develops competencies of curiosity, creativity,
communication and critical-thinking;

- Aninspiring and meaningful curriculum;

- The development of productive relationships by instilling the values of compassion, resilience,
responsibility and aspiration to prepare our young people for learning and life;

- A commitment to the wellbeing of our staff;

- A culture of professional generosity, collaboration, challenge and support throughout the GLC;

- The development of effective external partnerships for the benefit and wellbeing of our community.

The Gateway Learning Community Trust comprises the Gateway Academy, Herringham Primary
Academy, Lansdowne Primary Academy, the Gateway Primary Free School and Tilbury Pioneer

Academy. For the purposes of this document each will be referred to as an ‘Academy’.

Equalities Statement

The GLC’s commitment to equality is enshrined in our mission statement to develop “active and thriving
citizens within a diverse, truly fair and equal community’.

We are a vibrant, innovative and successful organisation: we work hard to be the place of choice to work
and to learn. Across the 5 academies of the GLC, we pledge that everyone enjoys an equality of
opportunity. We work tirelessly to ensure that individual characteristics including age, ethnicity,
socio-economic background, academic ability, disability, gender, religious beliefs, sexual orientation are

not discriminated against in any way. We create inclusive environments characterised by mutual respect

where difference is celebrated.
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Purpose of the policy

This policy details how The Gateway 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.

As each incident may be different, advice will be sought from the relevant awarding body as soon as it is
safe to do so [ICE 25.6].

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

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;

- Ensures any breach of question paper security or malpractice is reported to the awarding body
immediately [ICE 25.5].

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] or equivalent role

- 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 [through Candidate Exam Handbook, assembly and prior to exam
starting.], 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;
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Liaises with the SENCo [or equivalent role] 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;

Ensures a full report of the incident is produced and retained on file if required by an awarding
body[ICE 25.4];

Ensures an online application for special consideration is submitted to the relevant awarding body
where candidates have been disadvantaged [ICE 25.7].

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 [or equivalent role], 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.
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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.

EMERGENCY EVACUATION PROCEDURE

Actions to be taken [as detailed in current JCQ Instructions for conducting examinations section 25, Emergencies]

Stop the candidates from writing

Collect the attendance register [in order to ensure all candidates are present]

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

Advise candidates to leave all question papers and scripts in the examination room

Candidates must be advised to close their answer booklet

Ensure the candidates leave the room in silence

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

Make a note of the time of the interruption and how long it lasted

Allow the candidates the remainder of the working time set for the examination once it resumes

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

Make a full report of the incident and of the action taken [to be retained on file if required by an awarding body]

For on-screen assessments:
Candidates must be closely supervised if an emergency evacuation of the assessment room occurs

Invigilators should refer to any software specific instructions to safeguard the security of the assessment content
and candidates’ responses (For example, pausing the assessment for all candidates and locking the evacuated

assessment room without closing down the software)

Invigilators should understand the procedures for re-starting an on-screen assessment after an emergency
evacuation of the assessment room, controlling the re-starting of the assessment, re-setting the timing and

ensuring, where appropriate, candidates can access their previous responses
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http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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