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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. 
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A non-
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national closure of schools 
or cancellation of exams. 

A candidate could not sit 
one or more of his papers 
for medical reasons 
(contagious infection, 
hospitalised, etc.) 

Low Low All parents have been notified to inform the 
school immediately if their child begins to feel 
unwell or has a medical emergency. 

Head of Exams will liaise with Exams boards and 
follow their guidance. 

Candidates unable to attend 
School because of a crisis 

Low Low  Head of Exams will liaise with Exams boards and 
follow their guidance. 

School cannot open because 
of a crisis 

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

Entry or question paper 
issues. 

Low Low Question papers checked on receipt to match 
entry, timetable, and expectation. 

Head of Examinations will follow JCQ and awarding 
body guidelines. 

Head of Examinations 
absent/leaves with short 
notice 

Low Low Members of the Examinations team have the 
keys and codes for the safe and are aware of all 
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A log will be kept of all measures put in place in 
the conflict of interest file.  
Head of Exams 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. 

Disruption of teaching time 
² 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. 

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 
ERG\·V�DGYLFH� 

Disruption in 
distribution/transportation 
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Cyber-security incident Low Low We have moved all files onto OneDrive and 
SharePoint 

OneDrive is secure and can be accessed by us from 
home so, in an emergency, files can be accessed and 
moved if required. 
We will contact the awarding bodies and the NCSE 
as soon as possible to notify them of the breach.  

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