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Journey Independent School 
Exams Contingency Response Framework
Academic Year: 2026-2027

Lead Officers: Head of Centre and Exams Officer
1. Staff Absence (Head of Centre or Exams Officer)
Response:
· Deputy Headteacher assumes Head of Centre responsibilities, including JCQ liaison and decision-making.
· SENDCO acts as interim Exams Officer, managing:
· Secure storage access
· Invigilator coordination
· Candidate queries and access arrangements
· All decisions and communications logged for audit and inspection.
2. IT Failure or Data Loss
Response:
Activate manual backup systems:
· Paper-based registers and seating plans 
· Hard copies of exam timetables and candidate lists
· Notify awarding bodies immediately if entries, marks, or access arrangements are affected.
· Use secure USB or cloud-based backups if available.
· Log incident and recovery steps for JCQ inspection.
3. Severe Weather or Transport Disruption
Response:
Assess local conditions and consult with SLT by 7:00 AM.
If safe to proceed:
· Allow delayed start within JCQ’s permitted window
· Apply staggered entry protocols
If unsafe:
· Reschedule internal exams
· Apply for special consideration for affected candidates
· Communicate updates via SMS, email, and website.
4. Centre Closure
Response:
Relocate exams to St Catherine House (on-site, secure, JCQ-compliant).
Ensure:
· Secure transport of exam papers
· Invigilator briefing on new layout
· Candidate signage and supervision
· Notify awarding bodies of venue change.
· Maintain exam conditions and JCQ compliance.
5. Emergency Evacuation or Lockdown
Response:
Follow JCQ ICE protocols:
· Stop exam
· Evacuate or secure candidates
· Record time and disruption details
· Resume exam if safe and within JCQ time limits.
· If not possible, apply for special consideration.
· Debrief staff and candidates; log incident for inspection.
6. Disruption to the Supply of Exam Papers
Response:
Contact awarding body immediately via secure channel.
If delay is short:
· Adjust start time within JCQ window
· Maintain secure conditions
If papers are unavailable:
· Follow awarding body instructions for rescheduling or alternative arrangements
· Log incident and correspondence.
Final Notes
· All contingency actions will be documented and retained for JCQ inspection.
· Candidate wellbeing and exam integrity are the top priorities.
· Staff will receive annual training on contingency protocols.
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