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1. Statement of Principles



1.1 The Examination Contingency Plan Policy is designed to safeguard all stakeholders within the
school and aims to:

1.1.1 Examine potential risks and issues that could cause disruption to the management
and administration of exams.
1.1.2 Mitigate the impact of disruptions by providing actions or procedures to follow.

1.2 This plan complies with the Joint Council for Qualifications (JCQ) General Regulations for
Approved Centres, which require all exam centres to have a written Examination Contingency
Plan Policy.

1.3 This Examination Contingency Plan Policy complies with The Westgate School’s funding
agreement and articles of association.

2. Roles and Responsibilities

2.1 It is the responsibility of all members of staff at The Westgate School to ensure that they are
aware of the statutory expectations regarding examinations whilst similarly complying to The
Westgate School’s policies and procedures.

The following members of staff will have a direct role and responsibility in ensuring the
implementation and execution of the Examination Contingency Plan:

2.2 Head Teacher:

2.2.1 The Head Teacher is Michelle Cooper. She will ensure that an Examination Contingency Plan
Policy is in place which covers all aspects of examination administration.

2.3 Senior Leadership Team:

2.3.1 The Senior Leadership Team at The Westgate School are responsible for reading,
understanding, and implementing the contingency plan whilst ensuring that their areas of
responsibility adhere to the statement of principles outlined in this policy.

2.4 Teaching Staff:

2.4.1 Staff involved in The Westgate School’s exam process are responsible for reading,
understanding, and implementing the contingency plan.

2.5 Support Staff:

2.5.1 Support staff involved in The Westgate School’s exam process are responsible for reading,
understanding, and implementing the contingency plan.

2.6 Administrative Staff:

2.6.1 Administrative staff involved in The Westgate School’s exam process are responsible for
reading, understanding, and implementing the contingency plan.

2.7 Invigilators:

2.7.1 Invigilators involved in The Westgate School’s exam process are responsible for reading,
understanding, and implementing the contingency plan.

3 Contingency Plan

3.1 The table sets out examples of scenarios where a contingency plan may be needed to
minimise risk to examination administration. These are based on a detailed Ofqual joint
contingency plan published in 2015, and are consistent with Ofqual’ s current contingency
planning guidance.
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Scenario When to Implement Actions ( .)
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4.2

4.3

5.1

6.1

Examination Adjustments

Absence

4.1 In the case of an absence, staff and/or students at The Westgate School will follow
the standard absence procedure as set out in the ‘Staff Handbook’ and ‘Parents
Handbook'.

Local and/or National Lockdown 2023

4.2.1 In the rare case of a local or national lockdown, The Westgate School will follow any
guidance by Ofqual and awarding bodies and the standard procedure of student
absence during an examination as set out in the ‘Examinations Policy’ and
‘Examination Contingency Plan Policy’.

For 2023, Completion and retention of one mock assessment marked by teaching staff in line
with public examination marking schemes must take place.

Monitoring Arrangements

This policy will be reviewed every academic year in the autumn term, or well in advance of
each examination series by the Assistant Head Teacher who is responsible for ‘Examinations,
Data and Reporting’. At every review, it will be approved by the Head Teacher and shared
with the Governors.

Links with Policies

This Examination Contingency Plan Policy is linked to, but not exclusively or extensively, to
The Westgate School’s:

6.1.1 Examination Policy

6.1.2 Non-Examination Assessment Policy
6.1.3  Parent’s Handbook

6.1.4  Staff Code of Conduct

6.1.5 Staff Handbook

6.1.6 Safeguarding and Child Protection Policy
6.1.7 Complaints Policy

6.1.8 Data Protection Policy

6.1.9 Data Breach Policy

6.1.10 Data Retention Policy

6.1.11 Information Security Policy

6.1.12 Data Protection Policy

6.1.13 Freedom of Information Policy



