Merchant Taylors’ School

EXAMINATIONS - LOCKDOWN PROCEDURE


https://www.protectuk.police.uk/advice-and-guidance/response/run-hide-tell-ct-policing-school-teaching-guide

Senior leadership team (SLT)
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To have accountability for all exams staff and candidates taking examinations during a lockdown.
To run training/drills for examination candidates on lockdown procedures.

To inform parents/guardians about the centre’s Lockdown Policy in relation to the conducting

of examinations.

To have a presence around exam room areas prior to the start of an exam session if required

To liaise with the appropriate authorities and awarding bodies regarding candidates taking
examinations during a lockdown.

To use the exam room attendance register(s) to compile a list of all candidates not accounted for.

Exams officer

f Totraininvigilatorsinthe centre’s lockdown procedure - this should also include identifying all access
and egress points within exam rooms, an awareness of the design of the locking device within each
room and if there is more than one invigilator, whose role it would be to secure the exam room.

f Where safe/possible, to liaise with SLT/invigilators in all exam rooms during a lockdown.

f Toassist with lockdown training for staff and students where applicable to the conducting
of examinations.

Invigilators

f To be aware of the centre’s lockdown procedure

f To quickly and physically secure access/egress points

1 To be aware of an effective communication system to inform authorities of the situation

1 To complete attendance registers as soon as possible so candidates can be identified in the event
of alockdown

1 Where safe/possible, to communicate with the exams officer during a lockdown to confirm the

situation in a particular exam room

LOCKDOWN PROCEDURE

Before an examination
If a lockdown is required as candidates are entering/waiting to enter the exam room, the following
procedure will be employed:

l
l
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A member of SLT will be present around exam room areas.
Candidates will be instructed to enter the exam room immediately.
Candidates will be instructed to remain silent, hide under exam desks or sit against a wall / around a
corner but not near the door and to ensure, if they are not yet under exam regulations that their mobile
phones are on silent and non-vibrate mode.
Where safe/possible, the SLT member will communicate (via mobile phone/walkie talkie) the
situation to the exams officer (ensuring that all mobile phones/walkie talkies are on silent and non-
vibrate mode).
Where safe/possible, the exams officer will collate the information from all exam rooms and forward
this to the head of centre immediately.
Invigilators will:
0 Lock all windows and close all curtains/blinds.
o Switch off all lights.
o0 Lockall doors and/or use tables, or any other furniture, to barricade the entrance to the
examination room.
0 Take an attendance register/head count if possible.
o (Ifthe threatis a chemical or toxic release) instruct candidates to cover their nose and mouth
(their own clothing can be used) and attempt to use anything to hand to seal up cracks around
doors and any vents into the room.
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If appropriate, where safe/possible, and following centre policy, the exams officer (or
invigilators in the absence of the exams officer) will initiate the emergency evacuation
procedure.

Where safe/possible, not leave the examination question papers unattended/out of sight.

1 The head of centre will make informed decisions on alerting parents/guardians, awarding bodies and
emergency services.

During an examination
If a lockdown is required during the exam/when candidates are in the exam room, the following procedure
will be employed:

T Invigilators will:
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Stop the exam by asking the candidates to stop writing/typing and close their question papers,
answer booklets and laptops.

Collect the attendance register.

Make a note of time when the examination was suspended.

Instruct candidates to remain silent, leave all examination materials on their desks and hide
under desks.

Where safe/possible, communicate (via mobile phone/walkie talkie) the situation to the
exams officer (ensuring that all mobile phones/walkie talkies are on ‘silent’ mode).
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1 Where safe/possible, the exams officer will collate the information from all exam rooms and forward
this to the head of centre immediately.






