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Introduction & Aims

The following instructions relate specifically to the procedure to be followed should a school lockdown
be implemented prior to, during or following an examination, and should be read in conjunction with

the Ridgewood High School Lock-in Safety Policy.

Should a lockdown be implemented during the school day, this will be communicated by 7 short

sounds of the bell/word of mouth/a pop up message to staff

Before an examination

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

e A member of SLT/the Exams Officer/Exams Office Assistant will be present around exam room
areas

e Candidates will be instructed to enter the exam room immediately

e 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 mobile phones are on silent and
non-vibrate mode

e 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)

e The Exams Officer will collate the information from all exam rooms and forward this to the
head of centre immediately

e Invigilators will

lock all windows and close all curtains/blinds
switch off all lights
lock all doors and/or use tables, or any other furniture, to barricade the entrance to
the examination room
o take an attendance register/head count if possible



o if the threat is 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

During an examination

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

e Invigilators will:
tell candidates to stop writing immediately and close their answer booklets

collect the attendance register
make a note of time when the examination was suspended

O O O O

instruct candidates to remain silent, leave all examination materials on their desks
and hide under desks/move away from doors and windows
o 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).
lock all windows and close all curtains/blinds
switch off all lights
lock all doors and/or use tables, or any other furniture, to barricade the entrance to
the examination room
o (if the 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

e Where safe/possible, the Exams Officer will collate the information from all exam rooms
and forward this to the head of centre immediately

e The head of centre will make informed decisions on alerting parents/carers, awarding
bodies and emergency services

e If appropriate, where safe/possible, and following school policy, the Exams Officer (or
invigilators in the absence of the Exams Officer) will initiate the emergency evacuation
procedure

e Where safe/possible, the Exams Officer will collect all examination papers and materials
for safe/secure storage following advice from the appropriate awarding bodies

After an examination

If a lockdown is required after the exam/as candidates are leaving the exam room, the following
procedure will be employed:



e Invigilators will:

O O O O

stop dismissing candidates from the exam room

instruct candidates who have left the room to re-enter the exam room

instruct candidates to remain silent and hide under desks/tables

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 and
non-vibrate mode)

lock all windows and close all curtains/blinds

switch off all lights

lock all doors and/or use tables, or any other furniture, to barricade the entrance to
the exam room

if the threat is 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

e Where safe/possible, the exams officer will collate the information from all exam rooms and
forward this to the head of centre immediately

Ending a lockdown

e The lockdown will be ended by

O

An authorised member of the Emergency Services/head of centre (or a member of
SLT/the Exams Officer acting on the instruction of the head of centre/emergency
services)

e Invigilators will undertake a head count/register and confirm attendance with the Exams
Officer/SLT

e Where applicable and if advised to do so by SLT/head of centre, and following JCQ guidelines,
if there is sufficient time remaining, candidates may restart their examination

e |nvigilators will then:

O O O O O

ask candidates to return to their desks, remind them they are under formal exam
conditions and allow a settling down period

allow candidates the full working time remaining to do their examination

recalculate the revised finish time(s)

tell the candidates to open their answer booklets and re-start their exam

amend the revised finish time(s) on display to candidates

note how long the lockdown lasted on the exam room incident log (to later inform a
report to the awarding body/bodies and where relevant, any centre-wide lockdown
recording form/log)



The Exams Officer will

o provide a report of the incident for the awarding body/bodies (via the special
consideration process or as advised by the awarding body/bodies)

o safely/securely store all collected exam papers and materials pending awarding body
advice/guidance

Where applicable/possible/available, SLT/Exams Officer will

o discuss any alternative exam sittings with the awarding body/bodies
o offer, arrange and provide support services to staff and candidates

At the earliest opportunity, SLT/head of centre will prepare a communication to
parents/carers advising them of events (including relevant actions and outcomes)



