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CONTINGENCY AND ADVERSE EFFECTS 
 

1. Aims 

The school always endeavours to remain open unless in the effect of dangerous or extreme 
conditions. The plan will be implemented in the event of major disruption to the system, such as 
widespread illness, travel disruption, bad weather or power failures. Any actions taken will be subject 
to the advice of the official agencies dealing with the specific circumstances being faced, for example 
the Police, Environment Agency or Health Protection Agency. Implementing the plan will safeguard 
the interests of candidates while maintaining the integrity of the examination system and safeguarding 
qualification standards. The contingencies applied will be selected based on the context of the 
disruption. The priority when implementing contingencies will be to maintain three principles:  

 Delivering assessments to published timetables  
 Delivering results to published timetables  
 Complying with regulatory requirements in relation to assessment, marking and standards.  

If the usual contingencies are no longer sufficient to maintain these outcomes, an identified Crisis 
Management Team consisting of representatives of all organisations involved will agree to additional 
actions required.  

2. Communications 

In the event of major disruption, communication is a key factor in ensuring an effective and consistent 
response across the agencies involved. This includes communications between the organisations 
involved in the response and communications to stakeholders such as centres, candidates or carers 
and the public. Details of whether specific contingencies have been agreed across organisations will 
be confirmed and proactively communicated to relevant parties. The organisations involved in this 
Contingency Plan are committed to: 

 sharing timely and accurate information as required to meet the aims of the plan 
 communicating with stakeholders so they are aware of disruption to learning and exams, the  

contingency measures being implemented and any actions required of them as a result 
 ensuring that any messages to the public are clear and accurate. 

3. Disruption of Teaching Time 

If the centre is forced to close for an extended period of time it remains the responsibility of Private 
English Class Ltd to prepare students for examinations, as usual.  

 We will follow DfE guidance on emergency planning, with advice on severe weather. This is 
available on the Department for Education website. 

4. Disruption in the Distribution of Examination Papers 

Awarding organisations to provide Private English Class with electronic access to examination papers 
via a secure external network. The Examinations Officer will ensure that copies are received, made 
and stored under secure conditions. 

Awarding organisations to source alternative couriers for delivery of hardcopies. 

5. Candidates unable to take examinations because of a crisis - centre remains open: 
Monitoring and Review 

Private English Class will liaise with candidates to identify whether the examination can be sat at an 
alternative venue in agreement with the relevant awarding organisations.  
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Private English Class will offer candidates an opportunity to sit any examinations missed at the next 
available series.  

Private English Class will apply to awarding organisations for special consideration for candidates 
where they have met the minimum requirements. Candidates are only eligible for special 
consideration if they have been fully prepared and have covered the whole course but are affected by 
adverse circumstances beyond their control. If a candidate chooses not to sit an examination for other 
reasons they should be aware that special consideration rules will not apply. 

6. Centre is unable to open as normal during the examination period 

If Private English Class is unable to open as normal for examinations we will inform each awarding 
organisation with which examinations are due to be taken as soon as is possible. As part of our 
general planning for emergencies, we will cover the impact on examinations. The responsibility for 
deciding whether it is safe for a centre to open lies with the Director. The Director is responsible for 
taking advice, or following instructions from relevant local or national agencies in deciding whether we 
are able to open. 

Actions to be taken: 

 Private English Class will open for examinations and examination candidates only, if possible.  
 Private English Class will use alternative venues in agreement with relevant awarding 

organisations (e.g. share facilities with other centres or use other public building, if possible).  
 Private English Class Ltd may offer candidates an opportunity to sit any examinations missed 

at the next available series.  
 Private English Class will apply to awarding organisations for special consideration for 

candidates where they have met the minimum requirements. 

7. Disruption to the transportation of completed examination papers 

In the first instance Private English Class Ltd will seek advice from awarding organisations and 
normal collection agency regarding collection. We will not to make our own arrangements for 
transportation without approval from awarding organisations.  

Private English Class will ensure secure storage of completed examination papers until collection. 

8. Assessment evidence is not available to be marked 

Large scale damage to, or destruction of, completed examination scripts/assessment evidence before 
it can be marked.  

Awarding organisations to generate candidate marks for affected assessments based on other 
appropriate evidence of candidate achievement as defined by the awarding organisations.  

Candidates to retake affected assessment at subsequent assessment window. 

10. Centre is unable to distribute results as normal  

Private English Class Ltd is unable to access or manage the distribution of results to candidates, or to 
facilitate post results services.  

Private English Class Ltd will contact awarding organisations about alternative options: 

 make arrangements to access its results at an alternative site; 
 make arrangements to co-ordinate access to post results services from an alternative site;  
 share facilities with other centres if this is possible. 

11. Summary of responsibilities in the event of disruption to examinations 

 Ensuring centres receive examination materials for scheduled examinations. 
 Advising centres on possible alternative examination arrangements and declining / approving 

proposals for alternative examination arrangements. 
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 Evaluating and declining / approving requests for special consideration. 
 Marking, moderating and grading candidate work.  
 Issuing results to centres on scheduled dates. 
 Private English Class is responsible for:  
 Preparing plans for any disruption to exams as part of general emergency planning 
 Preparing candidates for examinations.  
 Ensuring examinations and assessments are taken under the conditions prescribed by 

awarding organisations.  
 Ensuring, where relevant, that assessment materials and candidate work are stored under 

secure conditions.  
 Deciding whether we can open for examinations as scheduled and informing relevant 

awarding organisations if we are unable to open.      
 Exploring the opportunities for alternative arrangements if we cannot open for examinations 

and agreeing such arrangements with the awarding organisations 
 Judging whether candidates meet the requirements for special consideration as a result of 

any disruption and submitting these requests to the relevant awarding organisations.  
 Assessing and liaising with the awarding organisations in the event of disruption to the 

transportation of papers. 
 The distribution of examination results to candidates. 

 

The committee of Private English Class Ltd.  will review this policy every 2 years. 
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