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Key Definitions 
  
All policies incorporate the following schools or organisations, unless specified otherwise, within Four 
Stones Gateway Trust (‘the Trust’):   
  

▪ Clee Hill Community Academy 
▪ Cleobury Mortimer Primary School 
▪ Haybridge High School and Sixth Form 
▪ Haybridge Teaching School Hub 
▪ Haybridge SCITT  
▪ King Charles I School 
▪ Lacon Childe School 
▪ SHaW (Shropshire, Herefordshire, and Wolverhampton) Maths Hub 
▪ Stottesdon CofE Primary School 
▪ TDMS (The De Montfort School) 
▪ Any other schools or organisations that may join the Trust from time to time and not listed above.  

  
The terms Academy, School, Organisation and Trust are considered interchangeable in the context of all 
Trust policies.  
 

Where appropriate, in this Policy the term:   
 
“CEO” includes the Chief Executive Officer 
 
“CFOO” includes the Chief Financial Officer 
  
“Trust Senior Leadership Team” includes Executive Headteachers, Headteachers, strategic operational 
leads and Teaching School/SCITT Directors. 
  
“Headteacher” includes the appropriate School Headteacher.  
  
“Trustees or Trust Board” are appointed Trustees who oversee the business of Four Stones Gateway 
Trust, agreeing the overarching strategic direction and ensuring robust governance.  
  
“Local Academy Boards (LAB)” are appointed Governors at a local level associated with the Trust’s 
Worcestershire Schools. LAB Governors act as advocates for their school’s Safeguarding, SEND, 
Standards and Stakeholder engagement.  
 
“Local Governing Bodies (LGB)” are appointed Governors at a local level associated with the Trust’s 
Shropshire Schools. LGB Governors are advocates for their school’s Safeguarding, SEND, Standards and 
Stakeholder engagement. 
  
“Chair” responsible for leading the board and ensuring its effectiveness. 
  
“Stakeholders” are any individuals or companies who are invested in the welfare and success of the Trust 
and/or School and its students, including staff members, students, parents, community members, LAB, 
LGB or Trust members, trade unions, local business leaders etc.  
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Examinations Policy – Emergency Evacuation Procedures 

 
The procedures outlined in this document are to be used in the event of an emergency evacuation of an 
exam room for events such as:  

▪ Fire/Fire alarm  

▪ Bomb alert  

▪ Any other emergency which requires an evacuation of an exams room  

  
Invigilators at TDMS have been informed that they must take the following action (in accordance with JCQ 
‘Instructions for conducting examinations’ (ICE) regulation 25: Emergencies):  

1. Stop the candidates from writing and make note of the time.  

2. Collect the attendance register (in order to ensure all candidates are present).  

3. Instruct candidates to close their scripts and leave all question papers and scripts in the 

examination room (if working on a computer, candidates must save their work).  

4. If evacuation is necessary, leave the examination room (to the assembly point behind the school on 

the playing fields) in line with the instructions given by the appropriate authority.  

5. Inform candidates they must leave the room in silence and are still under exam conditions.        

6. Supervise candidates as closely as possible while they are out of the examination room to make 

sure there is no discussion about the examination.  

7. When instructed, supervise the return of candidates to the exam room.  

8. Make a note of the time of the interruption and how long it lasted.  

9. Allow the candidates the full working time set for the examination.  

10. Make notes of the incident to enable the exams officer to produce a full report of the incident and of 

the action taken to be forwarded to the relevant awarding body.  

  
In the event of a fire alarm during exams the instruction is:  
  
Invigilators should follow the immediate instructions from the Examinations Officer or member of 
the Senior Leadership Team via the two-way radio whether the exam room should be evacuated.  
  
In addition to the actions required by the JCQ ICE regulation 25 above, invigilators are also informed of the 
following centre-specific actions or information:   

1. The sports hall must be evacuated by the two fire exits located at the back of the venue. This is so 

that it is easier to ensure exam conditions are being maintained at all times. If these exits are blocked, 

or there is an urgent need to go out by the front doors, then the two fire exits at the rear should be used. 

In all other exam venues the nearest fire exit should be used.  

2. Candidates must be escorted to the assembly point on the far side of the sports hall being kept 

apart from the rest of the school cohort.  

3. On returning to the exam room allow candidates time to settle down, reminding them they are still 

under exam conditions.  

4. Restart the exam and allow candidates the full working time set for the examination.  

5. Make relevant changes to the displayed finish time.  

6. All information regarding the evacuation must be recorded on the exam room incident log.  

  
In the event of an emergency evacuation of an exam room, the Examination Officer will apply to the 
appropriate examination board for special consideration.  
 


