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Key staff involved in the policy 

 

Role Name 

 

 

 

Instructions for conducting examinations



Introduction 

 

 

Purpose of the policy 

1. Emergency evacuation procedure 

Actions taken in the event of an emergency evacuation of the examination room 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

2. Roles and responsibilities 

The role of the head of centre 

 

 

 

immediately 

The role of the senior leader 

 

The role of the special educational needs coordinator (SENCo) or equivalent role 

 

 



The role of the exams office/officer 

 

 

 

 

 

 

 

 

 

 

The role of invigilators 

 

 

 

 

The role of other centre staff  

Recording details 
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