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Purpose

The purpose of this document is to outline how we will minimise the disruption to CIPFA
assessment delivery as well as to safeguard the interests of students.

In the event of major disruption to systems caused by widespread iliness, travel disruption, bad
weather or power failures CIPFA will seek advice on recommended courses of action from
official external agencies such as the police, Environment Agency or Health Protection Agency
and further details of which are found within our CIPFA Business Continuity Plan.

CIPFA will take steps to minimise the occurrence or likelihood of an occurrence which could
have an Adverse Effect and mitigate it should it occur. As necessary we will submit an Event
Notification to Ofqual in cases where the occurrence will directly affect the delivery and
assessment of our qualifications and qualification standards.

Scope

This document is intended as information for a wide range of stakeholders. For the purpose of
this document, stakeholders include internal CIPFA staff, students, assessors, training centre
staff, awarding organisation staff and assessment invigilators.

Please note that training centre staff in these scenarios refer to members of staff who are
administering assessments.

Priorities
The priority for CIPFA when implementing contingencies will be to maintain these principles:

e Delivering assessments to published timetables
Delivering results to published timetables
o Complying with regulatory requirements in relation to assessment, marking and
standards
¢ Maintaining business as usual in the event of circumstances beyond our control
¢ Mitigating any adverse effects on students
Maintaining qualification and apprenticeship standards.

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

National disruption

In the event of a widespread national disruption to the taking of assessments CIPFA will:
o Follow the CIPFA Business Continuity Plan
¢ Inform the affected stakeholders by email and/or telephone, as appropriate but within 24
hours of the incident
e Following identification of the incident caused and the contingency measures being
implemented, CIPFA will document agreed actions and deadlines within five working
days of incident
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o Conduct a review of the outcomes of any actions taken, note lessons learned and the
implications for any other policies and processes

¢ Communicate with stakeholders our plan going forward should the incident be longer-
term and sustained over a period of months.

Definition of widespread national disruption

National security threat

Criminal or terrorist activity

Widespread illness

Extreme weather conditions

The effects of a disaster in the local community

Severity

Depending on the severity of a crisis CIPFA will convene to decide the most appropriate action
related to assessment continuation.

This may include:
e Rescheduling the assessment for another date
e Delaying the assessment
e Adapting the assessment

However, any action taken by CIPFA will follow the guidelines and regulation published by
Ofqual and the Government at the time.

Adverse effects standing item

During day-to-day operations of the organisation there will be issues to discuss regarding CIPFA
assessment administrative procedures, student Appeals, Special Consideration, Complaints and
Malpractice and Maladministration. To support this Contingency Policy and process, and to
reduce the occurrence of Adverse Effects, CIPFA will operate a standing agenda item with the
Assessment and Compliance Team to discuss potential impacts with the Assessment and
Compliance Manager, Qualifications Manager and Head of Qualifications and Membership.
During the standing item matters will be discussed that may require immediate consideration
and decision-making and ultimately may needs escalation and reporting.
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Process

The Panel review the respective log entries to identify any potential adverse effect that require
escalation and reporting. They will agree the course of action through collective agreement and
decide on whether there is a need for communication of an Adverse Effect to Ofqual.

Each entry is risk rated and actions agreed collectively by the Panel. This includes consideration
of any external or internal impact and the communication required.

The Panel will seek to ensure that CIPFA will consider whether an event:
poses a potential risk of occurring

increases CIPFA’s risk level

affects students directly

affects the assessment — process or outcome

Potential Adverse Effects caused internally or externally:

Error in CIPFA assessment materials

Failure of IT systems used for online assessment

Loss or theft of, or breach of confidentiality in assessment materials

Inability to supply assessment materials for a scheduled date

Failure in the delivery of an assessment which threatens Assessors capacity to

differentiate accurately and consistently across levels of attainment

Unable to meet a published date for the issue of results and certificates

CIPFA have issued incorrect results or certificates

Evidence of malpractice resulting in termination of Exam Centre approval

Major disruption to assessment conditions at the time of an exam

0. Students unable to sit for examinations at the scheduled assessment centre due to

exceptional circumstances

11. Belief that there has been an incident of malpractice or maladministration, which could
invalidate the award of a qualification which it makes available

12. CIPFA have increased costs significantly above the rate of inflation

13. CIPFA are named as a party in a criminal or civil proceeding or subjected to a regulatory
investigation or sanction by any professional, regulatory or government body

14. A Senior Officer is party to criminal proceedings or disqualification as a company director

arwnpE

BOXNOS

This list is not exhaustive.

Reference and acknowledgement

This Contingency Policy has been prepared based on our responsibilities for regulation during
normal business activity as an Awarding Organisation but also with reference to guidance from
the Joint Contingency Plan in the event of widespread disruption to the examination system in
England, Wales and Northern Ireland, published April 2019.

Centre Responsibilities

CIPFA will expect all delivery and exam centres to have in place a robust Contingency Policy
and plan, this will be subject to validation at any time whether during a quality visit or remote
audit.

All centres must have an examination contingency plan/examinations policy on file for
inspection.
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The examination contingency plan/examinations policy should cover all aspects of examination
administration. It will allow senior leaders to implement a robust contingency plan, minimising
risk to examination administration and any adverse impact on students, should the Head of
centre, relevant senior leader(s), examinations officer or any other key staff essential to the
examination process be absent at a critical stage of the assessment cycle.

The Joint contingency plan for the examinations system in England, Wales and Northern
Ireland, can be found from Gov.UK website, What schools, colleges and other centres should
do if exams or other assessments are seriously disrupted - GOV.UK (www.gov.uk)

It provides a framework for senior leaders to build and shape a plan or policy in light of their
local circumstances.
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Appendix 1

Information for ATPs and students
Guidance

General contingency guidance

Emergency planning and response for education, childcare and children’s social care settings
https://www.gov.uk/government/publications/emergency-planning-and-response-for-
education-childcare-and-childrens-social-care-settings/emergency-planning-and-
response-for-education-childcare-and-childrens-social-care-settings from the Department
for Education in England

Opening and closing maintained schools

Opening, closing and making changes to schools - GOV.UK (www.gov.uk). Opening schools

in extreme bad weather
https://gov.wales/sites/default/files/publications/2018-03/opening-schools-in-extreme-
bad-weather.pdf from Welsh Assembly

- guidance for schools from the Welsh Government
Information on latest security guidance and different types of threat from the National Counter
Terrorism Security Office https://www.protectuk.police.uk/about-protectuk

Disruption to assessments or exams

In the absence of any instruction from the relevant awarding organisation, you should make sure
that any exam or timetabled assessment takes place if it is possible to hold it. This may mean
relocating to alternative premises.

You should discuss alternative arrangements with your awarding organisation if:
e the exam or assessment cannot take place
e a student misses an exam or loses their assessment due to an emergency, or other
event, outside of the student’s control

See also:
Joint Contingency Plan (jcg.org.uk)

Steps you should take
Exam planning

Review contingency plans well in advance of each exam or assessment series. Consider how, if
the contingency plan is invoked, you will comply with the awarding organisation’s requirements.

In the event of disruption

e Contact the relevant awarding organisation and follow its instructions.

e Take advice, or follow instructions, from relevant local or national agencies in deciding
whether your centre is able to open.

o Identify whether the exam or timetabled assessment can be sat at an alternative venue,
in agreement with the relevant awarding organisation, ensuring the secure transportation
of questions papers or assessment materials to the alternative venue.

o \Where accommodation is limited, prioritise students whose progression will be severely
delayed if they do not take their exam or timetabled assessment when planned.
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In the event of an evacuation during an examination please refer to JCQ'’s Centre
emergency evacuation procedure.

Communicate with parents, carers and students any changes to the exam or
assessment timetable or to the venue.

Communicate with any external assessors or relevant third parties regarding any
changes to the exam or assessment timetable.

After the exam

Consider whether any students’ ability to take the assessment or demonstrate their level
of attainment has been materially affected and, if so, apply for special consideration.
Advise students, where appropriate, of the opportunities to take their exam or
assessment at a later date.

Ensure that scripts are stored under secure conditions.

Return scripts to awarding organisations in line with their instructions. Never make
alternative arrangements for the transportation of completed exam scripts, unless told to
do so by the awarding organisation.

Steps the awarding organisation should take

Exam planning

Establish and maintain, and at all times comply with, an up-to-date, written contingency
plan.

Ensure that the arrangements in place with centres and other third parties enable them
to deliver and award qualifications in accordance with their conditions of recognition.

In the event of disruption

Take all reasonable steps to mitigate any adverse effect, in relation to their qualifications,
arising from any disruption.

Provide effective guidance to any of their centres delivering qualifications.

Ensure that where an assessment must be completed under specified conditions,
students complete the assessment under those conditions (other than where any
reasonable adjustments or special considerations require alternative conditions).
Promptly notify the relevant regulators about any event which could have an adverse
effect on students, standards or public confidence.

Coordinate its communications with the relevant regulators where the disruption has an
impact on multiple centres or a wide range of learners.

After the exam

Consider any requests for special consideration for affected students. For example,
those who may have lost their internally assessed work or whose performance in
assessments or exams could have been affected by the disruption.

If any students miss an exam or are disadvantaged by the disruption

If some of the students have been adversely affected by the disruption, you should ask the
awarding organisation about applying for special consideration.

Decisions about special consideration, when it is or is not appropriate, is for each awarding
organisation to make. Their decisions might be different for different qualifications and for
different subjects.

See also:
JCQ’s guidance on special considerations
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Wider communications

The regulators, Ofgual in England, Qualifications Wales in Wales and CCEA in Northern Ireland,
will share timely and accurate information, as required, with awarding organisations, government
departments and other stakeholders.

The Department for Education in England, the Home | Department of Education (education-
ni.gov.uk) and the https://gov.wales will inform the relevant government ministers as soon as it
becomes apparent that there will be significant local or national disruption; and ensure that they
are kept updated until the matter is resolved.

Awarding organisations will alert the Universities and Colleges Admissions Service (UCAS) and
the Central Applications Office (CAQ) about any impact of the disruption on their deadlines and
liaise regarding student progression to further and higher education.

Awarding organisations will alert relevant professional bodies or employer groups if the impact
of disruption particularly affects them.

Contingency and Adverse Effects Policy Page 10 of 11 SMB September 2023


https://www.gov.uk/government/organisations/ofqual
https://qualificationswales.org/
https://ccea.org.uk/
https://www.gov.uk/government/organisations/department-for-education
https://www.education-ni.gov.uk/
https://www.education-ni.gov.uk/
https://gov.wales/
https://www.ucas.com/
http://www.cao.ie/

‘ I PFA The Chartered Institute of
Public Finance & Accountancy

Summary of responsibilities in the event of disruption to examinations

e JCQ is responsible for coordinating across awarding organisations, including convening
the crisis management team

e Regulators (Ofqual in England, Qualifications Wales in Wales and CCEA Accreditation in
Northern Ireland) are responsible for sharing timely and accurate information, as required
with awarding organisations, government departments and other stakeholders.

Awarding organisations are

\ ) Examination centres are responsible for:
responsible for:

Preparing plans for any disruption to exams as part of
centres’ general emergency planning

Ensuring centres receive
examination materials for Preparing students for examinations
scheduled 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 the centre can open for examinations
as scheduled and informing relevant awarding
organisations if the centre is unable to open

Advising centres on possible
alternative examination
arrangements and
declining/approving proposals for
alternative examination
arrangements

Exploring the opportunities for alternative arrangements if
the centre cannot open for examinations and agreeing
such arrangements with the awarding organisations

Judging whether students 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 awarding organisations in the
event of disruption to the transportation of papers

Evaluating and
declining/approving requests for
special consideration

Marking, moderating and grading
candidate work

Issuing results to centres on

scheduled dates The distribution of examination results to students

Useful documents

Ofqual three-country quidance on what schools and colleges and other centres should do if
exams or other assessments are seriously disrupted

JCQ access arrangements, reasonable adjustments and special consideration

JCQ instructions for conducting examinations
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