
IBTS - Online School - LAMDA Conflict of Interest Policy 

 

1. Internal Recognition of Potential Conflicts The International British Theatre School 
maintains high standards of integrity during all examination periods. To recognize potential 
conflicts early, our Centre Coordinator conducts a mandatory staff audit 6 weeks prior to any 
scheduled examination session. All teachers and administrative staff must review the upcoming 
candidate roster and disclose if they have any personal, family, or historical professional 
relationships with any registered learner or staff member. 

2. Actions Taken if an Examiner is Known If a staff member, team member, or learner 
identifies that they know an assigned external examiner in a personal or historical professional 
capacity, the following immediate actions are taken: 

●​ The individual must immediately notify the Centre Coordinator. 
●​ The affected learner or staff member will be structurally separated from that examiner 

where possible (e.g., scheduling the student with an alternative examiner if a panel is 
present, or ensuring the known teacher does not act as the session runner/steward for 
that specific examiner). 

●​ We will immediately log the relationship and contact the awarding body's compliance 
team to request an examiner reassignment to eliminate any perception of bias. 

3. Internal Recording and Investigation Procedures 

●​ Recording: All disclosed conflicts—whether potential, actual, or perceived—are 
recorded in our internal 'Centre Integrity and Conflict Register' maintained securely by 
the Centre Coordinator. This register details the names of the individuals, the nature of 
the relationship, and the mitigation steps taken. 

●​ Investigation: If an undisclosed relationship or incident comes to light, the Head of 
Centre will conduct an internal review. This includes interviewing the relevant staff or 
learners, reviewing training/rigger logs, and assessing whether the integrity of the 
assessment environment was compromised. The findings are documented and added to 
our secure register. 

4. Reporting to the Awarding Body 

●​ When to Report: We will report a conflict of interest to the awarding body immediately 
upon identification (within 48 hours of discovery) or as soon as exam 
schedules/examiner allocations are published and a known connection is spotted. 

●​ How to Report: The Centre Coordinator will officially submit the conflict notification 
digitally via the standard Customer Portal by raising a new support ticket under general 
enquiries, ensuring full transparency regarding the nature of the relationship. 
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