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DAMAGED PACKAGE FORM
Please use this form if any of your confidential exam materials, such as green question paper packets, have been damaged or opened while in transit or damaged upon opening on arrival. The waybill (tracking) number is included in the dispatch note affixed to the outer box. A copy is also emailed to the Exams Officer at the time of dispatch from the address dispatch@oxfordaqa.co.uk 
Please ensure the form is completed and submitted on the same day the incident occurred to info@oxfordaqa.com 
	Centre number
	0
	0
	0
	0
	0

	Centre name
	Click or tap here to enter text.

	Incident discovered by (name)
	Click or tap here to enter text.

	Exam series
	Click here to enter text.
	Date package received
	D
	D
	/
	M
	M
	/
	Y
	Y

	Waybill/ tracking number
	Click here to enter text.
	Date the damaged/ open packet was discovered
	D
	D
	/
	M
	M
	/
	Y
	Y

	Specification/ component
	Click or tap here to enter text.

	Specification/ component
	Click or tap here to enter text.

	Specification/ component
	Click or tap here to enter text.

	Specification/ component
	Click or tap here to enter text.



	Please answer the following questions:
	Centre comments

	Is there any indication that the package has been inspected by customs?
	Yes
☐
	No
☐
	Click or tap here to enter text.

	Have you received a note from customs stating the package was inspected?
	Yes
☐
	No
☐
	Click or tap here to enter text.

	Is there any damage to the outer packaging?
If yes, please tell us:
· how it is damaged
· how the damage occurred (if you know).
	Yes
☐
	No
☐
	Click or tap here to enter text.

	Is the green question paper packet damaged or open?
If yes, please tell us:
· how it is damaged
· how the damage occurred (if you know).
	Yes
☐
	No
☐
	Click or tap here to enter text.

	If yes, do you have the correct number of question papers or confidential materials?
Note: we provide a dispatch note detailing the contents of your delivery on the outer packaging. A copy is also emailed to your Exams Officer on the date of dispatch from the address dispatch@oxfordaqa.co.uk
	Yes
☐
	No
☐
	Click or tap here to enter text.
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	Has anyone seen the contents of the confidential exam material?
If yes, please include their name(s) and role title(s)
	Yes
☐
	No
☐
	Click or tap here to enter text.

	Where has the packet been stored?
Please tell us:
· who received the delivery and where it was opened?
· where and when the packet was stored after the package was opened?
· who has had access to this area?
· where the packet is currently stored?
	Yes
☐
	No
☐
	Click or tap here to enter text.

	Please follow this guidance if the green question paper packet is open or damaged:
It is important that you inform the Head of Centre straightaway
If the issue is discovered on the day of the exam please complete and send the Exam Room Incident Log as soon as possible
With the Head of Centre present:

· Do not reseal the green packet
· Take photographs of the opened packet (do not include any confidential information in this photograph)
· Place it in a large envelope
· Label the envelope with the syllabus and component code, and the exam date and time
· Seal the envelope
· Both you and the Head of Centre must sign across the seal
· Cover the signatures with clear tape
· Photograph the sealed envelopes and signature
· Return the envelope to secure storage





	Please follow the next steps when emailing info@oxfordaqa.com

	1. Attach photographs of the outer packaging or box if damaged

	2. Provide photographs of the damaged or opened green question paper packet
a. front and back of the packet
b. damage to the green packet

	3. Provide photographs of the sealed envelope.





	Please sign below to confirm that you have followed the steps in this form and completed it appropriately.

	Name (Head of Centre)                    Click or tap here to enter text.

	Signed (Head of Centre)             Signature
	Date
	D
	D
	/
	M
	M
	/
	Y
	Y

	Please return this form to info@oxfordaqa.com It is important that you include your centre number and name in the email subject line. Please keep a copy of this form for your own records.
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