oxFORDIXEEY  Keeping Exam Papers Secure: From Arrival to Exam Day

INTERNATIONAL QUALIFICATIONS

Follow these key steps to keep question papers secure from the moment they arrive until exam day.
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to contact when
papers arrive.

® Staff must sign for the
delivery immediately.

® |og question papers at
the point of delivery using

Receipt Log - Point

® Reception or facilities
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secure storage
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immediately.
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staff can handle

secure materials.

Do not accept
delivery if no
authorised
keyholder on site.

the despatch note
and timetable.

® Use the Exam
Materials Receipt
Log — Exams Officer

packets in
timetable order.

Keep mocks,
past papers
and stationery
separately.

Check packets
immediately
(no later than the
next working day).

Only store ‘live’
exam materials
in the secure
storage unit.
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secure storage

Never leave
question papers

unattended -
maintain security
atall times
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Return
scripts

Scripts are
confidential and

must be kept secure
at all times until
courier collection

Remove packets no earlier

than 60 minutes before the

published exam start time

With another member of
staff, check packet details

are correct before opening.

Use Second Pair of Eyes Log

to record check.

Packets must be opened
in the designated
examination room(s).

Check and sort scripts
immediately after each
exam. Package securely
following OxfordAQA

guidance.
Use a log to record

consignment details
and keep a copy.

Use a tracked
courier service to send
package(s).

- Return scripts on same

T . day of exam (or at least

1
A Secure storage access — If packets need to be once a week).
Reportissues split for additional

immediately: Log any room(s) or site(s), this
discrepancies and email must take place in
the secure room.

® Access to secure room/unit restricted
to approved school staff only.

If papers were
downloaded - scan
scripts to keep a
secure digital copy.

info@oxfordaga.com,
including the Damaged

Packet Form if any packets
are damaged.

® Non-keyholders must be accompanied
by a keyholder at all times.

® Min no.2 - max no.4 keyholders only -
one must be the Exams Officer.

If the wrong packet
is opened - Reseal

immediately and report

to irregularities@
aga.org.uk

® FEach keyholder must understand their
security responsibilities.
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