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Security of assessment materials 



 

  

• The Write Time School will take all reasonable steps to maintain the integrity of the examinations/assessments, 

including the security of all assessment materials, by ensuring:  

• the location of the centre’s secure storage facility in a secure room which must only be used for the purpose 

of administering secure examination materials  

• the secure room only contains exam-related material 

• there are between two and six keyholders only, each of whom must fully understand their responsibilities as 

a key holder to the secure storage facility o access to the secure room and secure storage facility is restricted 

to the authorised two to six keyholders and staff approved by the head of centre are accompanied by a 

keyholder at all times  

• appropriate arrangements are in place to ensure that confidential examination materials are only handed 

over to authorised members of centre staff  

• appropriate arrangements are in place for handling secure electronic materials  

• the relevant awarding body is immediately informed if the security of question papers or confidential 

supporting instructions is put at risk  

• that when it is permitted to remove question paper packets from secure storage, and to avoid potential 

breaches of security, arrangements are in place to carefully check and record that the correct question paper 

packets are opened  

• (If it is ever subsequently identified following this check that the wrong question paper packet has been 

opened, it will be resealed and the incident reported to the relevant awarding body’s Malpractice 

Investigation Team immediately)  

Make arrangements to receive, check and store question papers and examination material safely and securely at all times 
and for as long as required in accordance with the current JCQ publication Instructions for Conducting Examinations (ICE) 
https://www.jcq.org.uk/wp-content/uploads/2024/11/JCQ-Instructions-for-conducting-examinations-
2024_FINAL_accessible.pdf 

• Make arrangements to receive and issue material received from the awarding bodies to staff and candidates, and 

notify them of any advice and instructions relevant to the examinations and assessments 

• 

• 
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https://www.jcq.org.uk/exams-office/malpractice


 

  

• 

• 

• 

• 

• 

• 

• 

 

 


