STORAGE OF ASSESSMENT MATERIALS

[bookmark: _GoBack]As the school operates on a rental basis for its studios, all assessment materials will be stored in a locked on-site filing cabinet during operating hours. This cabinet will be emptied at the end of each day by Stephen Gaughan and all stored materials will be transferred to a locked filing cabinet at his home (the registered address for the business). This is to ensure that all assessment materials are with a member of staff and not accessible to anyone else, at any time.

1. Materials will be posted to the registered address of the business.

2. These will remain un-opened until they arrive at the studio, where a lecturer will be asked to confirm this in writing.

3. Completed assessments will be stored in the on-site filing cabinet until the end of the day.

4. The contents of the on-site secure cabinet will be transferred in sealed envelopes (clearly marked) to the secure cabinet at the registered business address.

5. Staff will be given completed assessments (returned in the secured envelopes) on-site to mark and result. These will then be stored on-site until the end of the day. 

6. All staff and students will be fully aware that they must report any breach of security to the principal (in the first instance). Should they feel they are not able to do this, all staff will be advised that they can and should contact the SQA immediately.

7. Any staff or students that are found to be in breach of security of assessment materials will be subjected to schools ‘Malpractice Policy’



