	Cork College of Commerce

	Procedure Title: B6.3
	Security of Assessment Related Processes and Procedures 
	Version:  V1.1A
	Date: September 2005

	Purpose:  This Procedure Describes the Security of Assessment Materials and Processes

	Staff Involved:  Deputy Principals, Examinations Coordinator, Examination Secretary, Course Directors, Special Duties Examination Post Holders, Special Duties Assistant Course Directors, Subject Teachers, Special Duties Project Security Post Holder, Supervisors/Invigilators, Caretakers, Auxiliary Staff.

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	1.

Security and Integrity of Assessment Material.

Preparation of Assessment and Examination Material  

· Tests

· Assignment Briefs

· Examination Papers 


	· Course Management 

Meeting

· Exam Preparation Group Meeting

· Subject teachers Meetings

· Assessment Guidelines/

    Procedures Document


	· Deputy Principal

· Course Directors

· Subject Teachers

· Auxiliary Staff


	· Agenda/Minutes of meetings

· Assessment Guidelines/Procedures Document

	2.

· Security and Integrity of Assessment Processes.
· Supervision/Invigilation

· Supervision of Tests

· Supervision  of

   Examinations

· Verification of Authorship


	· Supervision Guidelines/

     Procedures Document
	· Supervisors/Invigilator

· Examinations 

    Coordinator

· Deputy Principal

· Examinations

    Secretary
	· Supervision Guidelines/Procedures

    Document

· Supervisor Roster

· Supervisor Reports

· Examination Roll and Signature list



	3.

· Security and Integrity of Assessment Processes.
· Receipts/Log 

· Assignments

· Practical Tests

· Examination Scripts

· Project Work


	· Examiner’s Guidelines/Log

· Assignment Receipt Book

· Examination Roll and

    Signature list

· Supervisor Reports


	· Subject Teachers

· Supervisors/Invigilators

· Deputy Principal

· Examinations

   Secretary

· Course Directors


	· Assignment Coversheets

· Assignment Receipt Book

· Practical Assessment Log



	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	4.

· Security and Integrity of Assessment Processes -
· Storage

· Assignments

· Practical Tests

· Examination Scripts

· Project Work


	· Assignments Storage

    Procedure/Guidelines


	· Deputy Principal

· Special Duties Post holder

    (Projects) 

· Caretakers


	· Examination Storage Log



	5.

· Security and Integrity of Assessment Processes
Learner Records


	· Individual Student

    Assignment Receipt

· Class Assignment 

    Receipt List  
	· Subject Teachers

· Course Directors


	· Individual Student Assignment

    Receipt

· Class Assignment-Receipt List  

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	· Deputy Principal

· Examination Coordinator

· Examination Secretaries

· Quality Assurance Group 


	· Ongoing

· Annual Review


	· Consultation with Subject Teachers

· Consultation with Course Directors

· Ongoing Meetings throughout the year

· Annual Review Meeting

· Quality Assurance Group Meetings
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