Procedure Title: B6.3

Security of Assessment Related Processes & Procedures

Date:  ______________
Purpose: To ensure the security and integrity of assessment material, records  and processes
Staff Involved: Subject Teachers, Course Co-ordinators, Exam Supervisor, Special Duties Teacher, Administration staff

Caretakers, FETAC Co-ordinator
	Activities
	Method(s)
	Who
	Evidence

	1. Security and Integrity of Assessment Material:

Preparation of Assessment & Examination Material

     -   Tests

     -   Assignment Briefs

     -   Examination Papers
	Course Management Meeting
Examination Preparation Group Meeting

Assessment Guideline/Procedure Doc

Supervisor Guidelines/Procedure Doc

Exam Guidelines Doc

Assignment Receipt books

Exam Roll Signature List

Assignment Storage Procedures

Individual Student Assignment Receipts
	Subject Teachers
Course Co-ordinators

Exam Supervisor

Special Duties Teacher

Administration staff

Caretakers

FETAC Co-ordinator
	Agenda/Minutes of meetings
Assessment Guideline/Procedure Doc

Supervisor Guidelines/Procedure Doc

Exam Guidelines Doc

Assignment Receipt books

Exam Roll Signature List

Assignment Storage Procedures Doc




	2. Security and Integrity of Assessment Processes:

Supervision/Invigilation
     -   Supervision of Tests

     -   Supervision of Exams
     -   Verification of

          Authorship                                                                                                                                                     
	List of Supervisors
Roster of Teachers

Assessment Guideline/Procedure Doc

Supervisor Guidelines/Procedure Doc

Exam Guidelines Doc

Assignment Receipt books

Exam Roll Signature List


	Subject Teachers

Exam Supervisor

Special Duties Teacher

Administration staff

FETAC Co-ordinator
	List of Supervisors

Roster of Teachers

Assessment Guideline/Procedure Doc

Supervisor Guidelines/Procedure Doc

Exam Guidelines Doc

Assignment Receipt books

Exam Roll Signature List



	3. Security and Integrity of Assessment Processes:

Receipts/Log

     -   Assignments
     -   Practical Tests
     -   Exam Scripts

     -   Project Work                                                                                                                                               
	Exam Roll Signature List

Practical Skills Test sheet
Receipt Books

Assessment Guideline/Procedure Doc

Guideline/Procedure Doc

Supervisor
	Subject Teachers

Caretaking staff

Exam Supervisor

Special Duties Teacher

Administration staff

FETAC Co-ordinator
	Exam Roll Signature List

Practical Skills Test sheet

Receipt Books

Assessment Guideline/Procedure Doc

Guideline/Procedure Doc

Supervisor


	Activities
	Method(s)
	Who
	Evidence

	4. Security and Integrity of Assessment Processes:
Storage

· Assignments

· Practical Tests

· Exam Scripts

· Project Work
	Receipt Books

Assessment Guideline Doc

Guideline Doc Supervisor
Storage Room Log
	Subject Teachers

Caretaking staff

Exam Supervisor

Special Duties Teacher

Administration staff

FETAC Co-ordinator
	Receipt Books

Assessment Guideline Doc

Guideline Doc Supervisor

Storage Room Log

	5. Security and Integrity of 
Assessment Processes:

-     Learner Records
	Work Placement Contact Doc
Work Placement Monitoring


	Subject Teachers
Special Duties Post Holder

Work Placement Contact

Students

Administration Staff
	Work Placement Contact Doc

Work Placement Monitoring



	

	Monitoring

	Monitor
	Frequency 
	Monitoring Method(s)

	Quality Assurance Group
	Annually
	Examination and Analysis of Documentation 


