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To be read in conjunction with:

e C(Certificate Issue Procedure and Retention Policy



Purpose of the policy

The purpose of this policy is to:

identify exams-related information/records held by the exams office

identify the retention period

determine the action required at the end of the retention period and the method of disposal

e inform or supplement the centre-wide records management policy/data retention policy

Where a particular record or information type is not held in, or not applicable to The Roundhill
Academy, this is indicated.

1. Access arrangements information
Record(s) description:
e Form8
e Form9
e File note
e Evidence of need
e Signed Personal data consent form from examination candidate
e AAOQ approval form
Retention information/period
e Access Arrangements documentation kept in line with SEND information - until age 25.
e Documents will be shared with colleges where requested

Action at the end of retention period (method of disposal)

e Shred or confidential waste bag for collection and shredding

2. Alternative site arrangements
Record(s) description

e Transferred candidate forms
e Alternative site forms

Retention information/period

e After the deadline for Post Results Services



Action at the end of retention period (method of disposal)
e Shred or confidential waste sack
Attendance register copies

Record(s) description

Attendance register
Seating plan

Invigilator incident log
Access Arrangements log
e Toilet request log

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)
e Shred or confidential waste sack

Awarding body exams administration information
Record(s) description

e Attendance registers
e Entry statements

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Candidates' scripts

Record(s) description

e Access to candidates’ scripts for either PRS or to inform teaching
Retention information/period

e If consent is given by the candidate for teaching and learning purposes, scripts to be kept as
long as useful or until the end of the specification period



e |f no consent is given by the candidate for teaching and learning, scripts should be disposed
of after 30 November.

Action at the end of retention period (method of disposal)

e Shred or confidential waste

Candidates' work
Record(s) description

e NEA work
e Mock exam papers for resilience purposes

Retention information/period

e NEA work to be returned to candidates on certificate collection evening at the end of
November or thereafter destroyed if uncollected

e Mock exam papers to be kept until after the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack for paper items

e Artwork or products to be disposed of in a suitable method

Certificates

Record(s) description

e (Candidate certificates

e Logs of certificates collected

e Awarding body lists of certificates

Retention information/period

e One year for certificates
e Four years for logs of certificates

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Certificate destruction information
Record(s) description

e Log of certificates shredded



10.

11.

Retention information/period
e Four years after disposal of certificates
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Certificate issue information

Record(s) description

e Signing sheets for certificate collection

Retention information/period

e Five years from issue of certificates

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Confidential materials: initial point of delivery logs
Record(s) description

e Log of materials received by receptionist

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Confidential materials: receipt, secure movement and secure storage logs
Record(s) description

e Awarding body delivery notes

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)



12.

13.

14.

e Shred or confidential waste sack

Conflicts of interest records

Record(s) description

e Completed Forms survey print out

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Dispatch logs
Record(s) description

e ParcelForce collection logs
e Certificate of posting logs (for coursework/NEA posted)

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Entry information

Record(s) description

e Copies of entry lists sent to Head of Department for checking
Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack



15. Exam question papers
Record(s) description

e Spare exam papers given to Head of Department no sooner than 24 hours after the exam
has been completed

Retention information/period
o Lifetime of the specification
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

16. Exam room checklists
Record(s) description
e Attendance register
e Seating plan
e Invigilator incident log
e Access Arrangements log
e Toilet request log
Retention information/period
o After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

17. Exam stationery
Record(s) description

Spare answer booklets
Spare continuation paper

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack



18. Exam room incidents logs
Record(s) description
e Logs recording any incidents or irregularities in exam rooms for each exam session
Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

19. Examiner reports

Record(s) description
e Moderator feedback reports for coursework/NEA

Retention information/period
e Lifetime of qualification
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

20. Finance information
Record(s) description
e N/A-allinvoices go directly to the Trust Finance Office
Retention information/period
e N/A
Action at the end of retention period (method of disposal)
e Shred or confidential waste sack
21. Handling secure electronic materials logs
Record(s) description
e Log of access to secure electronic materials

Retention information/period



22.

23.

24,

o After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Invigilation arrangements
Record(s) description

e Availability lists
e Rotas (stored electronically)

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Invigilator and facilitator training records
Record(s) description

e Signed Confidentiality Declarations
e Training records

Retention information/period
e Forlength of employment plus two years
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Moderator reports

Record(s) description

e Moderator feedback forms for NEA/Coursework
Retention information/period

o Lifetime of specification



Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

25. Moderation return logs
Record(s) description
e Log of returned coursework
Retention information/period
e Oneyear
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

26. Overnight supervision information
Record(s) description
e Signed parental confidentiality agreement
Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

27. Post-results services: confirmation of candidate consent information
Record(s) description
e Print out of consent form
Retention information/period
e Two years
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

28. Post-results services: request/outcome information



Record(s) description
e Print out of PRS form
e Letter from awarding body
e Correspondence with candidate
Retention information/period
e Fiveyears

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

29. Post-results services: tracking logs

Record(s) description
e Confirmation of process followed

Retention information/period
e Fiveyears
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

30. Private candidate information
The Roundhill Academy does not normally accept true external candidates, however, does
accept ex Year 11 students to resit their GCSE Mathematics or GCSE English Language in the
November following their June entry.

Record(s) description

e Entry form
e Statement of entry

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

31. Proof of postage - candidates' work



32.

33.

34.

Record(s) description

e Proof of collection form

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Resilience arrangements: Evidence of candidate performance
Record(s) description

e Mock exam papers

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Resolving timetable clashes

Record(s) description

e lLog of conversation with candidates regarding order to take papers
Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Results information
Record(s) description
e Hard copies of results

Retention information/period



35.

36.

37.

e Fiveyears
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Seating plans

Record(s) description

e Seating plans

Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Second pair of eyes check forms
Record(s) description

e Second pair of eyes check form to confirm exam papers are checked before a question
packet is opened

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Special consideration information
Record(s) description

e Copy of information submitted in support of application
e Copy of application submitted on line

Retention information/period

o After five years



38.

39.

40.

Action at the end of retention period (method of disposal)
e Shred or confidential waste sack
Suspected malpractice reports/outcomes

Record(s) description

Copies of statements
Copy of form JCQ/M1
Copy of evidence
Copy of outcome

Retention information/period
e After five years
Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Transferred candidate arrangements

Record(s) description

e Copy of materials received from awarding bodies
Retention information/period

e After the deadline for Post Results Services

Action at the end of retention period (method of disposal)

e Shred or confidential waste sack

Very late arrival reports/outcomes
Record(s) description

e Report submitted to awarding body
e Qutcome report from awarding body

Retention information/period
e After the deadline for Post Results Services
Action at the end of retention period (method of disposal)

e Shred or confidential waste



