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	Purpose:  

	Staff Involved:  Exams Officer, Teaching staff, Caretakers

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

	Written exam documents are lodged with exams officer and stored in advance of delivery
	Teaching Staff, Exams Officer
	

	Supervision of Exams 
	Teaching Staff
	

	Returned exam material signed and accounted for.
	Teaching staff
	Written record

	Assessed material stored in exam room
	Exams officer, Caretakers
	

	Submitted work signed for by staff and students 
	Teaching staff & Students
	Written record

	Learner records of assessment are maintained
	Exams Officer
	

	Monitoring
	
	Written record

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)
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