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Procedure:  Security of Assessment Material, Evidence and Records    

Policy Area:  S6: Assessment of Learners  

  S8: Information & Data Management       

Purpose:  The purpose of this procedure is to outline how assessment material; learner evidence and records of assessment will be securely stored to ensure fair and 

consistent assessment of learners.         

Scope: This procedure applies to all further education and training provision provided by LWETB colleges and centres or by organisations funded by LWETB to 

provide further education and training. 

LWETB Staff Involved: FET Coordinator/Centre Manager  
Assessor/Educator  
FET Management  
TSO 
 

Others Involved: Invigilator  
LWETB Stakeholders 
 

Related Documents: Learner Assessment Malpractice Procedure  
Learner Reasonable Accommodation  
Access, Transfer and Progression Policy & 
Procedure  
Extenuating Circumstances Procedure  
Examination Procedure  
Admission Policy 
Recruitment Appeals Procedure  
 
 

Related Templates: Assessment Evidence Sign In / Sign Out Log  
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Procedure Sections: 

Approach used to carry out procedure Responsibility Evidence Documentation 

1. Security and Storage Roles & Responsibilities  

1.1 The Centre Manager/ Coordinator/TSO must ensure that the:  

− Educators/Assessors are compliant with LWETB assessment procedures. 

− Assessment storage facility is secure with authorised access only (supported by a 
keyholder list, locked key boxes, digital keypads, etc., depending on available facilities). 

− Must ensure that the procedures for hard & soft copy are abided by. 

− Compliance with a Clean Desk and Clean Screen policy. 

− Secure storage of assessment evidence and materials.  

− Learners are made aware of their responsibilities for their assessment evidence and 
submission process for same. 

Coordinator/Centre 
Manager/TSO  
 
Educators/Assessors 

LWETB Assessment Procedures 
 

1.2 Educators/Assessors are responsible for:  
 
The understanding of and compliance with the assessment procedures of the provider, which 
reflects the requirements of the awarding body. Local arrangements will apply. 

  
PRE ASSESSMENT:  

 

− Secure storage and transportation of assessment material (related to programme 
delivery). 

− Ensuring due care in the secure storage (e.g. USB storage), printing and photocopying of 
assessment briefs and examination papers (where applicable) so that assessment 
integrity is not compromised. 
 
POST ASSESSMENT:  
 

− Compliance with arrangements for the retention and secure storage of assessment 
materials and learner assessment evidence (see assessment storage and disposal 
guideline below). 

Educators/Assessors  



 
 
 

Security of Assessment Material, Evidence and Records PR16 - (Version 1.0) 

Page 3 of 7 
               

 

− Compliance with LWETB’s arrangements on timely return or secure disposal of 
assessment evidence following certification (see assessment storage and disposal 
guideline below). 

 
Local arrangements will stand as agreed in relation to Pre and Post Assessment security.  

1.3 The Learner responsibility: 
 

− Submission of assessment evidence in accordance with the assessment deadlines. 

− Retention of any receipting evidence in line with Centre policies and procedures. 

− Management of and the security and integrity of their own assessment work in advance 
of submission. At Levels 1-3, support will be provided by the Educator/Assessor.  

− Ensure all evidence is submitted in a clear & comprehensible lay out. 

− Retention of backup copies of assessment evidence. In the case of original artefacts, it is 
advisable to ensure photographs are taken as backups. 

− If a learner wishes to retrieve artefacts it must be agreed in advance with 
Coordinator/Centre Manager. 

Learner  

2. Learner Assessment Evidence  

2.1 Assessment evidence is created during the assessment event or as part of an assigned 
assessment task. It must be the work of the learner and includes any article, item or evidence 
relating to the assessment of learner performance. Evidence may include the following;  
 

• Hardcopy evidence/work: test papers containing written assessments (e.g. short answer 
questions, multiple choice questions), drawings, assignments, activities, exercises, 
portfolios, diaries, workbooks, course work, project work, answer sheets etc.  

• Softcopy evidence/work: electronic evidence of exercises, word processing, graphics, 
creative designs, programming, computer applications, media applications etc.  

• Practical/craft pieces: graphics, artwork, creative designs, photographs etc. 

• Electronic evidence of live assessments: video, audio or photographic evidence of skills 
demonstrations or task undertaken etc. 
 
 
 

Coordinator/Centre 
Manager/TSO 
 
Educators/Assessors 
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3.  Assessment Evidence Retention Period   

3.1 All assessment evidence must be retained securely and confidentially with authorised access. All 
assessment evidence must be retained in a manner that facilitates easy retrieval. Local 
arrangements will stand as agreed and in line with awarding body. These periods also apply to 
digital assessment.  
 

• The minimum retention period: assessment evidence is retained until such a time as all 
results have been approved, or in the case of results under appeal, the evidence is 
retained until the appeals process has been exhausted 

• Best practice period: assessment evidence is retained until 1 month after the certificate 
has been issued to the learner, or in the case of results under appeal, the evidence is 
retained until the appeals process has been exhausted. 

• Original practical craft evidence: that may only be returned to the learner in exceptional 
circumstances to facilitate job applications or progression. This is by arrangement with 
the centre manager/coordinator and occurs within a specified timeframe. It is limited to 
evidence that cannot be duplicated and does not include any softcopy or hardcopy 
evidence.  

Coordinator/Centre 
Manager/TSO  
 
Educators/Assessors 

 

4. Internal Verification & External Authentication    

4.1 In preparation for the Internal Verification process, the Coordinator/Centre Manager/TSO must 
ensure where relevant to follow the steps below: 
 

• That learner assessment evidence is following centre’s tracking process. 

• A secure area is available for internal verification/external authentication.   

• An authorised person removes the required assessment material from the secured 
storage area and arranges the material for the Internal Verifier/External Authenticator. 

• The assessment material removed from the secured storage area is recorded on the Sign 
In/Sign Out log/schedule. 

• On completion of internal verification/external authentication all assessment materials 
are returned to the secure storage facility by an authorised person and recorded on the 
Sign In/Sign Out log/schedule. 

• Advise EAs of LWETB clean desk, screen & room locking policy.  
 

Coordinator/Centre 
Manager/TSO 
 
Educators/Assessors 

Sign In/Sign Out log/schedule  
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4.2 Out of Centre –  
 
In order to ensure that all measures are taken in relation to the safety of assessment evidence, 
the Centre should:  

• Ensure that a sign in, sign out/scheduled record for assessment evidence is monitored 
and updated.  

• Have a specific time frame in place for assessment evidence to be signed out from and 
returned to the centre provision.  

• Ensure that all measures are put in place in relation to the safety of the assessments 
while out of the centre i.e. communicating that assessment evidence is to be couriered. 
This should also include the learner evidence being physically transported and brought in 
centre and stored in a safe location. 

Coordinator/Centre 
Manager  
 
Educators/Assessors 

Sign In/Sign Out log 

5. Assessment Evidence disposal    

5.1 A record of the assessment evidence disposal/destruction should be maintained (certification of 
shredding). This detail may include the following:  

• Assessment evidence reference (e.g., course code and F12 ID number)  

• Course duration  

• Dates scheduled for disposal  
o When (calculate 1 month from the date you expect to receive the cert)  
o How disposed (e.g., confidentially shredded) 
o Authorised for disposal (e.g. name of manager that approved evidence disposal)  
o Date disposed (e.g. actual date disposed/certificate of shredding) 
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FETQS Internal Review:  

Procedure Review 

Review Date:  11th March 2023 Review Log & Reason for Update:  

Version: 1.0 Quality System Index Code: PR16 

Appendix Overview: 

Appendix Txx:  Appendix Txx:  

 

  



 
 
 

Security of Assessment Material, Evidence and Records PR16 - (Version 1.0) 

Page 7 of 7 
               

 

Appendix 1 – Assessment Evidence Sign In / Out (FE Only) 

Module/Programme 
Name & Code: 

 Coordinator/Centre 
Manager Name: 

 

Centre Location:  Course Cycle    

 

Assessment Evidence description & type  Location of evidence Authorised Personnel/detail of movement of 
evidence 

Sign Out Date Sign In Date 

     

     

     

     

     

     

     

     

     

     

     

     

 

Assessment Evidence (Course Code/F12 RCCRS/QBS  How Disposed:  

Date Scheduled for Disposal  Actual Date Disposed:  

Authorised By & Title:  Evidence of Disposal:  

 

 

 


