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1. Purpose

This policy outlines the procedures for the secure storage, retention, and disposal of examination-related documents and materials in accordance with the current JCQ General Regulations for Approved Centres, particularly sections regarding examination administration, access arrangements, and post-results services.

2. Scope

This policy applies to all examination records and materials for qualifications regulated by JCQ member awarding bodies, including but not limited to:

· Candidate entry information

· Seating plans

· Attendance registers

· Scripts

· Access arrangements evidence

· Internal assessments

· Post-results service documentation

3. Retention Periods

In line with JCQ requirements, the following documents must be retained for the specified periods:

	Document/Item
	Retention Period

	Candidate exam entry information
	Current academic year + 1 year

	Candidate seating plans
	Current academic year + 1 year

	Attendance registers
	Current academic year + 1 year

	Invigilation records
	Current academic year + 1 year

	Access arrangements evidence
	Current academic year + 3 years

	Scripts (returned to centre)
	Until the awarding body confirms retention or disposal is permitted

	Internally assessed work (non-exam assessments)
	Until the deadline for review of marking has passed or until any appeal has been resolved

	Post-results service consent forms
	Current academic year + 1 year


4. Storage

All examination materials are stored in a secure, locked area accessible only to authorised personnel.

Confidential materials (e.g., scripts, access arrangement evidence) must be kept in line with JCQ security requirements.

Electronic records are stored securely in password-protected systems with restricted access.

5. Disposal

All examination materials must be disposed of securely and in a way that maintains confidentiality.

Confidential waste is shredded on-site or disposed of via a JCQ-compliant data destruction service.

Scripts may only be destroyed once the awarding body has confirmed they are no longer needed.

6. Responsibility

The Exams Officer is responsible for ensuring compliance with this policy, including:

· Keeping up to date with JCQ guidance

· Reviewing and updating retention schedules annually

· Ensuring secure storage and disposal of materials

· Logging all disposed materials in a retention/disposal log

7. Monitoring and Review

This policy is reviewed annually, or when JCQ regulations are updated. Changes are approved by the Senior Leadership Team and communicated to all relevant staff.
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