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SNHS follows the ‘NCFE Regulations for the conduct of external assessment’ and this is 
available for all staff involved in the external assessment of the product in the central folder. 

 
 
Exam papers - on arrival at school 

1. Exam related parcels are logged at reception (where from, date, time delivered). The 
Exams Officer is contacted immediately. 

2. Exams Officer collects the parcels straight away and signs them out from reception.  
3. These are then logged by the Exams Officer. 
4. All exam materials are stored in the secure exams store in the Exams’ Office. These 

materials are signed in and out by the Exams Officer. 
5. The invigilators are fully trained by the Exams Officer.  

 
 
Exam papers - on assessment day 

1. Exam papers are removed from the cabinet within the secure store by the Exams 
Officer. 

2. Invigilator to check correct exam paper for date and time. Both Exams Officer and 
Invigilator sign to evidence completion. 

3. If separate venues are used for the exam and packs of exam papers need to be split, 
this is carried out within the secure store by the Exams Officer. The papers are then 
put into A4 sealed brown (non-transparent) envelopes. 

4. The invigilator for each venue signs out the correct number of exam papers for each 
venue. 
 

Exam papers - end of the exam 
1. The exam papers are transferred back to the secure store by the invigilators in the 

same packaging they arrived in (non-transparent). 
2. The papers are checked and signed back into the secure store by the Exams Officer. 
3. The exam papers are checked by the Exams Officer against the registers to check all 

the scripts are present and in the correct order. 
4. The papers are then sealed in the exams script envelope (sent by NCFE), address label 

attached and taken immediately to the post office by the Exams Officer. 
5. The exam papers are dispatched to NCFE by special delivery. 
6. Any unused exam scripts are shredded immediately by the Exams Officer. 

 


