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Security checking – KS1 and KS2 SATs materials/ Y1 phonics  2023
Keys to secure, lockable storage are held by…………………………………………………………………………………………………….
For all tests:
· two members of staff should be involved when checking the delivery
· check your delivery promptly against the enclosed delivery note to ensure it contains the correct subject and number of test or check packs ̶ packs must remain unopened
· put the unopened materials back into the original delivery box • store test or check materials in a room where there is no Information Technology equipment kept, as this equipment is often targeted during burglaries
· do not store in a room that is prone to flooding
· store the boxes in a secure, locked cupboard
· limit access to the location of the materials
· a nominated member of staff should be responsible for the cupboard keys and ensure they are kept secure at all times
· check the boxes regularly to ensure they have not been tampered with
· keep a record to document instances of access to the materials and to log regular security checks *plan a reporting procedure in the event of a problem, such as if keys are lost or stolen
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