Standard Operating Procedure (SOP)

Assessment Material Security and Confidentiality Procedures

This SOP details assessment material security and confidentiality procedures, covering the secure handling,
storage, and distribution of assessment materials, access control measures, confidentiality agreements, protocols for
electronic and physical material protection, guidelines for material disposal, and incident reporting processes. The goal is
to maintain the integrity and confidentiality of assessment materials to ensure fair and secure assessment practices.

1. Purpose

To outline procedures to safeguard the security and confidentiality of all assessment materials throughout their lifecycle.

2. Scope

This SOP applies to all staff, contractors, and authorized users involved in the creation, handling, storage, distribution,
administration, and disposal of assessment materials.

3. Responsibilities

¢ Assessment Coordinators: Ensure compliance with these procedures.
o Staff & Contractors: Adhere to all security and confidentiality requirements.
¢ IT Department: Manage security of electronic assessment materials.

4. Procedures
4.1 Secure Handling and Storage

e Store physical assessment materials in locked, access-controlled locations (e.g., secure cabinets, rooms).

e Restrict access to authorized personnel only. Maintain access logs.

e Store electronic assessment materials on secure, password-protected servers or encrypted drives. Limit access
via secure authentication.

4.2 Distribution of Assessment Materials

¢ Distribute materials only to individuals with documented authorization.
e For physical materials, log all transfers and require a signature upon receipt.
¢ For electronic materials, use encrypted channels (e.g., secure portals, encrypted email).

4.3 Access Control Measures

¢ Implement tiered access rights based on staff roles.
¢ Regularly review and update access permissions.

4.4 Confidentiality Agreements

¢ All personnel handling assessment materials must sign a confidentiality agreement prior to access.
¢ Store signed agreements securely and review annually.

4.5 Protection Protocols

¢ Do not leave assessment materials unattended or in unsecured locations.



¢ Do not copy or share materials without documented authorization.
¢ Monitor and audit access and usage regularly.

4.6 Material Disposal

e Dispose of obsolete physical materials using secure shredding or incineration.
¢ Delete electronic materials using secure deletion methods (e.g., data wiping, encryption key destruction).
e Maintain records of disposal and destruction procedures.

4.7 Incident Reporting

¢ Report any suspected breach or compromise of assessment material security immediately to the Assessment
Coordinator.

e Document all incidents in an Incident Report Form, including details of investigation and resolution.
¢ Review incidents for future risk mitigation.

5. Review and Improvement

¢ Review this SOP annually or after any security incident.
e Update procedures as required to address risks and ensure continued effectiveness.

6. Reference Documents

Confidentiality Agreement Template
Incident Report Form

IT Security Policy

Data Protection Policy
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