Reproduction of Classified / In Confidence documents
This document describes the process that must be followed to ensure the security of all documents marked “classified”, “In confidence” or that are of a sensitive nature:
· Please mark the level of classification clearly on the requisition or scan batch header;
· Upon receipt of a classified job, the JRS recipient will pass the job to the JRS production manager who will ensure that the job is processed with the highest priority;
· The job will be kept in a secure place until processing can be undertaken;
· When an operator is available to process the job, the production manager will hand it to them personally, informing them of it’s confidentiality and reminding them of the procedures;
· The operator will complete the job as quickly as possible without leaving it unattended, and will as far as is practicable, ensure that no other person sees the work;
· On completion, the operator will notify the production manager, who will personally supervise transfer to the next stage, if appropriate;
· When the job is completed, it will packed, sealed and the customer informed that it is ready for collection;
· The job will be put in a secure place while awaiting collection;
· All waste produced during the production process will be shredded by the production manager;
· Documents sent for scanning, will be returned in a sealed envelope where return of the document has been requested,
If you would prefer, arrangements can be made for you to be in attendance during the processing of documents.
