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Malpractice and Maladministration Procedure

Scope

Definition of Malpractice
Malpractice is defined by the Centre as an act or an instance of improper practice and includes maladministration. Malpractice is any activity, practice or omission which is either wilfully negligent or deliberately contravenes regulations and requirements and compromises the:

· Internal or external assessment process.
· Integrity of a qualification.
· Validity of a result or certificate.
· Reputation and credibility of the Centre.

Definition of Maladministration 
Maladministration refers to any act that:

· Affects the integrity, security, or confidentiality of the national curriculum assessments. 
· Could lead to results and/or outcomes that do not reflect pupils' unaided work or. actual abilities.

Responsibilities Senior Management  
Senior Management will ensure that all stages of the learner journey will support the progression and wellbeing of the learners. They will monitor any instances of malpractice and/or maladministration to ensure that there is a successful outcome for the learner.

Staff
Staff will have an in-depth understanding of the policy and procedures pertaining to malpractice and maladministration.

All staff should keep up to date with the latest guidance and organisations requirements as appropriate to their role.

Specialists/Other 
The Quality team form an integral role within the learner journey. The team will monitor the delivery of all qualifications to improve good practice and maintain high standards. They will meet the requirements of the Awarding organisations and the end point assessment process and will identify amendments to delivery and assessment if required.


Procedures
If an Invigilator or Teaching Assessor (TA) suspects a learner of malpractice during an examination, the learner will be informed, and the allegations will be explained. 

The learner will have the opportunity to give their side of the story before any final decision is made. If the learner is found guilty of malpractice, the Awarding Organisation (AO) will be informed and the learner’s examination paper with be withdrawn. It is unlikely that the learner will have the opportunity to repeat the examination. An investigation will be undertaken by the Centre Manager if malpractice/maladministration is reported to Shaw Trust by the AO.

Appeals
If a malpractice decision is made, which the learner feels is unfair, the learner has the right to appeal in line the Appeals Procedure. 

Reporting/Investigation:
In accordance with all regulatory requirements all suspected cases of maladministration and malpractice will be investigated promptly by the Centre to establish if malpractice or maladministration has occurred and will take all steps to prevent any adverse effect from the occurrence. Where applicable, the Centre Manager will inform the Awarding Organisation if it is believed that there is an incident which could affect the award of the qualification.

Timeline:
The Centre will action and resolve all stages of the investigation within 7-10 working days of the receipt of information relating to alleged malpractice or maladministration. Investigations will be conducted in a fair, reasonable, legal, and timely manner, ensuring that all evidence is considered without bias, establishing the facts, evaluating actions already taken and where applicable determining any required remedial action.

If appropriate, staff members under investigation will be suspended or moved to other duties whilst the investigation is underway and until it is complete.

A report will be produced and agreed between parties and will include the following:

· Identify where the alleged malpractice or maladministration happened.
· Identify the person responsible for the breach.
· Set out the appropriate remedial action to be applied.
· Completion of a comprehensive report made available to all parties and to the AO as required. 

If the allegation is unfounded the investigation will be dropped, and all parties will be informed.


Related Documents
· Additional Learning Support Policy
· Appeals procedure.
· Assessor Risk Rationale procedure
· Code of conduct Policy
· Exams and Assessments procedure
· Initial Assessment Policy
· Marking of English and maths
· Shaw Trust Group Recognising and Recording Progress & Achievement (RARPA) Policy.
· Shaw Trust Group Teaching Learning and Assessment Development Policy
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