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Malpractice And Maladministration Policy 
 
Malpractice is defined as “any deliberate activity, neglect, default or other practice that compromises or 
could compromise the assessment process, the integrity of a qualification, the validity of a result or 
certificate, the reputation and credibility of the awarding body, or the qualification or the wider 
qualifications community”. 
Maladministration is defined as “any activity, neglect, default or other practice that results in the 
accredited course provider or candidate not complying with the specified requirements for delivery of 
the qualifications and as set out in the relevant codes of practice where applicable”. 
 
Whilst it is nearly impossible to completely remove the risk of malpractice or maladministration 
occurring within centres, UKHSE Limited feel the following would go some way to strengthening our 
internal arrangements in this area: 
 

 all staff are aware of the policies and procedures and receive appropriate training/briefings on 
these; 

 staff have clear roles and responsibilities; 

 there is a documented internal quality assurance procedure/methodology that is clearly in place 
and is subject to regular internal reviews; 

 there are documented internal standardisation arrangements in place and evidence that these 
take place on a regular basis; 

 learners are informed of their roles and responsibilities in terms of not doing anything that may 
be deemed malpractice and jeopardise their potential achievements; 

 all assessment and internal verification activities are accurately recorded and carried out in 
accordance with the internal quality assurance procedures; 

 all registration and certification records are subject to appropriate internal review before 
submission. 

 
Instances of malpractice arise for a variety of reasons:  
  

 some incidents are intentional and aim to give an unfair advantage in an examination or 
assessment;  

 some incidents arise due to ignorance of the regulations, carelessness or forgetfulness in 
applying the regulations;  

 some occur as a direct result of the force of circumstances which are beyond the control of 
those involved (e.g. a fire alarm sounds and the exam is disrupted).  

 
The individuals involved in malpractice are also varied. They may be:  
  

 candidates;  
 teachers, lecturers, tutors, trainers, assessors, verifiers, invigilators or others responsible for the 

conduct, the administration or the quality assurance of examinations and assessments;  
 other third parties, e.g. parents/carers, siblings, friends of the candidate.  

 
Irrespective of the underlying cause or the people involved, all allegations of malpractice in relation to 
examinations and assessment need to be investigated. This is to protect the integrity of the 
qualification, the centre and all the candidates.  
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This policy details the procedures for investigating and determining allegations of malpractice which in 
their fairness, thoroughness, impartiality and objectivity meet or exceed the requirements of current 
law in relation to such matters. 
 
Definitions of malpractice include: 
  
Any act, default or practice which is a breach of regulations, or:  
  

 compromises, attempts to compromise or may compromise the process of assessment, the 
integrity of any qualification or the validity of a result or certificate;  

 damages the authority, reputation or credibility of any awarding body or centre or any officer, 
employee or agent of any awarding body or centre; 

 the failure by a centre to investigate allegations of suspected malpractice. 
           

‘Centre Staff Malpractice’ means:  
  

 malpractice committed by a member of staff or contractor (whether employed under a contract 
of employment or a contract for services) at a centre; or  

 an individual appointed in another capacity by a centre such as an invigilator, a learning support 
assistant, a prompter, a reader, a scribe or an interpreter.  

  
‘Candidate Malpractice’ means: 
 

 malpractice by a candidate in the course of any examination or assessment, 

 including the preparation and authentication of any controlled assessments or coursework,  

 the presentation of any practical work, 

 the compilation of portfolios of assessment evidence  

 or the writing of any examination paper.  
 
Examples Of Centre Staff Malpractice Include: 
  

 Breaches of security:  
 

 Any act which breaks the confidentiality of question papers or materials, and their electronic 
equivalents, or the confidentiality of candidates’ scripts or their electronic equivalents.  

  
It could involve:  

 failing to keep examination material secure prior to an examination;  

 discussing or otherwise revealing secure information in public, e.g. internet forums;  

 moving the time or date of a fixed examination (beyond the arrangements permitted by the 
regulations set by an authority);  

 failing to supervise adequately candidates  

 permitting, facilitating or obtaining unauthorised access to examination material prior to an 
examination;  

 failing to retain and secure examination question papers after an examination in cases where 
the life of the paper extends beyond the particular session. For example, where an examination 
is to be sat in a later session by one or more candidates due to a  timetable variation;  

 tampering with candidate scripts or controlled assessments or coursework after collection and 
before despatch to the awarding body/examiner/moderator;  
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 reading candidates’ scripts or photocopying candidates scripts prior to despatch to the 
awarding body/examiner.  

 failing to keep student computer files which contain controlled assessments or coursework 
secure. 

 inventing or changing marks for internally assessed components of a candidates evidence. 

 manufacturing evidence of competence against national standards;  

 fabricating assessment and/or internal verification records or authentication statements;  

 entering fictitious candidates for examinations or assessments, or otherwise subverting the 
assessment or certification process with the intention of financial gain (fraud). 

 assisting candidates in the production of controlled assessments or coursework, or evidence of 
achievement, beyond that permitted by the regulations;  

 sharing or lending candidates’ controlled assessments or coursework with other candidates in a 
way which allows malpractice to take place;  

 assisting or prompting candidates with the production of answers;  

 permitting candidates in an examination to access prohibited materials (dictionaries, calculators 
etc.);  

 prompting candidates in an examination/assessment by means of signs, or verbal or written 
prompts;  

 assisting candidates granted the use of a learning support assistant, a prompter, a reader, a 
scribe or an interpreter beyond that permitted by the regulations.  
 

Examples Of Centre Staff Maladministration Include:  
  
Failure to adhere to the regulations regarding the conduct of controlled assessments, coursework and 
examinations or malpractice in the conduct of the examinations/assessments and/or the handling of 
examination question papers, candidate scripts, mark sheets, cumulative assessment records, results 
and certificate claim forms, etc.  
  

 failing to ensure that candidates’ coursework or work to be completed under controlled 
conditions is adequately monitored and supervised;  

 inappropriate members of staff assessing candidates for access arrangements who do not meet 
the criteria as detailed by the JCQ regulations;  

 failure to use current assignments for assessments;  

 failure to train invigilators adequately, leading to non-compliance with any regulations;  

 failing to issue to candidates the appropriate notices and warnings;  

 failure to inform the awarding body of alternative sites for examinations;  

 failing to post notices relating to the examination or assessment outside all rooms where 
examinations and assessments are held;  

 not ensuring that the examination venue conforms to the requirements as stipulated in 
instructions for conducting examinations;  

 the introduction of unauthorised material into the examination room, either prior to or during 
the examination;  

 failing to remind candidates that any mobile phones or other unauthorised items found in their 
possession must be handed to the invigilator prior to the examination starting;  

 failure to invigilate examinations in accordance with instructions for conducting examinations;  

 failure to keep accurate records in relation to very late arrivals and overnight supervision 
arrangements;  

 failure to keep accurate and up to date records in respect of access arrangements which have 
been processed electronically using the Access arrangements online system;  



October 2020   

 

 granting access arrangements to candidates which do not meet the requirements of the 
regulations;  

 granting access arrangements to candidates where prior approval has not been obtained from 
an awarding body;  

 failure to supervise effectively the printing of computer based assignments when this is 
required; 

 failing to retain candidates’ controlled assessments or coursework in secure conditions after the 
authentication statements have been signed or the work has been marked;  

 failing to maintain the security of candidate scripts prior to despatch to the awarding body or 
examiner;  

 failing to despatch candidate scripts / controlled assessments / coursework to the awarding 
bodies or examiners or moderators in a timely way;  

 failing to notify the appropriate awarding body of an instance of suspected malpractice in 
examinations or assessments as soon as possible after such an instance occurs or is discovered;  

 failing to conduct a thorough investigation into suspected examination or assessment 
malpractice when asked to do so by an awarding body;  

 the inappropriate retention or destruction of certificates. 
 
Examples of Candidate Malpractice:  
  

 the alteration or falsification of any results document, including certificates; 

 a breach of the instructions or advice of an invigilator, supervisor, or the awarding body in 
relation to the examination or assessment rules and regulations;  

 failing to abide by the conditions of supervision designed to maintain the security of the 
examinations or assessments;  

 collusion, working collaboratively with other candidates, beyond what is permitted;  

 copying from another candidate (including the use of IT to aid the copying);  

 allowing work to be copied e.g. posting written coursework on social networking sites prior to 
an examination/assessment;  

 the deliberate destruction of another candidate’s work;  

 disruptive behaviour in the examination room or during an assessment session (including the 
use of offensive language);  

 exchanging, obtaining, receiving, passing on information (or the attempt to) which could be 
examination related by means of talking, electronic, written or non-verbal communication;  

 making a false declaration of authenticity in relation to the authorship of controlled 
assessments, coursework or the contents of a portfolio;  

 allowing others to assist in the production of controlled assessments, coursework or assisting 
others in the production of controlled assessments or coursework;  

 the misuse, or the attempted misuse, of examination and assessment materials and resources 
(e.g. exemplar materials);  

 being in possession of confidential material in advance of the examination; 

 bringing into the examination room notes in the wrong format (where notes are permitted in 
examinations) or inappropriately annotated texts (in open book examinations);  

 the inclusion of inappropriate, offensive or obscene material in scripts, controlled assessments, 
coursework or portfolios;  

 impersonation: pretending to be someone else, arranging for another person to take one’s 
place in an examination or an assessment;  

 plagiarism: unacknowledged copying from published sources or incomplete referencing;  

 theft of another candidate’s work;  
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 bringing into the examination room or assessment situation unauthorised material, for 
example: notes, study guides and personal organisers, own blank paper, calculators (when 
prohibited), dictionaries (when prohibited), instruments which can capture a digital image, 
electronic dictionaries (when prohibited), translators, wordlists, glossaries, iPods, mobile 
phones, MP3/4 players, pagers or other similar electronic devices;  

 the unauthorised use of a memory stick where a candidate uses a word processor;  

 behaving in a manner so as to undermine the integrity of the examination. 
      
           Individual Responsibilities 

 
The Centre (UKHSE Limited) will:  
 

 notify the appropriate awarding body at the earliest opportunity all suspicions or actual 
incidents of malpractice, an exception to this is malpractice discovered in controlled 
assessments or coursework before the authentication process has concluded.  

 supervise personally all investigations resulting from an allegation of malpractice; 

 ensure that if it is necessary to delegate an investigation to a member of staff, the member of 
staff chosen is independent, and not connected to the learning/assessment involved in the 
suspected malpractice, this is to avoid conflicts of interest which can otherwise compromise the 
investigation;  

 respond speedily and openly to all requests for an investigation into an allegation of 
malpractice, this will be in the best interests of centre staff, candidates and any others involved;  

 co-operate and ensure their staff co-operate fully with an enquiry into an allegation of  
malpractice, whether the centre is directly involved in the case or not;  

 inform staff members and candidates of their individual responsibilities and rights;  

 pass on to the individuals concerned any warnings or notifications of penalties, and ensure 
compliance with any requests made by the awarding body as a result of a malpractice case. 

 
Awarding Bodies will:  
 

 oversee all investigations into suspected or alleged malpractice;  

 withhold the issuing of results until the conclusion of the investigation, or permanently, where 
the outcome of the investigation warrants it;  

 apply sanctions and penalties in cases of proven malpractice;  

 report the matter to the regulators and other awarding bodies in accordance with their policies 
and procedures;  

 report the matter to the police if a proven malpractice involved the committing of a criminal 
act.  

 
Investigations Carried Out By The Centre  
  
It will normally be expected that investigations into allegations of malpractice will be carried out by the 
senior management of a centre, who in the case of UKHSE Limited would be Steve Gerring (Managing 
Director) and Jane Albiston (Office Manager).  
 
The investigation will be dealt with in a timely manner, obtaining the full facts and circumstances of any 
alleged malpractice, it is not assumed that because an allegation has been made, that it is true.  
  
It shall be considered that both staff and candidates can be responsible for malpractice.  
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Where a conflict of interest may be seen to arise, investigations into suspected malpractice shall not be 
delegated to those involved in the particular learning or assessment process of the suspected 
malpractice.  
   
If UKHSE Limited is reporting the suspected malpractice to an awarding body, UKHSE Limited will 
provide the accused individuals with a copy of any completed form or letter used to notify the awarding 
body of the malpractice.  
   
If it is deemed necessary to interview a candidate or member of staff in connection with an alleged 
malpractice, the interviews will be conducted in accordance with UKHSE Limited policies for conducting 
disciplinary enquiries, confidentiality and data protection. 
   
The involvement of legal advisors is not necessary, if there is no allegation of criminal behaviour.  
  
However, if any party wishes to be accompanied by a solicitor or trade union official, all parties must be 
informed beforehand to give them the opportunity to be similarly supported.  
  
UKHSE Limited is required to make available an appropriate venue for such interviews. Interviews may 
also be conducted over the telephone. Individuals involved will be requested to provide a written 
statement.  
 
Investigations Carried Out By The Awarding Body  
  
For allegations of malpractice which involve fraud or a serious breach of examination security, it will 
normally be expected that an investigation into the allegation will be carried out by the relevant 
awarding body or bodies and/or the regulators, acting in conjunction with the centre, and possibly the 
police.  
  
Funding agencies will also usually conduct their own investigation if fraud is suspected.  
  
An awarding body will not normally withhold from the centre any evidence or material obtained or 
created during the course of an investigation into an allegation of malpractice.  
  
However, it may do so where this would involve disclosing the identity of an informant who has asked 
for his/her identity to remain confidential. In such cases, the awarding body will provide the evidence 
and material and will withhold information that would reveal the person’s identity, and will explain why 
the withheld information cannot be provided.  
   
Sanctions And Penalties Applied Against Candidates  
  
The awarding bodies will determine the application of a sanction or penalty according to the evidence 
presented, the nature and circumstances of the malpractice, and the type of qualification involved.  
 
Not all the sanctions and penalties are appropriate to every type of qualification or circumstance.  
These penalties may be applied individually or in combination.  
  
Awarding bodies may, at their discretion, impose the following sanctions against candidates:  
  

 Warning  

 Loss of marks for a section  

 Loss of marks for a component  
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 Loss of marks for a unit  

 Disqualification from a unit  

 Disqualification from all units in one or more qualifications  

 Disqualification from a whole qualification  

 Disqualification from all qualifications taken  

 Barred from entering one or more examinations  
 

Sanctions And Penalties Applied Against Centre Or Trainer  
 
If the investigation confirms that within the centre (UKHSE Limited), malpractice has taken place, any 
relevant certification or awarding body may have to impose one or more of the following sanctions on 
the centre: 
 

      Close unannounced monitoring by external examination boards or representatives.   
      Suspension of candidate registration and/or certification service for the qualification. 
      Suspension of centre approval status for all relevant qualifications. 

 

Possible sanctions that may be applied to teachers, assessors or invigilators may include: 

 
 A written warning about future conduct. 
 Imposition of special conditions for the future role of the individual. 
 Unannounced monitoring of the working practices of the individual.  
 Informing any other organisation relevant to the role of the individual.  
 Suspension of approval status or teacher membership status for all relevant qualifications. 
 Dismissal.  

 
         Acts of misconduct by UKHSE Limited personnel will also be addressed through the procedures set out 

within the company Disciplinary Policy and the Disciplinary Procedures section within the employee 
handbook. 

 
         Appeals  

  
        Individuals have a right to appeal against decisions made during the investigation process, such as:  

  

 Centre, who may appeal against sanctions imposed on the centre or on centre staff, as well as 
on behalf of candidates entered or registered through the centre.  

 Members of centre staff, or examining personnel contracted to a centre, who may appeal 
against sanctions imposed on them personally.  

 Private candidates.  

 Third parties who have been barred from examinations or assessments of the awarding body.  
   
Information on the process for submitting an appeal will be made available to all individuals and centres 
involved in the malpractice decisions. These will include the appeals procedures of UKHSE Limited and 
those of awarding bodies and funding organisations. 
 
 
  
  

 
 


