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[bookmark: _Toc215833234]What is malpractice and maladministration?
1. ‘Malpractice’ and ‘maladministration’ are related concepts, the common theme of which is that they involve a failure to follow the rules of an examination or assessment. This policy and procedure uses the word ‘malpractice’ to cover both ‘malpractice’ and ‘maladministration’ and it means any act, default or practice which is:

· a breach of the Regulations
· a breach of awarding body requirements regarding how a qualification should be delivered
· a failure to follow established procedures in relation to a qualification, which:
· gives rise to prejudice to candidates 
· compromises public confidence in qualifications 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 (SMPP 1) 
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2. ‘Candidate malpractice’ means malpractice by a candidate in connection with any examination or assessment, including the preparation and authentication of any controlled assessments, coursework or non-examination assessments, the presentation of any practical work, the compilation of portfolios of assessment evidence and the writing of any examination paper (SMPP 2). 

[bookmark: _Toc215833236]Centre staff malpractice 
3. 'Centre staff malpractice’ means malpractice committed by: a member of staff, contractor (whether employed under a contract of employment or a contract for services) or a volunteer at a centre; or an individual appointed in another capacity by a centre such as an invigilator, a Communication Professional, a Language Modifier, a practical assistant, a prompter, a reader or a scribe (SMPP 2).
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4. ‘Centre malpractice’ normally involves malpractice where there is an element of systemic failure, a breach in policies or widespread malpractice such that a centre-level sanction is appropriate.

5. Where candidates may have been advantaged by a suspected centre staff malpractice incident, awarding bodies will need to consider appropriate action to protect the integrity of qualifications and maintain public confidence.
[bookmark: _Toc215833238]Suspected malpractice 
6. For the purposes of this document, suspected malpractice means all alleged or suspected incidents of malpractice (SMPP 2).
[bookmark: _Toc215833239]Purpose of this policy
7. To confirm Cairn Education has in place a written malpractice policy which covers all qualifications delivered by the centre and details how candidates are informed and advised to avoid committing malpractice in examinations/assessments, how suspected malpractice issues should be escalated within the centre and reported to the relevant awarding body (GR 5.3). 
[bookmark: _Toc215833240]General Principles 
In accordance with the regulations Cairn Education will: 

8. Take all reasonable steps to prevent the occurrence of any malpractice (which includes maladministration) before, during and after examinations have taken place (GR 5.11). 

9. Inform the awarding body immediately of any alleged, suspected or actual incidents of malpractice or maladministration, involving a candidate or a member of staff, by completing the appropriate documentation (GR 5.11).

10. As required by an awarding body, gather evidence of any instances of alleged or suspected malpractice (which includes maladministration) in accordance with the JCQ publication Suspected Malpractice - Policies and Procedures and provide such information and advice as the awarding body may reasonably require (GR 5.11).
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11. Cairn Education has in place: robust processes to prevent and identify malpractice, as outlined in section 3 of the JCQ publication Suspected Malpractice: Policies and Procedures (SMPP 4.3). 

12. This includes ensuring that all staff involved in the delivery of assessments and examinations understand the requirements for conducting these as specified in the following JCQ documents and any further awarding body guidance: General Regulations for Approved Centres; Instructions for conducting examinations (ICE); Instructions for conducting coursework; Instructions for conducting non-examination assessments; Access Arrangements and Reasonable Adjustments; A guide to the special consideration process; Suspected Malpractice: Policies and Procedures; Plagiarism in Assessments; AI Use in Assessments: Protecting the Integrity of Qualifications; A guide to the awarding bodies’ appeals processes (SMPP 3.3.1).
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Exam officer to: 

13. Ensure all JCQ notices, e.g. Information for candidates, nonexamination assessments, coursework, on-screen tests, written examinations, social media, plagiarism are distributed to candidates prior to assessments/examinations taking place. 

14. Ensure candidates are informed verbally and in writing about the required conditions under which the assessments are conducted, including warnings about the introduction of prohibited materials and devices into the assessments, and access to restricted resources. 

15. Ensure that candidates are aware of actions that constitute malpractice and the sanctions that can be imposed on those who commit malpractice. Ensure that candidates are aware of the sanctions of passing on or receiving (even if the information was not requested) confidential assessment materials. If a candidate receives confidential information, they must report it to a member of centre staff immediately. 

16. Ensure that candidates involved in examination clash arrangements are aware of appropriate behaviour during supervision, i.e. ensuring that candidates cannot pass on or receive information about the content of assessments, thereby, committing candidate malpractice. 

17. Ensure that candidates completing coursework or non-examination assessments are aware of the need for the work to be their own.

18. Guidance around AI usage is provided to Cairn Education students at the start of their placements, again at the start of any examination coursework and once more when going through preparation for candidate pre-exam documentation. The exam officer will ensure candidates understand the role of AI and Malpractice and all staff have read and have an understanding of JCQ documentation ‘AI Use in Assessments - https://www.jcq.org.uk/wp-content/uploads/2025/04/AI-Use-in-Assessments_Apr25_FINAL.pdf . Using AI, for example, ChatGPT to generate or modify content to evade plagiarism detection is deemed as malpractice. Work submitted for assessment must be the student's own efforts and must be their own work. Examples of AI misuse include: 

· copying or paraphrasing sections of AI-generated content so that the work is no longer the student’s own 
· copying or paraphrasing whole responses of AI-generated content 
· using AI to complete parts of an assessment so that the work does not reflect the student’s own work, analysis, evaluation, or calculations 
· failing to acknowledge and reference the use of AI tools when they have been used as a source of information 
· submitting work with intentionally incomplete or misleading references or bibliographies. 

19. Ensure teaching staff educate candidates on how to correctly reference if they have used AI within their work. If a candidate uses an AI tool which provides details of the sources it has used in generating content, these sources must be verified by the candidate and referenced in their work in the normal way. Where an AI tool does not provide such details, candidates should ensure that they independently verify the AI-generated content – and then reference the sources they have used.

20. In addition to the above, where candidates use AI, they must acknowledge its use and show clearly how they have used it. This allows teachers and assessors to review how AI has been used and whether that use was appropriate in the context of the particular assessment. This is particularly important given that AI-generated content is not subject to the same academic scrutiny as other published sources. Where AI tools have been used as a source of information, a candidate’s acknowledgement must show the name of the AI source used and should show the date the content was generated.

21. Cairn Education is committed to ensuring that teachers are clear that they can only authenticate and submit work for assessment to awarding organisations that they are confident that the candidates have completed themselves. If teachers have any concern regarding AI misuse before the student’s work is authenticated, they should speak to the senior management team, who will provide next steps. Each occurrence will be reviewed on an individual candidate basis to determine next steps. If irregularities in coursework are identified after the candidate has signed the declaration of authentication, the Head of Centre must submit full details of the case to the relevant awarding body immediately.


22. The exam officer will ensure that any laptop or similar device used for the purpose of an access arrangement during exams is free from AI software and that the device has internet access disabled to ensure that no AI software can be accessed during the exam. Invigilators will be informed to regularly check that the student is using the device for the designated purpose of the exam (e.g. word processing) and that they are not accessing any other systems or attempting to connect the device to the internet. Invigilators and candidates will be made aware that any attempt to connect the device to the internet or access AI software would be considered malpractice and should be reported as such. 

23. The exam officer must inform invigilators through the training process the actions which would constitute invigilator malpractice, including:

· directing candidates to particular questions or particular sections of the question paper;
· making any comment where a candidate believes that there is an error or omission on the question paper. The invigilator must however, refer the matter immediately to the exams officer. The exams officer will then verify the error or omission with the relevant subject teacher before reporting the matter to the awarding body; 
· give any information to candidates about possible mistakes in the question paper, unless there is an erratum notice or permission has been given by the awarding body; 
· comment on the content of the question paper; 
· read a word or words printed on the question paper to a candidate, other than the instructions on the front cover; 
· re-phrase a question for a candidate; 
· explain any subject-specific or technical terms to a candidate;
· offer any advice or comment on the work of a candidate; 
· give any indication of the time elapsed or remaining unless the candidate has been awarded a prompter. This also extends to where a question paper consists of distinct sections (a five minute warning to candidates may only be given at the end of the examination). 

 Approach to Ensuring Authenticity of Candidate Work
  
24. The centre is committed to ensuring that all work submitted for assessment is the authentic work of the candidate. In line with JCQ guidance, the following measures are implemented to assure teachers that the work they accept for assessment is the student’s own:

25. Clear Guidance to Students
At the outset of each course, students receive written and verbal guidance on:
· the importance of submitting their own work,
· acceptable levels of support,
· the rules surrounding plagiarism, collusion, and use of AI or other prohibited assistance, and
· the need to acknowledge all sources appropriately.
Students are required to sign a declaration confirming that they understand these requirements.

26. Supervised and Controlled Conditions
Wherever possible, key stages of coursework, controlled assessments, and non-examined assessments (NEAs) are completed under supervised or controlled conditions. This ensures that teachers can verify the student's ongoing involvement and the authenticity of the work produced.

27. Ongoing Monitoring of Work
Teachers monitor the development of student work through:
· regular checkpoints,
· reviews of drafts,
· class discussions and questioning to confirm understanding, and
· comparison with prior work to ensure consistency of style, ability, and subject knowledge.

28. Use of Declarations of Authenticity
Students must sign a declaration confirming that final submissions are their own unaided work. Teachers also sign to authenticate that, to the best of their knowledge, the work is original and produced in accordance with JCQ regulations.

29. Use of Digital Authenticity Checks
Where appropriate, the centre uses digital tools such as plagiarism-detection software and AI-content screening to support teachers in verifying originality and identifying potential concerns.
30. Teacher Training and Standardisation
Teachers receive annual training on JCQ regulations relating to authenticity, malpractice, and NEA administration. Internal standardisation meetings ensure consistent application of authenticity checks across subjects.

31. Procedures for Suspected Malpractice
If a teacher suspects that work may not be the student’s own, the centre follows its malpractice procedures in full. This may include:
· gathering further evidence,
· interviewing the student,
· documenting concerns, and
· reporting to the awarding body where required by JCQ.
These combined measures provide teachers with a structured, robust, and consistent approach to ensuring that all work submitted for assessment is authentically the student's own.
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32. Once suspected malpractice is identified, any member of staff at the centre can report it to the head of centre. Staff can also report directly to awarding bodies; awarding bodies want malpractice to be reported and would encourage anyone who has information regarding malpractice to come forward and report the matter. Staff who wish to directly report concerns to awarding bodies should refer to JCQ Suspected Malpractice Policies and Procedures: Malpractice_Sep25_FINAL.pdf for guidance around reporting. 

33. Those reporting malpractice who wish to remain anonymous should be aware that awarding bodies may need to disclose their details to others. This could include: 
· in response to subject access requests made under data protection legislation; 
· where awarding bodies are required to share information with regulatory bodies (such as Ofqual, the SIA and the 
· when awarding bodies are required to provide information to the police 

34. Those reporting malpractice should also be aware that those subject to any subsequent investigation may draw their own conclusions regarding who has reported malpractice, based on the information an awarding body will need to disclose in order to take an investigation forward. In these circumstances, individuals reporting malpractice should be provided with appropriate privacy notices regarding the processing of their personal data

35. Awarding bodies are aware that reporting suspected malpractice by a member of staff or a candidate can create a difficult environment for that individual. Investigation processes will consider any mitigating actions that can be taken to protect a reporting individual if: 

• the reporting individual is at risk of retaliation or retribution by reported individuals/centres 
• concerns are identified for the reporting individual’s mental health or wellbeing

36. The head of centre will notify the appropriate awarding body immediately of all alleged, suspected or actual incidents of malpractice, using the appropriate forms, and will conduct any investigation and gathering of information in accordance with the requirements of the JCQ publication Suspected Malpractice: Policies and Procedures (SMPP 4.1.3). In such circumstances centres must refer to JCQ Suspected Malpractice Policies and Procedures: Malpractice_Sep25_FINAL.pdf

37. The head of centre will ensure that where a candidate who is a child/vulnerable adult is the subject of a malpractice investigation, the candidate’s parent/carer/ appropriate adult is kept informed of the progress of the investigation (SMPP 4.1.3).

38. The head of centre is aware that failure to take action as required by an awarding body or to co-operate with an awarding body’s investigation, constitutes malpractice. This includes providing knowingly inaccurate or misleading information during the course of an investigation. 

39. Form JCQ/M1 will be used to notify an awarding body of an incident of candidate malpractice. Form JCQ/M2 will be used to notify an awarding body of an incident of suspected staff malpractice/maladministration (SMPP 4.4, 4.6).

40. Malpractice by a candidate discovered in a controlled assessment, coursework or non- examination assessment component prior to the candidate signing the declaration of authentication need not be reported to the awarding body but will be dealt with in accordance with the centre’s internal procedures. The only exception to this is where the awarding body’s confidential assessment material has potentially been breached. The breach will be reported to the awarding body immediately (SMPP 4.5).

41. Malpractice by a candidate discovered in a controlled assessment, coursework or non-examination assessment where the offence does not relate to the content of candidates’ work (e.g. possession of unauthorised materials, breach of assessment conditions) or where a candidate has signed the declaration of authentication, must be reported using a JCQ M1 to the relevant awarding body). If, at the time of the malpractice, there is no entry for that candidate (who the centre intended to enter), the centre is required to submit an entry by the required entry deadline.

42. If, in the view of the investigator, there is sufficient evidence to implicate an individual in malpractice, that individual (a candidate or a member of staff) will be informed of the rights of accused individuals (SMPP 5.33). 

43. Once the information gathering has concluded, the head of centre (or other appointed information gatherer) will submit a written report summarising the information obtained and actions taken to the relevant awarding body, accompanied by the information obtained during the course of their enquiries (5.35). 

44. Form JCQ/M1 will be used when reporting candidate cases; for centre staff, form JCQ/M3 will be used (SMPP 5.37).

45. The awarding body will decide on the basis of the report, and any supporting documentation, whether there is evidence of malpractice and if any further investigation is required. The head of centre will be informed accordingly (SMPP 5.40). 

46. Following from the investigation, the awarding body may:

47. Determine whether to withhold the issuing of results and/or certificates until the conclusion of the investigation, or permanently, if the outcome of the investigation warrants a sanction; 

48. Apply appropriate sanctions in cases of proven malpractice; 

49. Report the matter promptly to the regulators and other awarding bodies in accordance with the regulators’ Conditions of Recognition; 

50. Consider reporting the matter to the police if suspected or proven malpractice involves the committing of a criminal act; 

51. Consider reporting the matter to the Local Authority Designated Safeguarding Officer (LADO) or other safeguarding authorities if there is a legitimate concern of harm to a child or adult at risk;

52. Consider reporting the matter to other appropriate authorities where relevant, e.g. Funding Agencies and Teaching Regulation Agencies; 

53. Where possible, protect the interest of candidates affected through no fault of their own by an incident of malpractice 

54. Decide what information should be gathered and who is deemed the most appropriate person(s) to gather information on its behalf. 

55. The investigation, its progress and any decisions made in relation to an investigation are the responsibility of the relevant awarding body.

56. A permanent record will be kept of the impact of any sanctions on an individual candidate’s results. For this reason, centres must not withdraw candidates after malpractice has been identified, even if the candidates have not completed the assessments in question. Doing so is considered as suspected malpractice.
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57. Once a decision has been made, it will be communicated in writing to the head of centre as soon as possible. The head of centre will communicate the decision to the individuals concerned and pass on details of any sanctions and action in cases where this is indicated. The head of centre will also inform the individuals if they have the right to appeal. (SMPP 11.1). 
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58. In accordance with JCQ Suspected Malpractice in Examinations and Assessments – Policies and Procedures, the centre will ensure that all assessment records are accurate, complete, and reflect any confirmed instances of improper assistance. Where an investigation determines that improper assistance has occurred, the centre will:

59. Record the Details
Update the relevant assessment records to include:
· a description of the improper assistance identified,
· the individuals involved,
· the date and outcome of the investigation, and
· any sanctions or actions taken as a result.

60. Maintain Transparency and Integrity
Ensure that all amendments to the assessment record are clearly documented, dated, and traceable, maintaining the integrity of the assessment process as required by JCQ.

61. Inform Awarding Bodies
Where appropriate, notify the awarding body of any changes to assessment records and provide all required documentation and evidence so that the awarding body can make informed decisions about the validity of the assessment.

62. Secure Storage of Records
Store all updated records securely for the period specified by JCQ, ensuring that only authorised personnel have access. Records will be made available to JCQ or awarding bodies on request.

63. Communication with Candidates/Staff
Inform the individual(s) concerned, in writing, that assessment records have been updated as part of the malpractice determination, including information on their right to appeal under the centre’s internal procedures.
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64. The centre is committed to ensuring that all cases of suspected malpractice are handled fairly, consistently, and in accordance with the JCQ Suspected Malpractice in Examinations and Assessments – Policies and Procedures. Candidates and staff have the right to appeal against decisions relating to malpractice. The following outlines the centre’s internal appeals process:

65. Notification of Outcome
Once the centre has reached a decision regarding an allegation of malpractice, the individual concerned (candidate or member of staff) will be informed in writing of:
· the details of the allegation,
· the evidence considered,
· the outcome of the investigation, and
· any sanctions or penalties applied.
The notification will also explain the right to appeal and the process for doing so.

66. Submitting an Appeal
An appeal must be submitted in writing to the Head of Centre (or a designated senior leader not previously involved in the case) within 10 working days of receiving the written decision.
The appeal statement should clearly outline:
· the grounds for appeal,
· any procedural errors believed to have occurred,
· any new evidence that was not previously considered.

67. Grounds for Appeal
Appeals may be made on the following grounds, in accordance with JCQ guidance:
· that the centre has not followed JCQ procedures correctly,
· that the decision was unreasonable in light of the evidence,
· that new, relevant evidence has become available.

68. Review of the Appeal
The appeal will be reviewed by an independent panel appointed by the Head of Centre. This panel will consist of staff who have had no involvement in the original investigation.
The panel will:
· consider all submitted documentation,
· review whether JCQ procedures were followed, and
· determine whether the original decision should be upheld, amended, or overturned.

69. Outcome of the Appeal
The panel’s decision will be communicated in writing within 15 working days of the appeal being submitted. This decision will be final within the centre’s internal processes.
Where the appeal relates to a decision that must be reported to the awarding body, the centre will forward the appeal and all relevant documentation to the awarding body in accordance with JCQ requirements.

70. Record Keeping
All records relating to suspected malpractice investigations and appeals will be retained securely for the period specified by JCQ. These records will be made available to awarding bodies or JCQ on request.

71. Awarding Body Appeals
Following the centre’s internal process, if the individual remains dissatisfied and the case falls within the awarding body’s remit for further appeal, the centre will advise the individual of the relevant awarding body procedures
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