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Malpractice Policy

Malpractice Policy: Candidates

Holmleigh Park High School will follow JCQ procedures as laid down in the ‘Suspected Malpractice in Examinations and Assessment Policies and Procedures’ document for the relevant exam series and any other reference document as highlighted at the end of this policy. 

This policy sets out to define the procedures to be followed in the event of any dispute or allegation regarding candidate malpractice in the assessment of internally marked qualifications such as NEA or practical coursework and all exams marked externally.

Examples of Malpractice

The following are examples of malpractice by candidates with regard to NEA/coursework based qualifications.  This list is not exhaustive:

· plagiarism: the copying and passing off as the candidate’s own work the whole or part of another person’s work.
· collusion: working collaboratively with other learners to produce work which is submitted as the candidate’s only.
· failing to abide by the instructions of a subject teacher: this may refer to the use of resources which the candidates have specifically been told not to use.
· the alteration of any results document.

If a member of staff suspects a candidate of malpractice, they will first inform Head of Centre, Exams Office or nominated SLT member. The candidate will be informed of the situation and the allegation explained. 
Should the candidate be found guilty of malpractice after having signed the authentication form then the matter is no longer subject to internal school discipline and must be reported to the relevant awarding body.  

The following are examples of malpractice by candidates with regard to externally assessed examinations.  This list is not exhaustive:

· talking during an examination.
· taking a mobile phone into an examination.
· taking any other item, electronic or otherwise not accepted by the Awarding Body into an exam.  
· leaving the examination room without permission.
· passing notes or papers or accepting notes or papers from another candidate.

If a member of staff/invigilator suspects a candidate of malpractice during an examination, they will first inform Head of Centre/Exams Office. The candidate will be informed and the allegation explained.  The candidate will have the opportunity to give their side of the story before any final decision is made by SLT.  
All incidences of malpractice will be investigated by the Head of Centre and the Awarding Body will be informed. A letter will be sent home informing parents/guardians of the incident of suspected malpractice.

Appeals

In the event that a malpractice decision is made which the candidate feels is unfair then the candidate has the right to appeal in line with our Appeals Policy.




Malpractice Policy: Staff

Holmleigh Park School will follow JCQ procedures as laid down in the ‘Suspected Malpractice in Examinations and Assessment Policies and Procedures’ document for the relevant exam series and any other reference document as highlighted in the appendices.

This policy sets out to define the procedures to be followed in the event of any dispute or allegation regarding Centre staff malpractice in the assessment of internally marked qualifications such as NEA or practical coursework and all exams marked externally.

Malpractice which includes maladministration and non-compliance, means any act, default or practice which is a breach of the Regulations or which: 

· compromises, attempts to compromise or may compromise the process of assessment, the integrity of any qualification or the validity of a result or certificate; and/or 
· damages the authority, reputation or credibility of any awarding body or centre or any officer, employee or agent of any awarding body or centre 

Examples of Malpractice
 
Attempted or actual malpractice activity is unacceptable. The following are examples of malpractice by staff with regards to portfolio-based qualifications. This list is not exhaustive: 

· tampering with candidate-controlled assessments, coursework or non-examination assessments after collection and before despatch to the awarding body/examiner/moderator 
· failing to keep candidates’ computer files secure which contain controlled assessments, coursework or non-examination assessments 
· assisting candidates with the production of work outside of the awarding body guidance 
· fabricating assessment and/or internal verification records or authentication statements 

Staff Malpractice Procedure 

Investigations into allegations will be conducted by Head of Centre or a nominated representative, who will ensure the initial investigation is carried out in a timely fashion.
The investigation will involve establishing the full facts and circumstances of any alleged malpractice. It should not be assumed that because an allegation has been made, it is true. 
Where appropriate, the staff member concerned and any potential witnesses will be interviewed and their version of events recorded. 

The member of staff will be: 

· informed of the allegation made against them 
· informed what evidence there is to support the allegation 
· informed of the possible consequences, should malpractice be proven 
· given the opportunity to consider their response to the allegations given and the opportunity to submit a written statement
· given the opportunity to seek advice (as necessary) and to provide a supplementary statement (if required) 
· informed of the appeals procedure, should a decision be made against them 
· informed of the possibility that information relating to a serious case of malpractice will be shared with the relevant awarding body and may be shared with other awarding bodies, JCQ and any other relevant body. 










If work is submitted for moderation/verification or for marking which not the candidate’s own work, the awarding body may not be able to give that candidate a result. 


Staff Malpractice Sanctions
 
· sanctions will follow the code as laid down in the Staff Disciplinary Procedure
· Head of Centre or a nominated representative will lead all investigations and forward completed paperwork to the Exam Boards.

Appeals 
The member of staff may appeal against sanctions imposed on them. Appeals will be conducted in line with the organisations Appeals Policy.


Reference documents:

JCQ		Suspected Malpractice in Examinations and Assessment Policies and Procedures – to be
		referenced for every incident to ensure most up to date information is known.    
JCQ		Public Interest Disclosure
OCR		Instructions for Suspected Malpractice – General Qualifications and Cambridge Nationals
Pearson	Centre Guidance and maladministration in vocational qualifications



image1.png
@E REENSHAW

LEARNING TRUST




image2.jpg
HIGH SCHOOL

Mr Ben Parnell, Interim Headteacher

Holmleigh Rd, Tuffley, Gloucester GL4 ORT T: 01452 301381 E: contact@hphigh.co.uk W: www.hphigh.co.uk

Holmleigh Park High School is proud to be part of the Greenshaw Learning Trust, which is a charitable company limited by guarantee registered in England and Wales.
Company number 7633694. Registered office: Greenshaw Learning Trust, Grennell Road, Sutton, Surrey SM1 3DY.




