[image: ]
MALPRACTICE POLICY AND PROCEDURE FOR TRUST ACADEMY
TRUST ACADEMY treats all cases of suspected malpractice very seriously and will investigate all suspected and reported incidents of possible malpractice. The purpose of this Policy and Procedure is to set out how allegations of malpractice in relation to all Exam Board qualifications are dealt with.
The scope of the policy is to provide:
1. A definition of malpractice 
2. Examples of student and centre malpractice and maladministration 
3. Possible sanctions that may be imposed in cases of malpractice 
The term ‘malpractice’ in this policy is used for both malpractice and maladministration.

1. Introduction
1.1
For the purpose of this document ‘malpractice’ is defined as:
Any act, or failure to act, that threatens or compromises the integrity of the assessment process or the validity of Exam Board qualifications and their certification.
This includes maladministration and the failure to maintain appropriate records or systems; the deliberate falsification of records or documents for any reason connected to the award of Exam Board qualifications; acts of plagiarism or other academic misconduct; and/or actions that compromise the reputation or authority of Trust Academy, or of Exam Board, its centres, officers and employees.
1.2
Trust Academy will report all relevant cases of suspected malpractice to Exam Board, accepting that in certain circumstances Exam Board may act of its own, including imposing sanctions.


2. Preventative Measures
2.1 Technological and Infrastructural Measures
· Surveillance Technology: Installing CCTV cameras in examination halls and using biometric checks to confirm student identity prevents impersonation. 
· Computer-Based Testing (CBT): Close monitoring of exam room use of webcam system. 
· Plagiarism Detection Software: Utilizing tools like Turnitin for submitted assignments helps detect plagiarism. 
· Secure Environment: Designing examination rooms to be transparent, well-lit, and in locations that are easy to monitor. 
2.2 Procedural and Administrative Measures
· Strict Invigilation: Employing competent, trained, and vigilant supervisors to monitor exams, ensuring no mobile phones or unauthorized materials are allowed. 
· Policy Enforcement: Implementing strong and clear anti-malpractice policies with firm consequences, such as failing the course or expulsion. 
· Student Accountability: Including students in the design of anti-malpractice measures to foster a culture of integrity and personal responsibility. 
· ID Verification: Requiring students to display their ID cards on desks during examinations. 
2.3 Educational and Counselling Approaches
· Guidance and Counselling: Providing counselling services to reduce anxiety and educate students on the importance of academic honesty, addressing the psychological factors that lead to cheating. 
· Inculcating Moral Values: Teaching ethics and integrity, shifting the focus from simply passing exams to actual learning. 
· Clear Information: Ensuring all students are fully aware of what constitutes malpractice, including collusion and unauthorized aids. 
2.4 Pre- and Post-Exam Security
· Secure Paper Handling: Sealing examination papers securely to avoid leaks before the exam and taking strict control of scripts after the exam. 




3. Malpractice by Students
3.1
Some examples of student malpractice are described below. These examples are not exhaustive and all incidents of suspected malpractice, whether described below, will be fully investigated, where there are enough grounds to do so.
3.2 Examples of Student Malpractice
3.2.1 Obtaining examination or assessment material without authorization.
3.2.2 Arranging for an individual other than the student to sit an assessment or to submit an assignment not undertaken by the student.
3.2.3 Impersonating another student to sit an assessment or to submit an assignment on their behalf.
3.2.4 Collaborating with another student or individual, by any means, to complete a coursework assignment or assessment, unless it has been clearly stated that such collaboration is permitted.
3.2.5 Damaging another student’s work.
3.2.6 Inclusion of inappropriate or offensive material in coursework assignments or assessment scripts.
3.2.7 Failure to comply with published Exam Board examination regulations.
3.2.8 Disruptive behavior or unacceptable conduct, including the use of offensive language, at center or assessment venue (including aggressive or offensive language or behavior).
3.2.9 Producing, using or allowing the use of forged or falsified documentation, including but not limited to:
· personal identification 
· supporting evidence provided for reasonable adjustment or special consideration applications 
· Exam Board results documentation, including certificates 
3.2.10 Falsely obtaining, by any means, a Exam Board certificate.
3.2.11 Fraudulent claims for special consideration while studying.
3.2.12 Possession of any materials not permitted in the assessment room, regardless of whether they are relevant to the assessment, or whether the student refers to them during the assessment process, for example notes, blank paper, electronic devices including mobile phones, personal organisers, books, dictionaries/calculators (when prohibited).
3.2.13 Communicating in any form, for example verbally or electronically, with other students in the assessment room when it is prohibited.
3.2.14 Copying the work of another student or knowingly allowing another student to copy from their own work.
3.2.15 Failure to comply with instructions given by the assessment invigilator, i.e., working beyond the allocated time; refusing to hand in assessment script/paper when requested; not adhering to warnings relating to conduct during the assessment.

4. Malpractice by Centre Employees and Stakeholders
4.1
Examples of malpractice by teachers, tutors and other officers (including invigilators and examination administrators) are listed below. These examples are not exhaustive and all incidents will be fully investigated where there are sufficient grounds.
4.2 Examples
4.2.1 Failure to adhere to the relevant Exam Board regulations and procedures.
4.2.2 Knowingly allowing an individual to impersonate a student.
4.2.3 Allowing a student to copy another student’s assignment work or allowing a student to let their own work be copied.
4.2.4 Allowing students to work collaboratively during an assignment assessment, unless specified.
4.2.5 Completing an assessed assignment for a student or providing assistance beyond what is normally expected.
4.2.6 Damaging a student’s work.
4.2.7 Disruptive behavior or unacceptable conduct.
4.2.8 Allowing disruptive behavior to go unchallenged.
4.2.9 Divulging information relating to student performance or results to unauthorized persons.
4.2.10 Producing or allowing forged documentation, including:
· personal identification 
· supporting evidence 
· Exam Board certificates 
4.2.11 Falsely obtaining a Exam Board certificate.
4.2.12 Failing to report suspected malpractice.
4.2.13 Moving the time or date of an examination.
4.2.14 Failure to keep examination materials secure.
4.2.15 Allowing prohibited materials in examination rooms.
4.2.16 Allowing communication during exams.
4.2.17 Allowing extra time beyond regulations.
4.2.18 Leaving students unsupervised.
4.2.19 Assisting candidates with answers.

5. Possible Malpractice Sanctions
5.1
Following an investigation, if malpractice is upheld, Trust Academy may impose sanctions. Exam Board may also impose sanctions.
5.2 Student Sanctions
· A written warning about future conduct 
· Notification to an employer, regulator or the police 
· Removal from the course 
5.3 Staff Sanctions
· A written warning 
· Special conditions on duties 
· Reporting to other organizations 
· Monitoring of work practices 
· Dismissal 

6. Procedure
6.1 Reporting a Suspected Case
This applies to all staff, students and third parties.
6.2
Cases should be reported to Mr I Chitunhu, Head Business School.
6.3
A written report must include:
· factual information 
· statements 
· evidence 
· actions taken 
6.4
Reports must be made within two working days.
6.5
Students suspected should be warned immediately.
6.6
Reports must include:
· date, time, place 
· names involved 
· description 
· supporting evidence 
6.7
Anonymous reports will be investigated where possible.

7. Administering Suspected Cases
7.1
Trust Academy will investigate all cases to establish facts and take corrective action.
7.2
· Reports acknowledged within 5 working days 
· Parties contacted within 10 working days 
7.3 Individuals will be informed of:
· the investigation 
· timescales 
· right to respond within 15 days 
· possible sanctions 
· right to appeal 
7.4
Confidentiality will be maintained.
7.5
Records will be kept for at least 5 years.

8. Appeals
Individuals have the right to appeal if procedures were not followed properly.

9. Review
Reviewed: 10/25
Next review: 10/26
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