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1. Purpose

This policy outlines the procedures and responsibilities for preventing, identifying, and addressing instances of malpractice in examinations and assessments, in accordance with the guidance from the Joint Council for Qualifications (JCQ).

2. Scope

This policy applies to:

· All candidates undertaking public examinations or assessments.

· All staff involved in the administration, delivery, and management of examinations and assessments.

3. Definition of Malpractice

Malpractice is defined by JCQ as any act or practice which breaches regulations or compromises the integrity of the examination or assessment process. This includes both candidate malpractice and maladministration or staff malpractice.

Examples include, but are not limited to:

Candidate Malpractice

· Cheating or attempting to cheat (e.g. using unauthorised materials or devices).

· Plagiarism.

· Copying from another candidate.

· Disruptive behaviour during an exam.

· Impersonation.

· Obtaining or passing on assessment-related information outside allowed conditions.

Staff Malpractice

· Breaching JCQ security procedures.

· Improper assistance to candidates.

· Failing to follow invigilation procedures.

· Tampering with candidates’ work or assessment outcomes.

· Falsifying records.

4. Roles and Responsibilities

Head of Centre

· Holds overall responsibility for ensuring this policy is implemented.

· Must report all cases of suspected malpractice to the relevant awarding body via the JCQ process.

Exams Officer

· Ensures all exams are administered in line with JCQ regulations.

· Maintains accurate records of incidents and reports.

· Liaises with JCQ and the awarding bodies as necessary.

Staff

· Must read and follow JCQ instructions (ICE booklet, General Regulations, etc.).

· Must report suspected malpractice immediately to the Exams Officer or Head of Centre.

Candidates

· Must comply with JCQ and centre rules during all exams and assessments.

· Must not engage in any form of malpractice.

5. Preventing Malpractice

· Candidate briefings are held to outline exam expectations and JCQ regulations.

· Training is provided for all staff involved in the exams process.

· Secure storage and handling of exam materials is strictly maintained.

· Regular invigilation checks and audits are conducted.

6. Reporting and Investigation

· All suspected malpractice will be recorded and investigated in line with JCQ procedures (refer to JCQ document Suspected Malpractice Policies and Procedures).

· Investigations are conducted promptly, fairly, and confidentially.

· Candidates or staff may be asked to provide written statements.

7. Outcomes and Sanctions

· Sanctions are determined by the awarding body in line with JCQ guidelines.

· Penalties for candidates may include:

· Warning

· Loss of marks

· Disqualification

· Penalties for staff may include:

· Disciplinary action

· Referral to professional regulators or DBS (if applicable)

8. Appeals

· Candidates or staff have the right to appeal decisions following JCQ procedures.

· Appeals must be made in writing and submitted within the time limits set by the awarding body.

9. Review

This policy will be reviewed annually or in response to updates from JCQ.[image: image2.png]
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