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Loughborough College 
Malpractice and Maladministration Policy 

 

1. Scope and Purpose 

Loughborough College aims to minimise the risk of malpractice by staff and students through a robust policy 

and mandatory bi-annual training.  The college will: 

• Respond to any incident of alleged malpractice promptly and objectively. 

• Standardise and record any investigation of malpractice; ensuring openness and fairness. 

• Impose appropriate penalties and/or sanctions on students or staff where incidents (or attempted 
incidents) of malpractice are proven. 

• Protect the integrity of the centre and all BTEC qualifications. 
 

Enable the student to enquire, question or appeal against a malpractice decision. 

This procedure applies specifically to those students who undertake an assessment on a prescribed BTEC 

qualification at Loughborough College.   

It is the responsibility of all staff delivering assessments to ensure that the procedures are adhered to. 

Students who have had their studies terminated or suspended are excluded from appealing against 

assessment decisions.  

 

2. Policy/Procedure  

Loughborough College will: 

• Seek to avoid potential malpractice by using the induction period to inform students of the centre’s 
policy on malpractice and the penalties for attempted and actual incidents of malpractice. 

• Show students the appropriate formats to record cited texts and other materials or information 
resources. 

• Ask learners to declare their work is their own through authenticating evidence sheets. 

• Ask students to provide evidence that they have interpreted and understood appropriate information 
and acknowledged the resources used. 

• Investigate in a form commensurate with the nature of the malpractice allegation.  Such an 
investigation will be supported by the Head of Centre/Principal/CEO and all personnel linked to the 
allegation.  It will proceed through the following stages: 
 

• Make the individual fully aware at the earliest opportunity of the nature of the alleged 
malpractice and the possible consequences should malpractice be proven. 

• Give the individual the opportunity to respond to the allegations made. 

• Inform the individual of the avenues for appealing against any judgement made. 

• Document all stages of any investigation. 

Where malpractice is proven, Loughborough College will apply the appropriate penalties and/or sanctions. 
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Definition of malpractice by students: 

This list is not exhaustive and other instances of malpractice may be considered by the college at its discretion: 

• Plagiarism. 

• Collusion by working collaboratively with other learners to produce work that is submitted as 
individual student work. 

• Copying (including the use of ICT to aid copying). 

• Deliberate destruction of another’s work. 

• Fabrication of results or evidence. 

• False declaration of authenticity in relation to the contents of a portfolio or coursework. 

• Impersonation by pretending to be someone else in order to produce the work for another or 
arranging for another to take one’s place in an assessment/examination/test 

Definition of Malpractice by Centre Staff 

• Improper assistance to candidates 

• Inventing or changing marks for internally assessed work (coursework or portfolio evidence) 
where there is insufficient evidence of the student’s achievement to justify the marks given or 
assessment decisions made. 

• Failure to keep candidate coursework/portfolios of evidence secure. 

• Fraudulent claims for certificates. 

• Inappropriate retention of certificates. 

• Assisting students in the production of work for assessment, where the support has the potential 
to influence the outcomes of assessment. For example, where the assistance involves centre staff 
producing work for the student.  

• Concerns that students have used artificial intelligence websites to produce their assignment work 
and submitting it as their own work that are not acted upon. 

• Producing falsified witness statements. For example, for evidence that the student has not 
generated. 

• Allowing evidence, which is known by the staff member not to be the student’s own, to be 
included in a student’s assignment/task/portfolio/coursework. 

• Facilitation and allowing impersonation. 

• Misusing the conditions for special learner requirements, for example where students are 
permitted support, such as an amanuensis, this is permissible up to the point where the support 
has the potential to influence the outcome of the assessment. 

• Falsifying records/certificates.  For example, alteration, substitution, or fraud. 

• Fraudulent certificate claims.  For example, claiming for a certificate prior to the learner 
completing all requirements of the assessment. 

Identifying malpractice or maladministration 

The college identifies malpractice or maladministration through internal monitoring systems or through the 

qualifying body’s own quality assurance procedures. Incidents are occasionally reported to an qualifying body 

by a third party. Below is an indication of some of the trigger points for the identification of malpractice or 

maladministration: 

• At college level through on-going quality assurance activity and monitoring e.g., assessors, internal 
verification / IQA activity. 

• At college level through intelligence, complaints or feedback received e.g., from college staff, learners 
etc. 
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• At qualifying body level through scheduled quality assurance activity and monitoring e.g. verification 
/ IQA activity. 

• At qualifying body level through intelligence, complaints or feedback received e.g. from learners, 
college staff, whistle blowers or other stakeholders. 

• At qualifying body, level through information from other organisations e.g. other qualifying bodies, 
sector skills councils or funding agencies etc. 

• At regulatory level through intelligence, complaints or feedback received. 

• Investigation of an examination. 

Investigation 

• All malpractices are reported in the first instance to the Senior Exams Officer (SEO)/ Head of 

Quality/Quality Nominee. 

• The Senior Exams Officer will work with the Head of MIS and the Head of Quality/Quality Nominee 

to report and resolve issues. All malpractices of a serious nature are also reported to the CEO.  The 

SEO is not always the lead investigator. Where the SEO is not the Lead investigator the Head of IS/ 

Head of Quality will appoint one. 

• Individual contact and meetings will take place with all staff and learners involved in the incident 

to ascertain the detail of the malpractice and to gather information. 

• Written statements will be sought from all staff and learners involved in the incident. 

• There is an internal complaints process that may be instigated to assist with issues that may need 

further investigation in support of a learner/employer or learners’ parents. This may form the 

basis of the awarding body investigation. 

Curriculum Staff in support of learners 

• Curriculum staff with responsibility for the learner are also included in the investigation and asked 
to make a statement if necessary. 

• Curriculum staff are responsible for informing parents of any learner with a malpractice reported 
against them when appropriate. 

Any internal disciplinary action required is the responsibility of the curriculum teams. 
 

Communication 

• The Senior Examinations Officer or lead investigator will ensure learners and staff are kept up to 

date with progress of investigation, and outcomes. 

• All JCQ/awarding body timescales are adhered to wherever possible, or extensions applied for 

appropriately. 

• All documents relating to incidents of malpractice are stored in the exams team secure drive. 
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Appeals and complaints 

• Appeals may be made to the college or to the awarding body should the 

college/staff/students/employers and parents be unhappy with the outcome of an investigation. 

• The college will consider every request for an appeal; where this is an external investigation the 

college reserves the right to not pursue.  This will be made at the highest appropriate level. 

 

3. Impact Assessments 

3.1. This policy/procedure has been assessed for its impact on equal opportunities and will be informed 

by the aim to eliminate all forms of discrimination in all strands of the equal opportunities 

legislation. 

 

3.2. This policy/procedure has been assessed for potential risk on data subjects due to the processing of 

personally identifiable information.  All processing has been reviewed and is in line with all current 

Data protection laws and appropriate safeguards implemented to ensure that the policy has privacy 

by design as its underlying approach.  

 
(NOTE: The red text may only be displayed once the IAs are completed) 

 
 

4. Location and Access to the Policy/Procedure (delete as appropriate) 
 
SharePoint  
 

5. Persons Responsible for the Policy/Procedure (delete as appropriate) 
 
Head of Quality  
Senior Exams Officer  
 

6. Linked Policies and Procedures 

Plagiarism Policy (QU-P015) 

 
 

7. Change log 

Date Version Details of change 
Review / Revision by 

Name Title 

18/01/2017 1.1 Naming convention FM Q&S Manager 
23/01/2107 1.1 Content adjustment to facilitate 

application to exams 
FM/ JR Q&S Manager 

SEO 

31/10/2019 1.1 Content adjustment:  
2.2 last bullet point 

 
HL/ JR 

Q&S Manager 

SEO 



 

Document Name: Malpractice and 
Maladministration policy  5 of 5 Document Ref: QU-P051 
Applicable to: Staff Version 2.2 Last review: March 23 
Approved by: Executive  Next review: March 25 
Accessible to: Staff  Owner: Quality and Standards 

This document is the property of Loughborough College. 
Any reproduction, even partial, is prohibited without prior written agreement. 

Document uncontrolled when printed 

6. Appeal information 
 

Sept 2020 2.0 Review HL/JR HoD Quality 

Assurance 

13/9/2021 2.0 Review to cover specifics to BTEC HL Head of Quality 

Assurance 

28/09/2021 2.0 Minor header and footer 
changes/amendments. 

HD ISO 

Administrator 

1/9/2022 2.1 Additional information around 
use of artificial intelligence 
websites 
Stacey Adams 

HL Quality 

Nominee 

Head of Quality 

and Standards 

30/03/2023 2.2 Addition of impact assessment 
and font  

LH  Quality Officer  
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