
                     

                                                                             THE MENDIP SCHOOL 

  

 

 

  

 EXAMS POLICY 

MALPRACTICE and MALADMINISTRATION POLICY 

  

Review Due: SEPTEMBER 2026 

Last Review SEPTEMBER 2025 

Applicable to: The Mendip School 

Reviewed By: Alisa Creaser 

Approved By:  Board of Trustees 

 

 
 
 
 
 

 

 



 Malpractice and Maladministration Policy 
 

Rationale 
 
This policy sets out to define the procedures to be followed in the event of any 

dispute or allegation regarding student or staff malpractice in the assessment of 

internally marked qualifications and also regarding examinations invigilated by staff 

at the school and marked externally. All staff involved in examinations have access 

to this and all exam policies and are directed to read it. 

Policy Procedures 
 
Heads of Centre 

Heads of centre must notify the appropriate awarding body immediately of all 

alleged, suspected or actual incidents of malpractice following their required 

processes. For those boards to which the JCQ requirements apply, their 

recommendations will apply. 

Reporting to ASDAN - The centre’s responsibilities as outlined in ASDAN’s 

Malpractice and Maladministration policy and procedure Section 3.2 will be adhered 

to. Incidents of malpractice will be kept on file within the school system. 

The only exception to this is candidate malpractice discovered in controlled 

assessments, coursework or non-examination assessment before the authentication 

forms have been signed by the candidate. They must ensure that the appropriate 

forms are sent to the relevant awarding bodies and either conduct or delegate the 

investigation process to a member of the senior leadership team. 

Malpractice and maladministration 

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; and/or 

• a breach of awarding body requirements regarding how a qualification should 
be delivered; and/or  

• a failure to follow established procedures in relation to a qualification which 
gives rise to prejudice to candidates; and/or  

• compromises public confidence in qualifications; and/or  

• 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. 



 

Students and staff are educated about malpractice through teaching and training, 

specific discussions with support staff during NEA work and through verbal and 

visual representation in preparation for and at the beginning of every externally 

marked exams. 

 
Staff Malpractice 

Attempted or actual malpractice activity will not be tolerated.  Malpractice can occur 

from the moment of entry into the examination room. 

The following are types of malpractice  

• breach of security  

• deception 

• improper assistance to candidates  

• failure to co-operate with an investigation  

• maladministration  

• candidate malpractice 

The following are examples of malpractice by staff with regards to portfolio-based 

qualifications. This list is not exhaustive: 

• Tampering with candidates work prior to external moderation/verification 

• Assisting candidates with the production of work outside of the awarding body 
guidance 

• Fabricating assessment and/or internal verification records or authentication 
statements 

• Lack of awareness of regulations or forgetfulness in applying them.  

The following are examples of malpractice by staff with regard to examinations 

• Assisting candidates with exam questions outside of the awarding body 
guidance 

• Allowing candidates to talk, use a mobile phone or go to the toilet 
unsupervised 

• Tampering with scripts prior to external marking taking place. 

 

Staff Malpractice Procedure 

Investigations into allegations will be coordinated by the Head Teacher, who will 

ensure the initial investigation is carried out within ten working days. If the allegation 

is about the Head Teacher, the awarding body can authorise another person to 

gather evidence on their behalf. The person responsible for coordinating the 

investigation will depend on the qualification being investigated. 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 on paper.  

The member of staff will be: 

• informed in writing of the allegation made against him or her 

• 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 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 applicable appeals procedure, should a decision be made 
against him/her 

• 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, the regulators Ofqual, the police and/or 
professional bodies  

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

 

All those interviewed or making a statement should be made aware that awarding 

bodies reserve the right to share their statements, records or transcripts of any 

interview(s) that are undertaken, with others involved in the case and other 

appropriate third parties as described in paragraphs 4.1.2 and 7.11. (JCQ guidelines) 

This information may be shared at any stage during or after the investigation. 

 

Staff Malpractice Sanctions 

Where a member of staff is found guilty of malpractice, the School may impose the 

following sanctions: 

1) Written warning: Issue the member of staff with a written warning stating that 

if the offence is repeated within a set period of time, further specified 

sanctions will be applied 

2) Training: Require the member of staff, as a condition of future involvement in 

both internal and external assessments to undertake specific training or 

mentoring, within a particular period of time, including a review process at the 

end of the training 

3) Special conditions: Impose special conditions on the future involvement in 

assessments by the member of staff 

4) Suspension: Bar the member of staff in all involvement in the administration 

of assessments for a set period of time 

5) Dismissal: Should the degree of malpractice be deemed gross professional 

misconduct, the member of staff could face dismissal from his/her post 



Appeals 

The member of staff may appeal against sanctions imposed on them. Appeals will be 

conducted in line with the organisations Appeals Policy. 

Candidate Malpractice Policy 

Introduction 

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 ASDAN PSE) and also regarding examinations 

marked externally. 

Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are 

examples of malpractice by candidates with regards to portfolio-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, including the use of AI as defined in 
the JCQ ICE guidance. 

• Collusion: working collaboratively with other learners to produce work that is 
submitted as the candidate’s only 

• Failing to abide by the instructions of an assessor – This may refer to the use 
of resources which the candidate has been specifically told not to use 

• The alteration of any results document 

If a teacher suspects a candidate of malpractice, the candidate will be informed and 

the allegations will be explained. The candidate will have the opportunity to give their 

side of the story before any final decision is made. If the candidate accepts that 

malpractice has occurred, he/she will be given the opportunity to repeat the 

assignment (coursework). If found guilty of malpractice following an investigation, the 

teacher may decide to re-mark previous assignments and these could also be 

rejected if similar concerns are identified. 

The following are examples of malpractice by candidates with regards to 

examinations. This list is not exhaustive: 

• Talking during an examination 

• Taking a mobile phone, electronic device, ear buds, smart glasses or smart 
watch into an examination 

• Improper use of calculator with regard to new guidance 2023-24 ICE Section 
10 

• Taking any item other than those accepted by the Awarding Body into the 
examination, such as a book or notes, smart glasses 

• Leaving the examination room without permission 

• Passing notes or papers or accepting notes to, or accepting notes or papers 
from another candidate 



If a member of staff suspects a candidate of malpractice during an examination, the 

candidate will be informed and the allegations will be explained. The candidate will 

have the opportunity to give their side of the story before any final decision is made. 

If the candidate is found guilty of malpractice, the Awarding Body will be informed 

and the candidate’s examination paper may be withdrawn. It is unlikely that the 

candidate will have the opportunity to repeat the examination. 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.  Reporting of suspected malpractice 

will follow the process as set out by the relevant awarding body and JCQ. 

 

Artificial intelligence (AI) 

Artificial intelligence (AI) tools are now widespread and easy to access. Staff, pupils 
and parents/carers may be familiar with generative chatbots such as ChatGPT and 
Google Bard. The Mendip School recognises that AI has many uses to help pupils 
learn, but may also lend itself to cheating and plagiarism.  

Pupils may not use AI tools: 

• During assessments, including internal and external assessments, and 
coursework 

• To write their class assignments, where AI-generated text is presented as 
their own work 

Pupils may use AI tools: 

• As a research tool to help them find out about new topics and ideas 

• At The Mendip School when specifically studying and discussing AI in 
schoolwork, for example in IT lessons or art homework about AI-generated 
images. All AI-generated content must be properly attributed 

Where a pupil uses an AI tool, the pupil should retain a copy of the question(s) asked 
and the AI-generated responses. Pupils must submit this along with the assessment. 

Staff should: 

• Be aware that AI tools are still being developed and should use such tools 
with caution as they may provide inaccurate, inappropriate or biased content 

• Make students aware of the risks of using AI tools and that they need to 
appropriately reference AI as a source of information to maintain the integrity 
of assessments 

For more information on AI misuse, see guidance from JCQ on AI use in 
assessments. Any misuse of AI tools may be treated as malpractice. 

 

Appeals 

In the event that a malpractice decision is made, which the candidate feels is unfair, 

the candidate has the right to appeal in line the Appeals Policy.  

 

https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/


Maladministration 

In order to negate any incidents of maladministration the Head of Centre and Deputy 

Headteacher will ensure that: 

 

Staff involved in the delivery of assessments and examinations understand the key 
dates and deadlines and that there are robust procedures in place to ensure these 
are met.  

• Ensure that examination officers are appropriately trained, resourced and 
supported.  

• Ensure that exams at alternative sites are conducted in accordance with JCQ ICE 
requirements.  

• Ensure that all staff who manage and implement special consideration and 
access arrangements are aware of the requirements and are appropriately 
supported and resourced.  

• Ensure that members of staff do not communicate any confidential information 
about examinations and assessment materials, including via social media.  

• Ensure that examination clash arrangements are planned and managed 
effectively.  

• Ensure that staff delivering/assessing coursework or non-examination 
assessments have robust processes in place for identifying and reporting 
plagiarism or other potential candidate malpractice.  

• Ensure that the centre has a culture of honesty and openness so that any 
concerns of potential malpractice can be escalated appropriately without fear of 
repercussion. 

 

Examples of Maladministration 

• failing to ensure that candidates’ controlled assessment, coursework, non-

examination assessment or work to be completed under controlled conditions is 

adequately completed and/or monitored and/or supervised;  

• failure, on the part of the head of centre, to adhere to awarding body specification 

requirements in the delivery of non-examination assessments, Endorsements 

and other projects required as part of a qualification. These include the Digital 

functional skills, Functional skills and GCSE English Language Spoken Language 

Endorsement, GCSE Biology, Chemistry, Geography, History and Physics 

Practical Skills Endorsement;  

• failing to adhere to awarding body key dates and deadlines relating to the 

delivery of examinations and assessments (such as those relating to the return of 

scripts, reporting of internal assessment marks/grades, making entries/claims, 

and Head of Centre declarations);  

• inappropriate members of staff assessing candidates for access arrangements 

who do not meet the criteria as detailed within Chapter 7 of the JCQ document 

Access Arrangements and Reasonable Adjustments;  



• failure to use the correct tasks/assignments for assessments;  

• failure to train invigilators and those facilitating access arrangements adequately, 

e.g. readers and scribes, leading to non-compliance with the JCQ documents;  

• failing to issue to candidates the appropriate notices and warnings, e.g. JCQ 

Information for candidates documents;  

• failure to inform the JCQ Centre Inspection Service of alternative sites for 

examinations 

• failing to post notices relating to the examination or assessment outside all rooms 

(including Music and Art rooms) where examinations and assessments are held;  

• not ensuring that the examination venue conforms to the requirements as 

stipulated in the JCQ document Instructions for conducting examinations;  

• failing to prevent the introduction of unauthorised material into the examination 

room, either prior to or during the examination (NB this precludes the use of the 

examination room to coach candidates or give subject-specific presentations, 

including power-point presentations, prior to the start of the examination);  

• failing to remind candidates that any mobile phones or other unauthorised items 

found in their possession must be handed to the invigilator prior to the 

examination starting;  

• failure to invigilate examinations in accordance with the JCQ document 

Instructions for conducting examinations;  

• failure to have on file for inspection purposes accurate records relating to 

overnight supervision arrangements;  

• failure to have in place a malpractice policy;  

• failure to have on file for inspection purposes appropriate evidence, as per the 

JCQ document Access Arrangements and Reasonable Adjustments, to 

substantiate approved access arrangements processed electronically using the 

Access arrangements online system;  

• granting access arrangements to candidates who do not meet the requirements 

of the JCQ document Access Arrangements and Reasonable Adjustments;  

• granting access arrangements to candidates where prior approval has not been 

obtained from the Access arrangements online system or, in the case of a more 

complex arrangement, from an awarding body;  

• failure to supervise effectively the printing of computer-based assignments when 

this is required;  

• failing to retain candidates’ controlled assessments, coursework or non-

examination assessments securely after the authentication statements have been 

signed or the work has been marked;  

• failing to maintain the security of candidate scripts prior to despatch to the 

awarding body or examiner;  



• failing to despatch candidates’ scripts, controlled assessments, coursework or 

non examination assessments to the awarding bodies, examiners or moderators 

in a timely way;  

• failing to notify the appropriate awarding body immediately of all alleged, 

suspected or actual incidents of malpractice;  

• failing to conduct a thorough investigation into suspected examination or 

assessment malpractice when asked to do so by an awarding body;  

• breaching the published arrangements for the release of examination results; 

• inappropriate retention or destruction of certificates;  

• failing to recruit learners with integrity, including the recruitment of learners who 

have not met the qualification’s minimum entry requirements wherever stipulated 

and/or the recruitment of learners who are unable or otherwise unlikely to 

complete the qualification 

 

Additional Relevant Documents 
 
Candidates Absent or Late for an Exam Policy 
Exam Emergency Evacuation Policy 
Access to fair Assessment Policy 
Internal Moderation Policy 
Exams Policy 
Non-Examinations Policy 
Internal Exams appeals Policy 
JCQ Guidelines. 
Review of Marking- Centre Assessed Marks Procedure 
Exam Contingency Policy 
 


