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AIM 
To identify and minimise the risk of malpractice by staff or learners 
To respond to any incident of alleged malpractice promptly and 
objectively 
To standardise and record any investigation of malpractice to ensure 
openness and fairness 
To impose appropriate penalties and/or sanctions on learners or staff 
where incidents (or attempted incidents) of malpractice are proven 
To protect the integrity of this centre and vocational qualifications. 
 

1. In order to do this, SNHS will: 
1.1  Seek to avoid potential malpractice by using the induction period 

and the learner handbook to inform learners of the centre’s policy on 
malpractice and the penalties for attempted and actual incidents of 
malpractice 

1.2 Show learners the appropriate formats to record cited texts and other 
materials or information sources 

1.3 Ask learners to declare that their work is their own 
1.4 Ask learners to provide evidence that they have interpreted and 

synthesised appropriate information and acknowledged any sources 
used 

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

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

1.5.2 Give the individual the opportunity to respond to the allegations 
made 

1.5.3  Inform the individual of the avenues for appealing 
against any judgment made 

1.6 Document all stages of any investigation. 
 
Where malpractice is proven, this centre will apply the following penalties / 
sanctions: If the learner is found to be in breach of malpractice then they will be reported to 
CACHE / NCFE and withdrawn from the programme. 
 
Student Malpractice  
If a learner has conducted malpractice then the following actions will occur: 
The student and incident will be reported to the Exams Officer. The Student will write their 
account and teacher/assessor will write their account of incident. 
  
The Exams Officer will keep a copy of the statements and pass them to the Head of Centre. 
  
Head of centre or Senior leader appointed by the Head of centre will discuss the malpractice 
issue with both parties and will come to a decision. If the learner is found to be in breach of 
malpractice then they will be reported to CACHE / NCFE and withdrawn from the 
programme. 

 
2. Definition of Malpractice by Learners 

This list is not exhaustive and other instances of malpractice may be 
considered by this centre at its discretion: 
2.1 Plagiarism of any nature 
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2.2 Collusion by working collaboratively with other learners to produce 
work that is submitted as individual learner work 

2.3 Copying (including the use of ICT to aid copying) 
2.4 Deliberate destruction of another’s work 
2.5 Fabrication of results or evidence 
2.6 False declaration of authenticity in relation to the contents of a portfolio 

or coursework 
2.7 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. 

 
 

3. Definition of Malpractice by Centre Staff 
This list is not exhaustive and other instances of malpractice may be 
considered by this centre at its discretion: 
 
3.1 Improper assistance to candidates 
3.2 Inventing or changing marks for internally assessed work (coursework 

or portfolio evidence) where there is insufficient evidence of the 
candidates’ achievement to justify the marks given or assessment 
decisions made 

3.3 Failure to keep candidate coursework/portfolios of evidence secure 
3.4 Fraudulent claims for certificates 
3.5 Inappropriate retention of certificates 
3.6 Assisting learners 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 
producing falsified witness statements, for example for evidence the 
learner has not generated 

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

3.8 Facilitating and allowing impersonation 
3.9 Misusing the conditions for special learner requirements, for example 

where learners 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 

3.10  Falsifying records/certificates, for example by alteration, substitution, or 
by fraud 

3.11 Fraudulent certificate claims, that is claiming for a certificate prior to the 
learner completing all the requirements of assessment. 

 
  

4. Centre staff will notify NCFE/CACHE :  
4.1  immediately of suspected or proven cases of maladministration or malpractice; this 

will usually be through the Head of Centre or another individual as delegated by the 
Head of Centre  

4.2 advise anyone implicated in relation to maladministration or malpractice that:  
4.2.1 an allegation has been made against them  
4.2.2 they have the right to reply to any allegations  
4.2.3 they have the right to appeal against any sanctions imposed    
    on them in relation to maladministration or malpractice 
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5. comply with all requests for information within the timescales stated by 
NCFE/CACHE  

5.1  Carry out an investigation where appropriate and/or as directed by NCFE/CACHE (the 
investigation should be led by the Head of Centre or by another senior member of staff, 
where appropriate, and they should be independent and not connected to the 
department or learner involved in the investigation. This avoids potential conflicts of 
interest and preserves the integrity of the investigation. All conflicts of interest should 
be declared at the earliest opportunity)  

5.2  Provide NCFE/CACHE with a written report of any investigation undertaken (whether 
or not the investigation was requested by NCFE/CACHE), including information on the 
detail and outcome(s) of that investigation  

5.3  Fully co-operate with any investigation(s)  
5.4  Implement required actions as a result of the investigation  
5.5  Inform centre staff, satellites, sub-contract centres and learners affected of the 

possible implications of any actions and sanctions  
5.6  Take appropriate action to prevent the incident of suspected or proven cases of 

maladministration or malpractice reoccurring  
5.7  Notify NCFE/CACHE if any personnel involved in the maladministration or malpractice 

leave the centre  
5.8  Retain any relevant documentation securely in line with our archiving and retention 

policies and procedures  
5.9  Respect the confidentiality of information you handle and comply with any associated 

data protection legislation  
5.10  Ensure that our centre has policies and procedures in place to ensure 

maladministration or malpractice is investigated and managed appropriately. Where 
requested, evidence of our policies and procedures should be provided to 
NCFE/CACHE without delay.  

 
Failure to comply with these requirements constitutes malpractice in itself and will be dealt 
with accordingly.  
Identifying possible maladministration or malpractice  
Who can identify potential maladministration or malpractice?  
Anyone can come across an issue that they think could constitute potential maladministration 
or malpractice, including (but not restricted to) staff, contractors and external agencies such 
as Education and Skills Funding Agency, Ofsted and the police. Individuals such as 
anonymous informants may also highlight potential cases.  
NCFE/CACHE may identify cases of maladministration or malpractice through our routine 
awarding processes, e.g. examinations and/or external quality assurance. NCFE/CACHE may 
also identify instances when they apply their processes and policies, e.g. when considering 
an enquiry about a result or when hearing an appeal.  
Unless there is a reason for us not to do so, NCFE/CACHE will notify the Head of Centre when 
we receive an allegation of suspected or proven maladministration or malpractice. If the 
notification implicates you,  
we may notify another suitable person at the centre or other relevant officials/governance 
authorities.  
 

6. Anonymous allegations  
NCFE/CACHE may receive allegations of suspected or proven maladministration or 
malpractice from a person who wishes to remain anonymous and/or does not disclose any 
contact details. As long as NCFE/CACHE are provided with enough information, they may still 
investigate the allegation. Alternatively, they will use the information provided to inform our 
internal actions and risk management approach.  
Whistleblowers  
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As an Awarding Organisation, they are not identified in the legislation as an organisation to 
whom protected disclosures can be made. However, their Regulators are described in the 
legislation as bodies to whom protected disclosures can be made. A full list of prescribed 
persons or bodies to whom protected disclosures can be made can be found on the 
government services and information website (www.gov.uk).  
 

7. Procedures for submitting a notification of suspected or proven cases of 
maladministration or malpractice  

You must notify NCFE/CACHE immediately after you identify or are made aware of suspected 
or proven cases of maladministration or malpractice, or as soon as possible thereafter. If you 
have not been able to tell them immediately, please let them know why when you contact 
them.  
Notification by a centre and third parties  
To ensure that they have all the correct details and facts, please complete the Notification of 
Maladministration or Malpractice Form, which is available on their website 
(www.qualhub.co.uk). If an internal investigation has already been completed or evidence has 
been collated to support or refute an allegation, please also send this to NCFE/CACHE when 
you submit the form.  
If we are asked to conduct an investigation into suspected or proven cases of 
maladministration or malpractice following our notification, NCFE/CACHE will ask for some 
basic information which will be included in an Investigation Report form. They will need to 
understand whether other learners, centres and/or Awarding Organisations may have been 
affected by the incident, as they may be required to inform their qualifications Regulator(s). 
An Investigation Report form will be provided to assist with the investigation.  
Responding to suspected or proven cases of maladministration and malpractice  
Responding to notifications  
This section outlines the actions to be taken by both parties when responding to notifications 
of suspected or proven cases of maladministration or malpractice. Once NCFE/CACHE 
receive a notification, the Quality Assurance department will review the information provided 
and any evidence submitted, usually within 10 working days. Where this is likely to take longer 
than 10 working days, for example if a centre visit is required, we will advise you of the likely 
revised timescale.  
 
From the information and evidence available, they will reach an informed decision to either:  
7.1  take no further action; or  
7.2  instruct the Head of Centre, who may delegate this responsibility to another senior 

member of centre staff to conduct a full or further investigation into the suspected or 
proven case(s) of maladministration or malpractice, and submit a written report; or  

7.3  refer the incident to relevant parties (e.g. Educational and Skills Funding Agency, 
other Awarding Organisations or the police); or  

7.4  Investigate the incident directly.  
 
During this stage, NCFE/CACHE may undertake additional monitoring activities in order to 
ensure the integrity of and public confidence in our qualifications and assessment decisions.  
Conducting an investigation  
The investigation  
If NCFE/CACHE request that an investigation is completed, this should be undertaken by 
persons of appropriate competence who have no personal interest in the outcome of the 
investigation. Investigations should be approached with an open mind, and it should not be 
assumed that the suspected malpractice is true. The Head of Centre, under NCFE/CACHE’s 
guidance, is responsible for organising an investigation into the suspected or proven case(s) 
of maladministration or malpractice, and for submitting a full and detailed Investigation Report 
form within the timescales determined by NCFE/CACHE.  
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The Head of Centre, as the appointed contact, will conduct all investigations or, where 
appropriate, delegate to another senior member of centre staff who is independent and not 
associated with the department(s) or learner(s) involved in the investigation.  
The Head of Centre shall retain overall responsibility for the investigation, unless implicated 
in the incident, and should ensure that any potential or actual conflicts of interest are avoided, 
to prevent the investigation being compromised. In the event that a conflict of interest is 
identified, it should be reported to NCFE/CACHE immediately, in line with the Conflict of 
Interest Policy which is available on the website (www.qualhub.co.uk).  
If any concerns come to the attention of NCFE/CACHE which could compromise or prejudice 
the investigation, they will take appropriate and proportionate action to ensure the integrity of 
the investigation is preserved.  
They may also investigate suspected or proven cases of maladministration or malpractice 
directly. This may be in addition to the investigation. In line with the Centre Agreement, we are 
required to co-operate with NCFE/CACHE during their investigation. 
 
The purpose of the investigation is to determine:  
7.5  who was involved in the incident, including learners, members of staff and/or 
invigilators, etc.  
7.6 the facts of the case, as established from evidence and statements from those involved.  
 
The Investigation Report form (provided by NCFE) and submitted to NCFE should include:  
7.7 A clear account of the circumstances surrounding the suspected or proven case(s) of 

maladministration or malpractice  
7.8  Details of the internal investigation and actions carried out, which must include:  

-  signed and dated statements from the staff concerned (e.g. Invigilators, Assessors, 
Tutors) on the centre’s official letterhead paper  

 
7.8.1 Signed and dated statements from the learner(s) concerned or a clear indication that 
they have been given an opportunity to make a statement (in circumstances which make it 
inappropriate to interview the learner(s), the centre should discuss the reasons in confidence 
with NCFE)  
7.8.2  a signed and dated statement from the learner’s employer (where appropriate)  
7.8.3 Your procedures for advising learners of the regulations concerning the conduct of  

examinations and/or assessments  
7.8.4 Seating plans of the examination room (including images of the room, where each 
learner sat and where the Invigilator was situated)  
 
7.8.5 assessment and internal quality assurance records  
7.8.6 any other evidence relevant to the allegation.  
 
All information and evidence should be submitted on letter headed paper.  
You must also ensure that:  
 
7.8.7 Any centre personnel or learners being interviewed during the course of the investigation 
are informed that they can be accompanied by another person (the person to be interviewed 
must be advised of that right in sufficient time in advance of the interview to allow them to 
make such arrangements)  
7.8.8  Children/young persons (under the age of 18) and vulnerable adults are accompanied 
by an appropriate adult at all times during an interview  
7.8.9 NCFE/CACHE are made aware, in sufficient time, if any person giving legal 
representation or advice to any party is to be present in an interview.  
 

8. Investigation by NCFE/CACHE 
We reserve the right to conduct any investigation directly where we deem this as the most 
appropriate course of action. We will appoint NCFE staff and, if necessary, external workers 
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who are independent of the normal day-to-day working relationships with the centre and with 
any individuals who are under investigation.  
Their investigation may include one or more of the following approaches; however, the list is 
not intended to be exhaustive:  
8.1  telephoning and/or visiting to establish facts, which could include carrying out 

interviews (either face-to-face or by telephone)  
8.2  reviewing or collecting information to assist with their investigation  
8.3  arranging for NCFE staff to carry out a centre visit (e.g. External Quality Assurance 

Audit or Monitoring Visits, etc). They may charge a fee for this visit  
8.4  withholding information and evidence which may involve disclosing the identity of an 

anonymous informant; in such cases, we will explain why the withheld information 
cannot be provided  

8.5 requesting in writing any further information as necessary.  
 

9. Rights of individuals  
It is a requirement that you inform individuals accused or suspected of maladministration or 
malpractice of the nature of the allegation at the earliest opportunity. This should be in writing, 
outlining the possible consequences if maladministration or malpractice is proven. Evidence 
to support this requirement must be submitted to NCFE at the time of the investigation.  
The individual(s) must:  
9.1  know what evidence there is to support the allegation  
9.2  have the opportunity to consider their response to the allegation  
9.3  have an opportunity to submit a written statement  
9.4  be informed that he/she will have the opportunity to read the submission and make an 

additional statement  
9.5  be informed of the appropriate appeals procedure, should a decision be made against 

them  
9.6  be informed of the possibility that information relating to a serious case of malpractice 

may be shared with other Awarding Organisations, our Regulators, the police and/or 
other relevant third parties.  

 
In some situations, the Head of Centre may exercise discretion, taking into consideration the 
investigation, as to how and when an allegation of maladministration or malpractice is 
presented to the individual(s) involved.  
NCFE/CACHE reserve the right at any time, and particularly during an investigation, to:  
9.7 suspend approval for the qualification or product in question and any other 

qualification/award that may be affected  
9.8  suspend and/or withdraw rights to Direct Claim Status (DCS)  
9.9  withhold results for external assessments  
9.10  withhold claims for learner certification  
9.11  suspend and/or withdraw your centre approval status  
9.12  conduct announced or unannounced centres visits  
9.13  take any other necessary, appropriate and proportionate action.  
 

10. Complaints and appeals  
The Complaints Procedure in particular outlines when NCFE/CACHE will and will not accept 
a complaint, and when their decisions are final. See the Complaints Procedure, available on 
their website (www.qualhub.co.uk), for more information.  
Appeals  
In certain defined circumstances, and particularly in relation to a sanction imposed for 
maladministration or malpractice, you may also have the right to appeal. Please see the 
Appeals Policy, available on the website (www.qualhub.co.uk), for more information.  
Mandatory disclosure and confidentiality  
Mandatory disclosures  
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It is imperative that in Awarding, the integrity of qualifications is maintained; for example, by 
ensuring learners who are awarded a certificate have a legitimate right to that certificate. 
NCFE/CACHE are aware that centres often work with more than one Awarding Organisation 
(AO) in delivering qualifications, and that therefore more than one AO may be at risk when 
cases of maladministration or malpractice arises. 
 
Their Regulators outline some specific conditions that they must meet to protect the integrity 
of regulated qualifications across the awarding community. This includes the requirement that 
where certain things are identified (such as malpractice), or certain actions taken (such as 
when sanctions are applied), the Regulators and other relevant AOs who may be affected 
(e.g. those offering similar types of qualifications via the centre) must be informed.  
Depending on the seriousness of the matter, they may be required to declare to their 
Regulators that we are no longer compliant with the requirements of the Conditions of 
Recognition, due to an act or omission, which has put us in breach. In this event, we may have 
regulatory action directed against us, such as monetary penalties. In accordance with the 
Centre Agreement, they reserve the right to direct such financial penalties against us, should 
they be as a result of our act or omission (please see the Centre Agreement under ‘Remedies’ 
and ‘Indemnity’).  
 
Confidentiality  
During an investigation, they may need to access confidential information. They will ensure 
that such information is kept secure and only used for the purposes of the investigation and in 
line with relevant data protection legislation.  
Where asked to do so, they will always endeavour to keep information raised under this policy 
confidential. By law and regulation, they may need to release information to:  
10.1  the police, fraud prevention agencies or other law enforcement agencies (to 

investigate or prevent crime, including fraud)  
10.2  the courts (in connection with any court proceedings)  
10.3  another person to whom we are required by law to disclose your identity  
10.4  relevant Regulator(s) (e.g. the Regulator(s) responsible for the standards of the 

qualification(s) and products).  
  

11. How to contact NCFE/CACHE 
If you have any queries about the contents of this policy or need to contact us to report a 
suspected or proven case of maladministration or malpractice, please contact our Quality 
Assurance team:  
NCFE Awarding 
Quality Assurance team 
Q6 
Quorum Business Park 
Benton Lane 
Newcastle upon Tyne 
NE12 8BT 
0191 239 8000* CustomerCompliance@ncfe.org.uk  
NCFE Apprenticeship Services Quality Assurance team 
Q5 
Quorum Business Park  
Benton Lane 
Newcastle upon Tyne 
NE12 8BT 
0191 240 8950* epaqualityassurance@ncfe.org.uk  
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