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Malpractice — covering all qualification delivered by the centre

¢ Through taking an ethical approach and working proactively to avoid malpractice
among students and staff, the centre takes all reasonable steps to prevent the
occurrence of any malpractice/maladministration before, during and after assessments
have taken place

e Ensure that staff involved in the delivery of assessments and
examinations understand the requirements for conducting these as
specified in the JCQ documents above and any further awarding body
guidance.
¢ 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, including those delivered 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 members of staff follow appropriate security procedures
to ensure confidential information relating to examinations and
assessment materials is not breached.

¢ Ensure that in the event of an examination clash arrangements are
planned and managed effectively.

* Ensure that staff delivering/assessing coursework, internal assessments

and/or non-examination assessments have robust processes in place



for identifying and reporting plagiarism (including Al misuse) and

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

a) Students

e Ensure thatall JCQ notices, e.g. Information for candidates, nonexamination
assessments, coursework, on-screen tests, written examinations, social media,
plagiarism are made available to candidates prior to assessments/examinations
taking place.

¢ Ensure candidates are informed verbally and in writing about the required conditions
under which the assessments are conducted, including warnings about bringing
prohibited materials and devices into the assessments, and access to restricted
resources.

* Ensure that candidates are aware of actions that constitute malpractice and the
sanctions that can be imposed on those who commit malpractice.

* Ensure that candidates are aware of the sanctions of passing on or receiving (even if
the information was not requested) confidential assessment materials. If a candidate
receives confidential information, they must report it to a member of centre staff
immediately.

¢ Ensure that candidates involved in examination clash arrangements are aware of
appropriate behaviour during supervision, i.e. ensuring that candidates cannot pass on
or receive information about the content of assessments, thereby committing
candidate malpractice.

* Ensure that candidates completing coursework or non-examination assessments are
aware of the need for the work to be their own and are provided with clear instructions
on how to avoid plagiarism (including Al misuse). For further detail about Al, the risks
and misuse see the Al policy.

Idenitfying and reporting malpractice

* Ensures any person involved in administering, teaching or completing
examinations/assessments is advised that where malpractice is suspected, or alleged,
personal data about them will be provided to the awarding body (or bodies) whose

examinations/assessments are involved. Personal data about them may also be shared
with other awarding bodies, the qualifications regulator or professional bodies in
accordance with the JCQ publication Suspected Malpractice — Policies and Procedures



* Ensures irregularities are investigated and informs the awarding bodies immediately of
any alleged, suspected or actual incidents of malpractice or maladministration,
involving a candidate or a member of staff, by completing the appropriate
documentation

¢ As required by an awarding body, ensures evidence of any instances of alleged or
suspected malpractice (which includes maladministration) is gathered in accordance
with the JCQ publication Suspected Malpractice - Policies and Procedures and provides
such information and advice as the awarding body may reasonably require

* Ensures risks to the exam process are assessed and appropriate risk management
processes/contingency plans are in place (that allow the senior leadership team to act

immediately in the event of an emergency or where the head of centre, the
examinations officer or SENCo is absent at a critical stage of the examination cycle)

e The examination contingency plan should reinforce procedures in the event of
the centre being unavailable for examinations owing to an unforeseen
emergency.

e Allrelevant centre staff must be familiar with the examination contingency plan.
Consideration should be given as to how these arrangements will be
communicated to candidates, parents and staff should disruption to
examinations occur.



