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Malpractice Policy – for Exams
INTRODUCTION

What is 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 will use the word malpractice to cover both ‘malpractice’ and ‘maladministration’ and it means any act, default or practice which is:
· a breach of the Regulations
· a breach of awarding body requirements regarding how a qualification should be delivered
· a failure to follow established procedures in relation to a qualification
which:
· gives rise to prejudice to candidates
· compromises public confidence in qualifications
· compromises, attempts to compromise or may compromise the process of assessment, the integrity of any qualification or the validity of a result or certificate
· damages the authority, reputation or credibility of any awarding body or centre or any officer, employee or agent of any awarding body or centre

For the purpose of this document, suspected malpractice means all alleged or suspected incidents of malpractice.

PURPOSE OF THE POLICY
The purpose of this policy is to confirm how Westwood College manages malpractice under normal delivery arrangements in accordance with the regulations, and in line with the following related policies: Exams Policy, NEA Policy, Equality & Diversity Policy, and SEND/Access Arrangements Policy.
GENERAL PRINCIPLES

In accordance with the regulations, Westwood College will:

· Take all reasonable steps to prevent the occurrence of any malpractice before, during and after examinations have taken place.
· Inform the awarding body immediately of any alleged, suspected or actual incidents of malpractice, involving a candidate or a member of staff by completing the appropriate documentation.
· As required by an awarding body, gather evidence of any instances of alleged or suspected malpractice in accordance with the JCQ publication Suspected Malpractice: Policies and Procedures (2026) and provide such information and advice as the awarding body may reasonably require.
· Ensure notification to the awarding body is made within 24 hours of suspicion and evidence gathered within 5 working days unless otherwise directed.
· Confirm that all staff understand failure to report suspected malpractice constitutes malpractice.




Candidate malpractice

· candidate malpractice means malpractice by a candidate in connection with any examination or assessment, including the preparation and authentication of any controlled assessments, coursework or non-examination assessments (NEA), the presentation of any practical work, the compilation of any portfolios of assessment evidence and the writing of any examination paper.
Examples include (but are not limited to):
· Plagiarism (unacknowledged copying from published sources including the internet).
· Collusion (working with others to produce work that is submitted as one’s own).
· Copying from another candidate.
· Submission of work that is not the candidate’s own.
· Disruptive behaviour in an examination room.
· Sharing work on social media or by electronic means.
· Using AI tools to generate content without acknowledgement or submitting AI-generated work as their own.
· Failing to retain evidence of AI use (e.g. screenshot, copy of generated content, explanation of how it was used) where it has been referenced.
· Submitting incomplete or misleading references or bibliographies.

Centre staff malpractice

Centre staff malpractice means malpractice committed by:

· a member of staff, contractor or a volunteer at a centre; or
· an individual appointed in another capacity by a centre such as an invigilator, a Language Modifier, a practical assistant, a prompter, a reader or scribe.

Examples include (but are not limited to):

· Improper assistance to candidates.
· Breach of security.
· Failure to keep exam papers secure prior to an exam.
· Providing writing frames, templates or model answers for NEA/coursework.
· Giving feedback that goes beyond what JCQ permits.
· Failing to record assistance given to candidates.
· Failure to authenticate candidate work.
· Failure to report alleged or suspected malpractice (which itself constitutes malpractice).
· Fabrication of results or evidence.
· Improper behaviour during an examination.
· Misuse of assessments, including incorrect administration of access arrangements.



                                                                                             NOTIFICATION TO CANDIDATES

· Candidates will be notified of the rules and regulations that are expected to be adhered to during the examination period and what actions would constitute malpractice by way of a booklet.
· This booklet is produced by the College, taking facts and information as provided by JCQ in their various guides to the examination system.
· Students will receive this information in a timely manner, in preparation for their exams.
· The information will also be discussed with the students during assemblies prior to the examination period.
· Candidates will also be reminded that malpractice includes the misuse of AI tools, plagiarism, collusion, and the unauthorised sharing of assessment work on social media or other platforms.


PREVENTING MALPRACTICE

Westwood College has in place robust procedures to prevent and identify malpractice, as outlined in section 3.3 of the JCQ publication Suspected Malpractice: Policies and Procedures (2026).

Preventative measures include:
· Annual NEA and exam training for all staff, with records retained by the Exams Officer.
· Clear communication of candidate responsibilities through booklets, assemblies, and signed declarations.
· Regular reminders to staff that providing templates, writing frames, model answers, or excessive feedback is prohibited.
· Spot checks of NEA supervision, authentication records, and secure storage of materials by SLT.
· Use of plagiarism-detection tools or checks, where appropriate, including the review of AI-generated content evidence supplied by candidates.

IDENTIFICATION AND REPORTING OF MALPRACTICE

The Exams Officer, on behalf of the Head of Centre, will notify the appropriate awarding body immediately of all alleged, suspected or actual incidents of malpractice, using the appropriate forms, and will conduct any investigation and gathering of information in accordance with the requirements of the JCQ publication Suspected Malpractice: Policies and Procedures (2026).

· Form JCQ/M1 will be used to notify an awarding body of an incident of candidate malpractice.
· Form JCQ/M2 will be used to notify an awarding body of an incident of suspected staff malpractice.

Malpractice by a candidate discovered in coursework or a non-examination assessment (NEA) component prior to the candidate signing the declaration of authentication need not be reported to the awarding body but will be dealt with in accordance with the Centre’s internal procedures. The only exception to this is where the awarding body’s confidential assessment material has potentially been breached. The breach will be reported to the awarding body immediately.

If, in the view of the investigator, there is sufficient evidence to implicate an individual in malpractice, that individual (a candidate or member of staff) will be informed of their rights.

Once the information gathering has concluded, the Head of Centre or Exams Officer will submit a written report summarising the case to the relevant awarding body, accompanied by the information obtained during their enquiries.

Timescales
· Alleged malpractice must be reported to the awarding body within 24 hours of suspicion.
· Evidence must normally be gathered and submitted within 5 working days, unless the awarding body directs otherwise.

The awarding body will decide because of the report and any other documentation whether there is evidence of malpractice and if any further investigation is required. The Head of Centre will be informed accordingly.

                                                                                                CONFLICTS OF INTEREST 

In all cases, the Head of Centre must confirm to the awarding body the identity of the individual who will gather information and that the individual is appropriately senior, experienced in conducting similar types of investigations, and that their appointment will not create a conflict of interest. The awarding body will confirm whether they agree to the suggested information-gatherer.

A conflict of interest would arise where:
· the information-gatherer has direct line management responsibility for any of the accused individuals;
· the information-gatherer has overall responsibility for the area of work subject to the investigation;
· the information-gatherer has a relationship, beyond the working relationship, with any of the accused individuals;
· there is or could be a perception that the individual would have a conflict of interest.

In addition, a conflict of interest must be declared where a member of staff with a close personal relationship to a candidate is responsible for assessing, supervising, or authenticating their work. In such cases, the awarding body must be informed and the candidate’s work submitted for moderation regardless of whether it is selected in the sample.

Very occasionally, it may only come to light after the information has been gathered and the report submitted that the information-gatherer had a conflict of interest. In these cases, the investigation may have to be completed again by a different information-gatherer.

COMMUNICATING MALPRACTICE DECISIONS

Once a decision has been made, it will be communicated in writing to the Head of Centre as soon as possible.

The Head of Centre or Exams Officer will communicate the decision to the individuals concerned and pass on details of any sanctions and action in cases where this is indicated.

The Head of Centre or Exams Officer will also inform the individuals if they have the right to appeal the decision.

The Centre will also ensure that a summary of outcomes and any procedural learning points are recorded as part of the annual Quality Assurance cycle, and staff are updated in subsequent malpractice training.

APPEALS AGAINST DECISIONS MADE IN CASES OF MALPRACTICE

Westwood College will:

· Provide the individual with information on the process for submitting an appeal, where relevant.
· Refer to further information and follow the process provided in the JCQ publication A guide to the awarding bodies’ appeals processes (2026).
· Ensure that appeals information is accessible to candidates and staff via the Centre’s website and on request.
· Allow appeals against decisions to reject a candidate’s work on grounds of malpractice or inability to authenticate work, in line with JCQ regulations.

ADDITIONAL INFORMATION
In addition to the above, we are also required to give reference to the use of Artificial Intelligence in assessments, to protect the integrity of qualifications.

As has always been the case, students must produce work for assessments which is their own. This means both ensuring that the final product is in their own words, and isn’t copied or paraphrased from another source, such as an AI tool, and that the content reflects their own independent work.

Students who misuse AI, in such a way that the work they submit for the assessment is NOT their own, will have committed malpractice and will be subject to JCQ’s usual regulations and this may attract severe sanctions.


Examples of AI misuse include, but are not limited to, the following:

· Copying or paraphrasing sections of AI-generated content so that the work is no longer the student’s own.
· Copying or paraphrasing whole responses of AI-generated content.
· Using AI to complete parts of the assessment so that the work does not reflect the student’s own work, analysis, evaluation and calculations.
· Failing to acknowledge use of AI tools when they have been used as a source of information.
· Incomplete or poor acknowledgement of AI tools.
· Submitting work with intentionally incomplete or misleading references or bibliographies.
· Failing to retain a copy or screenshot of AI-generated content used, together with a brief explanation of how it was applied.

Teachers must not use AI tools as the sole or primary means of marking candidates’ work; any AI use must only be supplementary to teacher judgement.

Refer to further information found in the JCQ publication AI Use in Assessments (2026).
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