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This policy sets out to define the procedures to be followed in the event of any 
dispute or allegation regarding malpractice or maladministration in the assessment 
of internally marked qualifications (such as ASDAN, WJEC Pathways, Open Awards) 
and also regarding examinations invigilated by staff at the school and marked 
externally.  
This policy is shared with all staff.  

Malpractice is any act or practice which breaches regulations, or which: 

• gives rise to prejudice to candidates 
• compromises public confidence in qualifications 
• compromises 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. 

Centre staff malpractice 
 
Attempted or actual malpractice activity will not be tolerated. 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  
• 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.  

 
Maladministration is any unintentional activity or practice that leads to non-
compliance with exam bodies requirements. In most cases, maladministration will 
relate to administrative or quality assurance procedures, and may involve any or all 
of the following:  
Maladministration, if serious enough, may be treated as malpractice.  
 
The awarding body will be informed immediately of any actual or suspected 
incidents of malpractice or maladministration. will be before the school begins an 
investigation. 
 
Investigations into allegations will be coordinated by the Vice Principal, Claire 
Pattison, who will ensure the initial investigation is carried out within ten working 
days. 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 is not the 
candidate’s own work, the awarding body may not be able to give that candidate a 
result.  
 
All incidents of suspected staff and centre malpractice/maladministration and all 
incidents of suspected candidate malpractice identified after the candidate has 
signed the declaration of authentication will be reported to the Awarding body 
 
Where a member of staff is found guilty of malpractice or maladministration, Bank 
View School may impose the following sanctions:  
 
1) 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) 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) Impose special conditions on the future involvement in assessments by the 
member of staff  

4) Bar the member of staff in all involvement in the administration of assessments 
for a set period of time  

5) Should the degree of malpractice be deemed gross professional misconduct, the 
member of staff could face dismissal from his/her post  
  
The member of staff may appeal against sanctions imposed on them. Appeals will be 
conducted in line with the Appeals Policy.  
 



Candidate 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:  

• the copying and passing of as the candidate’s own work, the whole or part of 
another person’s work  

• 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 have be 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 Awarding Body will be notified. 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 into an examination  

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

• Leaving the examination room without permission  

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

 
If a teacher suspects a candidate of malpractice during an examination, the 
candidate will be informed, the allegations will be explained and the Awarding Body 
informed. Following an investigation the candidate’s examination paper may be 
withdrawn. It is unlikely that the candidate will have the opportunity to repeat the 
examination.  
 
Prior to beginning the examination courses all students are made aware of conduct 
for assessments and examinations. These are regularly revisited by class staff and 
senior leaders,  
 
In the event that a malpractice decision is made, which the candidate feels is unfair, 
they can appeal in line the Appeals Policy. 
 
JCQ guidance on malpractice can be found here: 
 
Malpractice - JCQ Joint Council for Qualifications 
 
 

https://www.jcq.org.uk/exams-office/malpractice/?_cldee=O39T6rWMdWRNy72tVXRQVTerDMLn4g5gdo6MukVGMz51Gt3OfLCoKjXPVCJ1ZYi_8XfOJjKOPUUkemlqI-UiOg&recipientid=contact-8e349bc6e309e3118b6278e3b519b0a5-fa1dacc473424384869cb0388f9442b2&esid=b3322af7-07c5-ee11-9079-6045bd915abb


AI: 
 
Aims:  
This sections aims to provide guidance and support to all concerning the use of 
generative Artificial Intelligence (AI) in school. 
 
Bank View is keen to embrace the opportunities that Artificial Intelligence (AI) 
affords our learners are aware of the need to educate learners and prepare them for 
their next steps where AI will potentially play a key role. 
 
AI can be used to expand classroom instruction, facilitate personalised learning and 
develop student curiosity, critical thinking and personalised learning.  
It can also be used to reduce teacher workload however AI will not replace direct 
teacher interaction. Teachers will guide and monitor our learners use of AI, to 
ensure that it aligns with our curriculum objectives and learning outcomes.  
 
We will take a proactive stance on AI-related safeguarding risks  
 
We will ensure that any use of AI in Non-Examination Assessment (NEA) materials is 
compliant with the guidance set out by the relevant exam boards.  
We continue to ensure that examinations are secure from the use of AI. 
 
Learners must make sure that the work submitted for assessment is demonstrably 
their own. All sign authenticity paperwork for units studied in line with awarding 
body guidance. 
 
Learners complete their NEA work in the school setting and teachers will monitor any 
use of AI. To reduce the risk of plagiarism and inappropriate use of AI the teacher 
will:  

• Explain the importance to all students of submitting their independent work 
for assessments.  

• Ensure that students are clear about how to reference the use of technology 
and websites appropriately.  

• Ensure they are familiar with AI tools, their risks and the available AI 
detection tools.  

• Ensure that if necessary, they know how to disable access to AI/internet if 
they need to.  

• Reinforce to students the importance of their declaration when they confirm 
that the work they submit is their own and the consequences of a false 
declaration  

• Set reasonable deadlines for the submission of work and provide reminders. 
• Regularly check understanding with verbal discussion about their work to 

ascertain that they understand it and it reflects their independent work.  
• Not accept, without further investigation, any work that they suspect may 

have been generated without proper acknowledgement  
 
 
 



Identifying misuse:  
Teachers and leaders will use a wide range of approaches to review work. These 
include comparing the assessment material with work previously created by the 
student.  
 
If a staff member suspects malpractice, then the piece of work in question must be 
submitted to the Exams Officer who will investigate in line with the 
maladministration  and malpractice sections of this policy. 
 
In conclusion we are keen to embrace the opportunities new technology provides, 
whilst maintaining the integrity and fairness of assessments. 
 
Staff have been directed towards the AI Use in Assessments: Protecting the Integrity 
of Qualifications guidance. AI-Use-in-Assessments_Feb24_v6.pdf 
 
 

https://www.jcq.org.uk/wp-content/uploads/2024/07/AI-Use-in-Assessments_Feb24_v6.pdf

