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This policy is reviewed and updated annually to ensure that any malpractice at Old
Buckenham High School is managed in accordance with current requirements and
regulations.

Reference in the policy to GR, SMPP & ICE relate to relevant sections of the current JCQ
documents General Regulations for Approved Centres, Suspected Malpractice: Policies
and Procedures and Instructions for Conducting Non-Examination Assessments 2025-
2026

Introduction

What are malpractice and maladministration?

‘Malpractice’ and ‘maladministration’ are distinct but related concepts, the common
theme being that they involve a failure to follow the rules of an examination or
assessment. This policy and procedure use the word ‘malpractice’ to cover both
‘malpractice’ and ‘maladministration’ and it means any act, default or practice which is:

e abreach of the Regulations, and/or

e abreach of awarding body requirements regarding how a qualification should be
delivered, and/or

o afailure to follow established procedures in relation to a qualification

which:

e givesrise to prejudice to candidates, and/or

e compromises public confidence in qualifications, and/or

e 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

e damages the authority, reputation or credibility of any awarding body or centre or
any officer, employee or agent of any awarding body or centre (SMPP 1)
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https://www.jcq.org.uk/wp-content/uploads/2025/08/Gen_regs_approved_centres_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/09/Malpractice_Sep25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/09/Malpractice_Sep25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Instructions_NEA_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Instructions_NEA_25-26_FINAL.pdf

Candidate malpractice

‘Candidate malpractice’ normally involves 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, the
presentation of any practical work, the compilation of portfolios of assessment evidence
and the completion of any examination. (SMPP 2)

Candidate malpractice examples (please note this is not an exhaustive list):

e plagiarism: unacknowledged copying from, or reproduction of, third party sources
or incomplete referencing (including the internet and artificial intelligence (Al)
tools)

e collusion by working collaboratively with other candidates to produce work thatis
submitted as an individual candidate’s work

e copying (including the use of ICT to aid copying)

e deliberate destruction of another’s work

e disruptive behaviour in the examination room or during an assessment session
(including the use of offensive language)

o false declaration of authenticity in relation to the contents of a portfolio or
coursework

e impersonation by pretending to be someone else to produce the work for another
or arranging for another to take one’s place in an assessment/examination/test.

e Use of an electronic device or mobile phone which is not permitted to be used
during an examination or assessment.

e Being in possession of any unauthorised material during an examination or
assessment such as notes, dictionaries, smart glasses, ear buds; whether used
or not.

(SSMP Appendix 2, Part 2)

Centre staff malpractice
'Centre staff malpractice’ means malpractice committed by:

¢ amember of staff, contractor (whether employed under a contract of employment
or a contract for services) or a volunteer at a centre, or

e anindividual appointed in another capacity by a centre, such as an invigilator, a
Communication Professional, a Language Modifier, a practical assistant, a
prompter, a reader or a scribe (SMPP 2)

Centre staff malpractice examples, please note this is not an exhaustive list:
e failing to keep examination material secure prior to an examination, including

digital examination materials
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failure to provide the correct access arrangements to candidates where
approval has been granted

tampering with candidate scripts, controlled assessments, coursework or
non-examination assessments after collection and before despatch to the
awarding body/examiner/ moderator (this would include reading candidates’
scripts or photocopying candidates’ scripts prior to despatch to the awarding
body/examiner);

assisting candidates in the production of controlled assessment, coursework,
non-examination assessments or portfolios beyond that permitted by the
regulations

producing falsified witness statements, for example for evidence the
candidate has not generated

permitting candidates in an examination to access prohibited materials
(dictionaries, calculators etc.)

prompting candidates in an examination/assessment by means of signs or
verbal or written prompts

misusing the conditions for special candidate requirements, for example
where candidates are permitted support, such as a scribe, this is permissible
up to the point where the support has the potential to influence the outcome
of the assessment

falsifying records/certificates, for example by alteration, substitution, or by
fraud

(SSMP Appendix 2, Part 1)

Centre malpractice

‘Centre malpractice’ normally involves malpractice where there is an element of

systemic failure, a breach in policies or widespread malpractice such that a centre-level

sanction is appropriate (SMPP 2)

Centre staff malpractice examples (please note this is not an exhaustive list):

centre failure to notify, investigate and report to an awarding body all allegations
of malpractice or suspected malpractice

centre failure to ensure the secure storage of examination materials in
accordance with General Regulations

(SSMP Appendix 2, Part 1)

[ 4 Sapientia



Suspected malpractice

For the purposes of this document, suspected malpractice means all alleged or
suspected incidents of malpractice (regardless of how the incident might be
categorised, as described in SMPP, section 1.9). (SMPP 2).

All suspected malpractice incidents relating to staff, centre & candidate (after a
candidate has signed the declaration of authentication) malpractice must be reported to
the relevant awarding body.

Purpose of the policy

To confirm Old Buckenham High School has in place for inspection a policy that must be
reviewed and updated annually, a written malpractice policy which covers all
qualifications delivered by the centre detailing how candidates are informed and advised
to avoid committing malpractice in examinations/assessments, how suspected
malpractice issues should be escalated within the centre and reported to the relevant
awarding body; it must also acknowledge the use of Al (e.g. what Al is, when it may be
used and how it should be acknowledged, the risks of using Al, what Al misuse is and how
this will be treated as malpractice) (GR 5.3)

General principles

In accordance with the regulations Old Buckenham High School will:

o take all reasonable steps to prevent the occurrence of any malpractice (which
includes maladministration) before, during and after assessments have taken
place (GR 5.11)

e inform the awarding body 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 (GR 5.11)

e as required by an awarding body, gather evidence of any instances of alleged or
suspected malpractice (which includes maladministration) in accordance with
the current JCQ documentSuspected Malpractice - Policies and
Procedures and provide such information and advice as the awarding body may
reasonably require (GR 5.11)
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Preventing malpractice

Old Buckenham High School has in place:

Robust processes to prevent and identify malpractice, as outlined in section 3 of
the JCQ document Suspected Malpractice: Policies and Procedures. (SMPP
4.3)

This includes ensuring that staff involved in the delivery of assessments and

examinations understand the requirements for conducting these as specified in the
following JCQ documents and any further awarding body guidance:

General Regulations for Approved Centres 2025 - 2026

Instructions for Conducting Examinations (ICE) 2025 - 2026

Instructions for Conducting Coursework 2025-2026

Instructions for Conducting Non-Examination Assessments 2025-2026

Access Arrangements and Reasonable Adjustments 2025-2026

A Guide to the Special Consideration Process 2025-2026

Suspected Malpractice: Policies and Procedures

Plagiarism-in-Assessments

Al Use in Assessments: Protecting the Integrity of Qualifications

Post Results Services June 2025 and November 2025

A Guide to the Awarding Bodies’ Appeals Processes 2025-2026

Guidance for Centres on Cyber Security

(SMPP 3.2)

Staff are directed to the documents cited above biannually, in September, at the

beginning of the academic year, and again in April, ahead of final examinations for year

11 candidates.
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https://www.jcq.org.uk/wp-content/uploads/2025/08/Gen_regs_approved_centres_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/JCQ-Instructions-for-conducting-examinations-2025_6_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Coursework_ICC_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Instructions_NEA_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/JCQ-AARA-2025_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/JCQ-A-guide-to-the-special-consideration-process-FINAL_2025_26.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/09/Malpractice_Sep25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2023/07/Plagiarism-in-Assessments.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/04/AI-Use-in-Assessments_Apr25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/05/Post-Results-Service_25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/07/Appeals_Booklet_2025_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Revised-25-Guidance-for-centres-on-cyber-security_23_Revised-S25.pdf

Informing and advising candidates how to avoid committing malpractice in
examinations/assessments

At Old Buckenham High School, candidates are advised during assemblies by their Head
of Year/SLT and form time with their Form Tutor of what malpractice is, and how
committing malpractice could impact them in line with JCQ policy guidance. This
happens bi-annually for Year 11 students, in September at the beginning of the academic
year and again in April ahead of their final examinations.

Candidates are informed of the ‘Warning to Candidates’ and ‘Unauthorised Items’
posters during assemblies, by their Head of Year/SLT and form time with their Form Tutor;
additionally, these are displayed outside the entrance of all exam rooms.

Candidates are issued with JCQ’s Information for Candidates documents which state
what candidates must and must not do during written exams, on-screen tests,
coursework and non-examined assessments. They are also issued with advice pertaining
to social media usage in relation to examinations & conduct.

At the beginning of every written examination, the suggested wording for the invigilator’s
announcement (ICE Appendix 3) is read to all students, this informs candidates of what
they must and must not do during the examination and whilst in the exam room.

For any assessments, internal or external, that could be affected by the use of Al;
teaching staff are directed to JCQ’s Al Use in Assessments: Protecting the Integrity of
Qualifications and candidates will be informed by their subject teacher prior to
commencing the assessment of:

e the regulations that state if and/or when Al technology may be used
e consequences of the misuse of Al technology

Al use in assessments

What is Al?

Al or artificial intelligence is the application of computer systems able to perform tasks
or produce output normally requiring human intelligence, especially by applying machine
learning techniques to large collections of data.

Al, can be a useful resource for many, from different tools that can generate texttoimages
to music, however, as has always been the case, candidates must submit their own,
independent work, otherwise they could be committing malpractice.

Candidates complete their written examinations and a large number of other
assessments under close staff supervision with limited access to authorised materials
and no permitted access to the internet. Therefore, the delivery of these assessments
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should be unaffected by developments in Al tool. Where a candidate is permitted to use
a laptop or similar device during an examination, the centre provides specific
examination laptops that do not feature Al tools or permit access to the internet.

There are some assessments, e.g. NEA (Non-Examined-Assessment), that candidates
are permitted to access the internet for example, during research stages. Teachers who
are acting as assessors and/or internal moderators will have been directed towards JCQ’s
guidance and be aware of how to follow it successfully.

Appropriate Al use & risks

Candidates may decide to use Al tools to gather research for an assessment however to
prevent malpractice, candidates must:

e acknowledge the use of the Al tool used and the date the content was generated,

e retain a copy of the question(s) the Al tool was asked and generated content
received in response in a non-editable format, e.g. screenshot, and a brief
explanation of how it was used and submit this along with the work submitted for
assessment,

o where Al tools reference sources, candidates must verify these sources; where
the Al tool does not reference sources, candidates must independently verify the
content generated,

In using Al, candidates should be aware of the potential risks:

o where Al tools have been used and referenced, such that they have not met the
marking criteria independently, they will not be rewarded,

e Altools may provide incorrect, inaccurate or biased information,

o Al responses have been developed to respond to the user, therefore the content
generated could be widely varied dependant on the language and tone of the
questions posed.

Al misuse

Students must be able to demonstrate that the final submission is the product of their
own independent work and independent thinking: Al misuse is where a student has used
one or more Al tools but has not appropriately acknowledged this use and has submitted
work for assessment when it is not their own and constitutes as plagiarism. Examples of
Al misuse include, but are not limited to, the following:

e Copying or paraphrasing sections of Al-generated content so that the work submitted
for assessmentis no longer the student’s own

€ sapienti
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e Copying or paraphrasing whole responses of Al-generated content

¢ Using Al to complete parts of the assessment so that the work does not reflect the
student’s own work, analysis, evaluation or calculations

¢ Failing to acknowledge use of Al tools when they have been used as a source of
information

* Incomplete or poor acknowledgement of Al tools

e Submitting work with intentionally incomplete or misleading references or
bibliographies.

Candidates will be issued with the JCQ Information for candidates - Al (Artificial
Intelligence and assessments) or prior to completing their work/prior to signing the
declaration of authentication.

Staff will be aware of the appropriate use of Al, their role in managing the risk of Al misuse,
indicators that suggest a candidate has misused Al in an assessment and of the
suggested methods to authenticate a candidate’s own work as cited in JCQ’s Instructions
for Conducting Coursework 2025-2026 and Al Use in Assessments: Protecting the

Integrity of Qualifications.

Staff are directed to the documents cited above biannually, in September, at the
beginning of the academic year, and again in April, ahead of final examinations for year
11 candidates.

Identification and reporting of malpractice

Escalating suspected malpractice issues

Once suspected malpractice is identified, any member of staff at the centre can reportit
using the appropriate channels. All staff have a responsibility to report any potential
malpractice that they may identify to maintain the integrity of the qualification. (SMPP
4.3)

Suspected malpractice should be reported to the Exams Officer as soon as feasibly
possible, who will report it to the Head of Centre. Witness statements will be collected
on the relevant JCQ Forms by the Exams Officer (Appendix 1 — 3) and signed.

Reporting suspected malpractice to the awarding body
e The head of centre will notify the appropriate awarding body immediately of all

alleged, suspected or actual incidents of malpractice, using the appropriate
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https://www.jcq.org.uk/wp-content/uploads/2025/08/Coursework_ICC_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/Coursework_ICC_25-26_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/04/AI-Use-in-Assessments_Apr25_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/04/AI-Use-in-Assessments_Apr25_FINAL.pdf

forms, and will conduct any investigation and gathering of information in
accordance with the requirements of the JCQ document Suspected Malpractice:
Policies and Procedures (SMPP 4.1.3)

The head of centre will ensure that, where a candidate is a child or an adult at risk
and is the subject of a malpractice investigation, the candidate’s parent/carer/
appropriate adultis keptinformed of the progress of the investigation (SMPP 4.1.3)
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/maladministration (SMPP 4.4, 4.6)

Candidate malpractice offences relating to the content of work (i.e.
inappropriate/offensive content, copying/collusion, plagiarism (including Al
misuse) and/or false declaration of authentication) which are discovered in a
controlled assessment, coursework or non-examination assessment component
prior to the candidate signing the declaration of authentication, do not need to be
reported to the awarding body. Instead, they will be dealt with in accordance with
the centre’s internal procedures.

Malpractice by a candidate discovered in a controlled assessment, coursework or
non-examination assessment where the offence does not relate to the content of
candidates’ work (e.g. possession of unauthorised materials, breach of
assessment conditions) or where a candidate has signed the declaration of
authentication, must be reported using a JCQ M1 to the relevant awarding body.
If, at the time of the malpractice, there is no entry for that candidate (who the
centre intended to enter), the centre is required to submit an entry by the required
entry deadline. (SMPP 4.5)

If, in the view of the investigator, there is sufficient evidence that an individual may
have committed malpractice, that individual (the candidate or the member of
staff) will be informed of all the required information and the accused individual
informed of their rights and responsibilities (SMPP 5.33-3.4)

Once the information gathering has concluded, the head of centre (or other
appointed information-gatherer) will submit a written reportto the relevant
awarding body summarising the information obtained and actions taken,
accompanied by the information obtained during the course of their enquiries
(5.35)

Form JCQ/M1 will be used when reporting candidate cases; for centre staff, form
JCQ/M3 will be used (SMPP 5.37)

The awarding body will decide on the basis of the report, and any supporting
documentation, whether there is evidence of malpractice and if any further
investigation is required. The head of centre will be informed accordingly (SMPP
5.40)

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 will communicate the decision to
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the individuals concerned and pass on details of any sanctions and action in
cases where this is indicated. The head of centre will also inform the individuals if
they have the right to appeal. (SMPP 11.1)

All incidents of malpractice, including suspected malpractice will be logged internally,
including incidents regarding Al misuse and improper assistance.

Appeals

Appeals against decisions made in cases of malpractice

Internal candidates and/or their parents or carers are not entitled to appeal directly to the
awarding body. Representations must be made to the head of centre where the candidate
was entered or registered. The head of centre’s decision as to whether to submit an
application for an appeal is subject to the centre’s internal appeals arrangements. Only
in the most exceptional circumstances, for example permanent centre closure, will an
awarding body accept an appeal directly from an internal candidate. The Head of Centre
must complete form JCQ/App1 (Appendix 4) and submit to the relevant awarding body.

(JCQ’s A guide to the awarding bodies’ appeals processes)

Where a candidate disagrees with the outcome of a malpractice decision Old
Buckenham High School will:

e Provide the individualwith information on the process and timeframe for
submitting an appeal, where relevant

e Refer to further information and followthe process provided in the JCQ
document A Guide to the Awarding Bodies' Appeals Processes

Internal appeals against decisions made in cases of malpractice

The JCQ Information for candidates’ documents (Coursework, Non-examination
assessments, Social media) which are distributed to all candidates prior to assessments
taking place, inform candidates of the things they must and must not do when they are
completing their work.

The centre ensures that those members of teaching staff involved in the direct
supervision of candidates producing work for assessments are aware of the potential for
malpractice.

Malpractice by a candidate discovered in a controlled assessment, coursework or non-
examination assessment component prior to the candidate signing the declaration of
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https://www.jcq.org.uk/wp-content/uploads/2025/07/Appeals_Booklet_2025_FINAL.pdf

authentication does not need to 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 there are doubts about the authenticity of the work of a candidate or irregularities are
identified in a candidate’s work before the candidate has signed the declaration of
authentication/authentication statement (where required) and malpractice is suspected,
Old Buckenham High School will:

Follow the authentication procedures and/or malpractice instructions in the relevant JCQ
document (Instructions for conducting non-examination assessments/Instructions for
conducting coursework) and any supplementary guidance that may be provided by the
awarding body. Where this may lead to the decision to not accept the candidate’s work
for assessment or to reject a candidate’s coursework on the grounds of malpractice, the
affected candidate and their parents or carers will be informed of the decision.

If a candidate who is the subject of the decision disagrees with the decision and wishes
to appeal, they should follow the guidance provided in OBHS Internal Assessment
Appeals Policy
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https://www.obhs.co.uk/assets/Documents/Attachments/INTERNAL-ASSESSMENT-APPEALS-POLICY.pdf
https://www.obhs.co.uk/assets/Documents/Attachments/INTERNAL-ASSESSMENT-APPEALS-POLICY.pdf

Appendix 1

JCQ M1 Suspected candidate malpractice

JCQ

clC

IcQ M1

Suspected candidate malpractice

Confidential

This form is to be used by centres to report instances of suspected candidste malpracticz,
Far guidances on how to complete this form plezss see page & of this form,

Awarding body

Date of incident Time [AM/PM session)

Centre number

Centre name and address

Head of centre’s email address Head of centre’s telephone
number
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Candidate number{s) Candidate name(s)

Examinationfassessment details

Qualification Qualification or specification title
or specification code

Component)unit Component/unit titla
code/ batch number

Mame(s) of invigilator{s)/ assessment personnel or other witness/witnesses

Namia Raole

Complete Sections A, B, C and D as indicated.

Section A (Al qualifications)

Describe the nature of the suspected candidate malpractice including details as to how it was
discovered, by whom and when.
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Section B (Vocational qualifications only)

Describe how the candidates were made aware of the examination or assessment regulations.

Section C (Al general qualifications and other qualifications if applicable)

Examinations

Was the Warming to Canaioates displeyes outside the examination i YES D
? (zither b of ject in hard format ;
room? (gither by means of 2 projector or in hard copy paper format) o D_
Hzd the candidzt={s) besn issusa with a copy of e YES D
Information for candicstes? (either elecronically or a paper version)
o ] T
Were candidztes reminded of examination regulztions at the beginning YES D
of this particular examination?
o [ O]
Coursework| non-examination assessment
Had the candidate{s) been issued with a declaration of authentication? | YES D
o [T
Hzd the candidat={s) signed the declaration of authentication stating YES
that zll work completed was the candidate’s own? D
Was the fnfonmanion for candidates issued to the candidate(s) prior to VES D
signing the declaration of authentication?
o | [0
Was the Information for candidatas - AT (Areficis! Intellgencs and
assassments) or & similar centre document issued to the candidate(s) YES D
prior ko signing the declaration of authentication?
no | [
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Section D (all qualifications)

If the incident inwolves disruptive behaviour, did the candidate’s YES
behaviour cause disturbance to other candidates? o

If the answer to the abowve question is yes and you wish to request special consideration for
other candidztes, plezse submit an application for special consideration in the normal way.

copy/image of the unauthaorized materiz] enclosed? =

If the incident inwvolves the introduction of unauthorised material, is 2 YES | |

If the answer to the abowve question is no, please give a detailed description of the unauthorised
materizl and zn explanstion why a copy/image has not been prowvidsd,

If the case involves plagiarism, phease provide full detzils (ie. ttle, author, edition, website, Al tool 222.) of
the materizl plagiarised and indude copies.

If there are any other details you feel are relevant to this zllegation, including mitigating circumstances,
please give further information below.

¢ . .
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JCQ

CclC

Supporting information

Plezsz indicate below the supporting information submitted with this report. All relevant information and
miaterizls must be submitted 2t this time. Information submitted subsequenthy may not be considered,

Please ensure that all supporting documents are scanned and attached (preferably as PDF
documents) to the same email.

Information submitted with this form

Statement(=) from invigilator(s)

Statement from teacher/tutorhead of subject/assessorfinternal verifier

Ttatement from examinations officer

Statement(s) from candidate(s)

Statement from emphoyer

Zeating plan of examination room

Unzuthorised matarial removed from the candidate{s)

Copies of sources of plagiarisad material

Asseszment and Internal Yerification or Moderation records

o

Other (please give details)

If statement{s) from the candidatels) is/are not enclosed, please put a oross in this box o
indicate that the candidatels! has/mave been given the opportunity to make a statement, but D
has'have chosen not to do so.

Report of suspected candidate malpractice

Thiz checklist is intended to assist centres when completing a report of suspected candidate malpractice.
It is the responsibility of the head of centre to ensure that these requirements have been met.
Reference is made o the requirements detziled in the JCQ document:

Suspacted Malpractios - Policies and Procecures
httpz/ferww. jog.org.ubdexams-office/malpractice
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Please indicate by putting a cross in the appropriate box for the following points:

1, The candidata(s) has/have been informed of their indhviduzl responsibilities

and rights (section 5.33).

O

[ 2

2 & candidste or candidates accused of malpractice:

has/have been informed (preferably in writing) of the allegation
made against him or her;

has/have been advised that a copy of the 1ICQ document Suspectas
Malpracticer Policies and Pracadures can be found on the 100

website;

kriow(s) what evidence there is to support the zllegation;

know(s) the possible consequences should malpractice be proven:

has/hzve had the opportunity to consider their response to the
allegations (if required):

has/have had an opportunity to submit & written statemeant;

has/have had an opportunity to s=ek advice (as necessary) and to
provide a supplementary statement (it required);

has/have been informed of the applicable appeals procedure should 2

decision be mads against him or her;

has/hizve been informed of the possibility that infermaton relating oo
a serigus case of malpractice may be shared with other awarding
bodies, the regulators and other appropriate authorities,

OO0 o0ooo0oo0oo0onno

OO0 00000 0o

Please provide further details if it has been necessary to tick Mo in the checklist:

To be completed by the head of centre

MName
(please print) Tel no.
Signature™ Date

* SubmisEsion by email from the centre's registered amail address will be accepted in place of & sgnatuns.
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HOTES ON THE COMPLETION OF FORM 2CQ/M1 |

Thiz form must be used by the hezd of the centre to notify the appropriste awarding body of an instance
of suspected candidate malpractice in the conduct of examinations or assessments. It can also be used to
provide 2 report on investigations into instances of suspected malpractics.

In order to prevent the issue of erroneous results and certificates, it is essential that the
awarding body concerned is notified immediately of instances of suspected candidate
malpractice.

Full detazils of the procedures which must be followed when investigating cases of suspected malpractics
can be found in the JCQ documents Suspacted’ Malpractice in Examinations and Assassmants: Pelicies and
Brocecures  hitpy/fwww.jog.org.uk/exams-office/malpractice

Reports on investigations from centres must include:

-

-

2 detziled account of the circumstznces surrounding the suspected candidate malpractice
including, in the cass of disruptive behaviour, an indication as to whether the behaviour
continued after warnings weere given, and whether the candidate was remaoved from the
examination roomyassessment situation or not

the procedures for advising candidates of the regulations concemning the conduct of
examinations and/or 2ssessments;

2 report of any investigation carriad out subsagquently by the centra;

signed and dated statements from the staff concerned (2.g. invigilators, assessors, teachers,
tutors, etc.) on the centre’s official lkemerheaded paper:

signed and dated statements from the candidate{s) concerned or a dear indication that they
hawve been given the opportunity to maks a statement; {In circumstances which make it
insppropriate to interview the candidate, the cantre should discuss the case in confidence with
the zwarding body. )

sezting plans of the examination room (if appropriate],

Thiz form is intended o be used as the basis for the report.

This form and supporting information should be submitted by email.

All supporting documents should be scanned and attached (preferably as PDOF documents) to
the same email, and the originals retained within the centre.

The awarding body concemed will 2cknowledge receipt of this form.
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The form and supporting documentation must be sent to:

AQA

uregularities@egs.org.uk
CCEA
maloractice@orea.org.uk
City & Guilds

investigatinnandcompliance@cityandquilds.com

MCFE
providerassurance@ncfe.org.uk

' candidatemnzlpractice® pesrson.com

WIEC

malpractice@wiec.couk

EDUCATION TRUST

s Sapientia



Appendix 2

JCQ

clc

ICQ/M2

Motification of suspected malpractice/ maladministration
involving centre staff

Confidential

Thiz farm is to be used by 2 head of centre before an investigation commences to notfy an
awarding body of an instance of alleged, suspected or actual malpractice or maladministration. It
must be completed and submitted ro the appropriate awarding body immediately a
suspicion is raised or an allegation received.

Awarding body

Centre Number

Centre Name and address

Head of centre’s email address Head of centre’s telephone number

Name of head of centre

Name(s) of centre staff involved Position

Date incident was reported to centre management

[ 4 Sapientia



Details of examinations/assessments invohved

Qualification, unit or
specification code

Qualification, unit or specification title

Date and time of incident

Describe the nature of the suspected malpractice/ maladministration, including details as
to how it was discovered, by whom and when.

Could the candidates have been unfairly advantaged or disadvantaged by the suspected
malpractice/ maladministration? If so, please give details.

Describe the steps the centre management propose to take to gather information relating

to this matter.
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Individual proposed to gather information

Name:

Role within centre/organisation:

Reason why suitsble to gather
information (2.9, experienced
senior leader):

Hawve you and the individual proposad to gather information read
the JCQ guidance on conflicts of interest and personal interest at
sections 4.1.2 and 5.7-5.8 and Appendix 3 within the 100
Suspected Malpractice — Policies and Procedinas?

YES

Dioes the individual proposed to gather informason have any
known conflicss of interest or personal interest in the cutcome of
the investigation?

YES

Mamie and position (please print):

Signed:

Date:

¢ . .
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The form and supporting documentation must be sent to:

AQA

vrequlzritiesi@aas.org.uk

CCEA
malpractice@orea.ong. uk
City & Guilds

investigationandcompliznoe@cityandguikds.com

MCFE
providerassurance@ncie.org.uk

pgsmzlpractice@p=arson.com

WIEC

_malpractice@wiac.couk

s Sapientia
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Appendix 3

JCQ

cic

ICQ M2

Report into suspected malpractice/maladministration
involving centre staff

Confidential

This form & o be wwad by a haad af csntre fallewing the gathering af miormation relaled W an
investigation inla an instance of suspected malpractics ar maladministrelion. It must be completed
ard subirnitled o the appropriale awarding Bady tagether with supgarling statements and
docurnantalian.

IT the gathering af information has nal yel commenced, please use Farm JC0Q M2 Sodisfosiion of
Ausgecied malpractiyadmaladmnistraiion which can be found an the 100 walbsite:

Rttp: s jog.org. ukexams- office/malpractice

Awarding body

Centre number

Centre name and address

Head of centre’s email add ress Head of centre’s telephone number

| Mame of head of centre
1




Mame(s) of centre staffl involved Position

Details of examinations  assessments involved

Qualification, unit ar | Qualification, unit or specification title
specification code

Date and time of incident

Individual{s} who gathered information

Mermea:

Fale within cenlra/organsation:

Raasan why suitable ta gathar
infarmation (e.q. experiencad
geniar leader]:

Please canfirm, prior Lo gﬂlhl‘.'flr'll;l
infarmatian, yau read the 1C0
I'._'|uidEl|'r¢E an aanlcks al inlkerast
and pargonal inlerest al saclions

4.1.3 and 5.7-5.8 and Agpendix 3 = D g D
within the 3} Suspactad
Malpractice: Policies and
Procaduras?

Did wau have any known conflicks

af interast or persanal intersst in YES D MO D
the oulcome of the nvestigation?

Did any external people (e.g. local autherity personnel, union officers) assist in the
gathering of infoarmation? If so, please give details:

Mame(s) Position

¢ . .
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Give details of the actions you have taken and the information you have gathered

From the information you have gathered, please use the box below to provide:
» details of the actions your centre proposes to take to mitigate the impact on
candidates; and
» details of the actions your centre proposes to take to prevent & recurrence of
similar incidents in future

¢ . .
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Mame and position (please print):

[LF1EH

‘ . .
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JCQ

cigc

Report into suspected malpractice/maladministration involving centre
staff

This chedklEl i inlended Lo assist canlrag whean I'._'|ﬂU"IE1'Ir'II'=| imformaltion far an insaesigaban ko
suspacted malpractice ar maladminigbration ir'|-.-|'.ll-.-i|'.g peplre slall, Onee complated b must ke

g bmitled Lo Lhsa ﬂ'.\'-EIrﬂII'II'._'l Bady LI'.'II;IE|.|'|Er wilh the Supporting glalemenls and documenlalion. It is
the hE'IIIH‘II-iIIil“‘.I of the head of centre to ensure that these reg uiremants have bean mat.
A !tpﬂﬂtﬂ cheacklist is I'Eﬂl.lll‘!ﬂ for aach member aof stafl H‘I‘lﬁlﬂttﬂ iifi the Iltﬂ!thﬂ.
Feference B made Lo the requirernants delailed in the 3100 document:

Suspeciad Malprachivg: Folcias and Provadunes

Name of implicated centre stalf member: _

Please indicate by putting a cross in the appropriate box for the Tollowing points:
ves | Ha

1. | The sooused mermber ol SLaT has Bbeen informesd of thair indwidual
raspandibilities and rights (sections 4.1.3 and 5.33). D

O

2. | The member af stall accused al malpractios should :

s bainformed (preferably inowriting] of tha allegation mada against him
or her (include a copy of any letter/ notification in the
su bmission),

»  ba provided wilth & copy of Lhe 100 decument Suspactsd’ Mafmaciics:
Poicies and’ Frocedures,

L] krios whal avidenos thare is o supparl the alegalim .fprnvide Full
details in the submission to the awarding body):

® Be made aware hal praviding knowingly msleading or inaccurale
infarmation conslilubes malprachas.

a  kntw the passible cansequances should malpractice B8 praven;

»  have the opporlunily o consider their response to the allagations
[provide a verified record of any interviews conducted);

»  have an opgorlunily 1o submil a wrilten statement {provide a copy
of all statements),

o D& ifonmed hat hefshe will have the ogoertunily o réad and make a
slaternant in raspanga o the subrmssion Lo the awarding bady's
Malpractios Commilles:

w  have an opgorlunily b seek advice (B3 recesqary] and Lo provide a
supplemantary Statement (il reguired );

s D informed af the applicable appeals procadure should a decsion be
made againsl him or her;

0000000000
O 000000000
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e infiarmied al the pessibility that infarmation relaling o 8 serious
cage of malpractice may be shanad with other a.-.-ardim;u bodies, the
regulalnrs. and alher approgriste authorilies,

O

Please provide further details if it has been necessary to tick No in the checklist:

This form must be enclosed with the report and any other relevant evidence,

¢ . .
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The farm and supporting doecumentation must be sant to:

i = = e =1

rnalpraticsfags org.uk

CCEA
malpracticedeeas. org. uk

City & Guilds
inveatingalinnanden mpli il eoem

__________________ ———— ———— ———— ____________________________________{

malpracti ). Lk

mmcmmccncccc s s s s s s s s s s e e - ——————— ——— ——— [ —— o4
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Appendix 4 JCQ/App1l

8 Application for an appeal or a review of an administrative
decision

Centre Number

Old Buckenham High School 1 /8|4 |2 |5

The details provided on or appended to this form will form the basis of the case
being put forward by the appellant.

When completing the details, please pay particular attention to section 10 of this
form, which outlines the grounds for appeal and summarises your reasons for
appealing.

If you require clarification or assistance, please contact the relevant awarding body.

Please indicate the type of appeal or review being initiated

Malpractice

Post-Results Services*

Access arrangements,
reasonable
adjustments or special
consideration

Review of other
administrative

decisions
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If this is an appeal against the outcome of a clerical re-check, a review of marking, a
review of moderation or an access arrangement/special consideration decision,
please indicate below whether this is an application for a preliminary appeal or an
appeal hearing.

Preliminary appeal Appeal hearing**

*Please note that an appellant cannot proceed to an appeal hearing unless
they have already initiated a preliminary appeal and this appeal has been
completed.

**Please note that an appellant cannot proceed to a preliminary appeal
until the clerical re-check, review of marking or review of moderation has
been completed and the outcome confirmed.
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1. Name of appellant:

2. Centre name:

Address:

Telephone number: .....ooveoiii s

Name and position of person to contact at the centre:
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7. Examination series:

8. Title and level of specification:

9. Name(s) and candidate number(s) of candidate(s) on whose behalf
you are appealing (where applicable).

Candidate name Candidate number Component/unit code

(Continue on another sheet if necessary).
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10.  Grounds for appeal:

Please state the grounds for this appeal, continuing overleaf as necessary, and
attach all supporting documentation. If the centre attends a hearing, there will
be opportunities for further points to be raised during the hearing, but
substantive new evidence should not be introduced on the day of the hearing.
It is in the interest of all parties that all grounds for appeal are clearly stated in
the application.
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11.  Names and positions of people attending an appeal hearing

(Appellant)

Please return the completed form to the relevant awarding body.

If you have not received an acknowledgement within five working
days, please contact the awarding body.
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