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Malpractice and Maladministration policy

General policy statement

This policy sets out the steps that Juice talent Development Limited (hereinafter called Juice) staff, learners, clients, and other stakeholders follow when reporting suspected or actual cases of malpractice or maladministration and our responsibilities in dealing with such cases. It also sets out the steps Juice follow when reviewing cases.

Definitions

Maladministration is any activity, neglect, default, or other practice which results in non-compliance with specified requirements for delivery of units and qualifications as set out in awarding organisation guidance, unit and qualification assessment criteria, relevant assessment strategies and other codes of practice, where applicable.

Malpractice is a deliberate activity, neglect, default or other practice which deliberately contravenes regulations and that compromises the integrity of the assessment process and/or the validity of certificates. For the purpose of this policy this term also covers misconduct. The categories listed below are examples of malpractice. Please note that these examples are not exhaustive and are guidance to support our definition of malpractice:

· contravention of awarding organisation centre and qualification approval conditions;
· denial of access to resources (premises, records, information, learners and staff) by any authorised awarding organisation representative and/or the regulatory authorities (e.g. ESFA, Ofsted, Juices’ Prime Contractor);
· actions required by Juices’ directors and quality assurance officers not being met within agreed timescales;
· failure to carry out delivery, internal assessment, internal moderation or internal

quality assurance in accordance with Juice and awarding organisation requirements;
· failure to adhere to awarding organisation learner registration and certification procedures;
· failure to maintain auditable records e.g. certification claims;
· fraudulent claim for certificates;
· intentional withholding of any information, which is critical to maintaining the rigour and integrity of quality assurance;
· deliberate misuse of logos and trademarks belonging to Juice, awarding organisations and other regulatory bodies;
· forgery of evidence;
· plagiarism, collusion or cheating of any nature by learners;
· contravention by our staff and learners of the assessment requirements for units and qualifications;
· insecure storage of assessment materials and exam papers;
· unauthorised amendment, copying or distributing of exam papers;
· inadequate or inappropriate invigilation of exam sessions;

· submission of false information to gain a qualification or unit.
· Candidate fraud or ‘switching’ for exams

· Use of electronic media to aid cheating in exams
Policy implementation
Juice staff, learners or others who identify or are made aware of suspected or actual cases of malpractice or maladministration at any time must immediately report their findings to the Managing Director or CEO.  This can be done personally, by phone, email or in writing.

The Managing Director or CEO will obtain full details of the suspected or actual malpractice or maladministration, the details of the actual or potential adverse effects, and relevant evidence to ensure a fair and impartial investigation into the alleged incident.

Upon receiving the allegation, the Managing Director or CEO will acknowledge receipt, within 3 working days. In all cases, the Managing Director or CEO will protect the identity of the informant.  In all cases, a written report will be made of the incident and the Managing Director or CEO will review the report and supporting evidence and carry out an investigation. Personnel who may have had previous involvement in the matter will not participate in the review process. The awarding body will be notified of all cases of malpractice. All investigations by the awarding body into cases of malpractice will be supported fully by our staff and management.
Juice aims to action and resolve all stages of the investigation within 10 working days of receipt. In serious cases of suspected or actual malpractice or maladministration, Juice will notify the relevant awarding organisation or other regulatory authority to inform them of the situation with a view to seeking their advice in respect of the appropriate course of remedial action with them.   Please note that in exceptional cases, the regulatory authorities may lead the investigation.
Juice expects all parties, who are either directly or indirectly involved in the investigation, to fully co-operate.  In instances where staff or learners do not co-operate, Juice may have no alternative but to permanently or temporarily remove a member of staff or learner from either employment or the respective learning programme. In cases where certificates are deemed to be invalid, Juice will inform the awarding organisation.  Juice will provide a reason why it believes them to be invalid and advise any action to be taken for reassessment and/or certification. If the investigation confirms that malpractice or maladministration has taken place, Juice will impose one or more of the following sanctions (note this list is not exhaustive): 
· suspension of a programme or qualification; 

· suspension or removal of the responsible person; 

· increased level of quality assurance arrangements; 

· training for Juice delivery staff;
· disallowing all or part of a learner’s evidence and/or assessments;
· not claiming or issuing the learner’s certificate(s);
· disqualification of the learner from the unit(s) or qualification.
After an investigation, Juice will produce a draft report for the staff member or learner to check the factual accuracy.  Juice will make the final report available to the parties involved and to the regulatory authorities and other external agencies as required. If an independent/third party notified Juice of the suspected or actual case of malpractice or maladministration, Juice will also inform them of the outcome within 10 working days of the final decision.

Quality assurance arrangements for support and intervention
This malpractice and maladministration policy shall be quality assured by:

· regular administrative checks that learners’ registration details have been inputted in a timely manner;
· audit of input data to ensure accuracy and validity;
· checks by internal verifiers to ensure the accuracy and validity of assessment decisions;
· audit of all certificates to ensure accuracy and validity;
· transmission of all original certificates either by hand delivery or special delivery to the client;
· reviews of all investigation reports and improvement actions.

Review of this Policy  
The effectiveness and validity of this policy was last reviewed in January 2023 and revised as appropriate. This policy will expire 31st December 2023 and will be reissued 1st January 2024 after appropriate review.
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 …………………………….  
Matt Trott – CEO & Founder 
January 2023
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