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0. Summary of Changes and Review

	Version Number
	Date of Change/Review
	Review / Changes Made By
	Authorised By
	Description of Changes/Review

	1
	1 Nov 2023
	L. Barker
	L. Barker
M. Parker
	First version of the Policy.

	2
	10 Dec 2023
	L. Barker
	L. Barker
M. Parker
	Updated to include the process for how to make an allegation of malpractice or maladministration (Section 3.1).

	3
	1 Jul 2025
	L. Barker
	L. Barker
M. Parker
	Amended to include the timeframe to make a report in section 3.1 and RLSS contact details in section 3.2.1. 


	
	
	
	
	



1. Purpose and Scope
This policy is aimed at all those responsible for the delivery, assessment awarding of approved qualifications or units who may become involved in instances of suspected or actual malpractice/maladministration including plagiarism. It is also intended for learners who undertake such qualifications to ensure that all issues regarding malpractice and maladministration are dealt with in a fair and consistent manner. 

Incidents of malpractice and/or maladministration can potentially lead to learners being disadvantaged and where it is not possible to prevent this, incidents of suspected or actual malpractice and/or maladministration must be dealt with promptly and thoroughly in accordance with the policy and procedures referred to in this document and the relevant awarding body’s policy and procedures.

This policy applies to all aspects of registration, delivery, assessment and quality assurance of regulated qualifications and training. The contents of this document should be used in conjunction with the relevant awarding bodies’ Malpractice and Maladministration Policy if applicable and/or available.

2. Reference Documents

· The Arker Group Ltd – Complaints Policy.
· The Arker Group Ltd – Health, Safety and Welfare Policy.
· Awarding Body and Regulator Appeals Policies.




3. Policy
It is important that incidents of suspected or actual malpractice/maladministration and plagiarism are reported and dealt with efficiently, effectively and in accordance with relevant awarding bodies policies and policies. 
	
The Arker Group Ltd (the Company) will as far as is reasonable:
· Identify and minimise risks associated with malpractice/maladministration by individuals/organisations. 
· Respond to incidents promptly and objectively.
· Ensure openness and fairness in recording and conducting investigations.
· Impose appropriate penalties/sanctions on individuals/organisations where attempted or actual incidents are proven.
· Protect the integrity of the company and relevant awarding bodies and their officers.
· Ensure all learners are not discriminated or disadvantaged.

Malpractice is any activity or practice which deliberately contravenes regulations and compromises the integrity of the internal or external assessment process and/or the validity of certificates.  It covers any deliberate actions, neglect, default or other practice that compromises, or could compromise:   
· The assessment processes,
· The integrity of a regulated qualification.
· The validity of a result or certificate.
· The reputation and credibility of the awarding body.
· The qualification or the wider qualifications community.

Examples of malpractice can be seen in section 4.1 of this policy.

Maladministration is considered to be any activity or practice which results in non-compliance with administrative regulations and requirements and includes the application of persistent mistakes or poor administration within the company. Examples of Maladministration can be found in section 4.2.

3.1 How to Make an Allegation of Malpractice and/or Maladministration:
Anybody who identifies or is made aware of suspected or actual cases of malpractice or maladministration at any time must immediately notify the Company. In doing so they should put them in an email to Training@arkergroup.com and enclose appropriate supporting evidence. 

We expect that reports will be made as soon as possible after an incident arises, and no later than 5 working days afterwards. We will consider exceptions to this time frame in circumstances where there were valid reasons for not reporting the incident at that time, and the case can still be investigated in a fair manner for all involved.

The Company will acknowledge receipt of your complaint within two working days and aim to investigate complaints within 7 working days thereafter. For more complex cases, or those involving people who are not available at the time, this may be extended to carry out a thorough investigation. You may be contacted within this period to seek further information or clarification (in some instances it may be recommended a meeting is held to discuss the matter). 

The Company will then conduct an initial investigation prior to ensure that staff involved in the initial investigation are competent and have no personal interest in the outcome of the investigation.

In all cases of suspected malpractice and maladministration reported, the Company will protect the identity of the ‘informant’ in accordance with our duty of confidentiality and/or any other legal duty.

Where applicable, the Company will inform the appropriate regulatory authorities if we believe there has been an incident of malpractice or maladministration which could either invalidate the award of a qualification or if it could affect another awarding organisation.

Where the allegation may affect another awarding organisation and their provision, we will also inform them in accordance with the regulatory requirements and obligations imposed by the relevant Qualification Regulator. If we do not know the details of organisations that might be affected, we will ask the appropriate regulator to help us identify relevant parties that should be informed.

At the end of the investigation, a written response will be provided to inform the complainant of the Company’s’ decision. 

3.2 Process for Investigating Allegations of Malpractice and/or Maladministration:
The fundamental principles of all investigations are to conduct them in a fair, reasonable and legal manner, ensuring that all relevant evidence is considered without bias. 

Any allegations of malpractice or maladministration will be reported to the awarding body in the first instance as soon as possible by the nominated person for the company or more senior manager if the allegation involves them specifically. 

If the decision is taken for the awarding body to investigate the allegation, this will commence, and the Company will assist with any reasonable requests made during the course of the investigation. Upon conclusion of the awarding body investigation the following steps would be considered:
· Conduct an internal investigation under the Company disciplinary and/or grievance policy. 
· Action taken in line with recommendations and conclusions of the external investigation. 
· Work with the awarding body to ensure continuous improvement and compliance. 

Should the awarding body deem the allegation low risk and assign the organisation to investigate, this will be conducted in line with the Company’s investigation procedures. 


3.2.1 Raising your concerns with the RLSS UK:
If the issue relates to an RLSS UK Qualification, and the complainant is not happy with the way the report has been handled, they should contact a member of the RLSS UK Qualifications Compliance Team. The details are as follows:

	RLSS UK Qualifications Contact details

	Email
	compliance@rlss.org.uk

	Telephone 
	0300 323 0096

	Address 
	Royal Life Saving Society 
Red Hill House 
227 London Road 
Worcester
WR5 2JG




4. Examples of Malpractice and Maladministration

4.1 Examples of Malpractice
Examples of malpractice are provided below. Examples provided are not exhaustive and intended for guidance only:   
· Denial of access to premises, records, information, learners and staff to any authorised awarding body representative and/or the regulatory authorities.
· Failure to carry out internal assessment, internal moderation or internal verification in accordance with our requirements.
· Deliberate failure to adhere to awarding body learner registration and/or certification procedures. 
· Deliberate failure to continually adhere to awarding body recognition and/or qualification approval requirements or actions assigned to the company. 
· Deliberate failure to maintain appropriate auditable records, e.g., assessment and certification documentation and/or forgery of evidence.
· Fraudulent claim for certificates.
· The unauthorised use of inappropriate materials / equipment in assessment settings.
· Intentional withholding of information from the awarding body which is critical to maintaining the rigour of quality assurance and standards of qualifications. 
· Deliberate misuse of the awarding body logo and trademarks or misrepresentation of the companies' relationship with the awarding body and/or its recognition and approval status with the body.
· Collusion or permitting collusion in assessments where this is not appropriate.
· Learners still working towards qualification after certification claims have been made.
· Persistent instances of maladministration within the company.
· Deliberate contravention by the Company and/or its learners of the assessment arrangements we specify for the awarding body qualifications.
· A loss, theft of, or a breach of confidentiality in, any assessment materials.
· Plagiarism by learners/staff.
· Copying from another candidate (including using ICT to do so).  
· Impersonating the identity of another learner or having someone assume their identity during an assessment.
· Unauthorised amendment, copying or distributing of assessment materials.
· Inappropriate assistance to learners by the Company staff (e.g., unfairly helping them to pass a unit or qualification).
· Deliberate submission of false information to gain a qualification or unit.
· Deliberate failure to adhere to, or to circumnavigate, the requirements of the Company and awarding body Reasonable Adjustments and Special Considerations Policy.

4.2 Examples of Maladministration
The examples listed below are examples of organisational and learner maladministration.  The examples provided are not exhaustive and intended for guidance purposes only:
· Persistent failure to adhere to awarding body learner registration and certification procedures. 
· Persistent failure to adhere to the company recognition and/or qualification requirements and/or associated actions assigned to the nominated persons. 
· Late learner registrations (both infrequent and persistent).
· Unreasonable delays in responding to requests and/or communications from the awarding body. 
· Inaccurate claim for certificates.
· Failure to maintain appropriate auditable records, e.g., assessment and certification documentation and/or any evidence of attempted forgery etc. 
· Withholding of information, by deliberate act or omission, from us which is required to assure the awarding body of the companies' ability to deliver qualifications appropriately.
· Misuse of the company or awarding body logo and trademarks or misrepresentation of the companies' relationship with the awarding body and/or its recognition and approval status with the body. 
· Failure to adhere to, or to circumnavigate, the requirements of the Companies' and awarding bodies' Reasonable Adjustments and Special Considerations Policy 
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