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ASSESSMENT MALPRACTICE POLICY
POLISI CAMYMDDWYN ASESU

Applicable to all school based and external assessments
including GCSE and BTEC.

The Ysgol Bro Gwaun malpractice policy is based on the Joint Council for
Qualifications (JCQ) Suspected Malpractice: Policies and Procedures Booklet 2023-
24 along with Al Use in Assessments: Protecting the Integrity of Qualifications - JCQ
Joint Council for Qualifications

Overview —
Instances of malpractice arise for a variety of reasons:

Some incidents are intentional, and aim to give an unfair advantage in an
examination or assessment; some incidents arise due to ignorance of the
regulations, carelessness or forgetfulness in applying the regulations; some occur as
a direct result of the force of circumstances which are beyond the control of those
involved (eg. a fire alarm sounds, and the exam is disrupted).

The individuals involved in malpractice are also varied. They may be:

Candidates, teachers, lecturers, tutors, trainers, assessors, or others responsible for
the conduct, the administration or the quality assurance of examinations and
assessments, including examination officers and invigilators; assessment personnel
such as examiners, assessors, moderators, or internal and external verifiers; other
third parties, eg. parents/carers, siblings, friends of the candidate.

Irrespective of the underlying cause, or the people involved, all allegations of
malpractice in relation to examinations and assessments need to be investigated.
This is to protect the integrity of the qualification, and to be fair to the centre and all
candidates.

Aim:

e To identify and minimise the risk of malpractice by staff or learners.

e To respond to any incident of alleged malpractice promptly and objectively.

e To standardise and record any investigation of malpractice to ensure
openness and fairness.

e To impose appropriate penalties and/or sanctions on learners, or staff, where
incidents (or attempted incidents) of malpractice are proven.

o To protect the integrity of this centre, and GCSE and BTEC qualifications.

In order to do this, Ysgol Bro Gwaun will:

e Seek to avoid potential malpractice by using the induction period, and this
policy, to inform learners of the centre’s policy on malpractice, and the
penalties for attempted and actual incidents of malpractice.

e Show learners the appropriate formats to record cited texts, and other
materials or information sources.

e Ask learners to declare that their work is their own.
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e Ask learners to provide evidence that they have interpreted and synthesised
appropriate information, and acknowledged any sources used.

e Conduct and investigation in a form commensurate with the nature of the
malpractice allegation. Such an investigation will be supported by the Head of
Centre, and all personnel linked to the allegation. It will proceed through the
following stages:

" Make the individual fully aware at the earliest opportunity of the nature
of the alleged malpractice, and, of the possible consequences should
malpractice be proven.

" Give the individual the opportunity to respond to the allegations made.

* Inform the individual of the avenues for appealing against any
judgement made.

» Document all stages of any investigation.

» Interview all relevant parties to establish if ‘malpractice’ has occurred.

» Look at any written or computer or camera evidence.

* For small first offence, repeat the work without ‘malpractice’.

Learner malpractice —
Ysgol Bro Gwaun will:

e Seek to avoid potential malpractice by using the induction period, and the
learner handbook to inform learners of the centre’s policy on malpractice, and
the penalties for attempted and actual incidents of malpractices.

e Show learners the appropriate formats to record cited texts, and other
materials or information sources.

e Ask learners to declare that their work is their own.

e Ask learners to provide evidence that they have interpreted and synthesised
appropriate information, and acknowledged any sources used.

Informing candidates —
Candidates will be informed and advised to avoid committing malpractice in
exams/assessments in the following ways:

e Ensuring candidates read the relevant instruction page(s) in written/theory

exams or on-screen tests

e JCQ Appendices 5 and 6 are emailed to parents/carers

e JCQ Appendix 7 (no unauthorised items poster) is clearly displayed

e JCQ Appendix 4 (warning to candidates poster) is clearly displayed

Ysgol Bro Gwaun acknowledges the developments in the field of Artificial
Intelligence (Al) and the potential impact this technology may have on all forms of
assessment. For details on the school’s approach to Al, refer to our policy entitled
‘Safe and Appropriate Use of Artificial Intelligence (Al)'.

Staff malpractice —

Ysgol Bro Gwaun will ensure all staff are trained appropriately, and in accordance
with Awarding Body regulations. All staff will be made aware of the school’s
Malpractice Policy.
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Where malpractice is proven, Ysgol Bro Gwaun will apply the
penalties/sanctions outlined in section 7-10 of Joint Council for Qualifications
(JCQ) Suspected Malpractice: Policies and Procedures Booklet 2023-24

Inform parents/carers.

If accused, they can appeal via parents/carers in writing to the Head of
Centre.

If appealed — meeting with other Senior staff, and parents/carers.
Remove from particular subject, if malpractice is proven.

Remove from all GCSE/BTEC courses.

Inform Awarding Bodies.

N —

o o b

Informing the relevant awarding bodies — The role of the Head of Centre:
At Ysgol Bro Gwaun, the Headteacher or an appropriate member of staff delegated
by the Headteacher will:

e notify the appropriate awarding body immediately of all alleged, suspected or
actual incidents of malpractice. The only exception to this is candidate
malpractice discovered in controlled assessments, coursework or non-
examination assessments before the authentication forms have been signed
by the candidate;

e complete Form JCQ/M1 (suspected candidate malpractice) or Form JCQ/M2a
(suspected malpractice/maladministration involving centre staff) to notify an
awarding body of an incident of malpractice. Each form is available from the
JCQ website — http://www.jcq.org.uk/exams-office/malpractice Notifications in
letter format will be accepted providing the information given covers the same
points as Form JCQ/M1 or JCQ/M2a,;

e supervise personally, and as directed by the awarding body, all investigations
resulting from an allegation of malpractice unless the investigation is being led
by the awarding body or another party;

e ensure that if it is necessary to delegate an investigation to a senior member
of centre staff, the senior member of centre staff chosen is independent and
not connected to the department or candidate involved in the suspected
malpractice. This is to avoid conflicts of interest, which can otherwise
compromise the investigation;

e respond speedily and openly to all requests for an investigation into an
allegation of malpractice. This will be in the best interests of centre staff,
candidates and any others involved,;

o speedily and openly make available information as requested by an awarding
body;

e co-operate and ensure their staff do so with an enquiry into an allegation of
malpractice, whether the centre is directly involved in the case or not;

e inform staff members and candidates of their individual responsibilities and
rights as set out in these guidelines;

e pass on to the individuals concerned any warnings or notifications of
penalties, and ensure compliance with any requests made by the awarding
body as a result of a malpractice case.

Staff roles and responsibilities
At Ysgol Bro Gwaun, the Headteacher will oversee all investigations into alleged or
suspected malpractice, unless instructed otherwise by the awarding body. The
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Headteacher may authorise a senior member of staff, and/or the centre’s
Examination Officer to conduct the investigation on his/her behalf. Where there may
be a conflict of interest, the Headteacher will inform the relevant awarding body, and
agree to appoint another suitably qualified individual to carry out the investigation.

Key dates
e All teachers will receive induction instructions at the beginning of each
qualification. This includes a learner handbook informing learners of Ysgol
Bro Gwaun’s policy on Malpractice Policy, and the penalties for attempted and
actual incidents of malpractice.
e Ysgol Bro Gwaun’s Malpractice Policy will be reviewed annually.
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