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Scope

All trainees and third party employees enrolled in SESP programs or SESP certification courses are covered by this policy with regard to malpractice instigated by the trainee.

This policy also includes malpractice by center staff that may affect trainee rights and outcomes.

Center malpractice in terms of the scope of this policy is defined as:

Any act, default or practice (whether deliberate or resulting from neglect or default) which is a breach of SESP/ Other accreditation bodies e.g., ACCET, MASAR assessment requirements including any act, default or practice which:

· compromises, attempts to compromise or may compromise the process of assessment, the integrity of any SESP qualification, the validity of a result or certificate; and/ or

· damages the authority, reputation or credibility of SESP or third party accreditation/ certification bodies such as ACCET, /NCTVAA,  or any officer, employee or agent of SESP or the above bodies.

Purpose

This policy is aimed at ensuring the integrity of trainee assessment across SESP
through a rigorous approach to support of academic integrity and a process for dealing with academic dishonesty/ center or staff malpractices that affect the assessment/ certification of SESP programs.

Related Policies

· Academic Regulations
· SESP Assessment Policy
· Candidate Complaints Policy
· Trainee Disciplinary policy

Dissemination of the Policy

This policy will be disseminated via the Trainee Induction program, Trainee Administration Office and/or Notice boards, digital screens or SESP website.


The Policy
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All malpractices in assessment (by candidates or center staff) will be investigated, reported to external accreditation/ certification bodies where appropriate, and acted on.

1. Trainee/ Candidate Malpractice

Examples of trainee/ candidate malpractice

· Breaching the security of assessment materials in a way which threatens the integrity of any exam or assessment — including the early and unauthorized removal of a question paper or answer booklet from the examination room

· Collusion with others when an assessment must be completed by individual candidates

· Copying from another candidate (including using ICT to do so) and/or working collaboratively with other candidates on an individual task. Examples include:

· Using other people’s work and calling it their own without proper referencing
· Copying directly from the internet, a book, or other source without sourcing
· Having someone else complete their assessment work for them
· Copying from or talking to another trainee about the assessment in an exam situation
· Using a mobile device or passing notes or signalling assessment information in an exam situation
· Any scheme that is an attempt to cheat
· Helping someone else to cheat.

· Misconduct — inappropriate behaviour in an assessment room that is disruptive and/or disrespectful to others. This includes talking, shouting and/or aggressive behaviour or language, and having a prohibited electronic device that emits any kind of sound in the assessment room

· Frivolous content — producing content that is unrelated to the assessment

· Offensive content — content in assessment materials that include vulgarity and swearing that is not within the context of the assessment, or any material that is discriminatory in nature (including discrimination in relation to the protected characteristics identified in the Equality Act 2010). This should not be read as inhibiting candidates’ rights to freedom of expression

· Personation — assuming the identity of another candidate or a candidate having someone assume their identity during an assessment

· Plagiarism — failure to acknowledge sources properly and/or the submission of another person’s work as if it were the candidate’s own

· Prohibited items — items that candidates must not have with them at their allocated seat in the exam room because they can give an unfair advantage, including: mobile phones; electronic devices such as an MP3 players, iPods, tablets, smartwatches or any other device that is web-enabled or stores information; books, notes, sketches or paper; pencil cases; calculator cases; calculator or dictionary (except in specified subjects) — unless any of these items have been approved beforehand.

2. Center malpractice

Malpractice can arise for a variety of reasons:

· Some incidents are intentional and aim to give an unfair advantage or disadvantage in an examination or assessment (deliberate non-compliance).

· Some incidents arise due to ignorance of requirements as stipulated by external bodies, carelessness or neglect in applying the requirements (maladministration).

Malpractice can include both maladministration in the assessment and delivery of SESP qualifications and deliberate non-compliance with SESP requirements or those of other accreditation/ certification bodies e.g. ACCET, MASAR.

The examples include:

· Managers or others exerting undue pressure on staff to pass candidates who have not met the requirements for an award 

· Deliberate falsification of records in order to claim certificates.

· Excessive direction from assessors to candidates on how to meet national standards.

· Failure to assess internally assessed coursework or course assessment work fairly, consistently and in line with national standards.

· Failure to apply specified assessment conditions in assessments, such as limits on resources or time available to candidates to complete their assessments.

· Misuse of assessments, including repeated re-assessment contrary to requirements, or inappropriate adjustments to assessment decisions.

· Failure to apply appropriate processes to ensure fairness in the provision of assessment arrangements (including failure to support disabled trainees).

· Insecure storage, transmission or use of assessment instruments, materials and marking instructions, resulting in a breach of assessment security.

· Failure to comply with requirements for accurate and safe retention of candidate evidence, assessment and internal verification records.

· Failing to register candidates within a qualification’s accreditation period.

· Failure to take action as required by external bodies, or failure to cooperate with a required investigation in relation to concerns of malpractice.

3. The Process 








1
REPORTING
Collect evidence, 
Complete required documents, and
 REPORT to STC/HOD
Inform Trainee about Policy Violation



2
INVESTIGATION 
 (STC/HOD, Training Manager, Commitee) 
2 working days



3
COMMUNICATE OUTCOMES
Write report after 2 working days from investigation



4
SANCTIONS & ACTIONS



5
APPEALS
10 working days

6 
RECORD KEEPING & RETENTION


Stage 1: Reporting suspected malpractice
Who can report suspected malpractices?

· trainees 
· members of staff

How to report suspected malpractices

· Complete relevant forms available at Student Services or academic supervisors.
· Malpractice Investigation Report
· Exam Disciplinary Report (SESP Assessment Procedure Document)


To whom should perceived malpractice be communicated to?

· All communication should follow the appropriate channels. 
· Candidates communicate to Student Services, STC, HOD or Academic Leader, Training Manager.
· Staff communicate to Line Manager e.g., STC, HOD, Academic Leader and Training Manager

How Reporting will be conducted

If a teacher or invigilator suspects a trainee of any malpractice e.g., cheating in an assessment event, they will: 

· Collect evidence
· Write a report as soon as possible afterwards
· Give the report to the relevant Head of Department
· Notify the trainee/staff member of the observed incident and inform the trainee/ candidate of the policy violation.

Reporting malpractice to other parties

To Certification Bodies

Any suspected cases of center malpractice must be reported to certification bodies. 

To the Police

· The matter must also be reported to the police if the malpractice involves a criminal act.

Stage 2 & 3: Investigating suspected malpractice and communicate outcomes

Whether intentional or not, all cases of malpractice will be investigated and acted upon, to protect the integrity of the qualification and to identify any wider lessons to be learned.

This will be done by:

· Head of relevant department (or delegated), independent manager, quality manager as required.

How Investigating will be conducted

The Head of Department (or delegated) will:

· Collect any additional evidence in relation to the Trainee/Staff member;
· Give this evidence and the report to the training manager; and
· Meet with the trainee and inform the trainee of the outcome of the investigation and possible consequences.

The Training Manager will:

· Discuss the case with the managing director
· Appoint a “Malpractice Investigation Committee” comprising:

· Head of Department – from another faculty/ branch;
· Programme Coordinator from another faculty/branch; and
· Trainee Advisor.

The Committee will:

· Consider the evidence
· Interview the Trainee and the teacher or Staff member
· Write a report with recommendations within 2 days of the investigation
· Submit the report to training manager, who will advise trainee administration
of any action to be taken. The report and any action taken will be placed on the trainee’s/ Staff member’s file.

Stage 4: Actions and sanctions if malpractice is proven

The candidate or staff disciplinary procedures will be followed if malpractices are proven.

All actions to be taken as a result of malpractice being proven through investigation will be specified clearly in the written feedback on the outcome of the investigation [Malpractice Investigation Report]. All trainees/ candidates will be informed of the outcome, including possible sanctions, of any investigation in writing.

Potential sanctions

Candidate:

Any trainee/ candidate who is found in violation of the Malpractice Policy may be subject to termination from SESP. Helping someone else to cheat is dishonest and may lead to dismissal.

Candidates involved in an investigation of malpractice (whether candidate or center malpractice) must not be given a final, published result for the assessments in question until the investigation is completed, the outcome decided and any appeal concluded.

Related measures for disciplinary actions is covered in the Trainee Disciplinary Policy. These are proposed sanctions subject to approval from the sponsor company and SESP Managing Director.

	Malpractice
	Sanction/Action

	Breaching security
	Termination

	Collusion
	Subject to investigation - Temporary suspension

	Copying
	Subject to investigation - Temporary suspension or Termination

	Misconduct
	Subject to investigation - Temporary suspension

	Frivolous content
	Subject to investigation - Temporary suspension 

	Offensive content
	Subject to investigation - Temporary suspension

	Personation
	Subject to investigation - Assessment declared void

	Plagiarism
	Penalty - Assessment declared void 

	Prohibited items
	Subject to investigation - Assessment declared void 



Any Trainer/Staff member who is found in violation of the “Malpractice Policy” may be subject to termination in accordance with SESP disciplinary policy, e.g. Verbal warning, Written Warning and Dismissal.

Stage 5: Appeals against malpractice decisions

Who can appeal?

· Candidates and staff have the right to appeal any malpractice decision against them. 

How to go about it

· Trainees/ candidates can appeal the decision using the process under:
The Trainee/ Candidate Complaints Policy.
· Center staff can appeal a malpractice decision by following the indications included in:
The Appeals Policy – Staff.

Appeal Timeline








1
Submit Appeal
to Trainee Administration/ HR within 
10 working days

2
Managing Director/Academic Leader appoint delegate  to consider the appeal
3 working days

3 
Delegate's review process  and conclude  Feedback
5 working days

4
Feedback given to Trainee/Staff via written Response within 2 working days



Stage 6: Record Keeping

· Records of malpractice will be kept on trainee personal file 
· Electronic Records are maintained by the Trainee Registration Department on the learner management system permanently. Sponsor companies may request the hard copy academic records, including those for malpractice, after third party audits are completed.

Associated Forms and Documents

· Malpractice Investigation Report
· Exam Disciplinary Report (SESP Assessment Procedure Document)

Accountabilities

Implementation:  Training Manager 
Compliance: 	Managing Director

Consequences of Non-Compliance

Non-compliance risks SESP jeopardising its reputation for academic integrity. Academic Honesty is a fundamental principal of the integrity of the trainee.


