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1. Introduction

1.1. Purpose of the policy

This policy provides definitions of malpractice and maladministration and sets out information about the procedures
which all centres approved to offer VTCT and ITEC qualifications, must follow for reporting and dealing with any
suspected or actual cases of malpractice or maladministration.

VTCT publishes this policy, procedures and process flowchart on its website and in centre handbooks, to support all
parties involved in the handling of suspected or actual instances of malpractice or maladministration, by providing a
framework for investigating and dealing with such instances in an effective and consistent manner.

This document sets out the process for investigating suspected or actual cases of malpractice or maladministration. It
should be read in conjunction with the following related policies and procedures:

Centre Agreement;

Plagiarism, Collusion and Cheating Policy;

External Whistleblowing Policy and Procedure;

Sanctions Policy;

Adverse Effects and Investigations;

Conflict of Interest Policy and Procedures;

Enquiries and Appeals Policy;
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Withdrawal of Approval Policy;

1.2. Scope of the policy

The Malpractice and Maladministration Policy and Procedures apply to all VTCT and ITEC gualifications. This policy is
provided for the use of VTCT and ITEC customers, being learners who are taking or have taken VTCT and ITEC
assessments, and personnel with responsibilities for managing, delivering, assessing and quality assuring qualifications
in VTCT and ITEC approved centres, who suspect or become aware that malpractice or maladministration has
occurred. Itis also provided for awarding organisation personnel who suspect or become aware that malpractice or
maladministration has occurred.

1.3. Reqgulatory authorities

This policy addresses the requirements of the relevant regulatory authorities’ criteria.

1.3.1. Adverse effects

Attention is drawn to VTCT's obligations to consider risks caused by adverse effects, defined as an act, omission,

event, incident or circumstance that gives rise to prejudice to learners or potential learners or adversely affects:

1 the ability of the awarding organisation to undertake the development, delivery or award of qualifications in
accordance with regulatory requirements.

1 the standards of qualifications which the awarding organisation makes available or proposes to make available,
or public confidence in qualifications.
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1.3.2. Malpractice

Malpractice is the term used for any action, activity, neglect, default or other practice which deliberately contravenes
regulations and compromises the integrity of the internal or external assessment process, the validity of results and/or
certificates or the reputation and credibility of VTCT or the wider qualification community.

Malpractice has serious implications for the centre and learners and is always treated very seriously by VTCT.

Malpractice may include a range of issues, from the deliberate failure to maintain appropriate records or systems to
the deliberate falsification of records. In this policy, this term also covers misconduct and forms of unnecessary
discrimination or bias towards certain groups of learners.

1.3.3. Maladministration

Maladministration is any activity, neglect, default or other practice that results in non-compliance with VTCT's
requirements or any other applicable requirements and includes the application of persistent mistakes or poor
administration within a centre. All approved centres are expected to maintain adequate systems and procedures and
ensure that staff understand them and adhere to them always. Recurrent maladministration constitutes malpractice
and will be treated as such.

A list of examples of malpractice and maladministration is included as appendix 1. It should be noted that this list is not
exhaustive.

1.4. Responsibilities
1.41. VTCT

VTCT is responsible for ensuring that all related investigations are conducted by individuals who:

1 have no personalinterestin the issue;

1 have appropriate competence.

VTCT personnel are required to follow the related procedures to deal with cases of suspected and/or actual
malpractice and maladministration as effectively as possible.

The VTCT Quiality and Processing Manager will be responsible for ensuring that investigations are carried outin a
prompt and effective manner and in accordance with the procedures in this policy. VTCT will allocate a suitable
member of staff (e.g. a member of VTCT's Quality Assurance Team) to lead the investigation of a case, establish if
malpractice or maladministration has occurred, and review any supporting evidence received or gathered by VTCT.

Itis essential for VTCT to meetits obligations relating to notification of adverse effects to the regulators, including
suspected cases of malpractice and maladministration. It may be required to include this in the Annual Statement of
Compliance. (See 1.3.1).

Where the allegation may affect another awarding organisation and their provision, VTCT will inform that awarding

body in accordance with regulatory requirements, and/or seek to undertake a joint investigation with the awarding

body if appropriate. If VTCT does not know the details of organisations that might be affected, the regulators will be
asked to help identify relevant parties that should be informed.
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Where an associated investigation leads to the discovery of a failure in its assessment process, VTCT takes all
reasonable steps to:

1 identify any other learner who has been affected by the failure;

1 corrector, where it cannot be corrected, mitigate as far as possible the effect of the failure;

1  ensure that the failure does not recur in the future.

1.4.2. Centres

The centre agreement sets out the specific duty not to put the awarding organisation in breach of its ability to fulfil its
obligations under the General Conditions of Recognition. It is therefore important that adverse effects (see 1.3.1),
maladministration and/or malpractice are notified to VTCT immediately and dealt with in line with the policy and
procedures.

Itis also important that staff involved in the management, assessment and quality assurance of VTCT and ITEC
qualifications, and learners, are fully aware of the contents of the policy and that the centre has arrangements in place
to prevent and investigate instances of malpractice and maladministration.

The centre's compliance with this policy and how it takes reasonable steps to prevent and/or investigate instances of
malpractice and maladministration is reviewed periodically through the-centre monitoring arrangements.

When an investigation is conducted by the centre, the head of centre must:

1  ensure the investigation is carried out by competent investigators who have no personal involvement in the
incident or interest in the outcome;

1 ensure the investigation is carried out in an effective, prompt and thorough manner;

1  ensure staff co-operate fully with the investigation, providing speedy and full responses to requests for
information.
1.5. Review arrangements

This policy is reviewed annually as part of VTCT's self-evaluation activity, which considers customer and regulatory
feedback and good practice guidance, changes in VTCT's practices, actions from the regulators, changes in
legislation, or trends identified from previous cases.

In addition, this policy may be updated following consideration of operational feedback to ensure VTCT's
arrangements for dealing with suspected cases of malpractice and maladministration remain effective.

1.5.1. Situations brought to our attention by the regulators

Where the regulators notify us of failures that have been discovered in the assessment process of another awarding
organisation, we will review if a similar failure could affect our own assessment processes and arrangements.
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2. Malpractice and Maladministration - Process

2.1. Introduction

Centres are obliged to inform VTCT promptly of any suspected or alleged cases of malpractice or maladministration.
Examples of malpractice and maladministration are included in appendix 1. It should be noted that this list is not
exhaustive.

Where malpractice or maladministration is suspected or has occurred in a centre, including any assessment site or a
partner organisation involved in the administration or assessment of the qualification, VTCT may suspend the centre
from processing any further registrations and/or certification claims, and/or impose other sanctions immediately,
pending the outcome of the investigation.

2.1.1. Identifying possible or actual malpractice or maladministration

Any person may identify a matter that they think could constitute malpractice or maladministration. This will normally
be a centre employee, a learner, an awarding organisation employee, a contractor (e.g. a moderator), or an external
agency (e.g. the Education and Skills Funding Agency). VTCT may identify cases of malpractice or maladministration
through its routine work or in considering other matters, such as an appeal against results.

VTCT will notify the head of centre when an allegation of maladministration or malpractice is received. If the
notification implicates the head of centre, the chair of the centre board will be notified.

Failure to report any suspected or actual malpractice or maladministration will result in the immediate suspension of
the centre for registrations and/or certifications until a full investigation has been completed. Centres failing to report
malpractice or maladministration may not have their approval status reinstated after the investigation is completed.

VTCT is responsible for each of the centres it approves and as such, the responsibility for investigating alleged
irregularities normally rests with VTCT unless there are special circumstances which require the regulator(s) to be
involved. VTCT must notify the regulator(s) when commencing an investigation and provide an estimated timescale
for its completion.

2.1.2. Anonymity and Whistle Blowing

Sometimes a person making an allegation of malpractice or maladministration may wish to remain anonymous. An
informant who is concerned that possible adverse consequences may occur if their identity is revealed to another
party should notify VTCT.

VTCT will always aim to keep a whistle blower's identity confidential where asked to do so, although it cannot be
guaranteed. VTCT may, for example, need to disclose an informant’s identity if the matter leads to issues that need to
be taken up by other parties such as the police, fraud prevention agencies or other law enforcement agencies, the
courts (regarding any court proceedings) or the regulators.

The investigator(s) assigned to review the allegation will not reveal the whistle blower’s identity unless the whistle
blower agrees, or doing so is necessary for the purposes of the investigation. The investigator will advise the whistle
blower if it becomes necessary to reveal their identity. A whistle blower should also understand that they may be
identifiable by others due to the nature or circumstances of the disclosure (e.g. the party against whom the allegation
is made may identify possible sources of disclosure without such details being disclosed to them). Once a concern
has been raised, VTCT has a duty to pursue the matter. It will not be possible to prevent the matter being investigated
by subsequently withdrawing a notification, as VTCT is obliged by the regulators to follow up and investigate all
allegations of malpractice or maladministration.
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In all cases the whistle blower will have the opportunity to raise with the investigators any concerns about the way the
investigation is being conducted. It should be noted that VTCT will not disclose details of all the investigation activities,
and it may not be appropriate to disclose full details of the outcomes of the investigation due to confidentiality or for
legal reasons (e.g. action to be taken against the parties concerned). Please see the External Whistle Blowing Policy for
further information in relation to whistle blowing arrangements.

2.1.3. Timescale
Where possible VTCT aims to:

1 resolve all stages of the investigation within 20 working days of receipt of the allegation;

1  produce the draft investigation report within 10 working days of receipt of the allegation, or where this is
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