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Alternative Format Statement 
 

We are committed to ensuring all our materials are accessible to everyone. If you 

require this document in an alternative format please contact: 

 

Quality Improvement Team 

Email: Quality@bacoll.ac.uk 

Phone: 01388 443069 

 

Please note: On our website we have the Recite Accessibility toolbar. If you select 

Accessibility on the top toolbar, any text on the website, including linked policies and 

procedures can: 

 

• be converted from text to speech 

• be translated into over 100 languages including 65 text to speak voices 

• have its colour, scheme, text, font style, size and spacing changed 
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Assessment Malpractice & Maladministration Policy 

1.0 Purpose 
 

The Bishop Auckland College Group, including South West Durham Training, Durham 

Gateway and the McIntyre Centre (thereafter to be termed ‘BACG’) 
 

1.1 The aims of this Policy are: 
 

• To identify and minimise the risk of malpractice and maladministration by staff or 

students. 

• To respond to any incident of alleged malpractice and maladministration promptly 

and objectively. 

• To standardise and record any investigation of malpractice and maladministration 

to ensure openness and fairness. 

• To impose appropriate penalties and/or sanctions students or staff where incidents 

(or attempted incidents) of malpractice are proven. 

• To protect the integrity of BACG and qualifications. 
 

2.0 Scope 
 

2.1 This Policy applies to acts of malpractice and maladministration in the assessment 

and certification of all Awarding Organisation’s qualifications provided by BACG.  It is 

applicable to the preparation and presentation of all assessed work including written and 

oral assessment, coursework, essays, assignments, projects, practical work, placement 

reports and the production of artefacts. 
 

2.2 As this policy can involve processing personal data, data protection regulations 

will be adhered to.  Please refer to the Data Protection Policy (ref: POL-DP-01) for further 

information. 
 

3.0 Malpractice and Maladministration 
 

3.1 For the purpose of this policy, malpractice is defined a deliberate act that threatens 

the integrity and validity of assessment.  Malpractice is essentially any activity or practice 

that deliberately contravenes regulations and compromises the integrity or the internal 

or external assessment process and/or the validity of certificates.



  

 
Assessment Malpractice & 
Maladministration Policy 

 

Uncontrolled if Printed Page 5 of 11 POL-Q-02 
Issue 3 Rev 5 

 

3.2 Maladministration is any activity, neglect, default or other practice that results in 

the staff or student not complying with specified requirement for the delivery of units or 

qualifications. 
 

3.3 In order to prevent malpractice and maladministration BACG will: 
 

• Seek to avoid potential malpractice and maladministration by using the induction 

period and the Student Handbook to inform students of BACG’s Assessment 

Malpractice and Maladministration Policy.   

• Make BACG’s Assessment Malpractice and Maladministration Policy available on 

the staff portal. 

• Make BACG’s Assessment Malpractice and Maladministration Policy available via 

student portal. 

• Inform students of the appropriate formats to record cited texts and other 

materials or information sources e.g., Harvard referencing system.  

• Where appropriate ask students to declare that their work is their own. 

• Ask students to provide evidence that they have interpreted and synthesised 

appropriate information and acknowledged any sources used. 

• Display information and guidance regarding malpractice (e.g., plagiarism) and 

maladministration in the Learning Zone.  
 

3.4 Ignorance of this policy and assessment requirements will not constitute a defence 

to an accusation of assessment malpractice and maladministration.  It is the student’s 

responsibility to ensure she/he is familiar with their responsibilities with regards to 

assessment. 
 

4.0 Malpractice by Students 
 

4.1 Attempting to or actually carrying out any malpractice activity is not permitted by 

BACG. The following are examples of malpractice by students; this list is not exhaustive and 

other instances of malpractice may be considered by BACG at its discretion: 
        

• Plagiarism by copying and passing off, as the student’s own, the whole or part(s) of 

another person’s work, including artwork, images, words, computer generated work 

(including Internet sources), thoughts, inventions and /or discoveries whether 

published or not, with or without the originator’s permission and without 

appropriately acknowledging the source. 
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• Artificial Intelligence (AI).  AI use refers to the use of AI tools to obtain information 

and content which might be used in work produced for assessments which lead 

towards qualifications.  Misuse of AI tools in relation to qualification assessment at 

any time constitutes malpractice. 
 

Where students use AI, they must acknowledge its use and show clearly how they have 

used it. Where AI tools have been used as a source of information, a student’s 

acknowledgement must show the name of the AI source used and show the date the 

content was generated.  The student must retain a copy of the question(s) and computer-

generated content for reference and authentication purposes, in a non-editable format 

(such as a screenshot) and provide a brief explanation of how it was used. This must be 

submitted with the work the student submits for assessment. 
 

If an AI tool has been used which provides details of the sources it has used in generating 

content, these sources must be verified by the student and referenced in their work in the 

normal way.  Where an AI tool does not provide such details, students should ensure that 

they independently verify the AI-generated content, and then reference the sources used. 
 

AI tools are evolving quickly but there are still limitations to their use, such as producing 

inaccurate or inappropriate content. The use of AI chatbots may pose significant risks, as 

they have been developed to produce responses based upon the statistical likelihood of 

the language selected being an appropriate response and so the responses cannot be 

relied upon. 
 

AI misuse, is where a student has used one or more AI tools but has not appropriately 

acknowledged this use and has submitted work for assessment when it is not their own.  

Examples of AI misuse include, but, are not limited to, the following: 

Copying or paraphrasing sections of AI- generated content so that the work submitted for 

assessment is no longer the students own. 
 

Copying or paraphrasing whole responses of AI-generated content. 

Using AI to complete parts of the assessment so that the work does not reflect the 

student’s own work, analysis, evaluation or calculations. 
 

Failing to acknowledge use of AI tools when they have been used as a source of 

information.  
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Incomplete or poor acknowledgement of AI tools. 
 

Submitting work with intentionally incomplete or misleading references or 

bibliographies. 
  

• Collusion by working collaboratively with other students to produce work that is 

submitted as individual student work. Students should not be discouraged from 

teamwork, as this is an essential key skill for many sectors and subject areas, but 

the use of minutes, allocating tasks, agreeing outcomes, etc are an essential part of 

team work and this must be made clear to the students. 
 

 

• Impersonation by pretending to be someone else in order to produce the work for 

another or arranging for another to take one’s place in an 

assessment/examination/test. 
 

• Fabrication of results and/or evidence. 
 

• Failing to abide by the instructions or advice of an assessor, a supervisor, an 

invigilator, or an Awarding Organisation’s conditions in relation to the 

assessment/examination/test rules, regulations and security. 

• Misuse of assessment/examination material. 
 

• Introduction and/or use of unauthorised material contra to the requirements of 

supervised assessment / examination / test conditions, for example: notes, study 

guides, personal organisers, calculators, dictionaries (when prohibited), personal 

recording/playback devices, mobile phones or other similar electronic devices. 
 

• Obtaining, receiving, exchanging or passing on information (or the attempt to), 

which could be assessment / examination/test related, by means of talking or 

written papers/notes during supervised assessment / examination/test conditions. 
 

• Behaving in such a way as to undermine the integrity of the 

assessment/examination/test. 
 

• The alteration of any results document, including certificates. 
 

• Cheating to gain an unfair advantage. 
 

• False declaration of authenticity in relation to the contents of a portfolio or coursework. 
 

• Copying (including the use of ICT to aid copying). 
 

• Deliberate destruction of another’s work. 
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5.0 Malpractice and Maladministration by BACG’s staff 
 

5.1  The following are examples of malpractice by BACG’s staff. This list is not 

exhaustive and other instances of malpractice may be considered by BACG at its 

discretion: 
 

• Inventing or changing marks for internally assessed work (coursework or portfolio 

evidence) where there is insufficient evidence of the student’s achievement to 

justify the marks given or assessment decisions made. 
 

• Inappropriate retention of certificates. 
 

• Failing to keep an Awarding Organisation’s mark schemes secure. 

• Alteration of an Awarding Organisation’s mark schemes. 

• Alteration of an Awarding Organisation’s assessment and grading criteria 

• Assisting students in the production of work for assessment, where the support has 

the potential to influence the outcomes of assessment, for example where the 

assistance involves BACG’s staff producing work for the student. 
 

• Do not accept, without further investigation, work which staff suspect has been 

taken from AI tools without proper acknowledgement or is otherwise plagiarised – 

doing so encourages the spread of this practice and will constitute staff 

malpractice which can attract sanctions. 
 

• Staff must not use AI tools as the sole marker of student work.  
 

• Producing falsified witness statements, for example for evidence the student has 

not generated. 
 

• Allowing evidence, which is known by the member of staff not to be the student’s 

own, to be included in a student’s assignment / task / portfolio / coursework. 
 

• Facilitating and allowing impersonation. 
 

• Misusing the conditions for special student requirements, for example where a 

student is permitted support such as an amanuensis. This is permissible up to the 

point where the support has the potential to influence the outcome of the 

assessment. 
 

• Failing to keep student computer files secure. 
 

• Falsifying records/certificates, for example by alteration, substitution, or by fraud. 
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• Fraudulent certificate claims, that is claiming for a certificate prior to the student 

completing all the requirements of assessment. 
 

• Failing to keep assessment/examination/test papers secure prior to the assessment 

/ examination / test. 
 

• Obtaining unauthorised access to assessment/examination/test material prior to 

an assessment / examination / test. 
 

6.0 Maladministration includes the following but is not limited to: 
 

• Issuing an incorrect certificate or incorrect results to students 

• Failure to follow procedures when entering student data or recording assessment 

decisions 

• Inaccurate production of assessment records 

• Negligent or uninformed destruction of assessment or qualification records 

• Failure to keep unseen assessment papers or mark schemes secure prior to 

assessment 

• Failure to keep student data secure 

• Failure to declare a conflict of interest 
 

7.0 Process for Investigating Alleged Malpractice and/or Maladministration 
 

7.1 BACG will: 
 

In the first instance, report suspected or alleged malpractice or maladministration to the 

awarding organisation 
 

Investigate in a form commensurate with the nature of the malpractice and/or 

maladministration allegation. The stages of the investigation will be: 
 

(a) If a member of staff or student is suspected of an act of malpractice or 

maladministration, the incident must be reported to the appropriate 

manager/awarding organisation.  
 

(b) The manager will inform the Director of Quality of the incident 
 

(c) The manager and/or Head of Quality or representative (as appropriate) will 

investigate the alleged malpractice and/or maladministration. 
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(d) The manager and/or Head of Quality or representative will compile and submit a 

formal written report, which if required, will be used to inform the relevant 

Awarding Organisation.  
 

• Make the individual fully aware at the earliest opportunity of the nature of the 

alleged malpractice and/or maladministration and of the possible consequences 

should malpractice or maladministration be proven. 

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

• Inform the individual of the process for appealing against any judgment made. 

• Document all stages of any investigation. 
 

8.0 BACG’s Response 
 

8.1  Where malpractice and/or maladministration is proven, any subsequent 

disciplinary action will be in accordance with the appropriate BACG procedure (ref section 

11). 

 

9.0 Office of Independent Adjudicators (OIA) HNC/HND only 
 

9.1 Students may consider contacting the OIA if they feel dissatisfied with the 

outcome of the investigation.  The student will be issued with a Model OIA Completion of 

Procedures Letter (ref Q-CC-18), confirming that the internal processes of BACG have 

been concluded and they have the right to submit their appeal for review to the OIA for 

Higher Education.  If they choose to do this, they should do so as soon as possible and 

must do so no later than twelve months of the issue of the Completion of Procedures 

Letter, using the Scheme Application Form.  Both the form and the procedures are 

available from the OIA website (www.oiahe.org.uk). 
 

10.0 The Awarding Organisation’s Response 

 
10.1  The relevant Awarding Organisation will receive the formal report of the 

investigation into the alleged malpractice and/or maladministration. 
 

10.2 The case will be considered and if necessary, sanctions will be imposed in 

accordance with the Awarding Organisation’s Code of Practice. 

http://www.oiahe.org.uk/
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10.3 Associated Awarding Organisation Documentation: 

• Joint Council for Qualification (JCQ) Suspected Malpractice in Examinations and 

Assessments – Policies and Procedures 

• Managing cases of suspected malpractice in examinations and assessments 

• JCQ Instructions for Conducting Examinations and Assessments 

• Academic Misconduct Benchmarking Research Project (AMBeR) Tariff 

11.0 Associated Documentation 

 
11.1 Further to the investigation of alleged malpractice and/or maladministration, the 

following BACG procedures will be referenced and invoked if appropriate: 

 

Staff Disciplinary Procedure         BAC-HR-1-01 

Inappropriate Behaviour Procedure        BAC-HR-1-05 

Student Disciplinary Procedure                    BAC-SS-01  

Model OIA Completion of Procedures Letter      Q-CC-18 

 

 

Contact Information 

For questions or feedback regarding this policy, please contact: 

 

Julie Cairns 

Advanced Quality Assurance Practitioner 

Email: julie.cairns@bacoll.ac.uk 

Phone: 01388 443098 
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