Malpractice and Maladministration Policy

STATEMENT

This policy isaimed at our customers, including learners, who are delivering /registered on Organise Happy

qualifications or units within or outside the UK and who are involved in suspected or actual
malpractice /maladministration.

[t sets out the steps centres, associated third parties and learners or other personnel must follow when
reporting suspected or actual cases of malpractice /maladministration and Organise Happy’ responsibility

in dealing with such cases. Italso sets out the procedural steps Organise Happy will follow when reviewing
the cases.

PURPOSE AND SCOPE

[tisimportant thatanyone involved in the management, assessmentand quality assurance of Organise
Happy qualifications, and learners, are fully aware of the contents of the policy and thatarrangements are in
place to preventand investigate instances of malpractice and maladministration.

A failure to report suspected or actual malpractice /maladministration cases or have in place effective
arrangements to preventsuch cases, may lead to sanctions being imposed by awarding bodies

Review arrangements

Organise Happy will review the policy annually as part of our annual self-evaluation arrangements and

revise itas and when necessary in response to customer and learner feedback, changes in our practices,
actions from the regulatory authorities and awarding bodies.

Definition of Malpractice

Malpractice is essentially 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.

Itcovers any deliberate actions, neglect, default or other practice that compromises, or could compromise::

the assessment process

the integrity of a regulated qualification

the validity of a result or certificate

the reputation and credibility of Organise Happy

the qualification or the wider qualifications community .

Malpractice may include a range of issues from the failure to maintain appropriate records or systems to the
deliberate falsification of records in order to claim certificates.

For the purpose of this policy this term also covers misconduct and forms of unnecessary discrimination or
bias towards certain or groups of learners.

Definition of Maladministration



Maladministration is essentially any activity or practice which results in non-compliance with

administrative regulations and requirements and includes the application of persistent mistakes or poor
administration (eg within a centre, inappropriate learner records) .

Examples of maladministration

The categories listed below are examples of maladministration. Please note that these examples are not
exhaustive and are only intended as guidance on our definition of maladministration:

e persistentfailure toadhere to Organise Happy’s learner registration and certification procedures.

e persistentfailure toadhere to Organsie Happy’s centre recognition and /or qualification
requirements and /or associated actions assigned to the centre

e latelearnerregistrations (both infrequentand persistent)

e unreasonable delays in responding to requests and /or communications

e inaccurate claim for certificates

e failure to maintain appropriate auditable records, eg certification claims and /or forgery of

evidence

e withholding of information, by deliberate act or omission, which is required to assure of the
centre’s ability to deliver qualifications appropriately

e misuse ofanylogo and trademarks or misrepresentation of a centre’s relationship with any
awarding body and /or its recognition and approval status

e failure toadhere to, or to circumnavigate, the requirements of our Reasonable Adjustments and
Special Considerations Policy .

Examples of malpractice

e The categories listed below are examples of malpractice . Please note that these examples are not
exhaustive and are only intended as guidance on Organise Happy’s definition of malpractice:

e persistentinstances of maladministration within the centre following notification or warning, or
reasonably to have known aboutitand continued with it.

e denial of access to premises, records, information, learners and staff to any authorised Organise
Happy representative and /or the regulatory authorities

e failure to carry outinvigilation, internal assessment, internal moderation or internal or verification
e deliberate failure to adhere to learner registration and certification procedures.

e deliberate failure to continually adhere to our centre recognition and /or qualification approval

requirements or actions assigned to centres

e deliberate failure to maintain appropriate auditable records, eg examination registration /
certification claims and /or forgery of evidence

e fraudulentclaim for certificates

e the unauthorised use of inappropriate materials / equipment in assessment settings (eg mobile
phones)

e intentional withholding of information from awarding bodies which is critical to maintaining the
rigour of quality assurance and standards of qualifications
e collusion or permitting collusion in exams /assessments

e learnersstill working towards qualification after certification claims have been made
e aloss, theft of, or a breach of confidentiality in, any assessment materials



e plagiarismbylearners and /or staff

e copying from another candidate (including using ICT to do so).

e unauthorised amendment, copying or distributing of exam /assessment papers /materials

e inappropriateassistance tolearners (eg unfairly helping them to pass a unitor qualification)

e deliberate submission of false information to gain a qualification or unit
e deliberate failure to adhere to, or to circumnavigate, the requirements of our Reasonable
Adjustments and Special Considerations Policy .

Process for making an allegation of malpractice or maladministration

Anybody who identifies or is made aware of suspected or actual cases of malpractice or maladministration
atany time must immediately notify the Centre Services Manager

All allegations must be made in writing /email and where possible include:

e centre’sorassociated third parties name, address and number

e learner’sname

e centre’s details (name, jobrole) if they are involved in the case

e details of the course /qualification affected, or nature of the service affected

e nature of the suspected or actual malpractice and associated dates

e detailsand outcome of any initial investigation carried out by the centre or anybody else involved
in the case, including any mitigating circumstances

e anysupporting evidence

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

Confidentiality and whistle blowing

Sometimes a person making an allegation of malpractice or maladministration may wish to remain
anonymous. Itis preferable to reveal identity and contactdetails. If there are concerns about possible

adverse consequencesa request can be made not to divulge your identity. Organise Happy are not obliged
to disclose your personal information if to do so would be a breach of confidentiality and /or any other legal

duty.

Whilst Organise Happy is prepared to investigate issues which are reported to us anonymously and /or by
whistleblowers’ we shall always try to confirm an allegation by means of a separate investigation before
taking up the matter with those the complaint /allegation relates.

Responsibility for the investigation

In accordance with regulatory requirements all suspected cases of maladministration and malpractice will
be examined promptly to establish if malpractice or maladministration has occurred and will take all
reasonable steps to prevent any adverse effect from occurring

All suspected cases of malpractice and maladministration will be fully investigated and receipt will be
acknowledged within 2 working days.



Atall times Organise Happy will ensure that personnel assigned to the investigation have the appropriate
level of training and competence and that they have had no previous involvement or personal interestin the
matter.

Notifying relevant parties .

Where applicable, our Centre Services Manager 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 affectanother awarding organisation.

Should malpractice be detected, we will notify the relevant awarding body(s) immediately
Investigation timelines and summary process

Organise Happy aim to action and resolve all stages of the investigation within 10 working days of receipt of
the allegation. Please note thatin some cases the investigation may take longer; for example, if a centre visit
isrequired. In suchinstances, we’ll advise all parties concerned of the likely revised timescale.

The fundamental principle of all investigations is to conduct them in a fair, reasonable and legal manner,
ensuring thatall relevant evidence is considered withoutbias. In doing so investigations will be based

around the following broad objectives:

e toestablishthe factsrelating to allegations /complaints in order to determine whether any
irregularities have occurred.

e toidentify the cause of the irregularities and those involved.

e toestablishthe scale of the irregularities.

e toevaluate anyaction already taken by the centre.

e todetermine whether remedial actionisrequired to reduce the risk to currentregistered learners
and to preserve the integrity of the qualification.

e toascertainwhetheranyactionis required in respect of certificates already issued.
e toobtainclear evidence to supportany sanctions to be applied to the centre, and /or associated

third parties, members of staff, in accordance with Sanctions Policies
e toidentify anyadverse patterns or trends.

The investigation may involve a request for further information from relevant parties and /or
interviews with personnel involved in the investigation. Therefore, we will:

e Ensure all material collected as part ofan investigation is kept secure . All records and

original documentation concerninga completed investigation that ultimately leads to
sanctions againsta centre /associated third party will be retained for a period of notless

than five years. Ifan investigation leads to invalidation of certificates, or criminal or civil

prosecution, all records and original documentation relating to the case will be retained
until the case and any appeals have been heard and for five years thereafter.

e Expectall parties, who are either directly or indirectly involved in the investigation, to fully
co-operatewith us.

Investigation report



After aninvestigation, Organise Happy will produce a draftreport for relevant parties concerned to check
the factual accuracy where appropriate . Any subsequentamendments will be agreed between the parties

concerned and Organise Happy . The report will:

e identifywhere the breach, ifany, occurred.

e confirm the facts of the case.

e identifywhois responsible for the breach (ifany)

e confirmanappropriate level of remedial action to be applied.

Organise Happy will make the final report available to the parties concerned and to the regulatory
authorities and other external agencies as required.

Ifitwas anindependent /third party that notified Organise Happy of the suspected or actual case of
malpractice, they will be informed of the outcome —normally within 10 working days of making the decision
-indoing so some details may be withheld if to disclose such information would breach a duty of
confidentiality or any other legal duty.

Ifitis aninternalinvestigation againsta member of Organise Happy staff the report will be agreed by the
Centre Services Manager with the relevant internal managers and appropriate internal disciplinary
procedures will be implemented.

Investigation outcomes

If the investigation confirms that malpractice or maladministration has taken place Organise Happy will
consider whataction to take to:

e minimise the risk to the integrity of certification now and in the future.

e maintain public confidence in the delivery and awarding of qualifications.

e discourage others from carrying out similar instances of malpractice or maladministration.
e ensure there hasbeen no gain from compromising our standards.

The action we may take include :

e imposeactionsin relation to your centre with specified deadlines in order to address the instance
of malpractice /maladministration and to prevent it from reoccurring

e amend aspects of our qualification development, delivery and awarding arrangements and if
required assessmentand /or monitoring arrangements and associated guidance to prevent the

issue from reoccurring.
¢ informrelevant third parties (eg funding bodies) of our findings in case they need to take relevant
action.

In addition, to the above the Centre Services Manager will ensure that any lessons learnt from the
investigation are recorded and passed onto relevantinternal colleagues to help Organise Happy prevent the
same instance of maladministration or malpractice from reoccurring.



