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Form to report Suspected Malpractice 
Confidential
Agored Cymru is committed to providing a fair, consistent and accurate approach to the assessment and award of its qualifications and credits awards and working with centres to ensure that this is achieved.  

Agored Cymru does not tolerate attempts or instances of malpractice by learners, centres or staff relating to the award of Agored Cymru units or qualifications.  Agored Cymru may impose sanctions on centres, staff or learners where attempts or instances of malpractice have been confirmed or during the investigation of reported accusations of malpractice.  

This form should be used by centres to report instances of suspected malpractice.  Please refer to the Malpractice policy and procedure for further guidance (insert hyperlink to Malpractice policy and procedure).

Staff members and/or learners should be informed of their individual responsibilities and rights prior to submission of this form.  

The individual(s), whether a learner or a member of staff, accused of malpractice should:

· be informed of the allegation made against him/her

· know the evidence available to support the allegation 
· aware of action that may be taken while the investigation is underway
· know the possible consequences if malpractice should be proven.
	Date of Suspected Incident:                       

                                
	Time:

	Centre Name:            

   

	Site Address (if relevant)



	Centre Number:




Provide details of person(s) who might be involved in suspected malpractice.
Centre Staff

	Name:
	Position within the organisation:

	
	

	
	


Learner(s)

	Name(s) 
	Agored Cymru Learner(s) Registration No



	
	

	
	


Agored Cymru Staff

	Name:
	Position within the organisation:

	
	

	
	


Details of Qualification / Credit Award 
	Qualification / Unit Code
	Qualification or Unit Title



	
	


Provide a brief outline of suspected malpractice

· Describe the nature of the suspected malpractice.  

	


· Additional comments this should include action already taken by the centre e.g. suspension, withdrawal of IV status, notification to Qualification Regulators or other Awarding Bodies involved etc.

To be completed by the Head of Centre
I confirm that the information provided above is accurate:

	Name:
	


	Signature:
	
	Date:
	


	Position in Centre:
	
	Contact Number and E-mail address
	


I nominate the following member of staff to work with Agored Cymru to investigate the suspected malpractice 

	Name:
	


	Position in Centre:
	
	Contact Number and E-mail address
	


Agored Cymru will liaise with the Head of Centre or nominated members of staff to agree:

· the detail of the investigation 

· select an investigating officer

· key evidence to be gathered

· staff and/or learners to be involved in the investigation

· how Qualifications Regulators should be informed  

· how confidentiality can be secured 

· approximate timescales

· actions required by Agored Cymru e.g. suspension of EV

· any sanctions to be applied during the investigation process.

	For use by Agored Cymru:

	Date Form Received:
	Acknowledged by:
	

	Further action by:
	
	

	Officer responsible for investigation
	
	


Examples of Malpractice by Centres and Learners
The following are examples of malpractice.  

By Centre Staff

· Failing to keep assessment papers secure prior to assessment
· Obtaining unauthorised access to assessment materials prior to assessment
· Failing to adequately supervise learners in external assessments
· Failing to keep learner(s) portfolios of evidence secure 
· Failing to keep learner(s) computer files which contain coursework secure
· Assisting or prompting learner(s) with answers
· Failing to comply with any conditions of supervision designed to ensure the security of assessment
· Falsifying Claims for Award of Credit (incorrect achievement of credits or falsifying signatures)

By Learners
· Introduction of unauthorised materials into the assessment room (for example – notes, study guides and personal organisers, calculators, dictionaries (when prohibited) or any other electronic device which could give the learner an unfair advantage;

· Being in possession of confidential material in advance of the assessment;

· Copying from another learner (including the use of ICT to aid the copying);

· The deliberate destruction of another learner’s work;

· Disruptive behaviour in the examination room or during an assessment session (including the use of offensive language);

· Plagiarism : unacknowledged copying from published sources or incomplete referencing;

· Impersonation  : pretending to be someone else, arranging for another person to take one’s place in an examination or an assessment;

· Theft of another learner’s work;

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