
 

 

Malpractice and Maladministration Policy 

 

 

 

 

 
 

Approved by Centre Manager  

Last Review Date 10th October, 2025 

Next Review Date 10th October, 2026 

Version 1.3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Purpose 

The purpose of this policy is to define how Cambridge Open Academy prevents, 

identifies, investigates, and manages cases of malpractice and maladministration in its 

operations. This ensures fairness, integrity, and compliance with awarding body and 

regulatory requirements. 

 

Scope 

This policy applies to all staff, learners, contractors, and third-party partners involved in 

the delivery, assessment, and quality assurance of qualifications offered by Cambridge 

Open Academy. It covers both actual and suspected cases of malpractice and 

maladministration. 

 

Policy Statement 

Cambridge Open Academy is committed to maintaining the highest standards of quality 

and integrity in all aspects of its work. Any act of malpractice or maladministration 

undermines the credibility of qualifications and the reputation of the Academy. The 

Academy will take all reasonable steps to prevent and detect such acts and will respond 

promptly and fairly to any allegations. 

 

Definitions 

• Malpractice refers to any deliberate or reckless act that compromises assessment 

integrity, fairness, or validity. This may include plagiarism, collusion, falsifying 

records, or unauthorised assistance. 

• Maladministration refers to any unintentional error, omission, or poor 

administrative practice that leads to non-compliance with awarding body or 

regulatory requirements. 

 

Examples of Malpractice 

• Plagiarism or copying another person’s work without proper attribution. 

• Collusion between learners or between staff and learners. 

• Fabrication or falsification of assessment evidence or results. 

• Assessors giving undue assistance to learners during assessment. 

• Improper storage or release of assessment materials. 

• Breach of confidentiality regarding assessment content. 

 

Examples of Maladministration 

• Inaccurate learner records or assessment documentation. 



 

• Failure to securely store learner data or assessment evidence. 

• Failure to maintain adequate internal quality assurance procedures. 

• Incomplete or delayed communication with awarding organisations. 

• Administrative errors affecting learner registration or certification. 

 

Preventative Measures 

Cambridge Open Academy will: 

• Train all staff on assessment standards and compliance procedures. 

• Maintain accurate learner records and audit trails for all assessments. 

• Use plagiarism detection tools for written assessments. 

• Monitor assessment activities through regular internal verification. 

• Ensure clear communication of expectations to learners regarding academic 

honesty. 

 

Reporting Allegations 

All allegations of malpractice or maladministration must be reported immediately to the 

Centre Manager. Reports can be made by staff, learners, or external parties. Allegations 

should include: 

• A clear description of the suspected issue. 

• Names of individuals involved. 

• Supporting evidence where available. 

 

Investigation Procedure 

1. The Centre Manager will acknowledge receipt of the allegation and conduct an 

initial review to determine whether an investigation is necessary. 

2. Where an investigation is warranted, an independent investigator will be 

appointed. 

3. All relevant evidence, including witness statements and records, will be collected. 

4. The individuals concerned will be given an opportunity to respond. 

5. The findings and outcomes will be documented in a written report. 

6. Appropriate corrective actions will be taken, and the awarding body will be 

informed where required. 

 

Possible Outcomes 

• Dismissal of the allegation if unfounded. 

• Warning, retraining, or disciplinary action for staff. 

• Reassessment or withdrawal of certification for learners. 



 

• Review and amendment of internal procedures to prevent recurrence. 

 

Appeals 

Any party dissatisfied with the outcome of a malpractice or maladministration 

investigation has the right to appeal in accordance with the Academy’s Appeals Policy 

and Procedure. 

 

Monitoring and Review 

This policy will be reviewed annually or following any confirmed case of malpractice or 

maladministration. Lessons learned from investigations will be incorporated into quality 

assurance procedures to strengthen prevention and detection measures. 


