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St Francis Employability Malpractice Policy 

Staff Malpractice Policy 

Introduction 

This policy sets out to define the procedures to be followed in the event of any dispute or allegation 

regarding staff malpractice in the assessment of internally marked qualifications (such as ASDAN CoPE) and 

also regarding examinations invigilated by staff at the school and marked externally. 

Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are examples of malpractice by 

staff with regards to portfolio-based qualifications. This list is not exhaustive: 

• Tampering with candidates work prior to external moderation/verification 

• Assisting candidates with the production of work outside of the awarding body guidance 

• Fabricating assessment and/or internal verification records or authentication statements 

The following are examples of malpractice by staff with regard to examinations 

• Assisting candidates with exam questions outside of the awarding body guidance 

• Allowing candidates to talk, use a mobile phone or go to the toilet unsupervised 

• Tampering with scripts prior to external marking taking place. 

Staff Malpractice Procedure 

Investigations into allegations will be coordinated by Elizabeth Jackson (Project Manager) who will ensure 

the initial investigation is carried out within ten working days. The person responsible for coordinating the 

investigation will depend on the qualification being investigated. The investigation will involve establishing 

the full facts and circumstances of any alleged malpractice. It should not be assumed that because an 

allegation has been made, it is true. Where appropriate, the staff member concerned and any potential 

witnesses will be interviewed and their version of events recorded on paper.  

The member of staff will be: 

• informed in writing of the allegation made against him or her 

• informed what evidence there is to support the allegation 

• informed of the possible consequences, should malpractice be proven 

• given the opportunity to consider their response to the allegations 

• given the opportunity to submit a written statement 

• given the opportunity to seek advice (as necessary) and to provide a supplementary statement (if 

required) 

• informed of the applicable appeals procedure, should a decision be made against him/her 
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• informed of the possibility that information relating to a serious case of malpractice will be shared 

with the relevant awarding body and may be shared with other awarding bodies, the regulators 

Ofqual, the police and/or professional bodies including the GTC 

If work is submitted for moderation/verification or for marking which is not the candidate’s own work, the 

awarding body may not be able to give that candidate a result. 

Staff Malpractice Sanctions 

Where a member of staff is found guilty of malpractice, St Francis Employability may impose the following 

sanctions: 

1) Written warning: Issue the member of staff with a written warning stating that if the offence is 

repeated within a set period of time, further specified sanctions will be applied 

2) Training: Require the member of staff, as a condition of future involvement in both internal and 

external assessments to undertake specific training or mentoring, within a particular period of time, 

including a review process at the end of the training 

3) Special conditions: Impose special conditions on the future involvement in assessments by the 

member of staff 

4) Suspension: Bar the member of staff in all involvement in the administration of assessments for a 

set period of time 

5) Dismissal: Should the degree of malpractice be deemed gross professional misconduct, the member 

of staff could face dismissal from his/her post 

Appeals 

The member of staff may appeal against sanctions imposed on them. Appeals will be conducted in line with 

the organisations Appeals Policy. 

 

Candidate Malpractice Policy 

Introduction 

This policy sets out to define the procedures to be followed in the event of any dispute or allegation 

regarding candidate malpractice in the assessment of internally marked qualifications (such as ASDAN CoPE) 

and also regarding examinations marked externally. 

Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are examples of malpractice by 

candidates with regards to portfolio-based qualifications. This list is not exhaustive: 

• Plagiarism: the copying and passing of as the candidate’s own work, the whole or part of another 

person’s work 



 
 

[Type here] 
 

• Collusion: working collaboratively with other learners to produce work that is submitted as the 

candidate’s only 

• Failing to abide by the instructions of an assessor – This may refer to the use of resources which the 

candidate has been specifically told not to use 

• The alteration of any results document 

If a teacher suspects a candidate of malpractice, the candidate will be informed and the allegations will be 

explained. The candidate will have the opportunity to give their side of the story before any final decision is 

made. If the candidate accepts that malpractice has occurred, he/she will be given the opportunity to repeat 

the assignment. If found guilty of malpractice following an investigation, the teacher may decide to re-mark 

previous assignments and these could also be rejected if similar concerns are identified. 

The following are examples of malpractice by candidates with regards to examinations. This list is not 

exhaustive: 

• Talking during an examination 

• Taking a mobile phone into an examination 

• Taking any item other than those accepted by the Awarding Body into the examination, such as a 

book or notes 

• Leaving the examination room without permission 

• Passing notes or papers or accepting notes to, or accepting notes or papers from another candidate 

If a teacher suspects a candidate of malpractice during an examination, the candidate will be informed and 

the allegations will be explained. The candidate will have the opportunity to give their side of the story 

before any final decision is made. If the candidate is found guilty of malpractice, the Awarding Body will be 

informed and the candidate’s examination paper with be withdrawn. It is unlikely that the candidate will 

have the opportunity to repeat the examination.  

Appeals 

In the event that a malpractice decision is made, which the candidate feels is unfair, the candidate has the 

right to appeal in line the Appeals Policy.  

Reporting to ASDAN 

 The centre’s responsibilities as outlined in ASDAN’s Malpractice and Maladministration policy and 

procedure Section 3.2 will be adhered to. 

This policy will be reviewed on the 31st May 2019 

E B Jackson Project Manager/Chair 

31/05/18 
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St Francis Employability Appeals Policy 

Introduction 

This policy addresses the situation where students may wish to appeal against a grade he/she has received 

for a qualification. 

Access 

Students are made aware of the existence of this policy and have open access to it. It can be found in St 

Francis’s Policies and Procedures, and online at www.stfrancis.com, along with the appeals policies for each 

of the awarding bodies used by St Francis Employability.  All tutors are made aware of these policies and 

how to access them in order that students can be supported.  

This policy is reviewed annually and may be amended in response to feedback from students, staff, parents 

and external organisations. 

Policy Statement 

All students at St Francis Employability have the right to make an appeal about any of the decisions made 

about the qualifications they are undertaking. 

If any student wishes to appeal a decision, they should follow the following procedure. 

1. If possible, speak to the member of staff responsible for teaching the qualification in the first 

instance about the reason they wish to appeal. 

2. The member of staff has a responsibility to explain to the candidate why he/she was assessed in the 

way they were. 

3. If the student is not satisfied with the explanation, the piece of work will be re-marked by another 

member of staff also involved with that qualification.  

4. The student will be informed of the outcome of the re-marking by letter. 

5. If the student wants to continue the appeal, he/she needs to contact the exams officer, who will 

provide the student with information about the appeals procedure for the relevant awarding body 

and explain what is involved. The exams officer will assist with the completion of any forms and will 

correspond with the awarding body on behalf of the student.  

6. Please note: a student must have the support of the centre to be able to appeal against a result. 

 

E B Jackson Project Manager/Chair 

31/05/18 
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Equal Opportunities Policy 

Aim 

The aim of this policy is to communicate the St Francis of Assisi Church’s commitment to the 

promotion of equality of opportunity. 

It is our policy to provide employment and volunteering equality to all, irrespective of:  

• Gender, marital or family status 

• Gender reassignment 

• Religious belief or political opinion – although there are certain roles which have a faith 
requirement attached to them – this will be clear from the outset. 

• Age 

• Disability 

• Race or ethnic origin  

• Nationality 

• Sexual orientation 
 

We are opposed to all forms of unlawful and unfair discrimination.  All full-time and part-time 

employees and job applicants (actual or potential) will be treated fairly and selection for 

employment, promotion, training or any other benefit will be on the basis of aptitude and ability. 

We recognise that provision of equal opportunities in the workplace is not only good management 

practice but it also makes sound business sense.  Our equal opportunities policy will help all 

employees and volunteers to develop their full potential and the talents and resources of the 

workplace will be fully utilised to maximise the efficiency of the organisation.  

Breach of our equal opportunities policy and practice will be regarded as misconduct and could lead 

to disciplinary proceedings. 

This policy is fully supported by the PCC. 
 
1. Implementation 
 
The PCC has specific responsibility for the effective implementation of this policy.  Each Manager 

and supervisor also has responsibilities and we expect all of our employees and volunteers to abide 

by the policy and help create an environment where equality of opportunity is fostered. 

 

In order to implement this policy, we will ensure that: 

 

• The policy is communicated to all employees or potential employees and volunteers 
through induction training, management training, team briefings, display on notice 
boards/ staff handbook 
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• Managers and supervisors are aware of their responsibilities through appropriate and 
regular training. 

 

• An equal opportunities programme will be developed and will include a range of 
initiatives, indicating where appropriate affirmative/ positive action will be taken, with 
targets and timetables. 

 

• Appropriate training and guidance will be provided, including training on induction and 
management courses, in particular, all those involved in assessing candidates for 
recruitment or promotion will be trained in non-discriminatory recruitment and selection 
techniques. 

 

• Consultation will take place with employee and volunteer representatives on the 
implementation of this policy and any amendments to practice. 

 

• An information system will be established to assist the effective implementation of this 
policy and guidelines will be drafted for assessing the provision of equality of 
opportunity. 

 

• Adequate resources are made available to fulfil the aims of this policy.  
 
2. Affirmative Action 
 
Where appropriate, lawful positive measures such as special encouragement in 
advertisements or special training will be developed.  These measures are available to us in 
certain circumstances, for example where there is an under-representation of a particular 
group in specific areas of work or volunteering. 
 
3. Monitoring and Review 
 
The provision of equality of opportunity between women and men and 
different age groups will be monitored through the collection and analyses of statistical data 
on the sex, marital status, age and family status of all full-time employees and job 
applicants.  We will also monitor our workforce and volunteer composition and undertake 
periodic reviews as required by equality legislation. 
 
Progress on the implementation of this policy and any equal opportunities and 
affirmative/positive action programmes will be reviewed annually in consultation with 
employee and volunteer representatives.   
 
4. Complaints 
 
Employees and volunteers who believe they have suffered any form of discrimination, 
harassment or victimisation are entitled to raise the matter through the agreed procedures 
(Grievance and Disciplinary Procedures).  All complaints of discrimination will be dealt with 
seriously, promptly and confidentially. 
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E B Jackson Project Manager/Chair 

31/05/18 

  



 
 

[Type here] 
 

St Francis Employability - Internal Moderation Policy 

 Internal moderation is a key process carried out by centres, throughout the delivery of a Qualification, to 

ensure that assessment methods are consistent across all Tutors/Assessors and that outcomes are fair to all 

learners. 

Evidence of a robust internal moderation system will be required at external moderation and for audit 

purposes; therefore there must be reliable and auditable record-keeping systems in place.  

It is the responsibility of all staff to participate in the moderation process by keeping the necessary records, 

attending relevant meetings and submitting marked candidate work as requested.  

All assessment evidence that has been internally moderated must be kept on site until after the external 

moderation. The work remains the property of the candidate and can be returned to the candidate 

according to the requirements of the relevant awarding organisation.  

The aim of this policy is to ensure that:  

• internal moderation practices are valid and reliable, cover all tutors/assessors and meet the 

requirements of the awarding organisation  

• the internal moderation procedures are fair and open  

• accurate and detailed records are kept of internal moderation decisions  

The centre will:  

• ensure that all assessment activities are valid, appropriate and fit for purpose  

• apply a strategy that will provide a representative sample across all tutor/assessors  

• create a plan of internal moderation in relation to all assessment activities  

• define, maintain and support effective internal moderation roles, including the provision of training 

where required  

• provide standardised documentation to support internal moderation activity and record-keeping  

• ensure that feedback and outcomes of internal and external moderation support future 

development of good practice  

• carry out an annual evaluation and review of internal moderation policy and procedures 

E B Jackson Project Manager/Chair 

31/05/18 
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St Francis Employability Access to Fair Assessment Policy 

 

Statement of Assessment 

• We aim to provide a variety of qualifications which provide all students with the opportunity to 

achieve their full potential by the most appropriate and direct route. 

• Our Assessment Policy is based on the concepts of equality, diversity, clarity, consistency and 

openness. 

• We will endeavour to ensure that the assessment processes are implemented in a way which is fair 

and non-discriminatory. 

Access 

Students are made aware of the existence of this policy and have open access to it. It can be found in our 

Policy and Procedures document in out centre at Links Road, Coventry and also online at www.stfrancis.com.  

All tutors are made aware of the contents and purpose of this policy. 

This policy is reviewed annually and may be revised in response to feedback from students, tutors and 

external organisations. 

What students can expect from us 

• We aim to ensure that all assessment of work is carried out fairly and in keeping with the awarding 

body’s requirements.  

• All portfolio-based work will be assessed fairly against the qualification standards and teachers 

involved will be fully trained.  

• Internal assessments will be carried out fairly and according to awarding body instructions.  

• Externally marked tests and exams will be according to the requirements of the awarding body.  

Students can also expect: 

• To be fully inducted onto a new course and given information that can be shared with any relevant 

parents and carers. 

• Learning outcomes, performance criteria and other significant elements of learning and assessment 

to be made clear at the outset of the course and when assignments are set. 

• To be given appropriate assessment opportunities during the course with feedback provided on the 

quality of the work. 

• All work to be marked within two weeks of submission by the student. 

• Where equivalents and exemptions can be applied, we will ensure this is pursued with the relevant 

awarding body. 

Cheating and Plagiarism 
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A fair assessment of student’s work can only be made if that work is entirely the student’s own. Therefore 

students can expect an awarding body to be informed if: 

• They are found guilty of copying, giving or sharing information or answers, unless part of a joint 

project 

• They use an unauthorised aid during a test or examination 

• They copy another student’s answers during a test or examination 

• They talk during a test or examination. 

All allegations of cheating and plagiarism will lead to a full investigation which will follow the guidance of the 

relevant awarding body.   

If a student feels he/she has been wrongly accused of cheating or plagiarism, they should be referred to the 

Complaints Policy. 

 

E B Jackson Project Manager/Chair 

31/05/18 

 

 
 

 


