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1. Introduction
VTCT Skills appreciates the co-operation of all centres in reporting alleged, suspected or actual incidents of malpractice. This co-operation is essential in guaranteeing the fairness of the examinations system for all.
1.1. Malpractice / Maladministration
‘Malpractice’, means any act, default or practice which is a breach of the Regulations or which:
· gives rise to prejudice to candidates;
· compromises public confidence in qualifications;
· compromises, attempts to compromise or may compromise the process of assessment, the integrity of any qualification or the validity of a result or certificate;
· damages the authority, reputation or credibility of any awarding body or centre or any officer, employee or agent of any awarding body or centre.
Malpractice will generally involve some form of intent. It may also include circumstances where an individual has been negligent or reckless as to the consequences of their actions. Bias or discrimination could also lead to malpractice.
Malpractice includes maladministration and instances of non-compliance with the regulations, and includes activity such as failure to adhere to the regulations regarding the conduct of controlled assessments, coursework, examinations and non-examination assessments, or failures of compliance with VTCT Skills requirements in the conduct of examinations/assessments and/or the handling of examination question papers, candidate scripts, mark sheets, assessment records, results and certificate claim forms.
This form is to be used by the Head of Centre following the gathering of evidence related to a suspected malpractice incident. It is the Head of Centre’s responsibility to have arrangements in place in order to not only prevent, but to also investigate instances of malpractice and maladministration. The fundamental principle of all investigations is to conduct them in a fair, reasonable and legal manner, ensuring that all relevant evidence is considered without bias. It must be completed in line with VTCT Skills Malpractice Policy and Centre Internal Investigations Guidance, and should be submitted together with the centres investigation report and any supporting evidence malpractice@vtctskills.org.uk 
In order to prevent the issue of erroneous results and certificates, it is essential that VTCT Skills is notified immediately of instances of suspected malpractice and maladministration. 
Reports on investigations from centres must include: 
· a detailed account of the circumstances surrounding the suspected candidate malpractice including, in the case of disruptive behaviour, an indication as to whether the behaviour continued after warnings were given, and whether the candidate was removed from the examination room/assessment situation or not;
· the procedures for advising candidates of the regulations concerning the conduct of examinations and/or assessments;
· a report of any investigation carried out subsequently by the centre;
· signed and dated statements from the staff concerned (e.g. invigilators, assessors, teachers, tutors, etc.) on the centre’s official letterheaded paper;
· signed and dated statements from the candidate(s) concerned or a clear indication that they have been given the opportunity to make a statement; (In circumstances which make it inappropriate to interview the candidate, the centre should discuss the case in confidence with the awarding body.)
· seating plans of the examination room (if appropriate).
This form is intended to be used as the basis for the report. 
When submitting the form by email, all supporting documents should be scanned and attached (preferably as PDF documents) to the same email, and the originals retained within the centre. 
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2. Part 1 – Nature of incident
	VTCT office only
	Qu No
	Detail required
	Details

	
	1
	Individual Submitting this document
	Yes (identify with a x)
	No (identify with a x)

	
	
	Head of Centre 
	
	

	
	
	Centre Staff 
	
	

	
	
	Candidate
	
	

	26
	2
	Investigating Officers Name
	

	
	
	Investigating Officers Role in the Organisation
	

	
	
	Suitability to gather evidence i.e. Head of Centre and or experienced Senior leader
	

	
	
	Did any external people (e.g local authority personnel and or union officers?) assist in gathering of evidence? If so please provide details 
	Name 
	Position 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	1
	3
	Date suspected malpractice or actual malpractice or maladministration reported to VTCT Skills
	

	3
	4
	Certification Date (if known or applicable)
	

	8
	5
	Centre Number
	

	9
	6
	Centre Name
	

	10
	7
	Centre Postcode	
	

	26
	8
	Centre contact name
	

	27
	9
	Centre contact phone number and/or email address
	



	See across
	10
	28
	13
	16
	17
	18
	19

	
	
	Learners name (if applicable)
	Learners VTCT Number
	Qualification Number e.g 604/1234/X
	VTCT product code e.g AM20530
	Qualification title
	Unit Reference Number affected e.g L/603/5455

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	29
	11
	Name(s) and role of centre staff involved
	

	
	
	
	

	
	
	
	

	30
	12
	Name(s) and role of Awarding Organisation staff involved
	

	
	
	
	

	
	
	
	

	35
	13
	Nature/description of the suspected or actual malpractice or maladministration 
	

	36
	14
	Associated date of suspected malpractice (leave blank if the suspected malpractice relates to an assessment)
	

	34
	15
	Please identify the type of assessment




	Practical assessment/examination
	

	
	
	
	Theory Examination Paper
	

	
	
	
	Assignment/project
	

	
	
	
	Portfolio of evidence
	

	
	
	
	Other (need to specify)
	

	2
	16
	Associated date of assessment identified in question 15
	

	44
	17
	Initial centre investigation and outcome
(please attach report)
	


3. Part 2 – Investigation outcome and mitigation
Section A: General suspected malpractice
	VTCT office only
	Qu No
	Detail required
	Details

	5
	1
	Malpractice Case Identifier
	

	26
	2
	Investigating Officers Name
	

	35
	3
	Nature/description of the suspected or actual malpractice or maladministration, including the date and time of the suspected or actual malpractice
	

	42
	4
	Detail the evidence and findings into the suspected allegation. (Please attach statements to this form, examples including but not limited to e.g. learners, invigilators, other centre staff)
	

	43
	5
	Other evidence requested by VTCT Skills
	

	46
	6
	Has any corrective or mitigating action been taken by the centre to date? 
If yes, please confirm details. 
	
	
If no, please confirm planned timeframe for implementation of recommendations
	

	47
	7
	Centre recommendations to mitigate further malpractice
	

	48
	8
	Declaration of any personal interest by the person making the allegation
	



	
	9
	Types of evidence submitted to support investigation
	
	Yes
	No

	
	
	
	Statements from Invigilator(s)/Head(s) of School/learner(s)/Examination Officer(s)
	
	

	
	
	
	Statements from Assessor(s)/Internal Quality Assurers(s)
	
	

	
	
	
	Seating Plan(s) of the examination room
	
	

	
	
	
	Examination register
	
	

	
	
	
	Internal Quality Assurance/Moderation documentation
	
	

	
	
	
	Assessor records
	
	

	
	
	
	Unauthorised material removed from the examination room
	
	

	
	
	
	Copies of sources of plagiarised materials
	
	

	
	
	
	Statements 
	
	

	
	
	
	Other 
	
	




Section B: Certificate claimed in error
	VTCT office only
	Qu No
	Detail required
	Details

	5
	1
	Malpractice Case Identifier
	

	29
	2
	Name(s) and role(s) of centre staff involved
	

	45
	3
	Details on what prompted the error(s) and in which stage of the centre’s processes the error(s) occurred
	

	46
	4
	Has any corrective or mitigating action been taken by the centre to date? 
If yes, please confirm details. 
If no, please confirm planned timeframe for implementation of recommendations
	

	47
	5
	Centre recommendations to mitigate further malpractice
	

	48
	6
	Declaration of any personal interest by the person making the allegation
	



4. Declaration
I confirm that the details submitted on this form are current and correct and that we may contact me to clarify any details listed on this form.
	Name: 
	

	Job title:
	

	Email:
	

	Telephone:
	

	Date completed:
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