

The Stephen Gaughan School of Performing Arts – Malpractice: Policies and Procedures
THE STEPHEN GAUGHAN SCHOOL OF PERFORMING ARTS

MALPRACTICE POLICY

1. “ Malpractice means any act, default or practice (whether deliberate or resulting from neglect or default) which is a breach of SQA assessment requirements including any act, default or practice which: 

· Compromises, attempts to compromise or may compromise the process of assessment, the integrity of any SQA qualification or the validity of a result or certificate; and/ or 
· Damages the authority, reputation or credibility of SQA or any officer, employee or agent of SQA. “ (SQA GUIDANCE DOCUMENT).

2. ‘Malpractice’ could be defined as: ‘Improper’, ‘illegal’ and/or ‘negligent’ behaviour by either an Employee or Learner associated with ‘The Stephen Gaughan School of Performing Arts’ Furthermore, all cases of ‘Malpractice’ in assessment (by candidate or centre staff) will be investigated and acted upon. 

3. Any suspected cases of centre malpractice must be reported to SQA. In addition, for those qualifications that are subject to statutory regulation by SQA


4. Accreditation or Ofqual, centres are required to report any suspected case of candidate malpractice to SQA 

5. The matter must also be reported to the police if the malpractice involves as criminal act.



EMPLOYEES:

Examples of ‘Malpractice’ include:


· Misuse of assessments, including repeated re-assessment contrary to requirements, or inappropriate adjustments to assessment decisions.
 
· Insecure storage of assessment instruments and marking guidance.

· Failure to comply with requirements for accurate and safe retention of candidate evidence, assessment and internal verification records.

· Failure to comply with SQA’s procedures for managing and transferring accurate candidate data.

· Excessive direction from assessors to candidates on how to meet national standards.
 
· Deliberate falsification of records in order to claim certificates 

Employees can only be found to have been guilty of Malpractice upon investigation. However, depending on the nature of the complaint staff members may be suspended (on full pay) if it is deemed to be in the interest of the Learners whilst the investigation takes place. The general policy is as follows:

1. Informal Warming
2. 1st Written Warning
3. 2ND Written Warning
4. Termination of Contract

However, depending on the nature of the Malpractice, the Centre reserves the right to terminate any contract with staff members if it is deemed to be in the interest of the learners. Any decisions made will be in line with UK and EU Employment Law.




LEARNERS:

Examples of ‘Malpractice’ include:

· Plagiarism — failure to acknowledge sources properly and/or the submission of another person’s work as if it were the candidate’s own. This applies to both practical and theoretical aspects of the course e.g the copying of someone else’s choreography.
· Collusion with others when an assessment must be completed by individual candidates 
· Copying from another candidate (including using ICT to do so) 
· Personation — pretending to be someone else 
· Inclusion of inappropriate, offensive, discriminatory or obscene material in assessment evidence 
· Frivolous content — producing content that is unrelated to the assessment 
· Unauthorised aids — physical possession of unauthorised materials (including mobile phones, MP3 players, notes etc) during the internal assessment 
· Inappropriate behaviour during an internal assessment that causes disruption to others. This includes shouting and/or aggressive behaviour or language.

Learners are subjected to the same process as employees although no formal notification will be provided their funding body until after any investigation has been concluded.







REPORTING MALPRACTICE:


EPLOYEES:
[bookmark: _Hlk977810]Any individual employed by the centre should report any suspected and/or confirmed malpractice immediately to the Centres SQA Co-ordinator (Stephen Gaughan). Should the malpractice be regarding Stephen, then Centre staff should make immediate contact directly with the SQA to discuss how best to take the matter forward.


LEANRERS:
Learners at the centre should report any suspected and/or confirmed malpractice immediately to the Centres SQA Co-ordinator (Stephen Gaughan) – for both student and employee malpractice allegations. Should the malpractice be regarding Stephen, Learners  should make immediate contact directly with another employee of the Centre to discuss how best to take the matter forward.




MALPRACTICE: TIME-SCALES AND SANCTIONS

Any investigations of Malpractice will be concluded within 28 working days. However, there may be extreme circumstances where this is not achievable. In these instances, an agreed time-scale by both the centre and the complainant will be set in place. In every instance, the final outcome will be given in writing. The investigative stage of any malpractice allegation can be different as such the Centre reserves the right to ask for any: classwork, submitted assessments and discussions with any staff and/or learner to ensure a thorough and unbiased investigation.

Employees can only be found to have been guilty of Malpractice upon investigation. However, depending on the nature of the complaint, staff members may be suspended (on full pay) if it is deemed to be in the interest of the Learners whilst the investigation takes place. The sanction policy is as follows:

5. Informal Warming
6. 1st Written Warning
7. 2ND Written Warning
8. Termination of Contract

Depending on the nature of the Malpractice, the Centre reserves the right to contact the SQA at any given stage in this process and also terminate any contract with staff members if it is deemed to be in the interest of the learners. Any decisions made will be in line with UK and EU Employment Law.
Learners are subjected to the same process as employees. They can be withdrawn from single units and/or whole courses depending on the nature of their concluded malpractice, although no formal notification will be sent to their funding provided (eg SAAS) until after any investigation has been concluded.



APPEALS

EMPLOYEES AND LEARNERS:

At the conclusion of any investigation, both, employees and learners will be given the outcome and justifications for this outcome in writing. Should an individual wish to make an appeal, they must be able to provide evidence that refutes that stated in the outcome. Where this is proven to be the case, the new evidence will be investigated within 28 working days and then a further final outcome, notified in writing, to the employee/learner. 

All appeals should be made in writing to the SQA Co-ordinator.


CENTRE APPEALS:
Centres have the right to appeal a decision where a case of reported malpractice by the centre has been confirmed through investigation by SQA. 

Centres also have the right to appeal a decision in the case of suspected malpractice by a candidate reported by the centre to SQA. 

Candidates have the right to appeal to SQA where: 
· the centre has conducted an investigation, the candidate disagrees with the outcome and has exhausted the centre’s appeals process 
· SQA has conducted an investigation and the candidate disagrees with the decision 









Signature: ____________________________________________		Date:__________



All employees and Learners will sign this declaration, which will be contained within their welcome packs.

RETENTION OF MALPRACTICE INVESTIGATIONS/DOCUMENTATION

Where an investigation of suspected malpractice is carried out, the centre must retain related records and documentation for three years for non-regulated qualifications and six years for regulated qualifications. Records should include any work of the candidate and assessment or verification records relevant to the investigation.

In the case of an appeal to SQA against the outcome of a malpractice investigations, assessment records must be retained for six years.

In an investigation involving a potential criminal prosecution or civil claim, records and documentation should be retained for six years after the case and any appeal has been heard. If the centre is any doubt about whether criminal or civil proceedings will take place, it should keep records for the full six year period.
In the case of an appeal to SQA against the outcome of a malpractice investigation, assessment records must be retained for six years. 
In an investigation involving a potential criminal prosecution or civil claim, records and documentation should be retained for six years after the case and any appeal has been heard. If the centre is any doubt about whether criminal or civil proceedings will take place, it should keep records for the full six year period.
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