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MALPRACTICE & MALADMINISTRATION POLICY AND PROCEDURE

1. Purpose
Insight Training is committed to:
· Protecting learners 
· Ensuring fair and consistent standards 
· Preventing malpractice and maladministration 

All training, assessment, and administration must follow company policies and awarding body requirements.

2. Scope
This policy applies to:
· Trainers / Assessors 
· Internal Quality Assurers (IQAs) 
· Learners 
· All staff involved in delivery and assessment 

3. Key Responsibilities

All Staff Must:
· Follow all policies and procedures 
· Maintain accurate and secure records 
· Report any concerns immediately 

Assessors & Trainers Must:
· Deliver and assess in line with standards 
· Maintain confidentiality of assessment materials 
· Avoid any actions that could unfairly influence results 

4. Definitions

Maladministration (Unintentional Issues)
This is when something goes wrong due to error, poor judgement, or lack of care.

Examples include:
· Not following procedures 
· Incorrect or late certification claims 
· Poor record keeping 
· Delays in responding to quality checks 

Malpractice (Deliberate Misconduct)
This is when someone knowingly breaks the rules and risks the integrity of qualifications.

Examples include:
· Cheating or plagiarism 
· Falsifying records or evidence 
· Sharing or misusing assessment materials 
· Allowing unfair assistance 
· Fraudulent certification claims 

Learner malpractice may include:
· Copying work (plagiarism) 
· Collusion (working together when not allowed) 
· Impersonation 
· Cheating in assessments 

5. Reporting a Concern
Anyone who suspects malpractice or maladministration must:

Step 1: Report Immediately
· Report concerns as soon as possible 
· Submit in writing (email is acceptable) 

Step 2: Include Key Information
Where possible, include:
· Names of people involved 
· Course/qualification details 
· Date(s) of issue 
· Description of the concern 
· Any evidence or witness statements 

6. What Happens Next

Step 3: Acknowledgement
· Insight Training will acknowledge the report within 5 working days 

Step 4: Notify Awarding Body
· Serious concerns will be reported to the relevant Awarding Organisation 


Step 5: Investigation Actions
This may include:
· Reviewing documents and records 
· Requesting further information 
· Interviewing staff or learners 
· Visiting the training site 

All parties must cooperate fully.

Step 6: Timescales
· Investigations aim to be completed within 30 working days 
· If delayed, all parties will be informed 

7. Investigation Process

Who Leads the Investigation?
· Either: 
· The Awarding Organisation, or 
· Insight Training (if instructed) 


8. Possible Outcomes
If malpractice or maladministration is confirmed, actions may include:
· Additional training or monitoring 
· Increased quality assurance checks 
· Suspension of staff or assessors 
· Removal of approval to deliver courses 
· Withholding or cancelling certificates 
· Learner disqualification (in serious cases) 

9. Protecting Learners
Where possible, Insight Training will:
· Minimise impact on learners 
· Arrange reassessment if needed 
· Ensure fair outcomes 

10. Appeals
If a learner or staff member disagrees with a decision:
· They can appeal using the Appeals Policy 
· Appeals must be submitted within the required timeframe 

11. Confidentiality
· All investigations are handled confidentially 
· Identities will be protected where possible 

12. Review
This policy is reviewed regularly and updated as needed.

13. Contact
Concerns should be reported to the Quality Team or Management at Insight Training.
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