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1. Introduction 

As a regulated awarding organisation offering vocational qualifications, CILT(UK) Awarding Organisation (AO) 

is committed to maintaining the validity, reliability and integrity of its qualifications and assessments by 

taking all reasonable steps to prevent the occurrence of malpractice or maladministration in the 

development, delivery and award of qualifications, while meeting regulatory requirements. 

Where there is evidence that CILT(UK) AO and/or regulatory requirements have not been followed in 

relation to a qualification or assessment, CILT(UK) AO will take all reasonable steps to investigate thoroughly.  

Following conclusion of the investigation, if on the balance of probabilities, CILT(UK) AO concludes that 

malpractice or maladministration has occurred, CILT(UK) AO reserves the right to impose sanctions and will 

take all reasonable steps to prevent re-occurrence. 

2. Scope 

This policy applies to all CILT(UK) AO qualifications and assessments, both Institute and Learning Partner-

assessed routes. 

 Define malpractice and maladministration 

 Set out the roles and responsibilities of CILT(UK) AO, Learners, Learning Partners, their staff and 
associates  

 Outline the procedures for dealing with suspected, or actual, incidents of malpractice or 
maladministration.   

3. Regulatory Authorities’ criteria 

CILT(UK) AO is an awarding organisation recognised by The Office of Qualifications and Examinations 
Regulation (Ofqual) in England, Qualification Wales and the Council for the Curriculum, Examinations and 
Assessment (CCEA) Regulation in Northern Ireland.   

In addition to statutory duties, this policy is intended to meet relevant regulatory requirements as set out by 
Ofqual / QW / CCEA and has been compiled with reference to current best practice, including guidance 
issued by the Federation of Awarding Bodies (FAB) and the Joint Council for Qualifications (JCQ).   
  

4. Definitions 

Malpractice  

The term ‘malpractice’ covers any deliberate actions, neglect, default or other practice that compromises, or  

could compromise: 

 The assessment process, including confidentiality of assessment material; 

 The integrity of a regulated qualification; 

 The validity of a result or certificate;  

 The reputation and credibility of CILT(UK) AO; or, 
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 The qualification or the wider qualifications community.  

Malpractice may include a range of issues from the failure to maintain appropriate records or systems to the 

deliberate falsification of records in order to claim certificates.  

Failure by a Learning Partner to deal with an identified issue may in itself constitute malpractice. 

Maladministration 

Maladministration is any activity, neglect, default or other practice that results in the Learning Partner or 

Learner not complying with the specified requirements for delivery of the qualifications as set out in the 

relevant codes of practice, where applicable. 

Learner malpractice 

‘Learner malpractice’ means malpractice by a Learner in the course of any assessment, including on-screen 

or written examination responses, preparation and authentication of assignments, portfolios or other 

coursework, and the presentation of any practical work. 

Examples of Learner malpractice are set out in Section 5., which are intended to be indicative and not an 

exhaustive or definitive list. 

Learning Partner malpractice 

‘Learning Partner malpractice’ means malpractice committed by a member(s) of staff at a Learning Partner 

or associate organisation, or an individual appointed in another capacity by a Learning Partner such as an 

invigilator, an oral language modifier, a practical assistant, a prompter, a reader, a sign language interpreter, 

or a scribe.  

Examples of Learning Partner staff malpractice are set out in Section 5., which are intended to be indicative 

and not an exhaustive or definitive list. 

Appeal 

A process through which an awarding body may be challenged on the outcome of an enquiry about results 
or, where appropriate, other procedural decisions affecting a centre or individual candidates. 
 
Assessment  

The process of making judgements about the extent to which a candidate’s work meets the assessment 
criteria for a qualification or unit (or component), or part of a unit (or component) 
 
Awarding Organisation 

An organisation or consortium that awards qualifications. To be eligible to award regulated qualifications, 
awarding organisations must meet the requirements of the regulatory authorities. 
 
Learner 

A person who is registered to take a qualification and to be assessed as part of that qualification. 
 
Learning Partner (Centre) 
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An organisation undertaking the delivery of an assessment (and potentially other activities) to Learners on 
behalf of an awarding organisation.  Centres are typically educational institutions, training providers, or 
employers. 
 
Qualification 

An award made by an awarding body for demonstration of achievement or competence.  To be eligible to 
award regulated qualifications, awarding organisations must meet the requirements of the regulatory 
authorities. 
 
Regulatory authorities 

Government-designated statutory organisations required to establish national standards for qualifications and 
secure consistent compliance with them e.g. Ofqual in England, Qualification Wales and CCEA Regulation in 
Northern Ireland. 

 

5. Types of malpractice (including examples) 

Learner Malpractice 

Malpractice by a Learner in assessment can occur in:  

 The compilation of portfolios of internal assessment evidence 

 The presentation of practical work 

 The preparation and authentication of coursework 

 Conduct during a Learning Partner-marked (internal) assessment 

 Conduct during an Awarding Organisation-marked (external) assessment. 

Examples of Learner malpractice include:  

 Unauthorised access to assessment material prior or following an assessment 

 Plagiarism: Failure to acknowledge sources properly and/or the submission of another person’s work as 

if it were the Learner’s own 

 Collusion with others when an assessment must be completed by individual Learners, including talking, 

written notes, electronic devices or non-verbal communication 

 Copying from another Learner (including using ICT to do so) or knowingly allowing another student to 

copy from their own work 

 Personation: assuming the identity of another Learner or having someone assume your identity during 

an assessment 

 Inclusion of inappropriate, offensive, discriminatory or obscene material in assessment evidence. This 

includes vulgarity and swearing that is outside of the context of the assessment, or any material of a 

discriminatory nature (including racism, sexism and homophobia) 
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 Inappropriate and/or disruptive behaviour during an assessment that causes disruption to others. This 

includes shouting and/or aggressive behaviour or language and having an unauthorised electronic device 

that causes a disturbance during the assessment or damaging another Learner’s work. 

 Frivolous content: Producing content that is unrelated to the assessment in scripts or coursework 

 Unauthorised aids: Physical possession of unauthorised materials (including mobile phones, MP3 

players, earpieces and other technological aids, notes, study guides, etc.) during the assessment 

 Failure to follow instructions of an invigilator, supervisor or CILT(UK) AO representative in relation to 

assessment rules and regulations 

 Fraudulent claims for Reasonable Adjustments and/or Special Consideration and/or Malpractice 

 Procurement of assessment evidence from a third party (e.g. essay mill, ghost writing, social media) 

submitted as the Learner’s own work. 

There may be other examples of Learner malpractice that may undermine the integrity of qualifications.  

Learning Partner Malpractice 
 

Malpractice in assessment can occur in:  

 The compilation of portfolios of internal assessment evidence 

 The presentation of practical work 

 The preparation and authentication of coursework 

 Conduct during an internal assessment 

 Conduct during an external assessment. 

Examples of Learning Partner malpractice include:  

 Failure to adhere to CILT(UK) AO awarding organisation policies, procedures and stated requirements 
(e.g. with regard to assessment invigilation and Learner identification)  

 Failing to carry out investigations or otherwise comply with the Learning Partner’s Malpractice policy 
submitted to CILT(UK) AO 

 Insecure storage of assessment instruments and marking guidance 

 Changing assessment arrangements, e.g. date and/or timings and/or venue without permission from 
the awarding organisation 

 Misuse of assessments, including inappropriate adjustments to assessment decisions 

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

 Failure to comply with awarding organisation procedures for managing and transferring accurate 
Learner data. 

 Excessive direction from assessors to Learners on how to meet standards 
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 Failure to adhere to or to attempt to circumnavigate the CILT(UK) AO Reasonable Adjustments and 
Special Consideration policies and/or falsify information relating to the authorisation of reasonable 
adjustments or special consideration for Learners 

 Fraudulent claims for Reasonable Adjustments and/or Special Consideration and/or Malpractice 

 Deliberate falsification of records in order to claim certificates 

 Deliberate falsification of records to gain CILT(UK) AO Learning Partner Approval 

 A breach of security (e.g. failure to keep exam material secure, unauthorised access to assessment 
material prior or following an assessment, tampering with coursework, unauthorised damage to and/or 
disposal of scripts etc.) 

 Deception (e.g. manufacturing evidence of competence, fabricating assessment or internal verification 
records) 

 The provision of improper assistance to Learners (e.g. permitting the use of a reasonable adjustment 
over and above the extent permitted by awarding organisation policy, prompting Learners in 
assessments by means of signs or verbal or written prompts) 

 Colluding with, or permitting collusion, or failing to report a Learner or Learning Partner staff in any 
activity that constitutes malpractice 

 Knowingly assisting in and/or failing to report to CILT(UK) AO instances of Learner and /or Learning 
Partner malpractice  

 Any action likely to lead an Adverse Effect under the Ofqual / QW / CCEA “Conditions of Recognition” 

There may be other examples of Learning Partner malpractice that may undermine the integrity of 
qualifications.  
 
 

6. Roles and responsibilities 

Awarding Organisation 
 
CILT(UK) AO are responsible for:  

 Taking all reasonable steps to prevent any malpractice or maladministration 

 Ensuring they have written up to date procedures in place for the investigation of suspected or alleged 
malpractice or maladministration 

 The investigation of suspected or alleged malpractice or maladministration 

 Carrying out or overseeing investigations of cases (or suspected cases) of malpractice/maladministration 
to establish whether it has occurred 

 Promptly taking all reasonable steps to prevent (or mitigate) any adverse effects arising from the 
malpractice/maladministration 

 Keeping under review the arrangements put in place by Learning Partners for preventing and 
investigating malpractice and maladministration 

 Providing guidance to Learning Partners (upon request) as to how best to prevent, investigate, and deal 
with malpractice and maladministration 

 Taking reasonable steps to prevent any malpractice or maladministration from recurring 
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 Taking appropriate and proportionate action against those who are responsible for the 
malpractice/maladministration 

 Applying appropriate sanctions in line with published sanctions policy 

 Reporting the incident to Ofqual and other regulators, where appropriate 

 Informing Learning Partners and other awarding organisations of the malpractice/maladministration, as 
appropriate  

 Reporting the matter to the police, where CILT(UK) AO has reason to believe that a criminal act has been 
committed (e.g. where malpractice has led to fraud) 

 Maintain secure records of malpractice cases including documents and evidence for 3 years after the 
investigation outcome. 

 

Learning Partners 
 
CILT(UK) AO Learning Partners /CILT(UK) AO approved Learning Partner staff are responsible for:  

 Immediately notifying the awarding organisation of any incidents, or suspected incidents of  
malpractice/maladministration as required by CILT(UK) AO policies 

 Advising Learners of the CILT(UK) AO and Learning Partner policies regarding 
malpractice/maladministration during their induction 

 Advising Learners of all relevant CILT(UK) AO examination and assessment policies and requirements in a 
timely manner 

 Ensure that Learners are aware that the personal data shared with CILT(UK) AO via the Learning Partner 
for the purposes of administration and delivery of their qualification, may be used by CILT(UK) AO to 
contact them directly for information in relation to CILT(UK) AO policies, including during a malpractice 
investigation 

 Taking reasonable steps to prevent malpractice/ maladministration from arising 

 Complying with published CILT(UK) AO malpractice procedures 

 Being vigilant to possible instances of malpractice and maladministration within the Learning Partner 

 Implementing systems and procedures for recording all suspected instances of Learner malpractice and 
making this information available to the awarding organisation during quality assurance activities on site 
and/or on request 

 Maintaining confidentiality in relation to any malpractice investigation.  This includes details of the 
complainant or whistleblower, the alleged Learner(s) or Learning Partner staff and the nature of the 
incident, in accordance with the principles and detail of the General Data Protection Regulation 

 Assisting with/responding to any CILT(UK) AO requests for information and making this available in a 
timely manner 

 Co-operating with CILT(UK) AO malpractice/maladministration investigations in a timely manner 

 Carrying out investigations of malpractice under the guidance of CILT(UK) AO (where appropriate) in a 
timely manner 

 Implementing any actions required during and after investigation into a case of malpractice in a timely 
manner 

 In cases of suspected Learning Partner malpractice, communicate to relevant staff any warnings or 
notification of sanctions or penalties and ensure any corrective action requested by CILT(UK) AO is taken 
in a timely manner 
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 Taking action required to prevent the recurrence of malpractice/maladministration in a timely manner, 
including review and updating of internal quality assurance procedures 

 Maintain secure records of all malpractice cases, in accordance with General Data Protection Regulation 
(GDPR), including investigation details, written statements, relevant Learner work, internal assessment 
records and details of remedial action for 3 years after the investigation outcome. 

 
Invigilators 
 
It is the responsibility of the Invigilator to inform CILT(UK) AO  in writing and the Head of Learning Partner of 
any suspected malpractice identified.  Failure to report suspected malpractice by internal assessors will be 
treated as malpractice in itself and investigated in accordance with this policy and its procedures.   
 

Learning Partner assessment staff 
 
It is the responsibility of Learning Partner assessment staff to inform CILT(UK) AO  in writing and the Head of 
Learning Partner of any suspected malpractice identified.  Failure to report suspected malpractice by internal 
assessors will be treated as malpractice in itself and investigated in accordance with this policy and its 
procedures.   
 

CILT(UK) AO Examiners, Moderators and Assessors 
 
Examiners and Moderators who suspect malpractice in an examination or assessment must report this 
suspicion immediately.  Examiners are required to identify Learner numbers and suspect questions in the 
report. 

7. Dealing with cases of suspected malpractice 
 
Stages 

The CILT(UK) AO process for dealing with malpractice allegations consists of the following stages: 

 Identification and reporting 

 Awarding organisation response 

 Notifying the regulatory authorities 

 Investigation  

 Report  

 Decision  

 Sanctions and penalties 

 Appeals against decisions 

 Maintaining records  

 Alerting other awarding organisations. 

Communication 



 

AO/REG/0043 – V4.0 (July 2022)     8 

CILT(UK) AO will communicate with the Head of Learning Partner (or senior staff member assigned by the 

Head of Learning Partner in writing to CILT(UK) AO and affected Learner(s) regarding malpractice and/or 

maladministration.   

Where CILT(UK) AO deems it appropriate to an investigation, CILT(UK) AO will advise the Head of Learning 
Partner in writing where it proposes to deal directly with Learner(s).  Once advised by CILT(UK) AO, the 
Learning Partner should not ordinarily communicate further with affected Learner(s), except where advised 
by CILT(UK) AO. 
 
Where CILT(UK) AO deems it appropriate to an investigation, CILT(UK) AO may communicate directly with 
members of Learning Partner staff who have been accused of malpractice.  If the Head of Learning Partner is 
under investigation, communications may be made with other appropriate authorities.   
 

Identification and Reporting 

Individuals (whether a Learner, Learning Partner staff or Awarding Organisation staff) who identify or are 
made aware of suspected, or actual, incidents malpractice or maladministration must inform the CILT(UK) AO 
Awarding Organisation immediately.  This is essential in order to prevent the issue of erroneous results and 
certificates.   
 
Informing CILT(UK) AO 
 
Complete the Notification of Suspected Malpractice and/or Maladministration Form at the earliest 
opportunity, where possible, available with this policy on the CILT(UK) AO website: 
https://ciltuk.org.uk/Qualifications  
 
The completed form should be sent, attaching relevant supporting evidence to: ao@Ciltuk.org.uk  
 
Whistleblowing – Protecting identity in reporting suspected cases of malpractice 

 CILT(UK) AO is unable to accept or act upon allegations of malpractice received anonymously 

 CILT(UK) AO will seek the permission to use the name of the individual reporting the case to communicate 

the details of the allegation to the Learning Partner and to find out whether the Learning Partner’s internal 

procedures have been exhausted.  

 If the individual does not grant permission to use their name, and the allegation still merits investigation, 

the CILT(UK) AO will take all reasonable steps to preserve their anonymity in bringing the matter to the 

attention of the Head of Learning Partner or their nominee 

 Those reporting suspected malpractice should be aware that non-disclosure of their identity by CILT(UK) 

AO may restrict the scope of a CILT(UK) AO investigation 

 However, CILT(UK) AO may be required to disclose an informant’s identity to: 

o The relevant qualification regulatory authorities 

o The police, fraud prevention or other law enforcement agencies (to investigate or prevent crime, 

including fraud) 

o The courts (in connection with court proceedings) 

o Another person or organisation to whom we are required by law to disclose this information. 

https://ciltuk.org.uk/Qualifications
mailto:ao@Ciltuk.org.uk
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 They should also be aware that CILT(UK) AO disclosing the circumstances of the incident to relevant parties 

as part of the investigation may make the individual identifiable, even if their identity is not disclosed by 

CILT(UK) AO. 

 Please note that investigations are confidential and CILT(UK) AO will not be in a position to provide 

progress updates to third parties. 

Awarding Organisation Response 

CILT(UK) AO will review the completed form and information provided and decide on the appropriate course 

of action:  

 Take no further action 

 Ask the Head of Learning Partner to conduct a full investigation into the alleged malpractice and submit a 
written report (if it has not done so already) 

 Investigate the matter directly (or nominate a third party to carry the investigation on CILT(UK) AO’s 
behalf) 

 Consider whether the qualification regulatory authorities should be notified of the matter. In the event of 
a potential Adverse Effect, e.g. cases with alleged fraud or serious threat to the integrity of certification 
regulated awarding bodies are required to report the matter to the appropriate regulatory bodies.  The 
CILT(UK) AO and the Learning Partner are required to co-operate in full, providing information and taking 
the appropriate action. 

Affected Learners will not be allowed to register for any further CILT(UK) AO assessments until the 

investigation is concluded.   

The review will take place at the earliest opportunity after receipt of a written submission and no later than 

20 working days after receipt.  

Investigation 

The fundamental principle of investigations is to conduct them in a fair, reasonable and legal manner, ensuring 
that all relevant information is considered without bias.  Under normal circumstances, CILT(UK) AO will deal 
directly with the Head of Learning Partner.   

CILT(UK) AO will select investigator(s) that have no personal interest in the outcome.  

Investigation Objectives 
 

 Establish the facts relating to allegations/complaints in order to determine whether any irregularities have 

occurred. It is important to remember that just because an allegation has been made it should not be 

assumed that malpractice has actually occurred 

 Establish the facts, circumstances, and scale of the alleged malpractice. In considering the scale of the 

malpractice it is important that the investigation is not too narrowly focused and considers the broader 

impact the malpractice could have had on the Learning Partner, Learners and qualifications.  

 Identify the cause of the irregularities and those involved 

 Identify and, if necessary, take action to minimise the risk to current Learners and requests for certification 

 Evaluate any action already taken by the Learning Partner 
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 Determine whether remedial action is required to reduce the risk to current Learners and to preserve the 

integrity of the qualification 

 Ascertain whether any action is required in respect of certificates already issued 

 Obtain evidence to support any sanctions to be applied to the Learning Partner, and/or to members of 

staff, in accordance with awarding organisation procedures 

 Identify any patterns or trends 

 Identify any changes to policy or procedure that need to be made by CILT(UK) AO body and/or the Learning 

Partner(s). 

CILT(UK) AO will aim to complete investigations within 40 working days of all relevant information being 

received. 

During the Investigation 
 
During any investigation the following principles will be adhered to:  

 Confidentiality – by their very nature investigations usually necessitate access to information that is 

confidential to a Learning Partner or individuals. All material collected as part of an investigation must be 

kept secure and not normally disclosed to any third parties (other than the regulatory or law enforcement 

authorities, where appropriate) 

Rights of individuals –where an individual is suspected of malpractice they will: 

 Be informed of the allegation made against them (preferably in writing) and the evidence that supports 

the allegation 

 They will be provided with the opportunity to consider their response to the allegation and submit a 

written statement or seek advice, if they wish to 

 They should also be informed of what the possible consequences could be if the malpractice is proven and 

of the possibility that other parties may be informed e.g. the regulatory authorities, law enforcement 

authorities, the funding agency and professional bodies 

 The appeals process will also be communicated to them 

 During investigations it is probable that individuals will need to be interviewed to gather information on 

the alleged malpractice.   Interviews may also be conducted by telephone or via video call or meeting 

applications such as Skype, Teams, or Zoom 

 Where Learning Partner staff members are interviewed during an investigation that is being carried out 

by the Learning Partner, these interviews should be carried out in line with Learning Partner policy and 

procedures (including the Learning Partner’s policy for conducting disciplinary enquiries).  Learning 

Partner staff may request that they are accompanied by a friend or colleague and these requests should 

be processed in line with Learning Partner policy  

 Where a Learner is to be interviewed and they are a minor or vulnerable adult, the Learning Partner should 

consider the need to have a parent or guardian or carer present or to have the permission of a parent or 

guardian or carer prior to the interview taking place 
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 Where legal advisors are to be present during interviews this must be made known to other parties  

involved (including CILT(UK) AO) in a timely manner to provide them  with the same opportunity to be 

similarly supported.  

Retention and storage of evidence and records  

 All relevant documents and evidence will be retained for a minimum of three years after the date of the 

final outcome issued by CILT(UK) AO regarding the case. 

Decisions and action plans 

 All conclusions and decisions will be based on evidence.  A course of proposed action should be identified, 

agreed between the Learning Partner and CILT(UK) AO, implemented and monitored by CILT(UK) AO to 

the point of completion.  The actions should address the improvements that are required to the Learning 

Partner’s policies and procedures as well as any action that is related to staff or other resources. 

Sanctions  

 Any sanctions applied to Learning Partner by CILT(UK) AO will be commensurate with the level of non-
compliance identified (and evidenced) during the investigation and will be in line with CILT(UK) AO ‘s 
Sanctions policy. 
 

Report 

Where the investigation into the alleged malpractice has been carried out by the Learning Partner, the Head 
of Learning Partner or their nominee must submit a written report to the CILT(UK) AO. 

Where the investigation into the alleged malpractice has been carried out by the CILT(UK) AO, the responsible 
CILT(UK) AO member of staff/representative should provide a written report.  

The report should be accompanied by the following documentation, as appropriate: 

 a statement of the facts, including a clear and detailed account of the circumstances of the alleged 
malpractice and an objective assessment of the evidence gathered; 

 the evidence relevant to the allegation, such as written statement(s) from the teacher(s), invigilator(s), 
assessor, internal verifier(s) or other staff who are involved; 

 written statement(s) from the candidate(s) in their own words; 

 information about the centre’s procedures for advising candidates and centre staff of the awarding bodies’ 
regulations; 

 seating plans showing the exact position of candidates in the examination room; 

 unauthorised material found in the examination room or photographs of material which cannot be 
submitted to an awarding body; 

 any candidate work and any associated material (e.g. source material for coursework) which is relevant to 
the investigation such as internal assessment or verification records 

 any teaching resources/material relevant to the investigation;  

 details of the actions to be taken by the Learning Partner to mitigate the impact of any malpractice or 
actions to be taken to avoid a recurrence and ensure the integrity of assessment and/or certification 

 Any mitigating factors or evidence that should be considered. 
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In those cases where the CILT(UK) AO carries out its own investigation, the Head of Learning Partner or their 
nominee will be provided with an opportunity to comment on the factual accuracy of the investigation report 
before it is finalised. 

The investigation report will be submitted to the Awarding Organisation Manager for a final decision on the 
investigation. 
 
The decision stage will aim to:  
 

 Identify the regulatory/Learning Partner approval criteria which it is alleged have been compromised 

 Consider the facts of the case 

 Decide using the facts that, based on the balance of probabilities, whether malpractice has occurred 

 Establish who is responsible if criteria have been compromised 

 Determine an appropriate level of remedial action to be applied. 

In the event of malpractice by a Learning Partner, the CILT(UK) AO will consider action to: 

 Minimise the risk to the integrity of certification now and in the future 

 Maintain public confidence in the delivery and awarding of qualifications 

 Discourage others from doing likewise 

 Ensure there has been no gain from compromising our standards 

 Advise the regulatory authorities of the outcome, where relevant.  

 
In the event of malpractice by a Learner, CILT(UK) AO will consider the remedial action being taken by the 

Learning Partner and advise on its appropriateness.   

CILT(UK) AO’s decision to take further action following the outcome of the investigation will be based only on 

the evidence available. The decision aims to be justifiable, reasonable and consistent.  

Communicating the decision  
 
CILT(UK) AO will normally inform the individuals under investigation directly in writing.  Where appropriate, 
the Head of Learning Partner will be made aware of the outcome.   
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8. Sanctions and Penalties 

CILT(UK) AO will impose sanctions on Learners, Learning Partner Staff and Learning Partners responsible for 

malpractice in order to: 

 Minimise the risk to the integrity of the qualifications, both now and in the future. 

 Ensure that only those Learners who have reached the required standard are awarded the qualification 

 Maintain the confidence of the public in the delivery and awarding of qualifications 

 Ensure as a minimum that there is nothing to gain from breaking the regulations 

 Deter others from doing likewise.  

CILT(UK) AO will determine the application of a sanction according to the evidence presented, the nature 
and circumstances of the malpractice, and the type of qualification involved.     

Examples are set out below and further details are available in Appendices 1-3. 

Learner sanctions 

 A warning (that if the offence is repeated within a set period of time that further specified sanctions will 
be applied) 

 Loss of marks/recognition for a section, component, unit etc 

 Disqualification from a unit, whole qualification or all qualifications taken in that series 

 Debarral from entering one or more exams for a specified period of time. 

Learning Partner Staff (individual) sanctions 

 A written warning 

 A requirement to undergo training before they are involved in the delivery and/or assessment of the 
qualification in the future. This may include an on-going period of supervision/regular monitoring 

 Imposition of special conditions on the future involvement (in qualification delivery and/or assessment) 
of a member of Learning Partner staff 

 Suspension from any involvement in the administration, delivery and/or assessment of a qualification (or 
all of the awarding body’s qualifications. 

Learning Partner (organisation) sanctions 

 A review and report action plan (issued to the Learning Partner, requiring improvement activity and 
regular reporting of progress by the Learning Partner) 

 Additional monitoring or inspection (for example, increased frequency of external verification and 
increased sampling across the qualification or Learning Partner as a whole) 

 Removal of direct claims status (requiring all certificate requests to be authorised by the external 
verifier) 

 Restrictions on examination and assessment materials (e.g. delivery shortly before intended time of use, 
supervision of distribution by the awarding body, collection of scripts by the awarding body etc.) 

 A requirement for the use of independent invigilators (at the Learning Partner’s own expense)  

 Suspension of access to registration of Learners 

 Suspension of access to Learner certification 

 Withdrawal of qualification approval 
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 Withdrawal of Learning Partner approval. 

Determining and applying sanctions 

 Sanctions will be based only on the evidence available, using the sanctions set out in Appendices 1-3 

 All sanctions must be justifiable and reasonable in their scale, and consistent in their application. 

 CILT(UK) AO will normally impose sanctions on individuals found guilty of malpractice.   

 These will usually be the Learner(s) or the responsible member(s) of staff.  However, when malpractice is 
judged to be the result of a serious management failure within a department or the whole Learning 
Partner, the awarding body may apply sanctions against the Learning Partner 

 In these cases, CILT(UK) AO may make special arrangements to safeguard the interests of Learners who 
might otherwise be adversely affected. 

Learners affected by (but not involved in) a malpractice case 

 CILT(UK) AO will endeavour to protect Learners who, through no fault of their own, are caught up in a 
malpractice incident. It should, however, be accepted that there may be instances where the work 
submitted for assessment does not represent the efforts of the individual Learners and it may not be 
possible to give those Learners a result, or permit a result to be retained. 

 When considering the action to be taken, awarding bodies will balance responsibilities towards the rest 
of the cohort and the individuals caught up in the malpractice incident. 

 Results may also not be issued or may be revoked in cases where malpractice has occurred but it was 
not established clearly who was to blame. 

 In cases where it is not reasonable or possible to determine responsibility for malpractice, and where it 
is clear that the integrity of the examination or assessment has been impaired in respect of an individual 
or individuals, CILT(UK) AO may decide not to accept the work submitted or undertaken for assessment, 
or may decide it would be unsafe to make awards or permit awards to be retained 

 In these cases the Learner(s) may re-take, where available, the examination/assessment at the next 
opportunity or, where the qualification permits, provide additional proof of competence 

 Sanctions will be chosen from a defined range, in order to reflect the particular circumstances of each 
case and any mitigating factors. The level of sanction for a particular offence is set out in Appendices 1-3   

 CILT(UK) AO reserves the right to apply sanctions flexibly, outside of the defined ranges, if particular 
mitigating or aggravating circumstances are found to exist. 

 

9. Appeals against Malpractice decisions 

Please consult the CILT(UK) AO Appeals policy and procedures document available on the CILT(UK) AO website 
for details of the Appeals process. 
  

10. Maintaining Records of investigations 

In conducting an investigation, Learning Partners are required to retain the following records and 
documentation for 3 years from the date of the final outcome of the case.  In an investigation involving a 
criminal prosecution or civil claim, records and documentation should be retained for the required period after 
the case and any appeal has been heard.  Records should include:  
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 A report containing a statement of the facts, a detailed account of the circumstances of alleged 
malpractice, and details of any investigations carried out by the Learning Partner into the suspected case 
of Learner malpractice 

 Written statements from the Learning Partner staff and Learners involved 

 Any work of the Learner and internal assessment or verification records relevant to the investigation 

 Details of any remedial action taken to ensure the integrity of certification now and in the future. 

 

11. Alerting other awarding bodies 

The qualification regulatory authorities require that CILT(UK) AO notifies other awarding organisations of 

cases of malpractice that could have an Adverse Effect and where these cases are likely to impact on the 

other awarding organisations.   CILT(UK) AO must pay due regard to this requirement and notify other 

awarding organisations, as appropriate.  

This will usually be appropriate where:  

 The Learning Partner where the Adverse Effect has occurred (or is suspected) is also approved with 

another awarding organisation (for the same or different qualifications) and the (suspected) malpractice 

could potentially impact on the activities undertaken on behalf of that other awarding organisation 

 The Learning Partner where the incident has occurred (or is suspected) is also approved with another 

awarding organisation for the same qualifications and there is the potential for the Learning Partner to 

move their operations to the other awarding organisation in an attempt to avoid sanctions and continue 

sub-standard practices 

 The Learning Partner where the malpractice has occurred (or is suspected) has indicated that they are 

seeking approval with another awarding organisation (for the same or different qualifications). 
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Appendix 1:  Learner sanctions 

CILT(UK) AO awarding organisation will determine the application of a sanction according to the evidence 

presented, the nature and circumstances of the malpractice, and the type of qualification involved. 

Not all the sanctions are appropriate to every type of qualification or circumstance.  Sanctions may be 

applied individually or in combination.  Appendices 4-6 of the JCQ “Suspected Malpractice Policies and 

Procedures” document provides indicative examples of how sanctions may be applied. 

In addition to AO sanctions, Heads of Learning Partner may wish to take further action themselves in cases 

of Learner malpractice. 

CILT(UK) AO awarding organisation may its discretion, impose the following sanctions against Learners: 

 Learners: 

1. Warning 

The Learner is issued with a warning that if he/she commits malpractice within a set period of time, further 

specified sanctions will be applied. 

2. Loss of all marks for a section 

The Learner loses all the marks gained for a discrete section of the work. A section may be part of a 

component, or a single piece of non-examination assessment if this consists of several items. 

3. Loss of all marks for a component 

The Learner loses all the marks gained for a component. Where a component is more often a feature of a 

linear qualification than a unitised qualification, and so this sanction can be regarded as an alternative to 

sanction 4.  

Some units also have components, in which case a level of sanction between numbers 2 and 4 is possible. 

4. Loss of all marks for a unit 

The Learner loses all the marks gained for a unit. This sanction can only be applied to qualifications which are 

unitised. For linear qualifications, the option is sanction 3. 

5. Disqualification from a unit 

The Learner is disqualified from the unit.  This sanction is only available if the qualification is unitised. For 

linear qualifications the option is sanction 7. 

6. Disqualification from all units in one or more qualifications 

If circumstances justify, sanction 5 may be applied to other units taken during the same examination or 

assessment series. (Units which have been banked in previous examination series are retained.) 

This sanction is only available if the qualification is unitised. For linear qualifications the option is sanction 8. 

7. Disqualification from a whole qualification 
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The Learner is disqualified from the whole qualification taken in that series or academic year.  For unitised 

qualifications, any units banked in a previous examination series are retained, but the units taken in the 

present series are lost.  It may also be used with linear qualifications. 

8. Disqualification from all qualifications taken in that series 

If circumstances justify, sanction 7 may be applied to other qualifications.  For unitised qualifications, any 

units banked in a previous examination series are retained, but the units taken in the present series are lost.  

It may also be used with linear qualifications. 

9. Learner debarral 

The Learner is barred from entering for one or more examinations or qualifications.  The period of time that 

this will be applied for will be at the discretion of CILT(UK) AO AO.  This sanction is applied in conjunction 

with any of the other sanctions above, (other than sanction 1 warning) if the circumstances warrant it. 

Unless a sanction is accompanied by a bar on future entry, all Learners penalised by loss of marks or 

disqualification, may re-take the component(s), unit(s) or qualification(s) affected in the next examination 

series or assessment opportunity if the specification permits this. 
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Appendix 2:  Learning Partner staff (individual) sanctions 

In cases of Learning Partner staff malpractice, the primary role of the awarding body is to consider whether 

the integrity of its examinations and assessments has potentially been compromised. 

CILT(UK) AO will consider whether that integrity might potentially be compromised if an individual found to 

have committed malpractice were to be involved in the future conduct, supervision or administration of the 

awarding body’s examinations or assessments. 

It is not the role of the awarding body to be involved in any matter affecting the member of staff’s or 

contractor’s contractual relationship with his/her employer or engager. 

CILT(UK) AO AO recognises that as employers, Learning Partners may take a different view of an allegation to 

that determined by the awarding body.  An employer may wish to finalise any decision regarding staff after 

CILT(UK) AO AO has reached its conclusion regarding the case 

In determining the appropriate sanction , CILT(UK) AO AO will consider factors including: 

• the potential risk to the integrity of the examination or assessment; 

• the potential adverse impact on Learners; 

• the number of Learners and/or Learning Partners affected; and 

• the potential risk to those relying on the qualification (e.g. employers or members of the public). 

The awarding body may consider, at its discretion, mitigating factors supported by appropriate evidence. 

Ignorance of the regulations will not, by itself, be considered a mitigating factor. 

Sanctions may be applied individually or in combination.  Not all the sanctions are appropriate to every type 

of qualification or circumstance.  Appendices 4-6 of the JCQ “Suspected Malpractice Policies and Procedures” 

document provides indicative examples of how sanctions may be applied. 

Where a member of staff or contractor has been found guilty of malpractice, CILT(UK) AO may impose one 

or more of the following sanctions or penalties: 

1. Written warning 

Issue the member of staff with a written warning that if he/she commits malpractice 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 its examinations and/or assessments, to 

undertake specific training or mentoring within a particular period of time and a review process at the end of 

the training. 

3. Special conditions 

Impose special conditions on the future involvement in its examinations and/or assessments by the member 

of staff, whether this involves the internal assessment, the conduct, supervision or administration of its 

examinations and assessments. 
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4. Suspension 

Bar the member of staff from all involvement in the delivery or administration of its examinations and 

assessments for a set period of time. Other awarding bodies, regulatory authorities, and other relevant 

organisations (e.g. professional bodies) may be informed when a suspension is imposed.  

 These sanctions will be notified to the Head of Learning Partner who must ensure that they are carried 
out 

 If a member of staff moves to another Learning Partner while being subject to a sanction, the Head of 
Learning Partner must notify CILT(UK) AO AO of the move 

 CILT(UK) AO reserves the right to inform the Head of Learning Partner to which the staff member is 
moving to, as to the nature of, and the reason for the sanction 

 If a Learning Partner changes awarding body for a qualification, and a member of staff involved in the 
delivery or assessment of the qualification is subject to a sanction, the head of Learning Partner must 
notify the new awarding body 

 CILT(UK) AO may, at its discretion, ask for monitoring activity to be undertaken, or a plan devised to 
provide assurance that sanctions against Learning Partner staff are being appropriately applied.   
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Appendix 3:  Learning Partner (organisation) sanctions 

The CILT(UK) AO awarding organisation will determine the application of a sanction according to the 

evidence presented, the nature and circumstances of the malpractice, and the type of qualification involved. 

Not all the sanctions are appropriate to every type of qualification or circumstance.  These sanctions may be 

applied individually or in combination.  Appendices 4-6 of the JCQ “Suspected Malpractice Policies and 

Procedures” document provides indicative examples of how sanctions may be applied. 

CILT(UK) AO awarding organisation may its discretion, impose the following sanctions against Learning 

Partners: 

1. Written warning 

A letter to the Head of Learning Partner advising of the breach and warning of the further action that may be 

taken (including the application of sanctions and special conditions) should there be a recurrence of this 

breach, or subsequent breaches at the Learning Partner. 

2. Review and report procedures/action plans 

The Head of Learning Partner will be required to review the Learning Partner’s procedures for the conduct or 

administration of a particular examination/assessment, or all examinations/assessments in general. 

The Head of Learning Partner will additionally be required to report back to the CILT(UK) AO AO on 

improvements implemented by a set date. 

Alternatively, an action plan will be agreed between the awarding body and the Learning Partner, and will 

need to be implemented as a condition of continuing to accept entries or registrations from the Learning 

Partner. 

3. Approval of specific assessment tasks 

The approval by CILT(UK) AO AO of specific assessment tasks in situations where these are normally left to 

the discretion of the Learning Partner. 

4. Additional monitoring or inspection 

Increase, at the Learning Partner’s expense, the normal level of monitoring that takes place in relation to the 

qualification(s). 

5. Restrictions on examination and assessment materials 

For a specified period of time, a Learning Partner will be provided with examination papers and assessment 

materials shortly before such papers and materials are scheduled to be used. These papers will be opened 

and distributed under the supervision of the awarding body officer (or appointed agent) responsible for the 

delivery. 

The Learning Partner might also be required to hand over to an awarding body officer (or appointed agent) 

the completed scripts and any relevant accompanying documentation, rather than using the normal script 

collection or despatch procedures. 
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These measures may be applied for selected subjects or all subjects. 

6. Independent invigilators 

The appointment for a specified period of time, at the Learning Partner’s expense, of independent 

invigilators to ensure the conduct of examinations and/or assessments is in accordance with the published 

regulations. 

7. Suspension of Learner registrations or entries 

An awarding body may, for a period of time, or until a specific matter has been rectified, refuse to accept 

Learner entries or registrations from a Learning Partner. This may be applied for selected subjects / 

occupational areas or all subjects / occupational areas. 

8. Suspension of certification 

An awarding body may, for a period of time, or until a specific matter has been rectified, refuse to issue 

certificates to Learners from a Learning Partner  

10. Withdrawal of approval for a specific qualification(s) 

An awarding body may withdraw the approval of a Learning Partner to offer one or more qualifications 

issued by that awarding body. 

11. Withdrawal of Learning Partner recognition 

The awarding body may withdraw recognition or approval for the Learning Partner.  This would mean that 

the Learning Partner will not be able to deliver or offer students the respective awarding body’s 

qualifications.  The regulatory authorities, awarding bodies and other appropriate authorities will be 

informed if this action is taken. 

At the time of withdrawal of Learning Partner recognition, where determined by an awarding body, a 

Learning Partner will be informed of the earliest date at which it can re-apply for registration and any 

measures it will need to take prior to this application. 

Learning Partners which have had CILT(UK) AO accreditation withdrawn should not assume that re-approval 

will be treated as a formality. 

 Any expense incurred in ensuring compliance with the sanctions and/or special conditions must be 

borne by the Learning Partner.  

 If the head of Learning Partner leaves whilst the Learning Partner is subject to any sanctions or special 

measures, CILT(UK) AO AO will, if approached to do so, review the need for the continuation of these 

measures with the new head of Learning Partner  


