
 

1 
 

 

Malpractice and Maladministration Policy 
 
 

Colfe's Leisure Centre is committed in its service provision to offer standards of the highest quality 

, Striving to continually achieve this benchmark assists in the maintenance of Colfe's Leisure Centre 

quality assurance standards. 

 

1. Policy Aim and Purpose 

 

The aim of this policy is to safeguard the integrity and credibility of Colfe's Leisure Centre, ensure the 

avoidance of malpractice and maladministration in every aspect of the delivery, assessment for those 

RLSS qualifications made available, or proposed to be made available, and provide a robust and 

transparent framework for the identification and management of malpractice and maladministration by: 

 

a) Establishing principles and standards to govern the actions of individuals connected to 
qualification assessment. 

b) Establishing clear standards for dealing with malpractice and maladministration. 

c) Reducing the possibility of malpractice and maladministration in every aspect of the qualification 

assessment. Providing the means to identify and resolve malpractice and maladministration 

 

This policy applies, but is not limited to Colfe's Leisure Centre workforce, which includes, Advisors and 

Learners 

 

2. Definition of Malpractice 

 

Malpractice is defined as those deliberate or neglectful acts, which undermine the integrity and validity of 

assessment, the certification of qualifications and/or compromise the credibility and authority of those 

responsible for conducting these processes. By way of example, these acts may include, but are not 

exhaustive of the following: 

 

a) Failure to adhere to RLSS qualification/Centre eligibility criteria. 

b) Denial of access to resources (premises, records, information, Learners and staff) by any 

authority Colfe's Leisure Centre member of staff/representative and/or its qualification 

regulators. 

c) Failure to carry out delivery, internal assessment or internal verification in accordance with our 

requirements. 

d) Failure to adhere to learner registration and certification procedures. 

e) Fraudulent claims for certificates. 

f) Intentional withholding of information from Colfe's Leisure Centre, which is critical to 

maintaining the rigor of quality assurance. 

g) Forgery of evidence. 

h) Plagiarism of any nature by Learner. 
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i) Breach of the assessment arrangements specified for RLSS accredited qualification by Colfe's 

Leisure Centre and Learners. 

j) Insecure storage of assessment materials. 

k) Submission of false or inaccurate information to gain a qualification or unit. 

l) Failure to adhere to the requirements of Colfe's Leisure Centre Reasonable Adjustments, Special 
Considerations and Learning Support Policy. 

 

3. Definition of Maladministration 

 

Maladministration is defined as any activity or other practice, which results in non-compliance with 

administrative regulations and requirements. By way of example, this may include, but is not exhaustive 

of the following: 

 

a) Bias 

b) Neglect 

c) Incompetence 

d) Rudeness 

e) Refusal to answer reasonable questions 

f) Knowingly giving advice which is misleading or inadequate 

g) Failure to monitor compliance with adequate procedures 

h) Disregard of guidance to be followed in the interest of equitable treatment. 

 

4. What Sanctions May be Applied? 

 

If malpractice or maladministration is proven to have taken place within the organisation/centre, the 

offender risks the application of sanction. (See Appendices for the types of malpractice that may incur 

the application of sanctions, individually or combined.) 

 

5. Preventing Malpractice and Maladministration 

 

Colfe's Leisure Centre are required to have in place a policy that draws attention to and deals with 

prevention, identification and management of malpractice or maladministration of qualifications. 

 

The procedures relating to centre approval and the delivery of accredited qualifications, coupled with 

quality assurance controls (Internal and External Verification and Centre Review), have been carefully 
designed to monitor a center’s arrangements and their ability to competently deal with preventing and 

investigating any instances of malpractice or maladministration. Should Colfe's Leisure Centre require 

assistance from the RLSS at any time concerning how best to prevent, investigate, and deal with 

allegations of malpractice and maladministration, the RLSS will provide support and advise as 

appropriate. 

 

To prevent and minimise the possibility of malpractice and maladministration occurring, Colfe's Leisure 

Centre has established a process, identified by three stages, for investigating alleged cases that have 

been raised. 
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a) Stage 1: Notification to RLSS of an alleged case of malpractice or maladministration 

b) Stage 2: Investigation of the allegation 

c) Stage 3: Management of confirmed cases of malpractice or maladministration 

 
On all occasions when information regarding an allegation is received by Colfe's Leisure Centre, it will 

be treated as a potential case for malpractice or maladministration until an outcome had been derived 

by way of investigation. 

 

Where there are grounds to suspect malpractice or maladministration against a Colfe's Leisure 

Centre representative, that individual risks suspension of their duties and an investigation by Colfe’s 

Leisure Centre of professional misconduct. 

 

Where there are grounds to suspect malpractice or maladministration at Colfe's Leisure Centre, the 

centre may be placed under sanction with the possibility of suspension in registrations and Learner 

certification, and if upheld, even removal of qualification and/or centre approval status. 

 

An investigation of professional misconduct may be conducted during which the issue of results will be 

suspended. 

 

Where there are grounds to suspect malpractice or maladministration against a learner, that learner 

risks failure of the unit(s), the invalidation of the qualification and an investigation of professional 

misconduct by Colfe's Leisure Centre, during which the issue of results will be suspended. 

 

6. Investigating and Managing Malpractice and Maladministration 

 

Stage 1: Notification of a Suspected Case of Malpractice or Maladministration 

Colfe's Leisure Centre and Learners must be vigilant regarding the assessment of accredited 

qualifications when concerning malpractice or maladministration. Colfe's Leisure Centre is responsible 

for any matters relating to the conduct of the learner whilst undertaking the qualification. Colfe's 

Leisure Centre will investigate the allegation in compliance with their published policy and procedure, 

which is to be inclusive of: 

 

a) Investigation of the allegation of possible malpractice and/or maladministration. 

b) Notification to the individual concerned, in writing of the nature of the alleged malpractice 
and/or maladministration and of the possible consequences should the allegation be proven. 

c) Provision of the opportunity for the individual concerned to respond, in writing, to the 

allegations made. 

d) Colfe's Leisure Centre must have a mechanism for handling an appeal against the decision and/or 

sanction. 

e) Report all proven cases to the governing body at the earliest opportunity with details of the 

actions taken and the sanction applied. 

 

Irregularities in internally assessed components of assessments discovered prior to the signing of 

declarations of authentication need not be reported to Colfe's Leisure Centre. Colfe's Leisure Centre 

may instead decline to accept the work for assessment purposes. 
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If an irregularity is discovered by Colfe's Leisure Centre after the signing of declarations of 

authentication, full details of the case must be submitted to Colfe's Leisure Centre quality assurance 

manager at the earliest opportunity. The matter will then be treated as a formal case of suspected 

malpractice. 

 
Where there are reasonable grounds for suspected cases of malpractice or maladministration, Colfe's 

Leisure Centre must be notified immediately. Notification of the suspected allegation must be 

submitted, in writing. Information required for review is as follows: 

 

a) A detailed account of the circumstances surrounding the suspicions and allegations. 

b) Details of any consequent actions/investigations carried out by personnel. 

c) Any extenuating circumstances (e.g. medical reports) 

d) Details of the procedure for informing staff/learners of consequences of malpractice and 

maladministration. 

e) Any unauthorised materials found during assessment. 

f) Where applicable, statements signed and dated by personnel involved (e.g. Colfe's Leisure 

Centre staff, Tutors//IV's/CR's/Invigilators) on Colfe's Leisure Centre headed paper. 

g) Signed, dated statements by any Learner involved (where applicable). 

 

Stage 2: Review and Investigation of Allegation 

The purpose of the review panel is to consider and assess all suspected cases and allegations of 

malpractice or maladministration, commence an effective investigation to establish whether the 

malpractice or maladministration suspicion or allegation has occurred, and take all reasonable steps to 

appropriately mitigate those cases of malpractice or maladministration identified. 

 

The review panel will provide feedback, appropriate action and resolve the investigation within 30 

working days of receipt of the allegation. In some cases, the investigation may take longer, for example, 

if a Centre visit is required. In such instances, all concerned parties will be advised of the revised 

timescale. 

During the investigation, the review panel may: 

 

a) Request further information from the centre or Learner. 

b) Conduct interviews (face to face or by telephone) with individuals involved in the investigation. 

c) Arrange for governing body representatives to carry out Centre visit. 

 
Pending the outcome of the investigation, the Governing Body may: 

 

a) Refuse Learner registrations or entries. 

b) Withhold the release of results or certificates. 

c) Withhold assessment materials if the security of the assessment is considered or compromised 

or at risk. 

 

In serious cases of suspected or actual malpractice or maladministration, the key contact will be notified 

of the allegation under investigation and shall be instructed to conduct an investigation of the allegation 

in liaison with Centre personnel alongside the Governing Body investigations. 
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Where applicable, the governing body will inform the qualification regulatory authority, of any 

investigation into allegations of serious malpractice or maladministration and will agree the 

appropriate course of remedial action with them. 

 
In cases where certificates are deemed invalid, the Governing Body will inform Colfe's Leisure Centre 

why they are invalid and any action to be taken for reassessment and/or certification. The Governing 

body will instruct Colfe's Leisure Centre to notify those Learners affected of the action being taken 

concerning malpractice or maladministration and that any certificates received concerning the 

investigation are invalid. 

 

Stage 3: Management of Confirmed Cases of Malpractice and Maladministration 

If the investigation confirms malpractice or maladministration had taken place, the Governing body will 

have to consider whether the integrity of its assessments and qualifications might be jeopardised and 

shall impose, proportionate to the severity and scope of the confirmed malpractice or 

maladministration, one or more sanctions, inclusive of, but not limited to, the following: 

 

a) Suspension of Colfe's Leisure Centre status. 

b) Suspension of approval to run a specific accredited qualification. 

c) Suspension of Learner's registration and/or certification service for one or more qualifications. 

d) Increased level of external verification sampling, as well as additional centre review visits to 

invigilate or observe external assessments. 

e) Disallowing all or part of the Learners internal assessment evidence. 

f) Not issuing the learners certificate(s). 

g) Not accepting any further registrations for the affected learner. 

h) Disqualification of the learner from the qualification. 

 

 

7. Failure to Report Malpractice and/or Maladministration 

In the event of failure to report suspected cases of malpractice or maladministration, withhold 

information and therefore impede a formal investigation, could result in the imposition of sanctions on 

Colfe's Leisure Centre representatives or learners. Failure to comply will prompt the withholding of 

results and in certain circumstances, certificates may become invalid and those already issued may be 

withdrawn as a result. 

 
8. Monitoring and Review of the Policy 

 

This policy and its procedures will be reviewed annually, to ensure it remains fit for purpose and reflects 

the types of malpractice and maladministration that may arise, and how they are identified, prevented 

and managed. 

 

The next date for review will be January 2020 
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9. Appendix 1: Malpractice and Maladministration Sanctions – Learners 

 

In the event that malpractice and/or maladministration are proven against a Learner, the offending 

learner may incur the application of sanctions. The Centre is responsible for any matters relating to the 
conduct of the learner whilst undertaking the qualification; therefore, the penalties imposed are to be 

determined by the head of the centre. 

 

The severity of the sanction applied will be determined by Colfe's leisure Centre, in accordance with 

the evidence presented, proportionate with the gravity of the malpractice or maladministration and the 

type of qualification involved. The following sanctions may be applied individually or in combination to 

those learners proven to have been involved in malpractice or maladministration. 

 

Sanction: Warning 

The Learner is issued with a written warning that if the offence is repeated within a set period, further 

specified sanctions will be applied. 

 

 

Sanction: Disqualification from a whole qualification 

The Learner is disqualified from further partaking in the concerned qualification with immediate effect 

Sanction: Learner disqualification 

The Learner is disqualified from entering for one or more qualifications and subsequent assessments for 

a set period. This penalty is applied in conjunction with any of the other sanctions listed, if the 

circumstances warrant it. 

 

Unless a sanction is accompanied by a disqualification on future qualification entry, all learners 

sanctioned by disqualification, may retake the qualification affected in the next permitted assessment 

opportunity, if the learner registration period permits. If the Learner registration period expires, the 

learner will need to re-register in accordance with Colfe's Leisure Centre requirements. 
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10. Appendix 2: Malpractice and Maladministration Sanctions – Colfe's leisure 

Centre Workforce 

 
In the event that malpractice or maladministration is proven against a Colfe's leisure Centre 

representative, the offending individual may incur the application of sanctions. The severity 

of the sanction applied will be proportionate with the gravity of the malpractice and/or 

maladministration. 

 

In determining the appropriate sanction or penalty, the Colfe's leisure Centre will consider 

factors including the potential risk to the integrity of the examination or assessment; the 

potential impact on Learners; the number of Learners and/or Centres affected; and the 

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

 

The following information informs the level of sanction or penalty that be imposed on a 

Centre where malpractice and/or maladministration is proven. 

 

Sanction: Written warning 

Issue the member of staff with a written warning that if the offence is repeated within a set 

period, further specified sanctions will be applied. 

Sanction: Training 

Require the member of staff, as a condition of future involvement in its examinations, to 

undertake specific training or mentoring within a particular period, and a review process at 

the end of the training. 

Sanction: Special conditions 

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

of its examinations and assessments for a set period. Other awarding organisations and 

regulators will be informed when a suspension is imposed. 
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1. Allegation Report Form 

 

Name of informant  

Informant role 

(please confirm if you 
are a Learner) 

 

Informant address  

Informant email  

Informant contact 

number 

 

Approved Centre  

Qualification title  

 

 

Type of allegation 

(please indicate) 

Complaint against Approved Centre service(s) Y / N 

Appeal against Approved Centre decision(s) Y / N 

Report of child/vulnerable adult abuse Y / N 

Report of suspected malpractice Y / N 

Complaints against Colfe's leisure Centre customer 

service(s) 

Y / N 

Other (please specify): Y / N 

 

Details of allegation 

(please continue on a 

separate piece of paper 

if required and attach 

any supporting 

documentation/ 

evidence) 

 

 

Declaration 

I confirm that the information included in this form is accurate, to the best of my knowledge, 

and that the Centre will provide arrangements in accordance with the guidance given by 

Colfe's leisure Centre. 
 

Name (please print)  

Signature  

Date  
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