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Staff Malpractice Policy 
 
Policy Statement 
 
Malpractice consists of those acts which undermine the integrity and validity of assessment of 
qualifications, the certification of qualifications and/or damage the authority of those responsible 
for conducting the assessment and certification. This refers to acts and omissions made by staff or 
students involved with the assessment process. 
 
Definition of Malpractice by Centre Staff  
 
This list is not exhaustive and other instances of malpractice may be considered by this centre at its 
discretion:  
 

 Improper assistance to candidates.  

 Inventing or changing marks for internally assessed work (coursework or portfolio 
evidence) where there is insufficient evidence of the candidates’ achievement to justify the 
marks given or assessment decisions made.  

 Failure to keep candidate coursework/portfolios of evidence secure.  

 Fraudulent claims for certificates.  

 Inappropriate retention of certificates.  

 Assisting learners in the production of work for assessment, where the support has the 
potential to influence the outcomes of assessment, for example where the assistance 
involves centre staff producing work for the learner.  

 Producing falsified witness statements, for example for evidence the learner has not 
generated.  

 Allowing evidence, which is known by the staff member not to be the learner’s own, to be 
included in a learner’s assignment/task/portfolio/coursework.  

 Facilitating and allowing impersonation. 

 Misusing the conditions for special learner requirements, for example where learners are 
permitted support, such as an amanuensis, this is permissible up to the point where the 
support has the potential to influence the outcome of the assessment.  

 Falsifying records/certificates, for example by alteration, substitution, or by fraud.  

 Fraudulent certificate claims, that is claiming for a certificate prior to the learner 
completing all the requirements of assessment.  

 
Procedures used to deal with the above 
 
Where Seta discovers or suspects an individual, or individuals, of malpractice it will conduct an 
investigation in a form commensurate with the nature of the malpractice allegation.  Such an 
investigation will be initially undertaken by the Centre Manager, who will interview all personnel 
linked to the allegation. 
 
The Centre will make the individual(s) aware (preferably in writing) at the earliest opportunity of the 
nature of the alleged malpractice and of possible consequences should malpractice be proven. 
 
The investigation will proceed through the following stages: 
 
Preliminary investigation, conducted by the Centre Manager, into the allegation to determine 
whether a full investigation is necessary. If the allegation appears to have substance, then all 
assessments by this member of staff should be halted until the investigation is complete 
 



 

Staff Malpractice V1 April 2016  2  

 

 
Should it be determined that a full investigation is necessary it shall be conducted by the Centre 
Manager who is ultimately responsible for IQA within the Centre.  During the investigation Seta will 
give the individual the opportunity to respond to the allegations made. 
 
All stages of the investigation shall be documented by the person leading the investigation.  The 
individual will be informed of the avenues for appealing against any judgments made. 
 


