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Purpose

The integrity and reputation of the Falkland Islands Company qualifications is directly
linked to the rigour and robustness of our assessments. Anything which threatens the in-
tegrity of these assessments, including malpractice or maladministration, also threatens
the integrity of the qualifications, and the reputation of the Falkland Islands Company.

This document sets out the Falkland Islands Company’s policy and process for prevent-
ing, investigating and dealing with malpractice and maladministration. It is intended for
all those who are involved in the development, delivery and award of the Falkland Islands
Company qualifications.

The guidance is applicable to all qualifications and assessments that are offered by the
Falkland Islands Company, including both regulated and non-regulated qualifications.
The policy has been designed to meet the requirements all awarding bodies.

Policy

The Falkland Islands Company aims to provide high quality qualifications and assess-
ment to all its learners and therefore takes all reasonable steps to prevent the occur-
rence of any malpractice or maladministration.

The Falkland Islands Company will, as far as reasonably possible, take all steps to pre-
vent malpractice or maladministration from occurring. If any malpractice or maladmin-
istration is suspected or alleged and there are reasonable grounds for the suspicion or
allegation, the Falkland Islands Company will investigate to establish whether malprac-
tice or maladministration has taken place.

If following an investigation, it is found that malpractice or maladministration has taken
place, the Falkland Islands Company will take all reasonable steps to limit the impact on
existing and potential learners and on the qualifications that it makes available, and to
prevent any re-occurrence.

The Falkland Islands Company is committed to:

e Maintaining and complying with up-to-date written procedures for preventing, iden-
tifying and investigating suspected, or alleged, malpractice or maladministration.

e Ensuring that investigations are carried out rigorously, effectively, and by persons
of appropriate competence who have no personal interest in the outcome.

The Falkland Islands Company will:

e Oversee all investigations into suspected or alleged malpractice or maladministra-
tion.

e Withhold the issuing of results until the conclusion of the investigation, or perma-
nently, where the outcome of the investigation warrants it.

e Apply the Falkland Islands Company and external awarding bodies sanctions, pen-
alties and special conditions in cases of proven malpractice or maladministration
commensurate with the gravity and scope of the occurrence.
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Report to our external awarding bodies, as appropriate and in accordance with
their requirements.

Report the matter to the police where a criminal act is suspected.

Take appropriate action to prevent the malpractice or maladministration recurring.

Review Arrangements

We will review this policy annually as part of our annual self-evaluation arrangements
and revise it as and when necessary, in response to:

Customer feedback.

Learner feedback.

Changes in our practices.

Instructions from external awarding bodies.
Changes in legislation.

Trends identified from previous cases.

Definition of Malpractice

Malpractice refers to any deliberate action(s), neglect, default or other practice that com-
promises, or could compromise:

The assessment processes.

The integrity of qualifications and assessments.

The validity of a result or certificate.

The reputation and credibility of the Falkland Islands Company as an Approved
Training Centre.

The wider qualifications community, such as our awarding bodies.

Malpractice can be the breach of any published regulations or codes of practice, whether
intentional or inadvertent, or any practices which place the integrity of qualifications and
assessments at risk. It can be caused by the Falkland Islands Company training provid-
ers or assessment venues (staff and students) and external awarding bodies.

Examples of Malpractice (not an exhaustive list)

Malpractice may occur at the Falkland Islands Company Training Centres if:

Assessment materials are not kept securely.

Assessment and / or internal verification records are fabricated.
Students are prompted or assisted with the production of answers.
There is abuse of on-line logging systems.

There has been misleading recruitment of students.

Records are falsified to claim certificates.

Assessment material(s) is being sold to students.

Live assessment material is being used to teach students.

Any identified issue or malpractice is not dealt with appropriately.

Learners may be guilty of malpractice if they:
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Copy from other students.

Plagiarise material.

Take unauthorised material into an examination room.

Breach invigilator instructions for the conduct of assessments.

Impersonate other students, or allow themselves to be impersonated, for the tak-
ing of controlled assessments or examinations.

An awarding organisation may be guilty of malpractice where it:

Knowingly fails to investigate and resolve instances of malpractice.

Provides coaching or training to training providers and / or their students, using
testing or assessment items that will be used in live assessments.

Allows certification based on incomplete or incorrect records of assessment.
Allows certification where known breaches of security for its tests or testing items
have taken place.

Definition of Maladministration

Maladministration is any activity, neglect, default or other practice that results in non-
compliance with the requirements for delivery of qualifications and assessments, as set
out in the relevant specifications, codes of practice or other documents.

Maladministration is not normally deliberate and can be perpetrated by training providers
/ training centres and awarding organisations.

All maladministration must be addressed to prevent re-occurrence.

Examples of Maladministration (not an exhaustive list)

At the Falkland Islands Company training centres, examples may include:

Failure to invigilate assessments in accordance with the Falkland Islands Company
guidelines.

Failure to comply with external awarding bodies requirements.

Granting inappropriate access arrangements.

Inaccuracies in assessment, verification and / or registration records.

Poor security / administration.

Failure to maintain appropriate records or systems.

Failure to provide external awarding bodies with access to records and systems.

At an awarding organisation, examples may include:

Mismanagement relating to the development, delivery or award of qualifications
and assessments.

Poor certificate security or administration.

Lack of adherence to procedures in qualification development, delivery or award.

Procedure for Reporting Suspected Instances of Malpractice or Maladministration
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If malpractice or maladministration is suspected, the relevant external awarding body is
to be notified immediately, utilising the correct form available and submitting all relevant
evidence to support the case.

Report of Suspected Malpractice Form

Anybody who identifies, or is made aware of suspected, or an actual incident of malprac-
tice or maladministration must immediately put their concerns in writing to the Falkland
Islands Company Training Co-Ordinator, enclosing appropriate supporting evidence.

The Falkland Islands Company will ensure that all personnel involved in the initial investi-
gation are competent and have no personal interest in the outcome of the investigation.

The Falkland Islands Company will investigate all cases of malpractice and maladmin-
istration relating to all the information and evidence received. Any suspected or actual
cases of malpractice or maladministration will be reported to the relevant external
awarding body and indicate the proposed actions / sanctions and an estimated time-
scale for the investigation.

The Falkland Islands Company will co-operate and notify the relevant external awarding
body of the outcomes of the investigation. The Falkland Islands Company will agree on
appropriate remedial action if there is evidence that certificates may be invalid.

The fundamental principle of all investigations is for them to be conducted in a fair, rea-
sonable, proportionate, and lawful manner and all evidence is considered impartially. In-
vestigations will be based on the following objectives:

Identify the cause of any irregularities

Identify the people involved in the allegations and / or may be able to provide rel-
evant information / evidence.

Establish the level of risk involved within the irregularities
Determine whether remedial action is required to reduce the risk to current regis-
tered learners, to preserve the integrity of the qualification and to prevent or miti-

gate against adverse effect resulting from any malpractice or maladministration.

Ascertain if any action is required in respect of certificates already issued to learn-
ers.

Obtain clear evidence to support any sanctions to be applied.
Responsibility for the Investigation
In accordance with our external awarding bodies all concerns or suspected cases

of malpractice and maladministration will be reviewed promptly by the Falkland
Islands Company to establish if any form of malpractice or maladministration has
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occurred, we will take all reasonable steps to prevent any adverse effect from oc-
curring as defined by our external awarding bodies.

All suspected cases of malpractice and maladministration will be forwarded to our
external awarding bodies.

Our external awarding bodies will be responsible for ensuring the investigation is
carried out in a prompt and effective manner and in accordance with their policy,
they will allocate the relevant manager to conduct the investigation to establish
whether the malpractice or maladministration has occurred and will review any
supporting evidence received or gathered by the Falkland Islands Company.

We will ensure that the personnel assigned to the investigation have had the ap-
propriate level of training, are competent and have had no previous involvement
or personal interest in the matter.

Notifying Relevant Parties

The Falkland Islands Company will inform the person who made the allegation
who will be handling the matter, how they can contact them and any further assis-
tance we may need from them. The Falkland Islands Company will keep them up-
dated as to how the allegation has progressed and if an investigation has com-
menced, timeframes may depend upon the complexity of the case. However, the
Falkland Islands Company will hot disclose any details of the investigation activi-
ties and it may not be appropriate to disclose any details of the outcomes due to
confidentiality or legal reasons.

In all cases of suspected or actual malpractice or maladministration by an individ-
ual, the Falkland Islands Company will notify the individual involved in the allega-
tion (unless they are under investigation in which case communication may be
with the next appropriate person of authority) that we are investigating the matter.

In cases of learner malpractice, we may ask the tutor / assessor to investigate the
issue whilst liaising with personnel from our awarding bodies.

The Falkland Islands Company may communicate directly with individuals who
have been accused of malpractice if appropriate and / or communicate directly
with a learner or their representative if deemed necessary when reviewing the evi-
dence.

Investigation Timelines and Summary Process

Once the Falkland Islands Company has received an allegation of malpractice or
maladministration you will be sent an acknowledgement of receipt within 5 work-
ing days. The allegation will be reviewed, and an investigation will be conducted
where necessary. To ensure a fair and thorough process is followed the duration
of the investigation will depend on the nature and severity of the allegation we re-
ceive at this stage, or the complexity of the response required.

FIC-ESS-POL-004 Rev02 Page 6 of 10



FIC-ESS-POL-004

We do aim to provide this as soon as the outcome is available or within a maxi-
mum of 28 days, in some cases this may take longer to conclude the investigation
with an outcome, in these instances the person reporting the allegation will be no-
tified of revised timescales.

The essential principals of all investigations are to conduct them in a fair, reason-
able, efficient and legal manner, whilst ensuring all the relevant evidence is con-
sidered without bias.

Investigations may be based around the following objectives:

e Establish the facts relating to the allegation to determine whether any irreg-
ularities have occurred.

e To identify the cause of the irregularities and those who are involved.

e To identify the scale of the irregularities and whether other qualifications
may be affected.

e Review and evaluate any action already taken by the Falkland Islands Com-
pany.

e |dentify any adverse patterns or trends.

e Determine whether remedial action may be required to reduce the risk to
current registered learners and to preserve the integrity of the qualification.

e To ascertain if any action is required in respect of any certificates already
issued to learners.

e To obtain clear and precise evidence to support any sanctions that are to be
applied.

When carrying out an investigation the Falkland Islands Company will be sensitive
to the effect on the personnel who may be subject to investigation. The Falkland
Islands Company aim to ensure that the investigation is carried out as confiden-
tially as possible, the organisation / personnel who is subject of the allegation will
have an opportunity to raise any issues about the proposed approach and the
conduct of the investigation to the investigator.

During an investigation, we may request further information from relevant parties
and / or interviews with personnel involved in the matter. If any interviews are car-
ried out with the person(s) accused of malpractice or maladministration they can
be accompanied by a work colleague or other party.

In addition to the above we will:

e Ensure all evidence collected as part of an investigation is kept secure. All
original documentation and records relating to a completed investigation
that led to a sanction will be retained securely for five years. If an investiga-
tion leads to invalidation of certificates, criminal or civil prosecution all orig-
inal documentation and records relating to the case will be retained until
the case and any appeals have been heard and for five years thereafter.

e The Falkland Islands Company expect all parties who are either directly or
indirectly involved in the investigation to fully co-operate with us.
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When a concern or an actual allegation of malpractice or maladministration and /
or at any time throughout the investigation, the Falkland Islands Company reserve
the right to impose sanctions on the individual to protect the interests of learners
and the integrity of the qualifications. The quality assurance manager will be re-
sponsible for regularly reviewing the application and maintenance of sanctions to
ensure they are still appropriate and proportionate to the incident(s) and to high-
light the possible risk of future incidents occurring.

The Falkland Islands Company reserve the right to withhold a learner and / or co-
hort’s results for all qualifications they are studying at the time of the allegation /
investigation.

In some cases, the Falkland Islands Company may find that we are unable to
complete an investigation due to a lack of co-operation or due to the complexity of
the case. In these situations, we will consult with the relevant awarding body to
determine the next course of action to progress with the matter.

If a team member at the Falkland Islands Company is under investigation, we may
suspend them or move them to other duties until the investigation is complete.

Investigation Report

If the Falkland Islands Company believe there is sufficient evidence of malpractice or
maladministration to implicate an individual, we will:

Inform them, preferably in writing of the allegation.

Inform them of the evidence we found supporting our judgment.

Inform them that we may, or have, shared information with the relevant external
awarding bodies relating to the allegation and investigation.

Give them an opportunity to consider and respond to the allegation and our find-
ings.

Inform them of our appeals policy if they wish to appeal against our decision.

After an investigation is complete, the Falkland Islands Company will produce a draft re-
port for all parties concerned to check the factual accuracy. Any further amendments will
be agreed between all parties concerned and ourselves, prior to the final document be-
ing produced. The report will include the following;:

Identify where the breach occurred, if any.

Confirm the facts of the case including any relevant mitigating factors.

Identify who is responsible for the breach if any occurred.

Contain all supporting evidence where appropriate, including written statements.
Confirm an appropriate level of remedial action to be applied.

The final report will be available to the relevant external awarding body, where appropri-
ate. If an independent / third party reported the suspected or actual case of malpractice
or maladministration we may also inform them of the outcome, normally within 7 working
days of the final decision. When doing so we may withhold some details, if to disclose
such information would breach a duty of confidentiality or legal duty.
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If an internal investigation has taken place against a team member the quality assurance
manager will agree the report with the relevant managers and appropriate internal disci-
plinary procedures will be implemented.

Investigation Outcomes

If an investigation confirms that malpractice or maladministration has taken place, the
Falkland Islands Company will consider the following action to take:

e To minimise the risk to the integrity of certification now and in the future.

e Maintain public confidence in the qualifications.

e Discourage others from carrying out similar instances of malpractice or maladmin-
istration.

e Ensure there is no gain from compromising standards.

The actions we may take include the following (list is hot exhaustive):

e Imposing actions on an individual with specified deadlines, to address the case of
malpractice or maladministration and to prevent this from reoccurring.

e Imposing sanctions on an individual, included will be the rationale for the selected
sanction.

In cases where certificates are deemed to be invalid, informing the individual concerned
and the external awarding bodies why they are invalid and any actions to be taken for re-
assessment and / or for the withdrawal of the certificates. The Falkland Islands Com-
pany will:

e Amend the database to ensure that duplicate certificates of the invalid certificates
cannot be issued, and the individual must amend their records to show that that
the original awards were invalid.

e Amend aspects of qualification development in delivery, assessment or monitoring
arrangements and associated guidance to prevent this issue from reoccurring.

e Inform relevant third parties (e.g funding bodies, other centres or awarding organ-
isations) of our findings in case they need to take relevant action.

e Carry out additional related investigations if the Falkland Islands Company suspect
the issue may be more widespread.

The Falkland Islands Company reserves the right to terminate the Trainer, Assessor or
IQA’s status immediately on written notice or impose a sanction when there is a proven
case of malpractice or maladministration.

In proven cases of malpractice and / or maladministration by an individual, the Falkland
Islands Company reserves the right to charge the individual for any resits and reissuing
of certificates and / or additional quality assurance activities / monitoring visits. The fees
in question will be at the current qualification prices for such activities at the time of the
investigation.

FIC-ESS-POL-004 Rev02 Page 9 of 10



FIC-ESS-POL-004

The quality assurance manager will evaluate and record any lessons learnt from the in-
vestigation, the Falkland Islands Company will pass these on to relevant internal col-
leagues to help the Falkland Islands Company prevent the same instance of malpractice
and / or maladministration reoccurring.

If any relevant parties wish to appeal against the decision of the Falkland Islands Com-
pany imposing sanctions, please refer to our enquiries and appeal policy which can be
found on our website or you can request a copy by contacting us.

Contact Details

The Falkland Islands Company
Crozier place

Stanley

Falkland Islands

FIQQ1zz

Tel: +500 27672

08:00 - 16:30 Mon-Fri (FI)
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