
Malpractice Policy (Exams)

Wrekin College



Malpractice Policy (Exams)

Centre name Wrekin College

Centre number 29360

Date policy first created 02/10/2023

Current policy approved by Ben Smith

Current policy reviewed by Gemma Allen

Date of review 08/09/2026

Date of next review 30/09/2027 

 

Key staff involved in the policy

Role Name

Head of centre Mr. Steve Green

Senior leader(s) Mr Ben Smith - Deputy Head Academic

Mr David Blackham - Deputy Head Pastoral 

Mrs Cora Thurst - SENCo

Mr Steve Morton - IT Manager and Safeguarding

Mr Angus Harper - Busar

Exams Officer Mrs. Gemma Allen

Other staff (if applicable) Mrs. Cora Thurst - Head of internal exams  
Dr Guy Roberts - Data Manager

 

This policy is reviewed and updated annually to ensure that any malpractice at Wrekin College is managed in 
accordance with current requirements and regulations and reflects centre practice.

Reference in the policy to GR and SMPP relate to relevant sections of the current JCQ documents General 
Regulations for Approved Centres and Suspected Malpractice: Policies and Procedures.



Introduction
What are malpractice and maladministration?

‘Malpractice’ and ‘maladministration’ are distinct but related concepts, the common theme being that they 
involve a failure to follow the rules of an examination or assessment. This policy and procedure uses the word 
‘malpractice’ to cover both ‘malpractice’ and ‘maladministration’ and it means any act, default or practice which 
is:

a breach of the Regulations, and/or•

a breach of awarding organisation requirements regarding how a qualification should be delivered, and/or•

a failure to follow established procedures in relation to a qualification•

      which:

gives rise to prejudice to candidates, and/or•

compromises public confidence in qualifications, and/or•

compromises, attempts to compromise or may compromise the process of assessment, the integrity of any 
qualification or the validity of a result or certificate, and/or

•

damages the authority, reputation or credibility of any awarding organisation or centre or any officer, 
employee or agent of any awarding organisation or centre (SMPP 1)

•

Candidate malpractice

‘Candidate malpractice’ normally involves malpractice by a candidate in connection with any examination or 
assessment, including the preparation and authentication of any controlled assessments, coursework or non-
examination assessments, the presentation of any practical work, the compilation of portfolios of assessment 
evidence and the completion of any examination. (SMPP 2)

Centre staff malpractice

'Centre staff malpractice’ means malpractice committed by:

a member of staff, contractor (whether employed under a contract of employment or a contract for services) 
or a volunteer at a centre, or

•

an individual appointed in another capacity by a centre, such as an invigilator, a Communication Professional, 
a Language Modifier, a practical assistant, a prompter, a reader or a scribe (SMPP 2)

•

Centre malpractice

‘Centre malpractice’ normally involves malpractice where there is an element of systemic failure, a breach in 
policies or widespread malpractice such that a centre-level sanction is appropriate (SMPP 2)

Suspected malpractice

For the purposes of this document, suspected malpractice means all alleged or suspected incidents of 
malpractice (regardless of how the incident might be categorised, as described in SMPP, section 1.9). (SMPP 2)

Purpose of the policy
To confirm Wrekin College:

has in place for inspection that must be reviewed and updated annually, a written malpractice policy which 
covers all qualifications delivered by the centre with reference to the JCQ document Suspected Malpractice 
Policies and Procedures

The policy must detail how candidates are informed and advised to avoid committing malpractice in 

•



examinations/assessments, how suspected malpractice issues should be escalated within the centre and 
reported to the relevant awarding body. It must also acknowledge the use of AI (e.g. what AI is, when it may 
be used and how it should be acknowledged, the risks of using AI, what AI misuse is and how this will be 
treated as malpractice). (GR 5.3) 

General principles
In accordance with the regulations Wrekin College will:

take all reasonable steps to prevent the occurrence of any malpractice (which includes maladministration) 
before, during and after assessments have taken place (GR 5.11)

•

inform the awarding body immediately of any alleged, suspected or actual incidents of malpractice or 
maladministration involving a candidate or a member of staff, by completing the appropriate documentation 
(GR 5.11)

•

as required by an awarding body, gather evidence of any instances of alleged or suspected malpractice (which 
includes maladministration) in accordance with the current JCQ document Suspected Malpractice - Policies 
and Procedures and provide such information and advice as the awarding body may reasonably require (GR 
5.11)

•

Preventing malpractice
Wrekin College has in place:

robust processes to prevent and identify malpractice, as outlined in section 3 of the JCQ document Suspected 
Malpractice: Policies and Procedures (SMPP 4.3)

•

this includes ensuring that staff involved in the delivery of assessments and examinations understand the 
requirements for conducting these as specified in the following current JCQ documents and any further 
awarding body guidance:

General Regulations for Approved Centres•

Instructions for conducting examinations (ICE)•

Instructions for conducting coursework•

Instructions for conducting non-examination assessments•

Access Arrangements and Reasonable Adjustments•

A guide to the special consideration process•

Suspected Malpractice: Policies and Procedures•

Plagiarism in Assessments•

AI Use in Assessments: Your role in protecting the integrity of qualifications•

Post Results Services•

A guide to the awarding organisations’ appeals processes•

Guidance for centres on cyber security (SMPP 3.2)•

•

Additional information:

Under the governance of the Head of Centre, Mr Steven Green, Wrekin College enforces strict compliance 
protocols across the exam cycle. By October 2026, all core centre staff receive detailed briefings regarding their 
precise examination roles, while the invigilator team undergoes rigorous training to ensure total regulatory 



adherence. Concurrently, all academic staff involved in assessing and marking Non-Exam Assessments (NEA) are 
formally issued all relevant policies and provided with comprehensive training, supported by Heads of 
Department and the Senior Leadership Team.

Informing and advising candidates how to avoid committing malpractice in examinations/assessments

In such circumstances, a formal report will be submitted by completing the appropriate documentation as guided 
by the individual awarding body concerned. This includes the Form JCQ M2 (Notification of suspected 
malpractice/maladministration involving centre staff). In compliance with national regulatory protocols, this form 
must be completed by the Head of Centre, Mr Steven Green, before any formal internal investigation 
commences. This ensures the relevant awarding body is instantly notified of any alleged, suspected, or actual 
staff malpractice or maladministration. The form must be finalized and submitted to the appropriate awarding 
body immediately upon a suspicion being raised or an official allegation received

AI use in assessments (and preventing AI misuse)

At Wrekin College, these regulatory requirements are strictly enforced across all academic pathways, including 
GCSE, iGCSE, and BTEC Level 3 qualifications. Under the oversight of the Head of Centre, Mr Steven Green, and 
administered operationally by the Exams Officer, Gemma Allen, the centre differentiates its AI mitigation 
strategies based on the specific control environments of these qualifications:

Supervised Examination Environments (GCSE, iGCSE, & BTEC Written Components): The delivery of formal, 
timetabled examinations remains completely insulated from artificial intelligence risks. Where candidates are 
granted the use of a laptop or word processor as an approved Access Arrangement, Gemma Allen ensures the 
device is strictly configured in a standalone capacity. Internet access, spell-checkers, and predictive text/AI tools 
are entirely disabled prior to the examination launch, in rigorous compliance with sections 14.20–27 of the JCQ 
Instructions for Conducting Examinations (ICE).

Preparatory, Coursework, and Non-Examined Assessment (NEA) Stages: For internal assignments, portfolios, and 
NEAs—particularly prevalent within our BTEC Level 3 and creative/humanities GCSE & iGCSE specs—limited 
internet access is permitted for initial research and data gathering. Wrekin College strictly applies the JCQ AI Use 
in Assessments Guidance during these windows. Academic staff monitor student progress through check-ins to 
ensure that the final submitted portfolio is the product of the candidate's own independent work. Any 
unreferenced or unauthorized AI-generated material will be treated as malpractice, resulting in the immediate 
withholding of marks and escalation to the Head of Centre.

To safeguard the authenticity of all GCSE, iGCSE, and BTEC Level 3 qualifications, Wrekin College maintains 
rigorous internal preventative and detection measures under the strategic governance of the Head of Centre, Mr 
Steven Green, and operational deployment by the Exams Officer, Gemma Allen: Professional Staff Development: 
All teaching, assessing, and internal verification staff are appropriately trained on the pedagogical risks and 
identification of artificial intelligence. Training is systematically delivered using official frameworks, including the 
designated Information Sheet for Teachers and the Senior Leader Presentation for Teachers.Mandatory 
Candidate Briefings: At the commencement of each Key Stage, all candidates receive a comprehensive briefing 
regarding the ethical boundaries of AI in academic work. This messaging is reinforced through the compulsory 
Teacher Presentation for Students and the highly visible display of the official Poster for Students across all 
departments.Authentication and Plagiarism Screening: To combat malpractice outside the formal examination 
hall, all candidate work produced within low- or medium-control environments—such as independent research, 
homework prep, and early-stage coursework portfolios—will be systematically scanned using approved digital 
detection tools to verify authenticity and determine any unauthorized use of AI prior to formal submission.

Following a comprehensive review of the increased use of artificial intelligence in education, Wrekin 
College—under the strategic leadership of Head of Centre Mr Steven Green and the operational management of 
Exams Officer Gemma Allen—has implemented a structured approach to AI literacy and integrity across all GCSE, 
iGCSE, and BTEC Level 3 pathways. All teaching staff are appropriately upskilled using specific training resources, 
including the Information Sheet for Teachers and Senior Leader Presentations. Furthermore, before commencing 
coursework or Non-Exam Assessments (NEA) at the start of each Key Stage, all candidates receive a mandatory 
briefing. This is delivered via the Teacher Presentation for Students and reinforced using the JCQ Information for 
candidates - AI poster and student-facing guidance to ensure clear boundaries regarding authenticity and 



malpractice. To rigorously uphold these standards, all work produced by candidates in low- or medium-control 
environments will be systematically scanned to identify and evaluate any potential use of AI before formal 
authentication

n/a

n/a

n/a

n/a

Identification and reporting of malpractice
All staff at Wrekin College have a responsibility for reporting any potential malpractice that they may identify.

Escalating suspected malpractice issues

Once suspected malpractice is identified, any member of staff at the centre can report it using the appropriate 
channels. (SMPP 4.3)

Invigilators report all suspected incidents directly to the Mrs. Gemma Allen and record in the exam room log 
book.  
Members of center staff can report suspected malpractice to the exams officer, Mr Ben Smith or Head of centre. 
Candidates/parents/Carers should report any suspected malpractice to Mr. Ben Smith in the first instance.  
Mrs Gemma Allen, exam officer to report all suspected malpractice directly to Mr. Ben Smith.  
Head of Centre Mr. Steve Green to be informed of ALL cases.

Reporting suspected malpractice to the awarding organisation

The head of centre will notify the appropriate awarding organisation immediately of all* alleged, suspected or 
actual incidents of (staff, centre and candidate) malpractice, using the appropriate forms, and will conduct 
any investigation and gathering of information in accordance with the requirements of the JCQ 
document Suspected Malpractice: Policies and Procedures (SMPP 4.1)

(*The only exception to this is candidate malpractice discovered in coursework or non-examination 
assessments where the offence relates to the content of candidate work (e.g. copying/collusion, plagiarism 
and/or AI misuse and the authentication forms have not been signed by the candidate)

•

The head of centre will ensure that, where a candidate is a child or an adult at risk and is the subject of a 
malpractice investigation, the candidate’s parent/carer/ appropriate adult is kept informed of the progress of 
the investigation (SMPP 4.1)

•

Form JCQ/M1 will be used to notify an awarding organisation of an incident of suspected candidate 
malpractice. Form JCQ/M2 will be used (before an investigation commences) to notify an awarding 
organisation of an incident of suspected staff malpractice/maladministration (SMPP 4.4, 4.6)

•

Candidate malpractice offences relating to the content of work (i.e. inappropriate/offensive content, 
copying/collusion, plagiarism (including AI misuse) and/or false declaration of authentication) which are 
discovered in a controlled assessment, coursework or non-examination assessment component prior to the 
candidate signing the declaration of authentication, do not need to be reported to the awarding organisation. 
Instead, they will be dealt with in accordance with the centre’s internal procedures.    

Malpractice by a candidate discovered in a controlled assessment, coursework or non-examination 
assessment where the offence does not relate to the content of candidates’ work (e.g. possession of 
unauthorised materials, breach of assessment conditions) or where a candidate has signed the declaration of 
authentication, must be reported using a JCQ M1 to the relevant awarding organisation. If, at the time of the 
malpractice, there is no entry for that candidate (who the centre intended to enter), the centre is required to 
submit an entry by the required entry deadline. (SMPP 4.5)

•

If, in the view of the information gatherer, there is sufficient evidence that an individual may have committed •



malpractice, that individual (the candidate or the member of staff) will be informed of all the required 
information and informed of their rights and responsibilities as the accused individual, prior to the 
submission of the report to the awarding organisation (SMPP 5.35-36, 40)

•

Once the information gathering has concluded, the head of centre (or other appointed information gatherer) 
will submit a written report to the relevant awarding organisation summarising the information obtained and 
actions taken, accompanied by the information obtained during the course of their enquiries (SMPP 5.37)

•

Form JCQ/M1 will be used when reporting candidate cases; for centre staff, form JCQ/M3 will be used (SMPP 
5.39)

•

The awarding organisation will decide on the basis of the report, and any supporting documentation, whether 
there is evidence of malpractice and if any further investigation is required. The head of centre will be 
informed accordingly. (SMPP 5.42)

•

Additional information:

Gemma Allen to feedback any correspondence from the examination board within 3 days to Mr. Steven Green, 
Head of Centre.

Communicating malpractice decisions
Once a decision has been made by the awarding organisation, it will be communicated in writing to the head of 
centre as soon as possible.

The head of centre will communicate the decision to the individuals concerned and pass on details of any 
sanctions and action in cases where this is indicated. The head of centre will also inform the individuals if they 
have the right to appeal. (SMPP 11.1)

Additional information:

This will issued with 14 days.

Appeals against decisions made in cases of malpractice
Wrekin College will:

Provide the individual with information on the process and timeframe for submitting an appeal, where 
relevant

•

Refer to further information and follow the process provided in the JCQ document A guide to the awarding 
organisations' appeals processes

•

Additional information:

Head of Center Mr. Ben Smith will communicate and assist the awarding bodies where required. He will also 
conduct investigation and communicate with Centre staff, invigilator, candidates and parents wherever 
necessary.



Changes effective from September 2026
(Updated)

Wording updated under heading Purpose of the policy•

JCQ documents updated under heading Preventing malpractice•

Wording in certain bullet points updated under various headings•

Insert prompts updated in various Additional information sections•

Updated various SMPP section references•

References to awarding 'body' in the SMPP document updated to 'organisation'•

(Amended)

Heading AI use in assessments amended to AI use in assessments (and preventing AI misuse)•

Bullet point referring to Information for candidates documents amended•

(Added)

New insert sections added under various headings•

New bullet point added under heading AI use in... referring to the Candidate declaration form•

Under heading Identification and reporting of... added a sentence with reference to all staff responsibility•

Centre-specific changes
After review and increased use of AI it was decided all Staff will be appropriately trained on the use of AI 
including Information Sheet for Teachers and Senior Leader Presentation for Teachers,  
All candidates will be briefed on using AI including Poster for Students and Teacher Presentation for Students 
when starting each KS  
All work produced in Low/medium control environments will be scanned to determine use of AI 


