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Purpose of the policy 

This policy outlines the procedures and responsibilities for identifying, preventing, and reporting 
malpractice and maladministration by candidates or centre staff. It complies with JCQ General 
Regulations Section 5.11 and the JCQ publication Suspected Malpractice – Policies and Procedures 

JCQ Compliance Statement 

In line with JCQ Section 5.11, the centre will: 

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

b) 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; 

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

Causes of Potential Malpractice 

1. Disruptive Candidates 

• Invigilators must warn disruptive candidates and record the incident. 
• Candidates may be removed from the exam room if they pose a continued disruption. 
• The awarding body must be informed, and penalties may include disqualification. 

2. Unauthorised Materials 

• Invigilators must confiscate unauthorised materials and summon assistance if needed. 
• A full report must be submitted to the Exams Officer. 

3. Candidate Malpractice 

Includes but is not limited to: 

• Plagiarism, copying, impersonation, falsifying results, or false authenticity declarations. 
• Must be reported to the Head of Centre immediately. 
• Form JCQ/M1 must be completed and submitted to the awarding body. 

4. Staff Malpractice 

Includes: 

• Failure to follow exam board procedures. 
• Fraudulent certificate claims. 
• Inappropriate assistance to learners. 
• Withholding critical information. 
• Breaches of confidentiality or data security. 
• Must be reported to the Head of Centre or Exams Officer as appropriate. 

5. Use of Artificial Intelligence (AI) in Assessments 

In accordance with JCQ Regulation 5.3(x), the centre’s malpractice policy acknowledges the use of AI 
tools and outlines acceptable and unacceptable practices. 
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Acceptable Use 
• AI may be used for idea generation or research only if:  

o The final work is the candidate’s own. 
o AI use is clearly referenced, including tool name, date, and purpose. 
o The candidate can demonstrate understanding and independent effort. 

Unacceptable Use 
• Submitting AI-generated content without acknowledgment. 
• Using AI to complete substantial parts of assessments. 
• Misrepresenting AI-generated work as original. 
• These actions constitute malpractice and will be investigated accordingly. 

Centre Responsibilities 
• Staff must educate candidates on responsible AI use. 
• Teachers must authenticate work and report concerns. 
• The Head of Centre must report confirmed cases to awarding bodies. 

Candidate Awareness 
• Candidates must be informed of potential penalties, including disqualification. 
• JCQ’s Suspected Malpractice: Policies and Procedures must be referenced during candidate 

briefings. 

Documentation and Reporting 
• All suspected malpractice must be documented using JCQ/M1 (candidate) or JCQ/M2 (staff). 
• Scripts must be packed as normal; forms submitted separately. 
• Investigations must follow JCQ procedures and timelines 

Further guidance to inform in regards of malpractice 

Ofqual 
Exam boards rightly expect schools and colleges to take malpractice, and the risk of malpractice, 
seriously. They expect schools and colleges to have proper processes in place for investigating and 
dealing with allegations of malpractice. https://www.gov.uk/government/publications/ofqual-guide-for-
schools-and-colleges-2025 

 JCQ 

Malpractice information 

Malpractice – Joint Council for Qualifications 

Instructions for conducting examinations  

Instructions for Conducting Exams (ICE) – Joint Council for Qualifications 

General regulations  

General regulations for approved centres – Joint Council for Qualifications 

Special consideration  

Access Arrangements, Reasonable Adjustments and Special Consideration – Joint Council for 
Qualifications 

 

GOV.UK 

A guide to support schools with malpractice incidents  

https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025 

 

Appendix 1 JCQ Form M1 

https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/instructions-for-conducting-examinations-ice/
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025
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