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Malpractice and Maladministration Policy Statement

BEST in Horticulture Ltd (hereafter known as the Company) is committed to take all reasonable steps to prevent the occurrence of malpractice and maladministration of any learner studying with, or an associate or member of the company in connection with any academic or business-related activity.
Where malpractice or maladministration are alleged or suspected, the Company will conduct and investigation to ascertain whether malpractice or maladministration has occurred. If proven, the Company will take all reasonable steps to mitigate the effect on Learners, the Awarding Bodies whose qualifications it offers, associates, members of the company and the Company itself.

What constitutes Malpractice and Maladministration?
We define Malpractice as any action (deliberate or neglectful) that compromises any academic or business-related activity which may impact upon the integrity of the qualifications offered  by the company or its reputation as a provider of bespoke education and specialist training.
We define Maladministration as to mismanage, administer ineffectively or dishonestly any academic or business-related activity which may impact upon the integrity of the qualifications offered  by the company or its reputation as a provider of bespoke education and specialist training.
Who might be involved in Malpractice and Maladministration?

Individuals who could be involved in Malpractice and Maladministration include:
· Learners (referred to as candidates in respect of examinations)

· Tutors

· Assessors

· Internal/External Verifiers

· Examiners

· Invigilators

· Administrators

· Associates

· Members of The Company

What constitutes Malpractice and Maladministration?

This is defined at the beginning of the document, but in the interests of clarity some examples have been provided:

Candidates  - impersonation of another person, copying, plagiarism, disobeying an invigilator during an examination, forgery/altering certificates falsely declaring a need,   disruptive behaviour and bringing the Company into disrepute.
Those responsible or teaching, assessment and quality assurance - falsification of records, providing improper help to candidates during and assessment or examination, failing to properly secure sensitive information/data, obtaining unauthorised access to assessment or examination materials, permitting collusion and bringing the Company into disrepute.
Those responsible for administration – not maintaining proper records, not adhering to correct registration/certification procedures as specified by the Awarding Body, failure to implement the policies of the Awarding Body and bringing the Company into disrepute.
Achieving Policy Compliance
To prevent Malpractice and Maladministration occurring, the Company will:
1. Ensure that all Learners, Associates and Members of the Company have access to the policy.
2. Ensure that all Learners, Associates and Members of the Company and are made aware of their specific obligations in respect to this policy.
3. Clearly document the procedures that need to be adopted in the case of alleged or proven Malpractice and/or Maladministration.
4. Maintain a rigorous Quality Assurance Programme (QAP) focusing on supporting all those involved in delivering qualifications and implementing Internal Verification procedures. 
All members of the organisation who are notified of, or discover Malpractice or Maladministration; are required to take appropriate and then to email to the nominated Director (in this case Tony Davies) by email to: tonydavies@bestinhorticulture.co.uk
The nominated Director will:

1. Investigate and determine if Malpractice or Maladministration has or has not occurred.  Investigations, which involve interviews will be conducted by two persons, the other a Director or designated person.
2. Take appropriate action, this will depend on the nature of the Malpractice or Maladministration.
3. Make a record (which will be kept for one year) which will state the:

· precise nature of the Malpractice or Maladministration

· name of member(s) of the organisation involved (if applicable)
· name of learner (candidate)(s) involved (if applicable)
· name of the third party or persons involved (if applicable)
· any mitigating circumstances
· the outcome and actions

4. The nominated Director will notify the Awarding Body of the Malpractice or Maladministration only in circumstances where such an obligation requires that they are notified as stated in their Policy in respect of  Malpractice or Maladministration.
5. If required write a formal report containing the information required to assist The Awarding Body, Regulator and/or Police to make their own enquiries and determination.
6. Notify all parties involved in an investigation into Malpractice or Maladministration of the outcome in writing 14 days after the outcome.

7. Implement appropriate measures to mitigate the effect on Learners, the Awarding Bodies whose qualifications it offers, Associates, Members of the Company and the Company itself. These may include (as appropriate to the outcome and individual):

· Training, mentoring and support

· A written warning
· Implementation of additional procedures/QAP’s

· Restrictions/limiting access to information, material and facilities

· Termination of course of study (By The Company)
· Revocation of marks, grades or certification (By Awarding Body)

· Removal of Registration (By awarding Body)

· Sanctions (imposed By Awarding Body)

· Termination of employment from The Company
· Legal Proceedings (Subject to due process)
N.B. This policy does not affect an Individual’s right of appeal.  Please refer to The Appeals Procedure for further details.
If for any reason, you need assistance in understanding this policy (i.e. if English is not your first language or you have a visual impairment) please contact the nominated Director by email tonydavies@bestinhorticulture.co.uk
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