
NORTHAMPTON SCHOOL FOR GIRLS 
 

PROCEDURES FOR DEALING WITH MALPRACTICE BY CANDIDATES IN 
EXAMINATIONS, COURSEWORK AND CONTROLLED ASSESSMENTS 

  
Student Copy 

 
This procedure has been written in line with regulations from the Joint Council for Qualifications 
(JCQ). 
 
Malpractice 
 
“Malpractice” means any act, default or practice which is a breach of the Regulations or which: 
 

 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 body or centre or any officer, 
employee or agent of any awarding body or centre. 
 

A failure by a centre to investigate allegations of suspected malpractice in accordance with the 
requirements in the JCQ document also constitutes malpractice. 
 
 
Candidate Malpractice 
 
For example: 
 

 The alteration or falsification of any results document, including certificates; 
 

 A breach of the instructions or advice of an invigilator, supervisor, or the awarding body in 
relation to the examination or assessment rules and regulations; 
 

 Failing to abide by the conditions of supervision designed to maintain the security of the 
examinations or assessments; 
 

 Collusion: working collaboratively with other candidates, beyond what is permitted; 
 

 Copying from another candidate (including the use of ICT to aid the copying); 
 

 Allowing work to be copied eg posting written coursework on social networking sites prior to 
an examination/assessment; 
 

 The deliberate destruction of another candidate’s work; 
 

 Disruptive behaviour in the examination room or during an assessment session (including the 
use of offensive language); 
 

 Exchanging, obtaining, receiving, passing on information (or the attempt to) which could be 
examination related by means of talking, electronic, written or non-verbal communication; 
 

 Making a false declaration of authenticity in relation to the authorship of controlled 
assessments, coursework or the contents of a portfolio; 
 

 Allowing others to assist in the production of controlled assessments, coursework or assisting 
others in the production of controlled assessments or coursework; 
 

 The misuse, or the attempted misuse, of examination and assessment materials and 
resources (e.g. exemplar materials); 



 

 Being in possession of confidential material in advance of the examination; 
 

 Bringing into the examination room notes in the wrong format (where notes are permitted in 
examinations) or inappropriately annotated texts (in open book examinations); 
 

 The inclusion  of inappropriate, offensive or obscene material in scripts, controlled 
assessments, coursework or portfolios; 
 

 Impersonation: pretending to be someone else, arranging for another person to take one’s 
place in an examination or an assessment; 
 

 Plagiarism: unacknowledged copying from published sources or incomplete referencing; 
 

 Theft of another candidate’s work; 
 

 Bringing into the examination room or assessment situation unauthorised material, for 
example: notes, study guides and personal organisers, own blank paper, calculators, 
dictionaries (when prohibited), instruments which can capture a digital image, electronic 
dictionaries (when prohibited), translators, wordlists, glossaries, iPods, mobile phones, MP3/4 
players, pagers or other similar electronic devices; 
 

 The unauthorised use of a memory stick where a candidate uses a word processor; 
 

 Behaving in a manner so as to undermine the integrity of the examination. 
 

 
Authentication Forms 
 
All candidates are given the authentication form to sign when handing in coursework or controlled 
assessments.  The forms may vary from subject to subject but the candidate signs to declare that the 
work submitted is her/his own work. 
 
 
The Investigation 
 
All allegations or suspicions of malpractice will be investigated thoroughly.  The investigation will 
involve the candidate, all relevant staff, the subject leader and the Deputy Headteacher. 
 
For Plagiarism: 
 

 A copy of work highlighted with sources identified 

 Occasions when students have been spoken to regarding the guidelines of authentication 
 

The investigation aims to establish the full facts and circumstances of any alleged malpractice.  The 
outcome of the investigation may result in an internal process only if the candidates have not signed 
the authentication form.  If this is the case, parents will be informed and corrective action taken where 
possible.   
 
Examples of corrective action: 
 

 Re-write in examination conditions if possible 

 Reduced mark submitted for the portfolio 
 
If candidates have signed the authentication form we must inform the awarding body of malpractice.  
We then await the decision from the awarding body. 


