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Guidance notes
About City & Guilds

City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards across a wide range of industries, and progressing from entry level to the highest levels of professional achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by employers worldwide for providing qualifications that offer proof of the skills they need to get the job done. 

City & Guilds Group
The City & Guilds Group includes City & Guilds, ILM (the Institute of Leadership & Management, which provides management qualifications, learning materials and membership services), City & Guilds NPTC (which offers land-based qualifications and membership services) and City & Guilds Centre for Skills Development. City & Guilds also manages the Engineering Council Examinations on behalf of the Engineering Council.

Equal opportunities

City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying this principle in all our activities and published material. A copy of our equal opportunities policy statement is available on the City & Guilds website.  
Copyright
The content of this document is, unless otherwise indicated, © The City and Guilds of London Institute and may not be copied, reproduced or distributed without prior written consent.
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The Standard Copying Conditions (which can be found on the City & Guilds website) also apply.

Publications

City & Guilds publications are available on the City & Guilds website or from our Publications Sales department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294 3387. 

Every effort has been made to ensure that the information contained in this publication is true and correct at the time of going to press. However, City & Guilds’ products and services are subject to continuous development and improvement and the right is reserved to change products and services from time to time. City & Guilds cannot accept liability for loss or damage arising from the use of information in this publication.
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1 Managing cases of suspected malpractice by centres and candidates
1.1 Commitment to quality 

City & Guilds is committed to providing high-quality qualifications which are assessed and awarded consistently, accurately and fairly.  To this end, centre staff and all those involved in the implementation, assessment and verification of City & Guilds qualifications are expected to demonstrate honesty and integrity in carrying out their respective responsibilities. 


It is a centre’s responsibility to ensure that all relevant staff involved in the management, assessment, moderation or internal verification of City & Guilds qualifications are made aware of the contents of this document.  

An electronic copy of this document is available from City & Guilds’ website (www.cityandguilds.com).

To assist in interpretation, section 2 of this document contains examples of malpractice by centre staff and candidates.  Please note that these examples are not exhaustive.
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1.2 About these guidance notes

1.2.1
Scope of guidance notes
The source document for these guidance notes is Suspected Malpractice in Examinations and Assessments:Policies and Procedures, published by the Joint Council for Qualifications (JCQ), of which City & Guilds is a member.

These guidance notes are intended  to provide ease of reference for centre staff and those involved in the management and delivery of City & Guilds qualifications.  They include examples of centre and candidate malpractice and explain the responsibilities of centre staff, external verifiers, examiners and City & Guilds staff to report malpractice, actual or suspected.  

For detailed information regarding malpractice policies and procedures, reference should be made to the JCQ document.  This can be accessed via the JCQ website (www.jcq.org.uk/).

1.2.2
Purpose of guidance notes
The purpose of these notes is to set out the procedures to be followed in identifying and reporting  malpractice by centre staff and/or candidates and the actions which City & Guilds may subsequently take.

1.2.3
Review of guidance notes
These notes are reviewed and revised regularly in response to feedback from centre staff, external verifiers and the regulatory authorities, or changes in legislation.  City & Guilds reserves the right, however, to make changes to these notes as and when required.

1.2.4
Definition
‘Malpractice’ means non-compliance with the regulations pertaining to the assessment process (including the conduct of examinations), which may adversely affect the integrity of a qualification, its assessment and the validity of candidate certificates.  For the purposes of this document, the term ‘malpractice’ covers both maladministration and misconduct.    
2 Examples of malpractice by centres and candidates

2.1 Centre staff malpractice

2.1.1
Failure to meet City & Guilds centre and qualification approval requirements  

Examples of this would include:

· failure to continually meet City & Guilds centre and qualification approval requirements eg failure to advise City & Guilds of centre changes related to the delivery of City & Guilds qualifications; external verifier action plans not implemented within agreed timescales; repeated short-notice cancellation of external verifier visits by a centre; postponement by a centre of an external verifier visit
· failure to meet City & Guilds requirements for assessment, internal moderation or internal verification 
· failure to keep candidates’ portfolios of evidence secure
· failure to adhere to City & Guilds procedures for candidate registration and certification.

2.1.2
Influencing the assessment or certification process

Examples of this would include:

· improper assistance to candidates

· inventing or changing marks for internally assessed work (coursework or portfolio evidence) where there is insufficient evidence of the candidates’ achievements to justify the marks given or assessment decisions made

· fraudulent claims for certificates
· inappropriate retention of certificates.
2.1.3
Failure to meet the requirements of the regulations for the conduct of examinations  

Examples of this would include:

· breaches of security of examination papers

· unauthorised changes to examination timetables

· failure to issue candidates with appropriate notices and warnings

· non-adherence to the invigilation requirements by centre staff 
· failure to despatch scripts to examiners promptly and efficiently

· amendment of examination materials without permission

· failure to provide access arrangements in accordance with City & Guilds requirements.
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2.2 Candidate malpractice
2.2.1
Breach of City & Guilds examination or assessment rules and regulations

Examples of this would include:
· plagiarism of any nature  

· collusion with others
· copying (including the use of ICT to aid copying)

· deliberate destruction of another’s work

· false declaration of authenticity in relation to the contents of a portfolio or coursework

· impersonation.

2.2.2
Inappropriate conduct during an examination 

Examples of this would include:

· introduction of unauthorised material into the examination room

· mobile phone in the examination room

· disruptive or offensive behaviour 
· passing information to other candidates

· failure to abide by the instructions of an invigilator.

3 Responsibilities to report malpractice 

3.1 Centre staff 
City & Guilds expects centre staff to co-operate fully with any investigations into cases of suspected or actual malpractice.  Failure to report suspected malpractice and/or co-operate with follow up activity may lead to awards not being made, certificates not being issued, future entries and/or registrations not being accepted, withdrawal of qualification and/or centre approval.
Centre staff who discover or suspect malpractice must immediately report this to the Head of Centre.  The Head of Centre is required to notify City & Guilds, at the earliest opportunity, of all incidents of malpractice, actual or suspected.  For further details, refer to sections 4.1 – 4.2 of this document. 

· On being notified of the incident, City & Guilds will normally request the Head of Centre to investigate the matter, in liaison with City & Guilds appointed staff.  The form on page 15 may be used as the basis of the investigation report.  Reports in letter format will be accepted provided the information given covers the same points as the form.

· The report should be submitted to City & Guilds.  Where a candidate has been expelled from the examination room, the question paper and script of the candidate concerned should be securely attached to the report.  

· City & Guilds will review the report and, if malpractice has been established, will determine an appropriate level of sanction or penalty in accordance with JCQ policy.

With regard to malpractice in examinations, the following should be noted.

· The invigilator/centre co-ordinator is empowered to expel candidates from the examination room when their continuing presence would hinder other candidates. 
· If any of the rules of examination conduct are broken by a candidate, invigilator or other person required for the conduct of the examination, City & Guilds may declare the examination void.
Reports should be sent to the following.
For candidate malpractice 
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3.2 External verifiers
City & Guilds external verifiers who discover or suspect malpractice in examinations or assessments when visiting centres, or when sampling candidate evidence, must immediately report their findings to the Review and Regulation Department, City & Guilds. 

The report should be submitted separately from the visit report and should include:

· the centre name and number

· the full nature of the malpractice 

· the centre staff and/or candidates involved

· date(s) malpractice occurred
· the qualification affected

· the external verifier’s signature and date of report.
City & Guilds Review and Regulation Department will inform the Head of Centre of the details required so that an investigation can be undertaken. 

Reports should be sent to:

Review and Regulation

City & Guilds

1 Giltspur Street

London  EC1A 9DD

email:  I&ACo-ordinator@cityandguilds.com
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3.3 Examiners
City & Guilds examiners who discover evidence of suspected or actual malpractice in the marking of examination papers must immediately report their findings to the City & Guilds Assessment & Development Co-ordinator responsible for the qualification concerned.   

The report should include:

· details of examination date and qualification number

· the centre name and number

· the full nature of the malpractice  

· the candidates involved

· the qualification affected

· the examiner’s signature and date of report.

The Assessment & Development Co-ordinator will inform the Head of Centre of the details required so that an investigation can be undertaken. 

Reports should be sent to the appropriate Assessment & Development Co-ordinator at: 

City & Guilds

1 Giltspur Street

London  EC1A 9DD
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3.4 City & Guilds staff

City & Guilds staff who discover or suspect centre or candidate malpractice in carrying out their day-to-day responsibilities must immediately report their concerns as follows. 

For candidate malpractice 

 

For centre malpractice and all other
in examinations only 
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4 Investigations into allegations

4.1 Centre staff and candidate malpractice
4.1.1
Who will undertake the investigation

Once notification of malpractice has been received, City & Guilds will determine whether to ask the Head of Centre to undertake the investigation into the allegation or whether City & Guilds will undertake the investigation.  

4.1.2
Investigation undertaken by centre

The Head of Centre is required to
· supervise the investigation personally

· establish the full facts and circumstances 

· pass on to the individuals concerned any warnings or notification of penalties.

Heads of Centres should consider that both staff and candidates can be responsible for malpractice.  For this reason, investigations into malpractice should not be delegated to the manager of the section, team or department involved in the suspected malpractice.  Conflicts of interest which arise in this situation may compromise the investigation.

Individuals accused of malpractice must be informed of the allegation made against them, evidence  that supports the allegation and the possible consequences should malpractice be proven.

City & Guilds reserves the right to suspend any claims for certification submitted by the centre, either on notification of malpractice (suspected or actual), or at any time during the investigation.
Full details of the procedures which should be followed when investigating cases of suspected malpractice can be found in the JCQ publication Suspected Malpractice in Examinations and Assessments: Policy and Procedures, available on the JCQ website www.jcq.org.uk/. 
4.1.3
Report of investigation undertaken by centre
The Head of Centre must submit a full written report of the investigation to City & Guilds.  The form on page 15 may be used as the basis for this report.  Reports in letter format will be accepted provided the information given covers the same points as the form.  The report should include the following as appropriate:

· a detailed account of the circumstances of the alleged malpractice and of the investigation carried out by the centre

· written statement(s) from the invigilator(s), assessor(s), internal verifier(s) or other staff involved

· written statements from any candidates who are involved

· any work of the candidate(s) involved and any associated material, if relevant 

· any mitigating factors. 

Centres should aim to complete the investigation, including the report, within 15 working days of being requested to undertake it.

4.1.4
Investigation undertaken by City & Guilds

In serious cases of alleged malpractice, or a serious breach of examination security, City & Guilds will investigate the nature of the malpractice and inform the Head of Centre of the outcome of the investigation.  City & Guilds will endeavour to ensure that those responsible for managing and carrying out investigations are independent of the management of normal working relationships with the centres or external verifiers involved.   
City & Guilds will aim to complete the investigation with minimal inconvenience and in the shortest possible time.  The centre’s ability to provide all the information requested as quickly as possible will help to ensure this aim is met.  City & Guilds will, throughout the investigation, be prepared to discuss the stages in the process. 
4.1.5
Report of investigation undertaken by City & Guilds
City & Guilds will produce a report outlining the findings of the investigation.  This will be sent to the centre and, where appropriate, to the regulatory authorities.
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4.2 Conclusion of investigation

4.2.1
City & Guilds’ actions

City & Guilds will consider all factors put forward by the centre or candidate in determining the appropriate actions.  If the investigation confirms that malpractice has taken place, the centre may have one or more of the following sanctions imposed.  Please note that this list is not exhaustive:
Candidates
· internal assessment and external assessment evidence will be disallowed
· certificates will not be issued
· candidate(s) will be disqualified from the assessment

· loss of marks gained for a section

· loss of all the marks gained for an assessment

· disqualification from the whole qualification

· disqualification from all qualifications taken in the series

· barred from entering for City & Guilds examinations for a set period of time.

Centre staff

· written warning

· imposition of conditions on the individual’s involvement in City & Guilds examinations and/or assessments

· training or mentoring

· suspension of individual from involvement in City & Guilds examinations and/or assessments.

Centres

· written warning

· review and report

· approval of specific assessment tasks

· additional external moderation or verification visits

· restriction on examination or assessment materials

· the deployment of independent invigilators 

· suspension of candidate registrations

· suspension of certification

· withdrawal of approval for specific qualifications

· withdrawal of centre approval.

City & Guilds has adopted the policy that it will implement as much as possible of the NVQ Code of Practice (2006) across all of its vocational qualification provision that is externally verified, not only NVQs, and will refer to the NVQ Code of Practice in applying sanctions.  

It is the centre’s responsibility to inform staff and candidates affected of the implications of the removal of any of its City & Guilds services.
4.2.2
Appeals against City & Guilds’ decision to impose sanctions

If a centre wishes to appeal against City & Guilds’ decision to impose sanctions as a result of identification of malpractice, details should be requested from:

Review and Regulation

City & Guilds

1 Giltspur Street

London  EC1A 9DD

email:  I&ACo-ordinator@cityandguilds.com
Appendix 1 Report form: Candidate malpractice in examinations and assessments

The form is overleaf.
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Candidate malpractice in examinations and 
assessments

Report form - Confidential
Centres may use either form JCQ/M1, which can be found in the JCQ malpractice policy document (www.jcq.org.uk/), or the form below to report instances of suspected malpractice, by candidates or staff, in  examinations or assessments.  For guidance on how to complete the form, please see 
page 22.


	1
Date of incident
	
	Time
	

	
	
	
	

	2
Centre number
	
	
	
	
	
	
	Centre name
	


3
Examination/assessment details

	Qualification number
	
	
	
	
	Title
	

	
	
	
	

	Assessment/component/unit number
	
	Title
	


4
Details of candidate(s) involved
	Candidate enrolment number
	Candidate name

	
	

	
	

	
	

	
	

	
	

	
	

	
	


5
Details of invigilator(s)/assessment personnel or other witnesses
	Name
	Role

	
	

	
	

	
	

	
	


6
Describe the nature of the suspected malpractice, including details as to how it was discovered, by whom and when.
	


7
Describe how the candidate(s) was made aware of the examination or assessment 
regulations.
	


	Yes
	

	No
	


8
If the incident involved disruptive behaviour, did the candidate’s behaviour cause disturbance to other candidates?

9 
If the answer to the above question is ‘yes’ and you wish to request special consideration for other candidates, please refer to the City & Guilds document Access to assessment and qualifications (www.cityandguilds.com). 

	Yes
	

	No
	


10
If the incident involved the introduction of unauthorised material, is the unauthorised material enclosed? 

11 If the answer to the above question is ‘no’, please give details below of the

nature of the unauthorised material.

	


12
If the case involves plagiarism, please provide full details (ie title, author, edition, website etc) of the material plagiarised and include copies if possible. 

	Yes
	

	No
	

	
	

	Yes 
	

	No 
	


13 Had the candidate(s) been issued with a declaration of authentication (where applicable)?

14
Had the candidate(s) signed the declaration of authentication stating that all work completed was the candidate’s own (where applicable)? 

15
To be completed in the case of written examinations and on-


line tests only

	Yes 
	

	No 
	


a

Was the ‘Warning to Candidates’ displayed both inside and outside 

the examination room?  (See JCQ document Instructions for conducting examinations – www.jcq.org.uk/ – Appendix 4).
	Yes 
	

	No 
	

	
	

	Yes 
	

	No 
	

	
	

	Yes 
	

	No 
	


b

Was the ‘Mobile Phones’ poster displayed both inside and outside the examination room?  (See JCQ Instructions for conducting 
examinations’ – Appendix 7).
c

Had the candidate(s) been issued with a copy of the ‘Information to Candidates’ (either electronically or a paper version) prior to the examination?  See JCQ Instructions for conducting examinations, Appendix 5/6 as appropriate).
d
Were candidates reminded of examination regulations at the beginning of this particular examination?

16
Other information

If there are any other details you feel are relevant to this allegation, including mitigating 
circumstances, please give further information below.

	


17
Supporting evidence


Please tick (() the appropriate boxes to indicate the supporting evidence submitted with this report.  All relevant information and materials should be submitted at this time.  Evidence submitted subsequently may not be considered. 

	Evidence submitted with this form
	(

	Statement(s) from invigilator(s)
	

	Statement(s) from tutor/head of subject/assessor/internal verifier
	

	Statement from examinations officer
	

	Statement(s) from candidate(s)
	

	Statement from employer
	

	Seating plan of examination room 
	

	Unauthorised material removed from the candidates(s) 
	

	Script(s), portfolio(s), other candidate evidence
	

	Copies of sources of plagiarised material 
	

	Assessment and internal verification/moderation records 
	

	Other (please give details)
	


If a statement(s) from the candidate(s) is not enclosed, please tick ( () this box to 
indicate that the candidate(s) has been given the opportunity to make a statement but has chosen not to do so.
To be completed by the Head of Centre

	Name (printed)

	Tel no

	Fax no

	E-mail


	Signature*

	Date


*Submission by email from the centre’s registered email address will be accepted in place of a signature.  When submitting the form by email, all supporting documents should be scanned and attached (preferably as PDF documents) to the same email, and the originals retained by the centre.  Reports which require the inclusion of lengthy documents or candidate work should be sent by post.  Please do not submit the same report with both methods.

Appendix 2 Report form: Guidance notes 
What information should be included on the form?

This form should be used by the Head of Centre to notify City & Guilds of an instance of suspected malpractice in the conduct of examinations or assessments.  It may also be used in cases involving staff suspected of malpractice.  In order to prevent the issue of erroneous results and/or certificates, it is essential that instances of suspected malpractice are reported as soon as possible.  The checklist in Appendix 3 should also be completed and submitted.

Reports must include:
· a detailed account of the circumstances surrounding the malpractice including, in the case of disruptive behaviour, an indication as to whether or not the


- behaviour continued after warnings were given


-  candidate was expelled from the examination room/assessment situation

· the procedures for advising candidates of the regulations concerning the conduct of examinations and/or assessments

· a report of any investigation carried out subsequently by the centre
· signed and dated statements from the staff concerned (eg invigilators, assesssors, tutors) on the centre’s official letterhead paper
· signed and dated statements from the candidate(s) concerned or a clear indication that they have been given an opportunity to make a statement; in circumstances which make it inappropriate to interview the candidates, the centre should discuss the case in confidence with City & Guilds
· a signed and dated statement from the candidate’s employer (if applicable)
· seating plans of the examination room, candidates’ question papers and scripts/portfolios/other evidence, copies of unauthorised or plagiarised material (as applicable)
· assessment and internal verification/moderation records 

· details of any unauthorised material found during an examination
· name and contact details of Head of Centre.
What should I do with the completed form?

The form may be submitted either by post or by email.  If it is to be submitted by email, please refer to the instructions provided at the end of the form (under Head of Centre’s signature).  The completed form should be sent to the following:
For candidate malpractice 

 

For centre malpractice and all other
in examinations only 




candidate malpractice
Regulatory Policy and Audit



Review and Regulation
City & Guilds





City & Guilds
1 Giltspur Street




1 Giltspur Street

London  EC1A 9DD




London  EC1A 9DD

email:  policy@cityandguilds.com


email:  I&ACo-ordinator@cityandguilds.com
Appendix 3 Report form: Checklist
What is this checklist for?

This checklist is intended to assist centres when completing a report of suspected malpractice.

Reference is made to the requirements contained in the JCQ document Suspected Malpractice in Examinations and Assessments – Policies and Procedures. 
Please indicate by ticking the appropriate box for the following points.

	Yes 
	

	No 
	


1
Staff members and candidates have been informed of their 
individual responsibilities and rights (as outlined in section 2.5 of the 
above-mentioned document). 



2
The individual, whether a candidate or a member of staff accused of malpractice

	Yes 
	

	No 
	

	
	

	Yes
	

	No
	

	
	

	Yes
	

	No
	

	
	

	Yes
	

	No
	

	
	

	Yes
	

	No
	

	
	

	Yes
	

	No
	

	
	

	Yes
	

	No
	


· has been informed (preferably in writing) of the allegation made 


against him or her

· knows what evidence there is to support the allegation

· knows the possible consequences should malpractice be proven

· has had the opportunity to consider their response to the allegation


 (if required)

· has had the opportunity to submit a written statement

· has had the opportunity to seek advice (as necessary) and provide a supplementary statement if required

· has been informed of the applicable appeals procedures should a decision be made against him or her. 

What should I do with the completed checklist?

This checklist should be enclosed with the report.  
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