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PROCEDURE

 FOR REPORTING AND INVESTIGATING
 CASES OF MALPRACTICE IN

   ETC AWARDS CENTRES

Procedure for Reporting and Investigating Cases of Malpractice

· As a requirement of “The statutory regulation of external qualification in England, Wales and Northern Ireland” (2004) and the “NVQ Code of Practice” (Revised 2006), ETC Awards Ltd (ETCAL) are required to have in place the following procedure for the reporting and investigation of malpractice within centres.

· For the purpose of this procedure malpractice may be defined as the deliberate falsification of records or interference of systems within centres in order to obtain certificates without a proper assessment process being followed.

· ETC Awards Ltd (ETCAL) requires approved centres to report any suspected malpractice on the part of candidates, centre staff and any others involved in providing the qualification.  ETCAL also reserves the right to investigate any suspicion of malpractice where the integrity of the assessment process is in doubt in any of its approved centres. This could be as a result of detailed information being received from an individual, another agency or where the normal monitoring activities have identified serious concerns.  The responsibility for the assessment and certification of candidates is shared between a Centre and ETCAL.  Centres therefore will share the responsibility when dealing with problems caused for candidates when certificates are wrongly claimed.

· Suspected malpractice will be reported to ETCAL using the NVQ Irregularity Report.  

· Failure to inform ETCAL of any suspected malpractice, will result in immediate suspension of a centre and any partner organisations pending an investigation

· During any investigation of malpractice, registration of candidates and issue of certificates will be suspended. All claims for certification will be suspended.  Centre(s) will be notified by letter of the circumstances of the suspension. 

· ETCAL will appoint at least two investigators to establish if malpractice has taken place.  The investigation team will be independent of the management of normal working relationships with the centres or external verifiers involved.

· Where malpractice is found ETCAL will ensure the following actions are taken:

(a) Protect the interests of the candidates, in so far as is reasonable and possible in the circumstances.

(b) Contact the candidate(s) involved and notify them of the status of their certificates and of arrangements for re-assessments and or certification.

(c) Ensure the original certificates are cancelled on the ETCAL database to ensure duplicates cannot be issued.

(d) Inform the regulatory authorities of the details of the invalidated certificate(s) and where appropriate, make the information available to public funding bodies.

· Malpractice investigations will normally rest with ETCAL, however, there may be special circumstances, which require the regulatory authorities to be involved.  ETCAL are required to notify the regulatory authorities when commencing an investigation and provide an estimated time scale for its completion.

· In exceptional circumstances the regulatory authorities may need to take over an investigation.  In such circumstances the regulatory authorities will provide written instructions to the awarding body informing them of this and the reason for taking such action.

· ETCAL Appointed Investigators will meet with the Centre Co-ordinator of the centre and begin an investigation to discover the irregularity that has taken place.  The investigation may require the co-operation of anyone connected to an irregularity that has occurred.

· Any such investigation will endeavour to:

1. Establish the facts relating to the complaint/allegation in order to determine whether any irregularity has occurred

2. Identify the cause of the irregularity, including whether accidental or deliberate

3. Determine whether remedial action is required

4. Develop an action plan to implement any identified remedial action

5. Prepare evidence to determine the level of any sanction to be imposed on the centre or members of centre staff.  Appendix 3 “Sanctions for non-compliance with the approved centre criteria” of The NVQ Code of Practice (2001) will be used as a guide to determine the level of sanction.  

Typically investigations will concentrate on evidence that:

(a) The NVQ evidence assessed is not the candidate’s own work.

(b) The candidate is still working towards the qualification after the certificate has been claimed.

(c) The certificate has been claimed on the basis of falsified records.

(d) The awarding body has issued certificates contrary to the NVQ Code of Practice and the Accreditation Agreement.

· When investigations have been completed, ETCAL will prepare a report of its findings.  A copy of this report will be sent to the regulatory authorities 

· The report will detail:

(a) the origin of the complaint or mode of discovery of the alleged irregularity(ies)

(b) the investigation carried out

(c) the evidence collected

(d) the conclusions drawn

(e) the recommendations for action and resolution of the matter

· ETCAL will maintain the confidentiality of individuals, materials and evidence gathered during all such investigations.  All materials and evidence collected as part of the investigation will be held in a secure environment and will not normally be disclosed to a third party.

ETC Awards Ltd

NVQ Irregularity Report

	Centre Name:
	Centre Number:

	Centre Co-ordinator:

	Internal Verifier:

	Assessor:

	Candidate Name (as appropriate):

	Irregularity in:

Assessment                                                 Centre Administration                       

                                                                      (Malpractice)



	Date of Occurrence:



	Description of Irregularity:



	Date Submitted to ETC Awards Ltd:

	Centre Co-ordinator Signature:


To be completed by ETC Awards Ltd Staff only.
	Date Received at ETC Awards Ltd:

	External Verifier Name:

	Action Required:



	Signature ETC Awards Ltd Manager:
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