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Purpose of Policy 

 

This policy is aimed at all those individuals who may be suspected or involved in actual malpracƟce and 
/ or maladministraƟon. 

This policy covers all academic work of FlexiStudy UK and all students studying a qualificaƟon registered 
with an awarding organisaƟon under FlexiStudy UK. 

This policy also sets out the procedural steps that students and other personnel must follow when 
reporƟng suspected or actual cases of malpracƟce and/or maladministraƟon and our responsibiliƟes in 
dealing with such cases. 

 

 

FlexiStudy’s ResponsibiliƟes 

 

It is important that all FlexiStudy UK staff and our students are fully aware of the contents of the policy 
and that the centre has arrangements in place to prevent and invesƟgate instances of suspected 
malpracƟce and maladministraƟon. 

A failure to report suspected or actual malpracƟce/maladministraƟon cases including plagiarism, 
cheaƟng and collusion, may lead to sancƟons being imposed on the centre. 

This policy will be reviewed at intervals no less than 2 years in length and updated accordingly. 

 

 

DefiniƟon of plagiarism 

 

Plagiarism is the presentaƟon of someone else’s work, words, images, ideas, opinions or discoveries, 
whether published or not, as one’s own, or alternaƟvely taking for one’s own use, the artwork, images 
or computer-generated work of others without properly acknowledging the source, with or without the 
owner’s permission. 

Plagiarism by students can occur in examinaƟons, but is most likely to occur outside sat, unseen exams, 
i.e. in coursework, assignments, porƞolios, essays and dissertaƟons. Examples of plagiarism may include: 

 

 Directly copying from wriƩen physical, pictorial or wriƩen material without crediƟng the course; 
 Paraphrasing someone else’s work without crediƟng the source. 

 

Work submiƩed for assessment must be the student's own efforts and must be their own work. 

Brief quotaƟons from the published or unpublished works of another person, suitably aƩributed, are 
acceptable. 
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 Use of ArƟficial Intelligence (AI) in assessments 

 

Using AI, for example, ChatGPT to generate or modify content to evade plagiarism detecƟon is deemed 
as malpracƟce. Examples of AI misuse include: 

 Copying or paraphrasing secƟons of AI-generated content so that the work is no longer the 
student’s own; 

 Copying or paraphrasing whole responses of AI-generated content; 
 Using AI to complete parts of an assessment so that the work does not reflect the student’s own 

work, analysis, evaluaƟon, or calculaƟons ; 
 Failing to acknowledge and reference the use of AI tools when they have been used as a source 

of informaƟon; 
 Submiƫng work with intenƟonally incomplete or misleading references or bibliographies. 

 

Work submiƩed for assessment must be the student's own efforts and must be their own work. If any 
secƟons of learner’s work are reproduced directly from AI generated responses, those elements must be 
idenƟfied by the learner and they must understand that this does not allow them to demonstrate that 
they have independently met the marking criteria and therefore will not be rewarded. 

 

 

DefiniƟon of collusion 

 

Collusion is an example of unfair means because, like plagiarism, it is an aƩempt to deceive the examiners 
by disguising the true authorship of an assignment, or part of an assignment. Its most common version 
is that student A copies, or imitates in close detail, student B’s work with student B’s consent. But it also 
includes cases in which two or more students divide the elements of an assignment among themselves, 
and copy, or imitate in close detail, one another’s answers. 

It is an offence to copy, or imitate in close detail, another student’s work, even with their consent (in 
which case it becomes an offence of collusion). It is also an offence of collusion to consent to having 
one’s work copied or imitated in close detail. 

Students are expected to take reasonable steps to safeguard their work from improper use by others. 

Collusion should not be confused with the normal situaƟon in which students learn from one another, 
sharing ideas, as they generate the knowledge and understanding necessary for each of them to 
successfully and independently undertake an assignment. Nor should it be confused with group work on 
an assignment where this is specifically authorised in the assignment brief. 
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DefiniƟon of malpracƟce 

MalpracƟce is essenƟally any acƟvity or pracƟce, which deliberately contravenes regulaƟons and 
compromises the integrity of the internal or external assessment process and / or the validity of 
cerƟficates. It covers any deliberate acƟons, neglect, default or other pracƟce that compromises, or could 
compromise: 

 

 The assessment process; 
 The integrity of a regulated qualificaƟon, accreditaƟon or Quality Assured Award; 
 The validity of a result or cerƟficate; 
 The reputaƟon and credibility of FlexiStudy UK. 

 

MalpracƟce may also include a range of issues from the failure to maintain appropriate records of 
systems, to the deliberate falsificaƟon of records in order to claim cerƟficates. For the purpose of this 
policy this term also covers misconduct and forms of unnecessary discriminaƟon or bias towards certain 
groups of students. 

 

 

DefiniƟon of maladministraƟon 

MaladministraƟon is essenƟally any acƟvity or pracƟce, which results in non- compliance with 
administraƟve regulaƟons and requirements and include the applicaƟon of persistent mistakes or poor 
administraƟon within a centre (e.g. inappropriate candidate records) 

 

 

DetecƟon of plagiarism 

As part of the approach to detect plagiarism, FlexiStudy is commiƩed to using the Moodle plaƞorm to 
submit assignments. By enrolling at the college students agree to the submission of their work to the 
plagiarism service used by FlexiStudy. 

 

 

ReporƟng malpracƟce or maladministraƟon 

In all cases of suspected student malpracƟce, plagiarism, cheaƟng or collusion, the FlexiStudy team will 
be noƟfied as soon as possible and provided with relevant detail via flexistudy@proton.me.  

Where there is a case of cheaƟng, plagiarism or collusion in connecƟon with wriƩen assignments, the 
assessment will be suspended and a thorough invesƟgaƟon will take place. 
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ConfidenƟality and whistle blowing 

 

SomeƟmes a person making an allegaƟon of malpracƟce and maladministraƟon may wish to remain 
anonymous, although it is always preferable to reveal your idenƟty and provide us with your contact 
details. However, if you are concerned about possible adverse consequences that may occur should your 
idenƟty be revealed to another party then inform us that you do not wish for us to divulge your idenƟty 
and we will work to ensure your details are not disclosed. 

We will always aim to keep the idenƟty of the person making the allegaƟons confidenƟal where asked 
to do so, although we cannot guarantee this. We may need to disclose your idenƟty should the allegaƟon 
lead to issues that need to be taken forward by other parƟes. 

For example: 

 The police, fraud prevenƟon agencies or other law enforcement agencies (to invesƟgate or 
prevent crime, including fraud); 

 The courts (in connecƟon with any court proceedings); 
 Other third parƟes such as the relevant regulatory authority (e.g. Ofqual). 

  

At our discreƟon, we will keep you updated as to how we have progressed the allegaƟon (e.g. we have 
undertaken an invesƟgaƟon) but we won’t disclose details of the invesƟgaƟon. In addiƟon, it may not be 
appropriate for us to disclose full details of the outcomes of the invesƟgaƟon, or any acƟons taken 
against the parƟes concerned, due to confidenƟality or legal reasons. 

 

 

NoƟfying relevant parƟes 

 

In the case of student malpracƟce, the centre will invesƟgate the issue in conjuncƟon with the awarding 
organisaƟon. In doing so we may withhold details of the person making the allegaƟon in order not to 
breach a duty of confidenƟality or any other legal duty. Awarding OrganisaƟons may ask the centre to 
invesƟgate the maƩer where they have confidence that the invesƟgaƟon will be prompt, thorough, 
independent and effecƟve. 

Where applicable, the awarding organisaƟon may inform the appropriate regulatory authority if we 
believe there has been an incident of malpracƟce or maladministraƟon, which could either invalidate 
the award of a qualificaƟon, or if it could affect another awarding organisaƟon. In parƟcular, we will keep 
them informed of progress in large and / or complex cases. 

If fraud is suspected and / or idenƟfied, we may also noƟfy the police. 
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InvesƟgaƟon process 

The centre aims to acƟon and resolve all stages of the invesƟgaƟon within 10 working days of receipt of 
the allegaƟon. However, in some cases the invesƟgaƟon may take longer. In such instances, we’ll advise 
all parƟes concerned of any revised Ɵmescales. 

The fundamental principle of all invesƟgaƟons is to conduct them in a fair, reasonable and legal manner, 
ensuring that all relevant evidence is considered without bias. In doing so, invesƟgaƟons will be 
underpinned by terms of reference and based around the following broad objecƟves: 

 To establish the facts relaƟng to allegaƟons in order to determine whether any malpracƟce and 
/ or maladministraƟon has taken place; 

 To idenƟfy the cause of any malpracƟce and / or maladministraƟon and those involved. 
 To establish the scale of any malpracƟce and / or maladministraƟon and whether other 

qualificaƟons, accreditaƟons or Quality Assured Awards are affected. 
 To evaluate any acƟon already taken by the centre. 
 To determine whether remedial acƟon is required to reduce the risk to current registered 

candidates and to preserve the integrity of the qualificaƟon, accreditaƟon or Quality Assured 
Award. 

 To ascertain whether any acƟon is required in respect of cerƟficates already issued. 
 To obtain clear evidence to support any sancƟons to be applied to the centre, and / or any acƟons 

relaƟng to members of staff. 
 To idenƟfy any adverse paƩerns or trends. 

 

The invesƟgaƟon may involve a request for further informaƟon from relevant parƟes, and / or interviews 
with personnel involved in the invesƟgaƟon. Therefore, we will expect all parƟes, who are either directly 
or indirectly involved in the invesƟgaƟon, to co-operate fully. 

 

 

InvesƟgaƟon outcomes 

 

If the invesƟgaƟon confirms that malpracƟce or maladministraƟon has taken place, we will consider what 
acƟon to take to: 

 Minimise the risk to the integrity of cerƟficaƟon now and in the future. 
 Maintain public confidence in the delivery and awarding of qualificaƟon, accreditaƟon or Quality 

Assured Awards. 
 Discourage others from carrying out similar instances of malpracƟce or maladministraƟon. 
 Ensure there has been no gain from compromising our standards. 

 

Once the seriousness of the offence has been considered and agreed, this may also result in a wriƩen 
warning being issued by the centre to the student. 
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Making an appeal against an invesƟgaƟon outcome 

 

A student may appeal against the outcome of a suspected assessment malpracƟce invesƟgaƟon and the 
sancƟon imposed on them. Grounds for Appeal: Appeals must be based on reasonable grounds which 
relate to the incident in quesƟon and the following are accepted as reasonable grounds: 

 

 The incident was not dealt with in accordance with the centre’s MalpracƟce and 
MaladministraƟon policy; 

 The decision was unreasonable in light of the evidence presented; 
 basis of the invesƟgaƟon outcome; 
 The sancƟon imposed is disproporƟonate to the seriousness of the malpracƟce in line with 

internal policy and policy related to the relevant awarding organisaƟon. 

 

How to appeal: A student should submit a wriƩen request to flexistudy@proton.me to appeal against a 
decision within 5 working days of noƟficaƟon of the original outcome following internal invesƟgaƟon. 
The evidence will be reviewed again (All relevant documentaƟon should be submiƩed and reviewed at 
this point as there will be no further opportunity to review new evidence). 

Following a second review Flexistudy may: 

 Resolve the appeal, on one of the accepted reasonable grounds for appeal. 
 Reject the grounds for appeal. 

 

Outcome of an appeal: The decision of FlexiStudy is final. 

 


