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This policy is reviewed and updated annually to ensure that any malpractice at CATS Cambridge is
managed in accordance with current requirements and regulations.

Reference in the policy to GR and SMPP relate to relevant sections of the current JCQ publications
General Regulations for Approved Centres and Suspected Malpractice: Policies and Procedures.

Further details on the School's approach to digital literacy, the use of Al in student work and
consequences of it misuse can be found in the Schools Digital Literacy and Artificial Intelligence Policy
(2024 - 2025).

What is malpractice and maladministration?

‘Malpractice’ and ‘maladministration’ are related concepts, the common theme of which is that they
involve a failure to follow the rules of an examination or assessment. This policy and procedure uses
the word ‘malpractice’ to cover both ‘malpractice’ and ‘maladministration’ and it means any act, default
or practice which is:

» a breach of the Regulations

» a breach of awarding body requirements regarding how a qualification should be delivered

« a failure to follow established procedures in relation to a qualification which:
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 gives rise to prejudice to candidates

» compromises public confidence in qualifications

» compromises, attempts to compromise or may compromise the process of assessment, the integrity
of any gqualification or the validity of a result or certificate

« damages the authority, reputation or credibility of any awarding body or centre or any officer,
employee or agent of any awarding body or centre (SMPP 1)

‘Candidate malpractice’ means malpractice by a candidate in connection with any examination or
assessment, including the preparation and authentication of any controlled assessments, coursework
or non-examination assessments, the presentation of any practical work, the compilation of portfolios
of assessment evidence and the writing of any examination paper. (SMPP 2)

'Centre staff malpractice’ means malpractice committed by:

» a member of staff, contractor (whether employed under a contract of employment or a contract for
services) or a volunteer at a centre; or

e an individual appointed in another capacity by a centre such as an invigilator, a Communication

Professional, a Language Modifier, a practical assistant, a prompter, a reader or a scribe (SMPP 2)

For the purposes of this document, suspected malpractice means all alleged or suspected incidents of
malpractice. (SMPP 2)

To confirm CATS Cambridge has in place a written malpractice policy which covers all qualifications
delivered by the centre and details how candidates are informed and advised to avoid committing
malpractice in examinations/assessments, how suspected malpractice issues should be escalated
within the centre and reported to the relevant awarding body (GR 5.3)

In accordance with the regulations CATS Cambridge will:

» Take all reasonable steps to prevent the occurrence of any malpractice (which includes
maladministration) before, during and after examinations have taken place (GR 5.11)

» Inform the awarding body immediately of any alleged, suspected or actual incidents of malpractice
or maladministration, involving a candidate or a member of staff, by completing the appropriate
documentation (GR 5.11)

» As required by an awarding body, gather evidence of any instances of alleged or suspected
malpractice

(which includes maladministration) in accordance with the JCQ publication Suspected Malpractice -
Policies and Procedures and provide such information and advice as the awarding body may
reasonably require (GR 5.11)



CATS Cambridge has in place:

» Robust processes to prevent and identify malpractice, as outlined in section 3 of the JCQ publication
Suspected Malpractice: Policies and Procedures. (SMPP 4.3)

e This includes ensuring that all staff involved in the delivery of assessments and examinations
understand the requirements for conducting these as specified in the following JCQ documents and
any further awarding body guidance: General Regulations for Approved Centres 2023-2024;
Instructions for conducting examinations (ICE) 2023-2024; Instructions for conducting coursework
2023-2024; Instructions for conducting non-examination assessments 2023-2024; Access
Arrangements and Reasonable Adjustments 2023-2024; A guide to the special consideration
process 2023-2024; Suspected Malpractice: Policies and Procedures 20232024; Plagiarism in
Assessments; Al Use in Assessments: Protecting the Integrity of Qualifications; A guide to the
awarding bodies’ appeals processes 2023-2024 (SMPP 3.3.1)

At our centre, maintaining academic integrity is of utmost importance. To ensure candidates understand
how to avoid committing malpractice, including the misuse of Al, we have a comprehensive process
that educates and guides students through every step of their assessment journey. This process is
aligned with the JCQ guidance on Al use in assessments to protect the integrity of qualifications.
Procedure:

A comprehensive document outlining the school's policy on academic integrity and the use of Al is
distributed to all students: DIGITAL LITERACY AND THE USE OF ARTIFICIAL INTELLIGENCE POLICY
2024-2025. Students are required to sign an acknowledgment form indicating they have read and
understood the guidelines.

Timing: Throughout the academic year, with emphasis before assessments.

Staff Involved: Subject Teachers & Personal Tutors

Subject teachers reinforce the importance of academic integrity in their lessons, particularly before
coursework deadlines and exams.

Tutors hold group discussions on the ethical use of Al, discussing real-life scenarios and the importance

of crediting Al tools when they are used.

Students are reminded to properly reference Al tools in their assignments. Teachers review the correct
citation methods and emphasise the importance of transparency.



Timing: One week before examination periods begin.
Staff Involved: Examinations Officer, Deputy Head — Wellbeing, Personal Tutors

The Examination Officer conducts a briefing session to review examination rules and regulations,
including a specific section on the misuse of Al and its consequences.

All invigilators receive relevant accredited training which includes how to recognise signs of
malpractice, including the potential misuse of Al.

Use of plagiarism detection software, including Turn It In, to monitor the originality of student work.
Regular checks for compliance with digital literacy and Al use guidelines.

Digital literacy is a fundamental skill in today's technology-driven world. It involves the ability to
effectively use technology to access, evaluate, and communicate information. The policy emphasizes
the importance of teaching students to use technology responsibly, including critical thinking skills to
evaluate the reliability of online information. By fostering digital literacy, the school aims to empower
students to use technology for learning and creativity while mitigating potential risks.

With reference to the JCQ guidance for Teachers & Assessors - Al Use in Assessments: Protecting the
Integrity of Qualifications, students complete the majority of their exams and a large number of other
assessments under close staff supervision with limited access to authorised materials and no permitted
access to the internet. The delivery of these assessments should be unaffected by developments in Al
tools as students must not be able to use such tools when completing these assessments.

CATS Cambridge’s Al policy (see the Digital Literacy and the use of Artificial Intelligence) outlines our
expectations for the appropriate use of Artificial Intelligence (Al) in both the classroom and
assessments. Al, when used judiciously, can enhance the learning experience by providing additional
resources and tools. However, it's essential to ensure that Al is used ethically and responsibly.
Teachers and staff should be trained to effectively use Al tools, and students should be educated about
the potential biases and limitations of Al systems.

There are some assessments in which access to the internet is permitted in the preparatory, research,
or production stages. The majority of these assessments will be Non-Examined Assessments (NEAS),
coursework, and internal assessments for General Qualifications (GQs) and Vocational & Technical

Qualifications (VTQs).JCQ’s guidance, which is designed to help students and teachers complete NEAs,
coursework, and other internal assessments successfully, is followed in relation to these assessments.



As Al technology becomes more accessible, it's crucial to guide students in its responsible use. The
policy encourages students to use Al tools ethically and effectively. It also highlights the importance of
monitoring and guiding students' use of Al to prevent misuse and promote digital citizenship. By

fostering a positive and responsible approach to Al, the school aims to prepare students for the future.

Once suspected malpractice is identified, any member of staff at the centre can report it using the
appropriate channels (SMPP 4.3) Our centre is committed to upholding the highest standards of
academic integrity. To address any incidents of suspected malpractice, we have established a clear and
structured escalation process. This process ensures that all concerns are handled promptly, fairly, and

in accordance with relevant guidelines.

1.

Staff Involved: Teachers, Invigilators

Examination Officers Procedure: During assessments, teachers, invigilators, or examination officers who
observe any irregularities or suspicious behaviour document the details immediately.

For coursework and assignments, teachers review the work for signs of plagiarism or unauthorised Al

use.

2.

Timing: Immediately upon identification of suspected malpractice.

Staff Involved: Subject Teacher or Invigilator Examination Manager Procedure:

Documentation: The staff member who identified the issue collects and secures all relevant evidence,
such as examination scripts, assignments, or digital records. A written reportis prepared detailing the
nature of the suspected malpractice, including dates, times, and any witness statements.

Timing: Within 24 hours of the preliminary investigation.

Staff Involved: Head of Department (HoD) Examination Officer

Procedure: The Examination Officer and the Head of Department review the report and evidence.

If the evidence is deemed insufficient, the case is closed, and no further action is taken. If the evidence
suggests malpractice, the case is escalated.

4.

Timing: Within 48 hours of the initial review.

Staff Involved: Senior Deputy Head, Principal

Formal Report Submission: The Head of Department submits a formal report and all collected evidence
to the Senior Deputy Head who reviews the case and may conduct additional interviews or gather
further evidence if necessary. The Head of School is informed of the situation and kept updated on the
progress of the investigation.



Timing: Within one week of escalation to senior management.

Staff Involved: Senior Deputy Head, Principal and CGS Board members as necessary

Investigation Meeting: The Senior Deputy Head convenes a meeting with those concerned, to discuss
the case. The student(s) involved are given an opportunity to explain their side of the story. Based on
the evidence and the student's testimony, the committee decides on the appropriate course of action.

Any malpractice is considered to be a violation of the school's Student Behaviour and/or Assessment
and Reporting Policies. If a student is found to have breached this policy in a public examination or
coursework that contributes to a final public examination grade (GCSE, UFP or A Level), the exam
board will be notified. Further consequences are informed by JCQ guidance (2020) and include, but are
not limited to:

e The student receiving a stage 3 sanction (this may increase to a stage 5 for repeat offences.

e The piece of work will be awarded zero marks.

e The student being disqualified from that component for the examination series in question.

e The student being disqualified from the whole subject for that examination series.

e The student being disqualified from all subjects and barred from entering again for a period of

time.

Timing: Within 24 hours of the decision.

Staff Involved: Senior Deputy Head, Head of School

Procedure:

The Senior Deputy Head or Head of School formally notifies the student(s) of the decision in writing,
detailing the outcome and any sanctions imposed. Parents, primary contacts / guardians are also
informed.

All documentation related to the case is securely stored in the student's academic record.

Timing: Within one week of the decision notification.

Staff Involved: Head of School

Process: Students have the right to appeal the decision. They must submit a written appeal to the Head
of School within one week of receiving the decision. The Head of School reviews the appeal, which may
include re-evaluating the evidence and interviewing relevant parties. A final decision is made and
communicated to the student.

Timing: As required by external guidelines.

Staff Involved: Principal, Examination Officer

Procedure: If the malpractice involves external examinations or qualifications, the Examination Officer
reports the incident to the relevant examination board or authority, in accordance with their guidelines.



