Halcyon Performing Arts Malpractice and Maladministration Policy
1. Introduction
At Halcyon Performing Arts, we are committed to upholding the highest standards of integrity, fairness, and professionalism in all aspects of our work. This includes safeguarding the credibility of our examinations and assessments, and preventing any form of malpractice or maladministration. This policy outlines the measures we take to recognise, prevent, investigate, and report malpractice or maladministration, ensuring transparency and fairness in our processes.
We define malpractice as any act of dishonesty or unethical behaviour that undermines the integrity of the assessment process, while maladministration refers to errors or failures in the implementation of procedures that could compromise the quality and fairness of the assessment process.
2. Recognising and Identifying Malpractice and Maladministration
We work proactively to recognise potential malpractice or maladministration through:
· Clear Procedures: We have clear, written procedures for all aspects of assessment, including exam administration, marking, and feedback. These are regularly reviewed and communicated to all staff, learners, and examiners.
· Vigilance: Our staff members are trained to be vigilant to any signs of malpractice or maladministration. This includes watching for unusual patterns of behaviour or irregularities in exam processes.
· Learner and Staff Feedback: We encourage open communication and feedback from learners and staff, which helps to identify any concerns or inconsistencies that might indicate malpractice or maladministration.
· Regular Audits and Reviews: We conduct regular internal audits of our examination procedures, assessments, and outcomes to identify any potential problems.
3. Measures to Monitor Behaviour Before, During, and After Exams
To ensure a fair and secure exam environment, we have the following measures in place to monitor behaviour before, during, and after exams:
· Pre-Exam Procedures: Before exams, learners and staff are reminded of the exam rules and expectations regarding behaviour. This includes prohibiting the use of unauthorised materials, cheating, or any form of deception. We ensure that learners are fully aware of what is expected of them.
· During the Exam: During all assessments, we ensure that exams are conducted under the supervision of fully trained, qualified members of our team. No exams will take place in our Centre unless there is adequate supervision by an experienced staff member who is aware of the rules and protocols for the assessment.
· Post-Exam Monitoring: After exams, we review the results and feedback from both examiners and learners. Any irregularities, such as complaints or concerns raised by examiners, staff, or learners, are carefully examined to identify possible malpractice or maladministration.
4. Ensuring Staff Understanding of Malpractice and Maladministration
We ensure that our team members understand what constitutes malpractice and maladministration, and are trained in how to identify and manage these issues. This is done through:
· Staff Training: All staff, including teaching and administrative staff, are required to complete training on malpractice and maladministration. This training covers what constitutes malpractice and maladministration, the signs to look for, and the procedures for reporting concerns.
· Clear Guidelines: Our staff have access to detailed guidelines that define malpractice and maladministration. These guidelines explain how to respond if they suspect or observe any irregularities in the assessment process.
· Regular Reminders: We regularly remind staff of their responsibility to report any concerns, and reinforce the importance of maintaining the integrity of the exam process.
5. Recording Malpractice or Maladministration
Any suspected or actual cases of malpractice or maladministration are recorded internally through a secure and confidential process. This includes:
· Incident Reports: When a concern is identified, an incident report is completed, detailing the nature of the suspected malpractice or maladministration, the parties involved, and the steps taken to address the issue.
· Record Retention: All incident reports are stored securely and are retained for a specified period of time in accordance with our data protection and record-keeping policies.
· Tracking and Monitoring: A log of all malpractice and maladministration incidents is maintained and reviewed periodically to identify trends or recurring issues.
6. Investigating Malpractice or Maladministration
When an incident of suspected malpractice or maladministration is reported, the following steps are taken:
· Initial Assessment: The designated Safeguarding Lead or Head of Examinations conducts an initial assessment of the situation. This includes reviewing the incident report and gathering relevant information from all parties involved.
· Investigation: If the initial assessment indicates that further investigation is required, a thorough investigation is carried out. This may involve interviewing the individuals involved (e.g., learners, teachers, examiners, or administrators), reviewing relevant documentation, and gathering evidence.
· Action: Depending on the findings, appropriate action is taken. This may include corrective measures, re-assessment, or disciplinary action. Any measures are implemented in a way that ensures fairness and transparency.
7. Reporting Malpractice or Maladministration
All incidents of potential or actual malpractice or maladministration must be reported through the following mechanism:
· Internal Reporting: Staff, learners, or other stakeholders who suspect or observe malpractice or maladministration should report it immediately to the designated safeguarding lead or Head of Examinations. Reports can be made in writing, via email, or by phone.
· Confidentiality: Reports are handled confidentially, with only those involved in the investigation having access to sensitive information. Whistleblowers are protected against retaliation.
8. Reporting to LAMDA
We take our responsibilities seriously when it comes to reporting malpractice or maladministration to LAMDA, especially when it could affect the integrity of the exam process or the learner’s outcome. We will report any suspected or confirmed cases of malpractice or maladministration to LAMDA if:
· Serious Malpractice: The issue affects the fairness of the exam process or the integrity of the qualification.
· Regulatory Requirement: We are required to notify LAMDA under their regulatory guidelines, particularly if the incident could impact multiple learners or if an examiner or other third party is involved.
· Systemic Issues: If we identify that a pattern of malpractice or maladministration exists, we will notify LAMDA immediately to address the issue comprehensively.
9. How to Report to LAMDA
In the event of a potential or actual malpractice or maladministration, the following steps will be followed to report it to LAMDA:
· Written Report: A formal written report will be submitted to LAMDA, outlining the details of the incident, the steps taken to investigate and address the issue, and any outcomes or corrective actions.
· Timeliness: Reports will be submitted to LAMDA as soon as possible, in line with their reporting requirements and within any specified deadlines.
· Ongoing Communication: We will maintain open lines of communication with LAMDA throughout the investigation and resolution process, providing updates as necessary and addressing any further concerns raised by LAMDA.
10. Conclusion
Halcyon Performing Arts is committed to upholding the highest standards of integrity and professionalism, particularly in relation to the assessment and examination process. We recognise the importance of preventing malpractice and maladministration, and have clear measures in place to identify, address, and report any potential issues. Through training, clear procedures, and ongoing vigilance, we ensure that all assessments are conducted fairly, and any concerns are dealt with swiftly and transparently.
If you have any questions or concerns regarding this policy, please feel free to contact the designated safeguarding lead or the Head of Examinations at Halcyon Performing Arts.

This Malpractice and Maladministration Policy ensures that Halcyon Performing Arts maintains fairness and transparency in all assessment and examination processes, aligned with regulatory expectations.

