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1. Our Commitment
City Skills is committed to delivering a fair and transparent service while maintaining the highest standards of integrity. We aim to prevent malpractice and maladministration in both our organisational management and qualification delivery. We promote accountability and a culture of openness, encouraging prompt reporting of any concerns.
We operate in line with all relevant laws, awarding organisation conditions and regulatory requirements, and City Skills' policies and procedures. This ensures we can proactively prevent, manage, and resolve incidents of malpractice or maladministration.

2. Objectives
All City Skills staff, apprentices, and relevant third parties must promptly report allegations of malpractice or maladministration. Our goal is to investigate concerns thoroughly, document findings appropriately, and take action to mitigate risks and address issues.

3. Scope
This policy applies to all staff, apprentices, third parties, and anyone associated with City Skills. We ensure everyone operates in a safe, ethical, and accessible environment.

4. Key Contacts
The Quality Manager is responsible for overseeing compliance with this policy, supported by the Operations Director and HR department.

5. Definitions
Malpractice refers to deliberate actions, neglect, or practices that breach regulations or awarding organisation conditions and regulatory requirements, compromising the integrity, reputation, or status of City Skills and its qualifications. Examples include (but are not limited to):
· Manipulation of qualification outcomes.
· Breaches in assessment processes.
· Deliberate non-compliance with City Skills policies or procedures.
Maladministration refers to unintentional neglect, errors, or breaches of regulations that similarly impact the integrity or reputation of City Skills and its qualifications. Examples include (but are not limited to):
· Falsification of apprentice work, including exams, assessments, or records.
· Inaccurate or incomplete maintenance of assessment records.
· Poor adherence to internal verification processes.
· Misuse of assessment materials, leading to plagiarism or cheating.
· Non-compliance with awarding body processes, including apprentice transfer management.
· Facilitators providing improper assistance with assessments or portfolios.
· Failure to conduct assessments or invigilation according to standards.

6. Your Responsibility
All staff and associates must adhere to this policy and report suspected malpractice or maladministration immediately using the Reporting a Malpractice or Maladministration incident (cognitoforms.com). Reports can be made anonymously, but providing contact details aids further investigation. All information is confidential and accessible only to Directors, the Quality Manager, and HR.


7. Investigation Process
Upon receiving a report:
1. The Operations Director, Quality Manager, and HR will hold a preliminary meeting to assess:
· The allegation details and circumstances.
· The scale, impact, and history of the issue.
· Steps needed to protect apprentices and qualifications.
2. If a full investigation is warranted, the Quality Manager will lead it with an independent note-taker. Meetings will be held face-to-face in private where possible. This is not a formal disciplinary meeting, and representation is not required.
· The note-taker will document all questions and answers using the Cognito Investigation Report Form. If the meeting is recorded for accuracy, the recording will be deleted after note verification.
3. Follow-up interviews with apprentices or employers may occur. The Quality Manager will review all evidence and decide on next steps within 2 working days. If formal disciplinary action is required, individuals will be notified.
4. Appeals: If the individual disagrees with the outcome, a second panel (including another Director and HR representative) will review the investigation for fairness and completeness. If gaps are identified, further investigation will occur.

8. Consequences
Malpractice or maladministration has serious implications for City Skills and individuals involved:
For City Skills:
· Sanctions from awarding bodies.
· Withdrawal of centre status.
· Reputational damage.
For Employees:
· Penalties, including exclusion from qualification delivery, assessment, or internal verification roles.
· Suspension or supervision.
· Required training.
For Apprentices:
· Written warnings.
· Disqualification from assessments or qualifications.
· Withdrawal of issued certificates.

9. Records
Investigation records will be securely stored for 6 years (or longer if criminal proceedings are involved). The Quality Manager ensures records are held on the secure City Skills SharePoint, with restricted access.


This policy will be reviewed annually or sooner if changes occur in regulations or procedures.
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City Skills will notify relevant awarding organisations and regulatory bodies where required and will cooperate fully with external investigations, audits, and compliance activities.
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