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HTP Apprenticeship College Malpractice, Plagiarism, Collusion and
Maladministration Procedure

Introduction

The following procedure has been written in accordance with the Joint Council for
Qualifications (JCQ) Suspected Malpractice in Examinations and Assessments
Policies and Procedures.

Any further information required to support the HTP Apprenticeship College (HTP)
Assessment Malpractice, Collusion, and Maladministration Procedure will be
obtained from the JCQ and Awarding and professional organisations.

Plagiarism
Plagiarism is defined as:

“Taking someone else’s work intellectual effort and presenting it as your own with or
without their consent.”

Incorporating text from another source without full acknowledgement is classed as
plagiarism. All published and unpublished material, whether in manuscript, printed or
electronic form, is covered under this definition.

Examples of plagiarism include:

e The use of downloaded content, including text, images, diagrams etc., from
the internet without acknowledgement of the source

e copying and pasting extracts or whole texts from another‘'s work, published or
unpublished, without the use of quotation marks and/or acknowledgement of
the source

e Use of diagrams, images, or course notes without acknowledgement of the
source

¢ Artificial Intelligence — Al-generated content to generate unacknowledged
work as though it is your own

e Paraphrasing — formulating someone else’s ideas into your own

HTP is responsible for ensuring that learners are aware of plagiarism and take
adequate steps to prevent and detect it.

Preventing Artificial Intelligence (Al) misuse

Artificial intelligence, or Al, is the technology that enables computers and machines
to simulate human intelligence and problem-solving capabilities. Al tools can be used
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to support learning and understanding, such as translating words, summarising text
or assisting in research. However, it is crucial to ensure that Al is not used to present
work as one’s own in exams or assessments, which could be considered academic
misconduct. If Al is used for research purposes, this must be acknowledged.

Using Al tools to create assessment content that leads towards qualifications is
classed as plagiarism.

Examples of Al misuse include, but are not limited to, the following:

e Copying or paraphrasing sections of Al-generated content so that the work
submitted for assessment is no longer the student’s own

e Copying or paraphrasing whole responses of Al-generated content

e Using Al to complete parts of the assessment so that the work does not reflect
the learner’s own work, analysis, evaluation or calculations

e Failing to acknowledge the use of Al tools when they have been used as a
source of information

e Incomplete or poor acknowledgement of Al tools

e Submitting work with intentionally incomplete or misleading references or
bibliographies

Learners must submit their own independent work and have responsibility for being
able to demonstrate that this is their own work

Al misuse constitutes malpractice as defined in the JCQ Suspected Malpractice:
Policies and Procedures (https://www.jcq.org.uk/exams-office/malpractice/).

If a learner wishes to acknowledge the use of Al generated responses, for example
as a source of information, this must be identified and the learner needs to
understand that this will not be rewarded.

Maladministration

‘Inefficient or dishonest administration; mismanagement.’
Malpractice

‘Improper, illegal or negligent professional behaviour’

Malpractice, which includes maladministration, compromises the process of
assessment as well as damaging the reputation, authority or credibility of the
organisation and awarding organisation.

Centre Staff malpractice

Failure to meet HTP’s and awarding organisations approval requirements
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Examples of this would include:

¢ Inaccurate or deliberately misleading statements or submissions provided
during the HTP or qualification approval process, or at any time during the
assessment process

e Failing to cooperate with investigations. Lying to/ misleading investigators
during the investigation.

Collusion

“a form of plagiarism that involves unauthorised co-operation between at least two
people with the intent to mislead or deceive deliberately”

Preventing cheating

It is important to check all instructions provided for testing, whether paper-based or
online and adhere strictly to these instructions. This includes the training and
supervision of HTP invigilators for all testing.

Conflict of Interest

A conflict of interest is defined as a situation where an individual's vested interests
raise a question of whether their actions, judgment, and/or decision-making can be
unbiased. For instance, a staff member has a personal relationship or direct line
management responsibility for the individual they are investigating.

Individual Responsibilities

Teachers, assessors and other centre staff are made aware of the appropriate use of
Al and their role in managing the risk of Al misuse as part of the induction process
and standardisation meetings. Staff are to use the Turnitin and Grammar tools
available on the HTP Portal to check the authenticity of learner work. All HTP
Apprenticeship College Staff are required to adhere to the HTP Staff Use of Al Policy
in all aspects of their role.

As part of their induction, learners are informed of and advised by their
Apprenticeship Coach or Tutor/Trainer how to avoid committing malpractice,
including using and misusing Al, in exams and assessments. This information and
guidance is also available to all Myhtp learners, including HTP Malpractice,
Plagiarism, Collusion, and Maladministration Policy.

All learners must complete a formal declaration of authenticity for work that has been
submitted.

Staff are responsible for checking and reporting any potential malpractice that they
may identify, as defined by this policy. If a member of staff has doubts about the
authenticity of a learner’s work, they must investigate and report their findings to the
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Senior Quality Development Manager as soon as possible. Evidence detailing the
area of concern is to be recorded in the learner contact section of their file on Myhtp.

Should a learner wish to appeal against staff decisions to reject their work on the
grounds of malpractice they should inform their Apprenticeship Coach or
Tutor/Trainer in the first instance. On further investigation, if the decision stands the
learner may appeal in writing to the Senior Quality Development Manager.

In the event of suspected assessment malpractice, plagiarism, collusion or cheating,
the Senior Quality Development Manager will act on behalf of and report directly to
the Chief Executive Officer.

Should an incident be identified after the learner has signed the declaration of
authentication, this will be reported to the awarding organisation in accordance with
Centre guidance. If the incident of suspected learner malpractice is identified before
they have signed the declaration of authentication, there is no requirement to inform
the Awarding organisation.

Suspected Malpractice, Plagiarism, Collusion or Cheating Flow
Diagram

The Allegation

Any allegations of suspected malpractice by Learners or Staff are to be reported to
the Senior Quality Development Manager (SQDM) and, in turn, the Chief Executive
Officer (CEO)
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The Investigation

The SQDM will investigate the allegation. When investigating allegations of
malpractice by candidates, SQDM is to refer to the Learner Plagiarism Statement
and the appropriate Professional or Awarding Organisation policy and procedures,

including the use of their reporting documentation.

When investigating allegations of malpractice by staff the SQDM is to refer to the
Staff Handbook — Disciplinary & Grievance Policy and Procedures and where
appropriate Staff Use of Al Policy.

In all cases, the SQDM is responsible for establishing the full facts and
circumstances of any alleged malpractice.
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The Report

On completion of any investigation, the SQDM is to submit a full written report
to the CEO and, where appropriate, the Awarding or Professional Body.
Supporting documentation is to accompany the report, including:

e A statement of the facts
e Any written statements
e Any mitigating factors
¢ Any other relevant materials
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The Decision
On receipt of the report, the CEO is to determine:

e Whether examination/assessment regulations have been broken
e Where the culpability lies for breach of regulations
e Appropriate measures to be taken to prevent future breaches
e The nature of any disciplinary action to be taken (in accordance with Learner
Plagiarism Statement or Staff Handbook).
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The Appeal

Any learners or members of staff have a right of appeal. The procedures to be
followed can be found in:

e The HTP Appeals Procedures on Myhtp
e Staff Handbook — Disciplinary & Grievance Policy and Procedure
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