
Uplands Primary School and Nursery 

Inspired To Achieve 
 

Maladministration Procedure 
 

 

Page 1 of 9 
 

Our vision is for our children to feel happy, nurtured and inspired to achieve their best, and develop a lifelong love of learning. 
 

Ambition  -  Collaboration  -  Courage  -  Empathy  -  Optimism  -  Perseverance  -  Pride  -  Respect  -  Responsibility 

 
 

 
 

Maladministration Procedure 
 

 

Reviewed by School March 2019 

Reviewed by Committee N/A 

Ratified by FGB N/A 

Date for review Autumn Term 2020 

  

 Print name Signature Date 

On behalf of the  
Head Teacher 

Mr P Sherwood 
Head Teacher 

N/A N/A 

On behalf of the 
Governing Body 

Mrs J Steadman 
Chair of Governors 

N/A N/A 

 
 
 



Uplands Primary School and Nursery 

Inspired To Achieve 
 

Maladministration Procedure 
 

 

Page 2 of 9 
 

Our vision is for our children to feel happy, nurtured and inspired to achieve their best, and develop a lifelong love of learning. 
 

Ambition  -  Collaboration  -  Courage  -  Empathy  -  Optimism  -  Perseverance  -  Pride  -  Respect  -  Responsibility 

1 Introduction 
 
1.1 The procedure is for all practices relating to Uplands Primary School and Nursery, 

including its Teaching School operations (under the name ‘Forest Learning Alliance’). The 
term ‘school’ refers to both the primary school and nursery within Uplands. 

 
1.2 At Uplands Primary School and Nursery and the Teaching School, known as the Forest 

Learning Alliance (FLA), we are committed to providing a caring, friendly, supportive and 
fair environment for all our pupils and adult learners, so they can learn in an atmosphere 
that promotes effective education. We believe every pupil and adult learner should be 
able to participate in all learning activities in an enjoyable environment with access to 
appropriate support, guidance and resources. This is the responsibility of every adult 
employed by or invited to deliver services at Uplands Primary School and Nursery and 
the FLA. We recognise our responsibility to safeguard and promote the welfare of all our 
pupils, adult learners and staff by protecting them from abuse, neglect, bullying and 
disadvantages caused by malpractice/maladministration. 

 
1.3 The Governing Body accepts that good practice and administration are necessary for 

effective teaching and learning to take place. They work to ensure there are robust 
policies and procedures in place that enable effective teaching and learning, pupil/adult 
learner support and proactively avoids malpractice/maladministration.  

 
 

2 Relating core policies 
 
2.1 This procedure is underpinned by several core policies which include the following: 

• Staff Disciplinary Policy (model BFC policy) 

• Head Teacher Disciplinary Policy (model BFC policy) 

• Behaviour Policy 

• Complaints Policy 

• Teaching and Learning Policy 

• Safeguarding and Child Protection Policy 
 

2.2 All policies and procedures can be found at these locations: 

• https://www.uplandsprimaryschool.com/policies/  

• https://schools.bracknell-forest.gov.uk/hr/ 
 

Alternatively, a copy of any policy can be requested from Uplands Primary School and Nursery. 
 
 
 
 
 
 

https://www.uplandsprimaryschool.com/policies/
https://schools.bracknell-forest.gov.uk/hr/
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3 Purpose and aims of the procedure 
 
3.1 Incidents of malpractice / maladministration can potentially lead to pupils / adult learners 

being disadvantaged, can require the conducting of costly and time-consuming 
investigations and may cause reputational damage to Uplands Primary School and 
Nursery, the FLA and their partners. Therefore, this document provides a framework in 
order to prevent malpractice or maladministration from occurring wherever possible. 
Where it is not possible to prevent cases of suspected or actual malpractice / 
maladministration, this document details how to manage such a situation quickly, 
thoroughly and effectively. It is written for the benefit of all members of the school, and 
FLA to allow everyone to understand the policy and to apply it consistently and fairly. 

 
3.2 This procedure outlines the process for making, recording and resolving an allegation of 

malpractice or maladministration. 
 
3.3 The aims of this procedure are: 

• To identify and minimise the risk of malpractice by staff, pupils or adult learners 

• To identify and minimise the risk of maladministration by staff or adult learners 

• To respond to any incident promptly and objectively 

• To standardise and record any investigation to ensure openness and fairness 

• to protect the integrity of Uplands Primary School and Nursery, the FLA and their 
partners 

• Specifically, in the case of the National Professional Qualification (NPQ) 
Programme, to work closely with the DfE and their appointed Quality Assurance 
Agent. 
 

3.4 Examples of malpractice / maladministration by staff and those employed to deliver 
services on behalf of Uplands Primary School and Nursery and the FLA: 

• Improper assistance to pupils / adult learners 

• Inventing or changing marks for written assignments where there is insufficient 
evidence of the pupils / adult learners’ achievement to justify the marks given or 
assessment decisions made 

• Failure to keep pupils / adult learners’ coursework / portfolios of evidence secure 

• Failure to keep pupils / adult learners’ examination materials secure both pre- 
and post- assessment 

• Assisting pupils / adult learners in the production of work for assessment, where 
the support has the potential to influence the outcomes of assessment; for 
example, where the assistance involves staff producing work for the pupil / adult 
learner 

• Producing falsified witness statements; for example, for evidence the pupil/adult 
learner has not generated 

• Allowing evidence, which is known by the staff member not to be the pupils/adult 
learners own, to be included in assessments and/or assignments  

• Facilitating and allowing impersonation 
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• Failure to report malpractice or maladministration to the Head Teacher, Director 
of Teaching School or to the DfE’s appointed Quality Assurance Agent. 
 

3.5 Examples of malpractice / maladministration by pupils and/or adult learners: 

• Plagiarism of any nature 

• Collusion by working collaboratively with other learners to produce work that is 
submitted as individual 

• Copying (including the use of technology to aid copying, such as attempts to 
source other’s assignments through social media and online forums) 

• Deliberate destruction of another’s work  

• Fabrication of results or evidence  

• False declaration of authenticity in relation to the contents of the written 
assignment, including the sponsor comments 

• Impersonation by pretending to be someone else in order to produce the work for 
another. 

 
 

4 Scope 
 
4.1 This procedure applies to all school and FLA external examinations, assignments and 

assessments (including the NPQ written assignments Part A and Part B). It is the 
responsibility of all adults involved in these activities to be vigilant with regard to any 
events which may lead to malpractice / maladministration occurring, and report promptly 
to the Head Teacher where they suspect malpractice / maladministration has and/or may 
occur so that appropriate action can be taken to address this with immediate effect. 
Where the report relates to FLA activities, the Director of Teaching School is responsible 
for notifying the DfE and its appointed Quality Assurance Agent.  

 
4.2 The Governing Body expects all pupils, adult learners and staff to conduct themselves 

and behave in a fair and honest manner, and to display high standards of good practice 
when they are representing the school and/or FLA. They are expected to understand the 
differences between appropriate support / guidance and improper assistance and to 
adhere to school policies.  

 
4.3 The Governing Body agrees that policies and procedures, such as the Maladministration 

Procedure, Complaints Policy, Behaviour Policy and Teaching and Learning Policy, must 
be core documents in helping all pupils, adult learners and staff develop respect, 
tolerance and understanding for the rights, views and property of others and the necessity 
and value of good practice and administration. 

 
4.4 Staff and adult learners should be confident that they have the support of the Governing 

Body to follow this procedure in full. 
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5 Responsibilities 
 
5.1 All members of the school community (teaching staff, support staff, non-teaching staff, 

parents, volunteers and governors) work towards the vision of the school and FLA by:  

• Treating all individuals fairly and respecting their rights, values and beliefs  

• Working as a team, supporting and encouraging one another 

• Providing an environment in which all are fully aware of expectations around 
good practice, and by applying strategies fairly and consistently to eliminate 
maladministration/malpractice both within and outside the physical learning 
environment  

• Encouraging, praising and positively reinforcing good practice, fair and honest 
behaviours and work  

• Rejecting all conduct involving inappropriate levels of support and plagiarism of 
any kind. 

  
5.2 The Governors, Head Teacher, Director of Teaching School and Senior Leadership Team 

(SLT) work towards the school’s aims by:  

• Establishing and maintaining a positive ethos throughout the school 

• Monitoring and reviewing the practice and administration of teaching and learning 
throughout the school and FLA, evaluating the success of this policy and 
ensuring necessary revisions are undertaken  

• Recording and reporting incidents of alleged maladministration / malpractice to 
the Governing Body 

• Evaluating the effectiveness of sanctions issued and measures taken in cases 
and discussing these (anonymously and where appropriate) in formal meetings.  

 

5.3 Teachers, trainers, facilitators and support staff work towards the school and FLA’s aims 
by:  

• Enabling children to take increasing responsibility for their own conduct 

• Enabling adult learner to take full responsibility for their own conduct 

• Acting as pupil role models by displaying positive and appropriate supportive 
behaviours 

• Taking firm, decisive action to prevent or take action against poor practice 

• Providing opportunities for pupils / adult learners to discuss aspects of good 
learning practice in both formal and informal settings. 

 

5.4 Pupils work towards the school’s aims by:  

• Contributing to the positive ethos of the school by understanding and adhering to 
behavioural expectations  

• Taking responsibility for their own actions, learning and conduct 

• Displaying the values and demonstrating the positive behaviour expected of an 
Uplands pupil inside and outside of school. 
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5.5 Adult learners work towards the school’s and FLA’s aims by:  

• Contributing to the positive ethos of their learning environment and experience by 
understanding and adhering to expectations around appropriate support and 
good learning practice 

• Taking full responsibility for their own actions, learning and conduct. 
 
 

6 Mitigation measures specific to the FLA 
 
6.1 In order to mitigate and to proactively avoid situations of maladministration / malpractice, 

the FLA will:  

• Seek to avoid potential malpractice by using the introduction section at the start 
of each training session and/or (where appropriate) a course induction to inform 
adult learners of this procedure and other relating core policies, where they can 
be located and the penalties for attempted and actual incidents of malpractice 

• Show adult learners the appropriate formats to record cited texts and other 
materials or information sources  

• Ensure that any cases are investigated appropriately and were necessary with 
the cooperation of the DfE and their appointed Quality Assurance Agent. 
 
 

7 Making and recording an allegation of malpractice 
 
7.1 Anybody who identifies or is made aware of suspected or actual cases of malpractice or 

maladministration at any time must immediately notify the Head Teacher in writing for 
onward communication to the Governing Body, enclosing appropriate supporting 
evidence. All allegations must include (where possible):  

• Name of the person against whom the allegation is being made  

• Name of the person making the allegation (the ‘informant’)  

• Details of the examination / programme / assessments affected  

• Nature of the suspected or actual malpractice / maladministration and associated 
details, including outcomes of any initial investigation carried out by any 
associated bodies involved in the case 

• Any mitigating circumstances where relevant or appropriate.  
 
The Head Teacher (or an appropriate person, as delegated by the Head Teacher or 
Governing Body), will conduct an initial investigation, ensuring that all personnel involved 
in this process are competent to conduct the tasks involved and have no personal interest 
in the outcome of the investigation. 

 
7.2 In all cases of suspected malpractice and maladministration, Uplands Primary School and 

Nursery and the FLA will protect the identity of the ‘informant’ in accordance with their 
duty to maintain confidentiality. 
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7.3 Allegations Against Staff 
 
7.3.1 Any allegation of maladministration / malpractice against a member of staff will be taken 

seriously and referred to the Local Authority and dealt with using Bracknell Forest 
Borough Council’s staff discipline policy. 

 
7.3.2 Pastoral support is offered to any individual against whom an allegation is made, and the 

matter is kept strictly confidential. If the allegation is against the Head Teacher, the Chair 
of Governors will be responsible for referring the matter. In the event of an allegation 
proving unfounded or malicious, the matter will be referred to the Governor Discipline 
Committee for action.  

 
7.3.3 Any complaint against a staff member with regards to malpractice will follow the school’s 

Complaints Policy, which is an adopted version of Bracknell Forest’s model policy. If it 
involves a safeguarding/child protection concern, it will be dealt with in line with the 
school’s Safeguarding and Child Protection Policy, which is also an adopted version of 
Bracknell Forest’s model policy. 

 
 

8 Investigation Timelines and Summary Process 
 
8.1 Uplands Primary School and Nursery, and the FLA, will aim to action and resolve all 

stages of the investigation within 60 working days of receipt of the allegation. The 
fundamental principle of any investigation will be to conduct it in a fair, reasonable and 
legal manner, ensuring that all relevant evidence is considered without bias. In doing so 
investigations will be based around the following broad objectives: 

• To establish the facts relating to allegations/complaints in order to determine 
whether any irregularities have occurred 

• To identify the cause and scale of the irregularities 

• To establish the names of those involved  

• To identify any adverse patterns or trends 

• To evaluate any action already taken 

• To determine whether remedial action is required to reduce the risk to current 
registered pupils / adult learners and to preserve the integrity of Uplands Primary 
School and Nursery, the FLA and the qualification / examination outcomes.  
 

8.2 The investigation may involve a request for further information from relevant parties 
and/or interviews with personnel involved in the investigation. In such cases, the Head 
Teacher, and where required, Director of Teaching School will ensure that:  

• All material collected as part of an investigation are kept secure  

• If an investigation leads to invalidation of certificates, or criminal or civil 
prosecution, all records and original documentation relating to the case will be 
retained until the case and any appeals have been heard and for five years 
thereafter.  
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8.3 All parties, either directly or indirectly involved in the investigation, will be expected to 

cooperate fully with the SLT and Governing Body of Uplands Primary School and Nursery 
and the FLA. 

 
8.4 The FLA, as a DfE accredited provider of NPQs, either at notification of a suspected or 

actual case of malpractice or maladministration and/or at any time during the 
investigation, reserve the right to withhold a participant’s, and/or cohort’s, results. Where 
a member of staff, facilitator, administrator, adult learner or member of staff at a partner 
or associate organisation is under investigation, the Director of Teaching School may 
decide to suspend them from the NPQ programme until the investigation is complete.  
 

8.5 Throughout the investigation, the Head Teacher will be responsible for overseeing the 
work of the investigation team to ensure that due process is being followed, appropriate 
evidence has been gathered and reviewed and for liaising with and keeping relevant 
external parties (DfE and/or their appointed Quality Assurance Agent) informed. Where 
the Head Teacher is the focus of investigation, the Chair of Governors will become the 
responsible party. 

 
 

9 Investigation Outcomes and Consequences 
 
9.1 Investigation Outcomes 
 
9.1.1 If the investigation confirms that malpractice or maladministration has taken place, the 

Head Teacher will consider what action to take in order to:  

• Minimise the risk to the integrity of certification now and in the future 

• Maintain public confidence in the delivery and awarding of qualifications  

• Discourage others from carrying out similar instances of malpractice or 
maladministration 

• Ensure there has been no gain from compromising our standards. 
 

9.2 Consequences 
 
9.2.1 Being accused of malpractice or maladministration is a serious offence and, dependant 

on the level of impact and other considerations, may result in a judgment equal to Gross 
Misconduct as described in both the Staff and Head Teacher Discipline Policies and the 
associated penalties will apply. 
 

9.2.2 In the most serious cases, there may be cause for criminal proceedings, termination of 
employment, exclusion from school, termination of an individual assessment / 
examination submission or the individual/s may be subject to further disciplinary 
proceedings. 

 



Uplands Primary School and Nursery 

Inspired To Achieve 
 

Maladministration Procedure 
 

 

Page 9 of 9 
 

Our vision is for our children to feel happy, nurtured and inspired to achieve their best, and develop a lifelong love of learning. 
 

Ambition  -  Collaboration  -  Courage  -  Empathy  -  Optimism  -  Perseverance  -  Pride  -  Respect  -  Responsibility 

9.3 Exclusion 
 
9.3.1 For pupil exclusions, please refer to the Behaviour Policy and legal exclusion guidelines. 
 

 

10 Monitoring and review 
 
10.1 Uplands Primary School and Nursery will keep and dispose of all correspondence relating 

to case of malpractice and maladministration in accordance with their data protection and 
management policies.  
 

10.2 Cases of malpractice and maladministration and their outcomes will be reported at the 
next appropriate Governing Body meeting. This process will ensure appropriate 
monitoring of all academic misconduct cases and related outcomes. 

 
 


