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This policy supports BMTC’s assessment, quality-assurance and awarding-organisation responsibilities.


1. Purpose and Scope
Bromley Mencap Training Centre (BMTC) is committed to protecting the integrity, fairness and validity of assessment.
This policy sets out how BMTC will prevent, identify, report, investigate and respond to:
•  learner malpractice;
•  centre or staff malpractice;
•  maladministration;
•  plagiarism and collusion;
•  inappropriate or unauthorised use of artificial intelligence (AI); and
•  conflicts of interest affecting assessment, IQA, certification, investigations or other OCN London centre activity.
It applies particularly to OCN London qualifications and assessments but its principles also apply, where appropriate, to other assessed work undertaken at BMTC.
BMTC will follow the current requirements of OCN London and the relevant qualification specification. Where these differ from this policy, awarding-organisation requirements take precedence.
2. Principles
BMTC will:
•  make assessment expectations clear and accessible to learners;
•  ensure assessment evidence is authentic and attributable to the learner;
•  teach learners how to use sources, digital tools and AI appropriately;
•  distinguish between a genuine learning error and deliberate malpractice;
•  respond proportionately and fairly;
•  make reasonable adjustments without compromising assessment requirements;
•  investigate concerns objectively and without conflicts of interest;
•  identify, declare, record and manage actual, potential or perceived conflicts of interest;
•  protect assessment evidence while concerns are considered;
•  notify and cooperate with OCN London as required; and
•  use incidents to improve assessment practice, staff training and quality assurance.
A learner's SEND, communication needs or requirement for support must be properly considered. Appropriate support or reasonable adjustment is not malpractice. However, support must not result in someone else completing the knowledge, skill or performance that the learner is required to demonstrate.
3. Definitions
Malpractice: an intentional, negligent or reckless action which compromises, or attempts to compromise, assessment, qualification standards, results or certification.
Maladministration: poor administration or failure to follow required processes which could undermine the integrity of assessment or qualifications. It may arise through mistakes, carelessness, inexperience or lack of understanding rather than deliberate wrongdoing. Persistent or serious maladministration may become malpractice.
Plagiarism: presenting another person’s words, ideas, material or generated content as one’s own without appropriate acknowledgement.
Collusion: working together inappropriately so that work submitted as an individual’s own does not genuinely represent that learner’s achievement.
AI misuse: using an artificial-intelligence tool in a way which means assessment evidence no longer genuinely demonstrates the learner’s own knowledge, skills or achievement, or presenting AI-generated material as the learner’s own work.
Conflict of interest: a situation in which a personal, family, financial, professional or other interest could, or could reasonably be perceived to, affect a person’s impartiality, judgement or decisions in relation to assessment, internal quality assurance, certification, investigation or other awarding-organisation activity.
4. Preventing Malpractice and Maladministration
BMTC seeks to prevent problems rather than rely only on sanctions after they occur.
Learners will be supported to understand:
•  what work must be their own;
•  what help they are allowed to receive;
•  when working with another person is permitted;
•  how to acknowledge sources;
•  when and how AI may be used;
•  that copying or submitting someone else’s work is not acceptable; and
•  that they should ask a tutor if they are unsure.
Information will be explained in an accessible way appropriate to learners’ communication and learning needs.
Tutors and Assessors will design and supervise assessment appropriately, know their learners' usual work and capabilities, retain appropriate evidence of the assessment process and raise authenticity concerns promptly.
IQA and standardisation activity will consider assessment authenticity and any recurring weaknesses in assessment practice.
5. Learner Malpractice
Examples include, but are not limited to:
•  copying another learner’s work;
•  allowing another learner to copy their work;
•  submitting work completed by another person;
•  deliberate plagiarism;
•  unauthorised collaboration or collusion;
•  using unauthorised notes, devices or materials;
•  impersonating another learner or allowing another person to impersonate them;
•  falsifying evidence or information;
•  altering assessment or results documentation;
•  deliberately presenting AI-generated material as the learner’s own;
•  using AI to answer assessment criteria where this has not been permitted;
•  submitting fabricated AI-generated references, quotations, observations or evidence; and
•  behaving in a way intended to undermine the integrity of an assessment.
6. Centre or Staff Malpractice
Examples include:
•  giving inappropriate assistance to a learner during assessment;
•  completing or substantially rewriting assessed work for a learner;
•  fabricating or altering learner evidence;
•  falsifying assessment, IQA, registration or certification records;
•  making certification claims where assessment requirements have not been met;
•  failing deliberately to undertake required assessment or IQA;
•  allowing assessment decisions to be influenced by bias or conflicts of interest;
•  permitting or encouraging inappropriate use of AI;
•  knowingly accepting inauthentic learner work;
•  concealing suspected malpractice;
•  withholding significant information from OCN London;
•  interfering with an investigation; or
•  deliberately failing to follow OCN London requirements.
Staff support must enable learners to demonstrate their own learning. The use of prompting, scribing, communication support or another reasonable adjustment must remain within the permitted assessment arrangements.
7. Maladministration
Examples may include:
•  inaccurate or incomplete assessment records;
•  errors in registration or certification claims;
•  failure to retain required evidence;
•  failure to follow agreed assessment or IQA processes;
•  avoidable delays;
•  inadequate record keeping;
•  repeated administrative errors;
•  failure to act on IQA actions;
•  poor communication which affects assessment integrity;
•  failure to identify recurring authenticity concerns; or
•  failure to implement required reasonable-adjustment processes.
An isolated administrative mistake will normally be corrected and reviewed. Repeated, serious or systemic failures may require formal investigation and referral to OCN London.
8. Plagiarism, Referencing and Authenticity
Learners must submit work that genuinely represents their own knowledge, skills and achievement.
Learners will be taught, at a level appropriate to their programme, how to:
•  distinguish their own work from material produced by others;
•  identify information taken from another source;
•  avoid copying and pasting material as their own;
•  acknowledge sources where appropriate; and
•  understand the difference between receiving support and having someone else produce their assessed work.
Where poor referencing, copying or inappropriate use of a source appears to result from misunderstanding rather than deliberate deception, particularly before work is submitted for certification, the normal first response will be education, feedback and an opportunity to produce authentic evidence.
Deliberate or repeated plagiarism will be considered under the malpractice procedure.
Learners will confirm the authenticity of assessed work in the form required by BMTC and OCN London. Accessible methods of confirming this will be used where necessary.
9. Artificial Intelligence
BMTC recognises that AI is increasingly part of education, employment and everyday life. The Centre will therefore teach learners to use AI safely, critically and responsibly, rather than treating all AI use as misconduct.
Appropriate use
AI may be used for learning where the tutor has permitted it, for example to explore ideas, practise questions, explain a concept or support digital-skills development.
For formal assessment, learners must follow the instructions given for that particular assessment and qualification.
Where AI use is permitted, learners must not present generated material as if they created it independently and must acknowledge its use where required.
Inappropriate use
A learner must not use AI to:
•  generate an assessment response and submit it as their own;
•  rewrite material to such an extent that it no longer demonstrates their own skills;
•  answer assessment criteria they are expected to meet themselves;
•  fabricate evidence, references, experiences or practical activity;
•  disguise copied or AI-generated material; or
•  circumvent assessment conditions.
Staff must not use AI to create evidence on behalf of learners or to change learner work so that it meets assessment criteria.
AI must not be used as the sole decision-maker or marker for regulated assessment.
Where BMTC-approved secure AI tools are used for legitimate administrative purposes, the responsible member of staff remains accountable for checking accuracy.
Staff must also comply with BMTC and organisational requirements concerning data protection, confidentiality and approved technology. Personal or sensitive learner information must not be entered into unauthorised AI services.
10. Conflict of Interest
This section applies to conflicts connected with assessment, internal quality assurance (IQA), certification, investigations and OCN London centre responsibilities. Wider organisational conflicts relating to employment, procurement or governance are managed through the relevant Bromley Mencap arrangements.
Examples
A conflict may arise where, for example:
•  an assessor is assessing a relative, close friend, partner or another person with whom they have a significant personal relationship;
•  an IQA is asked to quality assure their own assessment decisions or work in which they have been directly involved;
•  a member of staff has a personal, financial or professional interest in a learner’s result or certification outcome;
•  gifts, benefits or other incentives could influence, or appear to influence, professional judgement;
•  a person involved in an investigation has a relationship with, or prior involvement in, the matter that could affect their independence; or
•  an external role or relationship could reasonably call the impartiality of an assessment or quality-assurance decision into question.
Declaration and recording
All staff involved in assessment, IQA, administration, certification or investigation must declare any actual, potential or perceived conflict of interest as soon as it arises. Staff must not wait until an assessment decision or investigation has been completed.
Declarations must be made to the Director of Education. Relevant conflicts and the action taken to manage them will be recorded in the Centre conflict-of-interest record. Where the Director of Education has a conflict, the matter will be referred to an appropriate senior manager / Head of Centre.
Learners, staff or other parties may also raise a concern if they believe a conflict of interest may affect the fairness or integrity of an assessment or decision.
Managing a conflict
The response will be proportionate to the risk and will be recorded. It may include:
•  reallocating assessment or IQA activity to another suitably competent person;
•  ensuring that no person quality assures their own assessment decision;
•  arranging an independent second check or increased IQA sampling;
•  excluding the conflicted person from a decision, investigation or certification process;
•  seeking advice from OCN London where the conflict cannot be adequately managed internally; and
•  pausing an affected certification claim until the conflict has been appropriately managed.
Where a conflict relates to an OCN London malpractice or maladministration investigation, BMTC will take reasonable steps to ensure the investigator is independent. Any concern that cannot be managed appropriately will be raised with OCN London without delay.
A deliberate failure to declare a relevant conflict, or an attempt to influence assessment, IQA, certification or an investigation because of a conflict, may itself be treated as malpractice or as a staff conduct matter.
11. Reporting a Concern
Any member of staff who suspects malpractice or maladministration must act promptly.
They should:
1. Preserve the evidence and avoid altering the learner’s work.
2. Do not make or submit a certification claim relating to affected evidence until the concern has been resolved.
3. Report the concern immediately to the Senior SEND Tutor / Quality Assurance Lead and Director of Education.
4. Record sufficient factual information to explain the concern.
5. Maintain confidentiality and do not conduct an informal investigation independently.
The Director of Education will coordinate BMTC’s response and involve the Centre’s authorised OCN London contact / Head of Centre as required.
Suspected or actual OCN London malpractice or maladministration will be notified to OCN London in accordance with its current requirements.
Where OCN London directs or permits BMTC to deal internally with learner malpractice identified before work is submitted for certification, the Centre will follow this procedure and retain an appropriate record.
12. Investigation
Where BMTC is responsible for investigating a concern, the investigation will be fair, proportionate and appropriately independent.
The person investigating must not have a conflict of interest in the matter.
The investigation may consider:
•  the original assessment evidence;
•  assessment briefs and instructions;
•  learner declarations;
•  assessor and IQA records;
•  electronic records where appropriate;
•  statements from the learner or staff involved;
•  the nature and level of support provided;
•  reasonable adjustments;
•  relevant AI or source-use evidence;
•  whether other learners or qualifications may be affected; and
•  any mitigating circumstances.
An allegation is not, by itself, proof of malpractice.
The learner or member of staff concerned will be told the substance of the concern, given a fair opportunity to respond and provided with appropriate communication support or advocacy where required.
Where OCN London asks BMTC to investigate, BMTC will meet the timescale and reporting requirements set by OCN London.
13. Outcomes and Actions
The response will depend on the evidence, seriousness, intent, impact and any relevant mitigating circumstances.
Learner actions may include
•  explanation, teaching and reassessment where an error arose from misunderstanding;
•  withdrawal of the affected evidence;
•  requirement to produce new evidence under appropriate conditions;
•  a formal warning;
•  action under the BMTC Positive Behaviour, Conduct and Placement Policy where appropriate; and
•  referral to OCN London.
Staff or centre actions may include
•  correcting records or processes;
•  increased IQA or monitoring;
•  training or supervision;
•  management action;
•  action under organisational disciplinary procedures;
•  suspension from assessment-related duties where appropriate; and
•  referral to OCN London or another relevant authority.
BMTC will not make a certification claim where there is unresolved doubt about the authenticity or validity of the evidence.
14. Appeals
A learner may challenge an internal assessment-related decision through the assessment appeals process contained within the BMTC Assessment Policy and Strategy 2026–27.
Where an outcome or sanction has been imposed by OCN London, the applicable OCN London Appeals Procedure will apply.
Staff employment matters will be addressed through the relevant Bromley Mencap organisational procedures.
15. Records, Confidentiality and Reporting
BMTC will maintain appropriate confidential records of significant malpractice and maladministration concerns, investigations, outcomes and actions. Relevant conflict-of-interest declarations, decisions and mitigation will also be recorded.
Records will be held securely and shared only where there is a legitimate requirement, including with OCN London, regulators or other relevant bodies.
Relevant themes may inform:
•  IQA and standardisation;
•  staff development;
•  assessment practice;
•  the Centre Quality Review;
•  SAR and QIP; and
•  risk and governance reporting where significant.
Individual learner or staff details will not be routinely included in governance reporting unless this is necessary for legitimate oversight.
16. Roles and Responsibilities
	Role
	Responsibility

	Senior Management Team
	Approves the policy and provides organisational oversight.

	Director of Education
	Policy owner; oversees assessment integrity, coordinates significant investigations, maintains oversight of assessment-related conflict declarations and ensures OCN London reporting requirements are met.

	Senior SEND Tutor / Quality Assurance Lead
	Supports prevention, assessor guidance, authenticity checking, IQA, standardisation, initial review of concerns, identification of assessment/IQA conflicts and follow-up actions.

	Tutors / Assessors
	Explain requirements, authenticate work, maintain appropriate assessment records, declare relevant conflicts of interest, identify concerns and report them immediately.

	IQA staff
	Monitor assessment quality and authenticity, declare relevant conflicts, avoid quality assuring their own assessment decisions, identify risks and ensure actions are followed through.

	Learning-support staff
	Provide permitted support without completing assessed work for learners, declare relevant conflicts and raise concerns about authenticity or inappropriate assistance.

	Learners
	Submit their own work, follow assessment rules, acknowledge sources and permitted AI use, and ask for guidance when unsure.


17. Related BMTC Documents
•  Assessment Policy and Strategy 2026–27 (including assessment appeals)
•  Internal Quality Assurance and Standardisation Policy 2026–27
•  Curriculum, Teaching and Learning Policy 2026–27
•  Quality Assurance, Self-Assessment and Improvement Policy 2026–27
•  SEND, Inclusion and Reasonable Adjustments Policy 2026–27
•  Positive Behaviour, Conduct and Placement Policy 2026–27
•  Data Protection and Information Governance requirements
•  Relevant OCN London qualification specifications and assessment guidance.
18. External Requirements and Guidance
This policy should be read alongside the current versions of:
•  OCN London Malpractice and Maladministration Policy and Procedure;
•  relevant OCN London qualification, assessment and quality-assurance requirements, including requirements for managing conflicts of interest;
•  Ofqual General Condition of Recognition A8 – Malpractice and Maladministration; and
•  Ofqual guidance on artificial intelligence, malpractice and assessment.
BMTC will review this policy sooner than the scheduled review date where awarding-organisation or regulatory requirements change materially.
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