Suspected Malpractice in NEA/Coursework - Internal Procedure

- For subjects with NEA or coursework

This procedure details the actions that should be taken to inform students on how to avoid
malpractice in NEA/coursework and how to deal with any suspected malpractice in
NEA/Coursework.

Preventing malpractice

1. The Exams Manager (EM) will email Heads of Department (HOD) with updated JCQ
documentation relating to NEA/coursework assessment, malpractice and Al misuse
each academic year.

2. The HOD will be asked to complete a Microsoft Form declaration to confirm when they
have read and understood this documentation.

3. HOD will ensure all teachers in their department that teach NEA/coursework have been
given and understand the JCQ documentation.

4. Subject teachers must ensure all students are briefed at the start of their course on
malpractice and Al misuse and how to avoid it. Teachers will be asked to confirm the
date when this content has been taught to the students to the EM.

Internal procedure for suspected malpractice (before any declarations have been signed)

1. If ateacher suspects malpractice, they must report this to their HOD and the EM.

2. The EM will inform SLT with link to exams.

3. The subject teacher and HOD should meet with the student to discuss the suspected
malpractice. The student must be informed that the work cannot be submitted if the
teacher is not satisfied that the work is their own.

4. The student may be given the opportunity to amend their work (as long as the
declaration has not been signed).

5. Theteacher/HOD must inform parents of the suspected malpractice and the possible
consequences either via a phone call or an in-person meeting.

If the student has already signed the declaration stating their work is their own, then the
suspected malpractice must be reported to the relevant awarding body.
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