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Malpractice and maladministration in End-point assessment (EPA)  

This policy applies to each process associated with end-point assessments: registration, booking, 
Gateway, end-point assessment delivery, results and post-results processes.  

It is important that you comply with this policy as this is part of your EPA service level agreement 
with us.  

All those personnel involved in the design, development, delivery, assessment and quality assurance 
moderation of EPA are required to uphold high standards of professional conduct including honesty, 
integrity and reliability 

What is maladministration and malpractice?  

Malpractice is taken to mean any deliberate act, default or practice that compromises the integrity 
of the assessment or quality assurance, the validity of any results and certificates, or the reputation 
and credibility of British Marine. The following are examples of malpractice: 

Apprentice 

• Submission of falsified, fabricated or incorrect gateway evidence  
• Submission of falsified, fabricated or incorrect portfolio evidence 
• Giving a false declaration of authenticity  
• Any form of impersonation 
• Any form of cheating  
• Plagiarised work  
• Use of unauthorised material or devices during an assessment  
• Collusion (allowing another apprentice to copy work or the unsanctioned 

collaboration between an apprentice and another individual in the 
production of work that would be submitted by an apprentice as the 
outcome of his/her individual efforts) 

• Offering a bribe to anyone involved in Gateway or EPA stage of the 
apprenticeship 

• Intentionally accessing or trying to access and share confidential assessment 
material.  

Staff 

• Deliberate destruction or tampering with work or assessment records 
• Intentionally accessing or trying to access and share confidential assessment 

material.  
• Breach of confidentiality of assessment materials (during dealing or once 

completed) 
• Fraudulent claims for certificates 
• Persistent instances of maladministration  
• Security breaches as a result of not following our data protection policy 

Assessor 

• Deliberate destruction or tampering with work or assessment records 
• Deliberately giving false assessment evidence, results and other documents 

relating to the EPA 
• Use of unauthorised material or devices during the assessment 
• Breaching the invigilation conditions, including inappropriate behaviour, 

such as apprentices communicating with one another or failing to follow the 
instructions of the invigilator 

• helping apprentices to answer assessment questions or producing 
assessment evidence, beyond what EPA requirements allow 

• Failure to conduct assessment in accordance with our policies and 
procedures 
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• Infringements identified at our quality assurance observations 
• Security breaches as a result of not following our data protection policy 

Employer or 
training 
provider 

• Intentionally providing inaccurate or misleading submissions of declaration 
forms and/or other evidence, within the Gateway process, or during the 
EPA. 

• helping apprentices to answer assessment questions or producing 
assessment evidence, beyond what EPA requirements allow. 

• Giving a false declaration of authenticity of apprentices work 
• Intentionally accessing or trying to access and share confidential assessment 

material.  
• Sharing apprentice personal data in an unsecure way that is not in line with 

our data protection policy 

third parties* 

• Breaching the invigilation conditions, including inappropriate behaviour, 
such as apprentices communicating with one another or failing to follow the 
instructions of the invigilator 

• Providing assessment facilities or equipment that is not fit for purpose 
• Influencing apprentice assessment activities where a British marine assessor 

is not present, such as an end-point assessment project 
* PLEASE NOTE: Currently, British Marine End Point Assessments are not delivered by or have any 
involvement during delivery with any training providers, apart from in a 3rd party capacity where 
the training provider may provide a venue and/or resources only for the assessment. 

Maladministration is defined as any activity, practice or omission which results in non-compliance 
with administrative regulations and requirements. Examples of malpractice, although not an 
exhaustive list, include:  

• Accidental failure to follow our procedures, that has not impacted the assessment delivery and 
do not have an adverse effect (these may have been identified during EPA quality assurance 
observations or as the result of it being reported)  

• Unnecessary delays to the scheduling of EPA activities, or to make certification requests 
• Adaptations to our documents without prior approval 
• Unreasonable delays in responding to appeals, complaints, reasonable adjustments, or special 

consideration requested (the acceptable timeframes are specified within the policies)  
• Poor administration resulting in the failure to keep appropriate assessment records  

Activities to prevent malpractice and maladministration 

• Implementing NDAs and confidentiality agreements 
• Clearly defined specifications for all EPA activities 
• Contracts with third parties and assessors detailing roles and responsibilities 
• ID check at gateway and before commencing EPA activity 
• Production and use of admin process guides 
• Use of plagiarism software 

How to report suspected maladministration and malpractice in EPA  

Malpractice/maladministration can be identified or reported at any stage, for example, it could be 
identified at a quality assurance observation of an assessment, or it could be reported by an 
apprentice, assessor, employer, provider or staff member during gateway checks or during/after and 
assessment. Any alleged incident of malpractice or maladministration brought to our attention after 
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the issue of certificates will result in a full investigation by us. Depending on 
the outcome of the investigation, certificates may be recalled by the ESFA and declared invalid. 

You must report any incident of reported, suspected or actual:  

• Malpractice or attempted malpractice by training provider or employer 
• Malpractice or attempted malpractice by British Marine staff members, Board members, or 

assessor 
• Maladministration by training provider or employer 
• Maladministration by British Marine staff member, Board Member, or assessor ; and  
• Malpractice or attempted malpractice by apprentices.  

Incidents/allegations of suspected  malpractice or maladministration, regardless of the method of 
identification, should be reported to us by using the EPAO@britishmarine.co.uk email address, 
within 2 days of the suspected malpractice of maladministration, or within 2 days of when you 
became aware of it. This email address is monitored by the EPA team, if you do not wish to notify via 
the email address provided, please contact the Responsible Officer for the end-point assessment 
service.  

Whilst we consider investigating issues which are reported to us anonymously, we can only do so if 
we are provided with enough information to facilitate an investigation or substantiate an 
anonymous disclosure. 

• Whistleblowing is a term used to refer to an individual who discloses information relating to 
actual malpractice or maladministration and/or the covering up of such practices. In certain 
circumstances a whistle-blower has protection in law under the Public Interest Disclosure Act 
1998 (PIDA). We will always endeavour to keep a whistle-blower’s identity confidential when 
asked to do so, although we cannot guarantee this and we may need to disclose an identity to 
the police, the courts, or the regulator. It should also be noted that a whistle-blower may also be 
identifiable by others due to the nature, or circumstances of the disclosure they are making. 

We will acknowledge all allegation notifications within two working days. 

When reporting incidents, try to include as much information as possible, as a guide this should 
include:  

• The dates of the alleged or suspected malpractice/maladministration.  
• Employer or provider details.  
• The British Marine staff member details, if they are involved in the allegation 
• The people involved and whether other apprentices have been affected.  
• Which assessment standard it is.  
• The details of the alleged malpractice/maladministration, including locations.  
• Any supporting evidence, for example statements, emails or copies of documents.  

Maladministration and malpractice investigations 

When an allegation of suspected malpractice or maladministration is received the EPA Administrator 
will log the report on the malpractice and maladministration tracker and notify the Responsible 
Officer. If the allegation relates to the Responsible Officer, then they must notify the Head of 
Finance at British Marine. The Responsible Officer, or the Head of Finance if it cannot be the 
Responsible Officer, will decide how to proceed dependent on the allegation and who will be 

mailto:EPAO@britishmarine.co.uk
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involved in investigating the allegation, including whether an external 
independent investigator should be appointed. 

When deciding who will be involved in undertaking an investigation, the Responsible Officer will take 
account of whether it is alleged malpractice or maladministration and whether there is a risk of 
adverse effects. It will also be determined by the scale and scope of the investigation, for example: 

• whether it relates to breaches of confidentiality or data, apprentice cheating, assessment 
malpractice etc., and the scale of the investigation 

• how many apprentices, staff, or apprentices were involved 

From there they will ensure that the allocated investigator(s) has the appropriate level of training, 
are competent to perform the role and have had no previous involvement or personal interest in the 
matter being investigated.  

The Responsible Officer is also responsible for providing clear terms of reference for the 
investigation and for ensuring the investigation is conducted in a prompt and effective manner and 
in accordance with the procedures in this policy.  

The investigations may involve: 

• Request for further information 
• Desk research/review 
• Requests for statements from the person making the allegation, from those subject to the 

allegation and from any witnesses, which may be apprentices, employers, providers, third 
parties, assessors, British marine staff etc,) 

• Interviews 
• Visits 

The full co-operation of those implicated and any relevant persons providing statements or 
information to provide truthful information is necessary to both investigate and resolve the 
potential malpractice allegation. Where individuals fail to co-operate with an investigation this can 
be considered malpractice.  

As a key part of the investigation, we retain the right to (via interview and statement requests): 

• Involve the apprentice, their employer and training provider in the investigation process.  
• Contact the apprentice (and/or the apprentice’s representative) directly; and  
• Contact staff members directly.  

The focus of an investigation is to understand if the validity of the EPA has been compromised in any 
way, and what action if any is needed, which may include notification to the regulator Ofqual as the 
result of potential or actual adverse effects. The aim of the investigation will be to: 

• Establish the facts  
• Identify the scale of the alleged malpractice 
• Identify the cause(s) 
• Identify and, where necessary, take action to minimise the risk to current learners 
• Evaluate any action already taken 
• Determine whether any corrective action is required to reduce the risk to learners and to 

preserve the integrity of the end-point assessment 
• Identify any changes to policies/procedures that are required to mitigate re-occurrence 
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As part of the investigation, we will adhere to the following principles: 

• Confidentiality – malpractice investigations may necessitate access to information that is 
confidential. All material collected as part of an investigation must be kept secure and not 
normally disclosed to any third parties (other than the regulator Ofqual, or the police, where 
appropriate). 

• Rights of the alleged – where an individual is suspected of malpractice, they must be informed of 
the allegation made against them (preferably in writing), and include the evidence that supports 
the allegation. They should be provided with the opportunity to consider their response to the 
allegation and submit a written statement or seek advice, it they wish to. They should also be 
informed of what the possible consequences could be if the malpractice is proven, and that 
other parties may be informed, such as the regulator Ofqual.  

• Evidence - investigators must maintain an auditable record of each action during an investigation 
• Data protection – all data must be stored in line with British Marine Data protection policy. Data 

will be retained for 6 years after the allegation in line with the document retention period 
specified within the conditions for acceptance for end-point assessment organisations 

• Interviews – where interviews are conducted as part of the investigation, those being 
interviewed are permitted to be accompanied by another person. During the interview notes 
must be taken and sent to the individual for a signature confirming that it is an accurate record 
of the interview.  

During the investigation period, we may:  

• Refuse apprentice bookings.  
• Request that the ESFA withhold the release of certificates; and  
• Withhold test papers if the security of a test is considered at risk, pending the outcome of 

the investigation.  

An investigation will take no longer than 28 days. 

Investigation Report 

On conclusion of the investigation a full written report will be produced by the (lead) investigator, 
and submitted to the Responsible Officer (or the EPAO Board, if the allegation/investigation relates 
to the Responsible Officer). The report will: 

• Establish if proven malpractice or maladministration has taken place 
• Establish the cause and scale of the malpractice and maladministration, including any adverse 

effects 
• Identify if there are, or have been any failings in British Marine policies, procedures and 

processes that led to the malpractice/maladministration 
• Recommend any remedial action to preserve the integrity of an assessment, reduce the risk to 

current apprentices  
• Identify how to mitigate against the risk of the same incident occurring in future  
• Recommend the sanctions to be applied to the individual proven to have been involved in 

malpractice or maladministration. 

The outcome notification, following receipt of the investigation report, will be made by the 
Responsible Officer, but in serious cases of malpractice and maladministration, or where there are 
conflicts of interest or the investigation involves the Responsible Officer, the notification may be 
made by the EPAO Board (the Responsible Officer is part of the EPAO Board but will not be 
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permitted to be involved in any decisions made by the Board). The 
investigation outcome will be recorded on the malpractice and maladministration log. 

The individual subject to the allegation and investigation will be informed in writing within 10 
working days of the decision. The notification will:  

• outline the findings of the investigation and the actions/sanctions we intend to take, if any.  
• include their right to appeal and details of our complaints and appeals policy. 

Where applicable, the Responsible Officer will inform Ofqual if they believe there has been an 
incident of malpractice or maladministration which could: 

• create or has created an Adverse Effect,  
• invalidate the result of an EPA qualification,  
• affect another end point assessment awarding organisation. 

o where the allegation may affect another end-point assessment (awarding) organisation, the 
Responsible Officer will also inform the awarding organisation directly 

 

Penalties and sanctions for proven maladministration or malpractice 

Where malpractice/maladministration is proven, we will consider whether the integrity of our end 
point assessments might be at risk if the provider or employer staff member/apprentice in question 
were to be involved in future British Marine end-point assessments and so we may act to protect the 
integrity of our EPA service. This action may include:  

• Refusing to accept assessment registrations and/or bookings from a provider or employer in 
cases where malpractice is proven for specific apprenticeship standards.  

• Stopping access to an EPA or suspending delivery of an EPA.  
• Termination of the EPA Service level agreement.  
• Refusing to issue EPA results.  
• Invalidating claims for an apprenticeship certificate.  
• Debarring an employer or provider staff member from involvement in the delivery of our 

end point assessments for several years/life.  
• Disqualifying an apprentice from taking any component of the EPA 
• Changing the risk rating of an assessor, or removing an assessor from approval to undertake 

assessments. 

 

Monitoring the Policy  

This policy will be reviewed annually to ensure that its provisions continue to meet the legal 
obligations of British Marine and reflect best practice. 

Questions about the content or application of this policy should be directed to the British Marine 
Responsible Officer at EPAO@britishmarine.co.uk or 07584 563343. 
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