Waste Management Industry Training and Advisory Board

Awarding Body Policy: Malpractice
WAMITAB policy and procedure for responding to instances of malpractice* or maladministration

*Note: ‘Malpractice’ here is used generically. The use of the term includes all aspects of irregularity that could arise following the registration of a candidate by a Centre. E.g. From maladministration, through to contrived malpractice including the possibility of fraudulent claim of certification. 

WAMITAB (The ‘Awarding Body’) POLICY STATEMENT
WAMITAB aims to ensure the full and consistent investigation of all cases involving malpractice, maladministration or other irregularities which could include falsification of database entries and/or documentation. In all instances WAMITAB will act to protect the integrity of its NVQs and other qualifications, which could otherwise allow these awards and the National Qualifications Framework to fall into disrepute. 

This policy provides guidance on the procedures to report to the Awarding Body suspected cases of malpractice or maladministration. Centres should be aware that failure on their part to co-operate with any investigation process can lead to the Centre being suspended from making any claims for certification. 

WAMITAB’s adopted procedures relating to Centre Approval and the on-going delivery of qualifications coupled with the External Verification controls have been carefully designed to pinpoint any instances of malpractice or maladministration within a Centres operational process. 

However, Centre Staff and others involved in delivering a WAMITAB qualification also have a duty to report, in confidence, instances where malpractice or maladministration is suspected. If unchecked, this could lead to Centre irregularities, incorrect candidate certification or in the extreme, the fraudulent claim of certificates.

To alleviate the opportunity for instances of malpractice, maladministration or indeed a deliberate act to falsify documents or attempted counterfeiting, WAMITAB has established a process, in three stages, for carrying out checks where irregularities have been notified.
· Stage 1  Receiving notification of a potential claim of an irregularity
· Stage 2  Carrying out additional checks on any award documents available
· Stage 3  Processing instances of confirmed malpractice or maladministration
On all occasions when information regarding an irregularity is received by WAMITAB it will be treated as a potential case for maladministration or malpractice until such time as the outcome of the investigation confirms that the Centre actions or award document(s) is authentic.  

PROCEDURE:

Stage 1:  Receiving notification of a potential case of irregularity
1 A request for a check on the authenticity of the potential irregularity may be received by any member of WAMITAB staff from: 
· a centre representative

· a candidate

· an external organisation

· a member of the public

· a colleague. 

2 The request for a check, or notification of a potential problem, is immediately passed to the Office Manager for processing to ensure consistency of review and independence from the routine lines of communication with Centres. The Office Manager will inform the Director General of the claim and include other members of WAMITAB administrative staff as required in carrying out the review.

3 It is the responsibility of the Office Manager to

· check that the person initiating the request or notification** has formally submitted the request in writing. (**thereafter referred to as the original correspondent)
· request a photocopy of the award document pertaining to the irregularity, where this is available,

· acknowledge and log the written request or notification, once received

There may be special circumstances whereby the original correspondent prefers to use alternative methods than submitting the request in writing. WAMITAB is prepared to accept alternative submissions as long as these can be authenticated. In this instance, the Office Manager should be contacted at WAMITAB for further guidance.

      4 
The Office Manager will arrange to:

· open a secure file for all on-going correspondence and supporting evidence 

· carry out initial checks on the irregularity to confirm or otherwise, a match with the information provided against historical database records (i.e. identification of candidate, date of any appropriate documentation, centre number and title, the title of the award and any inconsistencies in the design of documentation provided or features that would distinguish this from original documentation used within the Centre or Awarding Body.

Stage 2:  Carrying out additional checks on award documents (e.g. candidate registration documents or certificates etc.)

1 Where the initial checks do not confirm conclusively the authenticity or otherwise of the document(s), it is additionally checked against the original number allocated to the candidate registration document, or certificate if one has been issued.

2 Where the checks still call into question an irregularity, or do not confirm authenticity of an awarding body document, a letter is sent by the Office Manager to the original correspondent :

· advising them that the document was not issued by WAMITAB, or that it was issued to a candidate other than that named on it. (Note: This aspect of correspondence will be ultimately determined by WAMITAB’s Data Protection Act registration).

· asking for additional information including the person whose name appears on the award document, their address and date of birth.

3 On receipt of additional information, a simple letter of acknowledgement is sent by the Office Manager.

4 If the award is confirmed as authentic, a letter of confirmation is sent by the Office Manager to the original correspondent.

Stage 3:   Processing instances of confirmed malpractice award documents

1 WAMITAB will inform the Regulatory Bodies if ever, or whenever, it finds evidence that certificates may be invalid and agree the appropriate action necessary

2 If additional information is provided, a letter is sent to the person named on the malpractice award document by the Office Manager, advising them that:
· WAMITAB has received a request to confirm the authenticity of an award or document bearing the person’s name and that investigations in WAMITAB records have shown that the document was not issued by WAMITAB, or that it was issued to a candidate other than that named on it

· Unless the person is able to supply evidence that the award was made with the full approval and knowledge of WAMITAB, the document must be considered invalid. Such evidence should include the name and contact details of the organisation through which the candidate was assessed and which registered the candidate on an assessment programme leading to the award offered by WAMITAB. (This process would cover the situation where a centre had perpetrated a fraud on an unsuspecting candidate)

· It is possible that a criminal offence may have been committed by whoever issued the award document or certificate if it is found to be fraudulent.

· They must send the original document to WAMITAB together with any copies that have been made and a statement as to how they acquired the award document

· If WAMITAB does not receive acknowledgement and the document(s) is not returned by a given date, it reserves the right to take legal advice which may result in further action as considered necessary.

3 Where malpractice is suspected, a further check is made against any records of previous documents maintained by WAMITAB to identify any previous attempts of fraud made by the same candidate or centre. 

4 The Office Manager will take any further follow-up action necessary to notify colleagues who need to be alerted to the situation.
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