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National Hedgelaying Society
Malpractice and Maladministration Policy

1. Purpose and Scope

This policy sets out the Society’s approach to identifying, reporting, investigating, recording,
and managing suspected or confirmed cases of malpractice and maladministration.

The policy is designed to protect the integrity, validity, credibility, and quality of Society
training, assessment, verification, certification, and associated activities.

This policy applies to all employees, volunteers, instructors, assessors, invigilators, quality
assurers, contractors, associates, partners, committee members, and individuals acting on
behalf of the Society, whether in paid or unpaid roles.

Relevant legislation and guidance includes:

+ Relevant awarding organisation and regulatory requirements

« Lantra requirements where applicable

« Guidance issued by regulators and accrediting bodies including:
»  Ofqual
» SQA Accreditation

»  Qualifications Wales

2. Commitment

The Society is committed to maintaining high standards of integrity, fairness, transparency,
and compliance throughout all training, assessment, and certification activities.

The Society will:

« Take all reasonable steps to prevent malpractice and
maladministration

+ Investigate allegations fairly, consistently, and proportionately
« Protect the integrity and validity of learner results and certificates

« Maintain appropriate systems, controls, and quality assurance
arrangements

o Take corrective action where issues are identified

+ Cooperate with awarding organisations, regulators, and accrediting
bodies where required

3. Objectives

The objectives of this policy are to:

« Prevent malpractice and maladministration wherever possible

+ Ensure allegations are investigated appropriately and without bias
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+ Protect learners and the integrity of qualifications and assessments
+ Maintain public confidence in Society training and assessment activities
+ Identify trends, risks, and areas for improvement

+ Ensure appropriate reporting, recording, and corrective action processes
arein place

4. Responsibilities

All employees, volunteers, instructors, assessors, contractors, quality assurers, and individuals
acting on behalf of the Society are responsible for:

« Acting honestly, professionally, and ethically

+ Following Society policies and procedures

+ Maintaining accurate and secure records

+ Reporting suspected malpractice or maladministration promptly
+ Cooperating fully with investigations where required

+ Protecting the integrity and confidentiality of training and assessment
materials

The chairman, committee, or designated responsible person will:

+ Oversee investigations and decision-making processes

« Ensure allegations are handled fairly and consistently

+ Maintain appropriate records and monitoring arrangements

+ Liaise with awarding organisations or regulators where necessary

« Implement corrective and preventative actions where required

5. Procedures, Controls and Requirements

5.1 Definitions
Malpractice

Malpractice is any deliberate act, neglect, default, misconduct, or improper practice that compro-
mises, or could compromise:

+ The integrity of training or assessment
+ Thevalidity of learner results or certification

+ Thereputation of the Society or awarding organisation

Examples may include:
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Deliberate falsification of records

Cheating or plagiarism

Impersonation of a learner

Improper assistance during assessment

Insecure storage or misuse of assessment materials

False claims for certification

Maladministration

Maladministration refers to poor, negligent, inefficient, or improper administration or manage-
ment processes, whether deliberate or unintentional.

Examples may include:

Inaccurate learner records

Incorrect learner registrations

Persistent administrative errors or delays

Failure to follow procedures relating to reasonable adjustments
Misuse of logos or certification marks

Failure to maintain appropriate records or systems

5.2 Identification and Reporting

Malpractice or maladministration may be identified through:

Quality assurance activities and audits
Complaints or appeals

Feedback from learners or stakeholders
Internal monitoring

Whistleblowing disclosures

Information received from external organisations or regulators

Concerns should be reported promptly to the Chairman or designated responsible person.

5.3 Investigation Process

Allinvestigations will be conducted fairly, proportionately, confidentially, and without bias.

Investigations may include:

Reviewing records and documentation
Gathering statements and evidence

Meeting with relevant individuals
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+ Assessing risks to learners or certification integrity
+ lIdentifying the scale and impact of the issue

+ Considering whether certificates, results, or assessment decisions may be
affected

The Society will normally acknowledge allegations within 5 working days.

5.4 Outcomes and Actions

Where malpractice or maladministration is confirmed, the Society may take appropriate action
including:

+ Corrective action plans

« Additional monitoring or quality assurance

+ Staff or contractor retraining

« Suspension or removal from duties

« Withdrawal or amendment of certificates

+ Removal of learner registrations where appropriate

+ Referral to awarding organisations or regulators

Actions taken will be proportionate to the seriousness and impact of the issue.

5.5 Learner and Qualification Protection

The Society will take all reasonable steps to minimise adverse effects on learners and protect the
integrity of qualifications and assessments.

Where necessary, the Society may:

« Review affected learner results

« Correct inaccurate records or certificates

« Reassess affected learners

« Implement additional quality assurance measures

+ Notify awarding organisations or regulators

5.6 Appeals
Individuals have the right to appeal decisions relating to malpractice or maladministration.

Appeals must:

+ Besubmitted in writing

+ Normally be received within 5 working days of the decision
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Appeals will be reviewed by an appropriate senior person not directly involved in the original de-
cision where possible.

The Society will normally respond to appeals within 28 working days.

5.7 Record Keeping and Monitoring
The Society will maintain records of malpractice and maladministration investigations, outcomes,
and actions taken.

Incidents may be monitored through risk registers or quality assurance systems to identify trends,
recurring issues, and opportunities for improvement.

6. Reporting and Monitoring

The Society will monitor the effectiveness of this policy through:

+ Internal quality assurance activities

+ Audit and monitoring processes

+ Review of complaints, appeals, and investigations

+ Monitoring of learner records and certification activities
+ Review of trends and recurring issues

Awarding organisations, regulators, or accrediting bodies will be informed where required.
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7. Policy Review Structure

Last Reviewed Date May 2026
Next Review Due May 2027
Ownership NHLS Trustees

Updates in this Version

Policy restructured and simplified for consistency across

Society policies.

Strengthened references to learner protection, investiga-
tion processes, qualification integrity, regulatory report-
ing, and quality assurance arrangements

Document Information

Document Name:
Document Group:

Malpractice & Maladministration Policy
NHLS Policy Documentation

Document Number: PD1.6
Classification: Public
Document Version: Version 1.0
Last Updated: 20 May 2026
7 © National Hedgelaying Society 2026



