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Malpractice and
Maladministration Procedure

Version: 1.01 Last updated: July 2026 - Next Review: July 2027

Purpose

This procedure applies to all learners, staff, contractors, and CMI Awarding Body
personnel involved in the delivery and assessment of CMI qualifications. Chase
Business School and CMI are committed to taking all reasonable steps to prevent
malpractice or maladministration. Where prevention isn't possible, any cases must be
dealt with swiftly, thoroughly, and effectively.

Introduction

This document outlines how to identify and report suspected or actual malpractice and
maladministration. It also describes how CMI will investigate and respond to such
cases.

This includes:

e Definitions of malpractice and maladministration
e Reporting and investigation processes

e Outcomes and record keeping

Definitions

Malpractice
Malpractice refers to any deliberate action, neglect, or failure that compromises:

e The assessment process
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e The validity of a result or certificate
e The integrity of a CMI qualification
e The reputation of CMI or the wider qualifications sector

e The confidentiality of assessment materials
Examples include falsification of records or failure to maintain secure systems. A failure
to act on an identified issue may also be considered malpractice.

Maladministration

Maladministration refers to poor practice or neglect that leads to non-compliance with
delivery and assessment requirements.

Identifying Malpractice or Maladministration

Suspected cases may arise through:

Chase Business School’s internal monitoring or quality assurance

CMI’s own verification processes

Complaints or intelligence from staff, learners, whistleblowers, or third parties

Information received from other awarding bodies or regulatory bodies

Reporting Suspected Incidents

All staff at Chase Business School must follow internal procedures and report any
suspected cases to CMI immediately. An initial investigation must be carried out, and
the Centre Report of Suspected Malpractice Form completed and submitted within 5
working days.

Incidents may relate to:
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e Plagiarism
e Collusion
e Malpractice or maladministration

e Appeals, complaints, or special consideration

Whistleblowing

If malpractice is suspected, CMI may apply an immediate Level 3 sanction (e.g. halting
learner registrations) to prevent further issues during the investigation.

Failure to report a known issue may result in additional sanctions.

Reporting Routes

Staff, moderators, assessors, or learners who suspect malpractice should report it
directly to CMlI's Head of Awarding Body, or the Senior Quality Manager. A full written
account must follow within 5 working days, including supporting evidence.

Third Parties and Confidentiality

When reports come from third parties (e.g. whistleblowers), CMI will:

e Ask permission to use the individual's name
e Explain that investigations may be limited if permission is withheld
e Protect the identity of the informant where possible

e Request written confirmation before beginning an investigation

If an informant is a member of centre staff or a learner, CMI will consider how best to
protect them throughout the investigation.



CMI Review

Within 5 working days of receiving a report, the Head of Awarding Body or Senior Quality
Manager will review the case and determine next steps. These may include:

e Deciding whether more information is needed
e Asking the Centre Programme Director to conduct a more detailed investigation

e Implementing a formal CMI investigation (e.g. in cases of suspected fraud or
systemic issues)

e Notifying regulators, if required

e Applying or escalating sanctions as appropriate

The reporter will be kept updated on the process and expected timeframes.

Notifying Regulators

Where there is risk of significant impact (e.g. fraud or a threat to qualification integrity),
CMI must inform regulators immediately. Chase Business School must fully cooperate
with this process.

CMI Investigation

Investigations are carried out in line with CMI's Investigation Procedure, usually by an
independent, qualified individual. The full investigation, report, and decision must be
completed within 28 working days of receiving the case.

Where Centre staff are asked to investigate, the same process and timeline must be
followed.
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Investigation Outcomes

Once complete, the Senior Quality Manager and/or Head of Awarding Body will review
the findings and decide on actions. If malpractice is confirmed, CMI will prioritise:

e Protecting the integrity of certification
e Maintaining public confidence

e Preventing recurrence

Possible actions include:

e Specific remedial actions for the Centre

e Extra monitoring or site visits

e Staff retraining or removal from assessment duties

e Sanctions or centre withdrawal

e Learner penalties (e.g. invalidated work or disqualification)
e System or policy reviews

e Extending the investigation to other units or centres

Plagiarism and collusion outcomes will follow CMI’s Plagiarism and Collusion
Statement.

Appeals

If Chase Business School or individuals disagree with a malpractice outcome, they may

appeal. Appeals will review whether the procedures were applied consistently and fairly.

See the CMI Appeals Procedure for details.

ssssssssssssss



ssssssssssssss

Record Keeping

All investigation records will be securely stored for up to 5 years. If the case leads to
invalidated certificates or legal action, records will be retained until the matter is fully
resolved.

Alerting Other Awarding Bodies

Where appropriate, CMI will notify other awarding bodies if a malpractice case could
affect their operations - for example, if:

e The Centre is also approved by another awarding body
e There is risk of Centre migration to avoid sanctions

e The Centre has applied for approval with another awarding body

Monitoring and Review

All ongoing cases will be monitored by the CMI Quality Team and reviewed monthly.
Annual reviews will assess the effectiveness of this procedure.

Learner/CMI Staff/Centre Report of Suspected Malpractice Form

This form must be completed by the Centre when reporting a suspected case of
malpractice to CMI.

Centre Name

Centre Number

Contact Name




Contact address, phone
number and email

CMI Qualification Code

Qualification Title

CMI Unit Code

Unit Title

Learner Number

Learner Name

Details of the Incident

Include a clear description of what occurred, when, and to whom it was reported.

Include dates and relevant supporting information.

Actions Taken by the Centre

Explain any internal steps taken so far.

Additional Details (if applicable)

Include any mitigating circumstances or other relevant information.
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