
 

MALPRACTICE AND MALADMINISTRATION 

POLICY 

1. Introduction and Summary 

Mountview will always work hard to ensure that the exams it develops, delivers and awards are 
rigorous and fair for every performer, whether at a venue run by Mountview itself or at an MX 
Registered Private Centre. Mountview will also ensure that all examiners, teachers, Centres and 
performers work together to match this commitment, guaranteeing that all exams can be 
delivered successfully. Unfortunately, on occasion something might go wrong, and it is the 
responsibility of Mountview to investigate each circumstance which has been brought to our 
attention, applying Sanctions where necessary (see Mountview’s Sanctions Policy). This 
process safeguards public confidence in the integrity of Mountview Exams and the 
qualifications it delivers. 
 

2. Defining malpractice and maladministration 
 
2.1 Malpractice, maladministration and Adverse Effects 

Malpractice and maladministration are two related terms, both of which describe actions which 
may cause Adverse Effects to the development, delivery or award of examinations. The main 
difference between the two terms is in whether the individuals or parties committing these 
actions had intent to cause harm. Generally, instances of maladministration are performed with 
no intention to cause harm and may result from incompetence, carelessness or lack of 
experience. Conversely, instances of malpractice are performed with the intention of 
compromising the credibility of an assessment, qualification or Mountview Exams as a whole. 

Malpractice and maladministration could occur at various stages of the entire examination 
process, including prior to a qualification being published. Below you can find a non-exhaustive 
list of occasions where malpractice or maladministration might occur: 

• In the development of a qualification. 

• In the testing of a qualification. 

• In the publishing or printing of a qualification. 

• In the registration of an MX Centre. 

• In the teaching and preparation of a performer. 

• In the examination itself. 

• In the moderation process following an examination. 

• In the awarding of the qualification or certificate. 

• In the handling of a Complaint, Appeal or Enquiry. 



All of these circumstances may result in an Adverse Effect. Adverse Effects are defined by 
Ofqual as “An act, omission, event, incident, or circumstance [which] - 

(a) gives rise to prejudice to Learners or potential Learners, or 

(b) adversely affects – 

(i) the ability of the awarding organisation to undertake the development, 
delivery or award of qualifications in a way that complies with its 
Conditions of Recognition, 

(ii) the standards of qualifications which the awarding organisation makes 
available or proposes to make available, or 

(iii) public confidence in qualifications.” 

 

If an instance of malpractice or maladministration has caused an Adverse Effect or is likely to 
cause an Adverse Effect, Mountview is responsible for minimising its impact and ensuring that 
procedures are in place to ensure it doesn’t happen again. 

2.2 Committing or reporting malpractice and maladministration 

Any individual or party who is affiliated with Mountview Exams in any way has the capacity to 
commit malpractice and maladministration but also to identify and report it. This non-
exhaustive list indicates those individuals or entities: 

• Registered MX Private Centres and their staff members (including Heads of Centres, 
Centre Representatives, Finance Contacts, Safeguarding Contacts and Teachers) 

• MX Examiners (including Chief Examiners and Supervisory Examiners) 

• MX Administrative Staff (including the Mountview Exams Coordinator) 

• The Senior Exams Panel (consisting of the Chief Examiner, Development Consultant and 
the Academic Quality & Compliance Manager) 

• MX Performers 

• Parents and/or guardians of MX Performers under the age of 18 years 

• Whistleblowers 

• Employees of Mountview 

3. Preventing the risks of malpractice and maladministration 

Each examination board will be at risk of different types of malpractice or maladministration 
depending on the delivery of their assessments. As Mountview Exams don’t include any written 
element, for example, there is no chance of an assessment question being leaked ahead of an 
examination which could give an unfair advantage to a specific performer. To ensure that we are 
anticipating any problems which may occur, Mountview has identified some examples of 
malpractice and maladministration which we are more likely to be subject to, with a description 
of how we aim to prevent this from occurring. This list is non-exhaustive and acts as a 
demonstration of the ways in which we actively protect the integrity of our qualifications. 

 



Occurrence of malpractice/maladministration How Mountview prevents this from occurring 

An administrative error by the Examiner 
preventing the marks from being submitted 

Examiners are given thorough training in the 
use of our online platform, ExamTrack, and in 

the awarding of marks for all qualifications 

A relationship or collusion between an 
examiner and performer affecting the mark 

awarded 

Examiners and Centres are required to 
comply with our Conflicts of Interest policy 

Mountview Administrative Staff rewriting 
marks on the online platform, ExamTrack 

Any Staff Rewrites online are automatically 
logged within the audit functionality on 
ExamTrack, which is reviewed regularly  

Verbal, physical or facial assistance by 
teachers during an assessment 

The teachers of performers are not permitted 
to be in the examination room during 

assessment 

Submission of a false application for 
Reasonable Adjustments (RA) or Special 

Considerations (SC) 

The Senior Exams Panel work together to 
review each RA or SC application, and the 

former requires supporting evidence signed 
by a proper authority 

Failure of a Centre to provide Mountview with 
accurate performer information 

Centres must follow the guidance detailed in 
the Centre Handbook 

Misuse of the Mountview Exams (MX) Logo or 
use of the MX name without permission 

Centres are required to sign a Centre 
Agreement which details proper use of both 

the Logo and the Mountview name 

Purposeful interruption of an examination 
session to assist or to disconcert performers 

MX Centres must provide responsible staff 
members to help coordinate exam sessions 

Intentional withholding of information which 
may affect quality assurance or an appeals 

process 

MX Centres are aware of the processes 
surrounding appeals and are obliged to 

provide Mountview with any relevant 
information requested 

Behaving in a way which disrupts or damages 
the integrity of an examination session 

Examiners and Centres work together to 
ensure that performers are well prepared 

and do not disrupt each other’s 
performances 

Offering incentives to an examiner before or 
after an examination in order to affect a mark 

Examiners are required to comply with our 
Anti-Bribery Policy 

An enquiry about a result not being handled 
appropriately 

The Senior Exams panel work together to 
review each enquiry, so no one person 

comes to a conclusion alone 



4. Identifying and reporting malpractice and maladministration 

4.1 Reporting procedure 

If any person or persons associated with Mountview discovers or suspects malpractice or 
maladministration in Mountview Exams, they must immediately report this. The easiest way to 
do this is to email the exams office directly at: 

exams@mountview.org.uk 

You can also send a letter directly to: 

Academic Quality & Compliance Manager 
Mountview Exams 
120 Peckham Hill Street 
London 
SE15 5JT 

You can furthermore call the below number and ask for Mountview Exams: 

020 8881 2201 

When reporting any malpractice or maladministration we recommend the inclusion of the 
below details to better assist our investigation. If insufficient evidence if provided, we may need 
to ask for it and this may delay the process. 

1. The date and time of the suspected malpractice or maladministration 
2. The Centre and corresponding venue (if relevant) 
3. Any names of those known or suspected to be involved 
4. The Examiner’s name (if relevant) 
5. The qualifications affected 
6. The performers affected 
7. Detailed account of the suspected malpractice or maladministration 
8. Any relevant evidence which might confirm the malpractice or maladministration 
9. The name and contact details of the informant 

Although we would always encourage openness to better aid an investigation, Mountview 
understands that sometimes individuals may prefer to report malpractice or maladministration 
anonymously.  It should be noted that anonymous reports can be difficult to fully investigate, 
and we would be unable to give the reporting party any information on the outcome of their 
report. 

4.2 Investigations without a formal report 

Sometimes Mountview may decide to investigate suspected malpractice or maladministration 
without a formal report. An example of this may be when multiple examiners have submitted 
referrals about a specific Centre. Independently these referrals may only affect the marks of 
performers within a single session, but when looking at the full picture, they may indicate a 
larger problem within the Centre itself. Mountview ensures that it keeps a detailed record of all 
referrals submitted by Examiners, allowing the Senior Exams Panel to prompt an investigation 
without a formal report. 

mailto:exams@mountview.org.uk


4.3 Whistleblowing 

If an individual within Mountview or within a Centre reasonably believes that by following the 
reporting procedures listed above, they may be unfairly dismissed or that the malpractice or 
maladministration may be deliberately concealed, they should follow the procedures laid out in 
the Mountview Whistleblowing Policy. 

4.4 Notifying regulatory bodies 

Mountview has a responsibility to notify regulatory bodies promptly if it believes malpractice or 
maladministration has taken place which has caused or may cause an Adverse Effect. This 
notification will most likely be before an investigation is completed in order to best protect the 
integrity of its qualifications. We may also share this information with other regulatory bodies if 
it is deemed necessary. 

Should Mountview believe that the suspected malpractice and maladministration could 
constitute criminal activity, Mountview will consider whether to notify the police in addition to 
regulatory bodies. 

5. Investigating instances of malpractice or maladministration  

5.1 The Investigation 

When Mountview is made aware of an instance of malpractice or maladministration either by 
formal report or through an internal prompt, Mountview will investigate the suspected 
malpractice or maladministration. The severity and manner of the malpractice or 
maladministration will affect who carries out this investigation. To determine who should carry 
out the investigation, Mountview will consider many factors including, but not limited to: 

- The number of Performers involved and the degree to which they might be affected 
- The number of Centres involved or affected 
- The extent to which Teachers, MX Examiners or Mountview Staff Members are involved 
- The nature of the possible malpractice or maladministration 
- The impact on the integrity of the qualifications offered 
- If public confidence in the qualifications has been or will be affected. 

Mountview will ensure that the investigator(s) chosen will have the competency and experience 
to successfully complete the investigation according to its complexity. Upon consideration of 
these factors, the investigation may be carried out by: 

- The Senior Exams Panel 
- The Executive Team at Mountview 
- One or more members of the Mountview Board of Trustees 
- One (or more) external/independent investigator(s) 

Mountview will always ensure that the investigator(s) chosen has no personal interest in the 
outcome of the investigation, including any conflicts of interest as detailed in our Conflicts of 
Interest policy. 

The investigator(s) will review all the details made apparent in any report(s) given and will 
require the compliance of any Registered Centres, Examiners, MX Administration Staff, Quality 
Assurance Staff and any Employees of Mountview. Any named individuals within the formal 
report will be notified as soon as an investigation is set in motion and will be given the 



opportunity to supply evidence in response to the report. This may contribute towards the 
overall picture for the investigator(s).  The investigator(s) may also contact any other parties for 
further detail if this is relevant to the investigation. 

Interviews which aid the investigation will be conducted online. These interviews will allow pre-
existing evidence to be verified and/or new evidence to be brought to the investigator(s). This 
session will be recorded and saved within the Mountview Exams directory. These recordings 
may be used as evidence in the final report and will be stored for 60 days after the publishing of 
the report. If a first or second-level appeal is made, the sessions will be stored for 60 days after 
the publishing of findings from each of these subsequent investigations. 

All data and documents relating to the investigation will be stored within a work OneDrive 
account for the investigator (or one of the investigators), with permissions set so this cannot be 
viewed or edited by other parties. If the investigation relates to IT or Operations Staff at 
Mountview, who have overarching permissions across all Mountview files, the data and 
documents will be stored on a personal OneDrive folder outside of the Mountview remit. These 
actions will ensure both the preservation of evidence, and the confidentiality of materials used 
or found in investigation. 

If the investigation requires the involvement of other examination boards or of regulatory bodies, 
Mountview will guarantee that a meeting with these entities is conducted prior to any 
investigation, ensuring that any differences in policy or process are discussed and suitable 
solutions confirmed. 

5.2 The Outcome 

Following the investigation, the investigator(s) will draw up a report with their findings 
confirming whether the malpractice or maladministration has occurred. This report will be 
stored within the Mountview Exams directory and will be owned by the Academic Quality & 
Compliance Manager. The investigator(s) may also suggest whether any action should be taken. 

If it is determined that a Centre, Examiner, Performer or Mountview Staff Member has 
committed malpractice or maladministration, Mountview may decide to place sanctions on 
them. More information on this can be found in our Sanctions policy. 

If it is determined that no malpractice or maladministration occurred, Mountview will not take 
any further action, however we will provide relevant feedback explaining the reasoning of the 
investigator(s) to both the initial reporter and any individuals involved in investigation. 

5.3 Appeals 

If any individual, whether the original reporter or otherwise, believes that the investigation has 
not been carried out effectively or that performers are still at risk of Adverse Effects following 
the decision, they can apply for a first level appeal. More information on appeals can be found in 
our Complaints, Enquiries and Appeals Policy. 

Depending on the outcome of the investigation, Mountview may also take the opportunity to 
revisit its wider policies and procedures to ensure that this malpractice or maladministration 
does not occur again. 
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