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Policy Statement
The integrity of assessments or training for any of the qualification that is offered by Typical Systems Academy could be threatened by alleged malpractice and plagiarism. Typical Systems Academy as an organisation is committed to carry out investigation on any areas of concern as well as take appropriate action if the allegation is proven to be true to maintain its integrity.
Policy Scope
Malpractices is generally defined as the deliberate falsification of record with the intention of obtaining a qualification. This can apply to both the learners ands staff of Typical Systems Academy under the Typical Systems program.
Plagiarism is generally defined as presenting someone’s else’s work as your own, either with or without their knowledge. This work could be taken from the internet, or that of another learner as well as other written or electronic source.
Policy Purpose
To identify possible instances of malpractice and plagiarism as well as confirming the process of reporting any cases for Typical Systems Academy learners and staff on the Typical Systems program including provision that is subcontracted.
Examples of malpractice:
· Attempting or claiming certificate for fictitious or non-active candidates
· Attempting for or claiming certificate for candidates that have not undertaken appropriate assessment.
· Result or evidence fabrication
· The modification of any certificate or final assessment
· Impersonation by faking to be someone else in a view to take exam or submit work.
· Failure to ensure that assessment is kept secure.

Examples of Plagiarism
· Copying and passing off as the learner’s own work, a work from another learner, whether without or with their permission.
· Copying or passing off, as the learner’s own work, a work from another source (example the internet) without appropriate acknowledgement of that work.
· An act of collusion to work with others irrespective of the circumstances to produce work which should be claimed to be the learners own independent work.
· Engaging in act of producing false witness statements
There is need to understand that the above list is not exhaustive.
Reporting Malpractice
· In a situation where a learner is being suspected of malpractice during an examination or assessment, they will first be given a warning that their actions may breach malpractice policy and any awarding examination body regulations.
· A statement will be made by the person alleging the malpractice detailing the event and the learner if they wish can then respond formally to the allegation with their own statement. All supporting evidence in respect to the allegation will be gathered along with the statements and be delivered accordingly for further investigation to the responsible persons at Typical Systems Academy or Senior management Team.
· Any staff member of Typical Systems Academy suspected of malpractice must be formally reported for further investigation to the responsible persons at Typical Systems Academy or Senior management Team.
· The responsible persons at Typical Systems Academy or Senior management Team will investigate all cases, ensuring that information is kept confidential only to the concerned relevant parties.  The qualification exam Awarding Body at this point, if necessary, may be consulted.
· The responsible persons at Typical Systems Academy or Senior management Team will issue a final written statement to confirm if malpractice have occurred with corresponding details of the consequences for those that are involved in the act.
· The candidates involved may have access to all the evidence regarding the issue and then will have 30 days right of appeal.
· The Typical Systems Academy constituted Senior management Team will review the appeal independently.

Reporting Plagiarism
· In a situation where a learner is being suspected of plagiarising another’s work, the learner will first be given a warning by the Trainer that their actions may breach plagiarism policy and any awarding body regulations.
· If in any form that the plagiarism is proven, the Trainer will inform responsible persons at Typical Systems Academy or Senior management Team and the originator will bear equal responsibility if they are aware that their work was being plagiarised.
· If the allegation or suspected case of plagiarism is proven, all work suspected to be plagiarised will be completely removed from the portfolio of the learner’s work including reports, all logbook affected, assignments and the learner will be asked to re-write a new work for assessment and marking. if the severity of the plagiarism is substantial then the plagiarism charge will be escalated to the relevant awarding body and in this circumstance their policy will be actioned accordingly. This may result into suspension of the learner qualification or the program. 
· Wherever plagiarism occur in the process of Typical Systems Academy delivery of a qualification, our reporting process will always be followed till logical conclusion.
· When a suspected act of plagiarism occur whilst a learner is undertaking exam at Typical Systems facility or any other facility designated as a centre by Typical Systems, the exam will be terminated, and a thorough investigation will be conducted. The outcome of the investigation will be submitted to Typical Systems Management Team.
· If during the Internal Quality Audit process that plagiarism is suspected, the audit team will inform the Typical Systems Trainer involved. The Trainer will investigate the issue accordingly based on the above Typical Systems plagiarism policy. 
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