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Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!



Working in Partnership with North London Schools & Local Authorities since 2000
Accredited Independent School Status 2014 (Registration N0. 308/6003)
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Focus Inception
 
Focus 1st Academy was set up in the year 2000 using European Social Fund to provide education and training and to-date has defied all the odds and was awarded the Independent School status in August 2014.  This enables us to work in partnership with schools and local authorities to provide an alternative method of education for 14 to 16 year olds. Our student referrals are some of the most vulnerable young people and it is our duty to ensure that they are equipped with the appropriate skills and qualifications to ensure full participation within the modern workplace. Our team of professionals consisting of tutors, tutor assistance, pastoral support staff and mentors to nurture the students ensuring our work-based-learning approach alongside a variety of techniques are utilised and compatible to ensure the prevention of social and economic exclusion prior to adulthood which is underpinned through the subjects delivered whilst in classroom environment as well as on an individual basis.  
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Our programme fulfils the need of students who are disengaged from academic studies and may be exhibiting behavioural problems as a result. Our hands-on approach to learning creates an inspirational motivation for students wishing to pursue a career via the vocational route. The students are taught methods on how to improve their social skills in preparation for work/apprenticeship schemes and/or further education by learning in real-life situations and participating in sports, art and drama to express emotions. We believe that all individuals have a certain quality, which is sometimes concealed due to lack of confidence, mixed sentiments or disabilities. As such, recognising and coming to terms with barriers is a small part of the conflict, we are certain that all individuals are aware of their own weaknesses; the most vital part is engaging with professionals and adhere to individual training plans set which in turn prepares our students for economic and social integration into adulthood.
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[bookmark: _Toc211862747]Introduction
This policy sets out the procedures to be followed in the event of any dispute or allegation regarding staff malpractice in the assessment of internally marked qualifications, and in relation to examinations invigilated by staff and marked externally.
Any instance of malpractice or maladministration must be reported directly to all examining bodies accredited with Focus 1st Academy, including but not limited to AQA, VTCT, NCFE, and other awarding organisations operating under JCQ regulations.

[bookmark: _Toc211862748]Examples of Malpractice
Attempted or actual malpractice activity will not be tolerated.
[bookmark: _Toc211862749]Examples relating to portfolio-based qualifications (not exhaustive):
· Tampering with candidates’ work prior to external moderation or verification.
· Assisting candidates with the production of work outside awarding body guidance.
· Fabricating assessment and/or internal verification records or authentication statements.
· Inappropriate use of Artificial Intelligence (AI) – e.g. generating or modifying learner work using AI tools such as ChatGPT, Grammarly, or Google Gemini without clear authorisation or disclosure.
[bookmark: _Toc211862750]Examples relating to examinations (not exhaustive):
· Assisting candidates with exam questions outside awarding body guidance.
· Allowing candidates to talk, use a mobile phone, or leave the exam room unsupervised.
· Tampering with scripts prior to external marking.
· Permitting or facilitating the unauthorised use of AI technologies before or during examinations or controlled assessments.
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Investigations into allegations will be coordinated by Marina Savva, Executive Headteacher, who will ensure the initial investigation is carried out within ten working days. The person responsible for coordinating the investigation will depend on the qualification being investigated.
The investigation will involve establishing the full facts and circumstances of any alleged malpractice. It should not be assumed that because an allegation has been made, it is true. Where appropriate, the staff member concerned and any potential witnesses will be interviewed, and their statements recorded in writing.
The member of staff will be:
· informed in writing of the allegation made against them;
· informed what evidence supports the allegation;
· informed of the possible consequences should malpractice be proven;
· given the opportunity to respond to the allegation;
· given the opportunity to submit a written statement;
· allowed to seek advice and provide supplementary statements if required;
· informed of the applicable appeals procedure;
· informed that information relating to serious malpractice may be shared with awarding bodies, Ofqual, the police, and/or professional bodies (including the GTC).
If work is submitted for moderation or verification which is not the candidate’s own, the awarding body may not be able to issue a result.
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[bookmark: _Toc211862753]Overview
Focus 1st Academy recognises the growing role of AI tools (e.g. ChatGPT, Copilot, Gemini) in education. While these tools can enhance learning and administrative efficiency, unauthorised or unethical use of AI in assessment design, learner support, or examination processes may constitute staff malpractice.
[bookmark: _Toc211862754]Acceptable Use
Staff may use AI tools:
· For administrative tasks or resource development, provided confidentiality and data protection are maintained.
· To support planning or lesson preparation.
· To model appropriate AI use to students, ensuring transparency and ethical practice.
[bookmark: _Toc211862755]Unacceptable Use
The following constitute staff malpractice:
· Using AI to produce, alter, or assess learner work without disclosure or authorisation.
· Encouraging or permitting candidates to use AI in breach of awarding body rules.
· Using AI to generate feedback, grades, or assessment outcomes that do not reflect the learner’s actual performance.
· Uploading confidential learner data or assessment materials into AI systems without consent or data protection compliance.
[bookmark: _Toc211862756]Awarding Body Compliance
All staff must ensure that their conduct adheres to:
· JCQ’s “AI Use in Assessments” (2024) guidance.
· AQA’s policies on assessment integrity.
· VTCT’s regulations on authenticity and learner evidence.
Breaches of these may result in malpractice referrals to the relevant awarding body.
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Where a member of staff is found guilty of malpractice, the Executive Headteacher may impose one or more of the following sanctions:
a) Written Warning:
A written warning stating that further offences within a specified time period will lead to additional sanctions.
b) Training:
Mandatory training or mentoring on assessment practice, ethics, or digital literacy, with a review period.
c) Special Conditions:
Restrictions or additional oversight on future assessment or invigilation responsibilities.
d) Suspension:
Temporary suspension from involvement in assessment or examination activities.
e) Dismissal:
In cases of gross professional misconduct or serious malpractice, dismissal from post.
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The member of staff may appeal against any sanction imposed. Appeals will be conducted in accordance with the organisation’s Appeals Policy.
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[bookmark: _Toc211862760]Introduction
This policy defines the procedures to be followed in the event of any dispute or allegation regarding candidate malpractice in the assessment of internally marked qualifications and in examinations marked externally.

[bookmark: _Toc211862761]Examples of Malpractice
Attempted or actual malpractice will not be tolerated.
[bookmark: _Toc211862762]Examples related to portfolio-based qualifications (not exhaustive):
· Plagiarism: copying another’s work and presenting it as one’s own.
· Collusion: working with others to produce work submitted as individual.
· Failing to follow assessor instructions or using unauthorised resources.
· Altering results documentation.
· Misuse of Artificial Intelligence (AI): submitting AI-generated work without acknowledgment or authorisation, or using AI to fabricate or alter evidence.
[bookmark: _Toc211862763]Examples related to examinations (not exhaustive):
· Talking during an examination.
· Taking a mobile phone or unauthorised items into the exam.
· Leaving the examination room without permission.
· Passing notes or papers between candidates.
· Using or attempting to use AI technology during or in preparation for an examination or assessment without approval.

[bookmark: _Toc211862764]Procedure for Suspected Candidate Malpractice
If a teacher suspects malpractice, the candidate will be informed and the allegations explained. The candidate will have the opportunity to respond before any final decision is made.
If the candidate accepts malpractice, they may be allowed to repeat the assignment. If malpractice is proven after investigation, previous assignments may also be re-marked if similar issues are suspected.
In examination cases, if malpractice is confirmed, the awarding body (AQA, NCFE or VTCT) will be informed and the candidate’s paper may be withdrawn. Retakes may not be permitted.

[bookmark: _Toc211862765]Artificial Intelligence (AI) Guidance for Candidates
[bookmark: _Toc211862766]Acceptable Use
Students may use AI tools only when explicitly permitted by a teacher and for:
· Research or idea generation.
· Checking grammar or structure (with teacher approval).
· Exploring explanations or examples to enhance understanding.
AI use must be acknowledged in notes or documentation, e.g.
“AI was used to assist with idea generation/grammar checking. Final work is my own.”
[bookmark: _Toc211862767]Unacceptable Use
The following are considered malpractice under JCQ, AQA, NCFE and VTCT regulations:
· Submitting AI-generated content as one’s own.
· Using AI to rephrase or complete coursework or assessments.
· Using AI to fabricate evidence or data.
· Failing to acknowledge AI use.
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If a malpractice decision is made that the candidate believes is unfair, they have the right to appeal in accordance with the organisation’s Appeals Policy.
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