Misconduct Policy

The College of Practice Professors treats all cases of suspected misconduct very seriously and will investigate all suspected and reported incidents of possible misconduct. The purpose of this Policy and Procedure is to set out how allegations of misconduct in the college are dealt with. 
In this policy, ‘misconduct’ refers to both personal and administration misconduct and is any act, or failure to act, that threatens or compromises the integrity of college operations or the learning experience. It includes: 
· maladministration and the failure to maintain appropriate records or systems; 
· the deliberate falsification of records or documents; 
· acts of plagiarism or other academic misconduct; 
· and/or actions that compromise the reputation or authority of the college employees or associates. 

Member Misconduct

This may include, but is not limited to: 
· Collaborating with another learner or individual, by any means, to complete a coursework assignment or assessment, unless it has been clearly stated that such collaboration is permitted.
· Inclusion of inappropriate or offensive material in coursework assignments or assessment scripts.
· Disruptive behaviour or unacceptable conduct according to the college code, including the use of offensive language or harassment of participants, associates and college staff.
· Misrepresentation or plagiarism of official college documentation.
· Fraudulent claims for learning adjustments.

Associate and Staff Misconduct

Misconduct by college staff and associates may include: 
· Failure to adhere to the relevant regulations and procedures
· Allowing a learner to copy another learner’s work or allowing a learner to let their own work be copied.
· Completing an assessed assignment for a learner or providing them with assistance beyond that ‘normally’ expected.
· Unacceptable conduct, including the use of offensive language (including aggressive or offensive language or behaviour).
· Divulging any information relating to learner performance and / or results to anyone other than the learner.

Misconduct accusation review process

All cases of misconduct must be reported using the appropriate report form within five days of their discovery to the CEO. This report shall include statements from the individuals involved and any evidence, including actions that may already have been taken in relation to the incident. All parties concerned should be notified of suspected cases of misconduct as soon as practicable. The report may be anonymous and should include:
· the date time and place the alleged misconduct took place, if known.
· the name of the employee, associate, member or other party involved
· a description of the suspected misconduct; and
· any available supporting evidence.

Where reports are made anonymously, the college will make all efforts to protect the anonymity of the reporter. Where more than one individual may be involved a case of suspected misconduct, for example in a case involving suspected collusion, each individual will be contacted separately, and personal data will remain confidential to any third party unless necessary for the purpose of the investigation.
The college will investigate each case of suspected or reported misconduct, to ascertain whether misconduct has occurred. The investigation will aim to establish the full facts and circumstances. The college will promptly take all reasonable steps to prevent any adverse effect that may arise as a result of the misconduct, or to mitigate any adverse effect, as far as possible, and to correct it. The college will acknowledge all reports of suspected misconduct within five working days. All parties involved in the case (including those who may be able to provide information relevant to the case) will be contacted within 10 working days of receipt of the report detailing the suspected misconduct. 
The individual(s) concerned will be informed of the following:
· that an investigation is going to take place, and the grounds for that investigation
· details of all the relevant timescales, and dates, where known
· that they may make a personal written response relating to the suspected misconduct (within 15 working days of the date of that letter)
· that sanctions may be imposed by reflecting the seriousness of the case if misconduct is considered proven
· that, if they are found guilty, they have the right to appeal.

Following an investigation, if an accusation of misconduct is upheld, the college may apply a sanction as follows:

· A written warning about future conduct to members, associates and employees.
· Cancellation of college membership, module enrolment and return of a proportionate component of fees already paid to members. 
· Imposition of special conditions on associates for future module presentation or administration.
· Dismissal of employees.

Any learner, associate or employee found to be responsible for misconduct has a right to appeal the outcome if they believe that the policy or procedure has not been followed properly or has been implemented to their detriment.
Records of all misconduct cases and their outcomes are maintained by the college for at least five years.

This policy has been approved & authorised by:
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