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	Purpose:
1.
To outlines the procedure to identify and take suitable disciplinary action against the cases of malpractice, maladministration and/ or plagiarism.  
Scope / Applications:
 2.
It is applicable to the all departments of Proftech Leading Institute
Responsibility:
3.
CEO, Manager Training & Manager Quality Assurance are responsible for compliance.

Definition:
4.
(a)
PLI :Proftech Leading Institute
           (b)      MQA: Manager Quality Assurance

           (c)      MT: Manager Trainings

Procedure:
5.
Following procedure will be followed: -

 Introduction 
This policy covers malpractice, maladministration and/ or Plagiarism by subcontractors, students or others involved in the development, delivery and award of all certified Courses. All reported and identified cases of malpractice, maladministration and/or plagiarism will be investigated by Manager quality Assurance and his team in a fair, transparent and timely manner.
What is malpractice?

 Any attempt to gain unfair advantage in a qualification for oneself or for another constitutes malpractice, including the breach of examination rules and violating the policy of conflict of interest. Malpractice may be done by a subcontractors or the student. Examples of malpractices and plagiarism include but not limited to:-

( a student copying another student’s work;

( a student using unfair means during the exam

 ( a trainer/ invigilator giving a student unfair assistance in an exam
 ( An invigilator revealing the questions in an examination to students before the time of the examination.
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It should be noteworthy that there is no percentage of identical work defined in this policy. It is the sole discretion of Internal Quality Assurance department to investigate any such cases where there has been sufficient evidence that the student has copied the idea/ words from internet or from another  students’ work and does not seem to have students’ own work. The quality assurance department however will remain fair and transparent and the judgments will purely be made on facts and not the opinions. The benefit of doubt will be given to the student/ subcontractors in case there is no enough evidence/ facts to prove the malpractice.

What is maladministration? 

Any act of non compliance with Proftech Leading Institute’s policies to give/ take unfair advantage for students/ subcontractors will constitute a basis for maladministration.

Examples of maladministration include but not limited to: 
( A Subcontractor not cooperating with invigilation staff deputed by either Proftech or the centre itself.

( A Subcontractor do not impart the necessary trainings and let the students sit in the exams

( A Subcontractor violates the marketing rules set by PLI and/ or relevant certification/ accreditation body.

( A Subcontractor takes extra fees from student/s on a promise to get successful completion of qualification for students.

( A Subcontractor issues misleading/ wrong information to students in the name of PLI or certification/ accreditation bodies.
( A Subcontractor tries to bribe the invigilation or any other staff involved in examination and assessment of certified Courses.
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	Investigation
On identification/ report/ complaint by assessor, other member of team or any member of public of any acts of malpractices, maladministration and plagiarism, Proftech Leading Institute will look into the matter and will decide if the matter requires an investigation to be held to ensure the repute of qualification is not affected. The students/ Subcontractor will immediately be apprised via registered email address about the call of investigation and asking them to assist the investigation team in an unbiased and truthful manner. Initial investigation will last for 28 days and if there is enough evidence, then a charge sheet will be presented against the student/Subcontractor to clarify them within 14 days of receipt of charge sheet. The Centres/ Students will present the evidences in their support. The investigation team will look into the evidences and will decide the outcome of investigation within 14 days of the receipt of answer/ clarification from the suspected centre/ student. If the centre/ student do not respond to the investigation team then the judgment will be made by investigation team in light of available facts and evidences.

Outcome of Investigation
An investigation may have following outcomes depending on the nature and gravity of malpractices, plagiarism and maladministration:-

1- A student may be given a warning notice.

2- A student being disqualified from the course and all the previous results for same qualification being declared void.

3- A student is asked to retake the exam.
4- The result is declared where there is not enough evidence of malpractice or maladministration

5- A student may be barred to take all qualifications offered by Proftech Leading Institute in future for life time.

6- Any decision which is a mix of any or all of above mentioned outcomes.
7- The subcontractor may be given a warning notice

8- The subcontractor is barred from offering certified Courses as a subcontractor to Proftech Leading Institute in future without giving any advance notice.

Records:

7.
(a)
Manager Quality Assurance.
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	Right to appeal
The student and subcontractors have the right to appeal against the decision made by the investigation team of Proftech Leading Institute. However, there is certain fee that may apply (Currently it is 100$). The appeal committee does not investigate the matter but it ensures that a transparent and unbiased approach was used in investigation process without any conflict of interest and the decisions were based on facts not the opinions. The centre/ student may apply for the appeal within 14 days of the communication of investigation results at their registered email addresses. The Proftech Leading Institute, on its sole discretion, may not accept any cases of appeal/ clarifications after the due date.
Notifying to Certification/ Accreditation Bodies
Proftech Leading Institute may notify (on its sole discretion) the outcome of investigation against the students/ Subcontractors to relevant certification/ accreditation body.
Records:

7.
(a)
Manager Quality Assurance.
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