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Malpractice and Maladministration Policy Introduction
This Malpractice and Maladministration Policy outlines the procedures and measures implemented by Positive Progress Limited to prevent, detect, and address malpractice and maladministration. This policy applies to all staff, tutors, and stakeholders involved in any of our business activities.
Definitions
· Malpractice: Any act or omission that contravenes the rules, regulations, or ethical standards set by the AO, as well as any behaviour that compromises the integrity, fairness, or validity of assessments, evaluations, or tutoring sessions.
· Maladministration: Any administrative or procedural error or oversight that results in unfair treatment, loss of data, or failure to adhere to the AO guidelines, processes, or timelines.
Responsibilities
· Positive Progress Limited is responsible for maintaining the highest standards of professionalism and integrity within its business activities.
· All staff and tutors are responsible for understanding, adhering to, and promoting the principles and guidelines outlined in this policy.
· Any individual who becomes aware of suspected malpractice or maladministration has a responsibility to report it immediately to the designated authority within the company. 
Prevention
· Staff and Tutor Training: Positive Progress Limited will provide comprehensive training to all staff and tutors involved in the AO to ensure they understand the AO’s guidelines, rules, and expectations.
· Clear Guidelines and Procedures: Clear guidelines and procedures will be established and communicated to all staff and tutors to ensure consistency, transparency, and fairness in the delivery of the AO’s services.
· Robust Recruitment Process: A thorough recruitment process will be implemented to ensure the suitability and competency of tutors participating in the AO.
Detection and Reporting
· Monitoring and Supervision: Regular monitoring and supervision of tutoring sessions will be conducted to identify any signs of malpractice or maladministration.
· Whistleblowing Policy: Positive Progress Tuition will establish a confidential reporting
mechanism for individuals to report any suspected malpractice or maladministration without fear of reprisal.
· Incident Reporting: All suspected cases of malpractice or maladministration will be promptly reported to the appropriate authorities within the company for investigation.
Investigation and Resolution
· Investigation Process: A fair and impartial investigation will be conducted for all reported cases of malpractice or maladministration. The investigation will include gathering evidence, interviewing relevant parties, and ensuring due process.
· Disciplinary Actions: If malpractice or maladministration is substantiated through the
investigation, appropriate disciplinary actions will be taken, which may include but are not limited to warnings, retraining, suspension, termination, or legal action, depending on the severity of the misconduct.
· Remedial Measures: In cases where maladministration is identified, Positive Progress will take appropriate measures to rectify the situation, mitigate the impact, and prevent
reoccurrence.
Review and Improvement
· Regular Review: This policy will be periodically reviewed and updated to ensure its relevance and effectiveness in addressing malpractice and maladministration in line with the evolving Ao’s guidelines.
· Feedback Mechanism: Positive Progress Limited has established a feedback mechanism to
encourage staff, tutors, and stakeholders to provide suggestions for improvement and raise any concerns related to malpractice or maladministration.
· Maladministation mechanism: This is carried out using the whistleblowing@positive-
progress.co.uk email, where staff can raise their concerns. Staff have been advised of this on our staff development day at the start of the new academic year
· Continuous Professional Development: Ongoing professional development opportunities will be provided to staff and tutors to enhance their knowledge and understanding of the AO’s policies and procedures, promoting best practices.
Communication
This policy will be communicated to all staff, tutors, and stakeholders involved in the Ao. It will also  be made available on Bright HR. It will also be made available on our website or other relevant platforms.
By adhering to this Malpractice and Maladministration Policy, Positive Progress Limited is committed to maintaining the highest standards of professionalism, ethics, and integrity within the AO,
ensuring fairness, quality, and trust for all stakeholders involved.
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