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S k i n  Ae st h et i c s  &  Ac a d e my  –  Stu d e n t  M a l a d m i n i st ra t i o n  Po l i cy

Rev i ew  D a te :  1 3 /6 /27

Po l i cy  Sta te m e n t

 At  S k i n  Ac a d e my,  we  a re  c o m m i t te d  to  m a i n ta i n i n g  t h e  i n te g r i ty,  a c c u ra cy,  a n d

fa i r n e ss  of  a l l  t ra i n i n g  a n d  a sse ss m e n t  p ro c e sse s .  M a l a d m i n i st ra t i o n  c a n

u n d e r m i n e  t h e  va l i d i ty  of  q u a l i f i c a t i o n s  a n d  d a m a g e  t h e  re p u ta t i o n  of  b ot h  t h e

a c a d e my  a n d  a wa rd i n g  b o d i e s .  T h i s  p o l i cy  o u t l i n e s  h ow  we  d ef i n e,  p reve n t ,

i d e n t i f y,  a n d  m a n a g e  stu d e n t  m a l a d m i n i st ra t i o n .

1 . Pu r p o se  of  t h e  Po l i cy

T h e  p u r p o se  of  t h i s  p o l i cy  i s  to :

D ef i n e  w h a t  c o n st i tu te s  m a l a d m i n i st ra t i o n  i n  t h e  c o n tex t  of  stu d e n t  a c t i v i ty.

E n su re  stu d e n ts  u n d e rsta n d  t h e i r  re s p o n s i b i l i t i e s  a n d  t h e  c o n se q u e n c e s  of  n o n -

c o m p l i a n c e.

Prov i d e  a  c l e a r  p ro c e ss  fo r  h a n d l i n g  su s p e c te d  m a l a d m i n i st ra t i o n  c a se s .

M a i n ta i n  c o m p l i a n c e  w i t h  a wa rd i n g  b o d y  a n d  re g u l a to r y  sta n d a rd s .

2 .  W h a t  i s  M a l a d m i n i st ra t i o n?

M a l a d m i n i st ra t i o n  refe rs  to  a ny  a c c i d e n ta l  o r  d e l i b e ra te  a c t i o n s ,  n e g l e c t ,  o r

m i sta ke s  by  stu d e n ts  t h a t  l e a d  to  i n a c c u ra te  re c o rd s ,  u n fa i r  a d va n ta g e,  o r

c o m p ro m i se  t h e  a sse ss m e n t  p ro c e ss .

E xa m p l e s  of  stu d e n t  m a l a d m i n i st ra t i o n  i n c l u d e  (b u t  a re  n ot  l i m i te d  to ) :
Fa i l i n g  to  fo l l ow  a sse ss m e n t  i n st r u c t i o n s  (e.g .  su b m i t t i n g  i n c o m p l ete  ev i d e n c e

o r  i n c o r re c t  fo r m a ts ) .
Fa l s i f y i n g  ev i d e n c e  (e.g .  m a k i n g  u p  c l i e n t  t re a t m e n ts ,  se r v i c e  l o g s ,  o r

c o n su l ta t i o n  fo r m s ) .
I n c o r re c t l y  c o m p l et i n g  o r  a l te r i n g  of f i c i a l  d o c u m e n ta t i o n  (e.g .  a t te n d a n c e  l o g s ,

t i m e s h e ets ) .
Su b m i t t i n g  o u td a te d  o r  i n a p p ro p r i a te  ve rs i o n s  of  a ss i g n m e n ts  o r  fo r m s .

Re p e a te d  fa i l u re  to  m e et  d e a d l i n e s  w i t h o u t  va l i d  re a so n .

N ot  fo l l ow i n g  a c a d e my  p ro c e d u re s  fo r  su b m i t t i n g  wo r k  o r  ev i d e n c e.

M i su s i n g  o n l i n e  syste m s  o r  p l a tfo r m s  u se d  fo r  l e a r n i n g  o r  a sse ss m e n t .

3 .  D i st i n c t i o n  B etwe e n  M a l a d m i n i st ra t i o n  a n d  M a l p ra c t i c e

M a l a d m i n i st ra t i o n  i s  ty p i c a l l y  u n i n te n t i o n a l  a n d  c a u se d  by  l a c k  of

u n d e rsta n d i n g ,  c a re l e ss n e ss ,  o r  p o o r  o rg a n i sa t i o n .

M a l p ra c t i c e  i s  m o re  se r i o u s  a n d  u su a l l y  i nvo l ve s  d e l i b e ra te  c h e a t i n g  o r

d i s h o n e st  b e h a v i o u r.

S o m e  c a se s  m a y  b e g i n  a s  m a l a d m i n i st ra t i o n  a n d ,  i f  i n te n t i o n a l ,  m a y  b e  e sc a l a te d

to  m a l p ra c t i c e.
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4 .  Preve n t i n g  M a l a d m i n i st ra t i o n

Stu d e n ts  w i l l  re c e i ve  c l e a r  g u i d a n c e  d u r i n g  i n d u c t i o n  a n d  t h ro u g h o u t  t h e i r  c o u rse  o n

h ow  to  p ro p e r l y  c o m p l ete  a n d  su b m i t  wo r k .

Tu to rs  w i l l  p rov i d e  su p p o r t  a n d  fe e d b a c k  to  h e l p  stu d e n ts  m e et  sta n d a rd s .

Te m p l a te s  a n d  c h e c k l i s ts  w i l l  b e  i ssu e d  to  a ss i st  stu d e n ts  i n  c o m p l et i n g

d o c u m e n ta t i o n  c o r re c t l y.

Re g u l a r  tu to r i a l s  a n d  p ro g re ss  c h e c ks  w i l l  b e  h e l d  to  i d e n t i f y  i ssu e s  e a r l y.

5 .  I d e n t i f i c a t i o n  a n d  I nve st i g a t i o n

W h e n  su s p e c te d  m a l a d m i n i st ra t i o n  i s  i d e n t i f i e d :

T h e  a sse sso r  o r  tu to r  w i l l  i n fo r m  t h e  Ac a d e my  M a n a g e r  o r  I n te r n a l  Q u a l i ty  A ssu re r

( I QA ) .
A n  i n i t i a l  rev i ew  w i l l  b e  c o n d u c te d  to  d ete r m i n e  i f  fu r t h e r  i nve st i g a t i o n  i s  n e e d e d .

T h e  stu d e n t  w i l l  b e  i nv i te d  to  ex p l a i n  o r  c l a r i f y  t h e i r  a c t i o n s .

A l l  f i n d i n g s  w i l l  b e  d o c u m e n te d  a n d  rev i ewe d .

6 .  Po ss i b l e  O u tc o m e s  a n d  Ac t i o n s

I f  m a l a d m i n i st ra t i o n  i s  c o n f i r m e d ,  o u tc o m e s  m a y  i n c l u d e :

Ve r b a l  o r  w r i t te n  wa r n i n g

Re q u i re m e n t  to  re - su b m i t  o r  re - d o  t h e  a f fe c te d  wo r k

D e l a ye d  c e r t i f i c a t i o n  u n t i l  t h e  i ssu e  i s  re so l ve d

Su p p o r t  p l a n  to  i m p rove  u n d e rsta n d i n g  a n d  c o m p l i a n c e

I n  re p e a te d  o r  se r i o u s  c a se s ,  e sc a l a t i o n  to  m a l p ra c t i c e  p ro c e d u re s

7.  Stu d e n t  Su p p o r t  a n d  Ed u c a t i o n

S k i n  Ac a d e my  i s  c o m m i t te d  to  e d u c a t i n g  stu d e n ts  a b o u t  t h e i r  re s p o n s i b i l i t i e s .  We  w i l l :

O f fe r  g u i d a n c e  o n  c o m p l et i n g  a sse ss m e n ts  a n d  d o c u m e n ta t i o n  c o r re c t l y.

Prov i d e  a c c e ss  to  p o l i c i e s  a n d  h a n d b o o ks  d u r i n g  i n d u c t i o n .

O f fe r  a d d i t i o n a l  h e l p  to  stu d e n ts  w h o  m a y  st r u g g l e  w i t h  p a p e r wo r k  o r  d i g i ta l

syste m s.

8 .  A p p e a l s

Stu d e n ts  h a ve  t h e  r i g h t  to  a p p e a l  a ny  d e c i s i o n  re l a te d  to  m a l a d m i n i st ra t i o n  v i a  t h e

A p p e a l s  Pro c e d u re  Po l i cy.  A p p e a l s  m u st  b e  su b m i t te d  i n  w r i t i n g  w i t h i n  7  wo r k i n g  d a ys

of  t h e  o u tc o m e.

9.  Po l i cy  Rev i ew

T h i s  p o l i cy  w i l l  b e  rev i ewe d  a n n u a l l y,  o r  so o n e r  i f  t h e re  a re  c h a n g e s  to  re g u l a to r y

re q u i re m e n ts  o r  a c a d e my  p ro c e sse s .
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	MALADMINISTRATION POLICY
	Skin Aesthetics & Academy – Student Maladministration Policy Review Date: 13/6/27
	Policy Statement
	At Skin Academy, we are committed to maintaining the integrity, accuracy, and fairness of all training and assessment processes. Maladministration can undermine the validity of qualifications and damage the reputation of both the academy and awarding bodies. This policy outlines how we define, prevent, identify, and manage student maladministration.
	Purpose of the Policy
	The purpose of this policy is to:
	Define what constitutes maladministration in the context of student activity.
	Ensure students understand their responsibilities and the consequences of non-compliance.
	Provide a clear process for handling suspected maladministration cases.
	Maintain compliance with awarding body and regulatory standards.
	2. What is Maladministration?
	Maladministration refers to any accidental or deliberate actions, neglect, or mistakes by students that lead to inaccurate records, unfair advantage, or compromise the assessment process.
	Examples of student maladministration include (but are not limited to):
	Failing to follow assessment instructions (e.g. submitting incomplete evidence or incorrect formats).
	Falsifying evidence (e.g. making up client treatments, service logs, or consultation forms).
	Incorrectly completing or altering official documentation (e.g. attendance logs, timesheets).
	Submitting outdated or inappropriate versions of assignments or forms.
	Repeated failure to meet deadlines without valid reason.
	Not following academy procedures for submitting work or evidence.
	Misusing online systems or platforms used for learning or assessment.
	3. Distinction Between Maladministration and Malpractice
	Maladministration is typically unintentional and caused by lack of understanding, carelessness, or poor organisation.
	Malpractice is more serious and usually involves deliberate cheating or dishonest behaviour.
	Some cases may begin as maladministration and, if intentional, may be escalated to malpractice.


