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Qualifications undertakes to keep centres and candidates informed of the progress of the appeals 
procedure. 
 

8.3.4 Independent review of appeals 
A candidate who remains dissatisfied following the outcome of Stage 2 may submit an appeal for 
independent review. A formal application for an independent review must be made within 21 days 
of the receipt of the letter detailing the outcome of the Appeals Committee’s decision. MRS 
Qualifications will forward any such appeals to an independent reviewer who will consider appeals 
against the Appeals Committee’s decision. Candidates whose appeal is sent for independent 
review have the right to present their case in person to the independent reviewer. 
 
Candidates whose appeals are sent for independent review will receive written notification of the 
outcome within twelve weeks of receipt of the written submission. 
 

8.4 Appeals procedure: Outcomes 
Depending on the nature and outcome of the investigation into an appeal, a decision will be made 
about the result issued to the candidate: 
 
• The original result may be confirmed. 
• The original result may be overturned and replaced with a higher or lower grade. This may 

result in the awarding of the qualification where, originally, no award had been made. 
 
In all cases where the original grade is changed, an amended Results Statement will be issued and 
Certificate (where awarded) will be issued. 
 
In cases where the original grade is replaced with a higher grade, or where an award is made where 
originally none had been made, the candidate will receive a full refund of the Results Enquiry fee 
and Appeals fee. 
 
The result of any complaint or appeal addressed under these procedures is regarded as final by 
MRS Qualifications. 
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9. Malpractice Procedure 

9.1 What constitutes malpractice 
Malpractice is any irregular conduct, on the part of a candidate or centre staff, which gives unfair 
advantage to a candidate or group of candidates, or disadvantages other candidates. The 
Assessment Information, distributed to all candidates with their confirmation of registration, 
outlines the consequences of such conduct.  
 
Examples of irregular conduct which constitutes malpractice include: 
 

• plagiarism of another’s work 
• copying or collusion, or attempted copying or collusion, during an examination or of other 

assessed work 
• obtaining unauthorised access examination material 
• using or trying to use unauthorised material or other aids in an examination (e.g. 

unauthorised electronic media such as mobile phones and palm tops; notes, books and 
study guides) 

• behaviour which disrupts, or has the potential to disrupt, the smooth running of the 
examination (e.g. not following the invigilator’s instructions) 

• impersonating a candidate (i.e. claiming to be someone other than yourself) 
• altering or forging any results documents or certificates 

 

9.2 Identifying malpractice 
Cases of malpractice can be identified in a number of different ways. They may be: 
 

• reported by the centre (e.g. via a report from an invigilator or the Examinations 
Administrator or on a Special Considerations form, where the behaviour of an individual 
has had a disruptive effect on other candidates) 

• reported by an examiner or assessor, who may identify shared answers in an examination 
script or identical wording in a coursework assignment 

• identified by a moderator, who may identify identical work in coursework assignments 
 

In cases where malpractice is identified or suspected by a centre, the centre is required to submit a 
written report detailing the suspected irregular conduct, and identifying any candidates who have 
been complicit in this conduct. Failure on the part of a centre to co-operate with MRS Qualifications 
in an investigation of malpractice may result in certificates not being issued and/or future 
registrations not being accepted from the centre. 
 

9.3 Dealing with malpractice 
All cases of suspected malpractice are investigated thoroughly by MRS Qualifications.  

9.3.1 Stage 1 
Where a case of suspected malpractice has been identified by an invigilator or other centre 
representative, or by an assessor or examiner, the evidence is reviewed in the first instance by the 
Chief Examiner(s) and nominated moderator(s) who form the Awards Committee for the given 
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assessment round. Where the suspected malpractice is identified by the moderator who is a 
member of the Awards Committee, a second moderator is invited to consider the evidence. 
 
The Chief Examiner(s) and moderator(s) review all available evidence related to the case. This may 
include reports, examination seating plans, answer papers and assignments. If they decide that 
there is no case to answer, they recommend that the candidate’s results are released.  
 
If it is decided that the matter needs to be investigated further, the candidate’s results are withheld 
until a full investigation can take place.  

9.3.2 Stage 2 
If further investigation is required, the Qualifications Manager contacts the centre to inform them 
of the Awards Committee’s decision, and the centre is responsible for passing the information to 
the candidate. The centre is then required to provide MRS Qualifications with any further 
information which it has relating to the case, and/or a written statement from the candidate.  
 
The Chief Examiner(s) and moderator(s) review all of the information related to the case, including 
the candidate’s statement and any additional information provided by the centre. This review has 
two possible outcomes: 
 

• The Chief Examiner(s) and moderator(s) may recommend that the candidate’s original 
result is released unchanged.  

• They may recommend that the result be withheld permanently. In this case, the candidate 
will not receive the result for the component of assessment to which the malpractice 
related. However, the candidate may re-enter for this component at a future date. In cases 
where a candidate or candidates have been found to have plagiarised coursework 
assignments, these assignments may not be submitted in future assessment rounds. In 
these cases, candidates are required to submit a new assignment. 

 

9.4 Competing investigations into malpractice 
The malpractice procedure outlined in this section is designed to ensure that decisions relating to 
assessment results are fair, consistent and based on full consideration of all of the available 
information. MRS Qualifications aims to complete the investigation of cases of suspected 
malpractice within 8 weeks. 
 
If candidates wish to appeal against a malpractice decision which has involved them, they may do 
so using the Appeals procedure. 
 
 

9.5 Notifying the regulatory authorities of malpractice 
MRS Qualifications will report to the regulatory authorities all cases of malpractice in which there is 
evidence that certificates may be invalid. MRS Qualifications will co-operate with any follow-up 
investigations of malpractice required by the regulatory authorities and will agree with the 
regulatory authorities on appropriate remedial action if there is evidence that certificates may be 
invalid.  
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10. Appendices 
 
The following appendices contain sample copies of all forms mentioned in the body of the text. 
 
These include: 
 
Appendix 1:  Administration Timetable 
 
Appendix 2:  Course/Programme of Learning Notification Form 
 
Appendix 3:  Accredited Centre -Candidate Registration Form  

Candidate Data Protection Requirements Form 
 
Appendix 4:  Candidate Withdrawal/Deferral Form  
 
Appendix 5:  Candidate Transfer Form 
 
Appendix 6:  Candidate Second Registration form 
 
Appendix 7:  Integrated Assignment - Group Task Form 
 
Appendix 8:  Integrated Assignment Coversheet 
 
Appendix 9:  Integrated Assignment Assessor Feedback 
 
Appendix 10:  Integrated Assignment Despatch List 
 
Appendix 11:  Special Considerations Form 
 
Appendix 12:  Examination Material Despatch Form 
 
Appendix 13:  Results Enquiry Form 
 
Appendix 13A:  Appeals Procedure Administration Timetable  
 
Appendix 14:  Equal Opportunity Monitoring Form  
 
Appendix 15:  Replacement Certificate/ Statement of Achievement Request Form 
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Administration Timetable 
 

At this time… The MRS will…. The centre should… 

• at least 4 weeks prior to course 
start date: 

 • complete and submit a 
Course/Programme of Learning 
Notification Form 

• on receipt of Notification form • despatch an Administration 
Pack to the centre 

 

• when the course begins  • ask candidates to complete and 
submit a Candidate Data Protection 
Requirements Form (to be retained 
by centre) 

• at least 5 weeks before the 
examination 

 • complete and submit a Candidate 
Registration Form and Equal 
Opportunities Monitoring Form 

• complete and submit Candidate 
Second Registration Form for 
candidates resitting a component of 
assessment 

• At least  14 days prior to the 
examination date 

 • Complete and submit any requests 
for transfers and/or deferrals 

• 4 weeks prior to the examination • despatch the candidates’ letters 
of confirmation to the centre 

• distribute the confirmation letters to 
the individual candidates 

• 14 days prior to the examination • despatch all examination 
materials to the centre 

• confirm receipt of the materials 
• store materials in a secure place 
• inform MRS of any discrepancy 

between the despatch form and 
contents  

• on the day of the examination  • ensure that all MRS Qualifications 
guidelines are followed 

• immediately following the 
examination 

 • despatch the completed examination 
scripts, along with other examination 
documentation and a completed 
Examination Material Despatch 
Form, to MRS Qualifications 

• within 7 days following the 
examination date 

 • ensure that any requests for Special 
Consideration have been submitted 
to MRS Qualifications. 

• within 2 weeks following the 
examination date 

 • submit the centre’s assessed 
Integrated Assignments, along with 
associated documentation, to MRS 

• within 12 weeks following the 
examination date 

• despatch results slips to the 
centre 

• distribute the results slips to 
individual candidates 

• within 40 days of the release of 
results 

 • submit completed Enquiry forms for 
any candidates wishing to use the 
enquiry service 

• submit an Appeal in writing for any 
candidates wishing to appeal against 
decisions which affect their grade 

• within 6 weeks of release of results 
date 

• despatch Certificates to the 
centre 

• distribute the certificates to 
successful candidates 
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Equal Opportunity Monitoring Form 

 

 

Section A 
 
 
First Name ______________________________ Last Name ____________________________ 
 

Date of Birth / /  Date sitting examination / /  
 
Name of Centre _________________________________________________________________________
  

Do you consent to the information being used as described above?  Yes    No  
 
 
Please tick the appropriate box 
 
Gender 
 

 Male   Female   
 
    

Disability 
Do you consider yourself disabled as defined by the Disability Discrimination Act? ie.  Do you have a 
physical or mental impairment which has a substantial and long term adverse effect on your ability to 
carry out normal day to day activities? 
 

 Yes*  

 No    
   

*If yes, please state briefly the nature of your disability. 
 

 

MRS is committed to ensuring equality of opportunity for all candidates wishing to take MRS 
qualifications, regardless of gender, age, race, disability, religion or sexual orientation. To this end, 
MRS will: 
• develop and deliver qualifications, the structure and syllabuses of which focus only on the 

knowledge, skills and understanding required by market and social research and which are free 
from any form of discrimination 

• ensure that entry requirements for qualifications allow for diversity of prior learning experience 
and are based solely on professionally-relevant criteria 

• deliver assessment systems which differentiate on ability only, and are free from any form of 
discrimination 

• make provision for access to assessment for candidates who would otherwise be disadvantaged 
by a temporary or permanent disability  



Appendix 14 – Adv Cert Admin Handbook 
Section B 
Please circle the code to indicate your cultural background  

 
For candidates residing in England or 
Wales  

For candidates residing in Northern 
Ireland 

For candidates residing in Scotland 

 
01 
02 
03 

 
 

04 
05 
06 
07 

 
 

08 
09 
10 
11 

 
 

12 
13 
14 

 
 

15 
16 

White: 
British 
Irish 
Any other White background 
 
Mixed: 
White & Black Caribbean 
White & Black African 
White & Asian 
Any other Mixed background 
 
Asian or Asian British: 
Indian 
Pakistani 
Bangladeshi 
Any other Asian background 
 
Black or Black British: 
Caribbean 
African 
Any other Black background 
 
Chinese or other ethnic group: 
Chinese 
Any other ethnic group 

 
21 
22 
23 
24 
25 
26 
27 
28 
29 
30 
31 

 

 
White 
Chinese 
Irish Traveller 
Indian 
Pakistani 
Bangladeshi 
Black Caribbean 
Black African 
Black other 
Mixed ethnic group 
Any other ethnic group 

 
41 
42 
43 
44 

 
 

45 
 
 

46 
47 
48 
49 
50 

 
 

51 
52 
53 

 
 

54 

White: 
Scottish 
British 
Irish 
Any other White background 
 
Mixed: 
Any Mixed background 
 
Asian, Asian Scottish or Asian British: 
Indian 
Pakistani 
Bangladeshi 
Chinese 
Any other Asian background 
 
Black, Black Scottish or Black British: 
Caribbean 
African 
Any other Black background 
 
Other ethnic background: 
Any other ethnic group 

 
Admin Instructions to Candidates 
1. Candidates are requested to complete this Ethnic Monitoring Form as an accompaniment to the Data Protection Requirements form.  
2. Completion of the form is not mandatory 
3. On completion of this form please pass to your Centre Co-ordinator for despatch to the MRS. 
 
Admin Instructions to Centre Co-ordinators 
Candidates completed Equal Opportunities Monitoring Forms should be returned with candidate registration forms to:  
Professional Development Co-ordinator, MRS,15 Northburgh Street, London, EC1V 0JR 



Appendix 15 – Adv Cert Admin Handbook 

 
Replacement Certificate/ 
Statement of Achievement request form 
This form may be photocopied                                 
 
 
1. Name of awarding body that Qualification was achieved through 
 
The Market Research Society 
 
 
2.  Details of Qualification achieved 
 
Title of Qualification                                                          

 
 
Year and month of examination / assessment 

y y y y  m m 
 
Name of centre where studied                                                     Centre number  

   
 
Address of centre                                                          Centre contact 

   
    
   
   

 
 
3.  Candidate number  
 

 
 
 
4. Candidate details (as they appeared on certificate at time of issue) 
 
First name                                                              Initial                 Surname 

     
 
Date of Birth                                                     Sex              

d D m m Y y  Male √ Female √
 
 
5. Criteria under which replacement certificate can be issued  

Please tick as appropriate 
 
 
 
 

* original to be attached to this form 
 

1st copy damaged in transit* √ 
Lost in post never received 1st copy √ 
Certificate details are incorrect* √ 
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6. Criteria under which Statement of Achievement can be issued 

Please tick as appropriate 
 
 
 

 
 
 
Application notes 
1. Criteria under which replacement certificates may be re-issued are as follows: 

o If the Certificate is damaged in transit to candidate and the original damaged 
certificate is  returned with Replacement Certificate Request Form 

o If there is proof that the Certificate has not been delivered to the candidate   
o Details are incorrect on the Certificate and the incorrect certificate is  returned with 

Replacement Certificate Request Form 
2. Candidates who have lost or damaged their certificate but do not meet the criteria for re-issue 

of a duplicate can receive a Statement of Achievement. 
3. Please refer to MRS for details on fees and method of payment.   
4. All claims for replacement certificates must be made within 3 months of the certification date 
5. All sections of this form must be completed. 
6. Re-issued Certificates will be clearly marked ‘REPLACEMENT’.  
7. Please allow a minimum of 2 weeks for the processing of the application. 
8. You may only use one form per requested replacement or statement.  This form may be 

photocopied if more applications are needed. 
9. Please make sure the application is sent to the correct awarding body. 
10. Candidate details must appear on this form as they were when certification was originally 

issued. 
11. Please make sure that you know the qualification title and the month and year of certification. 
 
 
 
Disclaimer 
Awarding bodies reserve the right not to issue a duplicate certificate. The awarding body will make 
every effort to check the candidate identity and certification against the information given, and to 
provide a replacement certificate or statement of achievement.  The organisation can take no 
responsibility for fraudulent claims. 
 

Lost  √ 
Damaged √ 
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