
                                              
 

 

 
ACADEMIC HONESTY POLICY 

 
1. Guidance for Pupils 

 
An academically honest pupil produces work which is based on his or her individual and original ideas.  The ideas and the 
work of others are always acknowledged in full. 

Listed below is a series of dos and don’ts for an academically honest pupil.  Read through them and be sure that they are 
always the basis on which you work. 

An academically honest pupil: 

• asks their teacher what kind of external help they may use 
• uses their own words as much as possible 
• gives the source of direct quotations (reference) 

• states where the information has come from (bibliography) 
• knows what constitutes cheating and abides by the rules. 

 

S/he does not: 

• copy Hall (homework) or class work from another student 
• give another student his/her work to copy or do homework for another student 

• hand in copied work or work done by a parent, older student or friend as his/her own 
• take into an examination a banned calculator, mobile phone or any rough notes 

• copy from another student in a test or examination 
• use marks schemes to answer questions and try claiming that this is their own work. 

 

Academic dishonesty is a form of cheating, which involves taking the work or idea of someone else and presenting it as your 
own. Teachers are required to ensure that the work you submit, both for Hall (homework) and coursework, is your own. 

• Discussing a piece of work with someone else does not constitute plagiarism. However, pupils must not ask to see 
someone else’s work and then copy part or all of it and present it as their own work. 

• Pupils must never give their work to another pupil, either in hard copy or in a computer file. 

• Pupils must be fully aware of the sources they are allowed to use for any piece of work and must acknowledge the 
sources they use.  

• Coursework constitutes an important part of GCSE, AS, A Level and IB courses and it is particularly important that 
pupils ensure that the coursework they submit is based on their individual and original ideas, with the ideas and work 
of others fully acknowledged. If in any doubt, before beginning your coursework ask your teacher what kinds of 
external help are permissible. 

• Any instance of cheating or plagiarism (except in public examinations, including coursework) will be referred to the 
relevant Head of Department and Head of Year. In the event of cheating in a public examination (including 
coursework), the offence will be referred to the Deputy Head: Academic. Pupils who copy others’ work and pupils 
who allow their work to be copied should expect to be punished. 
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• Any instance of a pupil copying coursework from another pupil’s work or the internet or attempting to present others’ 

research as his/her own will be punished severely. This may entail the cancellation of marks for the whole piece of 
coursework even if this means that a mark of zero is sent to the examination board. A pupil guilty of cheating or 
plagiarising coursework may be liable to suspension, rustication or permanent exclusion by the Headmaster. 

 

The system of punishments for cheating in academic work, usually administered by the Deputy Head: Academic is, at his 
discretion, as follows: 



 

First Offence: The pupil is required to report to the Head of Year and will be put in academic detention. 

 

Second Offence: The punishments for the first offence are repeated and, in addition, the Head of Year writes to the 
pupil’s parents and a further Sunday afternoon academic detention will be given. The letter will 
contain details of the pupil’s offences and a warning of the possible consequences of further 
involvement in cheating. 

 

Third Offence: The pupil may be liable to be rusticated by the Headmaster or Senior Deputy Head.  The matter will 
be investigated by the Deputy Head: Academic.   

 

Any public examination academic dishonesty or third offence will be investigated by the Deputy Head Academic and 
consideration of rustication is highly likely. 

 

HOW TO AVOID PLAGIARISM 

 

Quoting properly other authors’ work is very desirable and marks will usually be given for doing so.  You must always 
acknowledge your sources when: 

 

• you use words more or less exactly as they have been written or said on the internet or in articles, lectures, 
books or television programmes. 

• you use other people’s ideas, theories, facts, statistics, tables, diagrams or data.  
• you paraphrase what you have read or heard. 

 

Put the words which you are taking from any source in quotation marks.  Then 

 

1. either put the name of the author, title of the work, and page number from which you are quoting in brackets 
after your quotation marks: 

 ‘Miller sees Willy Loman as a representative figure because he carries in his pocket the “coinage of our day”. 
(Arthur Miller, Timebends, p.176)’ 

 

2. or put a number at the end of your quotation or citation which refers to a footnote which appears either at 
the bottom of the page or at the end of the paper: 

 

“Great drama,” Miller declares, “is great questions or it is nothing but technique.” 1 

1 Arthur Miller, Timebends (New York: Grove Press, 1987), p.180’ 

A reference should give any reader enough information to enable him to locate your sources easily, whether they are from 
the internet or printed materials. 

i. For printed materials, include: 
 

a. name(s) of the author(s) & title in full 
b. name of the publisher & year of publication 



c. name of the journal; volume number if it is a journal article, edition if relevant & relevant page number(s) 
 

ii. For electronic materials, state the full Web address (URL). 
 

If you have consulted a wide variety of sources you should name them in a bibliography at the end of your essay.  The list of 
references contains only those authors and works referred to in the essay while a bibliography is a list of all the material you 
consulted for your work. List authors consulted in alphabetical order. For example: 

Bradbury, Malcolm.  Evelyn Waugh.  Edinburgh and London: Oliver & Boyd, 1964 

http://shakespeare.palormar.edu/ 

Swale, J. (2004) ‘John Keats: Romantic or realist?’, THE ENGLISH REVIEW, Vol. 15, No. 1, pp.24-26 

 

2. Monitoring process for those studying the IB Diploma 
 

Hall and work/material prepared for class 

Teachers will monitor pupils’ Hall and other work as outlined above. 

Teachers will respond accordingly to any suspected cases of academic dishonesty as outlined above. 

Internally assessed material 

In all the assessment programmes for all IB subjects there is an element of internally assess work that contributes to a 
pupils’ final examination outcome and grade. These internally assessed materials are then externally moderated by the IBO. 

The Extended Essay is internally supervised and externally moderated. 

Theory of Knowledge (essay and presentation) is internally assessed and externally moderated. 

 

All written work (both first and final drafts) for internally assessed coursework and the Extended essay will be submitted 
through Managebac and submitted through Turnitin. 

The pupil and supervisor will review the relevant Turnitin report and respond accordingly. 

I have read and I understand and agree with Malvern College’s policy on Academic Honesty. 

 

Signed………………………………………………………………………………………… 

 

Print name……………………………………………………………………………………. 

 

Date…………………………………………….. 
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