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King Edward VI College, Stourbridge 

Policy document   

                                                                                          Plagiarism 

1 Introduction – ‘what is plagiarism?’        
 

 
 

Plagiarism can be defined as ‘presenting someone else’s work or ideas as your own, with or without 
their consent, by incorporating it into your work without full acknowledgment’1. 

Collusion can be defined as working with another person (or student) to copy or collaborate without 
full acknowledgment (e.g. borrowing somebody else’s work). 

 

It can be hard for students to understand the seriousness of plagiarism or collusion.  In either case it 
involves stealing the intellectual property of someone else and lying about it afterwards – claiming 
the material as one’s own.  Clearly plagiarism or collusion is an attempt to gain benefit for oneself by 
deceit or fraud by directly copying material without acknowledgement. 

 

Apart from the potential hurt to others, students who engage in this activity also hurt themselves 
because they are failing to acquire the research, analytical and writing skills that they would have 
learned by completing the assignments honestly.  Collusion also unfairly penalises others who have 
legitimately earned their grades. 

 

In most instances plagiarism can be avoided by citing sources correctly and appropriately.  Your 
teachers should indicate how to do this in different subjects but if in doubt – ask! 

 

It is important for you to avoid the suspicion of plagiarism or collusion in your assessed work.  The 
best way to do this is to adhere to good practice which means that when you first take notes from a 
book, the internet or any other external source you should be careful to preserve clear reference of 
the details such as: the date and place the information was accessed online; or in a textbook or 
journal, the author, title, date and page number.  This enables you to provide a bibliography as 
evidence of your research. 

 

Copying out notes provided by your teacher directly into essays is also something to avoid - notes 
provided by teachers are only a starting point for your research. 

 

Discussing work with fellow students can be a positive and fruitful learning experience.  However, 
there is no good reason for another student to ask to borrow your essay, coursework or project work.  
If you do lend the material and your work is copied by another student, you lay yourself open to 
accusations of colluding with their cheating, or even in cheating yourself. 

 

It is also useful to alert you to the fact that examination boards have access to “cheat” software which 
can cross check material very quickly to ensure that no part of coursework has been directly copied 
from the internet. 

 

1. University of Oxford (2019), ‘Plagiarism’, 
https://www.ox.ac.uk/students/academic/guidance/skills/plagiarism?wssl=1 (accessed 10th October 
2019) 

 

https://www.ox.ac.uk/students/academic/guidance/skills/plagiarism?wssl=1
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2 Policy overview          

 
 Typically, cases of plagiarism will fall into these categories: 

 
1. Classwork or homework assignments  

2. Early-draft coursework assignments 

3. Final coursework assignments, independent investigations or controlled assessments 

In cases of classwork, homework or early draft coursework, it is important at an early stage to 
determine whether this is: 

 

 inadvertent / careless / casual use of sources originating from a lack of understanding about 
what is and isn’t allowed 
OR  

 a deliberate, extensive cut and paste from a source or sources – which is more serious 
OR  

 collusion, where both students are involved in the plagiarism 
OR  

 copying – where one student’s work has been copied by another without permission or 
involvement of the other party. 

 
 

Any proven cases of plagiarism or collusion will result in the grading of a piece of ordinary classwork 
or homework with zero marks.  In the case of collusion, the internal source of the material will also 
receive a zero mark grade if it is clear that the piece of work was shared to enable the collusion to 
take place. 

 
Where an instance of plagiarism or collusion is discovered in a piece of work being submitted is for 
examination board purposes, the college is obliged to inform the relevant examination board. 
Please refer to section 4 below for further details 

 

3 Procedure – plagiarism in classwork, homework and early draft coursework  
 
 
 
 

3.1 
 
 

If a subject teacher suspects plagiarism or collusion in a piece of work, they will report it to the Subject 
Leader, relevant Curriculum Leader and the Vice Principal (Academic). 
 
A first instance of plagiarism or collusion in a piece of classwork, homework or first-draft coursework 
will result in a note being placed on the college plagiarism register for that student.  

 The teacher should inform the student of the above and refer them to the plagiarism 
guidelines in this policy and any subject-specific guidance 

 The piece of work will receive zero marks OR the student may be asked to submit a revised 
piece of work 

 

3.2 
 

A second instance or more serious case of plagiarism or collusion will result in one or more of the 
following sanctions:  

 
a. Attending a training session with a relevant member of teaching staff to learn how to conduct 

research and cite secondary sources correctly   

b. Being placed on a cause for concern  

c. Receiving a formal warning with a letter home to parents 
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d. Withdrawal from the course, and/or formal disciplinary procedures according to college’s 

Student Intervention policy  

 

4 Procedure – plagiarism in final coursework and controlled assessment  
 

4. 1 
 
 

4. 2 
 

In the course of completing final coursework or a controlled assessment, students will be required to 
sign a declaration that the work they have submitted is their own. It must be completed before the 
piece is marked. 
 
The following guidelines are taken from the Joint Council for Examinations (JCQ) document 
‘Instructions for conducting coursework’: 

 
Advice and guidance from the Joint Council for Examinations (JCQ) can be found here: 
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/coursework 
  
Where an instance of plagiarism or collusion is discovered in a piece of work being submitted is for 
examination board purposes, the following procedure will be followed:   
 

 
 

a. If a subject teacher suspects plagiarism or collusion in a piece of work, they will report it to the 
Subject Leader and relevant Curriculum Leader and Vice Principal. The student should be 
informed at this stage 

b. The Curriculum Leader will assemble the materials along with evidence of the suspected 
plagiarism and submit this to the relevant Vice Principal (Academic)  

c. A meeting will take place between the student, Curriculum Leader and Vice Principal. The student 
may also bring a friend, PT or parent/carer to this meeting. The evidence will be presented to the 
student and they will have the opportunity to respond verbally and/or with a written statement  

d. Following the interview, if it transpires that there are grounds for suspected plagiarism, the 
college is obliged to report the matter to the relevant examination board together with the 
evidence that the teacher and Curriculum Leader have gathered. 

 

4.3 
 

The examination board will investigate the matter and will issue a decision based on the evidence 
provided by the college.  Sanctions that are available to examination boards are as follows: 
 

Written Warning 
Loss of marks for a section 
Loss of marks for a component or unit 

If candidates use the same wording as a published source, they must place quotation marks around the 
passage and state where it came from. Candidates must give detailed references even where they 
paraphrase the original material.  
 
A reference from a printed book or journal should show the name of the author, the year of publication 
and the page number. For example: (Morrison, 2000 p 29).  
 
For material taken from the internet, the reference should show the date when the material was 
downloaded and must show the precise web page, not the search engine used to locate it. This can be 
copied from the address line. For example: 
http://www.bbc.co.uk/schools/16/sosteacher/history/40766.shtml, downloaded 5 February 2019.  
 
Candidates may be required to produce a bibliography which lists the full details of publications used to 

research and support their coursework, even where these are not directly referred to, for example: Curran, 

J. Mass Media and Society (Hodder Arnold, 2005). 

https://www.jcq.org.uk/exams-office/information-for-candidates-documents/coursework
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Disqualification from a unit 
Disqualification from a whole qualification 
Disqualification from all qualifications taken in that series 
Candidate debarral from future exams for a set period  
 

4.4 The rights of the student in a case of suspected plagiarism are to: 
 

 be informed (in writing) of the case made against them; 

 know what evidence there is to support that case; 

 know the possible consequences might be; 

 have the opportunity to consider their response to the allegation of plagiarism; 

 have an opportunity to submit a written statement; 

 have an opportunity to seek advice and to provide a supplementary statement  

 be informed of the appeals procedure, should a decision be made against them; 

 be informed of the possibility that information relating to a serious case of plagiarism 
may be shared with other awarding bodies. 

 
 

5 Equality Impact                     

  
The College’s Equality, Diversity and Inclusion policy has been taken into account when considering 
this policy.   

  
 
 

Date of review Date agreed JCC Governors Review date Comments 

October 2019 January 2020  n/a October 2022 Amended February 2020 

 


