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ACADEMIC DISHONESTY AND PLAGIARISM PROCEDURE 

(Dealing with Breaches of Assessment Regulations) 

 

1 Scope 

 

This policy applies to all higher education programmes and it applies only where the Awarding Body or 

validating HEI devolves policy on these matters to the College, or is otherwise silent, and in all other 

circumstances the policy of the Awarding Body or validating HEI will apply. 

 

2.  Introduction 

 

2.1 Assessment, in any form, is the means by which the College tests whether a student has achieved 

the objectives of a programme of study and the standards of an award.  It is fundamentally 

important that learners are assessed fairly and on equal terms with each other for the same 

award.  Any attempt by a student to gain unfair advantage over another student in the 

completion of assessment, or to assist someone else to gain an unfair advantage, is cheating. 

 

2.2 The College has a duty to ensure that appropriate academic standards are maintained in the 

conduct of assessment and the proper discharge of this duty is essential to safeguard both the 

legitimate interests of its learners and the College’s reputation.  Alleged academic dishonesty 

which threatens the integrity of the College’s assessment procedures and the maintenance of 

its academic standards, is viewed as a serious offence and will be thoroughly investigated. 

 

2.3 Certain professional bodies place upon learners, an obligation to adhere to principles or 

standards of professional conduct, where they are registered for a programme to which they 

give professional recognition.  Failure to meet these standards may lead to a student not gaining 

professional recognition, irrespective of the standard of his/her academic performance. 

 

3.  Duration 

 

Academic dishonesty may be defined as any attempt by a student to gain an unfair advantage in any 

assessment. 

 

It may be demonstrated by one of the following: 

 

3.1 Aiding and Abetting a student in any form of dishonest practice. 

 

3.2 Bribery – paying or offering inducements to another person to obtain an advance copy of an 

unseen examination or test paper or to obtain a copy of a coursework assignment in advance of 

its distribution to the learners concerned. 
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3.3 Collusion - where two or more learners collaborate to produce a piece of work which is then 

submitted as though it was an individual student’s own work.  Where learners in a class are 

instructed or encouraged to work together in the pursuit of an assignment, such a group activity 

is regarded as approved collaboration.  Where there is a requirement for the submitted work to 

be solely that of the individual, collaboration is not permitted.  Learners who improperly work 

collectively in these circumstances will be regarded as being guilty of collusion. 

 

3.4 Commissioning another person to complete an assignment which is then submitted as your own 

work. 

 

3.5 Computer Fraud – the use of the material of another person stored on a hard drive, disk or pen 

as if it were your own. 

 

3.6 Duplication – the inclusion of coursework of any material which is identical or similar to material 

which has already been submitted for any other assessment within the College or elsewhere e.g. 

submitting the same piece of coursework for two different modules. 

 

3.7 False Declarations in order to receive special consideration by Examination Boards. 

 

3.8 Falsification of Data – the presentation of data in projects, laboratory reports etc based on work 

purported to have been carried out by the learners which have been invented by the student or 

altered/copied or obtained by other unfair means.  

 

3.9 Misconduct in Examinations or Tests such as: 

 

 taking crib notes or other unauthorised material concealed in any manner into an 

examination or test 

 taking into an examination or test an unauthorised computer disk containing pre-coded 

data 

 the use of an unauthorised dictionary 

 the use of unauthorised material stored in the memory of a pre-programmable calculator, 

watch, organiser, mobile telephone, or pager 

 obtaining an advance copy of an ‘unseen’ written examination or test paper 

 communicating or trying to communicate in any way with another student sitting the 

same examination or test 

 copying or attempting to copy from another student sitting the same examination or test 

 being party to impersonation where another person sits an examination or test in the 

place of the actual student or a student is knowingly impersonated by another 

 leaving the examination or test venue to refer to concealed notes 

 taking rough notes, stationery or examination or test papers which indicate that they are 

not to be removed from the examination or test venue. 

 

3.10 Plagiarism may be defined as the representation of another person’s work, without 

acknowledgement of the source, as the student’s own for the purposes of satisfying formal 

assessment requirements.  Examples of plagiarism are: 

 

 the use in a student’s own work of more than a single phrase from another person’s work 

without the use of quotation marks and acknowledgement of the course; 
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 the summarising of another person’s work by simply changing a few words or altering the 

order of presentation, without acknowledgement; 

 the use of ideas or intellectual data of another person without acknowledgement of the 

source, or the submission or presentation of work as if it were the student’s own, which 

are substantially the ideas or intellectual data of another person; 

 copying the work of another person; 

 the submission of work as if it were the student’s own, which has been obtained from the 

internet or any other form of information technology; 

 the submission of coursework making significant use of unattributed digital images such 

as graphs, tables, photographs, etc taken from books/articles, the internet or from the 

work of another person; 

 the submission of a piece of work which has previously been assessed for a different 

award or module or at a different institution as if it were new work; 

 a student who allows or is involved in allowing, either knowingly or unknowingly, another 

student to copy another’s work including physical or digital images would be deemed to 

be guilty of plagiarism. 

 

 The above list is not exhaustive and should not be interpreted as such by learners. 

 

4 Responsibilities 

 

4.1 Programme Leaders/tutors should take responsibility for ensuring that all learners registered on 

awards are made aware of these regulations and the definitions contained therein.  All course 

handbooks should include clear advice to learners on this matter and cross-referenced to these 

procedures. 

 

4.2 Learners should also be made aware of the seriousness with which proven cases of academic 

dishonesty will be dealt and the likely penalties which may be imposed.  Learners who are 

unclear about any of the above definitions should seek advice from their tutor or Programme 

Leader. 

 

4.3 A lack of awareness of understanding of these regulations will not constitute grounds for a case 

of academic dishonesty to be dismissed by Disciplinary Hearing. 

 

5 Procedures for Dealing with Suspected Cases of Academic Dishonesty 

 

 Where a tutor suspects that there has been any form of academic dishonesty, the following procedures 

should be followed: 

 

 Where a tutor suspects that plagiarism has taken place, the guidance on identification follows: 

 

 5.1 Identification of plagiarism 

 

a) Where a tutor, when marking a piece of work (submitted for summative assessment), 

identifies parts of the work as plagiarised s/he should indicate in a manner appropriate to 

the medium in which the work was completed (for example practical piece or assignment) 

which parts of the work are plagiarised, but should not indicate the source(s) on the piece 

of work. 
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b) The tutor should decide whether the plagiarism is ‘minimal’. If s/he decides it is minimal 

s/he should complete the marking process. The candidate will be advised that a minimal 

amount was plagiarised, and refer the candidate to appropriate sources of guidance.  

 

c) Where the tutor suspects plagiarism but believes s/he would have difficulty proving it, the 

tutor should advise the candidate that s/he has ‘concerns’ about possible plagiarism, refer 

the candidate to appropriate sources of guidance, but take no other action. In such cases 

a penalty – including any formal written warning – of any form must not be issued. 

 

d) if the tutor decides that the plagiarism is not minimal s/he must follow steps from 5.1-5.8 

below with a covering statement and supported by any relevant supporting evidence.  

 

e) Where a tutor suspects that there has been any form of academic dishonesty, the 

following procedures should be followed: 

 

5.2 Where a tutor suspects that a plagiarism or other form of academic dishonesty in relation to 

coursework has been committed, he/she together with another member of academic staff 

approved by the Subject Area Manager responsible for the field/area in which the module is 

located should analyse the work in question in order to assess the extent and nature of the 

offence.   

 

5.3 The work in question should be marked by the tutor as though plagiarism or other form of 

academic dishonesty is not suspected, but the tutor should not consider the candidate’s marks 

until it has been adjudged whether or not an offence has been committed. 

 

5.4 Where the work in question has clearly been taken entirely from a published source, for 

example, where tutor can supply a copy of the relevant text or media, the work need not be 

marked.   

 

5.5 If plagiarism is alleged, the work should be submitted to the Director of Curriculum and HE 

Assistant Director.  The student concerned should be informed, in writing, by the Director of 

Curriculum responsible for the course within 6 weeks of the allegation.  A copy of these 

regulations should be included with the letter.   

 

5.6 When the candidate responds to the allegation or after 21 days, the Director of Curriculum will 

establish an Adjudicating Panel (to include:  Director of Curriculum, HE Assistant Director, 

member of academic staff from another programme area and secretary) to consider the matter.  

The candidate will be informed in writing about date of panel with 7 days’ notice and the right 

to attend with a representative. 

 

5.7 The Adjudicating Panel will interview the student and consider the penalty, informing the 

candidate of the decision within 3 working days. 

 

5.8 The decisions of the Panel should be minuted and a copy forwarded to the Awarding Body 

through the Exam Board and to the College’s HE Quality and Standards Committee. 

 

5.9 The candidate has right to appeal within 14 days of Panel’s decision 
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6 Equality and Diversity Statement  

 

 Selby College welcomes and celebrates equality and diversity. We believe that everyone should be 

treated equally and fairly regardless of their age, disability, gender, gender identity, race, religion or 

belief, sexual orientation and socio-economic background.  We seek to ensure that no member of the 

College community receives less favourable treatment on any of these grounds which cannot be shown 

to be justified. 

 

 This document is written with the above commitment, to ensure equality and diversity is at the centre 

of working life at Selby College.   

 

7 Safeguarding Policy 

 

 Selby College recognises its moral and statutory responsibility to safeguard and promote the welfare 

of students. We work to provide a safe and welcoming environment where students are respected and 

valued. We are alert to the signs of abuse, neglect, radicalisation and extremism and follow our 

procedures to ensure our students receive effective support, protection and justice. Selby College 

expects Governors, staff and volunteers working on behalf of the college to share this commitment. 

 

8 Fraud, Bribery & Corruption 

Selby College follows good business practice and has robust controls in place to prevent fraud, 

corruption and bribery.  Due consideration has been given to the Fraud Act 2006 and the Bribery Act 

2010 in the development/review of this policy document and no specific risks were identified. 
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