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1.

Introduction & Scope and Purpose

1.1

Academic misconduct including plagiarism jeopardises the quality of
education and the value of qualifications. This guidance is intended to help
prevent plagiarism by raising awareness, suggesting ways of reducing the risk
of plagiarism and by outlining a procedure to deal with it, should it occur.

1.2

This document is intended for the shared use by academic staff and students
providing advice and guidance on ways to reduce the likelihood of academic
misconduct occurring and the produce for dealing with it should it arise.

2.

Definitions:

2.1

Academic misconduct is any action or attempted action that may result in
creating an unfair academic advantage for oneself or an unfair academic
advantage or disadvantage for any other member or members of the
academic community.

2.2

Plagiarism is the presentation by a student as his or her own written work, of a
body of material (written, oral or visual) which is wholly or partly the work of
someone else.

2.3

Derivative work is work where students use one or two sources in a fairly
mechanical way, rearranging the content, but still lifting ideas wholesale
without reflection or considered thought and presenting it as their own work
with little or no acknowledgement of the sources.

2.4

Collusion occurs from two or more individual collaborating to produce a piece
of work to be submitted from assessment and the work is presented as the
work of one student alone.

2.5

Examples of plagiarism or derivative work include:




Work copied from another student
Work written by a parent or a friend
Work taken from the Internet, newspapers, journals, handouts or
discussion groups and not acknowledged. (Source texts taken from the
Internet can be found using Google or jiscpas)

3.0

Implementation:

3.1

When Professional concerns arise about work that is uncharacteristic of the
student:
 There is a sudden increase in the quality of work
 There has been poor attendance and yet work is submitted
 There is a lack of drafted work
 There is a lack of supporting notes
 The language and content of the material does not reflect the student’s
normal performance

Academic/teaching staff will implement the procedure outlined in this policy.

3.2

Student responsibilities – students are responsible for reading this policy at
induction and completing the section on pro-monitor to indicate that they have
read, agreed and understand the policy. Students are responsible for ensuing
all their work is their own, citing/referencing any authors that have contributed
to their work. Harvard referencing is recommended at Level 3, but is
mandatory for all Higher Education learners.

3.3

Staff responsibilities- Staff are responsible for the identification of
misconduct or plagiarism through the assessment of student work. In dealing
with cases of plagiarism, teams must ensure that they follow their awarding
body guidance in line with our policy. Most Awarding bodies expect the centre
to have its own policy and make reference to this in their documentation.

3.4

Minor misconduct - When tutors detect academic misconduct at an early
stage in the drafting process they can give feedback and deal with it
immediately. They may exercise the discretion to address the matter through
tutorial advice and support for the student. The plagiarism case should be
evidenced on the College’s plagiarism log, via the Central Admin team and a
‘concern’ log made on Pro-monitor to note any sanctions e.g. a Level 1
warning. Where, however, there is evidence of Misconduct/plagiarism in final
work, where the student challenges the tutor, or has already received a minor
misconduct warning, this is deemed serious misconduct.

3.5

Serious misconduct – In the case of serious misconduct, this process
applies:








Tutor/assessor identifies suspect work
The work and related materials are confiscated
The course team reviews the case and decides the level of misconduct,
whether the work is plagiarised and to what degree, and the
recommended penalty.
The team recommends a course of action to the Head of Academy (HOA)
or Assistant Principal (AP)
If the HOA/AP supports the recommendation, if in doubt the HOA/AP
consults with the Director of Quality and refers it to the Head of Academy
Committee, chaired by the VP for Quality and Curriculum for a final
outcome. After which the student is informed of the action which will follow
(this may include invoking the College’s Student Disciplinary Procedure by
where a Level 1 or Level 2 sanction may be applied.
The incident will be logged through the Central Admin team onto the
plagiarism log and Pro-monitor.

4.0

Management responsibilities

4.1

It is the responsibility of the Delivery Team AAM to ensure all cases of
misconduct are reported to the Central Admin team as soon as possible.

4.2

It is the responsibility of the HOA and AP to monitor the level of misconduct
activity with in their area of responsibility and take action where there are
areas of concern.

4.3

It is the responsibility of the AP for Student Services to monitor and report
oversight of the academic misconduct and disciplinary sanctions awarded to
the college executive for scrutiny.

5.0

Risk reduction and awareness measures:

5.1

There are a variety of measures which can be used to reduce the risk of
academic misconduct/plagiarism:
 Teach study skills including researching, referencing and note taking
 Teach students how to attribute material by listing sources, providing
bibliographies and referencing thoroughly
 Require students to submit notes
 Require students to submit a draft. It is necessary to be clear about the
type of feedback that can be given on drafts. Some qualifications require
drafts to be submitted, but it is good practice to see work in progress.
 Ensure that the whole team is fully aware, and adhering to this policy.

5.2

Awareness measures include: will require considerable review and
reinforcement:
 Identification at induction/term one
 Reinforcement in the course handbook
 At the point at which work is set
 In feedback.

6.0

Monitor, Review and Evaluation

6.1

This policy will be reviewed and updated annually in line with, and in response
to, the monitoring of misconduct cases reported to the central admin team.

7.0

Appeals Arising from Academic Offences

7.1

A student can make an appeal regarding an academic offence that has with
upheld by following the Harlow College Academic Appeals policy and
procedure. However an appeal can only be made with respect to the
procedures which led up to the decision being made. The student cannot
appeal the outcome of the academic offence, only where the College fails to
follow due process and this can be evidenced. There are no grounds for
appeal on the basis of the following:




New evidence (unless related to the procedure) not already disclosed
Disputing the academic judgement of the academic staff and HOA/AP
considering the case
Disputing the competence of the staff involved

8.0

Associated Documents





Harlow College Appeals process
Harlow College disciplinary process
Harlow College Academic regulations
Academic Board (HE) committee structure
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