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1 Mission Statement 
 
We at the EUROPEAN International School HCMC strive to instill a sense of honesty and integrity 

in our students, seeks to inspire our students to be lifelong learners who act with compassion 

and justice through their understanding of others. Our school has a responsibility to encourage 

our students to be principled - one of the IB Learner Profile attributes. We expect all students to 

recognise ownership of work and reference all works in an age appropriate manner. 

 

1.1 Philosophy 

 

We at the EUROPEAN International School HCMC strive to instill a sense of honesty and integrity in our 

students, seeks to inspire our students to be lifelong learners who act with compassion and justice 

through their understanding of others. Our school has a responsibility to encourage our students to be 

principled - one of the IB Learner Profile attributes. We expect all students to recognise ownership of 

work and reference all works in an age appropriate manner.  

 

1.2 Principles 

 

2 Purpose 
The purpose of this policy is to ensure the School’s procedures for academic and scholarly practices are 

transparent, fair and consistent. It describes the rights and responsibilities of all members of the school 

community so that everyone understands what constitutes good practice, and misconduct, and what 

actions are to be taken when academic dishonesty happens.  

 
According to the IBO, candidates need to understand the concept of academic honesty such that, the work 
they produce is authentic.  “An authentic piece of work is one that is based on the candidate’s individual 
and original ideas with the ideas and work of others fully acknowledged.” (IBO, 2009). Thus the school takes 
responsibility for teaching a range of age appropriate academic honesty skills, and ensuring students 
understand expectations. 

3 Practice 
3.1 Types of academic dishonesty / malpractice 
 
Any behaviour which may result in a student gaining an unfair advantage in one or more 
assessment tasks is considered dishonest/ malpractice. Malpractice can be defined as: 
“behaviour that results in, or may result in, the candidate or any other candidate gaining 
an unfair advantage in one or more assessment component.” (IBO, 2009). Dishonesty or 
malpractice can include, but is not limited to, the following: 
 



 

 

Plagiarism – “the representation of the ideas and work of another person as the candidate’s own” (IBO, 
2009) 

 
● Intentional plagiarism (presenting the ideas and work of another person as your own – in 

written, oral or visual form e.g. repeating word for word a passage from an internet source) 
● Unintentional plagiarism (not citing a source properly or not paraphrasing properly) 

 

Collusion – “Supporting malpractice by another candidate” (IBO, 2009) 
 

● Allowing your interpretation of data to be copied by another student 
● Allowing your work to be submitted for part, or all of an assessment for another student 
● Solving a mathematical problem for another student 
● Writing a test for another student 
● Helping another student cheat in a test e.g. passing notes or telling a student in a parallel class 

what is in a test 
● Participating in a system of communication that conveys information to another candidate 

during an examination or test 
● Telling a friend in another part of the world what is in an external exam 
● Ignoring other students cheating in assessments 

 

Duplicating work – “The presentation of the same piece of work for different assessment components” 

(IBO, 2009) 
 

● Presenting the same work for different assessment components in the IB e.g. submitting a 
research piece for an EE and IA for History or other subject 

 

Cheating in an assessment – In general terms: ‘obtaining an unfair or illicit advantage by accessing 

information that is useful in answering questions during an examination 
or test’.  Examples of this would include but are not restricted to; 

 
● Taking notes into the examination room  
● Concealing material relevant to the exam either in the exam room or the bathroom 
● Writing hints on yourself or clothing 
● Storing useful data or solutions in an electronic calculator 
● Inventing data for an experiment or other research project 
● Copying another student’s solution or answers 
● Getting information from students who have already written the test 
● Exceeding a deadline without valid reason.  
● Receiving information by any form or system of communication during an examination or test 
● Disclosure of information to and receipt of information from students about the content of 

an examination paper after a written examination 

 

Falsifying a document  
● Unfair practice such as any form of communication during tests or examinations, falsifying 



 

 

collected data, falsifying service records (e.g. CAS and C&S). 

 
Please note that the above does not constitute the full range of academic dishonesty/malpractice.  Instead 

it is merely some examples of the more common types of academic malpractice that are generally found 

in international schools.  

 
In order to aid students in avoiding dishonesty, the EUROPEAN International School will make students 

aware of this policy, teach them the importance of academic honesty, the definition of authentic 

authorship and the method for crediting sources based upon the Modern Languages Association (MLA) 

format. Electronically submitted homework and assessments will be checked using Turnitin, a plagiarism 

analysis software. 

 

The IB defines “Authentic Authorship” as: 
“An authentic piece of work is one that is based on the student’s individual and original ideas, with the ideas 
and work of others fully acknowledged. Therefore, all assignments for assessment, regardless of their 
format, must wholly and authentically use that student’s own language, expression and ideas. Where the 
ideas or work of another person are represented within a student’s work, whether in the form of direct 
quotation or paraphrase, the source(s) of those ideas or the work must be fully and appropriately 
acknowledged.” (MYP: From Principles To Practice 2014) 
 

3.2 Responsibilities 

3.2.1 Teacher Responsibilities  

At the beginning of each academic year Diploma teachers will discuss the Academic Honesty Policy and 

provide/explain examples of plagiarism. “Teachers must also give specific guidelines that encourage 

candidates to develop their own ideas through problem solving, comparison, precise hypothesis, analysis and 

techniques” (IBO, 2011).  The policy will also be available in the student handbook.  This policy applies to IB 

Diploma coursework.  Examples of plagiarism may include, but are not limited to, plagiarism and collusion 

issues, referencing guidelines, and describing how work is determined to be authentic. 

 

❏ Supervise the development of assignments and provide advice to students when necessary. This 

may be accomplished by observing student work during class, submission of rough notes and 

plans, and/or submission of a ‘draft’ at least 5 school days prior to a due date. 

❏ Set a deadline that is sufficiently early to allow for detection of major malpractice. 

❏ Request, with teacher discretion, that all written assignments be submitted both electronically 

to turnitin.com and in a hard copy to the teacher. 

❏ Confirm that the work submitted by the students is authentic at the next class meeting. This 

may be prior to actually grading assignments. 

❏ Ensure that any additions or changes to work already submitted into Diploma portfolios are re-

submitted to turnitin.com.  

 

http://www.turnitin.com/


 

 

3.2.2 Teacher-Librarian’s Responsibilities 
  

The Teacher-Librarian is a very useful resource for all DP students and teachers. S/he is an expert 

in the area of academic honesty, and can provide ethical guidance alongside information on the 

most appropriate citation system to use in each DP IA assignment, particularly the Extended Essay. 

S/he is also responsible for the EISHCMC Academic Honesty Policy and Turnitin subscription and 

will provide teaching staff with individual log-in information. The Teacher-Librarian has a key role 

in helping students become familiar with the research process and teach them the fundamentals 

of academic honesty. S/he provides guidance to students throughout their scholastic path and is 

a valuable resource in conducting teaching and learning of specific conventions accepted in a 

community of learners. 

3.2.3 Student Responsibilities  

PYP 

❏ To be aware that any information from other people (resources in print, electronic or other 

format) should be acknowledged properly if used. 

 

MYP and DP 

❏ Uphold the academic honesty and the quality of scholarship through the submission of work 

that is authentic.  

❏ Keep rough notes and submit these in a timely manner, if requested by the teacher. 

❏ Submit drafts of written assignments when teachers request to do so. 

❏ Submit final copies of written assignment to turnitin.com and hard copy formats.   

❏ Ensure that amended Diploma work submitted to portfolios are also re-submitted to 

turnitin.com 

❏ Fully and correctly acknowledge the work of others in a works cited and/or bibliography. 

❏ Actively work on assignments when class time is given for such (spending class time on other 

things than requested by the teacher is also considered academically dishonest). 

 

See Appendix 7.1. for more details.  

3.2.4 The Role of Tutors and Parents 

 
Many students have tutors who help them with their homework.  Students who receive such help should 

show their tutors these guidelines.  There is often a thin line between acceptable and unacceptable tutor 

assistance, but the following guidelines should be observed.  A student and his/her tutor must take joint 

responsibility for the authenticity of any school assignment on which they work together.   

 

Formative tasks 

http://www.turnitin.com/
http://www.turnitin.com/


 

 

Regarding formative tasks, the tutor may give guidance, but not any direct assistance in the writing or 

creating of the student work. The student’s duty is to come up with ideas and create his/her work 

independently.  The tutor can comment on the student’s ideas and written work.  Any assignment which 

includes ideas or content generated by the tutor is unacceptable and is considered as academic 

dishonesty.   

 

Summative tasks or external assessments 

With regards to any summative or externally assessed coursework (i.e. MYP / DP coursework), any help 

or intervention on the part of a tutor is unacceptable, in accordance with IBDP guidelines).  
 

Tutors: Acceptable and Unacceptable Practice 
 

Ideas: It is acceptable for a tutor to discuss and comment on the student’s own ideas.  It is acceptable 

for a tutor to suggest a new idea or ideas to the student.  However, it is unacceptable for a tutor’s idea 

to form the basis of a project (such that the student abandons his/her own ideas), which the student then 

passively uses, claiming that the ideas are his/her own.  This is plagiarism. 
 

Writing:  It is acceptable for a tutor to comment on and suggest possible improvements to a student’s 

written work.  It is, however, unacceptable for a tutor to write any part of a student’s assignment, which 

the student then claims as his/her own.  This is plagiarism. 

 

3.3 Occurrences 
 

Category 1  
● Taking information from another source that is not properly cited. 

● Working with others on an assignment that was assigned as independent work. 

● Looking at another’s test / quiz / exam. 

● Letting another student look at your work during a test or quiz. 

● Using other secretive methods of receiving or giving information during a test / quiz / exam. 

 

Category 2 
● Taking papers from the Internet, other publications or other students without proper citation. 

● Taking any part of a test to use or give to others. 

● Submitting as your own, any kind of work that has been written or produced by another 

(collusion). 

 

Category 3 
These incidents are severe and you will be dealt with the School administration. Serious cases of blatant 
and intentional plagiarism, such as downloading and submitting another person’s extended essay, 
personal project or assessment, will automatically result in “Third Offence” consequences. Incidents 



 

 

include: 
 

● A repeated pattern of category 1 or 2 incidents. 

● Lying or deceit regarding academic work 

● Altering records 

● Stealing examinations or unauthorized materials 

 

3.4 Consequences / Procedures 

3.4.1 Primary School (PYP) 

In Primary school, the emphasis is on teaching the ethical use of information and taught about plagiarism 
being an unethical practice.  All students are introduced to referencing and citation as part and parcel of 
their information literacy curriculum and are expected to reference their work to an age appropriate 
standard.  
 
In cases of serious and intentional plagiarism, especially for older children, students may be referred to 
the LRC for additional support.   
 
Students caught cheating will be corrected by the teacher and counselled within the framework of the 
Learner Profile.  
 
In all cases, parents may be informed if the behaviour is persistent and deemed deliberate. 

3.4.2 Middle School (MYP)  

 
Any occurrence of academic dishonesty/malpractice will result in the following steps: 

 

1st offense - MEETING WITH SUBJECT TEACHER. Work has to be redone and resubmitted 

(formative and summative). The subject teacher needs to give out a warning (1st offence), record 

this on MB and make sure that the student is aware of the academic honesty policy and future 

consequences of malpractice (optional: student to meet with teacher librarian to clarify academic 

honesty policy).  
 
2nd offense – MEETING WITH SUBJECT AREA LEADER.  Work has to be redone and resubmitted 
(formative and summative), but there will be no grade for summative work (n/a). Record made of the 
incident (MB) and put on student file (email to PA of Head of Middle School and High School).  
 
3rd offense – MEETING WITH MYP COORDINATOR. Record made on MB. Work has to be redone and 
resubmitted (formative and summative). Letter sent to parents put on student file (email to PA of Head 
of Middle School and High School). Grade given = n/a. 
 
4th offense – MEETING WITH HEAD OF MIDDLE AND HIGH SCHOOL AND PARENTS. Record made on MB. 
Work has to be redone and resubmitted (formative and summative). Letter sent to parents put on student 



 

 

file (email to PA of Head of Middle School and High School). Grade given = n/a. 
 
5th offense - MEETING WITH HEAD OF SCHOOL AND PARENTS. Same consequences as above. In addition 
student may face exclusion from the school . 
 
Any student work which will be assessed or moderated externally by the IB or other parties (e.g. personal 
project, eAssessment & ePortfolio, extended essay, TOK, IA, …) can only be submitted if it complies with 
the academic honesty policy. Draft versions need to be checked on time to ensure that final versions are 
free of any plagiarism.  
 
The student should at all stages be aware (or be made aware) of the severity of the occurrence (categories 
see below). It is up to the MYP Coordinator to skip certain steps if the case of plagiarism is of higher 
severity (e.g. a student copying from another student’s personal project and submitting it as his/her own). 

 

A continued occurrence of malpractice will lead to a meeting involving the Head of School, a contract with 
specific requirements/expectations, and a regular observation of a student’s progress in terms of 
academic honesty. 
 
Occurrences 
 
Category 1  

● Taking information from another source that is not properly cited. 

● Working with others on an assignment that was assigned as independent work. 

● Looking at another’s test / quiz / exam. 

● Letting another student look at your work during a test or quiz. 

● Using other secretive methods of receiving or giving information during a test / quiz / exam. 

 
Category 2 

● Taking papers from the Internet, other publications or other students without proper citation. 

● Taking any part of a test to use or give to others. 

● Submitting as your own, any kind of work that has been written or produced by another 

(collusion). 

 
Category 3 
These incidents are severe and you will be dealt with the School administration. Serious cases of blatant 
and intentional plagiarism, such as downloading and submitting another person’s extended essay, 
personal project or assessment, will automatically result in “Third Offence” consequences. Incidents 
include: 
 

● A repeated pattern of category 1 or 2 incidents. 

● Lying or deceit regarding academic work 

● Altering records 

● Stealing examinations or unauthorized materials 



 

 

3.4.3 High School (DP) 

Any occurrence of academic dishonesty/malpractice in Diploma Program will result in the following 
steps: 

First Offense - An automatic zero for the work in the case of a first offence. No opportunity is to 
be given to make up the zero grade. The document is to be collected by the teachers and filed 
with the DPC. Parents are to be notified. 

Second Offense - An automatic zero for the work with the same above specified notifications 
and qualifications for a second offence. Additionally, a two-day out of school suspension is to be 
assigned and a meeting of the Parents, student, teacher and Teacher Librarian called by the 
HoSec. This second malpractice offense is noted in school records. 

Third Offense - Indefinite suspension pending a recommendation for expulsion for a third 
offence with a grade zero being assigned to all work. 

In case of malpractice in work for an external diploma or certificate (such as the Diploma and IB 
Courses), the school shall notify the external organization in addition to the above. Given the 
potential of discrediting EISHCMC under such circumstances, the student may also face 
expulsion. 

 
Examples of offences and consequences specific to the IB Diploma Programme 

 
Examples of offences Possible consequences 

A student copies a paragraph from a book 
into an essay that he/she is writing for 
internal assessment.  

The incident will be reported to the MYP/DP Coordinator 
as appropriate. The student will receive a ‘0’.  
The student’s name will be added to a list of students 
who have brought themselves under suspicion.  

A student copies from another during an 
internal exam.  

The incident will be reported to the DP Coordinator. The 
student will receive a ‘0’ grade for that exam, which will 
go on her or his report card.  

A student plagiarises some of his or her 
Extended Essay, perhaps as indicated by 
Turnitin.com, or other form of plagiarism 
detection.  

The student is to be seen by his or her supervisor and the 
IB Diploma/ EE Coordinator together. To be reprimanded 
and told to rewrite the essay within a short time frame.  
 
The student’s name will be added to a list of students  
who have brought themselves under suspicion.  

A student is caught on more than one 
occasion.  

The case to be referred to the MYP/DP/HoSec, for further 
action. A record is kept on file. Such repeated offences 
could lead to suspension, or even expulsion from EIS.  



 

 

A student brings unauthorised material 
(e.g. some notes on a piece of paper) into 
an IB external exam, or copies from 
another student during an exam.  

The incident will be reported to the MYPC/ DPC.  
A report will be made to the IB, following the procedures 
given in their publication – Academic Honesty – Guidance 
for Schools. In all likelihood the student will not receive a 
diploma.  

A student’s final EE, ToK Essay or 
coursework has been plagiarised. The due 
date to the DPC/ EEC has already passed.  

A report will be made to the IB, following the procedures 
given in their publication – Academic Honesty – Guidance 
for Schools. Parents will be contacted and asked to 
attend a meeting with the DPC and HoSec.  
In all likelihood the student will not receive a diploma.  

 

4. Bibliographical References 
 
IB. 2009. Academic Honesty in IB. Cardiff, UK. International Baccalaureate. 
IB. 2011. Academic Honesty Policy in IB. Cardiff, UK. International Baccalaureate. 
IB. 2014. MYP: From principles into practice. Cardiff, UK. International Baccalaureate. 
Image on cover page < http://academicintegrity.utoronto.ca/>  
Image on page 10< http://www.chscougarlibrary.com/aca-honesty.html> 
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5 Appendix 

5.1 Continuum of expectations across all year groups 

Factors  
 

(K2) Grade 1-2 Grade 3-5 Grade 6-7 Grade 8-9 Grade 10-12 

Essential Questions 

 What type of 
material did you 
use, what is the 
title, who created 
it/who does it 
"belong" to? 

 What type of 
material did you use, 
what is the title, who 
created it/who does 
it belong to and how 
current is it? 

What type of material 
did you use, who 
created it/who does it 
belong to, where in 
the material did your 
information come 
from (can someone 
track back and find 
it?) and how current 
is it? 

What type of material did you 
use, who created it/who does 
it belong to, where in the 
material did your information 
come from (can someone 
track back and find it?) and 
how current is it? 

What type of material did you 
use, who created it/who does it 
belong to, where in the 
material did your information 
come from(can someone track 
back and find it?) and how 
current is it,  when do I cite 
work, what needs a citation, 
and how is citation used in 
different types of writing? 

Citation 
expectations 

 Awareness of 
ownership - 
"belongs to"/ 
creator 

Name of source, 
name of 
creator, publication 
date.  Formatting 
flexible; title may be 
italicized or 
underlined. 

Name of source, 
name of creator, 
publication 
date, location of 
information in source 
(e.g., page 
number). Formatting 
flexible; title may be 
italicized or 
underlined. 

Name of source, name of 
creator, publication 
date, location of information 
in source (e.g., page 
number), and publication 
date.  Accurate MLA 
formatting in bibliography and 
INCLUDE the URL of websites. 

What type of material did you 
use, who created it/who does 
it belong to, where in the 
material did your information 
come from(can someone track 
back and find it?) and how 
current is it,  when do I cite 
work, what needs a citation, 
and how is citation used in 
different types of writing? 

What and When to 
cite? 

 Anywhere 
students use 
others ideas or 
information. 

Anywhere students 
use others ideas or 
information. E.g. 
individual/ group 
inquiry projects 
(Units of Inquiry)/ 
PYP exhibition 

Anywhere students 
research and use 
others ideas or 
information e.g. IA, 
individual/group 
assignments etc. 

Anywhere students research 
and use others ideas or 
information e.g. IA, 
individual/group assignments 
etc. 

All assignments where 
research and the use of others 
ideas and information take 
places e.g. Personal Project, 
Extended Essay, IA, 
individual/group assignments 
ToK and CAS.  

In-text citation 

 N/A Attempts to cite in 
text pictures and 
graphs. 

In-text pictures, 
graphs, quotes and 
attempt to 
paraphrase  

In-text pictures, graphs, tables 
etc. 
When use author voice 
directly e.g. quotation or 
paraphrase (error acceptable) 

In-text pictures, graphs, tables, 
summary etc. 
When using author voice 
directly e.g. quotation or 
paraphrase (error acceptable) 

Suggested Tools 

 Handwriting  Handwriting or use 
referencing tools e.g. 
Noodle Tools/ Easy 
Bib EDU 

Use referencing tools 
e.g. Noodle Tools/ 
Easy Bib EDU  

Use referencing tools e.g. 
Noodle Tools/ Easy Bib EDU 
Attempt to use Mendeley 

Use referencing tools e.g. 
Noodle Tools/ Easy Bib EDU. 
Using Mendeley for note 
taking & essay planning are 
highly encouraged. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Book 
(print/onl
ine) 

 Title by Author 
name 
e.g. Cat in the Hat 
by Dr. Suess  

Title by Author Last 
name, First 
name.  Page number  

Author Last name, 
First 
name.  Title.  Publicat
ion year: Page. URL 

Author Last, First 
M. Book. City: Publisher, Year 
Published. Print./ Web. Date 
of access. <URL>. (Order 
should be accurate).  

Standard MLA reference style 
for a printed or ebook or The 
IB’s minimum requirements for 
a book 

Website/ 
Webpage 

 Website/ webpage 
title  
e.g. From World 
Bank website 

Website/ webpage 
title by Name of the 
contributor(s), URL(if 

typing) 

Author Last name, 
First name.  Title of 
Website/ 
webpage.  Publication 
year, Date of 
access.  URL (copy 
and paste) 

Last name, First name. 
"Article Title." Website 
Title. Publisher of Website, 
DoP. Web. Date of access. 
<URL>. (Accurate order ) 

Standard MLA reference style 
for a website/webpage or The 
IB’s minimum requirements 

Newspap
er/ 
Magazine 

 Discussion about 
original source. 

Article title from 
Newspaper/ 

Magazine name. 

Author last name, 
First name. Article 
title and Newspaper / 
Magazine name. URL 

Author last name, First name. 
“Title of the article”. 
Newspaper/Magazine Name 
(italic). DoP & DoA and URL 

Standard MLA reference style 
for a Newspaper/magazine  
article or The IB’s minimum 
requirements 

CC BY-SA Zakir Hossain-Teacher-Librarian & EE Coordinator, 2016  
 



 

 

Source
/ 
Materi
al 

Journal 
Article 
(Print/ 
Online) 

 Article tile by 
Author name (1st 
author) 

Title in quotation by 
Last name, First name 
of author. Year of 
publication in 
parenthesis. URL/DOI 
(if typing) 

Last name, First name 
of author. Title in 
quotation. Name of 
the Journal. Year of 
publication in 
parenthesis. URL/DOI 

Last name, First name of 
author. Title in quotation. 
Name of the Journal. Year of 
publication in parenthesis. 
Page number.  URL/DOI 

Standard MLA reference style 
for a journal article or The IB’s 
minimum requirements 

Image 
(Printed/
Online) 

 n/a  Image name (if any) 
by creator name or 
Website or the URL 
(if typing) 

Name of creator/ 
Website and the URL 

Name of creator/ 
Website and the URL with 
access date 

Standard MLA reference style 
for an Image or The IB’s 
minimum requirements 

Music@A
udio/Vid
eo 

 Name of the 
contributor/ 
singer/ Album  
 

Name of the 
recording 
(song/album) by Last 
name, First name of 
the contributor. 

Last name, First name 
of the contributor. 
Name of the 
recording (song). 
Name of the brand. 
Year of production.  

Last name, First name of the 
contributor. Name of the 
recording (italic). Name of the 
brand. Year of production. 
Recording type. 

Standard MLA reference style 
for a Music@Audio/Video or 
The IB’s minimum 
requirements 

Interview 

 Discuss about the 
interviewee  

Full name of the 
person and date of 
interview 
e.g. Interview with 
……. on 25/07/2016 

Last name, First 
name. Personal 
interview. Date. 

Last name, First name. 
Personal interview. Date of 
interview. Medium URL (if 
any) 

Standard MLA reference style 
for an Interview or The IB’s 
minimum requirements 

Social 
Media/Bl
og 

 N/A Contributor name 
and social media 
name in parenthesis 
e.g. EIS (Facebook) 

Last name, First 
name. Posting date, 
URL and social media 
name in parenthesis  

Last name, First name. Posting 
date. Title of the post 
(medium e.g. video, image) 
and URL. 

Last name, First name. Posting 
date. Title of the post (medium 
e.g. video, image) and URL. 
Access date. 

IB Learner Profile 
IB Attitudes 
ATL skills  

 Principled, 
Knowledgeable  
Integrity, Respect 
Self-management, 
social, 
communication, 
thinking and 
research skills 

Principled, 
Knowledgeable 
Integrity, Respect 
Self-management, 
social, 
communication, 
thinking and 
research skills 

Principled, 
Knowledgeable 
Integrity, Respect 
Self-management, 
social, 
communication, 
thinking and research 
skills 

Principled, Knowledgeable 
Integrity, Respect 
Self-management, social, 
communication, thinking and 
research skills 

Principled, Knowledgeable 
Integrity, Respect 
Self-management, social, 
communication, thinking and 
research skills 

Role of Teacher/ 
Supervisor/ 
Teacher-Librarian  

 1.When using a 
picture in the 
classroom, talk 
about where it 
came from;  
2.When reading 
books, talk about 
the author, title 
(and illustrator) 
3. Discuss that 
publications are 
created by 
someone and the 
work belongs to 
that person; 
making clear what 
will happen if 
submitted work is 
not the learner’s 
own. 

1+2+3 
 
4.Discuss that 
publications are 
created by someone 
and the work 
belongs to that 
person; 
 
5. Discuss publication 
date 
6. Introduce 
academic honesty 
(basic plagiarism) 

1+2+3+4+5 
7. Teachers are 
expected to know, 
and teach, the 
difference between 
information resulting 
from search engines 
and where the 
information appears 
on an actual website. 
 
8. Discuss in-text 
citation, reference 
and bibliography and 
model in-text citation 
9. Introduce types of 
plagiarism and 
attempt to use 
plagiarism feedback 
symbols  

1+2+3+4+5+6+7 
8. Use proper MLA format to 
document materials used with 
students or on your 
webpages, including the URL 
of websites. 
 
9. Ensure in-text citation, 
reference and bibliography 
with accurate in order and 
Accurate punctuations. Errors 
are acceptable in some cases. 
10. Use plagiarism/ 
referencing error feedback 
symbols on students works  

1-10 
 
11. Ensure in-text citation, 
reference and bibliography 
with accurate order and 
punctuations. Errors are not 
acceptable! 
12. All feedback should be 
given by symbols wherever 
applicable. 

Feedback on 
Plagiarism and 
Referencing errors 
(see Annex 7.2) 

 N/A N/A Attempt to use 
plagiarism feedback 
symbols for electronic 
submissions (See 
annex) 

Use plagiarism and 
referencing error feedback 
symbols for IA, 
individual/group assignments 
etc. (See annex) 

Must use plagiarism and 
referencing error feedback 
symbols for any assignment 
e.g. Personal Project, Extended 
Essay, IA, individual/group 
assignments ToK and CAS. (See 
annex) 
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5.2 Bibliography and Referencing errors using symbols (Teachers only) 
Plagiarism Continuum Common Bibliography and Referencing Errors 

Problem statement  Types of 
Plagiarism 

Feedback 
symbol 

Problem statement Types of Bibliography & 
Referencing errors 

Feedback symbol 

Submitting another’s 
work, word-for-word, 
as one’s own. 

Clone CL Wrong alphabetical 
order in bibliography 
or cited works  

Alphabetization  AL 

Information contains 
significant portions of 
text from a single 
source without 
alterations. 

Ctrl+C CC Wrong citation or 
referencing style  

Wrong style WS 

Changing key words 
and phrases from the 
original work but 
retaining the essential 
content of the source  

Find+Replace 
(Idea Theft) 

FR Accurate citation and 
referencing but using 
different styles in one 
paper 

Broken style BS 

Relying too heavily on 
the vocabulary and 
syntax of the source 
material. 

Patchwriting PW Paraphrasing the 
work by just changing 
few keywords/ 
omitting few words  

Skimpy paraphrase  SP 

Paraphrasing from 
different sources and 
making the content fit 
together seamlessly. 

Remix  RX Work created without 
consulting other 
sources or least 
sources 

Minimal reference  MR 

Combining perfectly 
cited sources with 
copied passages—
without citation—in 
one paper. 

Hybrid  HB Reference(s) 
mentioned in the 
work cited list but no 
in-text citation 

Spare references  SR 

Mix of copied material 
from several sources 
without proper 
citation. 

Mashup MU Use in-text citation 
but no bibliography 

Uncited references  UR 

Work that includes 
citations to non-
existent or inaccurate 
information sources 

404 Error 4E Missing 
writer/author though
ts, feelings, passions, 
dreams, beliefs, fears 
and attitudes in the 
text 

No Author Voice  NA 

Work that has proper 
citation, but the cited 
sources doesn’t 
contain almost no 
original work. 

Aggregation   AG Paraphrasing the 
work by just changing 
few keywords/ 
omitting few words  

Skimpy paraphrase  SP 

Work that Includes 
proper citation, but 
relies too closely on 
the original sources 
wording and/or 
structure. 

Re-Tweet RT It is recommended to exercise the error symbols from grade 9 
but should be mandatory from grade 10-12 students and 
teachers!  

Borrowing generously 
from one’s own 
previous work without 
citation 

Self-plagiarism 
(Recycling) 

SP 
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5.3 Academic Honesty Consent Form for Students 

 
ACKNOWLEDGEMENT OF ACADEMIC HONESTY POLICY @ SECONDARY SCHOOL 

 
As a member of the EUROPEAN International School HCMC community, I will always act with integrity, 

honesty and responsibility and resolve any differences and misunderstandings in a respectful manner. I 

have read the Academic Honesty policy and procedures, and understand that the EISHCMC and the 

International Baccalaureate Organisation (IBO) take Academic Honesty very seriously.  I am aware that 

any occurrence of academic dishonesty will have serious consequences, and may also affect my final 

grades.  

 

 
 

 
__________________________________________ ____________________  
Student’s Printed Name                  Grade 
 
 
 
__________________________________________  ____________________ 
Student’s Signature      Date 
 
 
 
 
I have discussed this policy with my child. 
 
 
 
________________________________________ ____________________ 
Parent’s Signature     Date 

 
 

 
* Please sign and return this form to homeroom teachers as soon as possible. 
 

 
 
 
 
 
 



 

 

 

5.4 Academic Honesty Consent Form for Teachers 
 
At EISHCMC, all teachers are responsible for regularly promoting and reinforcing attitudes and behaviours 
leading to academic integrity of work. Teachers are required to support students to develop the technical 
aspects of academic honesty, such as accurately citing and referencing. Furthermore, the School takes its 
obligations under the national and International Copyright Acts seriously and all EIS staff are encouraged 
to comply the same issue respectfully.  
 
To ensure all stakeholders are aware of the EISHCMC Academic Honesty Policy and Procedure, all teachers 
are required to sign an acknowledgement of Teachers Consent Form on an annual/contract basis. 
 
 

ACKNOWLEDGEMENT OF ACADEMIC HONESTY POLICY @ TEACHERS 
 
As a member of the EUROPEAN International School HCMC community, I will regularly promote and 
reinforce attitudes and behaviours leading to academic authenticity of work. As a teacher I am also 
required to support students to develop the technical aspects of academic honesty, such as accurately 
citing and referencing.  
 
I have read the Academic Honesty policy and procedure, and understand that the EISHCMC and the 

International Baccalaureate Organisation (IBO) take Academic Honesty very seriously.   

 

 

 
 

 
__________________________________________ ____________________  
Teacher’s Printed Name    Section  
 
 
 
__________________________________________ ____________________ 
Teacher’s Signature     Date 
 
 
 
 
* Please sign and return this form to your Head of Section 
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