Chapter 9 - Policy Statements                                                                           Plagiarism
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SECTION 3

GUIDANCE AND PROCEDURES ON PLAGIARISM
Preamble
The guidance and procedures consist of three separate papers.

Paper 1 - Guidance for Students
Included in the Student Guide to Quality Assurance given to all students in the Student Information Pack.  This Guidance should also be displayed on appropriate notice boards.

Paper 2 - Procedures 

A) Procedures for staff reporting cheating by plagiarism.

B) The role of the Examination Board.

Paper 3 - Penalty Guidelines
PAPER 1 - GUIDANCE FOR STUDENTS

What is plagiarism?

Plagiarism is defined as stealing another person's ideas and using them as though they were your own. These ideas may be expressed as:

•
writing, eg. an extract from a text-book, journal article, thesis or essay;

•
computer software, eg. a programme, database, web-page or multimedia presentation;

•
artefacts, eg. original artwork, designs, film or CD-rom design.

It is also plagiarism if you do not acknowledge the co-operation of another student, friend or parent who works with you or gives you permission to use their work.

In the course of your studies, you will explore and utilise the ideas of others in your own work. This is an essential and valuable part of your education.  As long as the source of the ideas is acknowledged, this is not plagiarism.

How to avoid plagiarism
Always acknowledge anyone else's ideas that you use in your work by quoting the source of the information. There are different ways of doing this, for example:

•
in an essay or assignment, when quoting another person's words "put their words in quotation marks" or indent and refer to the author in the bibliography and in your list of references;

•
in computer software show where the information has come from in the acknowledgements or credits, eg. programme design - A Brown, or Graphics - J Smith;

•
when using an artefact, put a caption against the object, eg "original photograph by Cartier-Bresson";

•
if presenting an original piece of work based on an existing design or work of art, quote the source, eg "after Rodin", "after Eckersley";

•
if using a strategy of `appropriation' (ie the deliberate and conscious use of the style and images of another artist) make sure you tell your tutors what you are doing and why and acknowledge the strategy when submitting work for assessment;

•
in a group project make sure all the members of the group are listed. If individuals undertake specific work within the project, make sure that this is acknowledged;

•
in examinations do not copy another person's work. Do not quote passages from a text-book or journal without acknowledging the source.

Your tutor will give you specific guidance on the correct way to acknowledge work belonging to other people that you may wish to refer to in any assignment, design briefs, or essays that you are set.

Failure to acknowledge the use of another person's ideas in your work may be considered to be a breach of The University of the Arts London's Disciplinary Code for Students and/or the academic regulations; it may also constitute a breach of intellectual property rights, eg copyright. Such an offence is likely to lead to loss of marks, downgrading or withdrawal of marks and serious or repeated plagiarism may lead to suspension from the course.  In addition a breach of copyright may lead to legal action.

PAPER 2A - GUIDELINES FOR STAFF REPORTING CHEATING BY PLAGIARISM

1.
Procedures for reporting cheating by plagiarism will vary depending on the circumstances of the incident. Most plagiarism in coursework, particularly studio work, should be picked up by tutors and dealt with informally before work is completed and submitted for assessment. This tutorial responsibility is important as many students are not aware of the need formally to acknowledge sources of help. Their attention should be drawn to the guidance for students on plagiarism.

2.
Whatever the circumstances, it is essential that accurate records are kept of meetings and action taken, so that these may be made available to the appropriate Examination Board and disciplinary hearing if appropriate. All records should be treated as confidential to the University of the Arts London. It will be the responsibility of the Examination Board to consider the recommendations of the investigating group.

Reporting procedures - Coursework
3.
If a tutor or external examiner suspects a student of cheating by plagiarism or other subterfuge in order to improve their results, the tutor should report their suspicions immediately to the Course Director and Dean.

4.
This report should be in written form, outlining the detail of the suspected plagiarism and, where possible, identifying collaborative evidence.

5.
The student should be informed in writing of the allegation by the Course Director, and given the opportunity, within seven days of receipt of the letter, to explain or refute the allegation. Copies of all correspondence should be forwarded to the College Administrator.

6.
Should the student deny the allegation, then the College Administrator will arrange a meeting with the student, Course Director and two other members of staff (including the tutor who first reported the incident). The College Administrator will attend the meeting and prepare a written report, giving details of the case, identifying any collaborative evidence, the response from the student and the recommended action. This report will be made available to the appropriate Examination Board.

7.
Should the student accept that cheating by plagiarism has taken place, then the College Administrator shall convene a meeting between the Course Director, Tutor who made the allegation, and the Dean (as Chairman of the Examination Board), who will recommend an appropriate penalty. A report of their recommendations will be forwarded to the Examination Board.

8.
A copy of any report produced under paragraphs 6 or 7 above should be forwarded to the Dean and Head of College to consider whether the alleged or admitted offence is sufficiently serious to warrant a disciplinary hearing under The University of the Arts London Disciplinary Code.  The outcome of any disciplinary hearing should be made available to the Examination Board who may take this into account in their deliberations.

9.
The student should be informed in writing, within two working days of the Examination Board, of the recommended action and penalty to be imposed.

10.
If the Examination Board concludes that plagiarism did take place the outcome of any enquiry shall be placed in the student's file or record.  This outcome should also be made available to any disciplinary hearing who may take this into account in their deliberations.

Reporting procedures - Formal Examination
11.
If an invigilator suspects a student of cheating by plagiarism during a formal examination, the invigilator should:


a)
remove any unauthorised material and the script from the student;


b)
provide the student with another script and arrange for the student to continue the examination under close supervision;


c)
note on the front cover of the student's script, the allegation of cheating and the time that the cheating was observed. If conferring is suspected, then the script of both students should be endorsed. Should the student be suspected of copying from another student's script, this should also be noted;


d)
at the end of the examination, inform the student that a written report of the offence will be made and given to the Course Director;


e)
submit, within two working days, a written report, together with the material taken from the student and the script(s) to the Course Director. Copies of the report and script(s) should be sent to the internal examiner(s) for marking;


f)
the Course Director will forward the report to the College Administrator, who will instigate the procedures outlined in Reporting Procedures - Coursework, paragraphs 5-10.

12.
Impersonation - Should the invigilator suspect that a student is sitting the examination on behalf of another student, the invigilator should immediately inform the Dean and the Course Director. The suspected student should be allowed to complete the examination before being challenged.  The Course Director should then prepare a written report for forwarding to the College Administrator who will instigate the procedures outlined in Reporting Procedures - Coursework, paragraphs 5-10.

Reporting procedures - Shows or other Visual Presentations
13.
If a tutor suspects a student of plagiarism in work displayed at an end-of-year show, presentation or other visual output, the tutor should:


a)
report the matter to the Course Director;


b)
remove the suspected item and inform the student;


c)
inform the other examiners;


d)
submit, within two working days, a written report together with the material taken from the student (where practicable) to the Course Director;


e)
the Course Director will forward the report to the College Administrator, who will instigate the procedures outlined in Reporting Procedures - Coursework. paragraphs 5-10.

PAPER 2B - THE ROLE OF THE EXAMINATION BOARD
1.
It is the responsibility of the Examination Board to uphold or reject any allegations of plagiarism and decide on the appropriate penalty. The Examination Board will take into account the recommendations in the report from the College Administrator in reaching its decision.

2.
The Examination Board will need to consider:

 
a)
cases where the allegation has not been substantiated. Such work will then be judged without prejudice and with regard to the course assessment criteria;


b)
cases where the allegation is substantiated or the student admits the offence. The Examination Board will determine the seriousness of the offence and decide on the appropriate penalty (see Penalty Guidelines).

3.
The Examination Board may exercise its right to call any student before it for a viva voce examination to assist its decision regarding appropriate action. Staff concerned with reporting or investigating the incident may be asked to withdraw while the Examination Board reaches its decision.

4.
Any decision must be recorded in the minutes of the meeting and the student must be informed of the decision, in writing, within two working days.

5.
As with all decisions of Examination Boards, students have a right of appeal; appeals are only allowed under the grounds set out in the normal course regulations.

6.
All documents, minutes of meetings, reports associated with the case will be regarded as strictly confidential to the University of the Arts London.

PAPER 3 - PENALTY GUIDELINES
These guidelines must be interpreted in the context of the relevant course regulations. All penalties can only be recommendations until considered by the appropriate Examination Board and/or Disciplinary Hearing.

MINOR OFFENCES
Examples of minor offences:

•
Failure to adequately reference a quotation or textual passage used in an assignment or coursework;

•
Using images, designs or other artefacts that belong to another person without acknowledgement.

Action
•
Oral or written warning;

•
Reduction in the marks given to the assignment or unit, visual presentation or show;

•
Student required to repeat the assignment.

SERIOUS OFFENCES
Examples of serious offences:

•
Substantial plagiarism in work submitted for assessment;

•
Use of unauthorised material in an examination;

•
Repeated offences involving plagiarism;

•
Impersonation.

Action
•
Failure of coursework, unit, examination or visual presentation plus a written record to remain on student file;

•
Restriction in degree classification for final year award;

•
Required to leave the course by reason of failing to meet the assessment requirements (exclusion of a student on academic grounds).

DISCIPLINARY CODE
•
Offences which have been considered under the Disciplinary Code can lead to sanctions in addition to the above such as withdrawal of registration for a period of up to twelve months or expulsion (exclusion of a student on disciplinary grounds). [Approved by Academic Board - 11 March 1997]
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