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Plagiarism Policy
What is plagiarism?

In academic writing, plagiarism is the inclusion of any idea or any language from someone else without giving due credit by citing and referencing that source in your work. This applies if the source is print or electronic, published or unpublished, another student’s work, or any other person.

What constitutes plagiarism? 
When submitting any written work that contains work that is not your own, even though it may form aspects of your planned research, without using the Harvard Referencing system, you are committing ‘plagiarism’ and this is not permitted. This might occur in your written work when: 

• using a choice phrase or sentence that you have come across 

• copying word-for-word directly from a text 

• paraphrasing the words from a text very closely 

• using text downloaded from the internet 

• copying or downloading figures, photographs, pictures or diagrams without acknowledging your sources 

• copying from the notes of a fellow student 

Why does it matter?

In academic writing a high premium is placed on original thought which utilises and builds on your knowledge and understanding. You are required to take ownership to conduct your own planned research and thinking, and will be assigned work by your tutors in order to summarise and explain the ideas you have read about and to interpret and develop your own thoughts and apply them to your own work.

Whenever you directly quote, paraphrase, or summarise someone else’s ideas, you have a responsibility to give due credit to that person for their work. By crediting that person, through proper citing and referencing, you will enable your tutor to understand what led you to your conclusions and to see that your planned research was broad and thorough to meet the requirements of work set and demonstrate your knowledge and understanding.
How to avoid plagiarism

The consequences of plagiarism are more severe than handing in an assignment late or handing in a piece of work you are not 100% satisfied with. All parties’ reputations are effected. Discuss with your trainer any issues you may have.
In many cases, plagiarism is unintentional and caused by a lack of understanding, time, planned research and organisation. Regardless of whether you intended to plagiarise or not you will be held responsible for the work you submit and the consequences are that your work will be referred. 

There are two easy steps you can take to avoid unintentionally plagiarising: 

(1) understand what question you are trying to answer, plan your research and the process you are entering into when you interpret your research into written work.

(2) use a methodical approach when planning and completing your written work.

Below are hints and tips to your planned research and your responsibilities to help you avoid plagiarising:

· Structure your planning – allow enough time to plan and write up your work.

· Keep a log of your sources - when conducting research keep a record of everything you read, including author, title, publication place and date. 
· Paraphrase carefully in your note-taking and use notation in your notes to indicate what you have paraphrased.
· Ask - if you are unsure or have any questions about plagiarism at any point during your research or writing-up please ask your Tutor or Assessor for support.
· Before you submit your work check the following (refer to Harvard referencing): 

1. Have you enclosed all direct quotations in quotation marks and cited the source?
2. Have you cited a source for any text that you have paraphrased?

3. Do all your text citations (within the body of text) have a corresponding reference in the list of references at the end of your work?

· Save all your research, e.g. notes, photocopies, PDFs, printouts, until your work has been assessed and quality assured.
How we identify Plagiarism
We have rigorous IQA procedures which will identify any plagiarism taking place. 

Plagiarism can be identified in a number of ways including:

· Reviewing other work you have submitted to see if it is of the same standard
· Reviewing work of other students within the same cohort for similarities and for quality and content of work to identify anomalies
· Entering sentences of text into the internet to see if it identifies a source containing the same text

· Examining work submitted for inconsistencies in formatting
· Completing professional discussions to check understanding of work submitted to establish ownership
Consequences of Plagiarism

Any work identified as having been plagiarised will be subject to referral and require resubmission. Any appeal to be made against this decision should follow Aid-Training’s appeal’s procedure.
All students will be asked to sign all work as a declaration of ownership that the work submitted is their own work and no unacknowledged use of another person’s work. This will be supported by a ‘claims to competence’ log for each unit of achievement.
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