ACADEMIC INTEGRITY POLICY
1. Purpose of this policy
At HPC International School, Academic Integrity has an important value and is at the
core of everything we do as an academic community. The academic community of
HPC IS includes teachers, librarian, parents, students and all staff members. By
accepting a place in the school, all members of the the academic community accept
the roles and responsibilities in relation to academic integrity. Academic integrity
ensures a culture of honesty, trust, fairness, respect and responsibilty and develops
all attributes of the IB Learner Profile with a particular focus on being principled. This
policy fully aligns with the IB principles in relation to academic integrity.

2. What is Academic Integrity?
According to the IBO (2019):
„Academic integrity is a guiding principle in education and a choice to act in a
responsible way whereby others can have trust in us as individuals. It is the foundation
for ethical decision-making and behaviour in the production of legitimate, authentic
and honest scholarly work.“ (p. 3)
Therefore, we embed academic integrity into our whole school culture fostering the IB
mission statement and philosophy as well as our school’s mission.
This policy therefore shows in a structured and clear way how we embed and live
academic integrity outlining responsibilties of all stakeholders. This policy defines
malpractice, terminologies, outlines its consequences and explains what constitutes
good practice. It also sets out how students are educated about the correct attribution
of work.
The goals are:
•
•

to educate students in relation to academic integrity
that our students become and are principled and work with integrity and
honesty. This means that they respect intellectual property, only submit
authentic work and stick to the examination rules at all time. Intellectual property
rights violations include misusing patents, registered designs, trademarks,
violating ethical standards and using copyright-protected materials in all forms
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•

•

•
•

of expression (for example in writing, music, arts) in all media (CD-Rom, DVD,
photographs, illustrations, artwork, journals, books and websites).
to ensure that all work is based on the student’s original ideas and is written in
his/her own expression and words. It acknowledges other’s ideas properly.
that our students understand that they take full responsibility for the authenticity
of all work they submit for internal assessment, external assessment and any
form of school-internal assignments.
that parents and guardians understand their roles and responsibilities in relation
to academic integrity.
that all teachers, librarian and all other staff members understand their roles
and responsibilties and become role models for academic integrity.

3. What is academic misconduct/
malpractice?
Plagiarism, collusion, fabrication, cheating, duplication and unauthorized access to
HPC IS materials are unacceptable.

3.1. Forms of academic misconduct and
malpractice
The following practices are forms of academic misconduct (IBO 2019):
● Plagiarism – representation, intentionally or unwittingly, of the ideas, words or
work of another person without proper, clear and explicit acknowledgment.
This includes the representation of the ideas or work of another person as your
own. Also copying a passage of text, translating this passage into another
language, then using the translated text in their work without acknowledging its
source constitutes plagiarism.
● Collusion - supporting malpractice by another candidate, as in allowing your
work to be copied or submitted for assessment by another candidate.
● Duplication of work - the presentation of the same work for different
assessment components and/or IB diploma requirements.
● Misconduct during an examination, Examples of misconduct are:
o taking unauthorized material into an examination room (such as
cell/mobile phone, other electronic devices, or written notes).
o leaving
and/or
accessing
unauthorized
material
in
a
bathroom/restroom that may be visited during an examination
o any attempt to disrupt the examination or distract another candidate
o exchanging information or in any way supporting the passing on of
information to another candidate about the content of an examination
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o

failing to comply with the instructions of the invigilator or other member
of the school’s staff responsible for the conduct of the examination

o

impersonating another candidate

o

stealing examination papers

o

using an unauthorized calculator during an examination, or using a
calculator when one is not permitted for the examination paper

o

disclosing or discussing the content of an examination paper with a
person outside the immediate school community within 24 hours after
the examination.

o

fabrication of data

o

falsifying a CAS record.

3.2. Malpractice and consequences in schoolrelated assessment
Each school-related work a student submits will be checked via Turnitin integrated into
ManageBac by the respective teacher/supervisor to ensure its authenticity.
If a candidate is found guilty of plagiarism, collusion, duplication of work or any form
of misconduct in school-related assessments (e.g. homework, essays, semester tests,
etc.), the work will not be accepted and receive 0 marks (grade 1) in every case.
Furthermore, teachers create a behaviour note explaining the form of malpractice to
inform parents/guardians, the respective homeroom teachers and the DP/MYP
coordinator.
If a student is found guilty of malpractice for more than two times or in severe cases,
the DP/MYP coordinator/homeroom teacher will schedule a meeting with the student
and parents/guardians to explain the importance of academic integrity and to discuss
further steps for the student. Any further forms of malpractice after the meeting can
result in an exclusion from our educational programs.

3.3. Malpractice and consequences in IB-related
assessment
The rules for academic integrity during examinations (for mock examinations and IB
examinations) can be found in our assessment policy. Furthermore, students and all
invigilators are explicitly informed about these rules in a training session two weeks
prior to the examinations. This training session is led by the IB DP coordinator and
participants sign that they were instructed and well-understood the rules. Furthermore,
all IB materials are properly displayed in school as outlined in the „Conduct of
examination booklet“.
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Any form of malpractice during IB examinations can result in failing the respective
examination paper and will be reported directly to the IBO. The final decision will be
taken by the IBO.
All IB-related assessment components, such as Internal Assessments and some
External Assessments (TOK Essay, Extended Essay and coursework in Film) will be
checked via Turnitin by the subject teacher/supervisor to ensure their authenticity.
If a candidate is found guilty of plagiarism, collusion, duplication of work or misconduct
in an IB-related assessment (internal assessments, external assessments and other
forms of IB assessment), the work will not be accepted by the school and the case will
always be reported to the IBO. This can results into not being awarded a grade (“N”
will be entered in IBIS) in the subject concerned what is equal to failing the subject.
If a candidate hands in a draft for any internal or external assessment (including EE
and TOK) which lacks proper citing and referencing, the subject teacher will highlight
the respective parts for the student using the Turnitin Feedback Studio and the student
will get a clear deadline in ManageBac within the next 10 days to fix all citations. If the
student fails to hand in a properly cited draft within the given deadline, the student
must restart the assessment component with a new topic. The respective subject
teacher/supervisor and the DP coordinator will make the final decision collaboratively.
An IB diploma may be withdrawn from a candidate at any time if malpractice is
subsequently established.

4.

What are forms of good practice in relation to
academic integrity?

Proper citing and referencing
We expect our students and all other members of our school community to
● work according to the IB guidelines for proper citing and referencing and the
school’s academic honesty policy in every subject.
● take into account further subject-specific guidelines regarding academic
honesty, ethical guidelines and school-internal guidelines. The respective
subject teacher will communicate these additional rules to the students before
the start of each assessment component.
● cite their sources properly in each work they submit (graded and non-graded
assignments).
● cite their sources according to MLA8. This includes proper in-text citations and
a properly structured and formatted list of sources/bibliography.
● support each other and share their expertise when it comes to citing and
referencing.
● be principled role models for academic integrity.
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5.

Academic Integrity support

By admission staff
Admission officers ensure that all students and parents/guardians have signed the
latest version of the academic integrity policy together with all other school policies in
the policy handbook in OpenApply.
By the Academic Integrity coordinator
The Academic Integrity coordinator informs candidates about academic integrity,
malpractice and consequences of academic dishonesty at the beginning of the school
year/program and makes sure that every student has signed the academic integrity
policy. He/She informs parents about the importance of academic integrity and
consequences of malpractice.
During our welcome week, the Academic Integrity coordinator provides specific
training sessions for best practice related to academic integrity for MYP and DP
students.
To support students in their time-management and to avoid time pressure, an
assessment calendar with due dates for internal deadlines for the submission of
assessment components is provided by the school. The assessment calendar will be
accessible in the students’ classrooms and via ManageBac. The Academic Integrity
coordinator participates in compiling the assessment calendar.
The Academic Integrity coordinator furthermore creates and revises training materials
and posters and regularly updates the school’s academic integrity board. He/She
offers 1 hour per week for consultation sessions or trainings with students.
The Academic Integrity coordinator provides training sessions for teachers, especially
for Extended Essay supervisors, on a regular basis.
Further responsibilities are clarified in the Academic Integrity coordinator’s job
description.
By teachers and supervisors
Teachers understand and communicate what constitutes malpractice (particularly
plagiarism, collusion and misconduct during an examination) and communicate the
consequences of being found guilty of malpractice clearly.
They provide candidates with guidance on study skills, academic writing, how to
conduct research and how to acknowledge sources. They provide the students with
the school’s common conventions for citing and referencing (MLA8) and also mark the
recognition of sources in internal assessment components. Teachers also present the
subject-specific guidelines for academic integrity for each assessment component to
the students before the start of the component.
Teachers make sure that work submitted for internal and external assessment is
authentic, for example by checking on the assessment processes of each student on
a regular basis. This is why they meet with students at different stages of their
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assessment processes (usually during the inquiry, action and reflection stages) and
discuss their work, their results and their questions. They ensure that all internal
assessment components in their subjects are done under their supervision to ensure
that they can authenticate the students’ final work in the end. The same holds true for
Extended Essay supervisors and the TOK teacher. Furthermore, teachers and
supervisors check each submitted work (school-related and IB-related) via Turnitin.
They set clear expectations for assignments and provide guidance to candidates on
how to cite the sources they have consulted correctly using our citing and referencing
guides (MLA8). They design assignments that do not lend themselves to academic
misconduct. The deadline policy of our school is strict (see assessment policy).
Teachers act as effective role models for their students by not providing candidates
undue assistance, not leaving candidates unsupervised during an examination and
acknowledging sources they use in class (for handouts, presentations etc.).
Furthermore, our teachers respect academic integrity as well and cite their sources
properly in their lesson materials.
By the librarian
The librarian provides candidates with guidance on study skills, academic writing, how
to conduct research and how to acknowledge sources. He/She is familiar with the
school’s common conventions for citing and offers counselling for MLA8 citing and
referencing. Therefore, the librarian offers academic integrity support to all students
during the academic year. The librarian participates in the intense academic integrity
workshop during the welcome week and supports homeroom teachers and the
students. Therefore, the librarian collaborates closely with the Academic Integrity
coordinator.
Students can get one-on-one writing advice and how to access online writing
resources from the library.
By parents/guardians
Parents/guardians receive a detailed information on academic integrity and sign the
academic integrity policy prior to starting an IB program at our school, which enables
them to support their children in following our academic integrity policy. To avoid
plagiarism or other forms of academic misconduct, they should support their children
in careful planning of their assignments, the scheduling of work and encourage them
to ask a teacher or the Academic Integrity coordinator for advice if they have
difficulties. It is academic misconduct to help children with their assignments.
General information regarding academic integrity at HPC International School
Both students and parents/guardians sign our Academic Integrity policy prior to
starting the IB DP and MYP. Parents are informed about all cases of plagiarism,
collusion, duplication of work or misconduct concerning internal and external
assessment.
They will be informed about minor violations of rules by teachers or, in more severe
cases, by the IB DP/MYP coordinator.
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All relevant materials, such as the Academic Integrity policy, the MLA8 guidelines and
the IBO’s materials on academic integrity are shared with students and
parents/guardians on ManageBac in the “Academic Integrity” folder as well.
This policy is consistent with IB expectations (International Baccalaureate
Organization 2019).

Publication and revision
This policy will be published on our school website and is available in ManageBac and
OpenApply for all new applicants.
This policy is revised annually in a process that includes all stakeholders.
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