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WERRIBEE SECONDARY COLLEGE 
 

GUIDING STATEMENT 
 

Our Motto 

Live worthily. 

Our Vision 

Werribee Secondary College is a leader in international education in the Victorian state 

education system. We implement the best quality educational practices evident throughout 

Australia and internationally. 

The Werribee Secondary College community “lives worthily”.  We are adaptable life-long 

learners, who are confident, creative and resilient individuals, empowered to shape the world 

in which we live. 

Our Mission 

At Werribee Secondary College we strive for success in students’ chosen endeavours.  

The College community provides a safe and caring environment where each student is valued.  

We celebrate achievements, success and growth for all students.  Our programmes equip 

students with the skills, knowledge and attitudes needed for the dynamic world after 

secondary education. 

College leaders, teachers and support staff adopt evidence-based best practice to generate a 

progressive 21st century educational setting.  We enhance learning and develop digital 

literacy through the purposeful use of emerging technology.  With a focus on realising optimal 

outcomes for learners, staff commit to continuous improvement through ongoing targeted 

professional development, peer collaboration and reflection. 

At Werribee Secondary College we nurture the values of respect, cooperation, honesty, 

integrity, confidence, perseverance, resilience and responsibility.  Driven by these ideals, the 

College community embraces cultural and social diversity.  Students develop a strong sense 

of personal identity and global citizenship, enabling different cultural groups to interact, learn 

from each other and grow together. 
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WERRIBEE SECONDARY COLLEGE ACADEMIC HONESTY  
AND INTEGRITY POLICY 
 
Rationale 
 
The Academic Honesty Policy provides a framework to ensure that the values and expectations 
which relate to the academic work and professional work ethic at Werribee Secondary College is 
upheld at all times. The values and expectations of the students and staff relate to the school values 
and guiding statement. Academic honesty requires one to behave in a manner that supports our 
school values and guiding statement. All members of the Werribee Secondary College community 
are required to know and comply with this policy.  
 

Scope of this policy  

This policy applies to all assessments across all subjects and all year levels at Werribee Secondary 

College.  

 

A. Academic Honesty – What it is 
 

Academic honesty is a set of principles that inform the values of honest and responsible behaviour in 

an academic setting. 

Assignments and coursework are designed to enable students to learn and demonstrate new ideas; 

grading and marking are designed to provide feedback on how students have progressed. Therefore, 

for the results and feedback to hold meaning, all assessment needs to result from the students own 

achievements and effort.  

All policies and procedures that relate to academic honesty at Werribee Secondary College align 

with the policies and procedures set by the Department of Education Victoria. Refer also to the 

following policies:  

1. Werribee Secondary College Assessment Policy  

2. Student Engagement and Wellbeing policy 

B. Academic Misconduct – What it is – What it can look like 
 

Academic misconduct is behaviour (whether deliberate or inadvertent) that results in, or may result 

in, the candidate or any other candidate gaining an unfair advantage in one or more components of 

assessment. Behaviour that may disadvantage another candidate is also regarded as academic 

misconduct. Academic misconduct is a breach of these regulations and includes, but is not restricted 

to, the following: 

a. Plagiarism—this is defined as the representation, intentionally or unintentionally, of the 

ideas, words or work of another person without proper, clear and explicit acknowledgment. 

b. Collusion—this is defined as supporting academic misconduct by another candidate, for 

example, allowing one’s work to be copied or submitted for assessment by another. 

c. Duplication of work—this is defined as the presentation of the same work for different 

assessment components and/or DP core requirements. 
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d. Misconduct during an examination (for example, taking unauthorized material into 

an examination, behaviour that disrupts the examination or distracts other 

students, or communicating with another student). 

e. Any other behaviour that gains an unfair advantage for a student or that affects the 

results of another student (for example, falsifying a CAS record, disclosure of information to 

and receipt of information from candidates about the content of an examination paper 

within 24 hours after a written examination via any form of communication/media). 

(“Article 20”, 2014, IBO) 

Some examples of the forms that academic misconduct can take: 
 

• Presenting segments of or whole works by another person as your own. 

• Including quotes and materials from another’s works within your own without adequate 

acknowledgement. 

• Paraphrasing the work or ideas of another person without adequate acknowledgement. 

• Copying work and ideas from another student - within OR without the College community. 

Referencing 
 

Werribee Secondary College educates its staff and students on the importance of Copyright and 

respecting the works and ideas of others. One method of respecting original owners of works and 

ideas is to acknowledge the source of information by correct referencing. The College currently uses 

Modern Language Association 7th edition (MLA 7) as its preferred style of referencing. 

Examples of MLA 7 style referencing 
 

Intext Citation: (Rowling. 21-26) 

Works Cited List: Rowling, J.K. Harry Potter and the Goblet of Fire. London: Bloomsbury, 2004. Print. 

Intext Citation: (Sutherland) 

Works Cited List: Sutherland, Natalie. "What Qualification Should You Take On?" Training.com.au. 

N.p., 9 Dec. 2016. Web. 21 Nov. 2018. 

 

ROLES AND RESPONSIBILITIES 
 

It is the role of the whole College community to understand, respect and practice academic honesty. 

The whole College community encompasses the Principals, teachers, education support staff, 

librarians, students and parents. 

Expectations of Heads of College 
 

• Establish and maintain a current academic honesty policy. 

• Provide teachers with effective training opportunities. 

• Support teachers and students to adhere to the school’s academic honesty policy. 

• Share with legal guardians the aim of the academic honesty policy. 

• Ensure everybody understands academic honesty and consequences for students if they 

engage in academic misconduct. 
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Expectations of the Senior Years Program Coordinator 
 

• Ensure that the school’s academic honesty policy is aligned with the Senior Years Program 

(eg. VCE and IB) expectations and undergoes a periodic review. 

• Ensure that teachers, candidates and legal guardians are aware of senior program 

requirements concerning academic honesty. 

• Agree with all senior teachers an internal calendar of all due dates for the 

receipt/submission of candidates’ assessment material. 

• Ensure candidates and invigilators are provided with relevant information about the conduct 

of examinations and related assessments. 

Expectations of Heads of Faculty 
 

• Ensure that academic honesty skills (correct citing, good researching etc) are included within 

the curriculum. 

• Promote and support academic honesty within their team of teachers. 

• Set clear expectations for course work and assignments and provide guidance to staff and 

students. 

• Be a role model of academic integrity to other teachers and staff. 

Expectations of the Teachers 
 

• Set clear expectations for assignments and provide guidance to students on how to correctly 

cite the sources they have consulted. 

• Discuss and promote the benefits of submitting assignments that are correctly referenced. 

• Devote time to teach and practice these skills – making them “second nature” 

• Be a role model - make sure all shared materials (handouts, presentations etc.) are correctly 

referenced. 

• Design assignments that do not lend themselves to academic misconduct 

• Assess student work objectively to the best of their ability. 

Expectations of the Student 
 

• Understand that academic honesty is inherit to best academic practice. 

• Ensure that all work follows the guidelines of best academic honesty practices. 

• Utilise the support provided to adhere to best academic practice. 

• Correctly and adequately acknowledge sources. 

• Understand academic honesty and the potential consequences of academic misconduct. 

Expectations of Parents/Guardians 
 

• Support their student. 

• Understand academic honesty and the potential consequences of academic misconduct. 

• Be aware of and understand the internal procedures taken by the College to confirm 

authenticity of work. 
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PROCESS FOR SUSPECTED ACADEMIC MISCONDUCT 

In a school setting, most acts of academic dishonesty are not intentional. The Werribee Secondary 

College community believes in seizing those opportunities to teach integrity, responsibility and 

honesty as such those incidents are teachable moments. If there is a suspected case of academic 

dishonesty, the following steps will be taken if the Academic Honesty Policy has been breached. 

Years 7-10 

 First Incident:  

1. The teacher will inform the year level coordinator, record the incident on Compass as a first 

offence and inform the parents through a chronicle entry.  

2. The class teacher will meet with the student to talk with them about the reasons for the 

possible misconduct.  

3. The student will receive individual support in learning how, when and where to cite. In this 

instance, the teacher will explain why the student’s behaviour is academically dishonest and 

work out how to solve the problem, eg. re-submit work, or come to a better understanding 

of academic honesty.  

4. The year-level coordinator will monitor the occurrence in case it is a problem across the 

board.  

Second Incident:  

1. The teacher will inform the year level coordinator, record the incident on Compass as a the 

second offence and inform the parents through a chronicle entry.  

2. Parents will be contacted and the teacher will hold a meeting with both the parents and the 

student to discuss the incident and come up with a solution.  

3. The student will attend a lunchtime detention where they will be asked to resubmit the 

assessment.  

4. If the student fails to attend the lunchtime detention, the assessment will remain ungraded.  

Third Incident:  

1. The teacher will inform the year level coordinator, record the incident on Compass as 

the third offence and inform the parents through a chronicle entry.  

2. Parents will be contacted and the teacher and the year-level coordinator will hold a 

meeting with both the parents and the student to discuss the incident and come up with 

a solution.  

3. The student will attend an after-school detention.  

4. This offence requires consultation with the sub-school director. Work that is plagiarised 

may not meet the assessment criteria so it may remain ungraded and could affect the 

overall grade level achievement. 

Senior Years (Year 11 and 12) 

(The following process is aligned with the VCAA rules on school-based assessments) 

Step 1. Reporting alleged breaches of academic honesty  

- The Year-level Coordinator is the initial point of contact for reports of breaches of 

academic honesty.  
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- Allegations may be made by any person with information that suggests rules 

have been breached, for example, a teacher, a student, a parent or an external 

party such as a tutor.  

- Allegations should be handled sensitively and may need to be kept confidential.  

- On receipt of an allegation, the student’s work will not be accepted for assessment, 

pending the conduct of an investigation by the school.  

- The original of the final version of the work is to be retained by the school. The student 

should be given a copy of the work.  

Step 2. Preliminary investigation  

On receipt of an allegation, the year-level coordinator will, 

- Assess the allegation and conduct a preliminary investigation to determine if there is any 

substance to the allegation requiring further, more rigorous investigation.  

- Detailed records of the preliminary investigation should be kept and may be used in any 

later decision-making.  

- If further investigation is required, the case will be escalated to principal class or 

delegate (sub-school director). The school may decide if it is appropriate to appoint an 

external person to carry out the investigation and report back to the school.  

Step 3. Investigation  

The purpose of the investigation is to determine whether there is any substance to an allegation that 

a student has breached rules for academic honesty (or VCAA School-based Assessment rules or IB 

Assessment rules). In this case,  

- The evidence should be put to a decision-maker for determination whether the 

allegations are proven, or not proven.  

- The investigator must approach the investigation with an open mind, and act fairly and 

without bias. They should consider any allegation against the student, the evidence of 

anyone who might have something relevant to say about an allegation, and any 

documents or information that may shed light on whether an allegation has substance 

or not. Some or all of the information and evidence gathered during the investigation 

may show that the allegations against the student are unfounded – this evidence should 

not be discounted.  

- The investigation may include discussions with the study teacher supervising the 

assessment and any other witnesses, including other students.  

- Relevant evidence includes:  

• Any instructions given to students by the teacher about the conditions under which 

the School-based Assessment (or IB assessment) was to be undertaken (including the 

VCAA examination rules)  

• The student’s work if an allegation relates to the use of unauthorised notes or cheating 

or copying from other students, copies of those notes or another student’s work or any 

other evidence of copying or cheating, such as unacknowledged source material  

• Samples of other work by the student for comparison, if relevant  

• The teacher’s record of authentication  

• The teacher’s opinion about the student’s work  

• Accurate notes of conversations with witnesses, the teacher and the student  
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If this investigation suggests there is any substance to any allegation:  

- The student should be informed in writing of the nature of the allegation, and be invited 

to attend an interview to respond to the allegation.  

- Adequate notice of the interview should be given to the student, who should be given 

the opportunity to bring a support person to the interview.  

- The support person is there to provide moral support, rather than to represent the 

student or to speak on their behalf.  

- If a student elects not to attend an interview, they should be given an opportunity to 

respond in writing to any allegation against them.  

- The student’s parents or guardians may be advised of the nature of the allegations, 

depending on the school’s policy in relation to reporting discipline matters.  

- If the allegation raises the suggestion that a student has submitted work that is not their 

own, the investigator should ask the student to provide evidence that demonstrates that 

the work submitted is their own and/or was completed in accordance with VCAA 

requirements (or IB requirements)  

- The student may be asked to:  

• provide evidence of the development of the work  

• discuss the content of the work with the teacher and answer questions to 

demonstrate their knowledge and understanding of the work  

• provide samples of their other work  

• complete, under supervision, a supplementary assessment task related to the original 

task. 

Step 4: Decision-making  

The decision-maker 

The principal (decision-maker) has the authority to decide if a student has breached the rules for 

academic honesty. The principal may wish to make the decision following receipt of a report from a 

staff member or other person appointed to carry out the investigation. Alternatively, the principal 

may wish to delegate their authority to make decisions about alleged breaches of VCAA examination 

and authentication rules to a hearing panel formed by senior staff members appointed by the 

principal. The following are required for the decision making:  

• It is important that the decision-maker is not the investigator of the allegations.  

• The material gathered during the investigation should be provided to the decision-maker, 

including evidence (if any) that suggests the allegations are not proven, as well as any 

responses the student provided during the course of the investigation.  

• If the decision-maker forms an independent view that the evidence against the student is 

insufficient to justify a meeting or hearing, the decision-maker should confirm in writing to 

the student that no further action will be taken.  

• If the decision-maker considers that there is sufficient evidence to justify a meeting or 

hearing to decide whether or not the allegations are proven, a hearing or meeting should be 

convened.  

• The decision-maker should reserve their judgment until they have heard from the student at 

the meeting or hearing.  

• The principal (decision-maker) will apply the following principles to make the decision 

regarding alleged breaches of rules:  

- The decision-maker must act fairly and without bias  
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- The student must receive at least 24 hours’ written notice of the meeting or 

hearing conducted by the decision-maker.  

Before the hearing or meeting,  

- The student must be given notice which include the following:  

• the date, time, place and likely duration of the meeting or hearing  

• the allegation/s against the student  

• the names of all decision-makers  

• advice that the student may bring a support person to the meeting or hearing  

• the name of a contact person if the student has queries about the meeting or 

hearing  

• a copy of any evidence that the decision-makers will consider at the meeting or 

hearing, including whether any witnesses will be present at the meeting or hearing  

• the possible outcomes, including penalties VCE and VCAL Administrative Handbook 

2019 Scored assessment: School-based Assessment 85  

- It is generally appropriate, depending on the age and circumstances of the student, to 

allow a parent, guardian or other support person to be present at any interview, 

meeting or hearing  

- The meeting or hearing should be conducted at the school, in an environment that is not 

intimidating for the student, but that is appropriate given the nature of the allegation/s  

At the hearing or meeting:  

At the meeting or hearing, the principal or delegate (decision-maker) must explain the purpose of 

the meeting or hearing to the student, and confirm the allegation/s against the student and the 

possible outcome,  

• The decision-maker may ask questions of the student. 

• The student must be given the opportunity at the meeting or hearing to respond to the 

evidence against them and to ask questions of any witnesses present at the meeting or 

hearing  

• The decision-maker must consider all evidence and submissions carefully, including the 

student’s response, and whether the allegation/s (and the student’s defence) is supported 

by evidence that is relevant and credible  

• The decision-maker must take into account all relevant factors and no irrelevant factors  

• The decision-maker must decide on the balance of probabilities whether the allegation/s is 

proven – the allegation/s does not have to be proven beyond reasonable doubt  

• The decision-maker must decide, in relation to an allegation/s found to be proven, whether 

a penalty should be imposed, and, if so, what penalty is appropriate.  

Possible penalties include:  

– a verbal or written warning  

– detention or suspension  

– refusal to consider the student’s work, but giving the student the opportunity to re-submit 

the work if there is sufficient time before the due date for submission of results according to 

the assessment schedule (IB or VCAA).  

– refusal to accept the part of the student’s work found to have been completed in 

contravention of assessing body’s (IB or VCAA) rules and determination of the appropriate 

result for the relevant outcome forming part of the VCE unit or IB course.  
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– refusal to accept any part of the work, awarding an N for the outcomes  

• The decision-maker should inform the student of the decision and any penalty to be 

imposed at the meeting or hearing, and of the student’s capacity to appeal the decision to 

the VCAA.  

• The decision maker should keep accurate records of their decision, the reasons for their 

decision and the penalty imposed, to enable the school to confirm these matters in writing.  

• The college will follow recommended sanctions and penalties by the relevant assessing 

body, eg. VCAA, IB 

After the meeting or hearing 

The school must write to the student to confirm:  

• the findings of the decision-maker in relation to the allegation/s against the student (setting 

out each allegation, and corresponding decision)  

• the reasons for the decision on each allegation, and the supporting evidence  

• any penalty that will be imposed  

• information about the student’s right to appeal to the VCAA, including that the appeal must be 

lodged no later than 14 days after the student receives written notice of the decision from the 

school. 

The school should retain all material related to the allegation/s, in case the student wishes to appeal 

a decision.  

How this document is communicated 

This Academic Honesty Policy has been developed collaboratively with staff at Werribee Secondary 

College in accordance with VCAA and IB regulations.  

All students will receive a copy of the Academic Honesty Policy upon enrolment for new students or 

confirmation of subjects for continuing students.  An explanation of the policy at the beginning of 

each year will take place during Senior Years assembly.  

The librarian will conduct a session about academic honesty at the beginning of each school year.  

Senior staff will meet at the beginning of each year to discuss implementation and monitoring of the 

Academic Honesty Policy. All teachers will provide further guidance to students on the 

implementation of the Academic Honesty Policy.  

The Academic Honesty Policy will be published on the Werribee Secondary College website, on 

Compass on the School Documentation page and at Senior Years information sessions.  

Review of this policy 

This policy will be reviewed and updated in 2022 by the staff at Werribee Secondary College.  
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