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Introduction 
1. Plagiarism is considered unacceptable as it does not constitute evidence for assessment 
2. The Oxford Dictionary defines plagiarism as ‘the practice of taking someone else’s work 

or ideas and passing them off as one’s own’ 
3. Some examples of plagiarism include: 

a. Word for word quotations without clear acknowledgement using quotation marks 
b. Cutting and pasting from the internet without appropriate references 
c. Paraphrasing the words of others by altering a few words or rearranging their 

order. 
d. Copying, giving or sharing information or answers, unless as part of a joint 

project 

Aims and general principles 
4. This policy is aimed at all training delivered, assessed and accredited by SavvyWise 

Group where all or part of the training is accredited 
5. The purpose of this policy is to ensure learners know what plagiarism is, how they can 

avoid it and what the consequences are should any of their work be plagiarised 

Responsibilities 

Learners 
6. Avoiding plagiarism within their work 
7. Including correct referencing and quotations for direct quoted material 

Tutors 
8. To identify if learners work includes plagiarism 
9. To identify if work requires reassessment 
10. Referring learners to the assessment appeals procedure if they disagree 
11. Where there is use of a reasonable adjustment (e.g. interpreter or special aid) all parties 

are aware of the responsibilities involved with referencing and avoiding plagiarism 
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Policy contents 

Referencing 
12. Where referencing or a quotation is used from a secondary data source within a written 

assessment, it should meet the following criteria: 
a. Quotation marks/referencing marks should be used and credited to the original 

source 
b. The information should be used as an example, or illustration of a point made in 

the text 
c. The information should be only of a length necessary to provide the relevant 

illustration or example 
d. The quotation or reference should provide an opportunity for the learner to 

demonstrate understanding, through the ability to select relevant secondary data 
for the illustration or example 

Reporting 
13. The copying of a fellow learners’ work is equally unacceptable as assessment evidence 
14. Where plagiarism in these circumstances is clear (i.e. word for word, or with one and two 

words/phrases/ formatting changed) the work will be voided for assessment and an 
alternative opportunity for re-assessment provided 

15. Any work deemed to have been copied, either from material published in the public 
domain, or another learner will not be accepted, and such incidents will be referred for 
investigation 

16. As a result of the investigation, various courses of action may be possible including: 
a. Resubmission of evidence for assessment 
b. Resubmission of new evidence for new assessment 
c. Disciplinary action 

17. All feedback from the above activities will clearly state the course of action to be taken 
and the rationale for that decision 

18. Should a learner disagree with the assessment and is unable to reach an agreement 
following a discussion with the assessor, learners will be directed to the assessment 
appeals procedure 

19. If plagiarism is clear, the work completed will be voided for assessment.  It will not be 
accepted and an alternative opportunity for re-assessment will be given to the learner 
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How to avoid plagiarism 
20. Plagiarism can be avoided providing work is that of the individual and sources either 

quoted or referred to is acknowledged 
21. Learners should: 

a. Re-write material that used from any source in their own words 
b. Reference the source of any thoughts and ideas so that acknowledgment is given 

to the original ideas, theories, illustrations and diagrams 
c. Identify anything taken word for word through quotation marks and state from 

where this material was sourced 
d. Use quotes only as an example or illustration of a point made or concept 

expressed in the text – keep it short and to the point 
e. List all sources (books, magazines or internet) at the end of the essay or project 
f. Reasonable adjustments must only be used strictly in line with guidance from the 

relevant awarding organisation which differ in terms of the qualification, the 
reasonable adjustment and the needs of the learner. This is to reduce the risk of 
plagiarism, and to avoid assessments being unfair and invalid 
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