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Vision

— 'A Heritage of Vision, A Legacy of Innovation’

Mission Statement

The institution aims at uncompromising commitment towards holistic
development and groom globally ethical citizens.”

Philosophy

"IIS caters to the global need of today’s youth, aims to engage learners in an
active and creative learning journey, build knowledge and skills, promote
and sustain high academic principles while retaining the strong value
systems and ethics of the motherland and become responsible members of
global community”

Purpose of the Document

1. The purpose of this document is to align IIS academic integrity procedures as per
IB norms.

2. To explain what is academic honesty.

3. To provide guidance to all stakeholders that helps them to understand what is
Academic Honesty.

4. To explain how to follow Academic Honesty during teaching — learning process,
conduct of assessment and designing & completing Non Examination Components.

5. To explain the role of teacher/ students / parents in context to Academic Honesty

6. To show examples of Academic Misconduct cases.

7. In case of breach found, what will be school’s plan of action for teacher/student?



Definition:

Academic Honesty must be seen as a set of values and skills that promote personal
integrity and good practice in teaching, learning and assessment. It is influenced and
shaped by a variety of factors including peer pressure, culture, parental expectations,
and role model and taught skills.

Academic honesty has two important factors: Academic Misconduct and plagiarism.

1. Academic misconduct — The IB organization defines academic misconduct as
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.

2. Plagiarism — this is defined as the representation, intentionally or unwittingly, of
the ideas, words or work of another person without proper, clear and explicit
acknowledgment.

The Academic Honesty Policy followed at IIS for IBDP student is strictly in accordance
with the IBDP norms.

Breach to IB regulations

e Plagiarism

e Collusion

e Taking unauthorized material into an examination room
e Stealing examination materials

e Disruptive behaviour during examination

e Disclosure of information about the content of an examination paper within 24 hours
after a written examination



“In the International Baccalaureate (IB) community students produce different types of
documents and other forms of work, some of which rely on resources by other people.
Following good academic practice, it is expected that we appropriately acknowledge
ideas, words, or work of other people. This means that, when creating an authentic
piece of work, students are expected to:”
» undertake research on what is already known
> analyse the research in the context of the work to be produced
» compare and/or contrast existing knowledge against our own findings/ thoughts/
opinions
» synthesis and present the document in an appropriate way for the expected
audience

» acknowledge all contributing sources appropriately

While producing piece of work, student is expected to follow proper citing procedures.
Discussion on the same is done with students by school on regular basis, so that proper
guidance can be given to them and monitoring can also be done.

Students are advised to read document “Citing and Referencing” published by IBO, for
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detailed knowledge of *Why to cite”, "what to cite” & “"How to cite”.

During In house exam (Formative and Summative Assessment)

Students are expected to carry their own stationery so that no borrowing or
lending takes place.

Students are expected to write their roll numbers on their answer sheet in words
and figures correctly.



Students are not allowed to leave the examination hall before the due time that
is allotted for the paper.

Discipline and proper conduct is to be maintained by the students.

Separate arrangements are made for those suffering from any kind of infectious
disease.

The invigilators are not supposed to carry any electronic/communication device.

Teachers on invigilation duty are instructed to be vigilant throughout the
duration of the examination.

After the completion of the examination, all the answer booklets are immediately
collected, counted and then only the students are allowed to leave the room.

The serially arranged answer booklets are safely delivered to the Examination
Department.

Teachers are expected to abide by the rules laid down by the school in regard to
their duties and responsibilities. Set of instructions are circulated to all teachers
for the same. Examination department conducts the meeting to this effect for
inhouse exam.

The question papers are securely kept under the Coordinators / Examination
Incharges’ custody.

The school ensures the safe and smooth conduct of the examination. In case of
any concern, Examination Department reports the same to IBDP Coordinator
immediately. The IBDP Coordinator attends to all the concerns.

In case of absentees, the examination is rescheduled with another set of
question paper.

During External Exam (Written Exam)

A detailed meeting with students is conducted by Examination department to
explain the guidelines w.r.t conduct of examination.
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All required material is shared with all students through a mailer or a hardcopy.

All required posters are placed in resource centre to familiarize students about
the procedure of Examination, all restricted material and what all is not allowed.

A detailed meeting is conducted by IBDP Coordinator / Exam Officer to ensure
that all instructions are properly and strictly followed by the teachers while they
are on invigilation duty.

The document “ Conduct of IB Djploma Examinations”is shared with all teachers
at least 15 days in advance, for them to read.

Students are advised to be in their seats 30 minutes before the scheduled
commencement of the examination and they are not allowed to carry any book
or paper inside the examination hall with them.

At TIIS, privacy of students is respected. Announcements regarding not carrying
anything objectionable to the examination venue is made.

Students are expected to carry their own stationery so that no borrowing or
lending takes place.

Students are not allowed to leave the examination hall before the due time that
is allotted for the paper.

A copy of seating plan is placed outside the examination room for the
convenience of students. Separate arrangements are made for those suffering
from any kind of infectious disease.

The invigilators are not supposed to carry any electronic/communication device.

The Invigilators have to report at the specified time during the examination days.

The Invigilators have to ensure that students take the correct seats in the room
under their supervision. Also to ensure that they are not caring unauthorized
material along with them inside the Examination hall.

The Invigilators on duty are instructed to be vigilant throughout the duration of
the examination and are also expected to keep moving inside the examination
room.



It is taken care that all required material as per handbook is provided to all
students. A checklist to this effect is given by the examination department in the
folder. Supplementary answer sheets and other examination related material is
promptly supplied by them to students.

Set of instructions provided by IB in document - “The Conduct of IB Diploma
Examinations” is read and explained by invigilators properly.

After the completion of the examination, all the answer booklets are immediately
collected, counted, sealed & handed over to IBDP Coordinator and then only
students are allowed to leave the room.

The Invigilators are expected to abide by the rules laid down by the school in
regard to their duties and responsibilities.

Record of misconduct, illness of the student or leaving the examination room for
short period (using washroom) is maintained by the invigilator for each exam.

Students are not allowed to discuss the content of the examination paper with
anyone at least for next 24 hours.

The school ensures the safe and smooth conduct of the examination. Timely
intervention by the IBDP Coordinator during any crisis is taken care of. All
examination related material is kept in safe custody.

IBDP Coordinator ensures her presence in the examination hall in the beginning
and at the end of the exam.

IBDP Coordinator ensures that examination material is safely kept in the strong
room. The students answer scripts are sent by courier on the same day to IB
Mailing address.

As per IB norms, there are two set of keys of strong room, where the
confidential material is kept w.r.t External exam. One set of keys is with the IBDP
Coordinator and second set of keys are kept with the Head of the School.



As per the IB norms, IIS shall strictly follow Academic Honesty laws.

1. At the outset, orientation sessions will be organized for teachers and parents to
make them aware of as to what it entails.

2. IIS will ensure that students who enroll for the IB Diploma Programme will
submit work of their own that is properly referenced. The school encourages
students to be —

a. Knowledgeable i.e. to explore concepts, ideas and issues, yet be

b. Principled i.e. to act with integrity and honesty and to take responsibility
for their own actions.

Students and Teachers will be asked to authenticate students’ work for assessment
before submitting to the IBDP Coordinator.

Students will be communicated about the consequences if any piece of work does not
conform to the norms of IB. Students will be informed in detail about the various forms
of Academic Dishonesty and Malpractices.

For examples of Academic Misconduct refer Annexure 1.

Plagiarism is defined as the representation, intentionally or unwittingly, of the ideas,
words or work of another person without proper, clear and explicit acknowledgment.
The use of translated materials, unless indicated and acknowledged, is also considered
plagiarism.



Collusion is defined as supporting academic misconduct by another student, for
example allowing one’s work to be copied or submitted for assessment by another.

Examples of misconduct during an IB examination include: taking unauthorized
material into an examination (whether the student uses it or not), behaviour that
disrupts the examination or may distract other students and communicating with
another student during the examination.

Duplication of work is defined as the presentation of the same work for different
assessment components and/or Diploma Programme requirements.

Copying - taking work of another student, with or without his or her knowledge and
submitting it as one’s own.

Exam cheating - communicating with another candidate in an exam, bringing
unauthorized material into an exam room, or consulting such material during an exam
in order to gain an unfair advantage.

Falsifying data - creating or altering data which has not been collected in an
appropriate way.

Academic Honesty while teaching

The entire syllabus of is religiously followed ensuring that a thorough knowledge of the
genre taught is gained. Selective study will not be entertained. Secondly, teachers’
guidance is verbal and not written. Spoon feeding or dictating to the student is not

permitted. A record of all work done and tested is maintained for IB scrutiny.



Precautions:

Whenever possible, it will be ensured that students submit soft copies of their work to
the teacher or the relevant curriculum to DPC for verification at any given time. Time
and again students will be instructed to keep all rough notes and drafts that they
produce in preparing work for submission to teachers or examiners in order to be able

to defend themselves against any charges of Malpractice.

Teachers are also expected to keep a record of all type of interactions w.r.t NEC.

Procedure for Investigating suspected cases of Academic Dishonesty

If a student is found to have breached the school’s standards of academic honesty,
then it will be the duty of the teacher to inform the relevant Coordinator. Together they
will look into the matter and, after proper investigation, will inform the student of the
concerns of the teacher.

The student will be given an opportunity to reply to accusations along with evidences.
In case a student is not found guilty of dishonesty, then no record will be kept of that
matter. If, on the other hand, inappropriate work has been submitted, the IBDP
Coordinator will report the matter to the Head of School as to whether or not the case
is one of academic dishonesty or of an academic infringement.

And for any student who has been found to be academically dishonest in any of the
above ways, or otherwise, the same will communicated to the student’s parents.

Responsibilities of staff, students and parents

At IIS, the school staff, students and parents should make sure that they are

aware of contents of this document and what academic honesty and dishonesty both
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mean. They should also make themselves aware of the consequences of academic
dishonesty.

Parents

Should encourage their ward/s to plan each assignment.

Should provide support in scheduling of their ward’s work. In case of multi-
assignments, parents should help in scheduling their ward’s work as per priority.
Should let their ward work on their own, but should also should also guide them

how to research and plan their work.

Should establish a good level of communication with the school to understand
the requirements of the Diploma Programme and what is expected of their ward.

Should encourage their ward to seek advice in case of difficulty.

Teachers are expected to:

>

Set clear expectations for assignments and provide guidance to candidates on
how to correctly cite the sources they have consulted

Discuss benefits of submitting assignments that are correctly referenced

Devote time to teach and practice the 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 to academic misconduct

Teachers should explain students what this policy means in the specific terms of the

work that they are asking students to produce. They should also speak to students

regularly during the drafting of work, when the student/teacher interaction is more

collaborative than evaluative. They should also model good practice.

It is teacher’s responsibility to guide students to help them follow academic honesty
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while working on NECs. It is important to discuss academic honesty on regular basis
and the correct procedure to reference someone else’s work to control plagiarism. It is
also advisable to check the plagiarism on Turnitin.

Coordinators should ensure that academic honesty and dishonesty is explained to
staff, students and parents at relevant times, giving examples of both good and bad
practice wherever possible. They should investigate any suspected breaches of the
standard in an open and fair way. Their recommendations to the IBDP Coordinator

should be clear and reasoned.

Coordinator should openly discuss Academic Honesty in meetings and should share
good examples for others to understand.

The IBDP Coordinator, in consultation with the Head of the School and relevant
Teacher/Coordinator, will decide each case on its merits, and should communicate the
decision clearly to all concerned with reasons for any findings.

Students should recognize that they are ultimately responsible for their own work and
that the consequences of any breaches of the standard of academic honesty will be
theirs alone. They should speak to teachers regularly about their work and show drafts
of it at various stages in the production process. They should ask teachers for advice if
they are at any time unsure of what they have done in relation to referencing sources.

At the time of submission of NEC, student will be asked to sign the consent form stating
that NECs are their own work and all measures have been taken care of w.r.t Academic
Honesty.

Academic Honesty should be viewed by students positively & students should
understand that citing sources add to their credibility.
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The school will ensure that parents and students sign a Declaration before taking
admission to the said Diploma Programme in order to abide by the rules laid down by
the IB and also to bear the consequences if rules/ policies are not taken in the right
earnest.

Inputs from all stakeholders will be taken as the improvement areas of the
policy.

These inputs will be asked in the month of November — December every year,
before school plans the new session for IBDP.

The changes will be discussed by IBDP Coordinator with all stake holders and
finally with Head of the school for his approval.
The changes will be documented and will be shared with all stake holders.

The revised policy will be uploaded on school website also.

Dr. Ashok Gupta, Director & Head of School

Ms. Mala Agnihotri, Principal and IBDP & CIE Coordinator
Ms. Nidhi Mishra, Asst. Principal-Examination, CBSE

Ms. Prabhjeet khanna, Examination Incharge, IBDP

Dr. Manish Kumar Sharma, Academic Head, IBDP

Ms. Mukta Khandelwal, Academic Head, IBDP

All IB Faculty
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Declaration

I confirm that I have read, understood and hereby agree to abide by the India
International School Academic Honesty Policy.

Name of the Student:

Date: Student'’s Signature:

Name of Parent :

Date: Parent’s Signature:
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