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ACADEMIC HONESTY  
The School of Business values and believes in academic honesty and will work to maintain it. 
We feel that we have a responsibility to ensure that every student leaving the school has 
undertaken their program in an honest way, doing the work that is required and learning 
what is needed to be successful and ethical in their chosen careers.  

  

AVOIDING PLAGIARISM  
A key aim of post secondary education is for students to acquire expertise and knowledge in 
their chosen field. To do this, students are expected to read research literature and present 
their own ideas and the ideas of others in their field following formal academic conventions. In 
academic writing, for example, students are expected not only to present original work and to 
demonstrate wide reading but also to appropriately reference and incorporate the views of 
experts in the field of study into their essays. In order to do this correctly, you need to adhere to 
the academic conventions for referencing and acknowledging sources. By not following these 
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Directly copyiƴƎ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ ǿƻǊƪ ǿƘŜǘƘŜǊ ƛǘ ƛǎ ǘƘŜ ǿƘƻƭŜ ǿƻǊƪ ƻǊ ƻƴƭȅ ǇŀǊǘ ƻŦ ǘƘŜ 

work;  

This includes using the exact words from a book, article, website, or another student’s 

work and passing it off as your own work. This also includes any original work that is not 

yours, even if you revised it. Some examples include paragraphs, sentence/s, or even 

parts of a sentence. In addition, cutting and pasting information from multiple sources is 

not acceptable. Quotation marks are required when including these excerpts into your 

assignments. You must also reference the source from where you obtained this 

information.  

Submitting any assignments using electronic data files (e.g. Word, Excel, PowerPoint, 
etc.) that are copied or modified from another student’s electronic file and using it as 
your own is also a form of cheating.  
There have been instances where students have used another student’s assignment from 

a previous year, made revisions and then submitted the work as their own. This too, is a 

form of plagiarism and both students are responsible - even if the originator of the 

assignment is unaware that the plagiarism occurred. The rationale that you were just 

helping a friend by providing her/him with some direction on the assignment is not 

acceptable.  

  

Paraphrasing anƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ƛŘŜŀΣ ŦŀŎǘǎΣ ƻǇƛƴƛƻƴΣ ǘƘŜƻǊȅΣ ƛƴǘŜǊǇǊŜǘŀǘƛƻƴΣ ŜǘŎΦΣ 

whether written or verbal (e.g. personal communication, ideas from a verbal 

presentation) without referencing the source;  

Paraphrasing is using someone else’s ideas and putting them into your own words. While 

this is a common skill used by students and is required to build and support your 

arguments, citing the source of where the original information came from is required.  

  

Using any facts, statistics, technical drawings, charts or graphs, music, sounds, images, 

photographs, computer software, etc., in whole or in part, without referencing the 

source;  

This includes any work that you did not create yourself.  

  

Submitting an assignment or portions of an assignment that that have already been 
assessed in one course and using it for another course without discussing it with the 
instructor(s) involved;  
The same assignment or portions cannot be used twice for separate marks without pre- 

approval from the instructor/s involved.  

  

Group work;  

It is the responsibility of all team members to monitor and ensure that submitted work is 

free from plagiarism. Even if one member of the group commits the plagiarism, it 

represents the work of all and subsequently all group members are subject to the 

consequences.  

Students often study and work together to complete assignments and to explore the 

concepts of course material. While the school values collaboration as a teaching and 
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learning tool, there are some courses and assignments for which this is not appropriate. 

Your instructor will clearly indicate to you when an assignment must be completed by 

you on your own and for which you are not to collaborate or work with a group.  
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✗  

  

  

  
Comments: This paragraph also constitutes a plagiarised piece of work as the sentences have 
merely been rearranged and most of the original wording has been copied without 
acknowledgement. Rearranging is not paraphrasing – paraphrasing requires the writer to 
reformulate the ideas in the original text in his/her own words.  
 

  

  

  

✗  

  

Comments: In this version, the writer shows an understanding of the topic and has paraphrased 
effectively by using the information (rather than the words) of the original text to create a more 
original piece of work. However, the writer has failed to acknowledge the original source of 
information and therefore has plagiarised.  
 

  

  

  

✓  

  

Comments: This writer uses the original text appropriately. The paragraph shows the writer 
understands the topic and lets the reader know that the information has been obtained from 
another source.  
 

Consequences of plagiarism  

For more information on the College’s Academic Integrity Policy and the possible outcomes for 
misconduct, review the policy here  Academic Integrity Policy. 
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Acknowledging the source with a reference alone is not sufficient; you must also place the 
words in quotation marks (for shorter quotes) or indent paragraphs (for longer quotes).  

  
For example:  
According to Kramsch (1998, p. 10) foreign language teachers should “objectivize the learner’s 
native discourse patterns”.  
Crozet & Liddicoat (1997, p. 18) argue:  

The aim of language teaching is not to assimilate the learner into the native speaker 
community but rather to encourage them to adopt a position in which they are 
comfortable in dealing with native speakers and are able to achieve personal and 
communicative goals.  

  
tŀǊŀǇƘǊŀǎŜǎ ƻŦ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ǿƻǊŘǎ ƻǊ ƛŘŜŀǎ  
A paraphrase is an indirect quotation and means rewriting someone else’s ideas in your own 
words. Plagiarism often results from students’ misunderstanding that they only have to 
acknowledge someone else’s work when copying or quoting words directly from a text. This is 
incorrect. When you paraphrase, you must cite the source of the ideas (see examples in 
previous section).  

  
Another common mistake made by students is partial paraphrasing – that is, changing only 
some of the words from the original. To paraphrase correctly, you must change and rewrite the 
original language completely, including the original sentence structure. If you retain even short 
phrases or distinctive words from the original text without enclosing these words in quotation 
marks, it is plagiarism.  
  
!ŎŎŜǇǘŀōƭŜ ǇŀǊŀǇƘǊŀǎƛƴƎΧ  
• accurately relays the information in the original source using your own words  
• acknowledges the source of information  
• incorporates in your discussion to add to or support your own ideas and argument.  

  
{ǳƳƳŀǊƛŜǎ ƻŦ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ƛŘŜŀǎ  
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To avoid plagiarism, you must give credit ǿƘŜƴŜǾŜǊ ȅƻǳ ǳǎŜ ƻǘƘŜǊ ǇŜƻǇƭŜǎΩ ǿƻǊƪ ς including 
their ideas, arguments, theories and opinions.  

 

What does not have to be acknowledged?  

1. Your own ideas, arguments, theories, images, diagrams, graphs or results from research  
2. Common knowledge – unless it is a direct quote from a specific source  
3. Facts available from various general reference books such as textbooks, dictionaries or 

encyclopaedias. Statistics taken from these sources should still be cited, as this will increase 
the credibility of your information.  
 

What is Common Knowledge?  

Sometimes you do not need to acknowledge the source of your information. For example, when 
a topic is part of what we assume to be general or ‘common knowledge’, or information that is 
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Example 2:  
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o Only the first letter of the first word in the article, report, and book title and subtitle 
is capitalized. Exceptions are proper names or any significant words of a journal title. 
o When citing journal articles, italicize journal titles and volume numbers but not 
issue numbers. Book and report titles are italicized (see References below for an 
example) 
 

1. In-text referencing styles  

In-text referencing styles use brackets for citations within the text. An example of APA in-text 
referencing style: (Bailey, 1990, p.34)  

  
Note that for direct quotations, you must include the page number in the in-text reference. This 
is also true when you use specific information such as definitions, statistics or when you take 
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Results from Nunan’s study (1995; as cited in Jordan, 1997, p. 12) also show that ‘intrinsic 
motivation is crucial to successful language acquisition’.  
 

What to do if more than one reference supports the same point?  

Refer to the two (or more) sources which support the same point. When referencing more than 
one source, list authors in alphabetical order. For example:  
Motivation is an essential factor in second language acquisition (Ellis, 1985; Krashen, 1982; Ellis, 
1985; Nunan, 1995).  
  

USING SOURCES CORRECTLY 



  10  

Look at the following examples: 
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of a communicative event, … of holistic scripts for the negotiation of meanings, as well as 
observable aspects of the setting”.  

• 
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3. Changing the structure of sentences  
Changing the structure of a sentence is a useful technique for paraphrasing. An easy way to do 
this is to change active sentences to passive or vice versa. Look at the following two sentences:  

  

 
“Clients expect their accountants to be Accountants are expected to be familiar with the laws 
regarding taxation”.  familiar with taxation laws. (passive)  
(active)  
In the first sentence, the ‘clients’ are doing the action of ‘expecting’. In the second sentence, 
there is no mention of who is doing the action of ‘expecting’ – the sentence is therefore 
‘passive’.  
4. Expanding and defining words  
Some terms can be expanded and defined when paraphrasing. For example:  

 “Accountants are expected to There is an expectation that accountants  
some understanding of have a general understanding of taxation 
taxation laws.” laws.  

Clients expect accountants to know the 
general workings and effects of taxation laws.  
 

Summarizing  

Summarising is taking a selection of text and reducing the source text to its main points. This 
helps to overusing direct quotations and paraphrasing large sections of the original text. It 
forces you to understand the meaning of what you have read and present the material using 
your own words. Of course, you still need to acknowledge the source of the information, and 
you should also add your own comments to show your analysis and interpretation of the work. 
Suggested steps:  
ω Skim the text to gain an overall impression of the information.  
ω Identify the main points presented.  
ω Highlight or underline main points or cross out the minor details.  
ω Make notes of the main points taking care not to copy word-for-word.  
ω Using your notes, write the summary in your own words, starting with the main idea 

followed by other major points.  
ω Reread your summary checking that your summary makes sense and that you have captured 

the important points.  
ω Remember to include a reference.  
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Look at the example:  

Original Text  Summary  

Every individual has a personality, a self-image 
and an identity which have been developed in 
their first language context and these need to 
be respected and accepted in language 
learning. The learner cannot be expected to 
abandon or deny the self in order to embrace 
the other… The aim of language teaching is not 
to assimilate the learner into the native 
speaker community but rather to encourage 
them to adopt a position in which they are 
comfortable in dealing with native speakers 
and are able to achieve personal and 
communicative goals.  
(Crozet & Liddicoat, 1997, p. 18)  

Crozet and Liddicoat (1997) emphasise the 
importance of acknowledging that each 
student comes to the language class with 
unique characteristics and individual identities. 
The language teacher, therefore, should focus 
not on helping students ‘fit in’ to the new 
society, but rather on building the students’ 
confidence in communicating effectively with 
native speakers.  

  

INTEGRATING QUOTATIONS  
A common mistake in using quotations is to simply drop quotes into the text without integrating 
them into the discussion. When using source materials, you should aim to integrate them into 
your own argument, making it clear to your reader how they add to your discussion. Some 
techniques to integrate quotations into your writing are provided below.  
 

Integrating short direct quotations  

1. Introducing a quotation with a complete sentence and a colon:  
As Kramsch (1993, p. 46) notes, language learners need to be aware of how a speaker’s 
words relate to the pragmatic context of the speech: “Context is the matrix created by 
language as discourse and as a form of social practice.”  

2. Introducing a quotation with an introductory phrase and a comma:  
Language is ambiguous, and as Scollon and Scollon (1995, p. 16) note, “If language was 
unambiguous there would be no need to make inferences about what is meant.”  

3. Introducing a quotation using that:  
For successful communication, Scollon and Scollon (1995, p. 22) argue that “shared 
knowledge of context is required”.  

4. Weave the quotation into your own sentence:  
Lakoff and Johnson (1980, p. 12) introduce the idea that culture is encoded not only in 
“the semantic structures of a language”, but also in its “idiomatic expressions”.  
 

Integrating longer direct quotations  

Some basic guidelines include:  
• Try not to drop quotations into the text without providing clear signal phrases to prepare 

readers for a quotation.  
• Do not end a paragraph with a block quotation.  
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• After you have presented the quotation tie it to your main point or argument.  
  
 Look at the example below.    

 

Single phrase introduction  

Block  

Links with your argument  
  

  

  

 

 

Integrating indirect quotations  

There are two ways to incorporate indirect quotes in your writing: ‘author-
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ω Volume and issue numbers (for journals only)  
ω Page numbers (for articles and chapters only)  

  
Details you need for an electronic citation (web pages):  
It is important to remember that unlike standard published material, electronic publications are 
easily updated and revised. Therefore, it is important that you note details such as:  
ω Name of the author or editor (or organization)  
ω Title of the page  
ω Title of the site (i.e. Homepage)  
ω Date the site was created  
ω Date the page was last modified or updated (or copyright date)  
ω Date you accessed the material (only in certain circumstances i.e. when the source material 

may change over time see pg. 192 of the APA manual)  
ω The full URL address  

  
Details you need for audio and multimedia works:  
For audio and multimedia works, which include audio and video recordings, film and CD-ROMs, 
record details such as:  
ω Author/organisation/director (if available)  
ω Title  
ω Format (e.g. Video recording, film etc.)  
ω City of recording  
ω Date of recording  

 

Strategy 3: Develop an organised note-taking system  

There are numerous ways of organizing notes and you should develop a note-taking system that 
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