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1 Purpose 
The purpose of this policy and procedure is to inform learners and staff of Brush Farm 
Corrective Services Academy (BFCSA) about plagiarism and provide guidance to minimise 
occurrences. It outlines learner and staff responsibilities in maintaining integrity of 
assessments and explains processes for investigating and managing cases of plagiarism. 

2 Scope 

This policy and procedure applies to any assessments submitted by learners. This includes 
assessments undertaken: 

• in class; 

• in the workplace; 

• at home; and 

• online.   

3 Definitions 

Collusion Occurs when two or more learners submit their own individual 
assessments that are a result of unauthorised collaboration. 
This is a form of plagiarism. 

Plagiarism  Plagiarism is when a person deliberately or unintentionally 
presents work as their own when it is, in fact, the work of 
another person.  It is a direct quote, paraphrase or idea that 
has not been properly credited to the original author. This 
includes a person's own work that has previously been 
assessed. 

As noted above, collusion is also a form of plagiarism.  

4 Policy Statement 

BFCSA is committed to integrity of the assessment process in accordance with the Standards 
for Registered Training Organisations (RTOs) 2015.  All assessments submitted by learners 
are checked for authenticity and occurrences of plagiarism are investigated and managed 
accordingly. 

4.1 Responsibility 

All BFCSA staff are to ensure that learners are provided sufficient information to assist in 
minimising occurrences of plagiarism.  

All training material and resources developed by BFCSA, including written, verbal, artistic and 
electronic material, must set an example by fully accrediting the work of others. 

Learners are to be aware of their responsibility to ensure that all assessments submitted are 
their own work and, if required, the work of others is appropriately referenced. 

Assessments are to be reviewed by BFCSA staff to ensure that incidences of plagiarism are 
identified and managed. 
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5 Legislative Context 

Standards for RTOs 2015 

6 Changes and Updates 

All policies and procedures are subject to ongoing revisions to reflect systems improvements. 
All online documentation is considered to be the current version.   

7 Monitoring and Evaluation 

This policy will be reviewed three years from the date of implementation, or earlier should a 
review be warranted.  

8 Associated Documents 

BFCSA Learner Rights and Responsibilities (EDRMS D09/074000) 
BFCSA Assessment Policy & Procedure (EDRMS D09/329877) 

9 Procedure 

9.1 Introduction 

All learner assessments must be original work. If the author copies someone else's work (fully 
or in part) or if they allow someone else to copy that work, without the appropriate 
acknowledgement, this is considered plagiarism. There are various levels of plagiarism 
ranging from inadequate or misleading referencing due to a lack of understanding to a 
fraudulent intention to mislead.   

These procedures provide examples of referencing to ensure that the work of others is 
appropriately acknowledged.  

Other forms or methods of referencing may be discussed with the BFCSA staff member or 
assessor who has been identified as the contact for assessment.  

10 When is referencing required? 

Referencing is required whenever the work of others has been adopted from another source, 
including: 

• textbooks; 

• journals; 

• websites; and 

• work created by other staff members or colleagues. 

10.1 Examples of Plagiarism 

Plagiarism occurs when the learner has failed to reference the work of others.  When not 
referencing correctly, the following are examples of plagiarism: 
 

• Directly copying a sentence or paragraph; 

• Copying an idea, concept, text, design, artwork, computer data, web text/design, image, 
sound etc.; 

 
 



 

  
BFCSA Plagiarism Policy and Procedure 
EDRMS: D09/073987     

  
Version 2.4 

Date of effect: 19/08/2021 
Page 5 of 9 

 

• Paraphrasing another person's work;  

• Following the structure of another person's argument or layout; 

• Incorporating sections of another person’s work in a different order; 

• Submitting an assignment as independent work that is the product of collusion with others; 

• Submitting an assignment as your own work which is all or part of another learner's original 
work; 

• Allowing another person to copy or take credit for an assessment that you have completed; 
and 

• Aiding another learner/s to plagiarise. 

10.2 Examples of referencing 

10.2.1 Direct quotes 

When quoting a short paragraph or sentence, use quotation marks and reference the author, 
year and page number. 

Example:  

"Despite being a perennial concern, there has probably been no other time in history when 
the topic of ethics has been so obviously or widely debated in the private and public arenas 
of social discourse" (Longstaff, 1994, p.138). 

10.2.2 Changing a direct quote 

If any words in a direct quote are changed, the author must use square brackets to indicate 
where the change has occurred, and periods to indicate if words have been omitted. 

Example: 

Longstaff states that "[d]espite being a perennial concern" it is likely that at "no other time in 
history …. [has] the topic of ethics… been so obviously or widely debated in the private and 
public arenas of social discourse" (Longstaff, 1994, p. 138).   

10.3 Paraphrasing 

If the author chooses to express someone else's ideas in a different way, quotation marks are 
not required. However, the new version must be considerably different to the original and 
must still credit the original writer.  

Example:  

Ethical dilemmas are widely discussed, now more than ever before, in both public and private 
spheres (Longstaff, 1994, p. 138). 

10.3.1 End of document referencing 

Full details of referenced sources are to be included at the end of your document, under the 
heading ‘References’. 

Example: 

Longstaff, S. (1994) Ethics Education and Training, Sydney: The Federation Press. 

If the work being quoted has been written by another staff member, include the name (if 
given), date and title as above, the relevant branch, then "Corrective Services NSW". 
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10.3.2 Common knowledge 

A credit for a statement considered to be common knowledge, that is, something generally 
known, is not required. 

Example: 

Ethics is a widely discussed topic. 

10.4 Reporting plagiarism 

BFCSA staff members are expected to maintain high standards and integrity by providing 
examples of good practice and educating learners to ensure that the risk of plagiarism is 
minimised.  

Reasonable steps should be undertaken to ensure the integrity of the assessment process 
through effective monitoring. This includes: 

• Google searching; 

• checking cited references; 

• comparing with work of other learners; and 

• assessment validation.  
  

Should a learner or staff member suspect a case of plagiarism, he or she must report, in 
writing, to the relevant BFCSA Unit Manager with supporting evidence. 

10.5 Investigating and managing cases of plagiarism  

In cases of suspected plagiarism, the relevant BFCSA Unit Manager will undertake an 
investigation to determine if this has occurred. Aspects of this investigation will include:  

• the review of assessment evidence;  

• contact with the learner outlining reasons and grounds for investigation; and 

• learners being provided with the opportunity to explain and clarify in writing. 
 

If the evidence confirms that a learner has plagiarised (including if there has been collusion 
between learners), the Unit Manager will document the review findings and make appropriate 
recommendations as outlined in Section 10.6.  
 
Details of the investigation review, findings and recommendation are to be included within the 
Plagiarism Investigation Report (Annexure A) and provided to the Director, CSNSW Academy 
& Operational Training, who will confirm and approve the appropriate course of action.  

10.6 Action taken if plagiarism is found to have occurred 

If plagiarism has occurred, action confirmed and approved by the Director, CSNSW Academy 
& Operational Training, will include the following: 

10.6.1 Remedial action 

If the breach is minor and/or unintentional (e.g. some instances where referencing has been 
omitted), the work may be returned for re-submission once amended. 
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10.6.2 Assessment deemed Not Yet Competent 

Any evidence or work that is deemed to significantly breach this policy will be excluded from 
the assessment process and the relevant assessor will be advised to not consider it when 
reaching his or her assessment decision.   
 
If the remaining evidence associated with the assessment process is not sufficient to 
determine competency, the assessment outcome will be deemed to be ‘Not Yet Competent’ 
(NYC).  
 
The learner will have a further opportunity to be re-assessed in accordance with the BFCSA 
Assessment Policy and Procedure. 

10.6.3 Referral to Professional Standards Branch 

Reoccurring instances of plagiarism may be considered misconduct and referred to the 
Professional Standards Branch for further action. 

10.7 Advice to Learner 

The learner will be formally advised of the outcome in writing by the Director, CSNSW 
Academy & Operational Training (or delegate) within two weeks of initial contact. The 
Plagiarism Review Outcome template (Annexure B) is to be used in this instance.  

10.8 Quality Assurance 

All templates referred to in this policy and procedure can be accessed via EDRMS Container 
No. 09/5229. 

Details of all cases of suspected plagiarism are to be updated on the Plagiarism Register, 
EDRMS No. D21/0455144. Related documentation is to be saved in EDRMS Container No. 
11/118258. 

The Curriculum and Systems Advice Unit will monitor and review process and outcomes for 
continuous improvement and provide an update report at the BFCSA Managers’ Meetings on 
a quarterly basis. 

11 Document information 

Title: BFCSA Plagiarism Policy and Procedure 

Maintained By Manager, Curriculum and Systems Advice 

Date of Effect: 19/08/2021 

Next Review Date: 19/08/2024 

File Reference: D09/0738987 

12 Document history 

Version Date Reason for Amendment 

V2.4 19/08/2021 Review and update. Inclusion of Plagiarism Register and 
Report templates. 
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Annexure A 

Plagiarism Investigation Report 

Learner Name:  

Work Location:  

Assessment Details:  

Assessment Date:  

Reviewing Manger:  

Background supporting investigation 

 

 

Evidence reviewed 

 

 

Contact/Consultation conducted 

 

 

Findings 

 

 

Recommendation Based on Findings (as per Plagiarism Policy and Procedure 
– Section 10.7) 

1. Remedial action 

2. Assessment deemed Not Yet Competent 

3. Referral to Professional Standards Branch 

Recommended: 

 

 

Manager 

Training Unit 

Approved: 

 

 

Director, CSNSW Academy & 
Operational Training 
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