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1. Governing Standards & Legislation 
Standards for RTO’s 2015: Standard 1, Clauses 1.8  (a,b) 

 Copyright Act 1968 
 Copyright Amendment Act 2006 
 Copyright Amendment (Moral rights) Act 2000 
 Australian Information Literacy Standards 2001 and The Privacy Act 1988 
 CRICOS Standard No:  3, 3.1, 3.3(3.3.1-3.3.9) 

2. Introduction  
 
Danford College is committed to ensuring that all of its activities associated with the delivery of 
programs to international students, comply with the Statutory and Regulatory requirements, to 
maintain RTO status and comply with Australian Information Literacy Standards 2001 and Copyright 
Amendment (Moral rights) Act 2000.  

The College is committed to consultation and cooperation between management, staff, students, 
regulatory authorities and the community. 

Danford College recognises that fostering academic honesty is a key element of ethical education, 
and is opposed to, and will not tolerate, plagiarism.  

Danford College also recognises its responsibility in ensuring that students are educated in, and 
understand their responsibilities in relation to, academic honesty and plagiarism.  

It is unethical and dishonest for students to present or submit work for assessment that unfairly 
represents the work of others as their own. 

The policy is supported by information provided in pre-enrolment, orientation, induction, training and 
assessment documentation, student and staff handbooks and the College’s website, to guide the 
actions of students and staff. 

Natural Justice Principles 
The principles of natural justice shall apply to plagiarism and other forms of academic misconduct 
hearings and management where:  

 all parties to an investigation and hearing of plagiarism shall have the right to be heard 

 all relevant submissions and evidence shall be considered 

 matters that are not relevant shall not be considered; and  

 the decision maker shall not be biased or appear to be biased 

3. Purpose 
Danford College seeks to: 
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Support students and staff in identifying and acknowledging the difference between: 

 Knowledge that is learned, acquired or found; 

 Knowledge or information that is a creation or application of someone else (original source 
material).  

 Ensure that the College meets its obligations as an RTO. 

Support students, training staff and other stakeholders to ensure assessments of students are not 
corrupted by plagiarism.  

Enhance fair and ethical practice for those engaging in student assessment or discipline activities;  

Alert students and staff to their responsibilities in relation to plagiarism. 

Ensure that all assessments are conducted in accordance with principles of assessment 

 

4. Objectives 
The objectives of the Plagiarism Policy and procedure are to: 

 identify and define ethical issues in research and reporting; including copyright, referencing, 
bibliographies, citations etc;  

 assist students to achieve information literacy competence 

 provide readily accessible references and mechanisms for trainers and students to prevent 
and manage plagiarism. 

 provide appropriate training and induction for trainers and assessors who are responsible for 
implementing the Plagiarism Policy, including guidelines for writing and conducting 
assessment events, assessment of student group research projects, to maintain the integrity 
of the College’s student data and academic records. 

 enhance the implementation of the College’s Assessment and Student Code of Conduct 
Policies. 

 maintain the integrity of the College’s student and academic records. 

 

This policy should be read in conjunction with Assessment Submission, Marking, Format, Font, 
Referencing, Appendices Policy 

5. Responsibilities 
The CEO will have overall responsibility for ensuring that Danford College meets its obligations 
relating to assessment and integrity of student records and will assign roles and responsibilities to the 
Compliance Manager, other managers, supervisors and other staff as appropriate. 

Obligations of College Staff 
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The CEO will: 

 ensure, as far as reasonably practical, that the College meets its obligations relating to 
assessment and integrity of student data; 

 delegate roles and responsibilities to managers, supervisors and employees. 

 

The Compliance Manager will: 

 provide leadership and support to Academic staff for the implementation of the Plagiarism 
Policy; 

 co-ordinate training and distribute relevant information to staff; 

 review the Plagiarism Policy/Procedure regularly. 

 ensure each student is provided with an orientation session, the International Student 
Handbook and information of the College’s Policies and Procedures, including the Plagiarism 
Policy. 

 consult with Trainers and assessors to determine the appropriateness of remedial or 
disciplinary action. 

 

The Designated Officer will: 

 take appropriate action in response to reported plagiarism, in accordance with Danford 
College’ Plagiarism Policy.  

 consider the following factors when assessing the level of plagiarism: 

 

 the student’s academic experience 

 the nature and extent of the plagiarism 

 the student’s intention to plagiarise (where evidence is available); 

 seek the cooperation of all staff and encourage their input in assisting students to avoid 
plagiarism and report incidents as appropriate. 

 

 Danford College’ designated officers are the Training Manager, Assistant Course Coordinator and 
the Academic Team Leader. 

6. Definitions    
Cheating: Cheating involves any behaviour by students in relation to any item of assessment which 
falsely represents the student’s effort or performance on the assessment. The act of cheating, 
whether it is intentional or unintentional, is an act of intellectual dishonesty. Students are expected at 
all times to act honestly when fulfilling their assessment requirements. 

Collusion:  Unauthorised collaboration on assessable work with another person or persons.  For 
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example, if two or more students agree to plagiarise in some way, this is considered to be colluding. It 
can also occur if two or more students work together on an assignment that they have been instructed 
to complete individually. 

Plagiarism:   Plagiarism is a form of cheating. It is taking and using someone else's thoughts, writings 
or inventions and representing them as your own; for example, using an author's words without 
putting them in quotation marks and referencing the source, using an author's ideas without proper 
acknowledgment and reference, copying another student's work. Whether Plagiarism is Intentional 
(associated with an intent to deceive), or Unintentional (associated with a lack of understanding of 
plagiarism or a lack of skill in referencing and/or acknowledging others’ work) it still constitutes a 
breach of this Policy. 

7. Plagiarism Software: Turnitin 
Danford College utilises Turnitin software through which students are required to submit written work. 
Turnitin is an educational tool which students can use to check their assignments for similarities in 
millions of websites, articles, books and other student assignments which have also been submitted 
to the software. Danford College students have the opportunity to use Turnitin to check their own work 
for plagiarism and to make appropriate amendments before submitting the work for assessment.  

 

Danford College staff may use the Turnitin software to obtain an originality report, which will reveal the 
percentage of material plagiarised or inappropriately cited in the assignment. Staff members may also 
use other means to check for plagiarism. For example, if the staff member feels that they have 
previously read or seen material submitted for assessment in an assignment, they may have sufficient 
knowledge to go straight to the source from which the student seems to have plagiarised. Staff will 
use their professional judgement when determining the amount or extent of actual plagiarised material 
in an assessment item and be prepared to support this finding with appropriate evidence where action 
against a student is contemplated. 

 

How Turnitin Works 

Though we're known for scanning submissions for plagiarism, Turnitin actually does not check for 
plagiarism in their work. What they actually do is check your submissions against their database, and 
if there are instances where your writing is similar to, or matches against, one of our sources, Turnitin 
will flag this for your Trainer/Assessor to review.  

 

Turnitin database includes billions of web pages: both current and archived content from the internet, 
a repository of works other students have submitted to Turnitin in the past, and a collection of 
documents, which comprises thousands of periodicals, journals, and publications. 
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It is perfectly natural for an assignment to match against some of our database. If you've 
used quotes and referenced correctly, there will be instances where we will find a match 
and that is totally OK! The similarity score simply highlights any matching areas in your 
paper so your Trainer/Assessor can use this as an investigative tool to determine if the 
match is or is not acceptable. 
 
Similarity Reports provide a summary of matching or highly similar text found in a 
submitted paper. When a Similarity Report is available for viewing, a similarity score 
percentage will be made available. Similarity Reports that have not yet finished 
generating are represented by a greyed-out icon in the Similarity column. Reports that 
are not available may not have generated yet, or assignment settings may be delaying 
the generation of the report. 
 

 
 

What percentage is acceptable when submitting your assessment to your trainer/assessor via 
Canvas? 

Depending on the course that is being taught, the following criteria might apply: 

20% is the maximum acceptable percentage. However, the less you have similarity the more you get 
accuracy of your work 

A similarity score of up to a maximum of 40% (where a template is provided or necessary) may be 
acceptable subject to professional judgement of the assessor 

Overwritten or resubmitted papers may not generate a new Similarity Report for a full 24 hours. This 
delay is automatic and allows resubmissions to correctly generate without matching to the previous 
draft. 
The colour of the report icon indicates the similarity score of the paper, based on the amount of 
matching or similar text that was uncovered. The percentage range is 0% to 100%. The possible 
similarity ranges are: 

 Blue: No matching text 

 Green: One word to 24% matching text 

 Yellow:25-49% matching text 
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 Orange: 50-74% matching text 

 Red: 75-100% matching text 

 
Colours in Turnitin Report 
Each colour in the Turnitin report represents how much of your paper matches something already in 
the Turnitin database or online archives. 

 If the coloured square for your Turnitin Originality Report is Red, this means that 75% – 100% 
of the text in your paper matches something already in the Turnitin database or the online 
archives. The red colour stands for a warning that your paper is highly plagiarised and is 
not acceptable for submission. If you see the red colour in your Turnitin report, you have 
no option other than to rewrite the paper using your own works and cite accordingly.  

 
 If the coloured square for your Turnitin Originality Report is  Orange, 50% – 74% of the text 

in your paper matches something already in the Turnitin database. The orange colour 
stands for moderately high plagiarism and just like the red colour, it means you have to do 
lots of rewriting to change the paper contents and cite accordingly.  

 

 If the coloured square of your Turnitin Originality Report is  Yellow, then it means that 25% 
– 49% of your paper or assignment matches something already in the Turnitin database or 
the online archives. The 25%+ plagiarism is still slightly high and this means you need to 
do some work to reduce it to less than 5% to be on the safe side.  

 

 A Green coloured square means that 0% – 24% of your paper or assignment matches 
something already in the Turnitin database. In most cases, the green colour means that 
only a small percentage of your paper shows some plagiarism. Therefore, you only need 
to make some slight changes in your paper to make it clean from plagiarism. 

 

 And a Blue coloured square means that less than 20 words in your paper or assignment 
matches something already in the Turnitin database. In most cases, blue colour means 
that your paper is safe and that you can submit it without any fear of being penalised for 
plagiarism. 

 

To avoid a charge of plagiarism all sources must be acknowledged in a clear and precise manner in 
accordance with accepted practice. Students will be taught how to reference their sources correctly by 
their trainer/assessor. 

Penalties: will be issued in accordance with the Training Manager or designated officers’ 
recommendations and may include one or a combination of the following actions: 

 Letter of Warning to student 

 Student to submit new assignment 

 Student’s enrolment cancelled  
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Complaints & Appeals 
Students have the right to appeal any penalty which is imposed by the College for breaches of the 
Plagiarism Policy, in accordance with the College’s Complaints & Appeals Policy. 

8.  Record Keeping 
Full and proper written records of the following must be kept in the plagiarism and cheating register 
and on the student’s file:  

 the initial report of the alleged cheating or plagiarism 
 the steps taken in the investigation 
 copies of any correspondence sent to/or from the student; d. records of any meetings with the 

student, including counselling session or arrangement 
 outcome of any appeal by the student; and  

if the student’s enrolment is cancelled, written confirmation of the cancellation; A copy of the 
aforementioned letter must also be provided to the student. 
 

9.  Related Documents 
 

 Student Code of Conduct 
 Assessment Submission, Marking, Format, Font, Referencing, Appendices Policy 
 Complaints and Appeals 
 Assessment 
 Student Support Services 
 Staff Code of Conduct 
 Deferring, Suspending or Cancelling a Student’s Enrolment 
 Privacy 
 Records Management, Maintenance and Security 
 Student Brochure 
 Student Handbook 
 Staff Handbook Trainers' Induction Handbook 
 SRTO 2015 
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10. Appendix 1: Plagiarism Flowchart   
 
FLOWCHART FOR DEALING WITH PLAGIARISM AND CHEATING INVOLVING ONE STUDENT 
  

END OF 
MATTER 

Discipline Hearing 
 

Y
E
S 

N
O 

Potential cheating or plagiarism identified by Academic staff 

Is staff member the Trainer/Assessor for the unit or Training 
Manager (TM)? 

Staff member provides TM with original assignment(s) 
and a statement as to why he/she believes it was 

plagiarised 
TM speaks to student to ascertain how plagiarism occurred and whether 

there are grounds for believing it was intentional 

TM must decide whether there was intention to obtain unfair advantage.  He/she asks: 
 Were the students in this group informed on how to acknowledge the work of others? 
 Has the student signed an Assessment Cover Sheet? 
 Has the student already received feedback on similar assignments? 

 

TM may: 
 Consult with Compliance Manager 
 Consult with the College's Plagiarism and Cheating Register 

 

TM makes a judgment on severity and intention 

INTENTIONA
L 

UNINTENTIONAL but substantial 
 TM gives feedback to student and 

asks the student to modify their 
work  

 TM refers student to Counsellor  TM gives student warning letter and arranges counselling 
appointment 

 TM forwards a copy of the warning letter to Compliance Manager 
 Counsellor and student discuss appropriate learning support 

 

Is student already on the College's Plagiarism and Cheating 
Register? 

TM refers student to Compliance Manager and 
provides Compliance Manager with original 
assessment documentation. 

  TM disallows work 
 CC issues Disallow Student Work letter to student and forwards a 

copy of this letter to the Compliance Manager 
 

 

Does student appeal? 

TM is informed of outcome.  If charge of cheating is not 
upheld, student work must be assessed. 

 

UNINTENTIONAL and 
Minor 

Y
E
S 

Y
E

N
O 
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11. Appendix 2: Sample Warning Letter   
PLAGIARISM/CHEATING: STANDARD WARNING LETTER TO STUDENTS 

Date:  ........................................... 

 

Student Name: ............................................................................................................... 

 

Address: ............................................................................................................... 

 

Course Title/Number: .............................................................................................................. 

 

 

Dear (student name) ................................................... 

 

Subject:  Letter of Warning - Plagiarism and/or Cheating 
 

As a result of a reported incident, this letter records that on (insert date), your Trainer, (insert name of 
Trainer), discussed with you about your assignment/project and the Danford College Plagiarism Policy 
and Procedure, which includes cheating, and reiterated the College's system of referencing and the 
seriousness of plagiarism and/or cheating.   

 

Information regarding plagiarism and/or cheating has been provided to you in Danford College Student 
Handbook, the Plagiarism Policy and in class by your Trainer from time to time.  

 

We would urge you to make an appointment with the Student Counsellor as soon as possible to discuss 
this matter and any assistance that you feel the College could provide to prevent any recurrence of this 
problem in the future.  

 

A copy of this letter will be retained on a Register while you are enrolled in any course at the College 
and may be accessed by the Compliance Manager (or nominee) during this time. 

 

Should you be charged in the future with plagiarism and/or cheating, you may have to go through a 
discipline hearing with the Compliance Manager, wherein a copy of this letter would be produced as 
evidence. 

 

Please be assured that we, at Danford College, are committed to you completing your chosen course 
and will provide any necessary support to ensure you achieve a successful outcome. 



 
 

ISO SOP-04-Plagiarism Policy            NovaCore\Danford VET\Policy\      Revision: 1.2        Revision 
Date: 02 Feb 2021   Next Review: 04 Feb 2022         Approved by: Vikas Wadhwa 

 

 

Yours sincerely 

 

 

 

Compliance Manager 

12. Appendix 3: Copyright Notice    
COPYRIGHT NOTICE 

 
COMMONWEALTH OF AUSTRALIA 

Copyright Regulations 1969 
 

WARNING 
 

 

Copyright owners are entitled to take legal action against persons who infringe their copyright.  A 
reproduction of material that is protected by copyright may be a copyright infringement.  Certain dealings 
with copyright will not constitute an infringement, including: 

 
 A reproduction that is a fair dealing under the Copyright Act 1968 (the Act), including a fair dealing 

for the purposes of research or study; or 
 A reproduction that is authorised by the copyright owner. 
 
It is a fair dealing to make a reproduction for the purposes of research or study of one or more articles 
on the same subject in a periodical publication, or, in the case of any other work, of a reasonable portion 
of a work. 
 
In the case of a published work in hardcopy that is not less than 10 pages and is not an artistic work, 
10% of the number of pages, or one chapter, is a reasonable portion. 
 
In the case of a published work in electronic form only, a reasonable portion is not more than, in the 
aggregate, 10% of the number of words in the work. 
 
More extensive reproduction may constitute fair dealing.  To determine whether it does, it is necessary 
to have regard to the criteria set out in subsection 40 (2) of the Act. 
 
A court may impose penalties and award damages in relation to offences and infringements relating 
to copyright material. 
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Higher penalties may apply and higher damages may be awarded, for offences and infringements 

involving the conversation of material into digital or electronic form. 

IT IS A REQUIREMENT FOR ALL STAFF AND STUDENTS TO ADHERE TO THE 
GUIDELINES OUTLINED IN THIS COPYRIGHT NOTICE 
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13. Appendix 4: Plagiarism & Cheating Register    
Student ID Student Name Date of 

Incident 
Nature of Incident 
(Description)/ 

Name of Training 
Staff Member 

Action (e.g. Referral to 
Student Counsellor, Letter of 
Warning Issued) 

Dates of 
Action 
Taken 

Nature of 
Resolution 
(e.g.  

Date of 
Resolution 
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CC:  Course Coordinator                                      CCJ:   Course Coordinator Judgment MR:    Marks Reduced 

SC:     Student Counsellor  

TM:    Training Manager                                 

LW:     Letter of Warning SA:     Student Appeal 

TA:     Trainer/Assessor RSC:   Referral to Student Counsellor AU:    Appeal Upheld 

 MDS:   Meeting with Compliance Manager AD:    Appeal Denied 

 MTM:   Meeting with Training Manager  

 MT:      Meeting with Trainer  
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