
 
 
 

 
 
 

 
 

 
 
 
 
 
 

ADAPAZARI PRIVATE ENKA MIDDLE SCHOOL/HIGH 
SCHOOL  

 
2016 – 2017 ACADEMIC YEAR 

 
ACADEMIC HONESTY POLICY 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	
	

2	

Adapazarı ENKA Schools promotes academic honesty in all levels by teaching IB 
learner profile skills, values and understanding. Through methods of investigation and 
acquisition of knowledge, students understand digital citizenship responsibilities. As 
Adapazarı Enka Schools, we aim that students use experiences they gained about academic 
honesty in every part of their lives; develop honesty, equity, fairness, and respect to 
individuals and communities and demonstrate the “principled” attribute of learner profile. To 
ensure academic honesty; school administration, counseling department, departments, 
discipline committee, honor committee, librarians work collaboratively to do what is required. 
Also these units are responsible for informing students about behaviors that violate academic 
honesty.   

The objective of this academic honesty is to make sure that students pay attention to 
rules of citation when they work on their individual stuff.  

This policy is for Adapazarı ENKA middle school and high school community  
 
 
Objectives: 
 

● To explain what academic honesty means and help school community develop a 
common understanding about academic honesty.  

● To teach the rules of quotation-citation and becoming the author of original work, to 
ensure that these rules are followed appropriately and consistently in school. 

● To teach what plagiarism, cheating and collusion means, ensure that school 
community practices academic honesty.  

● To give examples about behaviors that breach regulations of academic honesty, 
plagiarism and copying works of others. 

● To guide students about legitimate collaboration and unacceptable collaboration.  
● To inform school administration, teachers and students about their academic honesty 

responsibilities.  
● Outline the consequences-penalties of academic dishonesty. 

 
This policy includes following parts for every department of school:  
 

1. Definition of misconduct (collaboration which violates academic honesty). 
2. Behaviors that violate academic honesty, plagiarism, copying another’s work, 

examples of acknowledging original authorship 
3. Guidance about the difference between acceptable collaboration and unacceptable 

collaboration 
4. Outlines of what action will be taken in cases when academic honesty is violated.  

 
 
Students are expected to cite every resource (such as books, magazines, film, internet etc) 
they used in their work according to citation rules which are described in this policy.  
 
Information presented without documenting sources and not following citation guidelines is 
accepted to breach the regulations of academic code.  
 



	
	

3	

Malpractice:  
 
It is defined as behaviour that results in gaining an unfair advantage in their work done in 
school or outside of school.  
 

 
Malpractice includes the following:  
 

• Misrepresent someone else’s work as their own work 
• Cheat in exam or in-class activities 
• Take unauthorized material to the examination room 
• Disruptive behavior during examination 
• Exchange information during the exam 
• Steal examination papers, study them, make changes on examination papers and 

damage them  
 
 Unauthorized collaboration 
 
It means to help to behave in a way which violates academic honesty. Unauthorized 
collaboration includes wrong behaviours such as letting someone copy your own work or 
letting someone to present your work as if it is their own.  
 
 

● Plagiarism:  
 

When the writer uses someone else’s words or ideas without acknowledging its source 
according to academic honesty guidelines, then it is plagiarism. There are two dimensions of 
plagiarism:  

 
1- Taking someone else’s words or ideas, copying them without acknowledging its 

source 
2- Pass off the ideas or words of another as one’s own and try to deceive others 
 

 
 
Falsification:  

 
It means to make unauthorized changes on academic grades, documents and forge 

someone else’s signature (that of parents or teachers). Falsification of data on academic 
research, falsify laboratory results or make changes on them. 
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Acceptable Collaboration:  
 

• Academic honesty rules differ in branches of art. Acceptable collaboration is 
acceptable and appreciated student behaviors as longs as sources (imitation, 
inspiration and modeling etc.) are acknowledged. The limitations and methods of 
these behaviors are clearly explained to students by their teachers. 

• Utilizing someone else’s work or assignment: Sources should be acknowledged in 
consistent with MLA referencing guidelines. Sources are not allowed to be used in 
more than 30% of the work or assignment.  
 
 

Penalties: 
For all students who violate the academic honesty: 
 
-	Assignment is not accepted. 
-The first thing teacher does is to have a conversation with the student. Teacher asks the 
student to explain the situation verbally and to fill out “Academic Honesty Evaluation Form”. 
-Teacher asks the student to redo the assignment and turn it in the next day. In this stage, 
teacher doesn’t grade the assignment.  
-When student submitted the assignment which is completed in accordance with academic 
honesty guidelines, it is graded.   
-If assignment is not completed in accordance with academic honesty guidelines, it is not 
accepted.  
-In cases when assignment is not accepted or when student doesn’t turn in the assignment:  
* In the first school day after due date when student is in school, teacher asks the student to 
complete the assignment during breaks, lunch breaks and after school if it is possible. 
Teachers grade this assignment. 
*Parents are informed about it 
 
The school can use “Turnitin” program, which checks originality and prevent plagiarism, as a 
deterrent where appropriate. In addition to this, teachers use citation guidelines when 
assessing/evaluating students’ work/assignments.  
 
 
When is the case referred to Discipline Committee?  
 

● When students are caught cheating in exam 
● When it is detected after the exam that students cheated 
● When students steal exam papers 
● When students steal exam papers and make changes on them 
● When students steal exam papers and damage them 
● When students violate academic honesty rules and score zero 3 times successively  

 
 (National Ministry of Education Regulation on Secondary Education Institutions and 
Regulation on Student Behaviors Evaluation) 
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Investigating improper practices:  
 
If it is suspected that student’s work is not original, teachers don’t assess it. In such 

cases, students are asked to revise it, make explanations and redo the assignment. 
If teacher suspects that student work is not original or student cheated in the exam, 

the following procedure is applied:  
 
 

● Review committee (is composed of a teacher-teacher who suspects is not a member 
of the committee-, department head, MYP coordinator, librarian and vice principal) 
discusses the situation. Assignment which is suspected is submitted to the committee 
including the evidence(s)/reports. 

● Students are invited to defend themselves; it is recorded and must be signed both by 
student and members of the committee. 

● To make the final decision about academic improper practice, the committee is given 
2 workings days.  

● The committee makes the final decision and informs the school administration to be 
approved in writing. 

 
	
Accusation and punishment: 
 
If the committee decides that an offence is found to have been committed while doing the 
assignment or cheated during examinations or it is later understood that student cheated in 
the exam, the following procedure is applied:  
 

● Students who cheated in the exam will be reported to school administration in writing. 
School principal will evaluate the situation and refer the case to Discipline Committee. 
In schools where there is no discipline committee, students are punished within the 
frame of “MEB Student Behaviors Evaluation Regulations”. In case where it is 
needed, discipline committee shall refer the case to honor committee.  

● Aforementioned student is not allowed to be a part of student committees throughout 
the year 

● During high school years, if student acts improperly more than 3 times, it will be taken 
into account by any teacher in school before writing a reference letter for this student. 
Also, if appropriate, school administration informs the university that the student 
wants to study in the future/the university that the student is accepted about the case. 
 

 
Responsibilities of school principal/coordinator:  
They ensure that 
 

● All students understand what academic honesty means  
● All students are guided about academic writing, research and referencing guidelines.  
● All students know the consequences of improper practices  
● All students know what unauthorized collaboration means 
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● All students know what plagiarism means 
● All students know what falsification means 

 
 

Responsibilities of teachers 
 

● They know what academic honesty means and they also know what behaviors and 
attitudes violate academic honesty 

● They know rules about citation, share their materials with students and colleagues 
following these rules 

● They share citation rules with students 
● They make sure that students cite while doing their projects or reports 
● They impose necessary sanctions when academic honesty rules are violated  
● They share breaches of academic honesty with school administration and parents 
● They help students understand and change their behavior for good in cases when 

they violate academic honesty rules 
● If they suspect that student work is not original, they warn the student about possible 

consequences of this behavior 
● Librarian also fulfills responsibilities as a teacher. S/he organizes workshops for the 

school community about academic honesty, referencing guidelines etc and helps 
them implement academic honesty. 

 
 
Responsibilities of students:  
 

● Adapazarı Private ENKA Schools community knows academic honesty rules and 
respect these rules 

● They follow honesty and rightness rules in all academic work  
● Use resources as many as possible while doing research 
● Know citation rules and use them (such as referencing, footnote, quotation and etc) 
● Know what academic honesty means and they also know what behaviors and 

attitudes violate academic honesty 
● They are aware of the sanctions that will be imposed in case of violating academic 

honesty 
● They don’t tolerate behaviors and attitudes which violate academic honesty and don’t 

help others who want to violate them 
● Respect the works of others 
● Respect the learning of others 
● They never try to steal and/or change academic records or other documents (such as 

examination papers,  office materials email etc) 
● They report academic data and results correctly and completely (such as statistics, 

laboratory results) 
 

As well as the stakeholders whose responsibilities are detailed above, parents who are a 
part of school community cooperate with school and students to implement academic 
honesty policy. 
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Implementing academic honesty policy: 
 

● In the beginning of every academic year, students and parents sign academic 
honesty agreement. 

● Students and school community are informed about what academic honesty means, 
its meaning and importance, announcements are made in the beginning of the 
academic year 

● Students are regularly guided about academic writing and academic research. 
● All teachers put special emphasis on academic honesty and encourage it. In their 

lessons, teachers guide students about research methods, how to cite resources 
correctly, referencing and interpreting. They focus on academic honesty principles.  

● Teachers become role-model for students when they cite resources correctly on 
visuals and quotations of documents such as worksheets, weekend assignments, 
tests or photocopied documents.  

● Teachers are very picky about daily homework, project assignments and project. A 
good homework requires students’ more than just collecting information. A good 
homework allows students to develop their own ideas and make their own comments.  

● When students produce written works such as essays, compositions, articles, term 
assignments, teachers closely monitor what is written and have an opinion about it. If 
work is written by someone else or if it is copy paste from internet, it is detected by 
the teacher. 

● One day in the second semester of each academic year is celebrated as “Academic 
Honesty Day” in our school. During the year, we distribute booklets to students about 
academic honesty, give examples of malpractices and importance of honesty is 
discussed. In all classes, academic honesty is addressed. Additionally, applied 
courses carry out drawing or music activities about academic honesty 

● It is appropriate to use computer software to detect improper practise 
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