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Centre Guide to Plagiarism  

 

Who and what is this guide for:  

This guide is for centres who are delivering Open College Network West 

Midlands qualifications or units either within or outside the UK.  It should be 

read in conjunction with the Malpractice and Maladministration Policy and 

Procedures document.  It is intended to provide centres with advice on how 

to prevent plagiarism. 
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1. Plagiarism 
Centres can attempt to avoid plagiarism from occurring by understanding 

what this is and actively putting in place preventative steps.  

 

This guide will: 

• Define plagiarism. 

• Identify the types of plagiarism. 

• State why plagiarism is a problem. 

• Detail the consequences of plagiarism. 

• Identify the possible causes of plagiarism. 

• Detail how to prevent plagiarism. 

• State how to identify plagiarism. 

 

1.1. Definition of Plagiarism 

Plagiarism is where an individual presents someone else’s work or 

ideas as their own, with or without the original source’s consent, by 

incorporating it into their work without full acknowledgement. 

 

All material, whether published or unpublished and regardless of its 

form, are included.  

 

Materials may be in printed or electronic form and include, but are 

not limited to: 

• Books. 

• Newspapers. 

• Magazines. 

• Journals. 

• Manuscripts. 

• Articles. 

• Websites. 

• CDs. 

• DVDs. 

• Videos. 

 

1.2. Types of Plagiarism 

Plagiarism can take numerous forms and involve any amount of 

material from a sentence through to an entire document.  The 
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following represents the most common types of plagiarism from the 

least to the most serious form of plagiarism: 

• Self. Where all or parts of the same work is submitted for 

different purposes without acknowledgement. 

• Incorrect. Where not all necessary source information is cited. 

• Paraphrasing. Where someone else’s text is rephrased without 

citation. 

• Verbatim. Where text is directly copied without citation. 

• Mosaic. Where a patchwork of various phrases, passages and 

ideas from different sources are used without citation. 

• Global. Where an entire piece written by a third person is 

submitted. This includes subcontracting the work to someone 

else or purchasing an existing piece of work. 

 

1.3. The Issue with Plagiarism 

There are numerous reasons why plagiarism is a problem. The 

following represents some of the key reasons why plagiarism is 

wrong. Plagiarism: 

• Is a method of cheating. 

• Is a form of theft. 

• Is dishonest. 

• Allows credit to be taken for someone else’s work and ideas. 

• Is disrespectful. 

• Betrays trust. 

 

1.4. The Consequences of Plagiarism 

Whether accidental or deliberate, all forms of plagiarism almost 

always carry serious consequences. The severity depending upon 

the context and the type of plagiarism. In general terms, academic 

plagiarism can lead to: 

• Less learning taking place. 

• Legal action being taken. 

• Affected reputation. 

• Reduced or fail grade(s). 

• Revoked grade(s)/qualifications if already awarded. 

• Disciplinary action, including suspension or expulsion. 

• Damaging permanent record. 

• Future career risk. 
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1.5. Causes of Plagiarism 

There are numerous reasons why plagiarism happens. The following 

are some of the main causes. An individual may: 

• Not understand what constitutes plagiarism and the different 

forms.  

• Believe plagiarism refers to just printed and not electronic 

forms. 

• Not perceive plagiarism to be wrong. 

• Lack referencing and citation skills. 

• Not understand the difference between someone else’s work 

or ideas and common knowledge. 

• View plagiarism as an easy alternative. 

 

1.6. Preventing Plagiarism 

Plagiarism can be avoided with actions taken at both a centre and 

individual level. 

 

1.6.1.Preventative Centre Actions 

A centre should: 

• Put in place clear communicated policies and procedures 

which relate to plagiarism. 

• Explain plagiarism to learners during induction and the 

consequences of submitting plagiarised work. 

• Equip learners at the beginning of their course with the 

necessary skills to correctly reference and cite sources. 

• Insist on learners including bibliographies and using 

appropriate citation with all produced work from 

inception. 

• Make sure that a signed and dated authenticity 

statement is submitted with all completed work prior to 

assessment. 

 

1.6.2.Preventative Learner Actions 

A learner should: 

• Use a quotation when including an exact phrase, 

sentence or passage from a source. 
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• Summarise or paraphrase when using someone else’s 

work or idea. 

• Always cite the source when summarising, paraphrasing 

or using a quotation. 

 

1.7. Identifying Plagiarism 

Plagiarism can be detected by both technology and the expertise of 

assessors.  

 

Learner work should be checked for: 

• Different writing styles, both within and compared to other 

work the same learner has produced. 

• Language of a different standard to what has previously been 

produced. 

• American terms or spellings. 

• Assessor familiar texts which have not been referenced. 

 

Additionally, a centre can: 

• Use oral questioning with a learner to check their knowledge 

and understanding of the work submitted. 

• Use plagiarism detection software. 

• Thoroughly check the work of learners who perform far better 

in remote coursework than in-class coursework, examinations 

or tests. 


