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Policy Guidelines and Procedures Concerning Plagiarism 
in Written Work for the School of Education
Plagiarism is an increasing problem in academia.  It is a dishonest practice and violates principles of professional ethics at best and at times spiritual morality.  The central message of this policy is that, plagiarism, through ignorance, neglect, or blatant dishonesty will not be tolerated at National Bible College and Seminary.  Plagiarism violates basic ethical and moral principles.  Plagiarism robs the student of the opportunity to make connections and express his/her own ideas.  The knowledge and wisdom that comes from wrestling with ways to analyze and synthesize information in an expressive manner is unavailable to a student who plagiarizes. Plagiarism also robs the true creator of the work of his/her proper credit.


The purpose of this policy is to define plagiarism, suggest ways to avoid plagiarism, and detail possible consequences if a student has been found to have plagiarized.  The students are recommended to review this policy carefully and periodically.

Gibaldi (1998) uses the following definition and explanation of plagiarism:

Scholarly authors generously acknowledge their debts to predecessors by carefully giving credit to each source.  Whenever you draw on another’s work, you must specify what you borrowed whether facts, opinions, or quotations and where you borrowed it from.  Using another person’s ideas or expressions in your writing without acknowledging the source constitutes plagiarism.  Derived from the Latin plagiarius (“kidnapper”), plagiarism refers to a form of intellectual theft…In short, to plagiarize is to give the impression that you wrote or thought something that you in fact borrowed from someone, and to do so is a violation of professional ethics. (p. 151)

Plagiarism  “…stealing or using ideas, writings or images of another as one’s own. It involves failure to acknowledge material copied from others or failure to acknowledge ones indebtedness to another for the gist of important thoughts in formal statements, written or oral” (p. 29).

Examples of plagiarism may include but not limited to:

1. Including published sources without adequate documentation (See APA manual for adequate documentation protocol)

2. Purchase a written paper already submitted from a similar source

3. Have someone else write the paper (i.e., friend, relative, colleague)

4. Summarizing or using the words or ideas of another without indicating that they were another person’s work

Adapted from Cousineau, Hillard, and Lawton (2001).

The Publication Manual of the American Psychological Association (APA), Fifth Edition (2001), contains discussions and examples of plagiarism in its various sections (e.g., pp. 349-350).  The basic concept to avoid plagiarism is that authors “do not claim the words and ideas of another as their own” (p. 349). In other words, to appear to claim the words and ideas of another as one’s own words and ideas is plagiarism.

There are several specific ways to avoid plagiarism:

1. Use quotation protocol when another author’s exact words are used.  A rule of thumb is to use quotation protocol for five or more words taken directly from another source.  The proper ways to quote sources are found in the APA manual (e.g., pp. 117-118).

2. Understand that quotation protocol should be used when taking exact words from any section of another person’s work.  This rule is true even when reporting another author’s findings and conclusions.

3. Following the paraphrase guidelines found in the APA manual will help prevent the appearance of plagiarism (e.g., pp. 120-121).

4. Avoid secondary source citations.  All students are expected to read the original works from which they quote and/or paraphrase.  This principle is the best method of understanding the theory, study, etc. in a better way.  One also avoids misquoting another author, which will lead to a more academically honest work by the graduate student.  For example, if you are reading about Smith and Jones’ work in a textbook and you want to cite their work, then find and read the Smith and Jones article or book.  Furthermore, if Smith and Jones cite work by Brown and Miller, find the Brown and Miller article to quote and/or paraphrase from directly.

If a faculty member believes that plagiarism may have occurred, then one or more of the following steps will be taken:

Step 1.  The faculty member will collect evidence that plagiarism has occurred.  This procedure could include using software available to all faculty to check for plagiarism.  If evidence cannot be found, the faculty member will drop the investigation and/or share the concern with the student as a caution to avoid any appearance of plagiarism in the future.

Step 2.  If the faculty member finds evidence of plagiarism he or she should contact the student within 5 days of the collection of evidence, present the evidence, and hear the student’s explanation.  At that point, the faculty member would choose a course of action from a range of appropriate consequences explained in the respective course syllabus (e.g., points deducted for the assignment, lower grade for the respective course, course failure, or recommendation for academic dismissal). The following factors will inform the faculty member in choosing the appropriate sanction: the extent of plagiarism, the weight of the assignment, the frequency of infractions within the course, the willingness of the student to admit to and address the problem and/or other mitigating circumstances.

Step 3.  The matter will be referred to the appropriate Academic Dean, with notification to the Dean if:

- The student appeals the action of the faculty member

- There are multiple instances of suspected plagiarism within or across courses

- The plagiarism was apparently blatant and/or at the latter stages of the student’s     program.


The Academic Dean will recommend a course of action with the approval of the Executive Vice President.

Step 4.  If the student appeals the decision of the Academic Dean, the Ethics Board will review the plagiarism case and recommend a course of action to the Academic Dean within 5 days.

Step 5.  The Academic Dean may concur with or modify the recommendation of the Ethics Board.  If the student desires to appeal the Academic Dean’s decision he or she would state the reason for appeal in writing within 2 days to the Executive Vice President through the Academic Dean.

Step 6.  The Executive Vice President would render a decision, which is final.


The range of consequences for being found guilty of plagiarism is located in the Student Handbook of the National Bible College and Seminary.
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