

PROCEDURES FOR TEACHING ABOUT PLAGIARISM 
1. Attach the Phoenix College English Department policy sheet on plagiarism to your syllabus.

2. State your penalties for plagiarism clearly in your syllabus.
3. Discuss and explain the plagiarism policy when you discuss your course policies at the beginning of the semester. 

4. Include several lessons about plagiarism throughout the semester. These should move from general information in beginning courses (e.g. ENG061; ESL067; ESL Levels III and IV) to more specific lessons that include student practice and feedback in higher level courses (e.g. ENG071, 101, and 102; ESL077, 107, and 108). See handout, CD-Roms containing ENG101 and ENG102 materials, or the English Department Internet resource site (TBA) for assignments and exercises.
5. Realize that teaching students to summarize, paraphrase, quote, and document sources is a complicated process. Therefore, include several lessons, exercises, and assignments on each concept.
SUGGESTED STRATEGIES TO REDUCE (PREVENT) PLAGIARISM
1. Require an in-class writing assignment at the beginning of the semester for a sample of the student's writing skills. You could make this the diagnostic required during the first week of class. 

2. Require a certain number (minimum three) of graded, in-class writing assignments. They do not all have to be essays.

3. Develop highly specific & original assignments that are not likely to be found on an Internet site or easily obtainable from previous students. Some suggestions: 
a. Specify the number and type of sources. It may be a good idea to require only 
    recent sources.

b. Require that paper topics be approved by the instructor. Avoid popular topics.

c. Specify the length of the paper.

d. Specify the paper’s mode or organization (give some choices).
4. Require topic proposals from students and instructor approval of topics (N. Matte has some assignments for this if you are interested.)

5. Do not permit students to write on such standard topics as abortion, capital punishment, gun control, etc.

6. Require students to turn in copies of sources used and then check their use of sources.

7. Require students to turn in notes used.
8. Require a student to turn in a rough draft(s) during the process.

9. Require all preparation material (notes, edited rough drafts, copies of sources) to be turned in with the final research paper copy. 

10. Include a number of preparation assignments (i.e. selecting a topic, topic proposal, working bibliography, note taking, rough draft, peer editing, and documentation exercises) as part of the course grade. 
11. Do not accept a research paper unless preparation assignments have been completed.

12. Prepare and distribute in writing a very detailed and specific research paper assignment. This gives students specific information on what to do and makes your grading easier since you can follow your stated requirements.
13. Require two research paper assignments (the second paper worth significantly more than the first) in order to give students a chance to learn and improve.
14. Teach students these rules of thumb: 
a. Enclose in quotes any phrase of three words or more taken from another source and 
    document it.
b. Use no more than two quotations (of reasonable length) on average per page.

c. Use several sources. Do not rely on one source for the majority of information.

d. Avoid having sections of a paper where one source is used almost exclusively?
PROCEDURES FOR HANDLING INSTANCES

OF POSSIBLE OR ACTUAL PLAGIARISM
BASIC NON-NEGOTIABLE RULES
1. Never accuse a student of plagiarism unless you have documented evidence (i.e. copies of the source correlated with plagiarized portions of the student’s written work).

2. Never accuse a student of plagiarism publicly in the classroom or elsewhere. Instead, meet with them privately to discuss the issue. It is a good practice to return a plagiarized paper with the source of plagiarism. If so, mark the plagiarized sections in both documents. 

3. Always make TWO copies of plagiarized papers and the documentation.  Keep one

set for your files and give one copy to the Department Chair.
      4.  Make certain that you have clearly written your penalties for plagiarism in your syllabus 

                  and it has been distributed and discussed in the classroom. Whatever policy concerning 
                  plagiarism you choose to use, make sure of the following:
a. That your plagiarism policy is designed to educate the student about plagiarism and how to avoid it, not merely punish. Discuss and teach about plagiarism in the class (it is recommended you do this several times).
b. That your policy conforms to the college and district policy.

c. That your policy is clearly stated in writing in your syllabus.

d. That you put nothing in as a policy that you cannot or will not enforce equally.

e. That you do not have a policy that is difficult to enforce or requires lots of work on your part to keep track of. 

      5.  As appropriate for your class level, include lessons about plagiarism in the course curriculum.

PROCEDURES FOR DEALING WITH CASES OF PLAGIARISM

1. If you suspect partial or total plagiarism, you must determine first what evidence you have.
      a. Highlight the sections of the student’s paper that have been plagiarized. 

b. Clearly, note in the margin the paragraph number, page number, and title 

c. of the original source.

d. On the original source, highlight the section plagiarized and note the 

e. paragraph and page number where it appears in the student’s paper.

f. Indicate what type of plagiarism this example is. 

g. Make at least two copies of all materials—the student’s paper and the source documents.
2. Read the following information on determining a penalty. 

3. Consult with the department chair.

DETERMINING A PENALTY FOR PLAGIARISM
1. If you have clear, documented evidence of plagiarism (this means that you have sources, which match all or part of the submitted paper), then proceed as follows:

    a. What penalty does your plagiarism policy indicate appropriate for this instance of plagiarism?

    b. What is the level of class, and what is a reasonable expectation of student understanding and 
         skills concerning plagiarism? The assumption is that students in lower level classes should be given

         more opportunities to learn the concepts and acquire the skills. 

General Level:            Knows the terms and concepts (ENG061, ESL Levels III and IV and 
                                                   ESL 067).


Basic Skill Level:        Knows the terms and concepts and is able to apply basic quotation and 
                                                   simple paraphrasing and summarizing techniques with acknowledgement 
                                                   (ENG071, ESL077).


Median Skill Level:    Knows the terms and concepts and is able to use quotations and correct

                                                   paraphrases and summaries techniques with acknowledgement (ENG101, 

                                                   ENG107, ENH 100 level classes).


Advanced Skill Level: Knows the terms and concepts and is able to handle quotations properly and 
                                                   develop accurate paraphrases and summaries, using proper and standard 
                                                   documentation (ENG102, ENG108 ESL077, ENH 200 level classes).

 c. Is this a first offense for this student? Is this a beginning level class or a higher level? Students in
     beginning levels may not have had enough instruction in the subject and this then needs to be treated 
     as an opportunity to educate the student. If this is a higher-level class, then students are expected to 
     have more understanding. If this is the highest level class, then expectations are that students 
     understand what plagiarism is and how to avoid it.

SUGGESTIONS FOR STUDENTS IN LOWER LEVELS:
a. Have the student re-write the paper either for a grade no higher than X (instructor specifies the

    maximum grade). 
b. Have the student re-write the plagiarized assignment, provide feedback, but don’t include the grade 
    in the student’s course grades until the end of the semester as long as the student has had no additional
    instances of plagiarism. 
c. Have the student paraphrase a plagiarized section of the paper to learn the skill of paraphrasing. 

d. Fail this assignment. 
SUGGESTIONS FOR STUDENTS IN HIGHER LEVELS:
a. Use one of the suggestions for lower levels.

b. Fail the assignment with no chance for make-up, especially if it’s later in the semester and adequate instruction 

    concerning plagiarism has been presented in class.
SUGGESTIONS FOR STUDENTS IN HIGHEST LEVELS:
a. Use one of the suggestions for lower levels, especially if it is early in the semester and if you believe that the

    student truly doesn’t understand the issue and will make a genuine effort to learn.

b. Permit a re-write for a lower grade or a grade not entered until the end of the semester, especially if the plagiarism
    is more of the minor type (poor paraphrasing with documentation) or is a limited amount.
c. If it is later in the semester and significant instruction concerning plagiarism and how to avoid it (i.e. what it is, 

    how to write good paraphrases, how to incorporate quotes and data into text; how to summarize; how to document 

    sources properly) has been given, and then consider the following:


1. Fail the paper


2. Fail the student for the course
 d. If this is a second offense, then base the penalty on the type and extent of the plagiarism, the type 
     of assignment that was plagiarized, and on individual instructors’ written policies on plagiarism.
e. If this is a third offense or a major assignment (e.g. a research paper or major course assignment), 

    then the assignment should receive an F and serious consideration be given to failure in the course.

f. Send information and documentation about any student who is failed in a course for plagiarizing 
    to the Department Chair.

g. If this is a serious and blatant case of plagiarism, consider notifying the Dean of Students in a letter
    alternatively, email.  Discuss this with department leaders beforehand.
 SETTING UP A RESEARCH PAPER ASSIGNMENT TO MINIMIZE PLAGIARISM

1. Do not allow students to choose any topic for research. Instead, limit the choice of 
     topics. Possible ideas: 

a. A topic based on service learning or an issue from the student’s career or major


b. Develop a list or use one general very current issue topic and have students take 
                various sub-topics


c. Have students interview someone and then the instructor suggests topics based
                on the content of the interview essay

2. Require students to do a written topic proposal, including a working thesis statement, a list of some questions they plan to research, and information on how many books, journals, internet sites, and other sources they have located in a quick, overview search for research sources. Topic is then approved by the instructor, and topics cannot be changed without a new proposal. Papers submitted on unapproved topics are not accepted.
3. Require specific sources in research papers


a. A specified number of research sources, all used as in-text citations.
b. Specify a variety of research source types: e.g. 1 book, 1 journal, 1 Internet, 

    1 database. 

     Note: you are teaching students how to acquire information from many 

               sources, so use this for them to demonstrate their ability to do so.

c. Do not permit the use of only one type of citation, especially Internet.

d. Require the use of reliable and credible research sources, especially Internet.

e. Require the use of recent sources (suggestion: nothing older than 3 years)  

    unless the student has a good reason for using an older source and has the

    instructor’s permission.

4. In 102, require two shorter research papers with the earlier one worth less points than 

    the second. This allows the student to make mistakes on the first one and still learn and 

    pass the course.

5. Require that students tape note cards or photocopies of the portion of a source used to 

    write a specific section of the research paper opposite (on the back of the previous 

    page) the point in the paper where the original source was either quoted or 

    paraphrased. This is a good technique for the first research paper. 
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