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Cedarwood School Academic Integrity Policy 

Incorporating AI Use and Plagiarism Policies 

Effective Date: January 2026 

Review Date: September 2026 

1. Purpose 

This policy serves as a comprehensive framework for maintaining academic excellence, 
integrity, and ethical scholarship at Cedarwood School. It outlines expectations for original 
work, responsible use of technology including Artificial Intelligence (AI), and establishes clear 
guidelines to support pupils in developing critical thinking skills and digital citizenship. The 
policy reflects Cedarwood School's commitment to promoting academic honesty while 
embracing educational innovation. 

2. Scope 

This policy applies to all members of the school community—pupils, staff, and Phases—in all 
educational and administrative activities involving academic work, research, and the use of 
AI tools or other resources. 

3. Core Principles 

Academic integrity is the foundation of our educational mission. It requires honesty, trust, 
fairness, respect, and responsibility in all academic endeavours. Violations of academic 
integrity, including plagiarism and misuse of AI tools, undermine the values Cedarwood 
School upholds and compromise the learning process. All members of our community are 
expected to demonstrate originality, proper attribution, and ethical behaviour in their work. 

4. Definitions 

4.1 Academic Integrity 

The commitment to honesty and ethical conduct in academic work, including proper 
acknowledgement of sources, original thinking, and transparent use of tools and assistance. 

4.2 Plagiarism 

Using someone else's work or ideas and presenting them as one's own. A pupil is guilty of 
plagiarism if they: 

• Copy from another source without proper acknowledgement 
• Allow someone else to write work on their behalf 
• Submit another individual's work as their own 
• Use an idea or concept from a source without crediting it 



 

 

• Submit AI-generated content without proper attribution or acknowledgement 

4.3 Artificial Intelligence (AI) 

Technology systems capable of performing tasks that typically require human intelligence, 
including but not limited to text generation, language translation, content summarization, and 
data analysis (e.g., ChatGPT, Claude, Gemini, and similar tools). 

5. Forms of Academic Misconduct 

Academic misconduct includes, but is not limited to: 

5.1 Direct Plagiarism 

Copying exact text from a source without using quotation marks or citing the source. 

5.2 Patchwork Plagiarism 

Combining words, phrases, or ideas from different sources without properly attributing them. 

5.3 Improper Paraphrasing 

Rewriting someone else's ideas with minimal changes while preserving the original structure 
or meaning without acknowledgement. 

5.4 Over-Reliance on a Single Source 

Summarizing an entire work without incorporating independent analysis or insights. 

5.5 Misrepresentation of Sources 

Altering the context or meaning of source material, such as quoting selectively to distort its 
original intent, or citing false or fabricated references. 

5.6 AI Misuse 

Inappropriate use of AI tools, including: 

• Submitting AI-generated text, ideas, or responses as your own work — even if 
acknowledged — is not permitted. Students may use AI tools to gather ideas or 
summaries, but must rewrite in their own words and credit the use of AI assistance. 

• Generating false or misleading content, including fabricated references or citations 
• Using AI to harass, bully, or harm others 
• Violating data privacy or intellectual property rights through AI use 

6. Acceptable Use of AI 

AI tools may be used responsibly for: 

• Supporting learning activities such as summarising texts, language translation, 
brainstorming ideas, or generating feedback 

• Enhancing teaching practices, including lesson planning, differentiation, and resource 
creation 

• Administrative tasks such as scheduling, drafting communications, or data analysis 
• Accessibility accommodations (e.g., text-to-speech, predictive typing) 

7. Academic Integrity Requirements 

7.1 Attribution and Acknowledgement 

All sources, including AI assistance, must be properly acknowledged: 



 

 

• Traditional sources must be cited using the appropriate referencing system (as 
specified by the teacher) 

• AI assistance must be acknowledged (e.g., "This text was generated in part using 
ChatGPT by OpenAI" or "Claude AI was used to help brainstorm ideas for this 
section") 

7.2 How to Reference Sources 

Pupils must properly reference all sources used in their work. The three main methods are: 

Direct Quotation 

Use when copying exact words from a source. Always use quotation marks and include a 
citation. 

Example: According to Smith (2024), "Academic integrity is the foundation of scholarly work" 
(p. 15). 

Paraphrasing 

Rewrite the idea in your own words, using different sentence structure and vocabulary. A 
citation is still required. 

Example: Smith (2024) argues that honesty in academic work forms the basis of all scholarly 
activity. 

Summarizing 

Condense the main ideas from a longer passage into a brief overview in your own words. 
Include a citation. 

Example: Smith's 2024 study examined various approaches to maintaining academic 
standards in educational institutions. 

Teachers will specify which citation style to use). Pupils must follow the designated style 
consistently throughout their work. 

7.3 Acceptable Usage Limits 

To ensure work demonstrates original thinking and analysis, the following limits apply: 

Direct Quotations 

• Use sparingly—only when the exact wording is essential to your argument 
• No more than 10% of any assignment should consist of direct quotations 
• Individual quotations should generally not exceed 40 words; longer quotations 

require special formatting and justification 

Overall Source Material 

• At least 60% of any assignment must consist of the pupil's original analysis, 
interpretation, and insights 

• No more than 40% should be material from sources (whether quoted, paraphrased, 
or summarized) 

• Work that consists primarily of summarising or paraphrasing sources without original 
analysis is considered over-reliance and violates this policy 

Plagiarism Detection Threshold 

• Similarity reports from plagiarism detection software must show less than 25% 
similarity to other sources 

• High similarity percentages will trigger review, even if sources are cited, as they may 
indicate over-reliance on source material 

 

 



 

 

Common Knowledge Exception 

Facts that are widely known and easily verifiable (e.g., "Water boils at 100°C", "Nelson 
Mandela became president in 1994") do not require citation. However, when in doubt, cite 
the source. 

7.4 Teacher Guidelines 

Teachers may set specific guidelines for their subjects regarding: 

• When and how AI tools may be used 
• The level of detail required for acknowledgement 
• Restrictions on specific types of AI use for particular assessments 

 

7.5 Plagiarism Detection Tools 

The school employs electronic plagiarism detection tools to support academic integrity: 

• Teachers will regularly review pupil work using plagiarism detection software 
• Grade 12 pupils must attach the plagiarism detection report to any take-home task or 

assignment 
• Detection tools help identify potential issues but do not replace teacher judgment in 

assessing academic integrity 

8. AI in Assessments 

• AI use is not permitted in in-class assessments, tests, or examinations unless 
explicitly stated by the teacher 

• For take-home tasks, teachers will clearly communicate whether AI tools are allowed 
and specify what type of use is appropriate.  

• When in doubt, pupils should always ask their teacher before using AI for any 
assessment.  

9. Responsibilities 

9.1 Pupils 

Pupils are expected to: 

• Understand and adhere to this Academic Integrity Policy 
• Produce original work and properly acknowledge all sources and assistance, 

including AI 
• Seek clarification from teachers when uncertain about acceptable use of resources 
• Participate in training on academic integrity, citation practices, and responsible AI 

use 
• Report suspected violations of academic integrity 

9.2 Teachers 

Teachers are expected to: 

• Clearly communicate this policy and subject-specific guidelines to pupils 
• Provide examples of plagiarism and acceptable citation practices 
• Model responsible AI use in their professional practices 
• Conduct regular reviews of pupil work, including the use of plagiarism detection tools 
• Participate in ongoing professional development on academic integrity and AI literacy 
• Report and address suspected violations according to school procedures 

 



 

 

9.3 Parents and Guardians 

Parents and guardians are expected to: 

• Familiarize themselves with this policy via the school website 
• Support their children in understanding and adhering to academic integrity standards 
• Encourage ethical behaviour and honest academic work 
• Cooperate with the school in addressing any violations 

10. Disciplinary Procedures 

Violations of this policy, including plagiarism and AI misuse, are serious matters that will be 
addressed based on severity and recurrence. The following procedures apply: 

10.1 First Offense 

• The pupil will receive a formal warning and counselling on academic integrity 
• The pupil will be given an opportunity to redo the task or assignment 
• Parents will be informed of the incident 
• The incident will be documented in the pupil's academic record 

10.2 Second Offense 

• The incident will be formally documented 
• A meeting will be held with the pupil, their parents, and the Phase Head 
• The pupil may receive a zero grade for the assignment or assessment 
• Additional consequences may be applied as deemed appropriate 

10.3 Further Offenses 

Repeated violations demonstrate a pattern of dishonesty and will result in: 

• Escalation to the school's Disciplinary Committee 
• Consequences determined in accordance with the school's Code of Conduct 
• Potential suspension or other serious disciplinary measures 

10.4 Severe Violations 

Particularly serious cases of academic misconduct, such as large-scale plagiarism in major 
assessments or examinations, may result in immediate escalation to the Disciplinary 
Committee, regardless of prior offenses. 

11. Education and Support 

The school is committed to preventing academic misconduct through education and support: 

• Ongoing education for pupils and staff on academic integrity, proper citation 
practices, and ethical AI use 

• Integration of digital literacy and critical evaluation skills into the curriculum 
• Prominent display of definitions and examples of plagiarism and AI misuse in 

classrooms 
• Resources and guidance for pupils who need support with citation, research skills, or 

appropriate AI use 
• Professional development opportunities for teachers on detecting and addressing 

academic integrity issues 

 

 



 

 

12. Review and Updates 

This policy will be reviewed annually in response to emerging technologies, educational 
trends, legal requirements, and feedback from the school community. The review process 
will ensure that the policy remains relevant, effective, and aligned with best practices in 
academic integrity and educational innovation. 
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