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Always Consult Plagiarism, Cheating & Collusion Policy 

This policy aims to set Always Consult position on plagiarism and collusion. It lays out staff 
and learner responsibilities. This policy defines the term ‘plagiarism’ and ‘collusion’ 
explains why both are not acceptable.  
 

Always Consults commitment to prevent plagiarism and collusion, advises of the action to 
be taken if detected. Always Consult will not accept any Plagiarism and Collusion and view 
this as Academic Misconduct if it occurs. We will not accept the unacknowledged use of 
another person’s work and involvement of unauthorised cooperation between at least two 
people, with the intent to deceive 
 

What is Plagiarism? 

Plagiarism is a specific form of cheating which applies to all assessments and or 
examinations. There are many definitions, but they all have in common the idea of taking 
someone else’s intellectual effort and presenting it as your own.  
 

 
Plagiarism is the unacknowledged use of another person’s work. It can take the following 
forms: 
 

▪ The reproduction without acknowledgement, of the work of others (including the 

work of fellow learners), published or unpublished, either verbatim or in close 

paraphrase. In this context, the work of others includes material downloaded from 

computer files and the internet, discussions in seminars, ideas, text, and diagrams 

from lecture handouts. 

▪ Extract or copying and pasting word for word from another person’s work, published 

or unpublished, without using quotations marks and acknowledgement of the original 

source. Use of diagrams, images, course notes without acknowledgement of the 

source, paraphrasing, summarising extensively the work of another or using their 

ideas without an acknowledgement of the source 

▪ Poor academic practice which is unintentional. It can occur in ‘open book’ 

examinations and/or coursework assessments which may take a variety of forms, 

including, but not exclusively confined to essays, reports, presentations, dissertations, 

and projects. 

▪ Downloading content including text, images, diagrams etc from the Internet without 

acknowledgement of the source. 

▪ Purchasing essays to submit them as your own work 
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Apprentice / Learners are required to present their own work to demonstrate knowledge 
and understanding, therefore references to other sources should be limited. As indicated 
the copying from other sources is deemed plagiarism. 
 

 

What is Collusion? 
 

Collusion is a form of plagiarism, involving unauthorised cooperation between at least 
two people, with the intent to deceive. 

 

▪ The conspiring by two or more learners to produce a piece of work together with the 

intention that at least one passes it off as his or her own work. 

▪ The submission by a learner of the work of another learner, in circumstances where 

the latter has willingly lent the former the work and where it should be evident to the 

learner giving the work that the other learner would submit it as their own. In this 

case both learners are guilty of collusion. 

▪ Unauthorised co-operation between a learner and another person in the preparation 

and production of work which is presented as the learner’s own. 

▪ The commissioning and submission of work as the learner’s own, where the learner 

has purchased or solicited another individual to produce work on the learner’s behalf. 

 

It is acceptable to discuss ideas, talk about books, articles, online material and strategies for 

example with other learners. However, it is not acceptable to help a fellow learner to produce 

work that will be submitted as their own and an individual piece of work. Learners should never 

lend their work to another learner under any circumstance as it may be copied or reproduced.  

 

Learners should leave themselves enough time to check their work thoroughly before 

submitting it for marking or evaluation. Keeping to strict deadlines will limit the temptation of 

colluding with another learner or third party or purchasing work with the intention of 

submitting it as their own.  

Learners should make sure that if they use a shared or public computer that they protect their 

work. If a learner uses a shared or public printer to print hard copy versions of work they should 

ensure that any work is collected promptly from the printer and that any additional copies are 

securely destroyed. 

 

What is Cheating  
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Cheating is an attempt to deceive Always Consult Staff and includes:  
 

▪ using books, notes, instruments, computer files or other materials or aids that are not 

permitted. Assistance or the communication of information by one learner to another 

in an assessment where this is not permitted.  

▪ copying or reading from the work of another learner or from another learner's books, 

notes, computer files or other materials or aids, unless expressly permitted.  

▪ offering a bribe of any kind to an invigilator or another person connected with an 

assessment. 

▪ providing or receiving information about the content of an assessment before it takes 

place, except when allowed by the Awarding Organisation or End point assessment 

organisation (e.g., case study materials issued before an examination). 

▪ impersonating or trying to impersonate a learner or attempting to procure a third 

party to impersonate oneself. 

▪ any attempt to tamper with an assignment or examination scripts after they have 

been submitted by learners.  

▪ fabricating or falsifying data or results by individual learners or groups of learners. 

▪ Communicating with or copying from any other learners during an assessment except 

insofar as the examination regulations may specifically permit this e.g., group 

assessments i.e., Functional Skills (FS) English Speaking and Listening.  

▪ Communicating during an assessment with any person other than a properly 

authorised Invigilator or another authorised member of the Riverside Training staff.  

▪ Introducing any written or printed materials into the assessment room, unless 

expressly permitted by the assessment guidelines. 

 

 

 

 

Always Consult duty on Plagiarism, Collusion and Cheating  

We have a duty to our awarding bodies, learners, end point assessment organisations and 
employers to ensure that learners do not obtain a qualification as a result of plagiarism or 
collusion, whereby their work has not been accurately represented. Always consult will 
take appropriate action to ensure that learners’ work is their own and that plagiarism has 
not taken place.  
 
Learners and staff have a responsibility to ensure that work is their own, especially, 
particularly with regards to internal verification assessments. 
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Plagiarism may result in disciplinary action by the learner’s employer and being taken off 
programme. 

 

Prevention measures 

We will train staff in plagiarism, prevention and detection and encourage a culture of 
fairness. We will make sure that learners are made aware of how to record researched 
work and know how to reference it accordingly. Always Consult will observe teaching and 
learning, review feedback from staff and learners and provide regular training.  
The topic of Plagiarism and Collusion will be covered at the learner’s induction and outlined 
within the Learner Handbook.  

 

Learner responsibilities 

Learners will be expected to ask staff for help if they are unsure of how to acknowledge 
and reference record researched work. Learners are to advise staff of issues that may 
impact on their ability to complete work and they are to always refrain from plagiarism. 
 

Investigation  
 

Where a Skills coach or other person suspects a learner has engaged in any of the 
Academic Misconduct they will report the incident to the designated senior manager, with 
supporting evidence related to the allegation.  
 

The designated senior manager (or their delegate) will conduct an initial investigation to 
determine whether there is a prima facie case and there is supporting evidence for the 
allegation. In doing so, the investigation will give regard to:  

• The intention or non-intention of the Academic Misconduct  
• The extent of the Academic Misconduct  
• Whether the learner has been previously warned of Academic Misconduct; and  
• Whether there are any other factors relating to the learner or course that should 

be considered in assessing the allegations.  
 
 
If the learner(s) concerned admits to the academic irregularity, then the member(s) of 
Always Consult staff concerned shall report the matter and the outcome to the designated 
senior manager within two working days, to determine the action to be taken, in 
accordance with the procedure detailed below.  
 

In cases where the learner admits misconduct the learner should put this in writing. 
The learner should also be given the opportunity to declare academic misconduct in any 
other work that they have previously submitted for assessment. 
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If this informal meeting does not resolve the matter the AC member(s) of staff concerned 
should then, within three days or as soon as reasonably practicable following the discovery 
or allegation, report the matter in writing to the designated senior manager via the IQA.  
 
The report should contain full details about the circumstances surrounding the alleged 
irregularity including, if appropriate, copies of the learner’s work. An allegation may be 
made after the work has been marked and returned to the learner. 
 
The designated senior manager will investigate the allegation, including interviewing those 
involved and reach a decision within five days as to next steps.  
 
The learner concerned will receive a report outlining the decision and have five days to 
appeal. If an appeal takes place it will be investigated by the Managing Director at Always 
Consult. The investigation process will mirror and follow the timescales above and a FINAL 
decision made in regard to the allegation. 
 
If the allegation is proven, then the following actions can be administered. 
 
First occasion 

• The learner will meet with and receive support from the Skills Coach and resubmit 
the evidence through a professional discussion within two weeks.  

• The learner will also receive a confirmation email that it is an official warning for 
future conduct. The employer will be informed by email of the decision. 

Second occasion 

• The learner will meet within five days with the designated senior manager and 
employer representative to discuss why this activity has taken place a second time 
and agree actions to avoid any future plagiarism or collusion.  

• The learner will resubmit the evidence through a professional discussion with the 
Skills Coach within two weeks. The learner and employer will be informed that this 
is a final warning by email. 

Third and final occasion 

• The learner and employer will be informed within five days that they are being 
removed from the programme. There will be no right of appeal based on previous 
judgements.    

 

  Review  
The policy will be reviewed annually  


