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Superseded: Plagiarism and Cheating Policy
and Procedure

1. Purpose

This policy and procedure sets out the standards, responsibilities and processes MBC uses to
prevent, identify, investigate and respond to academic misconduct in a fair, transparent and
consistent manner. It is the primary policy governing plagiarism, cheating, collusion and other
academic integrity breaches at MBC.

2. Objective

The objective of this policy and procedure is to protect academic integrity, support students to
understand expected conduct, and ensure that allegations of academic misconduct are
managed with procedural fairness, appropriate evidence and proportionate outcomes. This
document supersedes separate plagiarism and cheating procedures by bringing all academic
integrity requirements into one framework.

3. Scope

This policy applies to all MBC students, staff, trainers, assessors, student support personnel,
management and third parties involved in the delivery, assessment or administration of training
products.

4. Policy Statement

MBC expects all students to complete their own work honestly and in accordance with
assessment instructions, academic integrity requirements and student conduct expectations.
Academic misconduct will be addressed promptly, confidentially and in line with internal
complaints and appeals processes. Assessment outcomes should not be finalised where an
allegation of academic misconduct is under active investigation until the matter and any internal
appeal process have been concluded, unless MBC's procedures require an interim
administrative holding action.

5. Academic Misconduct

Academic misconduct includes plagiarism, collusion, cheating, copying, contract cheating,
fabrication, falsification, impersonation, unauthorised assistance, unauthorised use of
technology or materials, misuse of sources, or any conduct that improperly affects the integrity
of assessment or academic records. Suspected misconduct must be investigated and managed
using evidence-based and impartial processes.

e Plagiarism means presenting another person’s words, ideas, work, data or materials as
one’s own without proper acknowledgement.

e Cheating includes dishonest conduct during an assessment, test, exam, practical activity or
submission process in order to gain an unfair advantage.

¢ Collusion means unauthorised cooperation between students or others that results in work
being presented as individual work when it is not.

Academic Misconduct Policy and Procedure Version 3.0 Review Date: 31 March 2027 1



Students and staff will be informed of academic integrity expectations through induction,
handbooks, assessment instructions, policies, trainer guidance and other information issued by
MBC.

e Students are encouraged to seek assistance from trainers and assessors if they are unsure
how to gather, use, reference or acknowledge information correctly.

e Trainers and assessors are expected to actively monitor assessment submissions and
assessment events for signs of plagiarism, cheating, collusion or other academic
misconduct risks.

6. Levels of Misconduct

MBC may classify academic misconduct according to three levels, depending on seriousness,
intent, impact and recurrence:

e Level 1 — minimal: minor or first-time conduct, often addressed through education, warning,
resubmission conditions or remedial action.

e Level 2 — moderate: more significant or repeated misconduct requiring formal review and
proportionate penalties.

e Level 3 — serious: deliberate, extensive or fraudulent misconduct that may lead to severe
academic penalties, suspension, cancellation of enrolment, or referral to relevant authorities
where appropriate.

7. Student Rights and Procedural Fairness

e Students must be informed of the allegation and given a reasonable opportunity to respond.

e Students may bring a support person to meetings where appropriate.

e Decision-makers must act impartially and avoid conflicts of interest.

e Students may access MBC’s Complaints and Appeals Policy and Procedure if they wish to
challenge a decision.

8. Decision Makers and Conflicts of Interest

Level 1 and Level 2 matters may be handled by authorised MBC staff, including the RTO
Manager or CEO, while Level 3 matters may require escalation to senior management or
external bodies depending on the conduct. A decision-maker with an actual or perceived conflict
of interest must refer the matter to another authorised person at the same or higher level.

9. Documentation and Recordkeeping

All'academic misconduct matters must be documented on the student file and relevant
registers, including the initial report, supporting evidence, meeting notes, correspondence,
outcome and any follow-up action. Records must be handled confidentially and retained in line
with MBC records management requirements.

10. Reporting and Preliminary Review

Any person may report suspected academic misconduct. A preliminary review will be
undertaken in a timely manner to assess the concern, gather initial evidence and determine
whether the matter should proceed as an academic misconduct investigation, be resolved at an
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informal level, or be referred under another policy. Meetings with the student should normally be
arranged within 10 working days where practicable.

11. Outcomes and Penalties

Possible outcomes may include education and counselling, warning, resubmission or
reassessment requirements, behavioural conditions, fail result for the assessment or unit, loss
of entitlement to repeat the affected assessment where permitted by MBC policy, fee
implications for repeat study, suspension, cancellation of enrolment, or referral to an external
authority depending on the seriousness of the misconduct and the student’s history.

12. Procedure
Step

Procedure

Student behaviour
and assessment
submissions should
be monitored for
signs of plagiarism,
cheating, collusion or
other academic
misconduct.

The student is
informed of the
concern, invited to
respond, and may
bring a support
person where
appropriate.

Evidence is
reviewed, the
conduct is classified
according to
seriousness, intent,
impact and any
previous history, and
the matter is
investigated in line
with procedural
fairness.

A written decision is
issued, including the
outcome, reasons,
required action and

Responsibility

Staff / Student /
Stakeholder

Trainer / Student
Support /
Management

Authorised Officer /
RTO Manager / CEO

RTO Manager/ CEO /
Authorised Delegate

Reference

Academic integrity
expectations; Code of
Conduct

Procedural fairness
requirements

This policy;
assessment records

Complaints and
Appeals Policy and
Procedure
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complaints or
appeals options.

All records, outcomes
and improvement
actions are stored

Records
securely and . ,
! Administration / management;
5 reviewed through .
Management continuous
management and . .
. improvement register
continuous
improvement
processes.

13. Continuous Improvement

Management review may consider academic misconduct trends, repeat issues, student support
gaps, assessment design risks, plagiarism and cheating patterns, complaints, appeals, and any
corrective or preventive actions required to strengthen academic integrity and reduce
recurrence.

14. Confidentiality and Privacy Statement

For more information, refer to MBC’s Privacy and Confidentiality Policy. Information arising from
reports, investigations and outcomes under this policy will be handled in accordance with
privacy, confidentiality, procedural fairness and recordkeeping requirements.

15. Publication

This policy, once approved, will be made available to relevant staff and students through
approved document locations, the intranet, the website where appropriate, student information
channels and on request. It will also form part of staff induction and student orientation
communication where relevant.

16. Review Processes

This policy and procedure will be reviewed at least annually, or earlier where legislative,
regulatory, operational or organisational change requires amendment.
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