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INTRODUCTION
The Academic Honesty Policy of Good Shepherd International School
expects that every member of the school abides by its tenets and considers
it a duty to adhere to the philosophy of truth and principles of honesty and
integrity with a commitment to ethical consideration. The policy provides
guidelines to all to ensure that the academic environment is free from
falsehood and malpractices. It articulates eﬀectively the earnestness of
the motive. All students and teachers have the responsibility to respect
the codes of conduct and acceptable practices set down in this document
to ensure that individual work and the work of others are respected,
acknowledged and appreciated.
The Academic Honesty Policy has been developed to promote a familiarity
with the ethical and professional standards set by international and global
institutions and strengthens skills in working eﬀectively to help create
a better and more peaceful world. GSIS, through its academic honesty
policy, develops good academic practices and a school culture that actively
encourages academic honesty.
The school policy of academic honesty is applicable to the entire
school community. Administrators, Facilitators and Teachers have the
responsibility of making students aware of all the acceptable academic
practices and the need and importance of acknowledging data. The
Academic Honesty Policy is to be perceived in a positive way; as a prevention
to avoid lifting content from original writing without acknowledging the
source or even paraphrasing the ideas of others without acknowledging
the original source.
The academic honesty policy document is attached to the intranet and
specific aspects of it are made known to the students and teachers
in the form of power point presentations (Appendix 1) and formal
announcements and circulars (Appendix 2 -Instructions to Invigilators and
Examinees).
The parents and the other stakeholders can view it in the school website.
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The policy is in the form of a hard copy with the other policy documents.
Besides, the soft copy is available on the intranet.
The policy was last reviewed in the years 2015-2016 under the leadership
of the school’s Senior Vice Principal (Academics) and the IB Coordinator.
The additions/modifications were made in consultation with the
Principal of the school, the Senior Management Team and the members
of the Academic Council. Teachers were part of the preparation of the
presentations and the editing of the modified document.
The policy document is both prescriptive and descriptive in nature. Hence,
the policy is strictly adhered to. All the teachers agree that the policy is
adhered to.
A minor breach of the policy may be noticed by a teacher and this is
reported to the Section Coordinator, Director of Counselling and the
Counsellor of the Section. Action is taken by three of them who consult
with each other. A major breach is reported by the concerned teacher
(the one who suspects the breach) not only to the Section Coordinator,
Director of Counselling and the Section Counsellor but also the Senior Vice
Principal (Academics). The Senior Vice Principal (Academics) decides that
whether the academic honesty policy has been breached. If the breach is
really severe the Head of School, the Principal, is consulted for the further
course of action.
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THE OBJECTIVES
By developing this policy we encourage our students to be:
Leaders who are righteous, fair and conﬁdent
Responsible learners who value their own work and the work of others
Respectful towards traditions and rules that are formulated to guide them
Principled by carrying out actions that are ethical, sensitive and tolerant
Trustworthy in their speech and actions and gain the courage to be
accountable and self-dependent
Empowered with the skills needed to present original thoughts and ideas
in spoken and written form
Independent thinkers who have the conﬁdence to believe in their abilities
to create better work
Aware of the causal link between actions and outcomes
Advocates of justice and honesty, setting standards for others to follow
Philosophy
The school motto Truth, Trust, Triumph reflects the most important
attribute of honesty for all members of the school community since the
inception of the school in 1977. Academic honesty demands personal
integrity and good practices in the teaching, learning and assessment
programmes. In Good Shepherd International School, there is always a
conscious effort to educate on and practice Academic Honesty which is
fundamental in advancing respect for truth and ethics of scholarship.
Acceptable practices and expected attitudes
•

Using the words and ideas of another person to support one’s
arguments while following accepted practices of acknowledgement
is an integral part of any intellectual endeavour, and integrating
these words and ideas with one’s own in accepted ways of
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acknowledgement is an important academic skill. All candidates are
expected to understand the meaning and signiﬁcance of concepts that
relate to academic honesty, especially authenticity and intellectual
property.
•

An authentic piece of work is the candidate’s individual and original
idea with supporting ideas fully acknowledged. Work submitted for
assessment purposes must be the independent work of students or
approved groups of students, to demonstrate their mastery of subject
objectives.

•

Candidates are to develop an awareness that forms of intellectual
and creative expression (for example, works of literature, art or
music) must be respected and are normally protected by law, and
borrowing, copying or reproducing ideas and expressions without
acknowledgement will be considered a serious oﬀence.

•

Students are to have a clear understanding, in both conceptual and
practical terms, the diﬀerence between collaboration and collusion,
with appropriate guidance.
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ACADEMIC DISHONESTY AND MISCONDUCT
Any form of dishonest behaviour related to academics through speech,
action or provocation will be considered academic dishonesty and will be
considered a breach of conduct and an oﬀence.
Malpractice includes:
•

Plagiarism is deﬁned as the representation of the ideas or work of
another person as the candidate’s own; collusion which is deﬁned
as supporting malpractice by another candidate, as in allowing one’s
work to be copied or submitted for assessment by another; duplication
which is the presentation of the same work for diﬀerent assessment
components and / or diploma requirements and any other behaviour
that gains an unfair advantage for a candidate or that aﬀects the results
of another candidate (for example, taking unauthorized material into
an examination room, misconduct during an examination, falsifying a
CAS record).

•

Cheating which includes copying from another student’s work or
allowing another student to copy from one’s own work, consulting
any student during an examination and the use of unauthorized
aids, changing the assigned seating allotment in the examination
room without the permission of the invigilator, coordinator / exam
committee members, possession of written materials like written or
photocopies of notes or any printed materials, or notes written on any
part of the body or clothing, possession of mathematical instruments
with notes written on them and writing notes on chairs, tables and
desks.

•

Unruly behaviour that includes disobedience, talking in the
examination hall, intentional or unintentional failure to return the
answer script after the examination; looking into another student’s
answer script, borrowing or lending material in the examination room
without consent, writing before the start of examination or after the
9

call for stop of the examination and leaving the examination room
before the stipulated time.
•

Misuse of electronic resources like hacking into accounts, accessing
forbidden sites, digital cheating with the aid of Graphic Display
Calculators (GDC), laptops, cellular phones and other electronic
devices to store examination questions, data, programs or applications
in calculators that may assist in the examination.

•

Inappropriate use of library resources, causing disturbance in the
library, vandalism, misuse of library cards, computers, networks and
electronic resources, using mobile phones and removing or destroying
library material.

•

Misuse of language and computer laboratories includes destruction
of materials, disrespectful and disruptive behaviour, vandalism and
removing materials.
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Ensuring honest work
The school considers it a priority to provide ample opportunities for all to
pursue academic and intellectual interests. However, it also enforces strict
regulations to prevent misuse of available resources. The institution has
identiﬁed methods and practices that will ensure that academic honesty is
practised in every aspect of the academic programmes oﬀered
v

The entire school community is informed constantly and consistently
through academic programmes and activities, that the school thrives
on the principles of truth, trust and triumph, and expects all to be
honest and fair.

v

Regular sessions for counselling students to imbibe values of honesty,
integrity, respect, responsibility and fairness are an integral part of
the academic programmes oﬀered. The involvement of the entire
school community has been identiﬁed as an indispensable factor in
inculcating these values in the students. Fair practices of teaching and
assessment are encouraged and strictly followed.

v

Work assigned to students tests independent thinking skills and
individual abilities of expression and presentation.

v

It is understood that all forms of resources and material available in
the library, computer, science and language laboratories are strictly
for academic purposes, and all members of the school community are
expected to take responsibility for the maintenance of the same.

v

There are strict rules to ensure that the internet resources and WiFi facilities are used in a responsible manner. Students are guided
by the members of staff concerned to inculcate values of restraint
and discretion. Providing IP addresses for every computer/laptop,
installing ﬁrewall and monitoring/ ﬁltering software for eﬀective
classroom management (CYBEROAM and SONICWALL) are some steps
adopted to ascertain that no student is involved in malpractice.
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v

The usage of plagiarism detection software (TURNITIN) is a step
adopted to make students accountable and increase the sense of
responsibility to produce original work. The software reports are seen
as tools that measure the authenticity of the students’ work.

v

The school has adopted the Modern Language Association (MLA) style
of documentation to record ‘scholarly borrowings’. Presentations that
educate students about the need to be honest in academic work,
techniques of writing research papers, citing sources and using the
academic material and environment with responsibility and honesty
are organised for students speciﬁcally enrolled in the IBDP & IGCSE.
Students are given guidance on appropriate presentation techniques.
Sessions are held to enlighten students on the issues related to
plagiarism. Students are encouraged to believe that their original
work and eﬀorts are valued and appreciated (Appendix 1).

v

Policies are in place that emphasize that question papers prepared for
school examinations, though based on the Board Examination Format,
are original test material designed and created by teachers handling
the classes. The sources of passages/extracts are acknowledged.

v

There are rules forbidding students from entering teachers’ work
area and using academic resources meant exclusively for teachers.
This is to prevent students from gaining access to teachers’ academic
resources that may include examination material.

v

There are rules that are to be observed by students and the teachers
on examination invigilation (Appendix 2), to ensure that there are no
instances of misconduct or academic dishonesty. These guidelines are
informed to all before the commencement of the examination. There
is always an adequate number of invigilators in the examination halls
(1 per every 20 students).

v

If required by the coordinator/Exam committee member/invigilator,
after an examination, a candidate must provide a list of information
and programs stored on the calculator. The teachers along with the
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exam committee members are responsible for collecting, resetting
and distributing GDCs to the students in the examination room.
v

The time of collection of GDC is approximately one hour before an
examination session. The time of distribution of GDC in the examination
room is approximately 5 minutes before the commencement of an
examination

v

There are policies related to the usage of laptops, Graphic Display
Calculators and Smart Boards (ICT POLICY) during class hours, free
periods and examination sessions

v

Candidates enrolling in the IBDP are to sign a statement of declaration
included in the GSIS IB Handbook (Form 1) stating that all work
submitted for assessment will be their own authentic work.

v

Speciﬁc rules are to be followed in the Science, Computer and
Language Laboratories. The code of conduct is made aware to the
students through the guidelines displayed in these venues.
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Making academic honesty a school priority
Details and advice on
student responsibilities

A student is expected to:
• do his or her own work
• acknowledge the ‘owner’ of the idea
or quote that is used by the student
• follow the rules before, during and
after an examination

Details and advice on
teacher responsibilities

A teacher is expected to:
• point out the rules/methods of
acknowledgement
• provide examples of people’s
academic dishonesty and the action
taken against them
• take action when any breach of the
academic honest policy happens

Details and advice on school The school leadership especially the
responsibilities
coordinators must:
• teachers undergo professional
development to be able to guide the
students in all matters of academic
honesty
• ensure that a safe environment is
provided to enable the students to
feel comfortable when following the
academic honesty policy
• see to it that the parents go through
the academic honesty policy and
understand its implications
Details and advice on parent The parent’s role lies in:
responsibilities
• questioning the child regarding their
assignments and the sources supporting
the child in their education
Measures taken to provide
education and support

The concerned member of staff must:
• make the student comfortable enough
to admit the truth after having gone
against the rule not harbour any kind
of resentment against the student who
makes a breach of policy
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The rights of the student,
if suspected of a breach of
academic honesty

After a breach of policy the student
must:
• have the right to speak for/justify
himself or herself
• be questioned in a neutral background
• be questioned by those who are
objective in nature

A policy on review of the
policy

The leadership team must:
• keep tabs on the changes made in the
curriculum and syllabus documents and
provide the people concerned with the
means for reviewing and revisiting the
academic honesty policy document .
• make the document flexible enough
to allow for changes when there are
changes in the curriculum
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EXAMPLES OF ACADEMIC DISHONESTY AND WAYS TO
AVOID/TACKLE THEM
Activity
DP Assessment
Task

Possibility of
Dishonesty

Ways to avoid/tackle
dishonesty

Group 1 – English
Studies in
Language and
Literature

The task may be a
replica of work done by
a student of a previous
batch

External – Written
Task/Coursework
A DP student is
required to send
a written task/
coursework for
external marking.
The task is either
imaginative
or a literary
commentary

The task may not have
the citation of the
primary source

Group 2-Language
Acquisition
French/Spanish/
Hindi

The task may not be
written in French; it
may be translated from
English

The students are
guided to write in
French right at the
beginning of the course

External – Written
Assignment

The sources may not
be acknowledged

The students are
instructed to cite
all sources they use
according to the MLA
style

A DP student is
required to write
an assignment
based on at least
two primary
sources in the
target language
and any number
in English and
compare the
cultural practices
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The students are
instructed to be
original in their tasks
right at the beginning
of the course
The students are
instructed to cite
according to the MLA
style

Group 3
Individual and
Societies

Internal assessment

The students may take
up a commentary
Internal assessment based on an article
used by students of the
A DP student who
previous batches. This
is doing his/her
is not only dishonest
Economics IA has
but also incorrect as
to comment on
three articles based the articles on which
the commentaries are
on micro-, macrobased must be current/
and international
recent ones.
economics

To avoid this the
Economics classes
are/should comprise
a great deal of
exposure to current
events related to
micro and macro
and international
economics. A
reading of the initial
drafts enables the
identification of such
kind of dishonesty.
Once identified,, the
concerned student is
made to rewrite the
commentary.

Group 4
Sciences- ESS

Internal assessment

Internal assessment

There are times when
students tend to take
up their Research
Question from work
done earlier

It is incumbent on the
teacher to explain that
the topic should be
selected on the basis
of interest and not on
previously done topics.

Internal
assessment
A DP student
who is doing his/
her ESS IA has to
come up with a
Research Question
which is original
and different from
the rest of the
students’ work or
from the work of
the previous year’s
students work
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Internal assessment

Internal assessment
A DP student
who is doing his/
her ESS IA has to
come up with a
Research Question
which is original
and different from
the rest of the
students’ work or
from the work of
the previous year’s
students work

There are times when
an experiment fails and
there are chances of
faking data and results.

This is the time when
the teacher has to
build confidence in,
instill the value of
perseverance in and
teach the students
not to give up during
trying times and
that the scientific
method of inquiry is
based on trying the
various permutations
and combinations
by changing the
independent variable
to come up with fairly
accurate data in lieu of
the literature on the
topic.

Group 5 –
Mathematics

Internal Assessment

Internal Assessment

The web has a large
number of Exploration
topics and work.
Students may lift
an entire work or
use topics without
acknowledging the
source.

The onus of creating
an atmosphere that
enables students to
generate ideas for their
exploration lies on the
teacher.

Internal
Assessment
A DP student of
Math HL or SL is
required to write
a report of an
exploration of
a topic of their
choice
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The students are
instructed to cite
according to the
MLA style right at
the beginning of the
Diploma Programme.

Group 6 – The Arts

External Assessment

External Assessment

External
Assessment

A student may lift the
comparison from a
source and pass it off
as his own.

The atmosphere in
the Arts classes is
such that students are
encouraged to arrive at
their own comparisons.

A DP student
of Arts HL or SL
is required to
compare different
artworks by
different artists.

A student may pass off
somebody else’s work
of art as his or her
own.

A DP student of
Arts HL or SL is
required to submit
a variety of art
activities
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The ownership rights
for creative and
intellectual property is
stressed on right at the
very beginning of the
IBDP

PENALTIES
FIRST
VIOLATION
PLAGIARSM

SECOND
VIOLATION

THIRD
VIOLATION

- Students spoken

Warning from the

An explanation

to;

Coordinator

letter of the student

- made to

Written undertaking

understand the

from the student

implications of the

stating that the

offence;

offence will not be

- warning from the
faculty

repeated.
The assignment to

- Lowering the grade be awarded a zero
in the assignment

with the teacher
and coordinator’s
report to be sent to
the parents.
Matter to be referred to the Senior
Management Team
and serious

EXAMINATION

The invigila- tor

A letter with details

Parents called to the

MALPRACTICE

and the student(s)

of the malpractice

school

to give a written

along with the

explana-

evidence and

Matter referred to

tion of the malprac-

explanation letter

the Senior

tice indulged in to

from the student

Management

the subject teacher

and the

Team and serious

and the coordina-

invigilator to be sent action to be taken

tor

to the parents
The student to be
awarded zero for
the paper
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The student
to be awarded zero
in all the
components

MISUSE OF

First verbal warning

LAPTOPS

Incident report to

Termination of

Coordinator

network access

& and conﬁscation

/ conﬁscation of

of laptop for two

laptop for

weeks.

three months/
one whole term
and possibly more
serious disciplinary
actions.

MISUSE OF

Calculator

Calculator

Matter referred to

GRAPHIC

conﬁscated for one

conﬁscated

the senior

DISPLAY

week. A written

for 2 weeks. A writ-

management team;

CALCULATORS

statement

ten statement from

parents to be

from the student.

the student

informed and

Zero awarded for
the paper. First
verbal warning.
Matter reported to
the coordinator.

Zero awarded for
the paper

serious action
to be taken

Second verbal
warning
Matter reported to
the coordinator

MISUSE OF
INTERNET
SERVICES

First verbal warning
Written explanation
from the student
Computer access to

Second verbal

to be informed and

warning

serious action to be

Written explanation
from the student

be suspended for a

Computer access to

week

be suspended for
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taken

MISUSE OF

Written statement

Written statement

Matter reported to

LIBRARY

to be given by the

to be given by the

the Senior

FACILITIES

student

student

Management Team;

Student to pay for

Student to pay for

Parents to be

the charges for

the charges for

informed

replacement of

replacement of

Student to pay for

damaged material;

damaged material;

the charges for

Access to the library

Access to the library

replacement of

denied for a week

denied for a month

damaged material;

and privileges

and privileges

Student to be

revoked.

revoked.

banned from using

Matter reported to

the library facilities

the Section

MISUSE OF

Student to write

Written explanation

Matter

COMPUTER

an explanation of

to be given;

referred to the

AND SCIENCE

the misconduct or

charges to be levied

senior man agement

LABORATO-

misuse.

RIES

team.
Access denied and

Parents to be

Student to pay for

privileges revoked

informed.

the

for a month

Student has no
more computer lab

charges incurred

privileges.
Student will be

Student will pay for

denied access to

repair or

the lab for a period

replacement.

of one week

and action will be
taken
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MISUSE OF

Student to pay for

Student to pay for

Matter informed to

LANGUAGE

the damaged

the damaged

the Senior

LABORATO-

item/ article

item/ article

Management Team

A written statement

Individual privileges

RIES

Student to pay for
from the student ex- to be removed

the damaged
item/ article

plaining the misuse
Individual privileges

of the items

to be removed
Parents to
be informed and a
written undertaking
to be received
PROHIBITED

Student to give a

Student to give a

Matter informed to

ZONES/

written explanation.

written explanation.

the Senior

Student

Student

Parents to be

denied certain

denied certain

informed.

privileges

privileges

for a week

for a month

MATERIAL

Management Team

Matter reported to
the coordinator
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APPENDIX 1
Contents of session conducted for the IBDP students
MLA Guidelines
for writing, TOK essays, EE, coursework and Assignments
PLEASE CHECK WITH YOUR INSTRUCTOR FOR ANY ADDITIONAL REQUIREMENTS THAT MAY DIFFER FROM THOSE
OUTLINED BY THE MLA
PLAGIARISM AND ACADEMIC HONESTY
Integrity is not a conditional word. It doesn’t blow in the wind or change
with the weather. It is your inner image of yourself, and if you look there
and see a man who won’t cheat, then you know he never will
		
John D. MacDonald
What is academic dishonesty?
Cheating in exams
Plagiarism
Taking credit for others’ work in group projects
Paying and getting your work done by others
Using prohibited material during examinations
Submitting another’s work (projects) as your own
Changing content/ outline and passing off others’ work as your own
Hiding/ keeping resources for yourself and preventing another student’s
access to the learning material
Sabotaging the work of another student
Submitting the same work for more than one evaluation
Getting the teacher/expert to write for you
24

Avoiding Plagiarism
When writing a research paper, lab report or any other type of academic
assignment, you will likely use resources such as books, articles and websites written by other people to support your argument. However, when
using someone else’s information, you must indicate where that information came from (credit must be given where credit is due). If you fail to
acknowledge your sources, you are guilty of plagiarism. Plagiarism is a
serious offence which may lead to lost marks or a failing grade.
When to cite
A source must be cited or acknowledged within your paper when you:
• quote material verbatim (word for word)
• reword or paraphrase information
• include statistics or findings from a survey or study
• incorporate facts, ideas or opinions that are not common knowledge
• When you use an image, audio, or video created by someone else, you
must provide a citation.
Common Knowledge:
1.

Common sayings or clichés.
Examples: Curiosity killed the cat. Ignorance is bliss.

2. Facts that can be easily verified.
As you are conducting your research on a topic, you will see the same
facts repeated over and over. Example: You are writing a paper on
presidential elections, and you want to mention that Ronald Reagan
was elected in 1980. Although you might not have known this fact
before your research, you have seen it multiple times and no one ever
argues about it.
3. Facts that you can safely assume your readers know.
Examples: Richmond is the capital of Virginia.
The North won the U.S. Civil War.
Fish breathe using gills.
Not all facts are common knowledge. You will still need to cite:
Facts that surprise you or your reader.
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Example: Michelangelo was shorter than average.
Facts that include statistics or other numbers.
Example: As of June 2009, 42 states have laws that explicitly ban
same sex marriage, and 6 states have legalized it.
If you use the exact words of another writer, even if the content within
could be considered common knowledge.
Example: “Lincoln’s political career began in 1832, when he ran as a
Whig for the Illinois state legislature from the town of New Salem
and lost”.
Facts that surprise you or your reader.
Example: Michelangelo was shorter than average.
Facts that include statistics or other numbers.
Example: As of June 2009, 42 states have laws that explicitly ban
same sex marriage, and 6 states have legalized it.
If you use the exact words of another writer, even if the content within
could be considered common knowledge.
Example: “Lincoln’s political career began in 1832, when he ran as a
Whig for the Illinois state legislature from the town of New Salem
and lost”.
Why do you need to cite?
To make your arguments more credible
To invoke authority
To show you’ve done your homework
To build a foundation for your paper
To allow your readers to find the sources for themselves
How to Cite:
In text Citation and Works Cited list
In the body of your essay, you acknowledge your cited material with
the author’s name and the page number (if applicable) where the information was found. This will allow the reader to find the complete
source listed in your Works Cited list at the end of your paper. The
Works Cited List (also known as a bibliography) will provide enough
information to identify or locate each source.
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The surname of the author and the page reference are inserted in the
text at the appropriate point, usually in a natural pause in the sentence as close as possible to the cited information (e.g. at a comma,
after a quotation, or at the end of the sentence).
Example:
Most new research builds on past work done by others (Gibaldi 142).
If the author’s name is already mentioned in the text, only the page
number is required in the citation.
Gibaldi notes that most new research builds on past work done by
others (142).
Either format is acceptable, although the second example may be
easier to read as it is less fragmented.
Using Quotations
If you quote from or refer to material where the author and the page
number are known, include the surname and the page number in
parentheses after the relevant section. If your quote is less than five
lines integrate it into the body of your paper with the proper use of
quotation marks.
Laughter is a gift and “the most significant characteristic of the human mind” (deBono 55).
If your quote is five lines or longer make sure that it stands out within
the body of your paper. Indent the quotation 2.5 cm. from the left
margin and double-space it.
Especially if you are pressed for time, it is so easy to fall into the trap
of passing off another’s work as your own. You need to remember
that:
Plagiarism is theft. Plagiarism is copying. Plagiarism is the failure to
acknowledge borrowed material. Plagiarism is illegal, immoral and
punishable (usually by failure, in some colleges by expulsion and in
the business world by legal action). It is not plagiarism to present
other people’s ideas in your essay; it is plagiarism to present other
people’s ideas as your own. (Coggins 32)
Quoting from poetry
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Eg: less that 3 lines
Heaney states that people lose their curiosity for nature and regard
it as being “ beneath all adult dignity” (44).
(Watch the period after the parenthesis…)
Eg: more than three lines
Heaney asserts that adults lose all sense of curiosity:
Now, to pry into roots, to finger slime,
To stare, big-eyed Narcissus, into some spring
Is beneath all adult dignity. I rhyme
To see myself, to set the darkness echoing. (44)
Works Cited List
A sample Works Cited list, using the proper spacing and format, has
been included at the end of this Guide.
The list of works cited should start on a new page, continuing the page
numbers of the text (e.g., if the text of your paper ends on page 8, the
works cited list begins on page 9). The words Works Cited should be
centered at the top of the page. All entries should be double-spaced
(the examples used through most of the handout are single spaced
due to space limitations). MLA uses a hanging-indent format – the
first line of each entry is flush left and subsequent lines are indented
5-7 spaces or one tab. Entries should be arranged alphabetically by
author’s surname or name of a corporate body. If the author is unknown, alphabetize the entry in the list by its title (ignoring an initial
A, An or The).
Elements that must be contained in a Works Cited citation includes
the author’s name, title, date of publication, publisher information
and medium type (print, web, etc.). The following pages list some
common MLA style examples of how to provide Works Cited list citations. Note the type of information included in a bibliographic entry
and its specific order. Also pay attention to correct punctuation.
Here is a sample of a Works Cited page that will appear as a separate page at the end of your paper. Remember, the title “Works Cited”
should appear centred at the top of the page. The works cited page
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should be double-spaced; including the line between the title and the
first entry. Each entry will begin flush with the left margin and if the
entry is more than one line, the subsequent lines are indented 5-7
spaces (one tab) from the left margin.
When citing two works by the same author, the author’s name in the
second entry is replaced by three dashes as shown in the Barnet example below. For items that are arranged by title, such as “An Unlikely
Champion of the Rule of Law”, ignore the ‘An’ when alphabetizing.
Works Cited List - Sample
Works Cited
Barclay, Michael, et al. Have Not Been the Same: The CanRock Renaissance, 1985-95. Toronto: ECW, 2001. Print.
Barnet, Sylvan. The Practical Guide to Writing. Toronto: Longman, 2003.
Print. ---. A Short Guide to Writing about Art. 4th ed. New York: Harper
Collins College, 1993. Print. Bercuson, David Jay. “Canada.” The World
Book Encyclopedia. Chicago: World Book, 2006. 93-106. Print. Booth,
Wayne C., Gregory G. Colomb, and Joseph M. Williams. The Craft of
Research. 2nd ed. Chicago: U of Chicago P, 2003. Print. Canada. Dept.
of Foreign Affairs and International Trade. Freedom From Fear: Canada’s Foreign Policy for
Human Security. Ottawa: DFAIT, 2002. Print. Canadian Museum of Civilization. Canadian Museum of Civilization Corporation, 2007. Web.
19 June 2008. Fitzgerald, Robin. Fear of Crime and the Neighbourhood Context in Canadian Cities. Ottawa: Statistics Canada, 2008.
Print. Greenspan, Edward, and Marc Rosenberg, eds. Martin’s Annual
Criminal Code: Student Edition 2010.
Aurora: Canada Law Book, 2009. Print. “Ignorance, Politics and the Way of
Democracy.” Toronto Star 16 June 2007: A2. Print. Keary, Anne. “Dancing with Strangers: Europeans and Australians at First Contact.” Canadian Journal of
History 41 (2006): 613-616. Academic Search Premier. Web. 17 May
2009. Naremore, James. “Hitchcock at the Margins of Noir.” Alfred
Hitchcock: Centenary Essays. Ed. Richard
Allen and S. Ishii-Gonzales. London: BFI, 1999. 263-277. Print. Stenson,
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Kevin. “Governing the Local: Sovereignty, Social Governance and Community Safety.” Social
Work & Society 6:2 (2008): n.pag. Web. 22 Mar. 2009. Troost, Linda, and
Sayre N. Greenfield, eds. Jane Austen in Hollywood. 2nd ed. Lexington: University Press of Kentucky, 2001. NetLibrary. Web. 18 May
2009. “An Unlikely Champion of the Rule of Law.” Maclean’s 11 June
2007:31. Print.
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APPENDIX 2a
CONDUCT OF EXAMINATIONS - GUIDELINES FOR
INVIGILATORS
We understand the need to conduct all examinations fairly, in an atmosphere of positivity, following practices of ideal examination administration. It is ensured that students are comfortable and relaxed in the circumstances. However, as we understand the priority to be academic honesty,
we have set down rules that explain the expected codes of conduct and
attitudes of both invigilators and examinees before, during and after the
conduct of an examination.
It must be ensured that the invigilators are distributed evenly in the Examination Room/Hall, if there are two or more invigilators assigned to the
group. There must be 1 invigilator for every 20 students.
The following list of duties is not exhaustive and serves only to explain, in
brief, the role of an invigilator (who must not invigilate the examination
based on the subject of their expertise) in relation to:
Examination materials:
a. The invigilator must collect the materials required for the examination hall from the exam control room and return them there after the
examination is over
b. The invigilators must ensure that the attendance sheet is attached to
the other materials provided
c. The invigilator must read the instructions on the cover page of question papers and follow instructions related to the distribution of GDCs,
scientific calculators, Mathematical tables, graph sheets, topographical sheets, data booklets and maps
d. The invigilator must check if a clear copy of the textbook with marginal annotations alone (without notes or any pages apart from the
main text) is provided for the open text exams.
e. The invigilator must assist in and supervise the resetting and distribution of the graphic display calculator to the students in the examination room by the GDC inspection committee/exam committee members
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f.

The invigilator must ensure that no material other than the personal
stationery is brought in and used for the examination by the students
g. The invigilator must ensure that the students from carrying any material out of the examination room other than their personal belongings
h. The invigilators must instruct the students to check the level/component of the subject once they receive the question papers
i. The invigilators must ensure that the students check if all the pages
are there in the question papers
j. The invigilator must collect the scripts from the students at the end
of the examination and verify that their personal details (Name, Candidate number, Teacher’s initial) are included in the script before the
students are permitted to move out of the examination room
k. The invigilator must tally the number of students present with the
number of answer scripts received
l. The invigilator must check the examination room before leaving it, so
that no written answer sheets / booklets are accidentally left in the
room
Layout of the examination hall:
a. The invigilator must ensure that the question paper packets are kept
in a safe and secure location in the examination room.
b. The invigilators must have a copy of the seating arrangement and instruct the students not to change their seating arrangements.
c. The invigilators must maintain the spacing between the desks.
d. If inclusive arrangements are to be made for any student, the invigilators must ensure that the seating arrangement for the student is
done as per the regulations from the Examining board and there is a
separate invigilator assigned to the student
Timing:
a. The invigilator must be in the examination room / hall at least 5 minutes before the commencement of the examination session
b. If a student enters the examination room after the start of the examination the reason for the same should be investigated and his/her
entry into the examination room should be permitted only with the
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approval from the IB Coordinator
The invigilator must announce the time every 1 hour or every 30 minutes and when the last 15 minutes are left
d. The invigilator must ensure that students respect the reading time
and no announcements are made during that time
e. The invigilator must instruct the students not to write or make any
mathematical calculations during the reading time
f. The invigilators must ensure that the students are not given any extra
time
g. If a student is given extra time as part of the inclusive arrangement,
the invigilator must ensure that the announcement of the time is
made separately for the student
c.

The behaviour of the examinees:
a. The invigilator must not permit conversations between students, or
between any other people.
b. The invigilator must ensure that no teacher enters the examination
room and gives instructions to the students when the examination is
in progress
c. The invigilator must ensure that the students do not meet the subject
teachers and get into any conversation with them during their comfort gaps between the examinations
d. The invigilator must ensure the orderly movement of the students
into and out of the examination room
The interaction between the invigilator and examinees
a. The invigilators must instruct students to keep text books, note books
and calculators (if not required) on the shelves provided
b. The invigilators must insist that the students check their pockets and
their stationery for any unauthorized material on their person
c. The invigilators must instruct students that only transparent pouches
can be used to carry the stationery
d. The invigilators must ensure that no one leaves the examination room
for any purpose.
e. The invigilator must be vigilant and alert to avoid any malpractice.
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f.

The invigilators refrain from reading (other than examination material) or engaging in activities which may distract them from carrying
out their duties or disturb students.
g. The invigilator must avoid talking to students while on duty.
h. Any discussions between invigilator (s) and students should be kept
to an absolute minimum and softly, and only in the event of extreme
necessity.
i. If an invigilator has to assist a student who has fractured his/her hand
with the writing of the examination, the invigilator must ensure that
there is no other assistance given to the student other than writing
what is dictated by the student
j. The invigilators must avoid moving away from the students together.
k. The invigilator must remain in the examination room and leave only
after making alternate arrangements

APPENDIX 2b

CONDUCT OF EXAMINATIONS - GUIDELINES FOR EXAMINEES
We understand the need to conduct all examinations fairly, in an atmosphere of positivity, following practices of ideal examination administration. It is ensured that students are comfortable and relaxed in the circumstances. However, as we understand the priority to be academic honesty,
we have set down rules that explain the expected codes of conduct and
attitudes of both invigilators and examinees before, during and after the
conduct of an examination.
It must be ensured that the number of invigilators per student is sufficient
for students to be enabled to be given the necessary examination materials on time and all their needs are catered to as per the stipulations of the
conduct of the examinations.
The following list of rules for examinees is not exhaustive and serves only
to explain, in brief, their behaviour before, during and immediately after
an examination.
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Examination materials:
a. The examinees must read the instructions on the cover page of question papers and ensure that they receive the necessary materials like
GDCs, scientific calculators, Mathematical tables, graph sheets, topographical sheets, data booklets and maps
b. The examinees must check if the textbook brought for open text examinations consist of marginal annotations alone (without notes or
any pages apart from the main text).
c. No material other than the personal stationery must be brought in
and used for the examination by the examinees
d. The examinees must check the level/component of the subject once
they receive the question papers
e. The examinees must check if all the pages are there in the question
papers
f. The examinees must enter their personal details (Name, Candidate
number, Teacher’s initial) in the script before they are permitted to
move out of the examination room
g. The examinees must not carry any material out of the examination
room other than their personal belongings
The Examination Hall/Room:
a. The examinees must check the seating arrangement before entry into
the examination room/hall and they must not change their seating
arrangements
b. The examinees must maintain the spacing between the desks
Timing:
a. Examinees must enter the examination hall well within time.
b. If an examinee enters the examination room after the start of the examination s/he must provide a valid reason for the same which will
be investigated. His/Her entry into the examination room/hall will be
permitted only with the approval of the IB Coordinator
c. The examinees must time their answer(s) which will be enabled by the
time left for the end of the paper being announced every half hour
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d. The examinees must respect the reading time
e. The examinees must not write or make any mathematical calculations
during the reading time
f. The examinees will not be given any extra time
g. If an examinee is given extra time as part of the inclusive arrangement
the time is made separately for him/her.
The behaviour of the examinees:
a. There must be no conversations among or between examinees, or between any other people.
b. The examinees must not ask for the subject teacher when the examination is in progress
c. The examinees must not meet the subject teachers and get into any
conversation with them during their comfort gaps between the examinations
d. While walking in and out of the examination room/hall, the examinees must move in an orderly movement
e. Examinees must keep text books, note books and calculators (if not
required) on the shelves provided
f. The students must check their pockets and their stationery for any
unauthorized material on their person
g. Only transparent pouches may be used by the examinees to carry the
stationery
h. No examinee should leave the examination room for any purpose.
i. The examinee must avoid talking to the others, students and teachers
alike in the examination room/hall.
j. Any discussions between invigilator (s) and examinee should be kept
to an absolute minimum and softly, and only in the event of extreme
necessity.
k. If an examinee has fractured his/her hand during the examination, no
other assistance will be given to the examinee other than writing what
is dictated by him/her
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APPENDIX 3
ICT POLICY
GSIS VISION STATEMENT FOR ICT
“OUR VISION FOR ICT IN GSIS IS TO ENABLE OUR PUPILS AND STAFF TO BE
CONFIDENT, COMPETENT AND INDEPENDENT USERS OF ICT IN A CREATIVE, ETHICAL AND RESPONSIBLE MANNER”
TECHNOLOGY FAIR USAGE POLICY
Basically the school IT policy exists to maintain, secure, and ensure
legal and appropriate use of Information technology infrastructure established by the school on the campus.
Software
•
•
•
•
•

•

Install only authorized software in the school computers
Observe and respect license and copyright agreements
Avoid Coping, renaming, altering, examining, installing or deleting the
files or programs of another person
Refrain from creating, disseminating, or running a self-replication program
Access or attempt to access a desktop, network, or host computer
without having obtained the appropriate access log-in ID and password is not permitted
Tampering with switch settings or hardware (including keyboards,
monitors and mouse devices), or to move, reconfigure, and/or do anything that could damage the school’s property is strictly prohibited

Internet
The use of the Internet is a privilege, not a right.
•
•
•

Use the Internet responsibly and productively
Use of proxy servers to bypass the “Content filter” is not encouraged
Use (or attempt to use) of another person’s log-in and/or password is
not entertained
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•

•
•
•
•
•
•
•

Transmission of, or downloading any material in violation of any national, state, or district regulation is prohibited. This includes, but is
not limited to, copyrighted documents, material that is threatening
Use of the network for commercial, political, personal, or private gain
is not encouraged
Use appropriate language
Browse reputable and credible sites only.
Disruption of network of other users is not entertained
Broadcasting unsolicited commercial e-mail (“spam”) thereby creating excessive network traffic resulting in congestion is not encouraged
Users are responsible at all time for using the Wi-Fi network in a manner that is ethical, legal, and not to the detriment of others
Network services and wiring may not be modified or extended beyond the area of their intended use

Technology
•

•
•
•
•

The technology resources (e.g., all networking, hardware and software, the internet, email telephone equipment) are provided to support the educational and administrative activities of the school and
should be used for those purposes.
Use should always be legal, ethical and consistent with the school’s
Mission Statement
No user may act in ways that invade the privacy of others
All users must refrain from misuse of school technology resources
Each user is responsible for the security and integrity

Computer
•
•
•
•
•

Keep passwords and personal information confidential
security restrictions on company systems and applications should be
respected
Users are responsible for any and all activities initiated from their
computer
Access to server as an administrator is strictly prohibited
Downloading of games or other inappropriate software is not permitted
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•

Notify a teacher or the system administrator if you have identified a
possible security problem

Shared Folders/ Network folders
•
•
•
•

Keep username and password confidential
Attempt to access the folders/files which you are not authorized to
access will lead to lead to consequences
Do not delete , modify or duplicate unauthorized data
Do not try to change the access permissions of any folder

SMART BOARDS
•
•
•
•
•
•

Do seek IT team’s assistance in installation of Smartboards, related
hardware and software
Do allow free flow of information
Do save whatever you teach for further reference
Do explore interactive whiteboard features and share your discoveries
with Peers frequently
Refrain from writing on the smartboard with the board markers
Avoid using it as a projector

MANAGEBAC
•

•
•
•
•

Provide your legal full name, a valid email address, and any other
information requested in order to complete the account registration
process, and keep them up -to -date if your circumstances change.
Maintain the security of your account and password
Observe proper security practices on your local computer
Keep copies of all of the information published to the Website relating
to you
One person may not have more than one membership

E-mail
•
•

The facility should be used primarily for academic and official purposes
Refrain from using the facility for illegal/commercial purposes
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•

•

User should not share his/her email account details with others, as
the individual account holder is personally held accountable, in case
of any misuse of that email account
User should refrain from intercepting, or trying to break into others
email accounts

Network
•

•

Users may not extend or modify the network in any way by installing
devices such as repeaters, bridges, switches, routers, gateways, wireless access points, or permanent hubs
Users must use network services provided by Technology Services,
or its designees, and not attempt to hack provision network services
such as IP address assignment (i.e., DHCP servers), DNS, or other management services

Turnitin
The school annually subscribes to the anti-plagiarism software, Turnitin
which gives a report on the students’ work like TOK essay, Extended Essay and all Internal Assessments on the percentages of similarity, checking
their paraphrasing abilities, highlighting the content that is exact and offers proof that the content has not been plagiarized
•
•
•
•

Refrain from using the site solely for personal, non- commercial use
Avoid deconstruct, disassemble or decompile any software or technology underlying the Site
Refrain from transmitting any material that is unlawful, threatening,
abusive or otherwise offensive
Abstain from transmitting false content, virus or other harmful components
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GOOD SHEPHERD INTERNATIONAL SCHOOL
LAPTOP USE POLICY
(Please read AUP before signing agreement)

Misuse of laptop privileges will be subject to 3 – strike rules:
The first violation

-

Verbal warning

The Second violation

-

Incident report to Coordinator & and
confiscation of laptop for two weeks.

The third violation

-

Termination of network access /
confiscation of laptop for three months/
one whole term and possibly more
serious disciplinary action.
					

TECHNOLOGY FAIR USAGE POLICY AGREEMENT
Name : ……………………………………………

Roll No: …………..

Class : ………………………

Section : …….........

Email address : ………………………………………………
I understand that all rules and policies regarding laptop usage have to be
applied. I understand that violation of these rules may result in loss of
my network access privilege / conﬁscation of laptop and face disciplinary
action
Signed : …………………………………… Date: …………………………..
Authorization : ……………………………………….
For IT dept use : IP address allotted : --------------------------41

VISION STATEMENT
being service oriented unconditionally
having an acceptable level of decorum
Personal Success at GSIS is:
v
being a life long learner equipped with
a keen spirit of inquiry
v
developing a value based and ethical
outlook on life
v
imbibing cognitive and behavioral
skills to take on the world
v
acquiring a sense of purpose and being
goal oriented
v
possessing a sense of equanimity and
ability to balance reason and emotion
v
having acceptable standards of
deportment
v
having a spiritual rootedness within a
secular context
Community Life at GSIS means:
v
staff and students living in a
multi-cultural ambience / context
v
having a sense of being in a ‘family’
v
developing a sense of belonging and
togetherness in all we do
v
allowing for personal space within a
structured environment
v
experiencing the joy / art of living – joie
de vivre
Empowered Learners at GSIS:
v
take
responsibility
and
are
accountable for one’s learning
v
value and enjoy the process of
learning as much as the outcome
v
share and transmit knowledge
v
develop initiative and leadership skills
Diverse Learners at GSIS:
v
acquire
holistic
learning
and
development through a wide variety
of academic / extra curricular activities
v
have varied curricular options to
choose from catering to their diverse
needs and backgrounds
v
are recognized and accepted for their
multiple ability levels and learning
styles
v

Good Shepherd International School, in its
pursuit of a holistic education, envisages
inspiring and fostering a community of
caring, progressive, lifelong learners to
embrace and celebrate all Creation.
MISSION STATEMENT AND DESCRIPTORS

v

Good Shepherd International School
endeavours to prepare each student for
academic social and personal success by
creating a community of empowered and
diverse learners striving to be globally
minded citizens in an atmosphere of mutual
respect, understanding and trust.
GSIS is an International School by:
v
maintaining a global perspective in an
Asian context wherein it is situated
v
embracing a diversity of cultures
represented by its staff and students
v
being sensitive and accepting of all
cultures
v
upholding a secular perspective within
the School community
v
offering national and international
curriculums
Academic Success at GSIS is:
v
acquisition of academic skills
v
training to apply knowledge to real life
situations
v
provision of qualified staff to ensure
quality education
v
being in a residential set-up that
facilitates holistic academic growth
and development
v
benchmarked results and learning
outcomes on global standards
v
entry into leading colleges / universities in the country and worldwide
Social Success at GSIS is:
v
development of a strong identity and
self worth
v
ability to relate, connect and
communicate effectively with others
v
cultural sensitivity and acceptance
v
valuing justice and fairness in social
living
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discover the interconnectivity of
disciplines and grow into active
generators of knowledge.

learn from each other in the diverse
community they live, learn and work in
Globally minded Citizens at GSIS:
v
value the human spirit beyond the
constraints of cultural boundaries
v
develop awareness and sensitivity to
global issues encompassing all aspects
of life
v
understand the impact of one’s
thoughts and actions on the world at
large
v
think globally and act locally
Mutual Respect at GSIS means:
v
upholding the sanctity of teacher
students roles
v
appreciating and accepting individuality and diversity
v
safeguarding and promoting the
values ethos of the institution
v
preserving and maintaining the
environment we live and work in
Understanding and Trust at GSIS means:
v
Truth / Trust / Triumph (our school motto)
v
caring for individual needs even as we
live in the community
v
belief in the goodness of the individual
and the human race
v
developing empathy and rapport
amongst members of the community
v
being active listeners and critical
thinkers before being judgemental
OBJECTIVES
1.
VALUE EDUCATION : To create a
climate that encourages freedom of
thought while inculcating the savor
of self-discipline, punctuality, fair
play and industry.
2.
HOME AWAY FROM HOME : To
actualize a ‘home away from
home’ atmosphere where a right
proportion of care and control is administered catering to the emotional
and intellectual needs of a child.
3.
ACADEMIC EXCELLENCE : To
nurture heuristic, lifelong learners and who excel in conventional
academic demands; explore and
v

4.

5.

6.

7.

8.

9.
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CO-CURRICULAR ACTIVITIES :
To ensure that ALL students gain
experience, and appreciate ALL the
creative and performing arts thereby
promoting the acquisition of team
spirit and development of individual
skills needed for a holistic growth.
TEACHING STRATEGY : To practice
tailored teaching strategies incorporating latest technology to facilitate the diverse learning styles and
intelligence quotients of the student.
COMMUNITY SERVICE : To disseminate awareness of environmental
concerns and humanitarian issues
and kindle a sense of responsibility towards the amelioration of
the needy by working with charity
organizations.
TECHNOLOGY : To allow opportunities for a guided, constructive
and age appropriate use of technology and other resources within and
throughout the academic program.
INDIVIDUAL ATTENTION : To
discover the
latent potentials
in each child through individual
attention and providing them with
opportunities to hone them to their full
potential.
COUNSELLING : To monitor a
complementary growth of social,
cognitive and spiritual facets of a
child and aid in making fulfilling
career choices.

10.

MULTICULTURAL : To foster respect for and tolerance of other
cultures and creed by constructing a
multicultural and secular ambience.

11.

TO GROW FROM STRENGTH TO
STRENGTH : To conduct periodic
review of all programs and procedures to ensure consistency and
continuous improvement in line with
the ideals espoused in the Mission
statement and Motto of the school.

GOOD SHEPHERD INTERNATIONAL SCHOOL
Good Shepherd Knowledge Village, Palada P.O., Ootacamund - 643 004,
Tamil Nadu State, INDIA
Phone : 91 423 2550071 / 2550371 Fax : 91 423 2550386
Email : info@gsis.ac.in Web : www.gsis.ac.in

