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1. Purpose
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January 2025
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Baseline Training Staff, Students and Community
Program and Compliance Coordinator

Student Complaints Policy Student Code of Conduct

Standards for RTOs

National Vocational education and training Regulator Act 2011
Copyright Act 1968 (Clth)

Privacy Act 1988 (Clth)

All Baseline Training community members share responsibility for maintaining the academic
standing of Baseline Training. As such, students have a responsibility to maintain the highest
standards of academic integrity in their work and ensure they appropriately acknowledge the ideas,
interpretations, words, or creative works of others.

To facilitate the achievement of academic integrity, Baseline Training staff must cultivate, with their
students, a climate of mutual respect for original work and a clear understanding of standards for

academic integrity.

The purpose of this Plagiarism Policy is to outline:

e Baseline Training’s commitment to high standards of academic integrity

e The issues associated with plagiarism and collusion and their effect on student learning.

e The principles under which preventing, detecting, and dealing with cases of plagiarism and
collusion and related forms of cheating are managed.

2. Policy Scope

This policy applies to all staff and students at Baseline Training involved in academic assessment
tasks and scholarly work.

3. Definitions

TERM DEFINITION

Plagiarism 'The act of misrepresenting as one's own original work the ideas,
interpretations, words, or creative works of another either intentionally or
unintentionally. These include published and unpublished documents,
designs, music, sounds, images, photographs, computer codes and ideas
gained through working in a group. These ideas, interpretations, words, or
works may be found in print and/or electronic media.

Preliminary A preliminary investigation is to consider whether there is evidence that a

investigation student engaged in misconduct.
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Level of student misconduct is determined according to a system of three levels of
Misconduct misconduct -

level 1 - minimal.
level 2 - moderate; and
level 3 - serious.

Baseline Training Baseline Training.

4. Statement

Plagiarism occurs when the work of others is presented as their own. “Work” can refer to published
and unpublished documents, ideas, images, video, audio, and data.

Students must conduct themselves in a manner consistent with the standards of behaviour set out
in the student charter. These standards of behaviour are intended to promote the highest standards
of honesty and academic integrity and to promote the good order and management of Baseline
Training.

Disciplinary action for plagiarism will be taken under this policy in accordance with the following
principles -

e Disciplinary procedures must be fair and just, and consistent with the requirements of procedural
fairness.

e Penalties imposed for plagiarism must be appropriate and proportionate.

e Decision-making on plagiarism will be carried out in accordance with appropriate levels of
responsibility within Baseline Training.

e Theinitial focus of decision-making is on whether there is evidence of plagiarism, with judgments
of intentionality being considered in determining any penalty that might be applied.

e Confidentiality must be respected and maintained by all parties within the constraints of the need
to hear a plagiarism allegation or fully investigate plagiarism allegations subject to any legal
requirements for disclosure and consistent with the principles of natural justice and in
accordance with other Baseline Training policies, procedures, and guidelines.

5. Student Rights

In accordance with the requirements of procedural fairness, students have the right to -

have a case of alleged plagiarism dealt with as promptly as possible.

receive a copy of, or an opportunity to inspect, all relevant evidence held by the Decision-Maker.
be given an opportunity to appear before the Decision-Maker to answer the allegation.

appeal a decision to designated person or body who is not the Decision-Maker.

6. Reporting Allegations of Plagiarism

Any person may report a complaint of plagiarism by a student to the Student’s Teacher, Program and
Compliance Coordinator, or RTO coordinator of Baseline Training.
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7. Reporting Allegation of Plagiarism

7.1 Preliminary Investigation

e A member of staff who receives a complaint of plagiarism must refer the complaint to the
Program and Compliance Coordinator who will:
o investigate the matter themselves; or
o refer to the investigation to another Baseline Training representative.
o The preliminary investigation will be conducted in a timely manner.
If the investigating representative is not the decision maker, they must refer an allegation of
plagiarism to the National RTO Manager or delegated officer (Decision Maker) within 5 business
days of completion of the preliminary investigation.

7.2 No Case to Answer

After receiving the preliminary investigation report, the National RTO Manager or delegated officer
(Decision Maker) may, in his or her discretion, taking into consideration the preliminary investigation
report, find that further investigation and/or action under this policy is not warranted.

7.3 Allegation Notice

If an allegation is referred to the National RTO Manager following a preliminary investigation under
section 6.1, the National RTO Manager must issue an allegation notice to the student within 14
business days.

An allegation notice must include -

e a description of the alleged student misconduct and the circumstances in which the alleged
misconduct occurred; and

e the date, time, and location of the hearing; and
a statement inviting the student to attend the hearing and advising that the student may be
accompanied by a support person who is not legally qualified, subject to the Decision-Maker also
having the discretion to allow the presence of a legally qualified support person; and

e astatementthat the hearing may proceed in the student’s absence if the student does not attend
the hearing.

After receiving an allegation notice, a student may request a copy of all documentation containing
the substantive material on which the allegation is based on.

The National RTO Manager receives a request that must provide the student with a copy of the
documentation or access to view the documentation within a reasonable time before the hearing.

7.4 Hearing

e The National RTO Manager or delegated officer must decide a case of alleged misconduct within
20 business days from the date the allegation notice was issued or within a longer period if the
student and the CEO agree.

e The National RTO Manager or delegated officer must conduct a hearing for the allegation in the
manner that the National RTO Manager or delegated officer considers appropriate in accordance
with the requirements of procedural fairness.
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e The studentis entitled to be accompanied by a support person who is not legally qualified, subject
to the Decision-Maker also having the discretion to allow the presence of a legally qualified
support person.

e At the hearing, the National RTO Manager or delegated officer must -

e give the student a copy of, or an opportunity to inspect, all substantive material evidence
associated with the allegation of misconduct (if not already provided); and

e give the student a reasonable opportunity to appear before the Decision-Maker to answer the
allegations, and to comment on the substantive material on which the allegation is based; and

e consider any written or oral statements made by the student in relation to the allegation of
misconduct; and

e maintain order in the hearing and, for this purpose, the Decision-Maker has the power to order
the removal of a person, including a student or the person accompanying the student (if any).

e [f the National RTO Manager or delegated officer deliberations indicate that more information
about the allegation is required, the National RTO Manager or delegated officer may recall the
student and the person accompanying the student (if any) to provide the information or to hear
and comment on it.

7.5 Hearing

In considering a case of alleged plagiarism, the National RTO Manager or delegated officer must
decide based on findings of facts that are established on sound reasoning and relevant evidence.

8. Notice of Decision

As soon as practicable the National RTO Manager or delegated officer decides, the Decision-Maker
must -

e give the student a written notice of the decision; and
e inform the student of any appeal rights and timeframes; and
o if National RTO Manager or delegated officer is to give a copy of the notice to the CEO.

The notice must state -

the decision.

the plagiarism levels.

the reasons for the decision.

the student’s right to appeal and applicable timeframes; and
that the outcome of the appeal may be:

no change to original decision,

reduced severity and or level of penalty, or

increased severity and or level of penalty.

9. Factors in determining relevant penalty.

Relevant factors for the Decision-Maker, in their discretion, in determining an appropriate penalty for
plagiarism is whether the student should be deemed to have intended to engage in plagiarism
because.

e the student was provided with a detailed and specific definition of what constitutes plagiarism in

respect of his or her course or piece of work; and
e the student signed a declaration in respect of the relevant piece of work that they read and
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understood the information on plagiarism, and the penalties that may be imposed where an
academic offence is committed; and

e the student’s act of plagiarism is clearly covered by the information on plagiarism which the
student received.

10. Penalty

expulsion from Baseline Training.

11. Appeals

A student may appeal a decision of a Decision-Maker as to -
e whether the student has committed plagiarism; or
e the penalty imposed by the Decision-Maker.

To appeal against a decision the student must lodge a written appeal application with Baseline
Training within 20 business days of being given notice of the decision.

An appeal application must clearly state:

e the decision being appealed and the grounds for appeal; and

e grounds of appeal which must include one or more of the following:

e since the decision was made substantive new information that supports their case has become
available.

e the process for making the decision was procedurally incorrect or unfair.

e the penalty imposed by the Decision-Maker was disproportionate to the level of alleged
misconduct.

e that a student must attach all relevant supporting appeal documentation at the time of lodging
the appeal application.

o that when making an appeal the student must note that the relevant appeal person or appeal
body may apply penalties relevant to the assessed level of misconduct as advised in the appeal
hearing notification.

The CEO must give a minimum of 5 business days written notice of hearing date of appeal to the
relevant appeal person (if not the CEO) or the chairperson of the relevant appeal body.

The appeal person or body must hear the appeal within 20 business days from the date the student
gives notice of the appeal unless the student and the CEO agree on a longer period.

An appeal will be heard by the relevant appeal person or body by way of ‘new hearing’ and consider
all disciplinary material at first instance.

12 Avoiding Plagiarism - help for students.

Unintentional plagiarism can occur if students fail to reference correctly, so ensure students properly
acknowledge the ideas or words of others that they use.
Take careful notes of all sources of information.

e Record the source of any information found. Depending on the referencing style student use they
may need to record information such as the author, publication date, title, publisher, volume,
issue, pages, edition, URL etc.

e Paraphrasing:
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When students use what someone else has written or said, but write it in their own words, they
must include an in-text citation.

Summarising an idea or argument

Like paraphrasing, if a student summarises an argument or idea into their own words, they must
include an in-text citation.

Using direct quotes

A direct quote is when students copy the exact text from the original source into their document.
Students should only use direct quotes when the author’'s own words are critical to make their
point. They should be used sparingly. Usually, direct quotes are put in italics inside quotation
marks or indented and are followed by an in-text citation.

Using resources created by others

Provide a reference for any information or materials students use that they did not create
themselves. This can include images, tables, data, audio, video, ideas, or opinions.

Create a reference list.

Any source students have used in their document should be included in their reference list.

13. Responsibilities

CEO

National RTO Manager
Program and Compliance coordinator
Baseline Trainers
All Baseline Training staff

All Baseline Training students
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