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 FROM THE HIGH SCHOOL PRINCIPAL

As the world becomes increasingly more complex and interdependent, the necessity to 
study cultures different from our own becomes increasingly essential. Thus, our curriculum  
in grades nine through twelve places an emphasis on international mindedness, inter-cultur-
al understanding, and academic rigor.

Shortridge High School (Shortridge High) offers a unique opportunity to distinguish itself 
as a high school dedicated to the principles of leadership, scholarship, and service. Shor-
tridge High is a home for educational excellence and sound values in a society in search 
of both. As participants in our programs, students may compete in national math or music 
events, master a foreign language, curate an art exhibition, or perform on stage.

As we enter our sixth year, we have placed an emphasis on retaining educational leaders 
that both reflect our core values and are experts in their respective fields. I am proud of their 
commitment to the ideals and promise of education.  As the faculty implements a curricu-
lum that is rigorous and flexible, expansive in breadth and depth, we welcome curiosity and 
inspire greatness.

Committed to serving a community of diverse cultures and backgrounds, Shortridge High is 
dedicated to having a representative community of learners and teachers. We are proud that 
our school reflects the diversity of Indianapolis. As an inner-city school we are confronted 
with the images of poverty, homelessness, racism, and conflict. To help eradicate these so-
cial ills, our students are taught to lead remarkable, compassionate, and socially significant 
lives.

We have a singular, visionary goal of producing citizens who think freely, possess intellec-
tual vitality, and address needs and realities greater than themselves. I am pleased you have 
joined me at Shortridge High, and I look forward to working toward these goals with you. 

Sincerely,

Shane M. O’Day
Principal



PHILOSOPHY

MISSION
Our mission is to challenge scholars from diverse socioeconom-
ic and cultural backgrounds to become lifelong learners who 
develop personal and social awareness. Self-knowledge leads 
scholars to identify and pursue personal strengths, and awareness 
and understanding of one’s own personal and local culture lead 
to an openness and understanding of global cultures. As students 
identify and explore local and then global issues, they will be 
encouraged to take meaningful action.
 
Shortridge High Believes in Our Future
Education is a powerful force that must be leveraged to create 
a safer, more equitable, and prosperous community. Our vision 
is that through education our students will not only become 
academically successful, but become active and engaged citizens 
working for the greater good of society. To overcome challenges 
such as violence, poverty, racism, hunger, homelessness, and 
unemployment, we must have an educated citizenry willing to 
become engaged in civic discourse.

Education can help solve society’s ills. We must teach our chil-
dren tenacity, integrity, a sense of empowerment and the impor-
tance of service; our graduates will apply their skills and passions 
to create a lasting impact on their community.

Shortridge High Champions Its Staff
Faculty members are selected for their professionalism, academic 
qualifications, skills, and creativity. Individual professional devel-
opment is both supported and expected. Shortridge High creates 
an atmosphere in which the staff’s expertise and talents enrich the 
school community as a whole.

Shortridge High Invites Family Involvement
Parents are encouraged to participate as partners in the education 
of their children and in the continuing development of the school. 
We support, respect, and desire such an active role for parents. 
Shortridge High School, a community of students, staff, and 
parents, is committed to the creation and support of a dynamic 
model school with high academic, social, and ethical standards.

Shortridge High School (Shortridge High) offers an opportunity 
for students to become active participants in the learning process. 
Shortridge High fosters critical thinking and inquiry-based skills 
to ensure its students achieve to their full potential as individ-
uals and as members of the global community. In this setting, 
students, staff and parents cooperate in the educational process 
guided by our mission. 



 SCHOLAR CONTRACT
Our school’s common goal is the development of Shortridge High scholars. We strive to create a learning environment that enables 
scholars to discover themselves and their learning passions while collaborating with peers and adults in a respectful, supportive, and 
nurturing climate. Through collaboration and shared responsibility, we seek not only to provide an engaging and rigorous academic 
program, but also to form a community that fosters personal and social awareness and a school culture that celebrates scholars and 
recognizes each for their individual and unique strengths. 

To reach our common goal, each stakeholder must be committed to this aim.  This agreement identifies not only roles, but an under-
standing of common values and a commitment to education that reflect the IPS Core Values of Respect, Excellence, Scholarship, and 
Courage. 

Each Shortridge High scholar, as he/she grows and matures, assumes more responsibility for their education and for supporting the 
values of the community. He/she makes the following commitments:

Respect
The promise to build community.

This means that Shortridge High scholars agree not to form cliques or become dependent on their friends or others. Each scholar 
promises to commit personal talents, energy, and passion to helping others succeed while pursuing personal growth. Scholars 
shall value the attributes of our Learner Profile, including respect of self, others, and property. 

Excellence
The promise to assume responsibility for academic success.

This includes coming to school each day and on time, coming prepared for each class with the necessary school supplies, com-
pleting all homework, using class time productively, engaging fully in classroom discussion, and working to 100 percent of their 
ability. 

Scholarship 
The promise to meet all of the expectations of a Shortridge High scholar.

This means that Shortridge High scholars set aside sufficient time each night for study and the on-time and quality completion of 
class assignments. In the case of online work, scholars will ensure that resources necessary to complete course assignments are 
downloaded to their laptop, if they don’t have Internet access at home. Each Shortridge High scholar is expected to work hard at 
meeting educational challenges of the IB course work. Scholars take on the responsibility for meeting with their teachers and/or 
advisors before falling behind on work assignments. The academic honesty policy is upheld by all Shortridge High scholars.

Courage
The promise to participate in the unique learning opportunities offered at Shortridge High (such as Week Without Walls, student 
leadership, field experiences, clubs and student-led conferences). 

Students at Shortridge High understand that learning extends beyond the classroom walls. Shortridge High scholars are expected 
to participate in preparation activities as well as events, which often extend the regular school day into evenings and weekends. 
They also agree to dedicate their time to community service.



 IB LEARNER PROFILE
As a community of globally minded citizens, our scholars are 
becoming: 

Caring
They show empathy and compassion towards the needs and
feelings of others. They have a personal commitment to action
and service to enhance the human condition, and respect for
the environment.

Critical Thinkers
They exercise initiative in applying thinking skills critically
and creatively to make sound decisions and approach complex 
problems.

Communicators
They understand and express ideas and information confidently
in more than one language and in a variety of literacies.

Inquirers
Their natural curiosity is nurtured. They acquire the skills
necessary to conduct purposeful, constructive research, and
become independent active learners. They actively enjoy
learning and this love of learning will be sustained throughout 
their lives.

Knowledgeable
They explore concepts, ideas and issues which have global
relevance and importance. In so doing, they acquire, and are
able to make use of, a significant body of knowledge across a
range of disciplines.

Open-Minded
Through an understanding and appreciation of their own
culture, they are open to the perspectives, values and traditions
of other individuals and cultures and are accustomed to seeking
and considering a range of points of view.

Principled
They have a sound grasp of the principles of moral reasoning.
They have integrity, honesty, a sense of fairness and justice and
respect for the dignity of the individual. 

Reflective
They give thoughtful consideration to their own learning and
personal development. They are able to analyze their strengths
and weaknesses in a constructive manner, and act on them.

Risk-Takers
They approach unfamiliar situations with confidence and have
the independence of spirit to explore new roles, ideas, and
strategies. They are courageous and articulate in defending
those things in which they believe.

Well Balanced
They understand the importance of physical and mental
balance and personal well-being for themselves and others.



 OUR VALUES
This guide serves to outline our core values of aca-
demic integrity.  These values are embedded in the IB 
Learner profile, specifically principled.

As we are a community of learners, a common under-
standing of ethical expectations are important.  The 
value of  ‘principled’ asks us to follow our own ethical 
compass and  show recognition of right and wrong.  

In Approaches to learning (ATL), we build academic 
capacity by focusing on the following 

• Self-management
• Social
• Communication
• Thinking
• Research

Approaches to teaching are equally important in devel-
oping learning abilities. These are as follows.

• Conceptually driven
• Contextualized
• Collaborative
• Differentiated
• Informed by assessment

“To promote a stronger sense of mutual responsibility, respect, 
trust, and fairness among all members of Shortridge High, and 
to promote principled academic and personal achievement, I will 
not engage in cheating, plagiarism, lying, or stealing.”

 HONOR CODE

Rationale
Academic honesty is essential in all places of learning across
the world. Shortridge High students need to understand the im-
portance of this issue both in and out of school. The school will 
educate students about academic honesty, thus preparing them for 
further academic life.

 EXPECTATIONS

Expectations of Students

• Students are responsible for submitting work that is their 
own.

• Students will cite sources of ideas and other materials used in 
work submitted. 

• Students will not share their work with others.

• Students will submit drafts of their work to their teachers.

• Students will use turnitin.com to assist in gaining awareness 
of plagiarism and avoiding inadvertent instances. 

• Students must seek assistance from teachers, librarians, and 
curriculum coordinators to clarify academic honesty ques-
tions.

Expectations of Parents
• To ensure the guidelines for helping students are followed.

• To ensure any tutors receive the guidelines. 

Expectations of Teachers

• To educate students about academic honesty within the con-
text of their subject.

• To clearly identify on each assessment what should be done 
independently and what collaboration is acceptable.

• To set assignments that do not lend themselves to academic 
malpractice.

• To see drafts of work where appropriate.

• To educate students on how to use turnitin.com and other 
academic resources.

• To inform counselors of any incident of malpractice so that it 
can be logged.

• To meet with students and parents when an issue arises, as 
required by “Consequences of Malpractice.”

• To model academic honesty by citing sources on materials 
used in classes.

• To treat any incident of academic dishonesty fairly and in 
line with the policy.

Shortridge High will provide:
• Personal and social education sessions on academic honesty.

• Turnitin.com as a tool to reduce academic malpractice.

• Guidelines for parents and tutors clarifying what type of 
academic help is acceptable.



 ACADEMIC HONESTY - OUR COMMITMENT
As our students prepare for exams, we support academic integrity, prevent plagiarism and ensure that students can take great pride in 
knowing that the work they complete is their own.

• We nurture the ten attributes of the IB learner profile. They are the foundation for teaching and learning and can help individuals 
and groups become responsible members of local, national and global communities. This includes the individual’s responsibility 
towards academic honesty and integrity. The ten attributes are inquirers, knowledgeable, thinkers, communicators, principled, 
open-minded, caring, risk-takers, balanced, reflective.

• Support students to become actively responsible for their own learning. 

• Take time to talk about academic integrity—encourage our students to develop personal integrity. 

• Ensure that students receive guidance on how to produce genuine and authentic work. T

• We support references and citing through our future center.   

• We give students regular feedback and encourage them to respond to the feedback.

• Involve students and staff in developing this academic integrity policy—we embed integrity into the culture of our school.

• Lead by example—we act with honesty and in a responsible and ethical manner. 

• Encourage our students to accept their strengths and weaknesses and encourage them to do the best they can.

• Promote fairness and be open to questions. Our school’s media director can assist.  

• Help parents understand our academic integrity policies. 

https://blogs.ibo.org/blog/2018/03/27/11-tips-for-teachers-to-foster-academic-honesty/

 UNDERSTANDINGS
All constituents will:
• Understand what constitutes academic misconduct.

• Know how to conduct research.

• Know how to acknowledge sources.

• Know the consequences of being in breach of IB regulations.

• Act in a responsible and ethical manner throughout their 
participation in courses and programs.

 AGREEMENT
Upon entering Shortridge High School, all students 
review not only this policy, but all school policies an 
then sign their acknowledgment.  

In addition, upon the submission of all internal and 
external assessments that directly relate to the IB 
(MYP Personal Project, CP Reflective Project, Extend-
ed Essay, etc) all students sign a acknowledgment that 
the submitted work is the work of their own and that 
all rules and policies governing malpractice have been 
followed.   



The purposes of learning, teaching, and evaluation will not be fully achieved at Shortridge High if scholars and teachers cannot be 
confident that work submitted for evaluation and grading purposes is a scholar’s own product. It is essential that honesty, on the part of 
both teachers and scholars, be central to learning and evaluation. In an attempt to guarantee this end result, the outline below defines 
the expectations, responsibilities, and consequences for academic dishonesty, and will therefore be in effect.

This policy, as outlined below, defines the expectations, responsibilities, and consequences for academic dishonesty.
• Faculty will clearly read and discuss this policy in class; scholars will be informed what constitutes plagiarism.
• Scholars will be in violation of this academic honesty policy in any of the following situations:

• copying the work of another scholar and representing it as their own;
• providing false information on a scholar’s contributions to group assignments;
• knowingly giving work to another scholar to be used to misrepresent the second scholar’s work;
• committing plagiarism in written work; or
• violating copyright restrictions in video, taped, or duplicated material and representing such materials as their own work.

• Responsible users of information always acknowledge their sources, both in formal and informal communications. 

Scholars must use information from the Internet in the same way they use information from any other public, published source: they 
must state the source of the information to prove its reliability. E-mail messages are private and may not be quoted or sent on to 
anyone else without the permission of the original sender. Scholars must never use another person’s words or ideas without attribution 
because it can be illegal. 

What to do if you suspect or become aware of cheating:
Observation or knowledge of academic dishonesty should be reported immediately. Individuals who cheat gain an unfair advan-
tage. Although reporting suspected or observed cheating may seem difficult, failure to do so hurts the community. When a scholar’s 
observations are reported anonymously, such information may still encourage further investigation. This may lead to the detection of 
patterns of cheating or the imposition of effective preventive measures. If a scholar is uncomfortable speaking directly with a teacher, 
the scholar is urged to consult with a counselor, administrator, or office staff member who will advise and assist the scholar in address-
ing the situation.

Consequences for violating the Academic Honesty Policy:
Please refer to the chart on the following page titled “Consequences for Academic Malpractice.”

If a claim of plagiarism is made and refuted by the scholar, all evidence will be presented to the administration for adjudication. 

 OUR POLICY



Consequences for Academic Malpractice

Academic malpractice of any kind on in-class for-
mative or summative assessment.

Academic malpractice on final copy of externally assessed 
or moderated tasks including National History Day, official 
IB tasks; or on mock IB exams or final exams.
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• Phone call home to parents.
• Student re-writes the assessment
• Relevant program coordinator informed
• Teacher reviews policy and provide resources 

to prevent future infraction

• Meeting with teacher, program coordinator, adminis-
trator, parents, and student

• Student receives zero on assignment.
• Administration reviews policy and provides resources 

to prevent future infraction
• Referral to writing center prior to submission of any 

additional tasks or assignments
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• Meeting with teacher, program coordinator, 
parents, and student

• Student receives zero
• Online MLA/ APA course is provided 
• Required verification from writing center be-

fore submission of next assignment

• Meeting with teacher, program coordinator, adminis-
trator, parents, and student

• Completion of online MLA/ APA course is required  
• Student receives zero on assignment.
• Suspension
• Student contract completed
• Required verification from writing center prior to any 

future submissions
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• Meeting with teacher, program coordinator, 
administrator, parents, and student

• Completion of online MLA/ APA course is 
required Suspension

• Required verification from writing center prior 
to any future submissions

• Student receives zero

• Meeting with teacher, program coordinator, adminis-
trator, parents, and student

• Student fails course
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• Meeting with teacher, program coordinator, 
administrator, parents, and student

• Student receives zero
• Suspension
• Student may fail course

 INCIDENTS AND CONSEQUENCES

 IB CONSEQUENCE
The IB conducts their own investigation in to academic malpractice.  Whether the malpractice concern is raised by a teacher, adminis-
trator, IB Coordinator, or the IB itself, all malpractice charges are taken seriously.  If a charge of malpractice or academic misconduct 
is founded, the IB candidate may face the following consequences 
• Non awarding of points for a specific component (IA, paper, etc)
• Non awarding of points for the subject (an incomplete in the IB course)
• Non awarding of the IB Diploma, MYP certificate of CP certificate



 DEFINITIONS
Citation
A citation is an indication (signal) in the text that this (material) is 
not ours; we have “borrowed” it (as a direct quote, paraphrase or 
summary) from someone or somewhere else. The citation in the 
text can be:
• in the form of an introductory phrase, or
• at the end of the statement, or
• indicated by a superscript or bracketed number that leads to a 

similarly numbered footnote or endnote.
• Every citation should be given a full reference that enables 

the reader to locate the exact source used.

Reference
A reference gives full details of the source cited in the work; the 
parts or elements of the reference should be noted in a consistent 
order. Use of a recognized style guide will help ensure consisten-
cy, and will also ensure that all required elements are included.

Every reference should be given a citation in the text. If we have 
looked at a source but not mentioned or cited it in the text, then 
we do not include it as a reference.

Bibliography/references/works cited
Most style guides require a list of references at the end of the 
work. This is usually a list, in alphabetical order, of the authors 
(last name first), whose words and works have been cited in the 
work. The title of this section varies from one style guide to 
another.

Each entry in the list of references includes the full information 
(or as much of it as can be found), expressed in a consistent fash-
ion, which will allow an interested reader to track down exactly 
where you found the material you have used and cited.

Paraphrase
In writing an essay, we often use our own words to put over 
someone else’s thoughts and ideas. While there are some words 
that we cannot change (especially the names of people, plac-
es, chemicals, and so on), we should use our own words for as 
much as we can of the rest of the passage. We should also aim 
to change the structure of the passage, perhaps by reordering the 
thoughts and ideas.

When we paraphrase, we need to make it very clear where the 
original author’s ideas start and where they finish. If we include 
our own examples, we should make it clear that these are our 
thoughts and not those of the original author.

Summary
A summary is a much-shortened summing up of someone else’s 
work. We might summarize a chapter or academic paper, or 
perhaps even a book, in two or three sentences. Again, although 
we are using our own words, we must still cite the original source 
used.

Summaries are often used in a review of the literature—when we 

 COLLABORATION
Collaboration is working together by permission of your 
teacher to accomplish an assignment or task.  Examples of 
this may include your personal project, group presentation 
or team paper.  Collaboration in terms of studying, prepar-
ing for an exam, or supporting a peer are acceptable.  

When collaboration results in an assessed product (a task 
for a grade), then explicit permission from your teacher is 
required.  

There is a distinct difference between collaboration and 
collusion.  Collusion is done in secret, without the teacher’s 
expressed knowledge or permission.  Collusion generally 
includes a deceitful purpose by gaining an unfair advan-
tage, misleading or deceiving.  

Examples of collusion include, but are not limited to, shar-
ing information from a test, giving or sharing a task that 
will either be copied or submitted under a peer’s name and 
placing your name on a group project to which you did not 
contribute.

sum up what other writers have said or done in investigating a 
topic or theme.

Quotation
When we use someone else’s exact words, we quote that original 
author, and we show this is a quotation by using quotation marks. 
Longer quotations may be indicated by the use of an indented 
paragraph (without quotation marks). As well as indicating the 
words quoted, we must also acknowledge the author by using an 
in-text citation, the citation in turn linking to a full reference.

Quotations should normally be used sparingly and carefully; 
essays on literary subjects or from historical documents might 
include more quotations than other essays.



 MALPRACTICE
Malpractice includes the following:
1. Plagiarism: this is defined as the representation of the ideas 

or work of another person as the candidate’s own.
2. Collusion: this is defined as supporting malpractice by 

another candidate, as in allowing one’s work to be copied or 
submitted for assessment by another.

3. Duplication of work: this is defined as the presentation of the 
same work for different assessment components and/or IB 
diploma requirements.

4. Any other behavior 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, disclosure of information to or receipt of information 
from candidates about the content of an examination paper 
within 24 hours after a written examination). 

Shortridge High uses the Modern Language Association (MLA) 
conventions for the citing of sources.

 EXAMPLES
• Submitting to IBO someone else’s work
• Copying the work of another candidate
• Allowing a peer to copy your work
• Not acknowledging sources
• Asking another person to write your work
• Falsifying data used in an assignment
• Falsifying CAS records and journals
• Stealing examination material and/or exam papers
• Bringing unauthorized material into the examining 

room. Examples:
• notes, unauthorized software on a graphing calcu-

lator, cell phones
• Disrupting behavior during exams
• Impersonating another candidate



 CITATIONS
Students produce different types of documents and other forms of 
work, some of which rely on resources by other people. Follow-
ing good academic practice, it is expected that we appropriately 
acknowledge any ideas, words, or work of other people.

This means that, when creating an authentic piece of work, we 
are expected to:

• undertake research on what is already known
• analyse the research in the context of the work to be pro-

duced
• compare and/or contrast existing knowledge against our own 

findings/thoughts/opinions
• synthesize and present the document in an appropriate way 

for the expected audience
• acknowledge all contributing sources appropriately

The ways in which we can acknowledge contributing sources 
appropriately may vary according to the type of work we pro-
duce. Sources are acknowledged differently in a press release or 
magazine article, in a piece of fiction, in artwork or a musical 
performance, a slide presentation, film clip or radio broadcast. 

The important, honest thing for us to do in these and other types 
of work is to acknowledge our sources and influences in some 
way. In academic writing, and in any work presented for assess-
ment, not only is it necessary to acknowledge our sources appro-
priately, but it is regarded as important that the acknowledgments 
be made using a consistent style. The use of a style guide helps us 
to ensure this consistency.

When we use other people’s words, work and ideas to support 
our own ideas, or to demonstrate divergent opinion, it is essential 
that we indicate whose words and work we are using. Any reader 
would benefit from seeing just how the other person’s work con-
tributes to ours.

If we fail to show that we are using someone else’s words, work 
or ideas by not indicating that they originated with someone else, 
then we mislead the reader. If we give the impression that these 
words or ideas are our own when they are not, this is not good 
scholarship and, deliberate or unintentional, may be deemed as 
academic misconduct.

Published from the IBO Website https://ibpublishing.ibo.org/server2/rest/app/tsm.xql?doc=g_0_malpr_sup_1408_2b_e&part=1&chapter=1

 WHY CITE
Proper citation is a key element in academic scholarship and 
intellectual exchange. When we cite we:

• show respect for the work of others
• help a reader to distinguish our work from the work of others 

who have contributed to our work
• give the reader the opportunity to check the validity of our 

use of other people’s work
• give the reader the opportunity to follow up our references, 

out of interest
• show and receive proper credit for our research process
• demonstrate that we are able to use reliable sources and criti-

cally assess them to support our work
• establish the credibility and authority of our knowledge and 

ideas
• demonstrate that we are able to draw our own conclusions
• share the blame (if we get it wrong).

 WHAT TO CITE
As creators/authors, we are expected to acknowledge any materi-
als or ideas that are not ours and that have been used in any way, 
such as quotation, paraphrase or summary. The term “materials” 
means written, oral or electronic products, and may include the 
following.

• Text
• Visual
• Audio
• Graphic
• Artistic
• Lectures
• Interviews
• Conversations
• Letters
• Broadcasts
• Maps

Basic and common knowledge within a field or subject does not 
need to be acknowledged. However, if we are in doubt whether 
the source material is common knowledge or not, we should cite!

 WHEN TO CITE
When we acknowledge the use of materials or ideas that are not 
ours, the reader must be able to clearly distinguish between our 
own words, illustrations, findings and ideas and the words and 
work of other creators.

Style guides give us advice for documenting our sources in writ-
ten work, but they are less helpful with other formats and medi-
ums. Nevertheless, we can be honest and we can be helpful to our 
audience(s)—for assessment purposes, this is an expectation.

In written work, we should cite in the text where we have used 
an external source. The inclusion of a reference in a bibliogra-
phy (works cited/list of references) at the end of the paper is not 
enough. However, for pieces of “creative” written work such as 
writing in the style of an author or genre, for which in-text cita-
tion is not usually expected, creative ways of acknowledging the 
use of other people’s work may be permissible. A bibliography or 
list of references is also expected.

In other forms of work (music, video, artistic pieces), we are 
expected to acknowledge use of external sources appropriately.



In presentations we can provide our audience with a handout of 
our references, or list our sources on the final slide(s).

During an oral presentation, we can acknowledge the sources we 
are using by the use of phrases, for example, “As Gandhi put it 
…” or “According to …”. We can show a direct quotation by say-
ing “Quote … Unquote” or by signaling with “rabbit’s ears” or 
“air quotes”. In a presentation supported by posters or slides, we 
can include short or full references on the slides; if short referenc-
es are made on the slides, then we should again provide a full list 
of references on a handout or on the final slide(s).

We can include references or acknowledgments of other people’s 
work in the final credits of a film. A piece of music can be accom-
panied by program notes indicating influences and direct sources. 
Art on display can be labeled or captioned.

 HOW TO CITE
When we cite, we should make clear what it is that we are citing. 
It must be clear to the reader just what it is that we owe to some-
one else, and whether we have quoted exactly or have used our 
own words and understanding of the original material.

• The reader must be able to distinguish clearly between our 
words/work and the words/work of others.

• Quotations—the exact words as used by others—are indicat-
ed either by quotation marks or by displaying (indenting) the 
quotation.

• Paraphrase and summary of others’ work should similarly be 
distinguishable from our own words and ideas.

• Use of a style guide ensures that our citations and references 
are recorded consistently.

• Choice of introductory or parenthetical citation is often a 
matter of readability, emphasis and authority.

• As noted in the definitions below, the citation in the text links 
to a full reference that will enable the reader to trace the 
exact material used.

The three main types of in-text citation are as follows.

Author 
In-text citation is done by an introductory and/or parenthetical 
citation providing:
• the last name of the author, and
• page number(s) from which the quotation or paraphrase is 

taken, if applicable.

Author–date 
In-text citation is done by an introductory and/or parenthetical 
citation providing:
• the last name of the author, and
• the year of publication from which the quotation or para-

phrase is taken, and the page number, if applicable.

Numbered footnote
In-text citation is done by:

• superscript note numbers that come after the referenced pas-
sage, and after the final punctuation mark, if used, and 

• corresponding footnotes placed at the bottom of their page 
of reference containing all reference details from which the 
quotation or paraphrase is taken; when using a source for a 
second or subsequent time, a shorter footnote reference is 
sufficient.



• When you have used an author’s exact words, have you put “quotation marks” around the quotation and named (cited) the original 
writer?

• (If you indent your quotation(s), quotation marks are not needed, but the author must still be cited; have you cited your indented 
quotations?)

• When you put someone else’s thoughts and ideas in your own words, have you still named (cited) the original author(s)? 

• When you use someone else’s words or work, is it clear where such use starts—and where it finishes? 

• Have you included full references for all borrowed images, tables, graphs, maps, and so on? 

• Print material: Have you included the page number(s) of print material you have used (especially important with exact quota-
tions)? 

• Internet material: Have you included both the date on which the material was posted and the date of your last visit to the web page 
or site? 

• Internet material: Have you included the URL or the DOI? 

• For each citation in the text, is there a full reference in your list of references (works cited/bibliography) at the end?

• Is the citation a direct link to the first word(s) of the reference?

• For each reference in the list of references (works cited/bibliography) at the end, is there a citation in the text?

• Do(es) the first word(s) of the reference link directly to the citation as used?

• Is your list of references (works cited/bibliography) in alphabetical order, with the last name of the author first? 

 DOCUMENT CHECKLIST

 REVIEW PROCESS
The academic honesty policy committee will meet annually to 
review the current language policy issues, consider additional 
supports and evaluate the effectivesness of current strategies.  
Committee decision-making will be guided by the results of an 
annual policy survey distributed to the school and community.

In May of each year, the academic honetsy policy is presented to 
all shareholders prior to final adoption for the following school 
year. SHS’ academic honesty policy will be communicated to 
the school community through links on the school’s website and 
Facebook page and the school newsletter. As a community, we 
welcome contributions that will lead to the continued academic 
success of our scholars.


