
BFIS MSHS Academic Integrity Policy

Mission
Our purpose is to engage our diverse school community in the pursuit of educational excellence
and success for all students.

Philosophy
At BFIS, it is our collective aim to foster a community of ethically responsible lifelong learners.
Our primary objective is to nurture a learning environment where all keyholders make the right
choices, with integrity and respect and serve as role models in both the academic context and
personal interactions. This Academic Integrity Policy outlines the diverse aspects of this
commitment.

In the world of academics, being honest means producing schoolwork that is authentically your
own while also acknowledging the contributions and ideas of others. At a personal level,
integrity means acting with honesty, fairness and respect in your dealings with the individuals,
groups and communities with whom you interact as outlined by our school's core values and the
IB learner profile.

BFIS Core Values
● Be Kind
● Be Honest
● Be Respectful
● Be Responsible

Responsibilities for all Keyholders
●  Assume and follow the expectations set forth in this policy throughout their time at BFIS
●  Incorporate the values and philosophy of this policy, in alignment with the BFIS core

values and the IB learner profile, in their future endeavors
● Develop a deep appreciation for the importance of contributing in positive, ethical ways

to the academic and wider communities to which they belong

Student Responsibilities
All middle and high school students at BFIS must:

● Read this guide and understand both its philosophy and its practical applications.
● Recognize expectations and responsibilities with regard to producing authentic work. 

Updated January 2023



● Give credit for copied, adapted, and paraphrased material as well as to the ideas and
work of other people used in your assignments. 

● Approach all examinations as valuable opportunities for self assessment.
● Strive to be ethical in both personal interactions and relationships with other community

members.  Academic integrity extends beyond exams and assignments.  It involves being
fair, maintaining integrity and telling the truth at all times. It means exemplifying the BFIS
core values in all you do.

● Use online and digital resources ethically and responsibly.
● Ask for guidance and clarification when necessary. A lack of awareness of what BFIS

considers acceptable practice is not a valid excuse for academically dishonest behavior.
 If you are ever unsure about whether an action or behavior is unethical or dishonest,
seek advice from a teacher, the librarian or a counselor.

● Bear the consequences set by the school or external organization if students do not
submit work that is not their own, or engage academic malpractice of any nature.

Leadership Team Responsibilities
● Empower the Academic Integrity Committee (AIC) to oversee cases of academic

misconduct
● Trust the AIC to review and update the Academic Integrity Policy on a yearly basis
● The MSHS Leadership Team is responsible for supporting teachers in the reporting and

investigation of student academic misconduct or maladministration incidents
● Ensure that the teachers, support staff, students parents and legal guardians have a

common understanding of the IB’s expectations with regards to the academic integrity
within this policy

● Ensure that teachers and the school leadership team adhere to best practices and are
held accountable in following the school policy

● All breaches of academic misconduct or malpractice, whether caused by
misunderstanding or committed deliberately, will be treated seriously, as they undermine
the accreditation of learning

● Follow the IBDP guidelines for secure storage of IB examination or the conduct of
examinations and inform the International Baccalaureate of any breach procedure

● Supervising all activities related to the investigation of student academic misconduct and
school maladministration cases according to the school and/or IB policy

School Responsibilities
The school helps students to: (the IBDP Coordinator and advisors in the Advisory and CORE
programs. All BFIS educators aim to foster the following skills:

● Knowing what it means to produce original work
● Structuring an original argument that builds upon the ideas of others
● Finding and identifying academically worthy sources when researching and tracking

those sources throughout the research process
● Properly paraphrasing source material without plagiarizing and understanding the

difference between a quotation and a paraphrase
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● Using in- text citations when quoting or paraphrasing material from another creator
● Creating a bibliography and Works Cited page with properly formatted citations
● Properly citing a wide variety of sources (including photographs, visual artwork, films &

videos, data presented in graphs and tables, interviews conducted with knowledgeable
persons) and recognizing when it’s necessary to cite those sources

● Recognizing that different citation styles have different conventions, since BFIS does not
prescribe exclusively to a single style (although MLA is the most widely taught and used)

● Developing study skills to properly prepare for exams

The school provides professional development for teachers to develop a collective
understanding of academic integrity and best practice, and supports them through
processes and procedures when a breach of academic integrity is detected.

The school provides parent workshops to promote awareness and involvement in the student
learning process.

Teacher Responsibilities
● Understand IBDP and MSHS school rules and regulations
● Strive to incorporate research skills into the curriculum through direct instruction and

planned projects and assignments, recognizing that they develop progressively
throughout a student’s academic experience. There are different expectations, for
example, for sixth graders embarking on a research project than there are for IBDP
students submitting an Extended Essay

● Collaborate with the librarian to ensure that the skills necessary for academic research
are taught in a logical, sequenced manner throughout students’ educational experience

● Serve as models of good academic practice in all presentations and resources and
ensure that all shared materials (handouts, presentations etc.) are correctly referenced

● Monitor and evaluate student work to guide and reflect upon academic integrity and best
practices

Librarian Responsibilities
● To ensure that all MSHS and IBDP students have a sufficient comprehension of the

many aspects of Academic Integrity to comply with program requirements, the librarian
delivers a series of workshops throughout grade 11 to review and solidify the above
skills. These workshops are aimed at, but are not limited to, the Extended Essay.

● Additionally, the librarian supports all MS and HS students to understand and maintain
academic integrity by:

○ by promoting the use of Noodletools throughout the school as a foundational tool
for developing citation skills and maintaining academic integrity.

○ curating a page on the BFIS Library website with updated information and links to
various citation help websites

○ maintaining subscriptions to multiple research databases that provide citation and
referencing information for all materials therein
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○ keeping the most recent editions of most major style guides in the library
collection (The MLA Handbook for Writers of Research Papers, The Publication
Manual of the American Psychological Association, Kate Turabian’s Chicago
Style for Students and Researchers)

Parent Responsibilities
BFIS parents & guardians should help to instill the values of academic integrity by their children
by:

● reading the BFIS Academic Integrity Policy and discussing its value
● staying involved in the academic lives of their children
● learning how the skills related to academic integrity are integrated in students’

coursework throughout the Middle School, High School and IBDP levels
● assisting their children to accept responsibility for their actions if they commit an act of

academic misconduct and supporting them to learn from the experience so that the act is
not committed again

● reporting any potential cases of student misconduct or school maladministration to the
school´s leadership

● submitting only genuine and/or authentic evidence to support a request for inclusive
access arrangements or adverse circumstances considerations for their children.

● abstaining from giving or obtaining assistance in the completion of work for their children

Cases of academic misconduct within the IB Diploma Programme will be treated in accordance
with the IB publication Academic Integrity. In the case of malpractice in work for any external
diploma or certificate (such as the Diploma and IB Courses, PSAT, SAT), the school shall notify
the external organization in addition to the above. Given the potential of discrediting BFIS under
such circumstances, the student may also face expulsion and/or N (Non-submission for IBDP
coursework).

Consequences of Malpractice/Misconduct

At BFIS, any breach of academic integrity is attended to using the following protocol:

First breach:
The student will be provided with an opportunity to engage in reflective dialogue through
restorative justice processes and will be asked to repeat the assignment. Support will be
provided to the student in identifying the form of the infraction about how to adhere to academic
integrity practices. The incident will be documented in writing and filed with the relevant IB
Coordinator. Parents will be notified, and the IB will be notified if appropriate.

Second breach:

The student will be interviewed to explain what happened and why. The teacher will inform the
relevant Dean of Students, IB Coordinator and Head of Secondary. The relevant Dean of
Students or relevant IB Coordinator will arrange a meeting with the relevant stakeholders
(student, teacher, parents) to determine next steps. Support will be provided to the student in
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identifying the form of the infraction about how to adhere to academic integrity practices. The
student will redo the assignment under direct supervision and be given appropriate credit for
their work. The incident will be documented in writing and filed with the relevant IB Coordinator.
Parents will be notified, and the IB will be notified if appropriate.

Third breach:

The student will be interviewed to explain what happened and why. The teacher will inform the
relevant Dean of Students, IB Coordinator, Head of Secondary and other members of the
Academic Integrity Committee. The Head of Secondary will arrange a meeting with the relevant
stakeholders (student, teacher, parents, relevant Dean of Students, relevant IB Coordinator) to
determine next steps. Support will be provided to the student in identifying the form of the
infraction about how to adhere to academic integrity practices, and the escalated consequences
that will result. In the case of an assessment, the student will be placed on academic probation,
with clearly outlined expectations, and may be required to complete an additional assessment.
They will be given feedback on the quality of their work, but will not be assigned a grade. A
record of the incident outlining the date, people involved, breach of academic integrity and
follow-up action is completed by the IB Coordinator or Head of Secondary, and documented in
the student’s academic file. The student may be recommended for dismissal from the school at
the discretion of the Head of School.

Examples of Academic Misconduct
Plagiarism: is defined as the representation, intentionally or unwittingly, of the ideas, words or
work of another person without proper, clear, acknowledgement or citing of the source.

Examples:
● Turning in work that has been copied from another student or outside source; allowing

another student to copy your work
● Copying and pasting information from the internet or other application without properly

citing it to acknowledge the source; copying information from a book, magazine or other
print resource without properly citing it to acknowledge the source

● Translating information from another language without acknowledging the source
● Submitting work created by a friend or acquaintance
● Reproducing another’s artistic / creative work, unless in a manner allowed by the teacher
● Purchasing (or downloading for free) an essay from the internet
● Falsifying quotations or citations

Collusion: is defined as supporting malpractice by another student, as in allowing one’s work to
be copied or submitted for assessment by another student.

Duplication of Work: is defined as the presentation of the same work for different assessments
and/or diploma requirements.

Examples:
● Submitting the same essay, or sections of the same essay, to different teachers for

different assignments, even if it is your own original work
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● Submitting the same piece of art for two different assignments, even if it is your own
original work (this includes creative works you complete in the IB CAS program, which
may not be submitted for an art class)

Falsification: is defined as inventing or manufacturing data for an assignment

Examples:
● Falsifying or fabricating data in experiments and lab reports
● Falsifying records that indicate the quantity of time dedicated to an activity, for example,

Community Service requirements (grades 6 10) and CAS Reflections (grades 11/ 12)
● Attempting to alter grades or teacher records of any kind

Possessing Unauthorized Material: possessing material that is not approved for an
examination.

External Assistance: Any individual that offers unauthorized assistance to candidates during
an examination or in the creation of your work.

Essay Writing Service: using an essay writing service or using a tutor in the assistance of
writing an essay or other examination materials. This includes excessive parental help.

During Examinations:

Examples:
● Not following the instructions of the teacher or examiner
● Looking at another student’s work, or allowing another student to view your work
● Communicating in any form during a test or exam, which includes talking, texting or

signaling through any gestures or noises; giving answers to another student in any way
● Breach of integrity in obtaining test materials in advance of the testing time
● Possessing unauthorized material in the examination room
● Exhibiting misconduct or disruptive behavior during an examination
● Exchanging verbal or written information from other students during the examination
● Removal of secure materials from the examination room
● Failing to report an incident of academic misconduct

School Maladministration:
The following are examples of school maladministration:

● A subject teacher providing excessive assistance to their students during the coursework
production process

● Any of the following occurring during examinations
○ Additional time being granted to students without authorization from the IB
○ An insufficient number of invigilator and/or poorly trained invigilators
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○ Failing to monitor student bathroom visits
○ Allowing subject teachers to assist their students during examinations
○ Failure to ensure that the memory is cleared on students´calculators
○ Examination materials are not securely stored

Procedures and Protocols

1. To ensure that all stakeholders are aware of the Academic Integrity policy, the policy will
be located in the Parent / Student Handbook and on the BFIS Website.

2. When Academic Dishonesty or Misconduct is suspected on any assessment task, BFIS
will work to ensure the issue is remedied in a fair, timely and consistent manner, and in
accordance with this policy.

3. Infractions
a. If you are a parent, and you are not sure if your child has followed the procedure,

please contact your child’s teacher.
b. If you are a student, ask your teacher, librarian or IB Coordinator.
c. If you are a teacher, follow the protocol listed below:

Additional Points/ Rights
● The Academic Integrity Committee (AIC) is composed of the MSHS Head of Secondary,

the IBDP Coordinator, the MSHS school librarian, the MSHS guidance counselors and
the MSHS Deans of Students.

● Teachers unsure of how to treat a particular case may refer to the librarian for advice.
● In the case of IB & DP students, the IBDP Coordinator is informed, who may, if

necessary, report the breach to the IBO.
● At all meetings related to a breach of academic integrity, it is the student's right to have a

parent or guardian present to discuss the incident and its potential consequences.
● The school reserves the right to apply appropriate consequences in the case of a breach

of academic integrity.

Review Process
This policy is a living document which will be reviewed and revised annually by the AIC and
updated based on best practices, current research, IB guidelines and experience gained in our
classrooms. Last policy update: January 2023
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Academic Integrity & Artificial Intelligence
Appendix to the BFIS MSHS Academic Integrity Policy

Introduction

This appendix is being added to our academic integrity policy with two goals:

1. to provide guidance on the uses of generative artificial intelligence programs like
ChatGPT for academic assignments, and

2. to present our school guidelines and instructions on how to document the use of
AI-produced content in a way that is consistent with academic standards.

As outlined in our Academic Integrity Policy, honesty in academics entails creating work that is
genuinely your own while also giving credit to the ideas and contributions of others. It is our
expectation that all work submitted to our teachers by our students, unless otherwise instructed,
is authentic and produced by the student themselves. Any use of outside sources, including
artificial intelligence chatbots and other AI programs, must be appropriately cited.

The incorporation of generative AI tools into academic work at BFIS is acceptable:

1. as long as it contributes to the development of our students’ writing and critical
thinking skills

2. when it is used transparently and documented according to the guidelines
presented below. Our teachers will collaborate with students to determine
appropriate uses of AI tools for specific assignments and academic contexts.

The Ways AI Can Be Used in Academic Assignments

As a school, we embrace AI tools when they are used in ways that contribute to the
development of our students’ writing and critical thinking skills. By using AI tools responsibly,
students can enhance their learning experience and develop valuable skills that will serve them
well both academically and professionally. It is vital to understand that any incorporation of
AI-generated content into a student’s schoolwork needs to be transparent. That means that the
student must properly document how they have used the tool according to the guidelines
presented below.

Additionally, it is essential for all students to understand that some generative AI tools may
distort or misrepresent sources and facts. Therefore, it is crucial to double-check any specific
factual information generated by AI tools to ensure that it is accurate and reliable. You may do
so by: [1] consulting information from academic databases or other trustworthy sources (like
university websites or reputable news and media outlets), [2] cross-referencing with class

Updated January 2023



materials, or [3] discussing with teachers or other adults with expertise. This approach can help
students develop their research and critical thinking skills.

Here are some specific examples of AI usage and the corresponding expectations in regards to
Academic Integrity:

Initial Research / Idea Generation

Situation: The student consults an AI tool for ideas, then, without copying or rewriting specific
parts, they compose an original piece of writing and submit it to their teacher.
Academic Integrity Implication: Whether the AI response needs to be cited or not depends on
how much the student used the original text. While it is generally not necessary in academics to
cite a source if a student doesn’t quote or paraphrase a specific part or a specific idea, it is
considered respectful practice to credit the source in some way, usually by mentioning in the
assignment how it was used. For example, the student could mention the AI tool in the
introduction to an essay, briefly explaining that it helped them to focus their ideas but did not
contribute to the final text. BFIS teachers, at their discretion, may require students to submit
screenshots of any AI responses that were used along with the final version of the assignment.

Drafting Text

Situation: The student puts a prompt into AI and submits the response to their teacher as an
original piece of writing.
Academic Integrity Implication: This is plagiarism, unless explicitly authorized by the teacher
with a specific learning goal in mind.

Situation: The student puts a prompt into AI and rewrites the entire response in their own
words, keeping the main ideas and the structure more or less the same, then submits it to their
teacher.
Academic Integrity Implication: Rewriting a text is the same thing as paraphrasing that text. If
an assignment that a student submits is one long paraphrase of something they did not
compose themselves, then they haven’t produced anything original for that assignment. The
student needs to reassess their approach. The main line of argument should always come from
the student, with outside sources, like AI, contributing support for their thinking, rather than
replacing it. Students may integrate the most useful parts of the AI response into their original
work by quoting it directly or paraphrasing it, then citing it as they would with any other source
(see guidelines below).

Situation: The student puts a prompt into AI, then rewrites (paraphrases) the most useful parts
into their own words and integrates them with some original writing.
Academic Integrity Implication: The student should treat the useful parts of the AI response
like any other source and insert a paraphrase style in-text citation immediately following the
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rewritten text. Traditionally, this is the author’s last name in parentheses, but in this case it would
be the name of the AI tool in parentheses. Example: (ChatGPT).

Situation: The student writes some initial, key ideas and some text, then asks an AI tool to
complete or enlarge the text. AI produces a piece of writing that includes the student’s ideas and
some additional, new text.
Academic Integrity Implication: The AI-produced text should be put in quotation marks and
cited as outlined below. Students must consider how much of the text and ideas are coming
from themselves versus the AI tool. If the majority of the content is not original, they likely have
not achieved the learning goal of the assignment.

Revision Assistance

Situation: A student writes an original piece and prompts AI to edit or perfect the grammar of
the text.
Academic Integrity Implication: When AI alters a text (changes words and / or the structure of
some sentences), the student should include the original, unedited text as an appendix, and it
should mention the AI tool that was used. This sentence, or a similar sentence, should appear
at the top of the appendix “Here is the original text that was edited by (name of AI tool) to
produce the final version.”

Performance Assessment

Situation: A student uses AI responses to prepare a class presentation.
Academic Integrity Implication: Any information or ideas included in a presentation that come
from an outside source, including AI, need to be cited, just as if they were included in an essay.
The final slide of the presentation should be a Works Cited page, and the AI tool documented as
outlined below.

Citation Guidelines

The following guidance is based on the method for citing websites in Modern Language
Association (MLA) style. For IB students using another style like Chicago or APA, they should
base their bibliographic reference on that style’s method for citing websites. Use the same
information as below, but reformulate it according to the particular citation style’s formula for
citing websites.

1. Works Cited Page
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When quoting or paraphrasing AI-produced content, use the following format for the
bibliographic reference (what goes on the “Works Cited” page) when the content used was
taken from a single response from the AI tool:

Name of generative AI tool. “Complete prompt.” Name of website or company,
Full weblink. Accessed on [date the student conducted the search].

Example:

ChatGPT. “List the most important reasons that becoming a strong writer gives
you a huge advantage in life.” OpenAI, https://chat.openai.com/chat. Accessed
on February 21, 2023.

When the content used was taken from multiple prompts in a longer conversation:

Name of generative AI tool. “Title of the conversation.” Name of website or company,
Full weblink. Accessed on [date the student conducted the search].

Example:

ChatGPT. “Advantages of Strong Writing.” OpenAI, https://chat.openai.com/chat.
Accessed on February 21, 2023.

2. In-Text Citations

For in-text citations in the body of the essay, include the name of the AI-tool (since this is being
treated like an author’s name) in parenthesis immediately following the quotation or paraphrase,
as follows:

“This skill is essential in various areas of life, including business, education, and
personal relationships” (ChatGPT).

If a student cites distinct and separate conversations within a given assignment, each
conversation would require its own bibliographic reference. Therefore, when citing them within
the assignment, the in-text citation should also include the first few words of the prompt in order
for the reader to distinguish it from the other prompt-sources, as follows:

“This skill is essential in various areas of life, including business, education, and
personal relationships” (ChatGPT, “List the most important reasons…”).

3. Screenshot

Updated January 2023



Additionally, at the discretion of the teacher, the students may be required to include a
screenshot of the original text that was used. This should be added to the end of the assignment
as a simple appendix:

If the student has an extensive conversation with the program, they should include screenshots
of only the relevant prompts and responses.
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