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What you need to know - key take outs

ITeC Academy will ensure it has structured approaches to manage and monitor the integrity of its
operations including to detect, respond to and manage instances of suspected and/or actual
inappropriate use of Al, plagiarism and/or cheating.

Always read this policy in conjunction with the related procedures identified below.

Policy principles

ITeC Academy will ensure that student submitted evidence is
monitored and procedures are documented to appropriately
respond to instances of suspected and/or actual plagiarism and/or
cheating. The policy is to ensure that academic integrity is
maintained across its operations and is equitably applied to all
students.

Purpose

The purpose of this policy is to ensure that ITeC Academy is
equipped to detect and/or respond to instances of suspected
and/or actual plagiarism and/or cheating and provide guidance on
how to use Al appropriately.

Risk statement

IRT and ITeC Academy have a low-risk appetite for failing to meet
our legislative obligations.

Scope

The scope of this policy covers all ITeC Academy students,
employees and/or third parties acting on behalf of ITeC Academy.

Related procedure

Full procedures are outlined in the ITeC Academy Procedure
Manual Section(s):

e Al Use, Plagiarism and Cheating

Related documents

e 1.03.829 Complaints and Appeals Policy
e 2.82 Student Behaviour and Disciplinary Policy
e 2.12 Disciplinary Action Policy (applicable to IRT employees only)

e 2.59 Workplace Conduct Investigation Policy (applicable to IRT
employees only)

e Procedure Manual - Plagiarism Al Use and Cheating section

e Student Handbook - Plagiarism, Cheating and Artificial
Intelligence (Al) Use section
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Compliance requirements | ¢ National Vocational Education and Training Regulator Act 2011
e Copyright Act 1968
e Standards for RTOs 2025:

o Standard 1.4 The assessment system ensures assessment is
conducted in a fair and appropriate way and enables
accurate judgements of VET student competency.

o Standard 4.1 The RTO operates with integrity and is
accountable for the delivery of quality services.

Diversity Statement ITeC is committed to respecting, valuing and celebrating diversity in
all its forms in our customer, older people and workforce
population and catering for diverse needs through respectful,
inclusive and equitable practices.

Policy owner General Manager — ITeC Academy
Publish date January 2026
Content Manager EDOC2026/0002171

reference number
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1 Strengthened Aged Care Quality Standards and Relevant Legislation

This policy has been written to align with the Strengthened Aged Care Quality Standards and
other relevant legislation and regulations. The following table explains the link between this
policy and the relevant external requirements.

Standard / Legislation What this means

Copyright Act 1968 Cwth. Copyright provides legal protection for people who
express ideas and information in an original way in certain
forms such as writing, visual images, music and moving
images.

Sources:

e https://www.ag.gov.au/rights-and-
protections/copyright

e https://www.leqgislation.gov.au/Details/C2019C00042

National Vocational Education | The National Vocational Education and Training Regulator
and Training Regulator Act Act 2011 is legislation that establishes the Australian Skills
2011 Quality Authority (ASQA) as the national regulator for the
vocational education and training (VET) sector.

ASQA is tasked with ensuring the quality and consistency
of VET services across Australia.

ASQA has powers to investigate complaints, conduct
audits of providers, impose sanctions for non-compliance,
and revoke registrations or accreditations where necessary
to protect the integrity and quality of the VET sector.

Standards for RTOs 2025 Standard 1.4 The assessment system ensures assessment is
conducted in a fair and appropriate way and enables
accurate judgements of VET student competency.

Standard 4.1 The RTO operates with integrity and is
accountable for the delivery of quality services.

2  Academic Integrity

One of the core functions of ITeC Academy is to develop student’s ability to apply critical
reasoning to assessment activities through independent thought and to make decisions that
reflect the student’s considerations of the task or workplace requirement.

ITeC Academy acknowledges that to develop this ability, the student will study the work of
others via issued textbooks, learning material or through their own research.
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Students should understand that assignment and project work submitted as assessment
evidence must consist of original effort. It is insufficient to simply copy work from other
sources and submit it, even if those sources are appropriately acknowledged. Student
submitted work must include original content and should be less than 20% similarity score.

The following are examples of plagiarism where a student intentionally does not acknowledge
or reference an author or source:

e Direct copying of paragraphs, sentences, a single sentence or significant parts of a
sentence

e Direct copying of paragraphs, sentences, a single sentence or significant parts of a
sentence with an end reference but without quotation marks around the copied text

e Copying ideas, concepts, research results, computer codes, statistical tables, designs,
images, sounds or text or any combination of these

e Paraphrasing, summarising or simply rearranging another person's words, ideas, etc.,
without reference or explanation.

e Offering an idea or interpretation that is not one's own without identifying whose idea or
interpretation it is

e A’'cut and paste' of statements from multiple sources

e Presenting as independent, work done in collaboration with others

e Copying or adapting another student's original work into a submitted assessment item.
e Copying or adapting a student’s own work submitted in a previous essay or assessment.

e Alternatively, there will be instances when a student unintentionally fails to cite sources or
to do so adequately.

e Careless or inadequate referencing or failure to reference will be considered poor practice.
Where careless referencing is identified, the student will be required to correct the error
and resubmit an assignment.

2.1 How to Reference
At ITeC Academy, students are to be encouraged to apply the Harvard Referencing System
author-date citations in-text (e.g. INSERT NAME, 2025, p.X).

2.2 Reference List
Where research is a component of assessment tasks, a List of References must be included.
This should include all the books, journal articles and other sources of information you have
used to research your assignment. The reference list should be laid out alphabetically and the
title of the source should be italicised. The reference list should include Author name, date,
title, publisher.
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2.3 Common Knowledge
In every field, there is a body of knowledge and material that has become part of the public
domain, and which can be drawn on without specific acknowledgment. Common knowledge
includes facts that are generally known, such as common facts of history, common sense
information, accepted folklore and aphorisms that have been adopted as part of common
English language.
3 AlUse
ITeC Academy expects that all content generated while undertaking studies with ITeC Academy
will be the student’s own original work and any use of Al will be for assistive purposes only, not
to create substantive content for the purposes of assessment. See Plagiarism section below.
ITeC Academy understands and acknowledges that ChatGPT/CoPilot/Other Al tools:
e can be a useful resource for the purposes of research and drafting.
e uses information gained from data that has been fed into it, together with data mined
from the internet.
e isnot a private or trusted platform, and may retain information entered, and which may be
accessed by third parties.
e allows users to feed data into it to generate content.
e has limitations, including:
e where request is ‘niche’, and minimal information is available; and where too many
parameters are provided.
e may adopt biases and stereotypes.
e may draw upon ‘fake’ news and other unreliable sources.
e should not be relied upon without revision, editing and generating responses that are in
the student’s own words.
ITeC Academy further acknowledges that there are potential risks and/or detrimental effects
associated with use of Al in a work and study context. These may include, but are not limited
to the following areas and issues:
e Privacy
e Confidentiality
e Privilege
e  Ethics and morality
e Contractual obligations
e Consumer protection
e Inclusivity
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e Enforcement of restraint

e Commercially sensitive information.

3.1.1 ‘Dehumanisation’ of information’

As Al is artificially generated, it fails to have the 'human’ touch which forms an integral part of
content. The inability to include the human touch may also lead to generated information
being identified as racist, sexist or in other ways discriminatory, inappropriate and non-
inclusive.

3.1.2  Misinformation and Inaccuracy

ChatGPT/CoPilot/Other Al tools and Al rely upon the information it is fed, the majority of
which is not fact-checked. There is also a risk that information is plagiarised which could lead
to liability for breaches relating to intellectual property; and

3.1.3  Accuracy

As the Al relies upon information that it is fed, it is entirely possible that collectively a large
portion of incorrect and unreliable information could be used to generate content and create
hallucinations.

ITeC Academy Employee Responsibilities

e Inform all students of expectations related to assessment;
e Where referencing is required:

o Inform all students of referencing techniques and provide clear examples of what is
acceptable.

o Explain to students what constitutes an inappropriate use of Al and how this may be
detected.

o Provide student instructions on the use of Turnitin (where applicable)
o Assist students to understand and apply correct referencing techniques.

o Set appropriate conditions for group activities and make clear the distinction between
group work and individual work; and

o Cultivate a climate of mutual respect for original work.

3.3 Student responsibilities

e Act with integrity at all times

e Do not make any unauthorised changes/updates to Assessor Feedback or marking
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e Submit only work that is their own or that properly acknowledges the ideas,
interpretations, words or creative works of others;

e Use Turnitin to check for similarity to others work including Al;

e Ensure all work has a similarity score of less than 20%;

e Avoid lending original work to others for any reason;

e Be clear about assessment conditions and seek clarification if in doubt;

e Be clear about what is appropriate referencing and the consequences of inappropriate
referencing;

e Discourage others from inappropriate use of Al by observing the practices above.

Dealing with Inappropriate Use of Al

In the case of suspected inappropriate use of Al, the Trainer/Assessor will return submitted
assessment evidence to the student to be reworked and submitted. Suspected inappropriate
use of Al may be a result of distinctly different language, terminology and format of
assessment evidence from that demonstrated by the student during the facilitation of the
course and interactions with the student.

The similarity score generated by Turnitin is a further source of evidence of suspected
inappropriate use of Al. This will be treated with the thresholds indicated above.

In all cases where there is greater than three (3) attempts of an assessment task (maximum for
full qualification/short course/skill set), the Trainer/Assessor will report the incident to the RTO
Manager. The RTO Manager, in consultation with the employee will determine if inappropriate
use of Al has resulted from poor academic practice or was intentional. This preliminary step
may involve an interview with the student.

The RTO Manager and Trainer/Assessor will:

e Consider the extent of the inappropriate use of Al (noting that the more extensive the
inappropriate use, the more likely it was intentional);

e Review the course profile and other information provided to students by the
Trainer/Assessor to determine if adequate information had been given;

e Identify if the student has been previously warned of inappropriate use of Al;

e Determine whether the student is new to adult vocational education and training (it would
be expected that continuing students would be more likely to understand plagiarism and
its consequences)

If, after consideration of the above factors it is determined that the inappropriate use of Al was
intentional, the RTO Manager will refer the matter to the General Manager ITeC Academy.

The General Manager will then determine the appropriate course of action. This may involve a
range of scenarios including but not limited to:

e The student’s work is not to be accepted, and the student may be issued with an
alternative assessment to complete.
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e The student will be given a formal warning (in writing) by the General Manager ITeC
Academy explaining the seriousness of the incident and the consequences if the student is
found to plagiarise again.

e The student, if an IRT employee may be invited to a Fact-Finding meeting in line with the
organisation’s disciplinary policies and procedures.

e Decide that the student’'s enrolment is to be cancelled. In this instance, the student will be
formally advised in writing that their enrolment will be cancelled, and they will be issued
with a refund of their tuition fees to the date of cancellation and less all expenses incurred
by ITeC Academy up to the point of their enrolment cancellation.

Plagiarism

Plagiarism is presenting someone else's work or ideas as your own, with or without their
consent, by incorporating it into your work without full acknowledgement. All published and
unpublished material, whether in manuscript, printed, digital or electronic form, is covered
under this definition.

This also relates to the use of Artificial Intelligence (Al). See Al Use section above.

Preventing Plagiarism

ITeC Academy utilises the digital tool, Turnitin https://www.turnitin.com as a means to detect
suspected instances of cheating for free text responses.

The platform is installed in aXcelerate LMS to enable students and assessors to check text-
based assessment submissions for similarity to other sources and Al generated responses.

High levels of similarity are a flag for potential plagiarism alerting the student prior to
submitting their response(s) that they should rework their answer to be in their own words and
original.

Any similarity rating of greater than 20% will require the student to resubmit their assessment
task evidence with documented feedback via aXcelerate on the reason(s).

If the student, following a maximum of three (3) resubmissions per full qualification/short
course/skill set, still has a similarity score of greater than 20%, the issue is to be escalated by
the Trainer/Assessor to the RTO Manager.

ITeC Academy Employee Responsibilities

e Inform all students of expectations related to assessment;
e Where referencing is required:

o Inform all students of referencing techniques and provide clear examples of what is
acceptable;

o Explain to students what constitutes plagiarism;
o Provide student instructions on use of Turnitin (where applicable)

o Assist students to understand and apply correct referencing techniques;
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o Set appropriate conditions for group activities and make clear the distinction between
group work and individual work; and

o Cultivate a climate of mutual respect for original work.

4.3 Student Responsibilities

e Act with integrity at all times

e Do not make any unauthorised changes/updates to Assessor Feedback or marking

e Submit only work that is their own or that properly acknowledges the ideas,
interpretations, words or creative works of others;

e Use Turnitin to check for similarity to others work including Al;

e Ensure all work has a similarity score of less than 20%;

e Avoid lending original work to others for any reason;

e Be clear about assessment conditions and seek clarification if in doubt;

e Be clear about what is appropriate referencing and the consequences of inappropriate
referencing;

e Discourage others from plagiarising by observing the practices above.

4.4 Dealing with Plagiarism

In the case of suspected plagiarism in excess of three (3) attempts of an assessment task

(maximum for full qualification/short course/skill set), the Trainer/Assessor will report the

incident to the RTO Manager. The RTO Manager, in consultation with the employee will

determine if the plagiarism has resulted from poor academic practice or was intentional. This
preliminary step may involve an interview with the student.

The RTO Manager and Trainer/Assessor will:

e Consider the extent of the plagiarism (noting that the more extensive the plagiarism, the
more likely it was intentional);

e Review the course profile and other information provided to students by the
Trainer/Assessor to determine if adequate information had been given;

e Identify if the student has been previously warned of plagiarism;

e Determine whether the student is new to adult vocational education and training (it would
be expected that continuing students would be more likely to understand plagiarism and
its consequences)

If, after consideration of the above factors it is determined that the plagiarism was intentional,

the RTO Manager will refer the matter to the General Manager ITeC Academy.

The General Manager will then determine the appropriate course of action. This may involve a

range of scenarios including but not limited to:
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e The student’'s work is not to be accepted, and the student may be issued with an
alternative assessment to complete.

e The student will be given a formal warning (in writing) by the General Manager ITeC
Academy explaining the seriousness of the incident and the consequences if the student is
found to plagiarise again.

e The student, if an IRT employee may be invited to a Fact-Finding meeting in line with the
organisation’s disciplinary policies and procedures.

e Decide that the student’'s enrolment is to be cancelled. In this instance, the student will be
formally advised in writing that their enrolment will be cancelled, and they will be issued
with a refund of their tuition fees to the date of cancellation and less all expenses incurred
by ITeC Academy up to the point of their enrolment cancellation.

5 Cheating

Cheating in a vocational education and training context refers to any dishonest or unethical
behaviour that violates the principles of integrity and fairness in the educational process. This
includes actions such as plagiarism, collusion, and contract cheating.

e Plagiarism involves presenting someone else's work or ideas as your own without proper
acknowledgment.

e Collusion refers to unauthorized collaboration with others to complete assessments.
e Contract cheating involves paying third parties to complete assignments or impersonating

someone else to take an exam.

5.1 ITeC Academy Employee Responsibilities

e Inform all students of expectations related to assessment;
e  Where referencing is required:

o Inform all students of referencing techniques and provide clear examples of what is
acceptable.

o Assist students to understand and apply correct referencing techniques.
o Explain to students what constitutes cheating.

o Set appropriate conditions for group activities and make clear the distinction between
group work and individual work; and

o Cultivate a climate of mutual respect for original work.

5.2 Student Responsibilities

e Act with integrity at all times
e Do not make any unauthorised changes/updates to Assessor Feedback or marking

e Submit only work that is their own or that properly acknowledges the ideas,
interpretations, words or creative works of others;
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e Avoid lending original work to others for any reason;
e Be clear about assessment conditions and seek clarification if in doubt;

e Be clear about what is appropriate referencing and the consequences of inappropriate
referencing;

e Discourage others from plagiarising by observing the practices above.
e Dealing with cheating

In the case of suspected cheating, the Trainer/Assessor will report the incident to their direct
Manager/ RTO Manager. The Manager, in consultation with the employee will determine if the
cheating has resulted from poor academic practice or was intentional. This preliminary step
may involve an interview with the student.

The Manager and Trainer/Assessor will:

e Consider the extent of the cheating (noting that the more extensive the nature of the
cheating, the more likely it was intentional);

e Review the course profile and other information provided to students by the
Trainer/Assessor to determine if adequate information had been given;

e Identify if the student has been previously warned about suspected instances of cheating;

e Determine whether the student is new to adult vocational education and training (it would
be expected that continuing students would be more likely to understand cheating and its
consequences)

If, after consideration of the above factors it is determined that the plagiarism/cheating was
intentional, the RTO Manager will refer the matter to the General Manager ITeC Academy.

The General Manager will then determine the appropriate course of action. This may involve a
range of scenarios including but not limited to:

e The student’s work is not to be accepted, and the student may be issued with an
alternative assessment to complete.

e The student will be given a formal warning (in writing) by the General Manager ITeC
Academy explaining the seriousness of the incident and the consequences if the student is
found to cheat again.

e The student, if an IRT employee, may be invited to a Fact-Finding meeting in line with the
organisation’s disciplinary policies and procedures.

e Decide that the student’s enrolment is to be cancelled. In this instance, the student will be
formally advised in writing that their enrolment will be cancelled, and they will be issued
with a refund of their tuition fees to the date of cancellation and less all expenses incurred
by ITeC Academy up to the point of their enrolment cancellation.
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6 Document Handling and Record Keeping

All documentation relating to the assessment of student deferral, suspension and cancellation
applications will be kept in the student’s file as detailed in the Record Retention and Reporting
Policy and related procedures.

All discussions undertaken with the student during the processing of the application must be
recorded in the Student Management System in a timely manner.

7 Continuous Improvement

As part of ITeC Academy’s Continuous Improvement Activities including review of student
feedback, the experience and results of student support strategies will be reviewed by the RTO
Leadership team to determine overall effectiveness of the strategy/s, the requirement for
improvement and associated actions.

In practice example:

Joe X'and Jane Y are ITeC Academy students enrolled in the Certificate Ill in Music. Their
assessment evidence includes direct copy of text from a recommended website without
referencing the source. The students also submitted free text responses that were identical
to each other's.

8 Roles and Responsibilities

Role Responsibility

Policy Owner — General | Ensuring the currency and appropriateness of the policy to meet
Manager ITeC Academy | regulatory and legislative requirements.

Policy Monitor - e Review operational compliance with policy.

Compliance Manager e Prepare draft policy improvements.

Policy Monitor — RTO Ensure day to day implementation and compliance with policy.
Manager
Trainer/Assessor Responsible for direct monitoring of student’s submitted evidence

for suspected instances of plagiarism and/or cheating and
effectively using the support tools made available for this
purpose.
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Role

Responsibility

Implementation — All
employees

Implement policy procedure requirements as per ITeC Academy
Procedure Manual, Administration Process Manual and RTO
workflows.

Definitions

In this Policy, words have the following meaning:

Term Definition

RTO Registered Training Organisation

Plagiarism Plagiarism is presenting someone else's work or ideas as your
own, with or without their consent, by incorporating it into your
work without full acknowledgement of the source.

Cheating Cheating is defined as a form of deceit with a view to gaining an
advantage over another or a situation/circumstance.

Al It means Artificial Intelligence, including but not limited to
ChatGPT/Other Al tools, Jasper, Synthesia (videos, eLearning),
Murf (artificially generated voiceovers for content), Canva (image
generation, text to image), GTP3 and GPT4.

API Key It means application programming information key, and which is
used to identify and/or authenticate user and should be given the
same protective measures as any password or other security key.

Chatbot Means an Al computer program specifically designed to interact

with human users of the program, usually via the internet.

ChatGPT/CoPilot/Other
Al Tools

Means the Chat Generative Pre-Trained Transformer chatbot
developed by OpenAl.

Content

It means any content generated during normal employment/
contractor engagement with IRT Group and includes but is not
limited to documents, spreadsheets, images, blogs and social
media posts, lessons, assessments, educational materials and
promotional materials.

Personal Information

Means any information that can be used to identify a person,
either alone or when combined with other information, as
specified in the Privacy Act 1988 (Cth), and includes but is not
limited to name, age, address, email, phone, financial and other
information.
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10 References

e Australian Government Department of Industry, Innovation and Science Al Ethics Principles
https://www.industry.gov.au/publications/australias-artificial-intelligence-ethics-
framework/australias-ai-ethics-principles

e Organization for Economic Co-operation and Development Al Principles
https://oecd.ai/en/ai-principles

e Open Al Privacy Policy https://openai.com/policies/privacy-policy
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