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ACADEMIC HONESTY POLICY
IST EDUCATIONAL VISION
To further develop the best IB inquiry-oriented, holistic, education grounded in Inspired and the IB,
the International School of Ticino has the educational vision to ‘inspire the extraordinary’. This vision
is at the heart of the planning and development of the school during the academic year and beyond,
to truly ensure it comes to life.
IST MISSION STATEMENT
The International School of Ticino is committed to providing an excellent international education.
We value the potential, character and unique talent of every individual. Through an inquiry-based
approach our students become life-long learners and creative thinkers. Our innovative pedagogy
encourages our students to respect each other, to respect the environment, to communicate
through active dialogue and to create the foundations of a collaborative society. We achieve this
within a safe, nurturing environment with a strong sense of community at its heart.
IB MISSION STATEMENT
The International Baccalaureate® aims to develop inquiring, knowledgeable and caring young
people who help to create a better and more peaceful world through intercultural understanding
and respect.
To this end the organization works with schools, governments and international organizations to
develop challenging programmes of international education and rigorous assessment.
These programmes encourage students across the world to become active, compassionate and lifelong learners who understand that other people, with their differences, can also be right.
INSPIRED APPROACH TO EDUCATION
Inspired sets a new standard in private education with a dedication to excellence permeating every
aspect of the school. Integrating innovative, challenging and enriching academic, performing arts
and sports programmes, Inspired’s students leave with outstanding academic results, a love of
learning, confidence and a firm value system that arms them to embrace the challenges life throws
at them in their future endeavours.
Lateral thinking, comprehension and innovative application of skills and concepts form the three
pillars of the Inspired approach to education.
A child’s education is the single most important consideration for any parent.
At Inspired we believe that it is an individual’s total educational experience that instils the
knowledge, attitudes, beliefs and values that they will carry with them for life.
We believe that this set of knowledge, attitudes, beliefs and values, instilled by education, will
form the basis of how we approach the future.
These are the foundations on which we build and plan our lives. The effects are long-term and the
consequences far-reaching.
At Inspired we instil a sense of pride, responsibility, honesty and integrity in our students.
We believe education is the catalyst for personal growth, development and achievement.
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THE INTERNATIONAL BACCALAUREATE
The International School of Ticino follows the guidelines of the International Baccalaureate
Organization. Its emphasis on different areas of personal development allows children to reach
their full potential intellectually, emotionally and socially.
The IB was founded 52 years ago in Geneva to provide an internally recognized school qualification
for mobile families and to develop an educational programme that fosters the knowledge, skills
and understandings that underpin international awareness and mindedness. Its Diploma
programme is widely recognised as the world’s premier High School curriculum and it is accepted
by universities all over the globe. For more information please consult their website: www.ibo.org.
COMMUNICATORS
We express ourselves creatively in more than one
language and in many ways. We collaborate
effectively, listening carefully to the perspectives of
other individuals and groups.

KNOWLEDGEABLE
We develop and use conceptual understanding,
exploring knowledge across a range of disciplines.
We engage with issues and ideas that have local
and global significance.

INQUIRERS
We nurture our curiosity, developing skills for
inquiry and research. We know how to learn
independently and with others. We learn with
enthusiasm and sustain our love of learning
throughout life.

THINKERS
We use critical and creative thinking skills to
analyses and take responsible action on complex
problems. We exercise initiative in making
reasoned, ethical decisions.

BALANCED
We understand the importance of balancing
different aspects of our lives-intellectual, physical,
and emotional-to achieve well-being for ourselves
and others. We recognize our interdependence
with other people and with the world in which we
live.

OPEN-MINDED
We critically appreciate our own cultures and
personal histories, as well as the values and
traditions of others. We seek and evaluate a range
of points of view, and we are willing to grow from
the experience.

CARING
We show empathy, compassion and respect. We
have a commitment to service, and we act to make
a positive difference in the lives of others and in
the world around us.
REFLECTIVE
We thoughtfully consider the world and our own
ideas and experience. We work to understand our
strengths and weaknesses in order to support our
learning and personal development.

RISK-TAKERS
We approach uncertainty with forethought and
determination; we work independently and
cooperatively to explore new ideas and innovative
strategies. We are resourceful and resilient in the
face of challenges and change.

PRINCIPLED
We act with integrity and honesty, with a strong
sense of fairness and justice, and with respect for
the dignity and rights of people everywhere. We
take responsibility for our actions and their
consequences.
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PURPOSE AND GENERAL PRINCIPLES
The International School of Ticino believes honesty is integral to the development of international
citizens who strive towards and are actively involved in building a 'world without frontiers.' As a
committed IB school our community is engaged in the pursuit of excellence in all we do. As learning
and honesty are intrinsically connected to this commitment, all its members are required to adhere
to the principles and practice of academic honesty.
The practice of academic honesty is demonstrated when students are capable of taking
responsibility for their own learning and work, while showing respect and awareness for the work
generated by others. In turn, students who practice academic honesty experience the personal
satisfaction of knowing they have acquired the necessary skills to be independent, original and
principled learners.
How do students at IS Ticino demonstrate academic honesty?
IS Ticino students are academically honest when they:
•
•
•
•

produce authentic pieces of work based on their own ideas
respect the rules and conduct required for examinations and assessment
respect the intellectual property of others' ideas and work including non-published work or
copyright material
acknowledge the work of others by citing and referencing original sources correctly.

What does it mean to be academically honest at IS Ticino?
Skills that enable students to demonstrate what academic honesty means are:
•
•

•
•
•

•

•

•

respecting the intellectual property of others, including other people’s ideas, words,
graphs, diagrams, charts and pictures, photographs, works of music, art or literature
submitting authentic pieces of work that are based on the student’s individual and
original ideas, with the ideas and work of others fully acknowledged. This includes
the work of artists and writers whose work has inspired the student’s own creativity
not acting in a way that gives the student an unfair advantage over others
planning ahead of time to avoid last-minute shortcuts
being respectful when using internet sources, i.e. cutting and pasting from the
internet or copying someone else’s work may save time but are considered to be
cheating and will not help a student learn
writing assignments that include development of a student’s own ideas through
problem solving, comparison, precise hypothesis, analysis, etc.; writing in their own
voice, not just in their own words; making the work personal and uniquely their
own.
paraphrasing as a legitimate way of using a source. Paraphrasing means to take
another person’s words and integrate them into a student’s own work. Paraphrasing
is preferable to quoting another’s words directly as it helps the student show their
understanding of the meaning of other person’s words
acknowledging as honestly and accurately as possible the words and ideas of others.
This applies equally whether those words and ideas are quoted directly,
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•

•

•
•

paraphrased, or, in the case of tables, graphs and pictures, copied directly into the
student’s work
keeping good records of sources of words, ideas, data, diagrams, tables, graphs and
pictures and other information used in assignments. This will make it easier to cite
sources
acknowledging all used sources. It is acceptable to include words, ideas, data,
diagrams, tables, graphs, film clips and pictures from books and online sources in
assignments. Students must always credit where they have got the information
used, both in the body of the written work and on the Works Cited page at the end,
using the MLA referencing format (MYP and DP students).
using the MLA referencing format consistently and accurately. MYP and DD students
have access to easybib.com, Bibme.com, Son of Citation
collaborating with others. Note that ‘In collaborative projects, they must exhibit a
balanced behaviour recognizing the collaboration of other team members and
granting fair recognition to their own participation.’ (Academic integrity Oct.2019:
15. Print)

Good practice at IS Ticino –PYP-MYP-DP
Primary Years Programme
Even young learners need to understand the importance of acknowledging others’ ideas and work.
We need to develop the understanding that, while it is acceptable to share ideas and work, we need
to recognise whose ideas/work we are using. Although we do not require very young learners to
record other’s work in the form of a bibliography, they are expected to recognize and state when an
idea or piece of work is not their own. This is the case not only with published work/ideas, but also
those of their peers. The following table outlines our expectations for students at each grade level:
Grade level
KG-2
3-4

Expectations
Identify the source clearly using gestures or showing the media to an adult.
Hand in their work in their own words.
Begin to record the author and title of the source.
Not copy or allow others to copy their work during assessments, test or research
projects.
5
Hand in work which uses their own words and ideas and not copy or allow others to copy
their work during assessments, test or research projects.
Record the author, title, publisher and year of publication.
Record the title of website, URL and date accessed.
Reference images.
Students have to acknowledge their sources whenever presenting research work, depending on the
expectation for the grade level. All class teachers are responsible for modelling and fostering good
practices. See Appendix A – citation formats for grade 3-5.
The Exhibition
The PYP Programme is an inquiry based Programme and culminates in the PYP Exhibition, which at IS
Ticino is G6. This is a collaborative, transdisciplinary inquiry which involves students in identifying,
investigating and offering solutions to real-life issues or problems. In doing the research necessary,
to carry out this challenging task, students will encounter and use many different sources which they

5

ACADEMIC HONESTY POLICY
need to acknowledge properly. Building on the steps and skills acquired during Grades 1-5, students
are prepared to write a bibliography following the guidelines in Appendix B.
In addition, students in Grade 6:
Grade level
6

Expectations
Hand in work which uses their own words and ideas and not copy or allow others to copy
their work during assessments, test or research projects.
Use quotation marks to cite someone else’s exact words.
Learn how to record and cite books and websites following the MLA format.
Learn how to use www.easybib.com for easy digital referencing.
Reference images at the point of use e.g. include captions.

Middle Years Programme 1-3
As well as the PYP, the MYP is a programme based on inquiry. All subjects, therefore, have work with
a research component. During the MYP, Information Literacy becomes embedded in all the Unit
Planners as one very important ATL skill. This means that research skills and referencing skills are
taught contextually in all subjects. Instruction is provided across subject areas regarding:
•
•
•
•

use of tools to acknowledge sources appropriately using MLA
research writing techniques
data gathering techniques
planning, preparation, and execution of writing assignments .

MYP year
1-3

Expectations placed on students
• Hand in work which uses their own words and ideas and not copy or allow others
to copy their work
• Follow all rules and instructions in tests and examinations
• Use quotation marks to cite someone else’s exact words and the name of the
author
• Record and cite books and websites following the MLA format
• Use www.bibme.org and www.easybib.com to record their sources
• Learn the concept of Creative Commons about licensing
• Reference images at the point of use e.g. including captions

Middle Years Programme 4-5
At the end of the MYP students are involved in a major research project, the Personal Project.
Research is a creative and incremental process – it is about ideas and their development. Using other
people’s ideas adds value to a student’s research and provides new perspectives, as does working
with others. However, careful referencing is essential; failure to do so will mean that students will
not get the most out of the programme and ultimately short change their learning.
During the years 4 and 5 of the MYP competencies become more specific and expectations higher:
•

students are encouraged to put the Son of Citation site in their list of favourites
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•
•

•
•
•
•

all subject teachers stress the importance of using a variety of sources and correct
referencing in their classes
teachers are responsible for monitoring academic integrity, and informing year coordinators,
parents, and Principal in cases of malpractice. Sessions are held into Academic honesty in
the introduction to grade 10 through Personal Development, subject sessions, and work
completed by the MYP coordinator
students are given a copy of the MYP Personal Project guidelines which detail academic
honesty
In grade 10 and 11 a number of personal development periods are given to ATL skills and
Personal Project
All students are encouraged to see the Librarian about resources, citation, referencing and
format on a one-to-one basis
Teachers are encouraged to use Turnitin, a plagiarism detection service.

Middle Years Programme 4-5 & Diploma Programme
Students are expected to:
•
•
•

not copy or allow others to copy their work and hand in work for assessment which is their
own original authorship
follow all rules and instructions in tests and examinations. Diploma students must adhere to
the rules and regulations as set out in the “Notice to Candidates: Conduct of the
Examinations” in all internal and external written examinations
acknowledge all sources by:
▪

▪

▪

The use of in-text citations where the work of others is being used as supporting
evidence (ideas, quotes, images, data, graphs etc.) for all assessments, the Personal
Project and the Extended Essay to enable precise traceability of sources. See
Appendices 3 and 4
Including a comprehensive bibliography at the end of the project or assessment.
The list of references should contain sufficient information to enable the reader to
trace the source using the MLA referencing system. See Appendix 3
Keep rough drafts and notes. If a student is suspected of malpractice these may
help in their defence.

What is considered academic dishonesty?
Academic dishonesty includes many forms of malpractice and misconduct.
“The IB defines student academic misconduct as deliberate or inadvertent behaviour that has the
potential to result in the student, or anyone else, gaining an unfair advantage in one or more
components of assessment. Behaviour that may disadvantage another student is also regarded as
academic misconduct. It also includes any act that potentially threatens the integrity of IB
examinations and assessments that happens before, during or after the completion of the
assessment or examination, paper-based or on-screen. “(Academic integrity Oct.2019: 3. Print)
Academic misconduct is a breach of the above regulations. It includes, but is not restricted to, the
following:
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•
•
•

•

plagiarism—this is defined as the representation, intentionally or unintentionally, of the
ideas, words or work of another person without proper, clear and explicit acknowledgment
collusion—this is defined as supporting academic misconduct by another candidate, for
example, allowing one’s work to be copied or submitted for assessment by another
duplication of work—this is defined as the presentation of the same work for different
assessment components and/or DP core requirements (General Regulations: Diploma
Programme Apr.2014: 12. Print.)
referencing errors (including omission, incorrect formatting, etc.)- this is defined as
acknowledging someone else’s work or ideas, when you have used them as part of your own
work.

Malpractice in the PYP
It is the responsibility of the school to employ the attributes of the IB learner profile when providing
examples and models of academic honesty. These practices should be clearly communicated to all
members of the school community and modelled at a level appropriate for the age of the student.
(Academic honesty in the IB education context Aug.2014: 8. Print.)
Academic misconduct in the PYP is demonstrated through the following examples:
•
•
•

irresponsible application of information technology and media to learning
not acknowledging authorship and not demonstrating respect for the ideas of others
not sharing information or resources with others in an ethical manner

Malpractice in the MYP
It is the responsibility of the school, through the MYP coordinator, to ensure that student
assessment is conducted in a proper manner. MYP teachers are responsible for guiding and
supporting students in the development of academic honesty in ways that prepare them for further
study. As students gain experience in the MYP, they can develop the understanding and behaviours
necessary to avoid pitfalls in formal assessments as well as externally assessed coursework and
culminating projects. It is essential that all work used for final assessment is the individual student’s
own work. (Academic honesty in the IB education context Aug.2014: 12. Print.)
Academic misconduct is demonstrated in the MYP through the following examples:
•

•
•
•
•
•

intentionally or unintentionally representing the ideas, words or work of another person as
own by not giving proper acknowledgment through correct referencing. This also includes
translated materials that are not acknowledged
knowingly or otherwise allowing your work to be copied and/or submitted for assessment by
another person
submitting your work to be assessed when it has already been submitted by you for another
assignment
fabricating or falsifying the results for a survey, experiment or other research activity
submitting offensive, inflammatory or hateful work
helping others in committing an act of academic misconduct.
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Malpractice in the DP
As students reach this very important stage of their learning, they are becoming less dependent than
their PYP and MYP counterparts on the steady intervention of teachers and parents. Teaching and
learning in the DP must develop the positive behaviours that students will need to demonstrate
clearly that they complete their work carefully, honestly and authentically. For academic honesty,
this can mean that the idea of shared responsibility in the PYP and MYP for ensuring a piece of work
is the student’s own risks becoming the sole responsibility of the DP student. (Academic honesty in
the IB education context Aug.2014: 16. Print.)
If the teacher has reason to believe that part or the whole of a candidate's draft work under
discussion prior to submission for assessment might be deemed to be in violation of the principles of
academic honesty and therefore constitute a case of malpractice, the teacher must draw the
candidate’s attention to this risk and the need to respect the requirements of academic honesty.
(General Regulations: Diploma Programme Apr.2014: 13. Print.)
If suspected plagiarism is detected before a candidate signs the coversheet the issue must be
resolved within the school and not brought to the attention of the IB. If malpractice is suspected, it is
not appropriate to permit or encourage the candidate to sign the coversheet in order that the IB
may resolve the situation, rather than doing so within the school environment. (General Regulations:
Diploma Programme Apr.2014: 13. Print.)
If malpractice is suspected concerning an IB Diploma candidate’s work for Internal or External
Assessment, the procedures described in Diploma Programme: Academic Honesty must be followed.
Malpractice during examinations
Malpractice during examinations includes the following:
•
•
•
•
•
•
•
•
•

taking unauthorised material in to an examination room
leaving and/or accessing unauthorised material in a bathroom/restroom that may be
visited during an examination
misconduct during an examination, including any attempt to disrupt the examination or
distract another candidate
exchanging information or in any way supporting the passing on of information to
another candidate about the content of an examination
failing to comply with the instructions of the invigilator or other member of the school’s
staff responsible for the conduct of the examination
impersonating another candidate
stealing examination papers
using an unauthorised calculator during an examination
disclosing or discussing the content of an examination paper with a person outside the
immediate school community within 24 hours after the examination; and any other
behaviour that gains an unfair advantage for a candidate or that affects the results of
another candidate (for example, falsifying a CAS record). (General Regulations: Diploma
Programme Apr.2014: 13. Print.)
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Academic infringement
There can be instances where work submitted by a candidate for assessment contravenes the
standard academic practice of clearly acknowledging all ideas and words of other persons without
the candidate having made a deliberate attempt to gain an unfair advantage, for example, where a
candidate has not used some means of indicating a quotation, but has cited the source of the text in
the bibliography or in a footnote. The final award committee may designate a case of this type an
academic infringement and not malpractice. (General Regulations: Diploma Programme Apr.2014:
13. Print.)
If the IB’s final award committee decides that an academic infringement has been established, no
mark will be awarded for the component or part(s) of the component. The candidate will still be
eligible for a grade in the subject or diploma requirement concerned. No further penalty will be
imposed and the case will not be recorded as malpractice. In such a case, the decision regarding
academic infringement will be notified in accordance with section 13.1 (Diploma Programme:
Academic Honesty).
Detection of and procedures to avoid plagiarism
The role and expectations of members of the IST Community
Maintaining academic integrity is a shared responsibility between the IB and IB World Schools. All
stakeholders involved in IB education must meet the expectations and do what is required to
embrace, promote and maintain academic integrity to ensure a fair and genuine assessment
process. Although it is a shared responsibility, teachers are best placed to detect when one of their
students has plagiarised.
Teachers must:
•

•
•

•
•
•

•
•

be vigilant, looking for changes in a student’s writing style, the use of overly mature and
error-free passages, or information of a highly technical nature that is likely to be beyond
the student’s scope of understanding
look for familiar sentences and sections that may be taken from text books and presented as
the student’s own ideas
avoid setting tasks that are easy to complete through plagiarism, or other forms of academic
dishonesty. For example, if a task requires students to discuss the safety of mobile phones, it
is important that students are challenged to differentiate between scientific evidence and
interpretation of the information
design tasks that are appropriately challenging, allowing students to access the highest
bands in the assessment criteria
provide appropriate instruction so students are equipped to complete each task without
resorting to any form of malpractice
provide an opportunity for students to submit one full draft, where appropriate, prior to the
final deadline. This will give the teacher an opportunity to detect instances of malpractice
and instruct students as to how to respect the requirements for academic honesty
where possible, conduct all summative assessment during class time under direct teacher
supervision
Use Turnitin software

10

ACADEMIC HONESTY POLICY
Administrators (including Principal, Assistant Principles, and Coordinators) must:
•
•
•
•
•
•
•
•

assist in establishing a school culture that actively encourages academic honesty
communicate and ensure regular reviews of the academic policy by all stakeholders
ensure all stakeholders are aware of any policy changes
provide professional development for teachers in academic honesty
support teachers in following the processes and procedures of the Academic Honesty Policy
in the case of academic misconduct provide guidance and reflection so the lessons can be
learnt
notify of any breach in the procedures of the secure storage of IB examination materials or
conduct of examinations
support the IB in any investigations into breaches of academic honesty procedures and
follow guidance provided by the IB

Students must:
•
•
•
•
•
•
•

go through and understand the Academic Policy with teachers and their parents or
guardians
make sure they understand and follow the rules for all assessments
make sure they know how to reference/cite their sources and make every effort to do so
correctly, i.e. using the school’s referencing style (MLA) and online referencing tools
use online digital resources ethically, legally and responsibly
make sure they understand they understand the expectations for collaboration and any
group work
acknowledge any help received in completing assignments
ask for help if in doubt

Parents/ Guardians must:
•
•
•

read and discuss Academic Honesty Policy with their children
establish and promote a culture that actively encourages academic honesty
have an awareness of academic honesty and malpractice so they can fully support their
children.

Research in the IST Library
IST school librarian and Library are integral parts of the process of educating students about
academic honesty. The library works with students closely in a number of ways, including
presentations, sessions on areas such as referencing and correct citation and informal support for
students during independent research like the Exhibition and the Personal Project.
IST online Databases, books, periodicals and links
The library provides many authentic and authoritative sources to enable students to understand that
simply relying on the Internet as a research tool can be problematic. These include the following
main database resources:
•
•

Encyclopeadia Britannica Schools Edition
Destiny
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Malpractice Sanctions
The sanctions below will be applied to students found guilty of malpractice.
PYP 5-6 Sanctions
Type of
Dishonesty

1st Offence

2nd Offence

3rd Offence

Allowing others
to copy your work

Redo the
assignment
outside of
regular
homework.

Meeting with
parents and student.

Meeting with Principal/Program
Coordinator, Teacher, and Parents.
Review of the Academic Honesty
policy and agreement of
consequences for further offences
and signed by all involved parties.

Copying someone
else’s work

Redo the assignment
outside of regular
homework.

Plagiarism
Cheating during
tests or
homework

Redo the
assignment
outside of
regular
homework.

The test will be
invalidated.

Meeting with
parents and student.

Meeting with Principal/Program
Coordinator, Teacher, and Parents.
Review of the Academic Honesty
policy. Agreement drafted on further
offenses and signed by all parties.

The test will be
invalidated.

MYP 1, 2, 3 Sanctions
Type of
Dishonesty

1st Offence

2nd Offence

3rd Offence

Allowing others
to copy your work

Redo the
Assignment
outside of
regular
homework.

Letter home.
Assessment score
given only on the
parts that are
academically
honest.

Meeting with Principal/Program
Coordinator, Teacher, and Parents.
Review of the Academic Honesty policy
and agreement of consequences for
further offences and signed by all
involved parties.

Receiving a 0
on the test

Letter home and
receiving a 0 on the
test.

Meeting with Principal/Program
Coordinator, Teacher, and Parents;
likelihood of suspension. Review of the
Academic Honesty policy. Agreement
drafted on further offenses and signed
by all parties.

Copying someone
else’s work
Plagiarism

Cheating during
Tests
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MYP 10-11 and DP Sanctions**
Type of Dishonesty

1st Offence

2nd Offence

3rd Offence

Provide Work to
Peers

Warning Letter

1-day internal
suspension

2-day external suspension

Partial Plagiarism
from
internet/book/peer

Warning Letter

1-day internal
suspension

Removal from course and possible
expulsion

Collusion with Peers

1-day internal
suspension

2-day external
suspension

Removal from course and
possible expulsion

Complete plagiarism
from
internet/book/peer

1-day internal
suspension

3-day external
suspension

Removal from course and possible
expulsion

Cheating on internal
tests

1-day internal
suspension

3-day external
suspension

Removal from course and possible
expulsion

**Note: Students who are found guilty of malpractice on externally moderated assessments,
projects, essays and/or written examinations will be subject to IB sanctions as outlined in the
Handbook of Procedures. The consequences from the International Baccalaureate Organization are
clearly defined in Article 27.5 (Handbook of Procedures, 2008): ‘If the final award committee decides
that a case of misconduct has been established, no grade will be awarded in the subjects(s)
concerned. No IB diploma will be awarded to the candidate, but a certificate will be awarded for the
other subjects(s) in which no malpractice has occurred.’

REVIEW PROCESS
This policy document will be reviewed as and when programme coordinators deem it to be
necessary and in any case no later than 5 years from the date of publication. Programme
coordinators will ensure its implementation through planning meetings, classroom visits and
appraisals. It is shared with all stakeholders.

Date of acceptance:
20th October 2020
Date of next review:
1st July 2021
Appendices
1.
2.
3.
4.

How to reference Grade 5-7
How to reference Grade 8 & 9
How to reference for bibliography and list of works cited Grades 10-13
How to give in-text citations Grades 10-11
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APPENDIX 1 How to reference Grade 5-7
Books
4 items to include: author name, book title, publisher, date of publication
Surname, (comma) first name (middle name initial if they have one). (Full stop/period) Book title
(important words in capitals, in italics, then full stop/period) Publisher, (comma) Date of publication.
Full stop/period)

e.g.

Publisher
Author

Book title

Year of
publication

Tan, Amy. The Bonesetter’s Daughter. Putnam, 2001.

Tan, Amy. The Bonesetter’s Daughter. Putnam, 2001.
Waugh, David., and Bushell, Tony. Key Geography. STP, 1991.
More than 4 authors: Bales, Kevin., et al. Modern Slavery. Oneworld, 2009.
Interview
4 items to include
Name of person interviewed (surname, first name.) Personal Interview. Role of person. Date of
interview (date, Abbreviated Month, Year, full stop/period)
e.g.

Miller, Story. Personal interview - Teacher of Math. 10 Mar. 2014.
Searle, Caroline. Personal interview – Teacher of Humanities. 2 Feb. 2013.

Work of Art
2 or 3 items: Surname, first name. Title of artwork. Location of artwork (if known, e.g museum,
city)
e.g.

Constable, John. Dedham Vale. Victoria and Albert Museum, London.
Picasso, Pablo. Guernica. Museo Reina Sofia, Madrid, Spain

Website
2 items: Date student accessed the website. Website URL.
e.g.

10 Mar. 2014 http://kids.nationalgeographic.com/kids/stories/history.
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APPENDIX 2 How to reference Grades 8 and 9, page 1.
Note: Every entry should include medium of publication, such as the following: Print, Web, Radio,
Television, CD, Audiocassette, Film, DVD, Performance, Lecture, and PDF file.
Books
6 items to include: author name, book title, city of publication, publisher, date of publication
Surname, (comma) first name (middle name initial if they have one). (Full stop/period) Book title
(important words in capitals, italic, then full stop/period) City of Publication (colon) Publisher,
(comma) Date of publication. Full stop/period) Print.

e.g.
Author

Wilson, Frank R. The Hand: How Its Use Shapes the Brain, Language, and Human Culture. New York:
Pantheon, 1998. Print.
Medium
Book title
City of
Publication

Publisher
Year of
publication

Service, Robert. The Penguin History of Modern Russia. London: Penguin books, 2009. Print.
Figes, Orlando. A People’s Tragedy. London: Pimlico, 1996. Print.
Tan, Amy. The Bonesetter’s Daughter. New York: Putnam, 2001. Print.
For 2 or 3 authors list the authors in the order given in the book. Only the first author will have
surname first.
e.g.
Print.

Waugh, David., and Tony Bushell. Key Geography Places. Cheltenham: Nelson Thornes, 2001.

For four or more authors name the first author then use “et al” (Latin for “and others”) instead of
the other author names.
e.g.

Deaver, Jeffrey., et al. A Century of Suspense Stories. New York: Penguin Group, 2002.Print.
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Appendix 2, How to Reference Grades 8 and 9, page 2.
Articles in a magazine or newspaper
6 items: Author’s name (surname, comma then first name.) Title of the article (in quotation marks)
Title of the magazine (italics) Exact date of magazine: (colon) page number(s). (full stop) Print.
e.g.

Kaplan, Robert D. “History Moving North.” Atlantic Monthly Feb. 1997: 21. Print.

Interview
4 items to include
Name of person interviewed (surname, first name.) Personal Interview. Role of person. Date of
interview (date, abbreviated month, year, full stop/period)
e.g.

Miller, Story. Personal interview - Teacher of Math. 10 Mar. 2014.
Searle, Caroline. Personal interview – Teacher of Humanities. 2 Feb. 2013.

Work of art
3 items: Surname, first name. Title of artwork. Location of artwork (if known, e.g museum, city)
e.g.

Constable, John. Dedham Vale. Victoria and Albert Museum, London.
Picasso, Pablo. Guernica. Museo Reina Sofia, Madrid, Spain

If you viewed the artwork online also include the date you viewed it and the URL of the website.
Website
5 items: Author name, if easily found (surname, first name) Title of article. Name of website. Web.
Date you accessed the website.
e.g.

Everitt, Lauren. “Do Massive Dams Ever Make Sense?” BBC News. Web. 13 Mar 2014.
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APPENDIX 3

How to reference Grades 10-13

Note: Every entry should include medium of publication, such as the following: Print, Web, Radio,
Television, CD, Audiocassette, Film, DVD, Performance, Lecture, and PDF file.
Books
6 or 7 items to include: author name, book title, Edition or volumes (if more than one), city of
publication, publisher, date of publication. Medium of publication.
Surname, (comma) first name (middle name initial if they have one). (Full stop/period) Book title
(important words in capitals, italics, then full stop/period) Edition or volume, if more than one (Full
stop/period) City of Publication (colon) Publisher, (comma) Date of publication. (Full stop/period).
Print.

Edition or volume

e.g.
Author

Wilson, Frank R. The Hand: How Its Use Shapes the Brain, Language, and Human Culture. 2nd ed. New
York: Pantheon, 1998. Print
Medium
Book title
City of
Publication

Publisher
Year of
publication

e.g.

Service, Robert. The Penguin History of Modern Russia. London: Penguin books, 2009. Print.
Figes, Orlando. A People’s Tragedy. London: Pimlico, 1996. Print.
Tan, Amy. The Bonesetter’s Daughter. New York: Putnam, 2001. Print.

For 2 or 3 authors list the authors in the order given in the book. Only the first author will have
surname first.
e.g.
Waugh, David., and Tony Bushell. Key Geography Places. 2nd ed. Cheltenham: Nelson
Thornes, 2001. Print.
For four or more authors name the first author then use “et al” (Latin for “and others”) instead of
the other author names.
e.g.

Deaver, Jeffrey., et al. A Century of Suspense Stories. New York: Penguin Group, 2002. Print.
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Articles in a magazine or newspaper
6 items: Author’s name (surname, comma then first name.) Title of the article (in quotation marks)
Title of the magazine (italics) Exact date of magazine: (colon) page number(s). (full stop) Medium of
publication.
e.g.

Kaplan, Robert D. “History Moving North.” Atlantic Monthly Feb. 1997: 21. Print.

Interview
4 items to include
Name of person interviewed (surname, first name.) Personal Interview. Role of person. Date of
interview (date, Abbreviated Month, Year, full stop/period)
e.g.

Miller, Story. Personal interview - Teacher of Math. 10 Mar. 2014.
Searle, Caroline. Personal interview – Teacher of Humanities. 2 Feb. 2013.

Email
5 items to include: Name of sender, “subject line”. Email to the author. Date. E-mail.
e.g.

Expert, John. “How to be an Expert.” E-mail to author. 15 Jun 2014. E-mail.

Work of art
3 items: Surname, first name. Title of artwork. Location of artwork (if known, e.g. museum, city)
e.g.

Constable, John. Dedham Vale. Victoria and Albert Museum, London.
Picasso, Pablo. Guernica. Museo Reina Sofia, Madrid, Spain

If you viewed the artwork online also include the date you viewed it and the URL of the website.
Website
Author name, if easily found (surname, first name) or name or organisation as author “Title of
article”. Name of website in italics. Publication date (if available, or n.d). Web. Date you accessed
the website. URL of website. (optional)
e.g.
Smith, John. “Obama inaugurated as President”. CNN.com. Cable News Network, 21
Jan.2009. Web. 1 Feb. 2009.
e.g.
Harris, Robert. "Evaluating Internet Research Sources." VirtualSalt. 15 June 2008. Web. 15
August 2014 .<http://www.virtualsalt.com/evalu8it.htm>.
Government publications
5 items: Country. Agency. (As author) Title. location: date of publication. Medium of publication
e.g.

United States. National Council on Disability. Promises to Keep: A decade of Federal Enforcement of the Americans with

Disabilities Act. Washington: 2000. Print
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APPENDIX 4 How to give an in-text citation – MLA. (Grades 10-13)
If you have used information, a quotation, an idea, data, an image etc. that is specific to a particular
source (i.e. not common knowledge) you must acknowledge it at the point of use with an in-text
citation. You will notice various methods within your own reading. For the International
Baccalaureate students must adhere to one consistent format and ensure full traceability of the
sources if possible. At IS Ticino we have selected MLA as our chosen format.
An MLA in-text citation consists of 3 parts.
1. A signal phrase that names the author.
2. A page number, given in brackets/parenthesis (...), if several pages -give range.
3. A list of works cited.
The list of works cited.
•
•
•
•
•
•

Appears at the end of the essay, project or report, before the bibliography.
On a separate new page with double spacing.
In alphabetical order, arranged by author surname.
Includes full publication information to enable the reader to trace the exact source.
Follows the MLA format (see appendix 3).
If the entry goes beyond 1 line the 2nd and subsequent lines should be indented by 5 spaces.

AN EXAMPLE
Diana Hacker writes that “MLA in-text citations are made with combination of signal phrases and
parenthetical references. A signal phrase indicates that something from a source is about to be
used,” (341).

Notes on in-text citation of websites
•
•
•

If the author is unknown-use the name of the organisation as author.
Use the title of the article in the signal phrase.
Websites often do not have stable page numbers. In this case use the author, title or
organisation in brackets/parenthesis in place of the page number.

For more complex in-text citations it is recommended that students consult the school librarian for
assistance or use a citation machine (e.g. http://www.citationmachine.net/mla).
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How to create a reference using Bibme
•

Open the following browser http://www.bibme.org/mla

•

On the top page, there is a light blue box, displaying the options of the resources that you
use for the reference.

•
Choose the option based on what type of resource that you use.
If …
The resource that you use is …

Then type in …

Books

The title of the book or the author of the book

Magazines

The magazine article title

Newspapers

The newspaper article title

Websites

The website address

Journals

The journal article title

Films

The tile of the film or the director or the actor …
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•

There is another option called “Other”.
This is for different type of source as follows:

•

After you choose and write the information needed, click the yellow box (in which there is a
magnifying glass picture) next to it.

•

Select the option if there are options.
21
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•

When you create a reference from a website as the resource, scroll down until you find an
option to display the URL (website address) or not. Please choose “yes.”
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•

Scroll down until you find a yellow box to create a citation.

•

Click that box.

•

There will be a box with a soft skin colour.
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Inside that box is your reference.
•

Click “Copy & Paste” writing.

•

Go back to your file.

•

Paste the reference.
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