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Academic Integrity Policy

Takapuna Grammar School is committed to academic integrity and will ensure that all
students, teachers and parents are aware of what this means both in principle and in
practice. Takapuna Grammar School seeks to produce learners who are principled — that is
they act with integrity and honesty, with a strong sense of fairness, justice and respect for
themselves and others. They take responsibility for their own actions and the consequences
that accompany them.

We expect that all students enrolled in the school will submit work that is authentic.
Authentic work is based on the students’ individual and original ideas and the ideas and
work of others are fully acknowledged through referencing. Other people’s creations are
their intellectual property and cannot be copied without permission — this includes art and
music, discoveries and inventions, trademarks and slogans and even some words and
phrases.

According to the guidelines set out by the International Baccalaureate, students are
expected to:
have a full understanding of their school’s and the IB’s policies
e respond to acts of student academic misconduct and report them to their teachers
and/or programme coordinators
e respond to acts of school maladministration and report them to their teachers
and/or programme coordinators
e complete all assignments, tasks, examinations and quizzes in an honest manner and
to the best of their abilities
e give credit to used sources in all work submitted to the IB for assessment in written
and oral materials and/or artistic products
e abstain from receiving non-permitted assistance in the completion or editing of
work, such as from friends, relatives, other students, private tutors, essay writing or
copy-editing services, pre-written essay banks, Artificial Intelligence or file sharing
websites
e abstain from giving undue assistance to peers in the completion of their work



® recognize that they are accountable for actions and behaviours online, and show a
responsible use of the internet and social media platforms, including but not limited
to:

o not discussing IB examinations and questions for a 24-hour period after the
examination concludes, to respect students who may not yet have finished
their examination

o not using inappropriate language or sentiments that may be aired at a future
job or university interview

O not expressing views, behaviour or language that brings the IB into disrepute.

(1)t is acknowledged that there are instances in internal assessment when collaboration
with other students is permitted or even encouraged, e.g. in data collection. However
the final work for submission must be produced independently.

The most appropriate way for a student to ensure that they do not intentionally or
unintentionally breach Academic Integrity is to reference any material that has been used
from another source. The correct way to do this is listed in Appendix 1.

Students must be aware of the seriousness with which the IBO regards breaches of
Academic Integrity. Under its regulations, consequences can be up to “an IB diploma may be
withdrawn from a candidate at any time if malpractice is subsequently established” and “a
candidate will not be permitted to register for examinations in any future sessions.”

Definitions
Academic integrity

Academic integrity is a guiding principle in education and a choice to act in a responsible
way whereby others can have trust in us as individuals. It is the foundation for ethical
decision-making and behaviour in the production of legitimate, authentic and honest
scholarly work.

School maladministration

The IB defines school maladministration as an action by an IB World School or an individual
associated with an IB World School that infringes IB rules and regulations, and potentially
threatens the integrity of IB examinations and assessments. It can happen before, during or
after the completion of an assessment component or completion of an examination.

Student academic 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


https://resources.ibo.org/permalink/11162-58121?lang=en&view=div&root=1.6.2.8.7&odd=ibo.odd#id-5d043f36-3b01-4eba-bdaa-c03241ae6ad5
https://resources.ibo.org/permalink/11162-58121?lang=en&view=div&root=1.6.2.8.9&odd=ibo.odd#id-966d70a5-fef8-42e0-bd28-bb6ffb798b48

examination, paper-based or on-screen. This includes behaviour in school, out of school and

online.

Procedures to prevent breaches of Academic Integrity

Breaches of Academic Integrity are less likely to occur when students, teachers and parents
are fully aware of what constitutes academic integrity and when students are learning
successfully and confident they will achieve good academic outcomes. To that end:

The Academic Integrity policy and procedures will be shared with candidates,
teachers and parents at the beginning of IB Diploma Year 1 and reminders will be
given throughout the programme.

Subject teachers will, as part of their programme, make clear to students what items
could constitute plagiarism in that subject.

Students complete a form in which they list all pieces of work submitted in the
course of their completion of the International Baccalaureate Diploma Programme
and confirm the authenticity of all their work and their compliance with this
Academic Integrity Policy.

The IB Coordinator will ensure that all external examinations are conducted
according to the IBO “Handbook of Procedures” to mitigate any possible malpractice
by candidates.

Students will be encouraged to enter subjects where they have a strong likelihood of
success and teachers will set deadlines and checkpoints to evaluate students’
progress towards completion of assessments to reduce the likelihood of breaches of
Academic Integrity occurring.

All students and staff will be made aware of the IB use of calculator policy by the IB

Coordinator. Staff in those subjects where a calculator is required or is of advantage
to a student will regularly check on the OCC to update their knowledge of calculator
policy to support their students.

Consequences of Breaches of Academic Integrity
Where a breach is discovered and proven by a teacher or Coordinator:

In draft work prior to submission or in Dealt with by Takapuna Grammar School
course work IB Diploma Coordinator informed

Parents informed

Information filed

Work may be resubmitted if there is
sufficient time

In work submitted as a final copy prior to Dealt with by Takapuna Grammar School
submission and cover sheet signed IB Diploma Coordinator and Principal




informed

Parents informed

Information filed

No work that is in breach of the Academic
Integrity Policy will be submitted

In work that has been submitted to the IBO | The school through the IB Diploma
with cover sheet signed Coordinator informs the IBO Examination
Board

Appendix 1: Referencing

Why reference?
It is very important to reference ALL your sources because it tells your reader:

e where you found your information

e where to find the source themselves if they want to
e what kind of source it is

e the range of sources you have used

Above all you MUST reference all the resources and ideas that you use to avoid plagiarism.

What is a citation?
A citation is added in the body of your text to signal where you are using a source.
It tells the reader:

e theidea or information comes from somewhere else
e where to look for more information on that source

What is your bibliography?

Your bibliogaphy will give full details of where to find your sources.

Your list will be in alphabetical order by the author's last name.

There must be 100% correlation between the sources you cite in your text and the sources
listed in your bibliography.

In your essay In your reference list
From a book
(Austin 1995, p.26) Austin J L (1955) How To Do Things With Words Oxford,

UK: Oxford University Press.

From an article in a collection of papers




(Gilroy 1997, p.114)

Gilroy D P (1997) ‘A post-modernist philosophy of
education: and action philosophy for active times’

in D N Aspin (ed) Logical Empiricism and Post-Empriicism
in Educational Discourse

Johannesburg, South Africa: Heinemann pp.107-119.

A quotation from that you have found in another source but haven’t read yourself

(Bollington et al 1990, p.10)

Bollington, R., Hopkins, D. and West, M. (1990) An
Introduction to Teacher Appraisal: a Professional
Development Approach. London, UK: Cassell (quoted in
Stoll, L. and Fink, D. (1996)

Changing Our Schools. Buckingham, UK: Open University
Press).

From the internet
(Salmon 2003)

Salmon, S. (2003) Our ethos. Toronto, Canada: The
Chambrays Rugby Club
<http://www.geocities.com/chambrayca/rugbyspirit.htm>
(updated 7th January 2003,

accessed 1st July 2003).

Quotations

A short quotation you should put in your essay with quotation marks.
A long quotation you should put in its own paragraph that is indented




Appendix 2: Examination Behaviour

] ®
International
® ¥ Baccalaureate

Diploma Programme

Conduct of the examinations

Notice to candidates

General
1. Candidatosmust know their registration category and session number.

2. vihen irstructad to enter the axaminaticn room, candidates mustdo soin a
guiet and oderly manner.

3. Mo form of rereshment may be taken into the exemination room. |At
the discretion of the Diploma Programme coordinator, drinking water is
permitted.)

4. Candidates may take to their desk/taole only the following itams:

+ general stationery (for example, pens. percils. eraser rled but
corracting fluiditane, highlighter and gel pens are not pemittad

3 tranclating dicticnary fer nen-language cxaminations (the dictionany
must not contain notes of amy kind and is only permitted i the response
language of the examinationis not the best languzge of the candidate;
#n eectronic dictionary isnot pamittac)

. o_thermaten’ alsspecified by the IBas raquirec fora particul arexamination
{for example, an approved electronic cakulator.

i required by the wodinatorinvigilator, any item brough: irto an
axaminztion must be available for inspection. This indudes slectronic
calculatars.,

5 The fallewing rula: apaly o the usa of albetanic czleulatans

»  Candidates must not use of storedata, programs of applications In thair
calculators that may assist them in an excmination by removing the
naad toracall farts arfarmulzs that ars rot provided in the avaminatinn
materials.

- Examination questions must not be stored or recorded ir the memory
of a ralrulaner

«  During anaamination, e atampt mustbe macetc concaal Information
or pregrames stored ina czloulator

» I required by the coordinatorinvigilator atter an exam nation, a
cardidate must povide a list of infonmation and programs stoed on
the caleulator.

6. lhe coordinatorinviglatsr will decide whare each canddate will sit
cduring zn examinetion. Candidases must comply with the decision of the
eoordinatorinigilitor and remain seatad until permission is given to lasve
the examination room.

7. The instructions of the coordinatoriwigilator must be cbeyed. The
coordimtorinvigilator has tha right to axpel from the axamination roem
any candidate whose bekaviour is interfering with the proper conduct of
the examination.

R &t the star of earh examination paper (with the evcaption of multipla
choice examinztion papers) cand dates are allowedfive minutes in whichto
raad thepaper. During this readirg time candidates must rot write arswars,
rough notes of any kind or use a calculator.

Late arrival

9 Candidates are allowed into tha examination roam during the first 30
minutes aftar the start of an examination. The zrrival timeof the candidate
will be recerded by the coordinetorinvigilator. Mo additiona tme will be
alowed for the examinatien.

=

. Afterthefirst 2 minutes cand dates will not be allowed intothe exzmination,
ror will they be permimed 1o rake the examinaton it arescheduled tme

Temporary absence
.

In cazos of emargency, at the discretion of the coordiratorinvigilater, a
candidzte may be allowed to leave the exemination room and return. The
temporary absence of a candidate will be recorded by the coorcinators
invigilator.

12 & candidate will be supervised during a temporary absence from the
examination room. There must ba no communization with any person other
than the person who s supervising the candidate.

13. Durng a temporary dbsence the candidate must not take ary rraterial out
of the examination room, have access to material during the absence or
retum withany materal.

Malpractice

14. Durng the examination, and at other times specified by the coorcinator’
imvigilator, a candidate must not communicatz with any other candidate.
Failure to observe this regulation may constitate malpractice, rRsuting in
appropriate action by the 1D.

15. All work comrpleted during an examingtion and then submitted for
assessment, must be the auchentic werk of the candidate, Any colluson,
plagiarism, reference o unauthorized rraterial, or communication betwaen
randidztaz may consrituta malpractics rasulting in appmpiate action by
the IB. The impersonztion of anather candidatz will be treated & a breach
of regulations.

16. If a candidate finds that hesshe has accidentallytaken unauthorized material
inte an examination (for example, notes, a book, an MP3 player, or any
communication davice such as a cell phona), this material must be given
1o the coordinatorinvigilator iImmediatzly, kailure to do o may lead tc an
allegation of malpractice against the cendidatzs, regandless cf whether the
unautharizad matarid may or may nat haws prowidad an unfair advantaga
for the candidate.

17. No candidate is permitted to borow anything from another candicate
during an examination.

Early departures

18. Candidates are nul alluwed w leave the examinagtion room curing e first
hour arduring the last 15 minutes of ary examination. Censequently, ifthe
duration ofan axaminaticn is 1 hourand 15 minutes orless, candidates must
temain in the examination room

19. K a candidats leaves tha axaminaticn bafora tha schedulad finiching time,
the candidate will not beallowed to return.

End of the examination

20. It is the responsibility of the candidato to ensure that the front page of their
rovershaat is carrectly completed priorto departure from the evamination
oom.

21. Candidates must give al examination papers, answer shzets, multple
thaice answer sheetsand rough notes 1o the coondinatorinvigilbter atthe
ond of the examinaticn. (Aough notes ae not submitted for zsseisment)

22. Candidatesmust leave the cxamination reom ina quict and ordedy manaer.

23, Candidates must not disclose or discuss the content of any examination
paper wilhiary person oulsice Wheir mmediate school cormmuanity within 24
hours of an @xamination anding. This includas any forn of communication,
whether verbd, written or electronic.

It you do not understand these requlations please contact your
Liploma Programme coordinatar.
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Access and Admission Policy
Reviewed May 2021

1.0 The enrolment of students at Takapuna Grammar School will be in accordance with the

current enrolment scheme.

Principles:

1. The enrolment scheme will be reviewed annually by the Board of Trustees and the number
of places offered to students living out-of-zone set. This information will be notified

publically.
2. Every application to enrol at the school will be treated individually.

3. The acceptance of International Students who apply to the school will be determined by
the Director of International Students. Prior to entering into a legally binding tuition
contract, international students and their parents or legal guardians will have been
provided with information:

e To support them to make well-informed decisions that are appropriate to the
educational outcomes sought

e To understand their interests and obligations under the tuition contract

Procedures: Refer to Responsibility
Enrolment Scheme BOT/SLT
Enrolment Procedures Enrolment Administrator

Enrolment Procedures (appended)

A3 Student Support: Enrolment
Appendix 1: Procedures



—_

Families seeking a place at the School will be provided with the appropriate information and
application forms.

Out of zone applicants will be selected by a ballot in accordance with the Enrolment Scheme.

Applicants and their families/caregivers will be interviewed by a member of the Senior
Leadership Team, Dean or a senior teacher. Option choices will be selected at this time

Students enrolling at Year 9 will sit placement tests administered by the Deans or Head of
Learning Support.

The Year level Dean will interview each new enrolment to determine option choices and
class placement, passing the information to the timetable team and the subject teachers of
the new student.

New Students will be contacted by the Enrolment Officer with a starting day and time, Al
students will be given an orientation session, which may include a tour of the school,
introduction to teachers and Student Support staff.

International Students:

a. On submitting an application, students and their parents or legal guardians will be
provided with access to the following information
- school evaluations such as the ERO report
- Programmes and potential qualifications
- Refund conditions
- A school profile including staffing, facilities and conditions
- Pastoral and academic support
- Insurance and visa requirements
- The Code of Practice and dispute resolution processes
- The full costs associated with any offer of place

b. The Director of International Students will then assess the application to evaluate the
expectations of students from the programme and level they are seeking to enter
and their English Language Proficiency and academic ability.

c. Ifthe Director of International Students is satisfied, an offer of place will be made
and a tuition agreement provided. These will make clear the enrolment fee and other
costs likely to be incurred and obligations set. Signing of the contract by the parents
or legal guardians and the payments of the enrolment fee and other costs will
conform the enrolment.

d. All International Students will be required to have in place appropriate and the
correct visas prior to commencing at the school.

e. On commencement at the school, International Department staff will provide each
student with an orientation programme, complete an academic and language
assessment where required, and confirm the student’s programme.

f. Proper documentation for each student will be kept and, where appropriate provided
to International Students or their parents or legal guardians.



Admissions Policy for the IB Diploma Programme

Once admitted to the school, students at Year 12 and Year 13 will be given the opportunity to
enter a course leading to either the National Certificate of Educational Achievement or the
International Baccalaureate Diploma qualifications. In advising students about their choice of
qualification the opportunity for academic success, future intentions, readiness and interests will
be the prime considerations.

4, Takapuna Grammar School supports access for all students to the IB Diploma programme.
It endorses the philosophy that IB is derived from as it aligns to the existing Takapuna

Grammar School KCEA teaching and learning beliefs.

Procedures for Admission to the IB Diploma Programme:

1. The School will grant entry to the IB Diploma programme to all students from Year 12 who
chose that course. Students will need to commit to a full diploma course. Students will not
be able to enter the programme from Year 13, but will be able to revert to a Level 3 NCEA

programme.

2. The curriculum structures and timetable will be broad enough to enable students access to
the full IB Diploma programme and to the core activities of EE, CAS and TOK. They will
also enable IB trained staff and appropriate teaching and learning facilities to be assigned
to IB classes. The Head of Faculty IB will annually ensure the future availability of courses

with the Principal and Deputy Principal in charge of IB.

3. Information about the IB Diploma programme and its philosophy will be provided to
students and parents as part of the annual course selection processes. This includes
parents’ information evenings, Option Choice afternoon, assemblies, course books, and

online material.

4. Key guidance staff such as Deans, Counsellors, Careers and Guidance Advisors and Form
Teachers will be trained to deliver appropriate advice and support. Students’ current level
of achievement, interests and future academic plans should guide this process. Students

and parents will be able to make an informed decision.

5. There will be proactive measures to ensure that there are no barriers to students entering
the 1B Diploma programme who could benefit from the educational experience it provides.

These will include:

° ensuring that programmes in the year/s prior to Year 12 lead to a full Diploma programme

° consideration of students’ financial circumstances



catering for the needs of students from various language backgrounds under the schools-
language policy

supporting the needs of students with special educational needs through the school’s
Student Support structures and for students with special assessment needs through the
D1 and D2 provisions

encouragement of Maori and Pasifika students to consider the 1B Diploma course
consideration of online courses where subjects are unable to be provided or where
students are transferring between schools

Students will be unable to change courses within the IB Diploma programme once the
teaching year is underway. There may be the potential to change from an HL course to an
SL course dependent on the number of teaching hours required being met. Moving from 1B
to NCEA prior to the start of Year 13 will require approval of Senior Management. Students
exhibiting health or other concerns during Year 12 or 13 that are likely to limit future
pathways, will discuss course suitability and alternative courses and/or pathways with the

Deputy Principal responsible for Curriculum and Assessment and/or DP responsible for IB.
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Inclusion Policy
Reviewed May 2021

All students both resident and fee-paying will have access to an appropriate
education that affords them the opportunity to achieve their personal potential.
The school will seek to remove all barriers to access and engagement

Principles:

1.

Students with special educational needs are those who have the intellectual capacity
to meet all curriculum and assessment requirements, and who require special
arrangements to attain this level. Students with special assessment needs are those
who require special arrangements in assessment conditions to demonstrate their level
of attainment.

Every student brings to the learning situation their own skills, abilities and learning
needs. They construct their learning on differing cultural and social backgrounds and
have differing learning styles and degrees of readiness and interest. Students need to
have an understanding of themselves as learners (metacognition) in order to develop
their independent learning skills. Therefore there needs to be a range of activities and
resources in each subject that differentiates between learners on these
considerations.

In all learning contexts teachers will use best practice from the Knowing, Connecting,
Relating and Supporting learning behaviours (refer TGS “Teaching and Learning”
booklet) to enable students to have equal access to the curriculum. Good practice

includes:

a. Raising self-esteem and enabling success

b. Building on prior knowledge

c. Scaffolding

d. Employing rich experience and real life contexts



e. Creating high expectations

4. Formative and summative assessment, employing a range of methods, will be used to
evaluate students’ learning preferences, strengths and weaknesses and to evaluate the
success and appropriateness of programmes in delivering the intended outcomes.

5. Students will be given advice and support in selecting their courses of study and
qualification pathways to ensure they are appropriate to their intentions, futures and
academic abilities.

6. Programmes of study will be both vertically aligned so that students acquire the skills
and knowledge required to move from level to level of the curriculum and horizontally
aligned so that they enable equitable and required coverage of the curriculum at that
level. The skills and knowledge at each level will be determined by the New Zealand
Curriculum and the qualification pathways the students are entered in.

7. Takapuna Grammar School supports access for all students to the IB Diploma
programme. It endorses the philosophy that IB is derived from as it aligns to the
existing Takapuna Grammar School KECA teaching and learning beliefs.

8. Support programmes will be available to all students with special educational needs.
These could include:

Learning Support Department coaching and mentoring
Individual Education Programmes (IEPs)

Targeted for Success programme support

ESOL provision

Learning extension

S0 Q0 0 T o

International Counsellor support

9. Any grade or credit from an assessment awarded to a candidate in any subject must
reflect a level of attainment at the same standard of assessment are applied to all
candidates, regardless of whether or not they have special needs.

10. The following procedures will apply to all students with special assessment needs:

a. For Year 9 and 10 students, the Learning Support Department will determine the
level of support, including time allowances and Reader/Writer provisions



b. For Senior Students the Learning Support Department will assess whether
applications should be made for special assessment conditions in accordance with
the regulations of NCEA or IB, as appropriate.
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Takapuna Grammar School will continue to promote language learning for students at all
levels of the school and will enable that to occur within its curriculum programmes and
assessment opportunities. It believes that language acquisition demonstrates that all
cultures and their languages are valued and promotes an understanding of cultural diversity
and inter-cultural understanding. It provides students with a true sense of being part of the
global community. This relates to concepts of international-mindedness and cultural
diversity.

“Learning a new language extends students’ linguistic and cultural understanding and their
ability to interact appropriately with other speakers. Interaction in a new language, whether
face to face or technologically facilitated, introduces them to new ways of thinking about,
guestioning, and interpreting the world and their place in it. Through such interaction,
students acquire knowledge, skills, and attitudes that equip them for living in a world of
diverse peoples, languages, and cultures. As they move between, and respond to, different
languages and different cultural practices, they are challenged to consider their own
identities and assumptions.”

(The New Zealand Curriculum)

As part of this, the school will have a commitment to teaching two of the languages of New
Zealand: English and Te Reo Maori.

Recognising the diverse cultural makeup of the school, there will also be a commitment to
assisting students for whom English is a learned language to both maintain their own first
language and to strengthen their understanding and use of English.

Procedures for Language Learning
1. Takapuna Grammar School will recognize the importance that the New Zealand
Curriculum places on language learning and will reflect that importance in its

curriculum provision.

2. All students in Year 9 will study 2 learned languages in addition to English. All
students in Year 10 are strongly encouraged to learn a language in addition to English



10.

11.

unless they are provided with an Independent Education Plan (IEP).

A range of languages will be available as part of the Senior School programme. This
will enable students to meet the requirements of the International Baccalaureate
Diploma programme and also to pursue languages for NCEA.

Te Reo Maori will continue to be offered at all levels of the school to recognize its
place as an official language of New Zealand.

Consideration will be given to the formal teaching of first languages other than
English, for example Mandarin.

Students for whom English is a learned language will be encouraged to maintain their
first languages and ESOL programmes will support their learning of English.

All teachers will recognise their responsibility for supporting language and literacy
learning.

Takapuna Grammar School is committed to extending access to all programmes of
learning within the school including the IB Diploma irrespective of their cultural and

linguistic backgrounds.

Takapuna Grammar School is a BYOD (bring your own device) school and the teaching
and learning programme includes multimodalities that promote multiliteracy.
Teachers and students use technology for rich teaching and learning resources on a
regular basis, including, but not limited to audiovisual, interactive, visual, oral and
written texts.

Students enrolling in the IBDP and parents are informed and supported to make their
IB Diploma subject selection through the IBDP subject evening and the Future
Education Discussions, a conversation between a staff member and student.
Students’ language pathways in the International Baccalaureate Diploma Programme
are discussed during these conversations with reference to the student’s level of
language proficiency, personal interests, family wishes and future educational
aspirations. This helps inform the subject selection and potential multilingual
pathways to foster, where possible, the development of personal and home
languages.

Students who are interested in studying a language that is not offered as part of the
school curriculum, may have the opportunity to do so through private tutoring
arrangements via tutorials or online classes. Students and their parents/caregivers
will be advised by the IB DP Coordinator of the obligations and requirements of this
independent learning programme.



