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To: Duxbury School Committee 
From: James Donovan – DHS Principal 
Re: Changes to the 2018-2019 DHS Student, Student-Athlete, and Coaches’ Handbooks  
Date: May  
 
Changes to the above-mentioned handbooks are found on the following pages:   
 

DHS Student Handbook 
 

Page Description 
15 The following changes would replace the existing language in this section. 

Cheating and Plagiarism 
The school promotes an environment where honesty is valued and serves as a measure of 
integrity. Cheating compromises this environment and does not represent the values we work 
to instill in our students at Duxbury High School. A student’s work must reflect his/her best 
effort. Cheating not only undermines this measure, it also seriously hinders the ability of a 
teacher to diagnose or remediate the work of a student, from daily assignments to formal 
assessments.  
 
What constitutes cheating? 
Cheating is constituted by student behaviors and actions that work against the intent or 
instructions of an assignment or assessment in order to gain an advantage. Collusion is 
defined as a collaborative effort of multiple students and/or resources without the permission of 
the teacher to do so. Behaviors that constitute cheating include but are not limited to: 
 
1.   Looking at another student’s paper during any test, quiz, or assessment 

2.   Copying information from another student on any assessment, including homework 

3.   Copying from notes on one’s person or in one’s possession 

4.   Any talking during a test, quiz, or assessment 

5.   Having a copy of a test, quiz, or assessment prior to that assessment being administered. 

6.   Giving or receiving any information among students during any assessment 

7.   Giving or receiving information about any assessment between or among students who 
have and have not yet taken the same or a similar assessment 

8.   Using an unauthorized cell phone or electronic device during any assessment 

9.   Work that is submitted in someone else’s handwriting (unless explicitly provided for in an 
educational plan). 

10. Using digital resources while taking an assessment such as notes, quick-look-up features, 
etc. 

11. Sharing work digitally with another student or students without express permission from the 
teacher 
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12. Collusion with other students on an assignment or assessment which was intended for 
individual effort 

13. Working to subvert student laptop monitoring systems 

14. Submitting work previously submitted for another class as new original work (self-
plagiarism) 

15. Looking up answers for an assessment that has not been completed 

What constitutes plagiarism? 

 Writing is an exercise in thinking. When a student writes a response, he/she is 
compelled to express his/her understanding of an idea or topic in language of his/her own 
devising, and, thereby, communicate his/her clarified thoughts to another. This is an invaluable 
learning process. Therefore, thwarting this process by passing the ideas and/or written work of 
others, as one’s own is a form of cheating called plagiarism.  

Plagiarism is the act of claiming as one’s own the work of another. The responsibility of each 
student is to identify the sources of the words, ideas and facts presented in a paper or similar 
project. Words taken directly from a source must be in quotation marks. Ideas and facts taken 
from a source must be credited to the author. The only exception to this is factual information 
that falls into the category of “common knowledge,” e.g. that the Declaration of Independence 
was promulgated on July 4, 1776. The mechanics for citing sources will vary from course to 
course and teacher to teacher. The responsibility of the student is to follow the rules of citation. 
Given a choice between over- and under-citation, students should always choose to over-cite 
and, thereby, eliminate the possibility of plagiarism. However, the basic point for all students to 
remember is that all work presented without citation is being presented as original work. If it is 
not in fact original work, it is plagiarism and is subject to the consequences herein described. 
Consequently, the use of material from Internet sites, which give away or sell research, 
essays, reports, etc. and claimed as one’s own work is plagiarism. Likewise, the use of online 
translators for World Language composition assignments and claimed as one’s own work is 
also plagiarism. The simple rule to follow in all cases is that a student should be able to state 
honestly, “The words and ideas presented in this paper are my own unless otherwise 
indicated.” 

Part 2: Consequence schemes 
In order reinforce the seriousness with which we take issues of academic dishonesty, the 
following information details the consequences for cheating and plagiarism on a progressive 
scale.  
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17 The following changes would replace the existing language in this section. 
EXAMS 
During the 2017-2018 school year, a committee of teachers representing all academic 
departments met to review the procedures governing the administration of summative 
assessments, including the school-wide review periods, the types of assessments given, the 
structure of exam week, the length of exam periods, the weight of exams, and the senior exam 
exemption.  We believe that exams are an opportunity for students to demonstrate their 
understanding of essential course content and that this demonstration might take a variety of 
forms.  The committee upheld the practice of reserving the class period immediately prior to 
exam week as a review or “reading” period, as well as the practice of offering the senior exam 
exemption.  The committee also confirmed the practice of having a dedicated “exam week” 
during which no more than two exams are given per day and students will be released early to 
dedicate appropriate time to preparing for the next exams.  The committee made 
recommendations to the faculty and the faculty and administration voted to confirm the 
following exam policy: 

• Teachers of all courses will guarantee students at least one period dedicated for 
review immediately prior to the exam.  No other HW will be assigned unless it relates 
directly to the exam. 

• All courses will give an appropriate assessment during the exam period; however 
departments will determine the type of assessment, such as objective test, essay test, 
and/or project-based assessment, pending supervisor approval.  Teachers will tailor 
the assessment to the length of the exam period, which will be (90) mins in length.  

• All exams must be taken on the day assigned.  Students may not take exams early.  
Only students with excused absences will be allowed to make up exams. Exceptions 
will be made only for school-related absences, such as Boys & Girls State. 

• Students who arrive late must get a pass from the main office to be admitted into the 
testing room.  Latecomers are not guaranteed extra time. 

• For a semester course, the final exam will count for (10%) of the final grade 
• For a full year course, the midyear exam will count for (10%) and the final exam will 

count for (10%) 
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• Senior can earn an exemption for final exams by maintaining a 90% average overall 
and have fewer than 3 unexcused abs in a semester class and 5 unexcused abs in a 
full year class. 

 
20 Recommended changes in italics 

The National Honor Society is an honor awarded by the DHS faculty that recognizes students’ 
outstanding accomplishments in the areas of scholarship, character, leadership and service. 
The purpose of this organization is to create enthusiasm for scholarship, to stimulate a desire 
to render service, to promote leadership and to develop character. Members of the Duxbury 
Chapter are selected by a five-member faculty council, which bases its selection on 
demonstration of scholarship (which is a minimum GPA of 3.5 on a four point scale), 
leadership, character, and service (minimum of 15 documented hours). Academically eligible 
students are required to submit an application and participate in an interview to provide 
information on their service, leadership, and character.  
 

23 Revision of language around Extended Absences for clarity. 
Proposed Revised Language: 
After an absence of more than 3 consecutive days: 

• Parents are urged to contact the school nurse who will act as the health/medical 
liaison regarding the status of the medical condition 

• Students/Parents should reach out to student’s guidance counselor and ask for help 
liaising with teachers and managing the workload if needed 

• Re-entry meetings will be held with AP, student and parents after short-term and long-
term illness or hospitalizations. 

23-24 Revision of language regarding Impending Absences for clarity. 
Proposed New Language:  
In order to ensure that students who must be absent from school for prolonged periods of time 
due to illness or travel  will have the opportunity to fulfill course requirements, the following 
guidelines will apply: 

• Students should alert teachers in advance of an upcoming absence. The due date for 
any work provided for the student ahead of the absence should be established by the 
teacher in advance of the absence.  Whether or not the work is requested in advance, 
the student has the responsibility to see teachers immediately upon return so that all 
work is completed in accordance with the Make-up procedures set forth in “Make-up 
Work” p. 26.   

• Students should alert teachers in advance of an impending absence due to religious 
observance.   

• Please see language below if the impending absence is a school-related field trip. 

• Parents must provide the school with appropriate documentation (see ABSENCES #1 
A-F). Upon receipt, prolonged absences may be considered excused. 

26 Revision of language concerning Makeup Work to make more concise & clear. 
Proposed edited language: 

• From the day of their return, students are permitted one class meeting to complete 
make-up work per each day of absence. 

• Students should access Schoology, email their teachers, or contact fellow classmates 
for homework when absent for 3 days or less.  
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• Students/Parents should reach out to student’s guidance counselor and ask for help 
managing the workload if needed. 

 
Handbook subcommittee topics that did not result in changes to handbook language: 

• We suggest that the Student Handbook 2018-2019 is made available in a format that is easily 
viewable and searchable on mobile devices. 

• The subcommittee has discussed allowing juniors up to 4 college visits but decided to keep it at 2 
after reviewing data from this school year regarding the number of juniors using college visit. 


