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The Educational Project of Villa Caritas and San Pedro (VCSP) is characterized by being a student-centered 
comprehensive education, which is why aspects such as character education and the development 
of values such as honesty, integrity, justice, and equity are essential parts of the profile of our students. 
In this sense, the key for achieving this goal is our team of teachers, who are committed to our ideals 
and accompany students, intentionally seeking to promote the development of those essential values 
within authentic and everyday experiences.

It is important to stress that academic excellence is considered one of the accents that are at the 
forefront of our students' learning experience.  As an educational community, we seek to develop their 
full potential in a coherent and comprehensive manner, and we do so through the development and 
strengthening of competencies that enable them to respond to personal and professional challenges 
at both a national and an international level.

For this purpose, our students receive academic guidance and education aligned with the requirements 
that the academic integrity of the Diploma Programme poses, as the search for truth, intellectual curiosity, 
and critical and creative thinking frame academic work in the various curricular areas, as well as inquiry 
and research. 

This document aims to cover the need to communicate to the educational community the policies that 
govern the correct behavior of our students to address and develop research topics, in light of the 
values promoted by VCSP schools, which, expressed in terms of academic integrity, are reflected as 
respect for copyright, intellectual property and the principles inherent in good academic practice.

In this sense, the pedagogy of accompaniment — based on the principles of Catholic education in 
search of the centrality of the person and the objectivity of knowledge — requires respect for others 
and the search for truth, actions that are also reflected in this area. These conditions are demanded by 
both high international and national academic standards to which we aspire in all evaluation processes, 
whether internal or external.

Therefore, the regulations presented in these policies comply with laying the formal and regulatory 
foundations of the academic behavior required of the entire educational community.

I Introduction
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Our identity, vision and values are concretely reflected in the profile of the student we seek to educate, 
which establishes seven dimensions that promote an integral view of the person who is enriched, in turn, 
with the attributes of the profile of the learning community of the International Baccalaureate.

As an educational community, we strive to integrate the experience of this profile into our practice from 
the areas of action in which the different agents of our educational project work.

Profile:

●  They are aware of their identity and mission as Christians in the world.
●  They cultivate their spiritual life and practice it daily.
●  They research rigorously and seek the truth from a holistic perspective.
●  They know, accept and work on their personal development comprehensively.
●  They have deep roots and love for their country, for their family, their school, and the world.
●  They are committed to their reality and are educated in service of others.

●  They are balanced, disciplined and with personal mastery; educated in the proper use of their 
freedom.

II VCSP Student profile
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Espiritual
Se esfuerza por 
conocer y amar al 
Señor Jesús, 
buscando vivir en 
base a sólidos valores 
cristianos que se 
enriquecen con la 
práctica de los 
sacramentos y la 
oración.

Vocacional
Es consciente de su
identidad y misión 
como cristiana en 
el mundo como 
camino para su 
felicidad y realización 
personal.

Psicológica
Se esfuerza por 
conocerse a sí 
misma, aceptarse y 
valorarse como 
persona, entendiendo 
el hermoso don que 
ella es, buscando así 
un sano equilibrio 
emocianal y afectivo. 

Comunitaria
Demuestra amor 
por su país, familia, 
colegio y el 
mundo, a través de 
actitudes empáticas 
en sus relaciones 
de amistad, la 
vivencia de la 
generosidad y el 
compromiso con su 
entorno.

Apostólica
Comprende su 
misión de forjar un 
mundo mejor y, por 
ello, busca aportar 
a la realidad a 
través del servicio, 
el compromiso y la 
solidaridad.

Físico - conductual
Comprende su 
misión de forjar un 
mundo mejor y, por 
ello, busca aportar 
a la realidad a 
través del servicio, 
el compromiso y la 
solidaridad.

Intelectual
Se esfuerza por desarrollar una actitud 
de apertura a la realidad y a la cultura 
a través de la invesitgación desde un 
pensamiento crítico y reflexivo orientado 
a la búsqueda de la verdad.

Spiritual
Strives to know and 
love the Lord Jesus, 
seeking to live 
based on solid 
Christian values 
that are enriched 
by the practice of 
the sacaraments 
and prayer

Vocational
Is aware of her 
identity and mission 
as a Christian in the 
world ad a path for 
her happiness and 
personal fulfilment.

Psychological
Strives to know, 
accept and value 
herself as a person, 
understanding the 
beautiful gift she 
ism thus seeking a 
healthy emotional 
balance. 

Comunitarian
Shows love for her 
country, family, 
school and the 
world, through 
empathic attitudes 
in her friendly 
relationships, the 
experience of 
generosity and 
commitment with 
the environment.

Apostolic
Understands her 
mission of forging a 
better world and, 
therefore, seeks to 
contribute to reality 
through service, 
commitment and 
solidary.

Physical-behavioral
Seeks to integrate 
healthy habits into 
her daily life that 
demonstrates and 
adequate balance 
that would help her 
to value herself and 
have a healthy and 
harmonious life with 
herself and with 
others.

Intellectual
Tries her best to develop an attitude of 
oppenness to reality and culture 
through research, from a critical and 
reflexive thought oriented to the 
search of Truth.

Atributos de la 
comunidad de 
aprendizaje
del IB

•  Íntegras
•  Principled

•  Reflexivas
•  Reflective

•  Equilibradas
•  Balanced

•  Indagadoras
•  De mentalidad abierta
•  Informadas e instruidas
•  Pensadoras
•  Buenas comunicadoras

•  Solidarias
•  Caring
•  Audaces
•  Risk-takers

•  Inquirers
•  Open-minded
•  Knowledgeable
•  Thinkers
•  Communicators

PERFIL DE LA ALUMNA VILLA CARITAS
Mentalidad internacional

Internationally minded
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Espiritual

Cultiva su vida 
espiritual, 
plasmándola en su 
vida cotidiana.

Vocacional

Es consciente de su 
identidad y misión 
como cristiano en 
el mundo.

Psicológica

Se conoce, se 
acepta y trabaja 
en su desarrollo 
personal de 
manera integral. 

Comunitaria

Tiene profundo 
arraigo y amor por 
su país, su familia, 
su colegio y el 
mundo, desde la 
amistad y 
compromiso.

Apostólica

Comprometido 
con su realidad y 
educado en el 
servicio a los 
demás.

Físico - conductual

Equilibridad, 
diciplinado y con 
señorío personal; 
educado en el 
buen uso de su 
libertad.

Intelectual

Investiga de manera rigurosa y busca 
la verdad desde una perspectiva 
holística.

Spiritual

Fosters his spiritual 
life in his daily life.

Vocational

Is aware of his 
identity and mission 
as a Christian in the 
world.

Psychological

Is self-aware, 
accepts himself for 
who he is and 
works on his 
personal 
development 
comprehensively. 

Communitarian

Has a profound
connection and 
love for his country, 
family, school and 
the world.

Apostolic
Is committed with 
his reality and 
educated to serve 
others.

Physical-behavioral
Balanced, 
disciplined and 
with personal 
dominion over 
himself; educated 
in a proper use of 
his freedom.

Intellectual

Performs exhaustive research and 
seeks the truth from a holistic 
perspective.

Atributos de la 
comunidad de 
aprendizaje
del IB

•  Íntegros
•  Principled

•  Reflexivos
•  Reflective

•  Equilibrados
•  Balanced

•  Indagadores
•  De mentalidad abierta
•  Informados e instruidos
•  Pensadores
•  Buenos comunicadores

•  Solidarios
•  Caring
•  Audaces
•  Risk-takers

•  Inquirers
•  Open-minded
•  Knowledgeable
•  Thinkers
•  Communicators

PERFIL DEL ALumno San Pedro
Mentalidad internacional

Internationally minded



According to the International Baccalaureate Organization (IBO, 2019), 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.”  Following this thought, we can add that academic integrity is a cross-cutting, inherent, 
and imperative axis in any institution committed to the education of individuals capable of investigating 
with responsibility and respect for the intellectual property of other researchers, in order to ensure their 
participation and development within society of a globalized and information-filled world. 

Therefore, as an educational institution promoting the comprehensive education of students, we 
recognize the importance of fostering an “ethical culture” from the beginning of regular basic education, 
in order to ensure that this guiding principle transcends the school life of our students through meaningful 
academic experiences — which involve effective strategies, in terms of policies and good practices — 
and an integrated curriculum that recognizes, embraces and cultivates a set of values and skills such 
as honesty, trust, equity, respect and responsibility, upon which we constitute creative, original and 
honest citizens of the world.

III Academic integrity

A.  Misconduct
The IB defines student academic misconduct as deliberate or inadvertent behavior that has the potential 
to result in the student, or anyone else, gaining an unfair advantage in one or more components of 
assessment.” (Garza, 2014).

The following cases are considered misconduct: plagiarism, collusion, introducing unauthorized material 
in an examination, theft of examination materials, misconduct during an examination, causing disturbance 
during an examination, distracting or communicating with other students during an examination, duplication 
of work, disclosing or receiving confidential information about an examination within 24 hours after the 
examination.

B.  Mismanagement
It is understood as an action committed by the school or by any of its representatives that violates regula-
tions, rules, and procedures, jeopardizing the assessment or examination. These behaviors are punitive 
whether they were committed involuntarily or in good faith (IBO, 2019).

The IB (2019) details the following mismanagement actions:

●  Provide excessive assistance to students during the assessment process.
●  Make more corrections to a work than those stipulated in the course guide.
●  Give extra time during an exam without the authorization of the IB, as well as not meeting approved 
inclusive access adaptations.
●  Have an insufficient number of invigilators.

IV Definitions
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●  Have poorly trained invigilators
●  Failing to monitor student bathroom visits during an examination.
●  Allowing the teacher responsible for the subject being examined to enter the examination hall and 
assist their students.
●  Allow the use of prohibited devices and material; likewise, failing to monitor the proper use of authorized 
calculators or dictionaries. 
●  Leaving students unsupervised.
●  Helping students complete or understand questions during the examination.
●  Failing to ensure the safekeep of the examination, before, during and after its application. Even 
during its safekeeping prior to being shipped to the IB.

C.  Copyright
It is the recognition given to a natural or legal person, as the creator of a work (a book, an essay, an 
extended essay, etc.), for which no one else can be awarded or benefited from such work. If someone 
wishes to make use of this work, the author must grant his or her permission.

Copyright is also recognized by national law. Article 2, paragraph 8, of the Constitution of Peru (1993) 
states that “everyone has the right .... to freedom of intellectual, artistic, technical and scientific creation, 
as well as property over such creations and their products.” Article 3 of the Law on Copyright, promulgated 
by Legislative Decree No. 822 (2003), provides that the rights recognized by law “are independent of 
the ownership of the material object into which the work is incorporated, and its enjoyment or exercise 
are not subject to the requirement of registration or compliance with any another formality”. That is, 
copyright is not subject to formal recognition of the work but to intellectual exercise.

It is therefore considered to be a moral right and is characterized as inalienable, that is, that the creator 
of the content cannot be deprived of the recognition of authorship and cannot also renounce this 
right. The author is free to give up the economic or legal benefits of his or her work but not authorship. 
In the exercise of this right, the author has the power to decide on the use of his or her work.

In this regard, schools within the context of a comprehensive, Catholic education and respect for 
ethical principles, as well as legal norms, promote unrestricted respect for copyright and intellectual 
property. Similarly, they promote the creation of their own intellectual works and authentic production, 
emphasizing creativity and honesty in the exercise of such activity.

D.  Plagiarism
The Royal Academy of Spanish Language (2019) defines plagiarism as the action of “copying substantially 
the works of others, crediting them as their own”. In addition, the Organization of the International 
Baccalaureate (2018) considers a new definition of this term as “as the representation, intentionally or 
unintentionally, of the ideas, words or work of another person without proper, clear and explicit 
acknowledgment” (p. 39).

Simply, plagiarism is understood as the appropriation of ideas of others, whether intentionally or not. 
Therefore, and in accordance with the Law on Copyright, the Political Constitution of Peru and the 
institutional principles declared in the VCSP Institutional Educational Project, we consider that plagiarism 
represents both ethical and legal misconduct, implying the improper use of the effort of others, as well 
as the presentation of false results of self-work. 
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In this sense, it is necessary that the student complies with the obligation to recognize the work of others 
by correctly citing the source used in their writing. It is necessary to remember that plagiarism is associated 
with the appropriation of ideas and not literal texts (International Baccalaureate Organization, 2018; 
Carroll, 2011), so it is essential that the student makes correct use of citations and references (as indicated 
in the citations and references Manual) in order not to incur in misconduct, whether related to texts, 
images, interviews, transcripts of dialogues in videos or audios, maps, tables and any content that does 
not belong to the student and are not considered to be of common knowledge. An academic work is 
expected to be able to clearly identify proper usage of the cited sources, that is why the use of a system 
of citations and references is required, for this purpose is that the school makes available a manual of 
the accepted format and style in the presentation of tasks. This format is based and adapted from the 
Manual of Publications of the American Psychological Association (American Psychological Association, 
2020) and is accepted as an official format by the School.

E.  Similarity
The plagiarism detection system (Turnitin) generates a report of matches. This report includes similarities, 
expressed in a percentage, between the processed documents and internet sources. Such a percentage 
of coincidence does not necessarily imply plagiarism but is subject to interpretation by the teacher or 
examiner; the latter is the one who will determine the existence of plagiarism. However, to ensure the 
originality of the work submitted by students, a maximum percentage of 20% similarity is established for 
the submission of written works. However, some evaluations may use different limits if, by their nature, 
they require a higher or lower level of coincidence. Any modification of the percentage already 
established must be communicated by the teacher in advance. 

F.  Duplication of works
Presentation of the same work for different assessment components or subjects. It is considered as a 
type of plagiarism called “self plagiarism” and, as such, is punished.

Students are encouraged to use critical thinking and creativity for the fulfillment of tasks, and therefore 
the student is expected to show the interest and ability to produce specific work for each of the assessment 
components.
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G.  Citas y referencias
The school makes available to its educational community the Manual of citations and bibliographic 
references as an instructive and normative document. This manual is based on the style of citations and 
references of the American Psychological Association, which has been adapted to the specific need 
of the academic works presented at the school. This style allows the following types of citations and 
references:

●  Text citation:  when a fragment of a text is cited literally. These citations are placed between 
quotation marks when there are less than 40 words,on a line and indented 5 spaces when this limit 
is exceeded.

●  Contextual citation or paraphrasing:  when cited by making a synthesis or paraphrasing an original 
text. These citations do not require the use of quotation marks.       

With less than 40 words:
Author (year) says: “quoted text” (page number). or “Cited text” (Author, year, page number)
Cotler (2017) argues: “The alteration of the productive and social structure developed in the 
1950s led to a substantial increase in mobilization” (p. 339).

“The alteration of the productive and social structure developed in the 1950s led to a substantial 
increase in mobilization” (Cotler, 2017, p. 339).

Today digital infographics are a fundamental part of online journalism, however, according to 
Valero Sancho (2008), they still need to occupy a more important space as a communication 
tool that attracts digital readers thanks to its design.

Documentary analysis is the operation that consists of selecting informatively relevant ideas from 
a document in order to express its content unambiguously to retrieve the information contained 
therein (Mendoza, 2008).

With more than 40 words:
It should also be noted that:

It is clear that digital media, in particular social networks, have changed the way personal 
interaction and the expression of individual identity occurs. Interaction in social networks has four 
basic features: persistence, simultaneity, linkability, and the fact that the inner narrative is made 
public. (Corredor, 2011, p. 47)
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●  Other specific citation cases are detailed more comprehensively in the Citations and References 
Manual.

●  Bibliographic references should be listed alphabetically in accordance with the format set out in the 
Manual for the Usage of Sources of Information. Each font type has a specific format that is detailed 
therein.

Physical book:
Arizmendi, A. (1997). The right to one's own image: its identity and approximation to the right to 
information. Civitas.

Digital Book:
Chía, L. (2010). Accidentes de tránsito en el Perú: ¿casualidad o causalidad?: una aplicación 
de los modelos de cointegración y elección discreta. http://www1.up.edu.pe/_data/bibliote 
ca/documentos/20101110103556_accidentes.pdf

Website:
IBM. (s. f.). Green electrónicas: design for smarter planet.  https://www.ibm.com/Smarterplan 
et/uk/en/green_and_sustainability/article/green_electronics.html?ca= content_body&met=uk_ 
smarterplane

Magazine article:
Vasconcellos, M. (1997). Chemical. Accounts of chemical research, 15(1). 10-16. 

Electronic magazine:  
García, P. (2003). El servicio de referencia digital. El profesional de la información, 12(4), 
320-330. http://www.elprofesionaldelainformacion.com/contenidos/2003/julio/11.pdf

As for the specific case of the measures taken to avoid plagiarism at the electronic level, the teaching 
team uses the Turnitin software integrated into the Schoology platform within which the school operates. 
This is the most efficient option and is also widely used for its quality, which allows us to strengthen our 
academic work system and its originality.

V Resources for the prevention of misconduct

Each member of the community makes an active commitment to respect academic integrity. The roles 
of each of the actors involved in both schools are detailed below.

A.  School

●  Make the Academic Integrity Policy available to the entire educational community, providing a 
written copy of the regulations to legal guardians, teachers, and students. These policies are detailed 
in this document that it is provided to the educational community, in the case of parents and students, 
at the time of enrolment.

VI Responsibities



11

●  Provide and train teachers and students in the use of the manual for the usage of sources of information.

●  Continuously train teachers and students in academic integrity through talks, participatory workshops, 
informative skills development programs, use of citations and references, as well as the inclusion of 
related aspects in the curriculum.

●  Design complementary strategies for communication and constant awareness about the importance 
of academic integrity in the educational context of the school.

●  Develop informational literacy programs and information and research skills development.

●  Ensure that the same criteria and regulations are handled throughout the community for the development 
of original research works.

●  Implement available resources and services, such as a plagiarism detection system, to identify 
misconduct.

●  Promote prevention strategies in academic work through clear processes in the accompaniment of 
students, such as the organization of the calendar of internal and external assessments, the elaboration 
of advisory schedules for students and monitoring the development of good practices in the classroom 
and in all subjects.

●  Promote a culture of research throughout the institution, thereby ensuring the development of skills 
and values that promote academic integrity.

●  The stage coordination regulates compliance with academic integrity policies through the Disciplinary 
Council, whose function is to determine cases of fraudulent conduct, by confirming or dismissing allegations 
in the case of internal evaluations.

B.  Teachers

●  The teacher has the responsibility to fully understand what constitutes misconduct under the relevant 
regulations.

●  In their daily practice, it is essential that the teachers value the importance of respecting intellectual 
authorship, of avoiding plagiarism, collusion and other practices that constitute a lack of academic 
integrity.

●  The teacher, from his or her knowledge of what integrity implies, must guide students to assume 
responsibility in a positive, and not punitive manner, by setting an example of respect for honesty and 
integrity expressed in practices that promote the understanding and practice of the norms governing 
the academic parameters of the school.

●  The teacher has the task of guiding his or her students in healthy research practices that demonstrate 
knowledge and application of standards that respect intellectual authorship.

●  It is essential that the teacher of each subject assume the task of helping the student to incorporate 
into their academic practice the application of the rules of citations and references, respect for the 
styles of citations, paraphrasing and other ways of referencing works of the authors consulted for 
research.

●  The teacher must commit to monitoring the production process of students and teaching them aca-
demic writing skills from early years, so that it becomes a natural practice in research activities in higher 
grades.
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C.  Parents
●  Know the guidelines of the Academic Integrity Policy approved by the school, the requirements that 
the regulations entail and the consequences of not complying with these guidelines. Policies detailed 
in this document and that the parent receives at the time of enrollment.

●  Instill the practice of academic integrity and the ethical use of information in the learning of their 
children.

●  Responsibly assume the relevant sanctions (specified in point 8 of this document) if misconduct is 
found.

D.  Students
●  To know in detail the academic integrity policies approved by the school, as well as be aware of the 
scope, recommendations, and indications of its teachers.

●  Possess unrestricted respect of intellectual authorship, copyrights, and intellectual property throughout 
all academic productions.

●  Ensure that their works are original, that is, they are of their authorship.

●  Correctly and responsibly use sources of information for their work. Use citation and referencing 
correctly according to the standards set out in this document.

●  Comply with the formats presented in the School’s Citations and Reference Manual (2021).

●  Responsibly assume the relevant sanctions (specified in point 8 of this document) in the event of a 
lack of academic integrity.

●  Demonstrate with sufficient evidence the developed process (notes, sketches, source support, 
among others) to obtain an original academic product if the teacher requests it.

●  Consult the school administrators in case of doubt about specific indications related to academic 
integrity.

●  In the event of a discrepancy with decisions made by presumption or detection of improper conduct 
and/or academic infringements, the student has the duty to sustain any claim within the relevant deadlines.

●  The entire educational community has the right to receive timely and comprehensive information 
regarding this and other policies.

●  The educational community has the right to freely access the regulations, norms (internal and external) 
and procedures corresponding to this policy.

●  In the event of presumption of misconduct, all students have the right to a fair and impartial investigation.

●  All students participating in the Diploma Programme have the right to have a properly trained extended 
essay supervisor.

●  All members of the educational community have the right to access training programs and development 
of information and research skills.

VII Rights
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The school will sanction the following misconduct:

●  Plagiarism

●  Collusion.

●  Duplicate presentation of works.

●  Misconduct in exams.

●  Disobeying instructions from evaluators.

●  Presenting false data or information in a task.

A.  Internal Measures

When the student engages in proven misconduct in classroom work, internal tasks performed as part of 
the course development process (tasks, classwork, etc.):

1.  The student will be given the opportunity to submit the work with a maximum grade of 14 or 
A, as set out in the Assessment Policy (VCSP, 2021).

2.  If the student incurs a second time in malpractice, he or she will obtain the minimum score 
(05, “C” or “starting”) set out in the Assessment Policy (VCSP, 2021) and be reported to the 
Disciplinary Board to evaluate a possible behavioral sanction in accordance with the guidelines 
of the school's discipline regulations.

3.  In the case of misconduct in examinations, the school will invalidate the examination of the 
students) who have incurred the fault and the disciplinary board and stage coordination shall 
evaluate additional measures.

B.  External measures

If a teacher, school authority or person accompanying any of the academic product development 
and assessment processes identifies a circumstance involving a lack of academic integrity in the final 
process or during an external evaluation or academic work submitted for the fulfillment of an external 
programme (IGCSE, ADECOPA, International Baccalaureate and other evaluations), the following shall 
be carried out:

●  The person (teachers, examiners, evaluators, or exam invigilators) who identifies malpractice investigates 
and collects evidence. He or she informs and provides a written report to the tutor who in turn collects 
the student's version.

●  The person (teachers, examiners, evaluators, or exam invigilators) who identifies misconduct investigates 
and collects evidence.

●  A report is then sent to inform the coordinator of the external evaluation or programme, the stage 
coordination, disciplinary board and the tutors.

●  The person and/or tutor will report to the Diploma Programme Coordinator the result of the investigation 
attaching all written evidence.

●  The Coordinator of the Diploma Programme will talk with the student to present his or her version of 
the facts.

VIII Measures and sanctions



●  Following the dialogue with the parties involved, the corresponding sanction shall be determined as 
assessed by the Disciplinary Board, considering the School’s Disciplinary Manual and any external 
regulations that may be applied.

●  The tutor and coordinator of the Diploma Programme shall meet with the parents and shall record 
the sanction that the student will face according to the type of infringement and the level of severity of 
the offense.

●  The coordination of the assessment or external programme shall inform the service rendering institution, 
attaching all the information collected and generated from the measures taken, for the application of 
measures and/or sanctions in accordance with their regulations. These regulations, by their nature, are 
applied independently of the school by each of the institutions and their sanctions may range from the 
cancellation of the evaluation submitted to the student's withdrawal from the programme to which 
they have been enrolled. The school makes available the external regulations corresponding to each 
of these assessments and commits to ensuring their compliance, as well as training in the understanding 
of the scope, importance and consequences assumed that is implied in accepting the validity of these 
regulations at the time of enrolment of  the student in assessments and external programs.

●  In the specific case of assessments of the International Baccalaureate (IB), the Baccalaureate 
Organization in Chapter 13.2-j of the General Regulations of the Diploma Programme mentions that it 
will deny obtaining the IB diploma to the applicant who has been sanctioned for misconduct by the 
Final Evaluation Committee. This committee, in accordance with Article 16 of the same document, is 
responsible for resolving cases of misconduct and making a conclusive decision which may affect the 
granting of the IB Diploma. In addition, the student found guilty of having committed serious or repeated 
misconduct, in accordance with Article 21, shall be prevented from participating in future assessments 
(IBO, 2016).

●  If the final assessment committee confirms that there has been misconduct, no score 
shall be assigned for the subject in question. The student will not obtain the diploma, 
although they will be awarded a certificate of those subjects in which fraudulent 
behavior has not been observed. Except in cases of serious or repeated misconduct, 
he or she shall be allowed to re-enroll in assessments, even in those occurring six 
months later.

●  If a student is convicted of fraudulent conduct with respect to one or more works on 
a component, that student shall not be entitled to a calculated score based on the 
rest of the work performed for that component. They will not be granted any score for 
that subject.

●  If the case of conduct is considered serious, either by its nature or because the 
student was already punished for fraudulent conduct in a previous examination, the 
Final Evaluation Committee may decide that he or she is not allowed to enroll in future 
examinations.
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●  Misconduct:

●  The teacher will investigate the incident and inform the tutor about the specific fact. 
The tutor will in turn have a conversation with the student to corroborate the information 
received from the teacher. Whether by professional judgment of the teacher or the use 
of the plagiarism detection system, the teacher must attach written evidence (reports 
must be sent by e-mail to the authorities) of the misconduct committed. It should be 
noted that, while the plagiarism detection system provides evidence of possible miscon-
duct, it is the teacher responsible for checking the work who must assess whether a fault 
exists.

●  In the event of collusion, the teacher must collect the testimonies of all those involved 
in the misconduct.

●  Cases of misconduct in examinations invalidate the assessment. Additional measures 
are evaluated by the stage coordination, a probability calculation should be applied to 
determine the severity of the fault (see matrix of penalties).

●  The following constitute valid evidence:

■ Audiovisual records.
■ Written records.
■ Similarity reports extracted from the specialized software in plagiarism detection 
(Turnitin).
■ Testimonials recorded in the appropriate format (see appendices).

IX Procedures
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Flow chart

Procedure for plagiarism, collusion and duplication of works

16

The teacher or invigilator identifies 
the possible misconduct

The teacher analyzes the evidence 

Has misconduct 
been proven?

Is there 
recidivism?

No

No

Yes

Yes

Report suhmitted 
to tutor

The student repeats 
the assessment with a 
maximum score of 14 

Failing Grade
(05 or “C”).

The tutor 
informs DAC

End of 
the process



Matrix of Sanctions for Misconduct in Examinations
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Violations
Level 1 penalty

Letter of warning to the 
student

Level 2 penalty
The exam is retaken

Level 3 penalty
Failing score (05 or “C”)

Possession of unauthorized 
material in the examination 
room:
- Electronic devices 
(authorized calculators or 
a CD player are allowed 
in certain exams).

- Books or guides.

- Notes or draft paper, 
unless explicitly authorized 
by the examiner.

- Wearable technology: 
smart watches or glasses, 
headphones.

- Snacks (bottles of water 
may be allowed if coordi-
nation considers it 
prudent).

In possession of the 
student, but delivered or 
removed during the first 
10 minutes of the exam.

In possession of the 
student, but there is no 
evidence that it was used 
during the exam.

In possession of the 
student, and there is 
evidence that it was used 
during the exam.

Misconduct or bad 
behavior during an exam.

Not applicable Disobeying invigilator 
instructions during a 
component.

Repeatedly fail to comply 
with the invigilator's 
instructions during an 
examination, or failing to 
comply with instructions 
during two or more 
examinations.

Penalties can be applied 
to multiple subjects if 
incidents occur during 
examinations of different 
subjects.

Exchange, hand over, 
obtain, or receive oral or 
written information from 
other students during the 
time of the examination, 
or attempt to do so.

Not applicable Not applicable When students try to 
share answers and/or 
content from an exam 
with others, notwithstanding 
if they achieve it or not.

Penalties will be applied 
to all students participating 
in the incident.



Remove material subject 
to safe storage, such as 
test questionnaires, 
questions, or answer 
booklets from the test 
room.

Not applicable Student trying to remove 
material subject to safe 
storage, but who is 
discovered by invigilators 
before leaving the exam 
room.

Student who manages to 
remove material subject 
to safe storage from the 
examination room.

Do not report an incident 
of misconduct.

Not applicable Not applicable When a student is aware 
of misconduct, but 
decides not to report it to 
the school administration.

18
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Investigation begins
The student’s work is reviewed

Is there sufficient 
evidence to justify an 

investigation?

The IB identifies or receives information 
regarding a possible case of misconduct 

by a student

The school is informed of the case and 
statements are required from all 

parties involved

The IB panel makes a decision based 
on the evidence or information submitted

The school principal and program 
coordinator are informed of the decision

NoYes

End of the process

End of the process

●  Misconduct in the Diploma Programme
The IB establishes specific procedures for the investigation of misconduct in the assessment 
components of its programmes. As such, it will apply the sanctions it deems necessary. 
The details of these procedures and measures may vary from the actions taken by the 
school (which are already established in this document) and are stipulated in current 

IB regulations (IBO, 2019). 



The school implements the following strategies to communicate the academic integrity policy:

●  These policies are communicated publicly to the educational community through the institutional 
website.

●  Provide printed policies along with textbooks to each student.

●  Prepare annual informative talks aimed at parents on general academic integrity guidelines.

●  Train teachers in the implementation of the academic integrity policy.

●  Academic integrity policies and guidelines should be presented to students during the first tutoring 
sessions.

●  The Library will conduct informational skills development workshops that include principles of good 
use of information sources and ethical principles of research.

●  Each teacher is responsible for reminding his or her students regarding the general standards of 
integrity when necessary.

X Communication

The school enforces these policies, from the moment of their approval by the Board of Directors, and 
sharing with the educational community.

XI Implementation

Process established by the IB for the investigation of inappropriate behavior in its programs (IBO, 2019).

●  Similarity reports in Turnitin

●  20% is set as the maximum match percentage.

●  Where the percentage is higher than that established, the teacher must initiate an 
investigation to determine whether plagiarism has been committed.

●  Changes in the matching percentage required for certain assessments must be 
reported in advance, will be correctly justified, and represent extraordinary situations 
without generating precedents. 

●  When a piece of a written work (not in the total report), not properly cited, matches 
greater than 50%, the system will highlight it in orange or red (if it is greater than 75%). 
In this case, the teacher may initiate an investigation to determine whether plagiarism 
has been committed.

●  Any similarity report must be interpreted by the teacher responsible for the assessment.

●  Cover pages, tables of contents, and bibliographic references will not be part of the 
match report.
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The VCSP Academic Integrity Policy was approved in March 2021 and is recorded as such in the minutes 
of approval. This document corresponds to the update of the Academic Probity Policy (VCSP, 2020). 
The update process took place between November 2020 and January 2021 and included the participation 
of teachers from various areas of both schools, through surveys or collaborative work. The updated 
points reflect the feedback of the educational community and the current situation of both schools, 
which conform to current regulations.

This policy is valid for one (1) year, after which the concepts, the regulatory and legal framework, and 
the new institutional procedures must be reviewed. However, changes and short-term updates may be 
approved by the board of directors. Any revision, modification or updating of these policies must be 
communicated to the entire educational community.

Any precision regarding the grading scale used is subject to the regulations established by the institution, 
which seeks to promote the pedagogical guidelines of the educational project, respecting the guidelines 
proposed by the Ministry of Education of Peru.
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Manual for the use of information source

1.  Sources of information
1.1.  Definition

In principle, sources of information can be defined as the element (regardless of the support) 
where the data, information or knowledge originates and that, due to their relevance in the 
topic being studied, is used in the inquiry. On the other hand, Buonocore (1976) cited by Rainieri 
(2009) defines sources of information as “everything that provides us with the material for the 
reconstruction of the past”, emphasizing the importance they present as a record of events.

It is necessary to clarify that we can obtain information from various media, whether written, 
oral, audiovisual, printed, or digital. The importance or usefulness of each of them will depend 
on the information that needs to be satisfied.  For example, in a journalistic investigation the 
source of information may be a person with knowledge about the subject to be investigated; to 
retrieve this information, the journalist must use appropriate methods that allow him or her to 
extract the required data, for example: the interview. If in another circumstance, reliable statistical 
data are required as indexes of economic growth, it is necessary for the researcher to extract 
these data from updated publications issued by institutions with authority on the matter. In this 
way, the researcher ensures that they have timely information on the subject of inquiry.

1.2. Types

Traditionally sources are divided according to the originality of the information they contain. In 
this way we talk about primary and secondary sources, dividing the sources according to the 
level of novelty contributed to the research. It is necessary to clarify that the classification of a 
source is subject to the nature of the investigation and the relevance in each specific case.

XIV Annexes
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1.2.1.Primary sources

We consider sources that provide completely new and original information on the 
subject studied as primary. In the particular case of history and historiography studies, 
it is often said that primary sources are those that provide data recorded at the very 
moment when they occurred. Sources that have not been processed in previous 
works are also considered. Archaeology, for example, retrieves data in the field and 
reconstructs events from the study of vestiges. In bibliographic exploration, primary 
sources are those that, by their content, are considered to provide first-hand data 
and information.

1.2.2. Secondary sources

In this group we consider those sources that, by their content or scope, partially cover 
the subject investigated and refer to other primary sources. In some cases they are 
presented as a collection or synthesis of information extracted from primary sources. 
The use of such sources is often in support of information retrieved from or as an alternative 
source to primary sources.

1.3. Validity of sources
It is the duty of each researcher to ensure the validity of the information collected from their 
sources. To do this, they must apply validation methods using various logical criteria.

In this sense, the Meriam library (2019) proposes the CRAAP test (Currency, Relevance, Authority, 
Accuracy, and Purpose) which presents five criteria in the form of the following validation 
questionnaire:

●  Currency:

●  When was the information published?

●  Has it been reviewed or updated?

●  Is it current or is it out of date for the research issue?

●  Are the links functional? (For web publications).

●  Relevance:

●  Is the information related to the subject you are investigating?

●  What is the target audience?

●  Is the information appropriate to the level? (Neither very elementary nor very advanced 
to the current needs of the researcher).

●  Have enough sources been explored to determine what is appropriate?

●  Are there no conflicts with the use of this source?
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●  Authority:

●  Who is the author, publisher, source, or sponsor?

●  Are the author's credentials or organizational affiliations provided?

●  What are these credentials?

●  Is the author qualified to talk about the subject?

●  Are contact details provided, such as the email of the publisher?

●  Does the URL reveal anything about the author or source? For example: “.com”, 
“.edu”, “.org”, “.gov”. (For web publications).

●  Accuracy:

●  Where does the information come from?

●  Is it based on evidence?

●  Has the document been reviewed by experts?

●  Is it possible to verify information in other sources rather than just in personal knowledge?

●  Is language or tone free of bias or emotions?

●  No spelling, grammar, or typographical errors?

● Purpose:

●  What is the purpose of information: to inform, teach, sell, entertain, persuade?

●  Do the authors or sponsors clearly present their intentions?

●  Does the information present facts, opinions, propaganda? Is the point of view 
impartial and objective?

●  Are there political, ideological, cultural, religious, institutional, or personal biases? 

2.  Plagiarism

It is understood as the appropriation of ideas of others whether intentional or not. It represents both 
ethical and legal misconduct. It involves the improper use of the effort of others as well as the presentation 
of false results of our own work. 

In this sense, it is necessary that the researcher complies with the obligation to recognize the work of 
others by correctly citing the sources used in their writing.



25

2.1.  Types of plagiarism
Vannest (2015) presents four types of plagiarism:
●  Direct plagiarism: Taking another person’s ideas word for word without giving proper citation
●  Self-plagiarism: Submitting your own previous work as part of a current assignment
●  Mosaic plagiarism: Paraphrasing, changing words with synonyms without proper citation.
●  Accidental or unintentional plagiarism: Forgetting to cite sources, misquoting sources, or 
paraphrasing sources without giving credit where credit is due

3.  Academic Writing

The writing style may vary depending on a number of factors, whether the author's intentionality or the 
expectations of the target audience or the requirements inherent in the topic dealt with, the editor must 
adapt his writing style to each of these particularities. According to Oshima & Hogue (2007) it differs 
from creative writing, which is dedicated to creating stories and personal writing used to write letters or 
emails. The latter are characterized by using informal language.

Academic writing is aimed at an educated audience and requires clear directionality on a specific 
subject. According to Labaree (s. f.) academic writing refers to the type of expression used by researchers 
to define the intellectual boundaries of their disciplines and specific areas of experience.

3.1.  Characteristics

Academic work must meet certain characteristics to meet the requirements of its readers.

●  It presents a research problem. This problem and its resolution are the central themes of 
research. 

●  It has a clear and logical purpose. Any academic work should seek to complete one or 
more research objectives in such a way that, as a whole, the text will revolve around the resolution 
of the problem and the satisfaction of the proposed objectives.

●  Written in formal language. It is important to take care of diction and vocabulary, both the 
terminology and the tone in which ideas are exposed must be consistent with the expectations 
of readers with a certain level of education.

●  It is based on verifiable evidence. The author is responsible for presenting the evidence and 
the results that support his thesis. These must be verifiable and cannot leave doubt about the 
resolution of the research problem.

●  The author supports his arguments in reliable sources. Support for the author's arguments 
should come from reliable and verifiable sources of information. These sources will have gone 
through an evaluation process that will make them relevant to the drafted work. It is important 
to stress that it is the author's obligation to recognize the authorship of the sources used.
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In addition, Carlino (2004) proposes that we take into account the following problems to be avoided 
during the writing of an academic text:

●  Not taking into account the reader. The wording should be aimed at explaining a topic clearly 
and it is advisable to take into account the expectations, information needs and level of 
understanding of the reader to whom the text is directed.

●  To miss the epistemic possibilities when writing. Similar to the previous point, the author should 
seize the opportunity to transform the reader's knowledge. This involves accommodating what is 
known about the subject to the informative needs of the reader.

●  Reviewing only the surface of the text. It is necessary for the author to avoid “hardening” the 
work during the review. In academic writing, the drafting process should make it possible to 
review and correct each of the formulated statements.

●  Postponing the time to start writing. The bibliographic review should not delay the drafting, on 
the contrary, they are processes that may well occur simultaneously. Writing while discovering is 
a recommendation to take into account.

3.2.  Types

3.2.1. Extended Essay (Monograph)

The extended essay is the first attempt at scientific research and means the first step 
towards developing research and writing skills in students. It is oriented to a specific 
topic related to one of the subjects studied by the student and consequently, it 
implies having a knowledge base in it. In the words of the International Baccalaureate 
Organization (2019) “The Extended Essay gives students a unique opportunity to 
explore an academic area of personal interest” (p. 33). This also becomes an oppor-
tunity for students to demonstrate their theoretical and practical knowledge both in 
the discipline they explore and in the development and conduct of their own 
research.

On the other hand, while the extended essay is an individual and self-directed work, 
it must be constantly monitored and oriented with special care with the treatment of 
sensitive issues (International Baccalaureate Organization, 2019). Moreover, it is 
recommended that those issues that result in anxiety, stressful situations, pain or disa-
greement for participants, should not be allowed as works submitted (International 
Baccalaureate Organization, 2011).

3.2.1.1. Research and drafting process

The Organization of the International Baccalaureate (2019) proposes the 
following process of research and drafting of the extended essay in the context 
of the International Baccalaureate (IB):

●  Choose an available subject from the Diploma Programme for the Extended 
Essay for the examination session in question (subject to restrictions imposed by the 
school).

●  Read the following materials: the assessment criteria, the relevant subject chapter 
in the Extended Essay Guide, the IB ethical guidelines and other associated 
policies where appropriate (such as those related to animal experiments).
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●  Create the reflection space and use it as a key planning and reflection tool for 
the extended essay process.

●  Choose a topic and make some preliminary readings.

●  Ask a preliminary investigation question. Try to include, if possible, an IB command 
term in the question.

●  Draw a plan for the research and drafting process. This should include a schedule.
●  Start identifying how and where to get the material for research.

●  Identify which academic method to use to cite sources, ensuring that it meets 
the requirements of the IB.

●  Establish deadlines that are realistic and take into account the internal deadlines 
of the school itself.

●  Plan a structure for the extended essay. This may change as research develops, 
but it is still useful to have a general idea of the structure from the start.

●  Make some preparatory readings in light of the proposed research question. If 
students find that it will not be possible to obtain the necessary evidence in the 
time they have, they should change the research question as soon as possible: 
they should not waste time waiting to find something. In that case, they should 
return to points 3,2 or 1 and choose another research question that they can 
answer.

●  Conduct the research. The material obtained must be organized in a logical 
manner, which conforms to the structure of the extended essay and clearly focuses 
on the research question raised. Only then will students know whether they have 
sufficient evidence for each stage of the question, so that they can move to the 
next stage. Students should be prepared to face difficulties. It is possible that at a 
more advanced stage of the investigation they discover something that contradicts 
what they thought they had previously established. If this happens, it is necessary 
to modify the research plan (p. 70).

It further specifies that the title should reflect the topic to be investigated in a clear and summative 
manner. Characteristics of the title:

●  Brief.
●  It is not written in the form of a question.
●  Use keywords that connect the topic to the subject or course.
●  Capture the reader's interest.

Botta (2002) proposes the following process:

●  The initial approach:

●  Choose the theme.

●  Acquire the basic information.

●  Develop a work plan.
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●  Throughout the work:

●  Collect data.

●  Sort and interpret materials.

●  The final drafting:

●  Formulate the questions/arguments coherently. 

●  Define solid conclusions.

●  Specify the final distribution of the presentation.

A clear and well-defined research question or problem will help students focus on the core of their 
research (International Baccalaureate Organization, 2019). 

3.2.1.2.  Structure

The following format of the structure of the extended essay as suggested by the 
Organization of the International Baccalaureate (2019):

●  Title page:  which should include only:

●  The title of the extended essay.

●  The research question.

●  The subject/course in which the extended essay is presented (if it is a language 
extended essay, the category must also be specified; if it is an extended essay 
on Contemporary World Studies, the subject area and the two subjects used 
must be specified).

●  Word count. If footnotes have been used for purposes other than references, 
they should be included in the computation of words indicated on the cover, 
with an explicit indication that it includes explanatory footnotes. 

●  Index: General and numbered by pages.

●  Introduction: should invite reading, making clear the focus, scope, argumentative 
line and sources used in the research. It is advisable to write the introduction at 
the end; that is, with perfect knowledge of the points to be dealt with.

●  Main section or body: presents a reasoned and clear argument, easily 
understandable to the reader. The results of the investigation must be presented 
clearly together with the evidence found, where and how they have been obtained, 
and how they serve as the basis for the question. These key arguments of the 
extended essay cannot be presented in notes or appendices but must be 
present in the body. It is possible to make use of subheadings or headings if 
necessary, to support the reader in understanding the work.

●  Conclusion: One or more conclusions may be presented based on the findings 
resulting from the research work and the process itself.
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3.2.2.  Essay

The essay is an argumentative academic work of open extension (or according to the 
specific instruction of the evaluator). It is intended for the author to present and 
defend a position on a specific subject. The essay seeks to assess the student's critical 
thinking ability and skills to present a position coherently. Botta (2002) mentions that  

The essay starts from a thesis that includes value judgments on the subject dealt with. 
A good essay always reveals a personal thesis, a creative originality. The freedom to 
take a personal approach and to affirm a thesis, as well as the right to dispense with 
the external critical apparatus, does not exempt the student from rigor and solid 
coherence. (p. 23).

While this type of academic work is based on the defense of one's own position, the 
student is required to support his or her arguments in citations to research or other 
works that the author considers to be important. The importance of these sources may 
lie in their support of the thesis as well as the contradiction of the thesis and the enrichment 
of the debate. These arguments against the thesis offer the opportunity to develop 
the posture with greater complexity and the defense of the presented thesis.

3.2.2.1. Structure

●  Cover page:  this is the first page with content, presents information of the work such as:

●  Name and logos of the school

●  Title

●  Author

●  Subject

●  Name of the teacher

●  Date of publication

●  Title: states the author's position on the subject. However, it should be short and 
clear in its purpose.

●  Introduction: invites reading using a synthesis of the argument to be developed 
(thesis), the problem, statement, and structure of the essay. As in the case of the 
extended essay, it is advisable that its wording be left to the end when having complete 
knowledge of the composition of the work.

●  Body: it is the most important part of the essay; it presents the arguments that 
support the thesis adopted by the author. The use of sources is necessary to enrich the 
work. It may well be other arguments that hold points of view or data that positively 
support the author's thesis. Or they may be contradictory arguments to the presented 
thesis, in such a way that the student does not fall into the error of presenting a biased 
point of view; in addition to taking advantage of the opportunity to reinforce the 
defense of the thesis.

●  Conclusion: One or more conclusions may be developed. In this part, the result of 
the argument is presented and includes the key ideas obtained from this process. 
These conclusions should be brief, solid, and consistent with what is presented in the 
body of work.
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●  Bibliographic references: it is the final part of the work and presents the set of sources 
cited within the essay, with the surnames of the authors in alphabetical order.

3.2.3. Laboratory report

This type of academic work is intended to present the results of an experiment 
conducted in a laboratory. Its importance lies in leaving evidence of the work done 
by the student, showing the practical execution of the theory developed in the 
course.

It presents precise data obtained from the experimentation, such as accurate 
measurements. Similarly, a clear account should be provided of the measuring instruments 
and methodology used to obtain the results presented, as well as each of the steps 
taken to reach them.

3.2.3.1.  Structure

●  Cover page: this is the first page with content, presents information of the work such as:

●  Name and logos of the school.

●  Title.

●  Topic.

●  Author.

●  Subject

●  Name of the teacher.

●  Date of publication

●  Title: it is standard and is conditioned by the instructions of the teacher.

●  Laboratory design

●  Introduction: In this part the objectives or problems to be solved with the 
experiment are presented; the student must answer the question of why this 
practical work was performed. Similarly, they must declare the theoretical 
concepts that are intended to be verified.

●  Objective: they can be one or two and present what is intended to demonstrate 
and how.

●  Scientific question: It must include an independent variable and another 
dependent variable.

●  Hypothesis: It is presented as an answer to the scientific question, based on 
a justification of what has been investigated, becoming a conjecture with 
logical and coherent sense.

●  Variables: must be: independent, that factor that is manipulated or modified 
within the experiment to be performed; dependent: that factor that can be 
observed or measured and is resulting from experimentation; controlled variables, 
those factors that remain throughout the experimentation, without change.
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●  Theoretical framework: the development of basic concepts. Briefly presents 
the theoretical foundations of experimentation. Developed from reliable information 
and must have citations and references on the subject, with extension of 
between one and three pages.

●  Control group, is that experimental sample that will help in comparing results 
in a specific case, usually has no modification in relation to the independent 
variable.

●  Variable manipulation is a brief and concise explanation that reports how each 
of the variables will be used including equipment, measurements, statistical errors 
(margin of error), number of samples, mathematical formulas.

●  Materials: Ordered list where the quantity, international units and measurements 
of each of the materials to be used, including inputs and chemicals are considered

●  Experimental procedure: Numbered list of specific steps explaining how the 
experiment is being performed, usually starting with an action (verb: measure, 
cut, calculate, add, then statement).

●  Safety rules: provide all safety and prevention measures to avoid any 
incidence during the experimental procedure.

●  Data collection and processing:

●  Tables and graphs, the results are recorded in tables and graphs, and must 
include a title and relevant information so that the reader can understand the 
results.

●  Conclusion and evaluation:

●  Numerical data obtained from the tables and/or graphs should be considered 
in the conclusions by adding a brief explanation of the same separated into 
bullets

●  Validation of the hypothesis: It states whether the experiment checks or 
discards the hypothesis.

●  Method validation: A brief explanation of the procedure that corroborates 
the results with our hypothesis. Also, errors in the handling of equipment or in 
the same procedure must be included.

●  Improvement to experiment mentions improvements to be made for future 
experiments and recommendations to avoid future problems.

●  Extension of the experiment: the possible application and extension in other 
areas of science is considered, as well as the deepening of the experiment 
relating it to other disciplines.

●  Bibliographical references.

●  Annexes.
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4.  Citation of the sources of consultation

The citation recognizes the ideas, theories or research that have directly influenced the work. It's a way 
to quickly mention the author from where an idea has been obtained. The American Psychological 
Association's Manual of Publications (APA, 2020) will be considered for the citation of sources.

4.1.  Authors
The author or authors are to whom a work is attributed. They are classified as: personal author and 
corporate author.

4.1.1.  Personal author

The personal author refers to natural persons.

4.1.2.  Corporate Author

The author or authors are corporate when the work is published under the name of a 
legal entity (association, organization, company, foundation, institution, etc.).

4.2.  Textual or direct citation

It is the citation that contains or reproduces exactly (transcript) the information of another author, 
without changes or added text. It must indicate the author, year and page number of the item 
cited.

There are two types:

●  Short in-text quotation

●  Long in-text quotation

4.2.1.  Short in-text quotation

It's the citation that has less than 40 words. It is placed in quotation marks after the 
paragraph being presented, in the same space of the text and with the same font 
size.

4.2.1.1.  Short in-text, narrative  

Also known as citing with emphasis on the author because the author is first cited. 

The formula of the citation is as follows: the author's surname and the year of the cited 
text, followed by a phrase or word that links the author to the citation, examples: 
affirms, maintains, emphasizes, points, asserts, refers, concludes, etc. Then, the in-text 
citation is written and finally, in parentheses, the number of the page or pages.
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Elements:

●  Author's surname: Only the first surname or the best known surname.

●  Year of the cited text: The year in which the cited text was published is set in parenthesis.

●  Citation: In double quotation marks, the text to be cited is transcribed.

●  Page: At the end of the citation, in parentheses, the page or pages of the book or 
article that was cited is placed. The abbreviation varies if it is one or more pages: (e.g. 
476) or (pp. 27-30).

4.2.1.2.  Short in-text, a corporate author

Example:

In Peru, the Ministry of Education (2004) states: “A national mobilization should be 
carried out involving all sectors of society and the State, aimed at improving the 
learning of comprehensive communication, mathematical reasoning, development 
of values as part of the improvement of educational quality” (p. 2).
The list of references is set out as follows:

4.2.1.3.  Short in-text, parenthetical 

Unlike the narrative citation, in parenthetical (also called “with emphasis on content”) 
the transcribed text is first placed in quotation marks.

Author’s surname
Cited text in quotations

Cited text in quotations

Punctuation markAuthor, year, page 

Page number Punctuation mark

Age
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4.2.1.4.  Short in-text, parenthetical (two authors)

4.2.2.  Long in-text quotation

It is the citation that has 40 or more words. It is written in a new paragraph, without 
quotation marks, and indented with five spaces.

4.3.  Contextual, indirect or paraphrased citation

In this citation, the original text is shortened or paraphrased. In these cases it is not necessary 
to use quotation marks.

4.3.1.  Specific contextual

Example:

Digital infographics are now a fundamental part of online journalism, however, according 
to Valero Sancho (2008), it still has to occupy a space of greater importance as it is a 
communication tool that attracts and engages digital readers thanks to its design.

4.3.2.  General contextual

Example:

Documentary analysis is the operation that consists of selecting informatively relevant 
ideas from a document in order to express its content unambiguously to retrieve the 
information contained therein (Mendoza, 2008).

“Disputes and intrigues are not something new in current Formula 1 
races, but have been part of the history of the automobile from the 
beginning”(Sclegenlmilch and Lehbrink, 2010, p. 54). 

Author’s surname

Page number

Indentation

Punctuation mark

Age
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4.4.  Special Cases

4.4.1.  Citation of citation or citation from secondary sources

This citation is used when the original source cannot be found because it is a hard to 
access document

It is not advisable; the original font should be preferred. But if used, it is recommended 
not to use it many times.

4.2.1.1.  Citation of citation, narrative

To cite a citation that was found within a consulted text, it is recorded as follows:

Example:

Mendelsohn (1929), quoted by Pozo Municio (2011, p. 114), mentions that the process 
of clarity in architecture that was born in the twentieth century must be seen through 
a historical perspective.

4.4.1.2.  Citation of citation, parenthetical

Example:

“Mendelsohn (1929) mentions that the process of clarity in architecture that was born 
in the twentieth century must be seen through a historical perspective”(Pozo Municio, 
2011, p. 114.

4.4.2.  Múltiples autores

Cuando se trata de un trabajo elaborado por más de tres autores, si se quiere resaltar 
el texto citado, la cita de la siguiente manera:

Example:

(López et al., 2015, pp. 345-354).

Gutiérrez del Valle et al. (2015): “The voice of poets is a call to astonishment and sensi-
tivity of readers” (p. 14).

Author cited (year), quoted by Author citing (year, page), cited text

“Author quoted (year) quoted text”(Author citing, year, page)

Narrative:
Surname of the first author et al. (year)

Parenthetical:
(Surname of the first author et al., year).
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Table 1. Basic Citation Styles

Source: APA Style Manual (7th ed), p. 266.  

4.4.2.1. Several authors with the same surname

If two or more authors are cited with the same surname, you need to place the initials 
of the first name, even if the publication dates are different. 

Example:

     A. Pérez (2016)  o  P. Pérez (2016)

In the case of surnames with Hispanic nomenclature, maternal surnames are recorded.

Example:
 Basadre Grohmann (1939) 
 Basadre Ayulo (2011)

4.4.2.2.  Multiple citations by the same author

When citing the same author, or authors, on two or more occasions and the year is the 
same, a consecutive letter is placed in the year. The same manner is applied in the 
reference:

Example:

 García Márquez (2007a)  o  García Márquez (2007b)

 (Sifuentes, s.f.-a, s.f.-b)

An author

Type of author

Walker (2007)

Narrative citation

(Walker, 2007)

Two authors Walker y Allen (2004)(Walker y Allen, 2004)

Three authors Bradley et al. (1999)(Bradley et al., 1999)

Group authors with 
abbreviations
Subsequent citations

(National Institute of 
Mental Health [NIMH], 2020)
(NIMH, 2020)

National Institute of 
Mental Health (NIMH, 2020)
NIMH (2020)

One work by six or 
more authors

Wasserstein et al. (2005)(Wasserstein et al., 2005)

Group authors without 
abbreviation

Stanford University (2020)(Stanford University, 2020)

Parenthetical citation
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4.4.3.  Works by unidentified or unknown authors 

It is advisable in any academic research to turn to sources with known author and 
who is an authority in the subject. However, sometimes, there are sources that don't 
indicate the author's name, such as web pages.

When the quoted text does not have a known author, the title will occupy the space 
of the author. If the title is too long, it can be shortened.

Example:
“The University...” (2010)

When the author of a work is designated as “Anonymous,” the word Anonymous 
should be used followed by a comma and date: 

Example:

(Anonymous, 1998) 

In the list of references, an anonymous work is indicated as Anonymous.

4.4.4.  Unknown date

When the date is unknown, the citation must bear the abbreviations s. f. (no date):

Example:

Jiménez (s. f.) mentions...

4.4.5.  Classical works  

Classical works should be quoted as follows:

Example:

Plato (trans. in 1944) mentions that “ those who go to politics believing that this is 
where riches must be drawn from, there will not happen so ” (p. 212). 

4.4.6.  Religious texts

Religious texts should be quoted as follows:

Example:

    John (3:15)

“Original title” (year)

Author (year of translation)

Bible:
book (chapter: verse)

Author's surname (n.d.) 
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Example:

    Quran (5:3)

4.4.7.  Changes to the original text that do not require clarification:

From uppercase to lowercase:

From double quotes to single quotation marks:

Quran:
Quran (Surah: aleya)

Original text

Original text

Cited text

Cited text

Change from upper to lowercase

Change from double to single quotation marks

Change in punctuation mark 
to accommodate syntax
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4.4.7.1.  Changes to the original text that require clarification:

4.4.7.2.  Citations that include error

When there is an error present in the quoted text, it is transcribed as it is in the original 
source. Then, the annotation [sic] is written in italics (this expression comes from the 
Latin sic erat scriptum, meaning 'thus was it written').

4.4.8.  Citation of a listing

In the citation of an entire list the source data is included in the last item:

The following factors are identified:
Wired Lifestyle
The pressure of time
Risk aversion
Internet experience

Social interaction (Cáceres et al., 2016). 

Clari�cation text in brackets

Word or words changed 
intentionally into italics

Clari�cation text in 
brackets

Error
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When each item comes from different sources, the respective data is recorded in 
each of them:

5.  Bibliographical references

5.1.  Books

The following two basic characteristics were found in the 
literature:

Consumers experience increased risk for online shopping (Pérez et 
al., 2016, p. 51).

Young consumers do not experience any additional risk for online 
shopping (Vasquez, 2016, p. 17).

Structure of the reference

The following data should be included and in the following order:
First surname and initials of first name. 
All authors must be named, each must be separated 
with a comma and before the last one is put the con-
junction “&” which is equivalent to “y”.  
Year of publication (in parentheses). 
Point (.). 
Title of the book (in italics).
Editing in parentheses (from the second edition).
Period (.).
City of publication.
Colon (:), leave a space.
Publisher: Only the name is indicated (obviate acronyms 
such as SAC, SA, CO., Eds., etc.).

Name initials

Author’s Title in italicsAge

Indentation Publisher
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Author/publisher (year of publication). Title of the book (edition and/or volume). 
Publisher or publishing house.
If the edition was electronic:
Author/publisher (year of publication). Title of the book (edition and/or volume). 
Publisher or publishing house. http://www.xxxxxxx

For a complete book:

Author (year of publication). Title of the chapter. Name and surname of the 
Publisher or Compiler (abbreviation of its function), Title of the work (edition 
and/or volume, and numeric range of pages preceded by the abbreviation 
pp.) Publisher or publishing house.

For a chapter within a book:

Title of the article. (year of publication). In Title of the work (edition, volume 
and/or number of pages). Publisher or publishing house.

For an article within an encyclopedia:

5.1.1.  An author

- Riordan, R.  (2018). The lightning thief (19th ed.). Salamander.

- Colchado, O. (1994). From the sea to the city (2nd ed.). Río Santa Editores.

- Rubin, R. E. (2004). Foundations of Library and Information Science (2nd ed.). 
Neal-Schuman.

- Vargas Llosa, M. (1972). Conversación en la catedral. Seix Barral.

5.1.2.  Two or more authors

- García, E. y Arrondo, A. (1964). El control de la calidad I. Argentine Institute for Quality 
Control.

- García, M., Pérez, J., Castro, M. y Laya, M. (2000). La dependencia de los países 
subdesarrollados (3a ed.). Grijley.

- Hernández, R., Fernández, R. y Baptista, M. del P. (2010). Research methodology (5a ed.). 
McGraw-Hill.

- Hilbert, M., Bustos, S. & Ferraz, J. C. (2005). Estrategias nacionales para la sociedad 
de la información en América Latina y el Caribe. CEPAL.

5.1.3.  Book with editor

- Fernández, C. (Ed.). (1998). Jóvenes violentos: causas psicológicas de la violencia 
en grupo. Icaria.

5.1.4.  Book with compiler that brings together several works by different authors

- Flores, J. (Comp.). (1998). Research methodology Horizon.

- Jamieson, M. (Comp.). (1975). Manejo de los alimentos. Pax México.
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5.1.5.  No author

- Los elementos de la administración (2a ed.). (2002). Horizon.

- Tratamiento térmico de metales.  (1964). Ministry of Education

5.1.6.  Chapter in a book

- Barboza, C. (1998). Los conceptos modernos. En J. Pérez (Ed.), The structure of 
language (pp. 130-147). Amaru Editores.

- Castro, M. (2002). Elements of bibliographic research. M. Arias (Ed.), Research 
methods  (pp. 123-234). McGraw Hill.

- Weinstock, R., Leong , G. B., & Silva, J. A. (2003). Defining forensic psychiatry: Roles 
and responsibilities. In R. Rosner (Ed.), Principles and practice of forensic psychiatry 
(2nd ed., pp. 7-13). CRC Press.

5.1.7.  Translation

- Castro, J. (2000). Marketing applications. (J. Sánchez, Trad.). McGraw-Hill 

- Ward, O. (1991). Biotecnología de la fermentación. Principios, procesos y productos. 
(M. Calvo, Trad.). Acribia (Original en inglés, 1989).

5.1.8.  Corporate Author

In the case of public administration agencies, the name of the country and a comma 
are added, no acronym is used in any case.

Examples:

- Perú, National Council of the Environment. (1999). National Environmental Information 
System  SINIA. CONAM.

- Perú, Ministry of Education. (1999). Diagnóstico de la educación peruana. Ministry of 
Education.

Other institutions, such as universities, academies, museums, libraries, institutes, hospitals, 
banks, etc. are registered directly by their names.

Examples:

- National Library of Peru, National Bibliographic Center. (2003). Bibliografía peruana 
2002: monografías y materiales especiales. National Library of Peru.

- National Institute of Statistics and Informatics. (2019). Indicadores de precios de la 
economía. INEI.

- Real Academia Española. (2014). Diccionario de la lengua española (23a ed.). 
Spasa-Calpe.

- National University of San Marcos, Faculty of Mathematical Sciences, Research 
Institute. (2000). Notas del Instituto de Investigación en Ciencias Matemáticas. 
UNMSM, Faculty of Mathematical Sciences.
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5.1.9.  The institutional author as editor

- American Psychological Association. (2010). Publication manual of the American 
Psychological Association (6th ed.). Author.

- American Public Health Association. (2001). Compendium of methods for the 
microbiological examination of foods (4th ed.). Author.

- National Library of Peru, National Bibliographic Center. (2003).  Bibliografía peruana 
2002: monografías y materiales especiales. Author.

5.1.10.  Article in a congressional book

- Campo, C. (2001). La filosofía actual. In V Congress of Philosophy (Comp.) (pp. 
45-60). Sullull.

- Gómez-Pantoja, A. & Pérez, M. (1998). El concepto de privacidad en los servicios 
bibliotecarios actuales. En VI Jornadas de Documentación (Comp.) (pp. 407-412). 
FESABID.

5.2.  Works by the same author

5.2.1.  Published in the same year

- Kotler, P. (1966a). Marketing direction: analysis, planning, importance and control 
Prentice-Hall.

- Kotler, P. (1966b). Marketing. McGraw Hill.

5.2.2.  Published in different years

- Sánchez, J. (2001). Sociología. Siglo XXI.

- Sánchez, J. (2005). Sociological commentary. Prentice-Hall.

5.3.  Colección

- Cabezas, J. (1954). Rubén Darío: un poeta y una vida. Espasa-Calpe. (Austral 
Collection 1183).

- Cruz, J. (1995). Elementos del planeamiento estratégico. National University of San 
Marcos. (Colección Planeamiento 4).

- Rosembuj, T. (1979). Conocer a Proudhon y sus obras. Dopesa. (Colección Conocer 22).

5.4.  Dictionary

- Bender, A. (1994). Diccionario de nutrición y tecnología de los alimentos. Acribia.
Diccionario enciclopédico en colores. (1999). Larousse.

- Hawley, G. (1975). Diccionario de química y de productos químicos (10a ed.). 
Omega.

- Real Academia Española. (2014). Diccionario de la lengua española (23a ed.). 
Espasa Calpe.

5.5.  Encyclopedia article

- Trabaje pero seguro. (1999). In Aula de padres  (Vol. 8, pp. 1829-1844). Océano 
Grupo Editorial
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5.5.1.  Articles in periodicals

5.6.  Journal article, only with volume number indicated

- Ángeles, D. (1989). Los elementos químicos. Revista de Química Quántica, 5, 23-35.

- Meza Cuadra, M. (junio de 2014). Ya no hay lonche gratis: los fondos de inversión inmobiliarios 
cambian su rol a uno más activo. Semana Económica, 29(1426), 40-45.

- Muñiz, L. (1998). Precondiciones para la armonización e integración jurídica. Revista del Colegio 
de Abogados de Puerto Rico, 59(2), 130-139.

5.6.1.  Journal article, with an indication of volume and publication number

- Haitun, S. (1982). Stationary scientometric distributions. Scientrometrics, 4(1), 5-25.

- Vasconcellos, M. (1997). Chemical. Accounts of Chemical Research, 15(1), 10-16.

5.6.2.  Journal article, with discontinuous pagination

- Walter, H. (2004). Links and power: The political economy of linking on the web. 
Library Trends, 54, 123-125, 131-132.

Structure of the reference

For an article in a periodical (journal or newspaper) the 
following data must be included in the following order: 

Magazine:
Author (year of publication). Title of the article. Journal 
title, volume (journal number), number of pages.

Author (month and year of publication). Title of the 
article. Journal title, volume (issue number), page num-
bers. 

(Monthly journals and newsletters include the month after 
the publication year separated with a comma)

Newspaper:
Author (day, month and year of publication). Title of the 
article. Newspaper name, page number (s).
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5.6.3.  Newspaper article

5.6.3.1.  With authorship

- Manrique, N. (18 de febrero de 2005). El crecimiento de la información. Perú 21, p. 6.

- Medina, S. (9 de mayo de 2008). Fomentan la difusión de tesis digitalizadas con el 
video: Se accederá a web con más de 1.500 tesis de 5 centros universitarios: plataforma 
en línea es impulsada por la Universidad de San Marcos. El Comercio, pp. A-12.

5.6.3.2.  No authorship

- Universidades contribuyen con 30% de la producción científica. (12 de agosto de 
2005). Trade, p. A-9.

5.7.  Sources of electronic information

5.7.1.  Database article

In the case of articles of recurrent publications, and other types of resources from 
databases such as: EBSCOhost, ProQuest, etc., of platforms or services provided by 
the library that generally require a login to access the resource, the name of the database 
should be considered in italics, followed by the permalink in place of the browser URL.

- Surname, N. (year of publication). Title of the article. Title of the magazine, Volume (Number), 
[home page - final page]. [ database name].  [ URL permalink].

- Paoli, R. (1970). Observaciones sobre el indigenismo de Cesar Vallejo (Observations 
About Indigenous Qualities of Cesar Vallejo’s Works). Revista Iberoamer, 36(71), 341. 
EBSCOhost.
http://search.ebscohost.com/login.aspx?direct=true&db=eric&AN=EJ025776&lan 
g=es&site=ehost-live

- Surname, N. (year of publication). Title of the article. Title of the magazine,Volume 
(Number), [home page - final page]. [database name]. https://doi.org/DOI.

- Martínez C., J. (2012). El virrey Toledo y el control de las voces andinas coloniales. 
Colonial Latin American Review, 21(2), 175. EBSCOhost. 

https://doi.org/10.1080/10609164.2012.695574

5.8.  Website

- Author (year). Title of the website. [url].

- IBM. (s.f.). Green electronics: designing for a smarter planet.  
http://www.ibm.com/Smarterplanet/uk/en/green_and_sustainability/article/ 
green_electronics.html?ca=content_body&met=uk_smarterplanet_green_buil 
dings_ideas&re=spc

5.8.1.  Website without author

- Title (date). [url].
* The title is not italicized in this case.

- New child vaccine gets funding boost (2001). 
http://news.ninemsn.com.au/health/story_13178.asp
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5.8.2.  Wikipedia article

- Title of the article. (full date). On Wikipedia.  URL

- Parenthetical citation (“Article Title”, year)

- Narrative citation “Title of the article” (year)

Example:
Imperio incaico. (21 de enero del 2021). En Wikipedia. 
https://es.wikipedia.org/w/index.php?title=Imperio_incaico&oldid=132583502

When it is necessary and indispensable to resort to a source such as Wikipedia, or in 
the absence of a more reliable source, always quote the archived version of the 
page so that the reader can retrieve the same version. Access the archived version 
by selecting “View History” and then the date and time of the version that was used. 
If an article does not provide editing history, include the recovery date.

5.8.3.  TED Talk

- Author. (full date). Title of the conference. TED Conferences. URL

- Giertz, S. (2018, April). Why you should make useless things [Video]. TED Conferences. 
https://www.ted.com/talks/simone_giertz_why_you_should_make_useless_things 

5.9.  E-book

- Surname, N. (year). Title of the book. Editorial. [url].

- Lee, H. (2015). To kill a nightingale. HarperCollins. https://tinyurl.com/yyps844u 

5.10.  Newspaper article in database

- Surname, N. (day, month and year). Title of the article. Name of the newspaper, 
pages. [url].

- McCurry, J. (2011, Mar 12). Japan earthquake: Officials say nuclear catastrophe 
averted. The Christian Science Monitor, pp. n-a-n/a.  
http://search.proquest.com/docview/856678056?accountid=41232

5.11.  Magazine article

- Carcelén, I. (2020). Una visión integral acerca del desarrollo de las megaciudades. 
M+A: Revista Electrónica de Medioambiente, 21(2), 175-195. 
https://www.ucm.es/iuca/file/m-a-art-2
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Many online periodicals (e.g. newspapers, magazines, blogs) publish articles without volume, 
number and/or page number. Skip these elements in the reference if they are not present in the 
cited work. Use the template below to build references for recurrent articles:

For articles with article numbers (which can be called "eLocators” or another term), type the word 
“Article” (capitalized), and then provide the article number instead of the page range:

- Gertrudix, M., Rajas, M., Romero-Luis, J., Carbonell-Alcocer, A. (2021). Comunicación científica 
en el espacio digital. Acciones de difusión de proyectos de investigación del programa H2020. 
Profesional de la información, 30(1), Article e300104. https://doi.org/10.3145/epi.2021.ene.04

5.12.  Newspaper article

- Mariátegui, A. (21 de enero de 2021). Ni saben siquiera lo que es izquierda y 
derecha… Perú21. https://peru21.pe/opinion/ni-saben-siquiera-lo-que-es-izquier 
da-y-derecha-aldo-mariategui-noticia/

- Miró, L. (25 de enero de 2021). Elegir entre malos y peores. Expreso. 
https://www.expreso.com.pe/opinion/elegir-entre-malos-y-peores/

- Cámara de Comercio de Lima. (25 de junio de 2000). Encuentro empresarial. La 
Industria. Recuperado de http://www.camaralima/pe

5.13.  Online Law

- Act No. 23733 Ley universitaria. (17 December 1983). Lima: Congress of the Republic. 
www.congreso.gob.pe/ntley/Imagenes/Leyes/23733.pdf

5.14.  Email or blog

- Prada, and. (9 September 2011). Carta de protesta por defensa profesional en 
BNP [message in mailing list].   
http://tech.groups.yahoo.com/group/infobib/message/8642

Surname, N., and 
Surname, N.

Corporate name

Last name, N. 
[Username]

Username

Author

Publication title, 34(2), 
5-14

Title of publication, 
34(1-2), Article 12

Title of the publication

Publication Information DOI o URL

Source

Title of 
the 
article

Title

(2020)

(January 2020)

(16 January 2021)

https://doi.org/xxxx

https://xxxxx

Date
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5.15.  Audiovisual Media

5.15.1.  Slide

- Casanova, M. (1989). Conocimiento del medio: propuesta metodológica para el 
nuevo diseño curricular de la educación primaria [diapositiva]. Lima: PUCP. 120 
diapositivas.

5.15.2.  Cassette

- Romero, R. (1997). Música tradicional de Cajamarca [casete]. Lima: PUCP, Institute 
Riva Agüero, Archivo de Música Tradicional Andina. 1 cassette  (40 min).

5.15.3.  Streaming video (YouTube)

- Author [Channel name]. (full date). Video title [Video ]. YouTube. URL

- Fogarty, M. [Grammar Girl]. (2016, 5eptember 30). How to diagram a sentence 
(absolute basics) [Video]. YouTube. https://youtu.be/deiEY5Yq1ql

The authorship of the video will be credited to the person or group of people who 
posted the video, even if they are not the creators of the work; unless the credits are 
explicit in the information provided in the video.

5.15.4.  Podcast

- Author (Host). (range of years). Title of the podcast [Audio Podcast]. Podcast servi-
ce. URL

- Vedantam, S. (Host). (2015-present). Hidden brain [Podcast de audio]. NPR. 
https://www.npr.org/series/423302056/hidden-brain

Hosting credit is given to the producer. The URL can be ignored if it is not known, for 
example, if it comes from an audio application such as Spotify. To reference a single 
episode of a Podcast, use the following format:

- Author (Host). (full date). Episode title (number) [Audio Podcast Episode]. In podcast 
title.  

- Podcast service. URL

Structure of the reference

The APA style manual generally recommends including the 
same elements, in the same order, that would be quoted 
from a printed source and adding the electronic retrieval 
information necessary for other researchers to locate the 
cited sources.

The following data should be included and in the following 
order:

Author (publication date). Title (edition) [media type].  
Place of publication: publisher Retrieved from URL.
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5.15.5.  CD ROM

- Proyecto Crystal Andino. (2003). Biblioteca digital Crystal-Andino: manuales técnicos, 
guías metodológicas [CD-ROM]. Lima: ITACAB.

5.16.  Thesis 

5.16.1.  Bachelor's Thesis

- Estrada, M. A. (1998). Principios constitucionales del derecho de información. Tesis 
para optar el título de Licenciado en Bibliotecología y Ciencias de la Información, 
Escuela Académico Profesional de Bibliotecología y Ciencias de la Información, 
Universidad Nacional Mayor de San Marcos, Lima, Perú.

5.16.2.  Thesis - Master’s Degree and PhD

- Chu, J. (2000). Acceso de las empresas peruanas al mercado de capitales 
internacionales vía ADR'. Tesis para optar el grado de Magíster, Mención: 
Ciencias Contables y Empresariales. Post-Graduate School, Faculty of 
Accounting, Universidad Nacional Mayor de San Marcos, Lima, Peru.

- Quiroz, R. (2003). La infracción al derecho de autor y el rol de Indecopi en su 
prevención. Tesis para optar el grado de Doctor). Graduate School, Faculty of Law 
and Political Science, Universidad Nacional Mayor de San Marcos, Lima, Peru.

5.17.  Laws

- General Act on Persons with Disabilities, Act No. 27050 (December 18, 1998). 
In: Legal Norms, No. 21456. Official Journal “El Peruano”. Lima: Congress of the 
Republic.

5.18.  Social Networks

5.18.1.  Tweet

- Badlands National Park [@BadlandsNPS]. (2018, February 26). Biologists have 
identified more than 400 different plant species growing in @BadlandsNPS #DYK 
#biodiversity [Tweet]. 
Twitter, https://twitter.com/ BadlandsNPS/status/968196500412133379

5.18.2.  Facebook Post

- Gaiman, N. (2018, March 22). 100,000+ Rohingya refugees could be at serious risk 
during Bangladesh's monsoon season. My fellow UNHCR Goodwill Ambassador Cate 
Blanchett is [Image attached] [Status update]. Facebook. http://bit.ly/2JOxPAD

This format can be used to reference posts from other social networks.

5.18.3.  Photo or video on Instagram

- Zeitz MOCAA [@zeitzmocaa]. (2018, November 26). Grade 6 learners from Parkfields 
Primary School in Hanover Park visited the museum for a tour and workshop hosted by 
[Photographs]. Instagram. https://www.instagram.com/p/BqpHpjFBs3b/
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6.  General format applying APA

6.1.  Header Levels

According to the APA style, five header formats are used, according to the number of 
subordination levels.

6.1.1.  Format
1. HEADER CENTERED IN BOLD WITH UPPERCASE
 The text begins with a new paragraph.

2. LEFT-ALIGNED HEADER BOLD WITH UPPERCASE  
 The text begins with a new paragraph.

3. Left-aligned header in bold, lowercase, and endpoint.
 The text begins with a new paragraph.

4. Paragraph header indented, bold, italic, lowercase, and period. 
The text begins in the same paragraph.

5. Paragraph header indented, bold, italic, lowercase, and period.
The text begins in the same paragraph.

Alignment: left
Source: Arial or Calibri
Line Spacing: 1,5.
Font Size: 11 points
Paper Size: A4 (210x297 mm)
Margins: 

Left: 3.5 cm
Upper: 2,54 cm
Bottom: 2,54 cm
Right: 2,54 cm

Back space of each paragraph: 6 points
Rear space of each subtitle (level 2 and 3): 6 points
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ITEMS NOT PERMITTED DURING EXAMINATIONS



Calle Hurón 405 - 409, Urb. Rinconada del Lago, La Molina
Telephone : 614 - 9500

E-mail: recepcion@sanpedro.edu.pe


