STANDARD LETTERS RELATED TO PLAGIARISM AND ACADEMIC MISCONDUCT

The following Standard Letters are contained in this document on the page indicated:

A. Standard Memo A (Step 1 – Unit Coordinator to Head of School)
.…………..…..2

B. Standard Minutes B (of meeting between the Unit Coordinator and Head of School)
………………………………………………………………..………..3
C. Standard Letter C (Step 4 Head of School to Student)
…………………………...4
D. Standard Memo D (Step 7 –Head of School to Unit Coordinator
………….…….6

E. Standard Letter E (Step 8 - plagiarism not found)
…………………………..……9

F. Standard Letter F (Step 8 - plagiarism but unintentional)
………………………10

G. Standard Letter G (Step 8 - plagiarism, intentional,  penalty applied)
………….11

H. Standard Letter H (Step 8 - plagiarism occurred and was intentional, matter referred to Executive Dean)
……………………………………………...12

I. Standard Memo I (Step 9 –Head of School to Executive Dean)
………………..13

J. Standard Letter J (Step 10 - Executive Dean to Student inviting Representations)
…………………………………………………………….…..15

K. Standard Memo K (Step 12 – Executive Dean to Student Disciplinary Committee)
……………………………………………………………………...17
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Document reference: Trim no SED05/236
Standard Memo A (Step 1 - Unit Coordinator to Head of School)
THE UNIVERSITY OF NEW ENGLAND

School of [insert name]

Faculty of [insert name]

MEMORANDUM

TO:
[insert name], Head of School
FROM:
[insert name], Unit Coordinator, [insert unit code and title]
SUBJECT:
Allegation of Plagiarism/Academic Misconduct* Against [insert name], [insert S/N]

DATE:


RE:
ALLEGATION OF PLAGIARISM/ACADEMIC Misconduct* AGAINST [INSERT NAME] ([INSERT S/N])
Report pursuant to Section 8.3 of The University of New England Policy on Plagiarism and Academic Misconduct: Coursework or Section 8.4 of The University of New England Policy on Plagiarism and Academic Misconduct: Higher Degree Research
This student submitted an assignment in the unit < XXX>, <UNIT NAME>. I have now marked the assignment (a copy of which is attached) and I have reason to suspect that the work shows evidence of plagiarism.

[Identify the plagiarised text and the source]
Or

I have reason to believe that the student who is enrolled in the unit < XXX>, <UNIT NAME> has been guilty of academic misconduct as defined by The University of New England Policy on Plagiarism and Academic Misconduct Coursework/Higher Degree Research.  The details are as follows:
[insert details]
In accordance with Section 8.3/Section 8.4, I would be pleased to meet with you to discuss whether there is a prima facie case of plagiarism/academic misconduct at your earliest convenience.

Standard Minutes B (Step 2)
Minutes of a meeting held in the School of [insert name] pursuant to Section 8.3, University Policy on Plagiarism and Academic Misconduct: Coursework/Section 8.4, University Policy on Plagiarism and Academic Misconduct: Higher Degree Research on [DATE] at [TIME].

Present: [insert name] (Unit Coordinator) and [insert name] (Head of School).

Re: 
Allegation Of Plagiarism/Academic Misconduct* Against [insert name] Student Number:  [insert S/N]
.
The assignment for [insert unit name and number] was reviewed along with the text [identify the source of the alleged plagiarism].  

A prima facie case for plagiarism was found to exist.

Or

The allegation of academic misconduct was reviewed together with documentary evidence. [specify]
A prima facie case for academic misconduct was found to exist.

Standard Letter C (Step 4 Head of School to student)

DATE

[insert name]
[insert address]
Dear [insert name]
RE: ALLEGATION OF PLAGIARISM/ACADEMIC MISCONDUCT

The co-ordinator of the unit < XXX>, <UNIT NAME>, has reported to me that they suspect that the assignment you submitted for this unit shows evidence of plagiarism within the terms of The University of New England Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research.
Or 
The co-ordinator of the unit < XXX>, <UNIT NAME>, has reported to me that they suspect that you have committed academic misconduct within the terms of The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research.

I have reviewed the evidence and met with the Unit Co-ordinator and I believe that there is sufficient evidence to cause me to inform you of this allegation.

I am now writing to you to advise you of this allegation and to explain to you what is to happen next.  To assist you I enclose:

1 A copy of the report that I received from the Unit Coordinator;

2a 
A copy of your assignment where the alleged plagiarised material has been highlighted, and

2b
A copy of the texts and materials from which it is alleged the material has been plagiarised; or
2c
A copy of the relevant documentary evidence.;

3
A copy of The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research.

You now have the right to respond to me within 20 working days from the date of this letter.  You may make any response that you wish in writing, by e-mail or by making an appointment to speak to me in person.  You may invite a support person to accompany you to any meeting you may wish to have with me, but that person is not entitled to act as your advocate.  Further details on your rights in this regard can be found in Section 6.2 and Section 8.4 of the University’s Policy on Plagiarism and Academic Misconduct: Coursework/Section 6.2 and Section 8.5 of the University’s Policy on Plagiarism and Academic Misconduct: Higher Degree Research*.
In responding to me you should have regard to Section 9.1 and the decision I will have to make.  In particular I will have to decide: whether or not the evidence is sufficient to support the allegation [in the case of plagiarism only, include the rest of this paragraph, otherwise delete], and where there is sufficient evidence; whether the plagiarism appears to have been intentional or unintentional. In responding you should be aware that your signed plagiarism declaration form, submitted with the alleged plagiarised work, has been retained as evidence for this investigation. 

In your response, you may also like to address the issue of what action I should take (under Section 9.3) and what penalty, if any, should be applied (under Section 7) if I do find that there is sufficient evidence to support the allegation.  

You should also note that if you do not respond to this letter within 28 days I will proceed to make my decision without your input.

To assist you, the University provides a number of support services that you may like to access.  In particular the following websites may be helpful if it is alleged that you have committed plagiarism:

· UNE Referencing Guide: http://www.une.edu.au/tlc/referencing.pdf
· eSKILLS UNE Keeping Track: http://www.une.edu.au/library/infolit/keeping.htm

The UNE Academic Skills Office (web address is:http://www.une.edu.au/tlc/aso/) may be able to give you information to assist in your understanding of the allegation. In addition, the UNE Counselling and Careers Service (telephone 6773 2897) the UNE Student’s Association, Student Support and Welfare Officer (telephone 6773 5108), or the UNE Postgraduate Association Research Liaison Officer (telephone 6773 3419) may be able to offer you general support and assistance.

Yours sincerely
[Insert name]
Head of School

Standard Memo D (Step 7 – Head of School to Unit Coordinator)
THE UNIVERSITY OF NEW ENGLAND

School of [insert name]
Faculty of [insert name]
MEMORANDUM

TO:
[insert name], Unit Coordinator, [insert unit code and title]
FROM:
[insert name], Head of School
SUBJECT:
Allegation of Plagiarism/Academic Misconduct* Against [insert name], [insert S/N]
DATE:


I refer to your report of DATE and our meeting of DATE.  I wrote to the student concerned on DATE.

(
I have received and considered the submissions made by the student.

(
I have received no submissions from the student.

I have now determined as follows:

Section 9.3(a) of The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research*
(
The allegation of plagiarism/academic misconduct* is not supported.  I have dismissed the allegation and hereby advise you that no further action is required.

OR

Section 9.3(b)
(
The allegation of plagiarism is substantiated but that the plagiarism was unintentional.   I have consulted the Central Plagiarism/Academic Misconduct File and no other instances of allegations against this student have been recorded.  Please warn the student and advise them of ways to prevent further occurrences.  

I have determined that 

· the student is required to rewrite and resubmit the assessable work; such re-submitted work will have a maximum possible pass mark of 50%

· the mark for the assessment item should be downgraded by  ___% or to ___. 

OR

· The allegation of plagiarism is substantiated and the plagiarism was unintentional.  However I have consulted the Central Plagiarism/Academic Misconduct File and have determined that there is at least one prior occurrence of plagiarism/academic misconduct in other units or awards.

I have determined that 

· the student is required to rewrite and resubmit the assessable work; such re-submitted work will have a maximum possible pass mark of 50%

· the mark for the assessment item should be downgraded by   ___% or  to ___. 

Section 9.3(c)


(
The allegation of plagiarism/academic misconduct* is substantiated and the plagiarism/academic misconduct* was intentional. I have consulted the Central Plagiarism File and have determined that:

(
There are no other instances of allegations against this student recorded.

(
There are other instances of allegations against this student recorded.

I have determined that the following penalty or penalties will be applied:

(
The student is required to rewrite and resubmit the assessable work; such re-submitted work will have a maximum possible pass mark of 50%; 

(
The student is required to undertake an alternative assessment task;

(
The student’s mark for the assessment item is to be downgraded

(
by ________% or     (
to a mark of ___________.

OR

Section 9.3 (d)
(
The allegation of plagiarism/academic misconduct* is substantiated and the plagiarism/academic misconduct* was intentional.  I have consulted the Central Plagiarism/Academic Misconduct File and have determined that:

(
There are no other instances of allegations against this student recorded.

(
There are other instances of allegations against this student recorded.

In the circumstances I am satisfied that the plagiarism/academic misconduct warrants one of the more severe penalties, those being: 

(a)
withdrawing the student from the unit, deeming him or her to have failed;

(b)
excluding the student from enrolment in a particular award/course and/or units(s) permanently or for such period as the Executive Dean or Student Disciplinary Committee, as appropriate, may decide; or

(c)
excluding the student from the University permanently or for such period as the Student Disciplinary Committee may decide.

I have referred the matter to the Executive Dean for further consideration.

I will write to the student concerned and advise him/her of my decision.  

I will submit this record of the investigation to be recorded against the student's name and held on the Central Plagiarism/Academic Misconduct File in the Records Management Office.

Standard Letter E (Step 8 - plagiarism not found)

DATE

[insert name]
[insert address]
Dear [insert name]
Re Allegation of Plagiarism/Academic Misconduct* in unit < XXX>, <UNIT NAME>
I have considered your case examining both the evidence presented by the Unit Coordinator and your representations. I have determined that the allegation of plagiarism/academic misconduct* referred to above is not substantiated. 

I appreciate that dealing with this charge may have been stressful for you. I anticipate that you will take every care to ensure that there are no grounds in future for such an allegation to be made against you.

Yours sincerely 

[Insert name]
Head of School

Standard Letter F (Step 8 - plagiarism but unintentional)

DATE

[insert name]
[insert address]
Dear [insert name]
Re Allegation of Plagiarism/Academic Misconduct* in unit < XXX>, <UNIT NAME>
I have considered your case, examining both the evidence presented by the Unit Coordinator and your representations. I have determined that the allegation of plagiarism/academic misconduct* referred to above is substantiated but that the plagiarism/academic misconduct* was unintentional. I anticipate that you will take every care to ensure that there are no grounds in future for such an allegation to be made against you.

[use one of a, b, if appropriate otherwise delete the paragraph]
I have also determined that: [choose one of the following]
a)
you must rewrite and resubmit the assessable work. Such work will have a maximum possible pass mark of 50%. The relevant assessable work is [insert name of assessment].
or

b) 
your mark for the assessment item will be downgraded by --- % (or to --/--) 

You should contact the Unit Coordinator concerning this matter to make mutually satisfactory arrangements as to the date for resubmission.

You have the right to appeal against this decision to the Executive Dean of the Faculty of [insert name] but should be aware that if the case is laid before him/her, the Executive Dean is not bound by my findings and has the power to increase the penalty.

Yours sincerely 

[Insert name]
Head of School

Standard Letter G (Step 8 - plagiarism, intentional, penalty applied)

DATE
[insert name]
[insert address]
Dear [insert name]
Re Allegation of Plagiarism/Academic Misconduct* in unit < XXX>, <UNIT NAME>
I have considered your case examining both the evidence presented by the Unit Coordinator and your representations. I have determined that the allegation of plagiarism/academic misconduct referred to above is substantiated and that the plagiarism/academic misconduct was intentional. It is my view that a serious penalty is not warranted.

As a consequence of this finding I have determined as required by the policy to apply the following penalty:

(choose one of a, b, c or d)

a)
The mark for the assessment item will be downgraded by …% (or to --/--).

b)
You must rewrite and resubmit the assessable work. Such work will have a maximum possible pass mark of 50%. The relevant assessable work is [inset name of assessment task]. You should contact the Unit Coordinator concerning this matter to make mutually satisfactory arrangements as to the date for resubmission.

c)
You must undertake an alternative assessment task as follows [insert details of assessment]. You should contact the Unit Coordinator concerning this matter to make mutually satisfactory arrangements as to the date for submission of this work.

d)
Your result for the unit will be downgraded to …..

You have the right to appeal against this decision to the Executive Dean of the Faculty [insert name] but should be aware that if the case is laid before him/her, the Executive Dean is not bound to accept my findings and has the power to increase the penalty.

Yours sincerely 

[Insert name]
Head of School

Standard Letter H (Step 8 - plagiarism occurred and was intentional, matter referred to Executive Dean)

DATE
[insert name
[insert address]
Dear [insert name]
Re Allegation of Plagiarism/Academic Misconduct* in unit < XXX>, <UNIT NAME>

I have considered your case examining both the evidence presented by the Unit Coordinator and your representations. I have determined that the allegation of plagiarism/academic misconduct referred to above is substantiated and that the plagiarism/academic misconduct was intentional. It is my view that a serious penalty is warranted.  

I have referred the allegation to the Executive Dean of the Faculty of [insert name]. I include in this communication copies of all documents that have been provided to the Executive Dean. You have a right to make representations to the Executive Dean and the Executive Dean will write to you to invite such representations.

Yours sincerely 

[Insert name]
Head of School

Standard Memo I (Step 9 – Head of School to Executive Dean)
THE UNIVERSITY OF NEW ENGLAND

School of  

Faculty of 

MEMORANDUM

TO:
[Insert name], Executive Dean
FROM:
[Insert name], Head of School

SUBJECT:
Allegation of Plagiarism/Academic Misconduct* Against –[insert name] Student Number: [insert S/N]
DATE:


I received a report containing an allegation of plagiarism/academic misconduct* from [insert name of Unit Coordinator] who is the Coordinator of [identify the unit] on  DATE.  I met with the Coordinator on DATE.  I wrote to the student concerned on DATE.

(
I have received and considered the submissions made by the student.

(
I have received no submissions from the student.

I have now determined as follows:

Section 9.3 (d) The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research*
(
The allegation of plagiarism/misconduct is substantiated and the plagiarism/misconduct was intentional.  I have consulted the Central Plagiarism/Misconduct File and have determined that:

(
There are no other instances of allegations against this student recorded.

(
There are other instances of allegations against this student recorded.

In the circumstances I am satisfied that the plagiarism/academic misconduct warrants one of the more severe penalties, those being:  

(a)
withdrawing the student from the unit, deeming him or her to have failed;

(b)
excluding the student from enrolment in a particular award/course and/or units(s) permanently or for such period as the Executive Dean or Student Disciplinary Committee, as appropriate, may decide; or

(c)
excluding the student from the University permanently or for such period as the Student Disciplinary Committee may decide.

I now refer the matter to you as Executive Dean for further consideration.  I attach copies of all documentary evidence and of all correspondence relevant to this matter.

I have written to the student concerned to advise him/her of my action.  

[Insert name]
Head of School

Standard Letter J (Step 10 - Executive Dean to Student inviting Representations)

DATE

[insert name]
[insert address]
Dear [insert name]
Re: Allegation of Plagiarism/Academic Misconduct

An allegation of plagiarism/academic misconduct has been made against you in relation to work undertaken for the unit [identify unit]. The Head of the School of [insert name] has formed the view that this allegation is substantiated and warrants severe punishment and has accordingly referred the matter to me. 

I am now writing to you to advise you of the procedures that I will be following:  I believe you have already been provided with the following material. If you should require an additional copy of this material, it will be provided to you:

1. A copy of the report from the Unit Coordinator;

2. A copy of your assignment, if relevant, where the alleged plagiarised material has been highlighted;

3. A copy of the texts and materials from which it is alleged the material has been copied, if relevant;

4. A copy of The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research*.
You now have the right to make representations to me within 20 working days of the date of this letter. You may make any representation that you wish in writing, by e-mail or by making an appointment to speak to me in person.  You may invite a support person to accompany you to any meeting you may wish to have with me but that person is not entitled to act as your advocate.  Further details on your rights in this regard can be found in Section 6.2 and Section 8.4 of the University’s Policy on Plagiarism and Academic Misconduct: Coursework/Section 6.2 and 8.5 of the University’s Policy on Plagiarism and Academic Misconduct Higher Degree Research*.

In making representations to me you should have regard to Section 9.1 and the decision I will have to make.  In particular I will have to decide:

(a) whether or not the evidence is sufficient to support the plagiarism/academic misconduct allegation, and where there is sufficient evidence; 

(b) whether the plagiarism appears to have been intentional or unintentional.

(c) whether the plagiarism/academic misconduct warrants a severe penalty;

Should you wish to make representations to me, you could address any or all of these issues.  You may also like to address the issue of what action I should take (under Section 9.3) and what penalty, if any, should be applied (under Section 7) if I do find that there is sufficient evidence to support the plagiarism/misconduct allegation.  

Yours sincerely
[Insert name]
Executive Dean of Faculty

Standard Memo K (Step 12 – Exec Dean to Student Disciplinary Committee)

THE UNIVERSITY OF NEW ENGLAND

School of  

Faculty of 

MEMORANDUM

TO:
Student Disciplinary Committee

From
Insert name (Executive Dean, Faculty of [insert name])

SUBJECT:
Allegation of Plagiarism/Misconduct* Against [insert name]
DATE:


I received a report containing an allegation of plagiarism/academic misconduct from [insert name] Head of the School of [insert name].

He/She reported that [insert name of Unit Coordinator] who is the Coordinator of [identify the unit] had filed a report alleging plagiarism or academic misconduct had been committed by the student named above.  I wrote to the student on DATE 

(
I have received and considered the submissions made by the student.

(
I have received no submissions from the student.

I have now determined as follows:

Section 9.4 (e) The University of New England Academic Board Policy on Plagiarism and Academic Misconduct: Coursework/Higher Degree Research*
(
The allegation of plagiarism/academic misconduct is substantiated and the plagiarism/academic misconduct was intentional.   I have consulted the Central Plagiarism/Academic Misconduct File and have determined that:

(
There are no other instances of allegations against this student recorded.

(
There are other instances of allegations against this student recorded.

In the circumstances I am satisfied that the plagiarism/academic misconduct warrants one of the most severe penalties, those being:  

(a)
excluding the student from the University permanently; or

(b)
excluding the student from the University for such period as the Student Disciplinary Committee may decide. 

I now refer the matter to you for further consideration.  I attach copies of all documentary evidence and of all correspondence relevant to this matter. I have written to the student concerned to advise him/her of my action.  
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