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This policy is being trialled across the University from Semester 2, 2008. 

The trial is limited to undergraduate and postgraduate students. The trial does not apply to research higher degree students. 
Description of the Policy:

This policy provides a University-wide framework for promoting the core values of academic integrity (honesty and trust) among undergraduate and postgraduate students. This policy recognises that these core values can be breached by students inadvertently and proposes the action that a Course Convenor can take to assist students to avoid such an instance in the future. It also recognises that some students willingly breach the core values of academic integrity and this policy outlines the response and the penalties that may be applied to students who engage in academic misconduct.
Related Policies, Procedures & Forms:

Assessment Policy
Policy on Student Grievances and Appeals
Role of the Course Convenor
Student Charter
Concern about a Possible Breach of Academic Integrity Form
Academic Integrity Closure Form for Use by Course Convenors
Academic Integrity Closure Form for Use by the Chair of the Assessment Board
This document is available in Word format for downloading. Click here to download this document.
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SECTION 1:  PROMOTING ACADEMIC INTEGRITY
Academic Integrity

Core values of academic integrity lie at the heart of all activities of a university committed to graduating students who will be honest and trustworthy throughout their professional lives.
Academic integrity is important because, without honesty and trust, true academic discourse becomes impossible, learning is distorted and the evaluation of student progress and academic quality is seriously compromised. Consequently, Griffith University is committed to –

· defending the academic credibility and reputation of the institution

· protecting the standards of its awards

· ensuring that students receive due credit for the work they submit for assessment 

· protecting the interests of those students who do not cheat 

· advising its students of the need for academic integrity, and providing them with guidance on best practice in studying and learning

· educating students about what intellectual property is, why it matters, how to protect their own, and how to legitimately access other people’s work.
Griffith University discharges this commitment by focusing on preventing academic misconduct by students.  Prevention of misconduct takes many forms including the education of students, the professional development of staff, the reduction of opportunities, and an ongoing development of procedures to detect academic misconduct/fraud and to deal appropriately and fairly with those found guilty of it.
This framework provides an overview of the University’s strategies for promoting academic integrity and the processes for managing academic misconduct.  The framework applies to all items submitted by students for assessment by the University in all academic programs other than research higher degrees. The sanctions applied to research higher degrees are covered in the Professional Doctorate Policy and the Research Higher Degree Policy. 
The framework is divided into two sections.  This section provides a definition of academic misconduct and its various components together with an outline of the University’s commitment to prevention strategies.  The second section details the response for dealing with academic misconduct.
Forms of academic misconduct
Perceptions and definitions of both academic integrity and misconduct vary within and between academic disciplines and cultures.  Consequently, defining what constitutes academic misconduct will depend on the context.  However, academic misconduct encompasses all fraudulent behaviour involving the misrepresentation of academic achievement for the purpose of gaining an advantage for example: cheating in examinations, fabrication of results, plagiarism, collusion, duplication and misrepresentation. The University regards all forms of academic misconduct as unacceptable, because they undermine the core values of academic integrity (honesty and trust). Each form of misconduct is a breach of academic integrity, and is liable to be pursued by appropriate disciplinary action. 

Cheating in examinations and tests: occurs when a candidate communicates, or attempts to communicate, with a fellow candidate or individual who is neither an invigilator or member of staff; copies, or attempts to copy from a fellow candidate; attempts to introduce or consult during the examination, any unauthorised printed or written material, or electronic calculating or information storage device; or mobile phones or other communication device, or impersonates another. 
Fabrication of results: occurs when a student claims to have carried out tests, experiments or observations that have not taken place or presents results not supported by the evidence with the object of obtaining an unfair advantage.
Misrepresentation: occurs when a student presents an untrue statement or does not disclose where there is a duty to disclose in order to create a false appearance or identity.
Plagiarism (derived from the latin word plagiarius meaning ‘a kidnapper’): occurs when the work of another is represented as one’s own original work, without appropriate acknowledgement of the author or the source. This category of cheating includes the following:
1. collusion, where a piece of work prepared by a group is represented as if it were the student’s own;

2. acquiring or commissioning a piece of work, which is not his/her own and representing it as if it were, by
· purchasing a paper from a commercial service, including internet sites, whether pre-written or specially prepared for the student concerned

· submitting a paper written by another person, either by a fellow student or a person who is not a member of the University;

3. duplication of the same or almost identical work for more than one assessment item;

4. copying ideas, concepts, research data, images, sounds or text;

5. paraphrasing a paper from a source text, whether in manuscript, printed or electronic form, without appropriate acknowledgement;

6. cutting or pasting statements from multiple sources or piecing together work of others and representing them as original work;

7. submitting, as one own work, all or part of another student’s work, even with the student’s knowledge or consent.

A student who willingly assists another student to plagiarise (for example by willingly giving them their own work to copy from) is also breaching academic integrity, and may be subject to disciplinary action.

Deliberate and inadvertent plagiarism

Some students who plagiarise do so deliberately, with intent to deceive. This conscious, pre-mediated form of cheating is a particularly serious breach of the core values of academic integrity and one of the worst forms of fraudulent academic behaviour, for which the University has zero tolerance.

Many students who plagiarise do so inadvertently, because of poor time management and study skills. Many students find academic referencing/acknowledgement systems and conventions awkward.  
In response to incidences of inadvertent plagiarism in the early years of study, the University may require that students complete an academic study skills module. If a student fails to complete this required academic study skill module, the next time they plagiarise they are deemed to have engaged in deliberate plagiarism. 
Why is plagiarism a problem?

Plagiarism is a problem for five main reasons –

1. It involves unacceptable practices, particularly literary theft (stealing someone else’s intellectual property, and breach of copyright) and academic deception (in order to gain a higher grade)

2. It involves poor or careless academic practice (including poor note-taking, poor procedures for preparing academic work and failure to manage time to ensure proper attribution)

3. It prevents the student who plagiarises from knowing how well they have performed (by yielding a false grade), thus denying them the opportunity to learn lessons, improve their study skills, and improve their knowledge and understanding

4. If plagiarism goes undetected and unpunished, it effectively penalises and can demoralise those students who do not plagiarise

5. It undermines the commitment of the University to graduate students who will be honest and trustworthy throughout their professional lives

Preventing Academic Misconduct
Prevention of academic misconduct involves four key areas:
1.
the education of students: 

· by raising awareness of the positive and negative reasons why they should not plagiarise (positive reasons including getting reliable feedback on their progress and learning, upholding core values of academic integrity; negative reasons including risk of being caught and penalised) 

· by advising them how to make sure that they do not plagiarise by accident (e.g. by appropriate note-taking and essay-writing skills, adopting proper procedures for quotations, citations and referencing, careful use of paraphrasing, etc)

· by providing counselling on time and project management to help students balance work, social and university commitments.
· by providing appropriate study skills advice, both generic and subject-specific, to inform students about best practice in note-taking and writing assignments, and providing opportunities for formative feedback

· by facilitating access to ‘text matching’ software for formative evaluation of  their referencing and citation skills
· for undergraduate students, by placing the main preventive focus on first year students but reinforcing it in subsequent years
· for coursework postgraduate students, by emphasising the need for academic integrity throughout their period of study, and in all contexts

2.
resourcing academic staff
· by providing professional development on good assessment design and marking practices that reduce opportunities for academic misconduct 
· by providing training for invigilators to more effectively detect cheating in examinations

· by providing access to and training in the use of ‘text matching’ software

· by providing online resources to support staff in promoting academic integrity

· by providing resources to support staff in managing breaches of academic integrity and determining the consequences for the student
3.
reducing opportunities for students to commit breaches of academic integrity

· by staff setting appropriate assessment, in order to reduce the likelihood of giving students the opportunity to plagiarise or rewarding them for doing so. Opportunities for plagiarism may be reduced, for example by varying assignment tasks from year to year; making them course-specific and locally relevant, and linking assignments specifically to particular course material

· by increasing students’ perceptions of being caught by improving detection of breaches by the institution-wide use of ‘text matching’ software

· by having clear policies and processes for assignment submission and return that supports academic staff to exercise due diligence in the handling of assessment items
4.
making students aware of the penalty system for academic misconduct
· by informing students about what the penalty system covers, when it applies, how it works, what penalties could be applied 
· ensuring the institution-wide procedure is transparent and is applied fairly and consistently 

Components of prevention

Key components in the prevention strategy include -

Institutional commitment: this is a University-wide framework for consistent implementation across all academic areas. The Committee of the Chairs of Assessment Boards is responsible for monitoring the application of this framework across the University and that all students who are found to have breached academic integrity are treated consistently and equitably across the University’s programs.
Promotion of core values: the University communicates its position on academic integrity through all promotional material. 

Explicit policy: the University sets out in this framework an explicit policy that communicates the positive value placed on academic integrity and states why academic integrity (in teaching and research) is valued.
Transparency and dissemination: this framework is widely publicised within the institution, to all staff and students. This framework explains the core values of academic integrity, defines plagiarism and gives relevant examples of what it covers; it explains why plagiarism is unacceptable and outlines the detection and penalty systems.  This framework is promoted through:
· institutional posters on display in all schools/departments 

· a plagiarism policy statement included in every course outline 
· course convenors actively discussing with their students (at an early stage, and particularly during the first few weeks of each semester) what plagiarism is and how to avoid it
· an institution-wide Academic Integrity Website, that defines and promotes best practice, providing resources for staff and students and publishes the number of breaches identified and the outcomes (individuals are not identified). This website is promoted to all students during Orientation Week

Explicit guidelines and examples: each Group/Faculty will develop and publish a set of commonly agreed guidelines and examples of what constitutes plagiarism in particular disciplines that is consistent with the principles of this framework, with references to appropriate web sites, published sources and sources of study skill help.

Setting assessments: assessments are set in such a way that plagiarism becomes difficult to commit, e.g., using local or specialised case materials for analysis, avoiding widely available case material, requiring multiple case studies or material from multiple sources to be included in student work, by varying assignment tasks from year to year etc.

Educating students about best practice: to help students learn best practice in academic writing, each school/department will provide them with discipline-specific annotated examples to show work which is clearly plagiarised, work which is acceptably paraphrased and work which is correctly referenced.

Support for academic study skills: the framework requires the University to provide adequate and appropriate study skills support for students, particularly support designed to promote best practice in academic writing. It also requires production and publication of a guide (in printed and web format) to the study resources and support available to students on campus.

Staff awareness and training: all teaching staff will be aware of and clear about the academic integrity framework and procedures, and to facilitate this appropriate training will be made available by the University. 

Supporting ESL (English as a second language) students: whilst recognising that all students can engage in academic misconduct, the University will need to provide adequate and appropriate resources (staff and equipment) particularly to support ESL students in their study and writing skills.
Academic integrity declaration: each student is required to sign an academic declaration on every assessment item they submit. The University has a standard form of words for the declaration, and every school/department and program is required to use it. 

Proportional responses: the framework recognises that a clear distinction must be drawn between inexperienced academic study and writing skills (especially among first year undergraduates and international students) and wilful misconduct and deception. The former requires an educational or developmental response and only the latter deserves severe penalties. As a result when concerns are first raised the framework allows for the provision of opportunities for students to learn; whereas subsequent plagiarism offences are likely to be deliberate, so the penalty system becomes progressively more serious.
Centralised electronic tracking/management system: the University supports academic staff in dealing with sustained academic misconduct by recording incidences where concerns have been detected, monitoring actions taken in response to breaches of academic integrity, including the warnings and penalties applied to students for breaches.  The Academic Integrity Management System facilitates the tracking of allegations made against students across all elements of the University.  The system is managed by an Academic Integrity Manager and is only accessible to the Academic Integrity Manager for determining whether the concern can be dealt with by the Course Convenor or the Chair of the Assessment Board. Once a finding of academic misconduct has been determined by the Chair of the Assessment Board, the Academic Integrity Manager advises the Chair of previous breaches to assist them in determining the appropriate penalty to be applied to the student. 
Institutional use of ‘text matching’ software:  the University supports the institutional use of ‘text matching’ software to deter students from academic misconduct by reducing the opportunities for misconduct.  In addition such software is available for use by students as an educational tool and to assist academic staff in the detection of breaches of academic integrity.
SECTION 2: procedures for managing ACADEMIC misconduct
Principles for managing academic misconduct

A two tiered response for managing instances of academic misconduct is outlined in this section. Cases of misconduct are dealt with at either the program level or at the institutional level. Those cases where intent behind the action is questionable, it is the student’s first offence, the misconduct was low level, or the student was in their first year, are managed at the program level by the Course Convenor, and, if necessary, supported by the Program Convenor/Director. Outcomes at this level may include informal warnings, remedial skill development, supplementary/additional assessment, or a reduced mark for the assessment item, based on academic merit. At this level, findings of academic misconduct are not recorded on the students’ official record, however the nature of and the responses to the concern are recorded on the Academic Integrity Management System. High level concerns where intent is clear, the student has a history of academic misconduct, or the student is about to graduate are referred from the program level to the appropriate Chair, Assessment Board for investigation and determination. 
The rights of students are fundamental throughout these processes. This is not only because the University respects the individual rights of students but because failure to do so may be reviewed by the courts. To protect the privacy of students the Academic Integrity Manager controls access to the Academic Integrity Management System.  The student’s record of previous concerns is used by the Academic Integrity Manager to determine whether the student’s case needs to be escalated to the Chair, Assessment Board and for the purpose of establishing a penalty, after a finding of academic misconduct has already been determined.

To ensure natural justice (i.e. that each case is assessed on its own merits and without bias or prejudgement) each and every concern about a breach of academic integrity is investigated as an individual event.  Consequently, no decision maker (the Course Convenor or the Chair, Assessment Board) will have access to the student’s record from the Academic Integrity Management System during the process of investigation.  For the purposes of determining an appropriate penalty, the Chair, Assessment Board will be informed of the student’s record by the Academic Integrity Manager.  

Similarly, if in the investigation of an alleged breach there is discovery of further breaches they are managed through the academic integrity process independent of the first breach.  This process not only protects the rights of the student but also ensures that the practices followed will withstand external challenges.
At all stages in the process students are given the opportunity to respond to any concerns raised, to be made aware of and have access to independent support processes and, be made aware of the appeals processes. 
Educational/developmental management of misconduct is the preferred level of response. Exclusion from the University is utilised as a last resort. 

Roles and Responsibilities of Academic Staff
Examiner – An academic staff member who is responsible for assessing any aspect of a student's performance in a course.  
The primary responsibility for detecting concerns about possible breaches of academic integrity rests with individual examiners, who should be alert to the possibility of finding misconduct in students’ work. The introduction of ‘text matching’ software will facilitate this process.  However, the examiner must use their specialist knowledge and academic judgement in deciding what is and what is not acceptable within that course. If an examiner has concerns about the student’s work they must report these concerns to the relevant Course Convenor.
Course Convenor - The academic staff member appointed by the Head of School to have responsibility for the teaching and assessment of a course.  

The Course Convenor is responsible for the initial investigation of and response to concerns about possible breaches in academic integrity at undergraduate and postgraduate levels.  The responsibilities of the Course Convenor include reporting breaches to the Academic Integrity Manager, and providing the Academic Integrity Manager with evidence of the concern and the response to these concerns for recording on the Academic Integrity Management System.
Academic Integrity Manager

The Academic Integrity Manager (AIM) is responsible for keeping a record of all concerns and proven breaches of academic integrity, including plagiarism in coursework and cheating in examinations.  The duties of the Academic Integrity Manager (AIM) include keeping a record of all cases, including reports from Course Convenors and from cases heard by the Chair, Assessment Board, giving information and other support to Course Convenors to assist them in discharging their duties, supporting the Committee of Chairs of Assessment Boards and managing the Academic Integrity Management System.
Chair, Assessment Board 
The Chair, Assessment Board shall:

· Consider cases relating to first, second or minor offences where the student does not accept the decision of the Course Convenor. 
· Consider cases relating to medium and high level offences.

· Consider cases relating to repeat offences.

· Consider cases referred by the Course Convenor
In addition the Chair of the Assessment Board is a member of the Committee of the Chairs of Assessment Boards.
Committee of the Chairs of Assessment Boards
The Chairs of Assessment Boards meet to monitor the quality and integrity of student assessment.  In this capacity the Chairs of Assessment Boards review the number of concerns about breaches of integrity, the number of proven breaches, the penalties applied and the number of appeals against academic misconduct decisions upheld. The Chairs of Assessment Boards evaluate and review the institutional framework.
Steps in the procedure for managing concerns about breaches of academic integrity
The following steps shall be taken in the sequence set out below: 

1.
Examiners need to be vigilant in identifying possible breaches of academic integrity and shall inform their students of the procedures for detection. Examiners shall, when a possible breach of academic integrity has been identified, refer the relevant material to the Course Convenor for checking.  Students who witness or have knowledge of possible breaches of academic integrity are encouraged to report the matter to the Course Convenor or to the Academic Integrity Manager, who will progress the concern in accordance with the following steps.
2.
The Course Convenor annotates the assessment item to identify areas that represent a possible breach and submits this evidence along with the Concern about a Possible Breach of Academic Integrity Form via e-mail, to the Academic Integrity Manager (AIM) for entry of the concern onto the Academic Integrity Management System. At this point the Course Convenor may choose to notify the student by email advising that a concern has been raised and returning a copy of the annotated student’s assignment, keeping the original for investigation.
3.
The Academic Integrity Manager checks the student’s academic record and enters these details along with the concern on the Academic Integrity Management System.
4.
On the basis of the information provided by the Course Convenor and data about the student drawn from the Academic Integrity Management System, the Academic Integrity Manager (AIM) refers the matter to the appropriate decision maker, either the Course Convenor or the appropriate Chair of the Assessment Board.  
5.
If the matter is to be dealt with by the Course Convenor the Academic Integrity Manager advises the Course Convenor via e-mail that they are the decision-maker, attaches a draft letter to be sent to the student formally notifying them of the concern and a partially completed Academic Integrity Closure Form for Use by Course Convenors containing details about the student’s academic performance (GPA and academic standing status). In this e-mail, the Academic Integrity Manager (AIM) identifies element based support (in the form of the Program Convenor/Director, Head of School/Department, First Year Advisors) for the Course Convenor, if required. The Head of School receives a copy of this e-mail and its attachments, so they are informed of all academic integrity concerns.

6.
If the matter is to be dealt with by the Chair of the Assessment Board the Academic Integrity Manager (AIM) forwards the documentation to the Chair and this process moves to Step 12. 
7.
The Course Convenor may choose to edit the draft letter before sending it via e-mail to the student outlining their concerns, informing the student of the student advocacy supports available to them and asking them to respond in writing or via an interview within fourteen days of the date of the e-mail. If the student does not respond within the timeframe then the Course Convenor selects a response, finalises the partially completed Academic Integrity Closure Form for Use by Course Convenors provided in Step 5 and forwards it via e-mail to the Academic Integrity Manager.

8.
The Course Convenor conducts an investigation of the possible breach giving the student an opportunity to discuss the possible breach (either face-to-face or on the telephone).  A meeting may be arranged with the student who may be accompanied by a support person.  The meeting may also include one or more of the following: the First Year Advisor, Program Convenor, and Academic Integrity Manager. 
9.
If the Course Convenor concludes on the basis of the students’ written and/or verbal response, and the nature of the concerns (type and extent of the academic misconduct)  that a breach has occurred, the Course Convenor may choose one or more of the following actions, taking account of the student’s explanation of the situation (student’s intent), the stage of the student in their program (e.g. first year or final year), the academic background of the student and the extent of the student’s knowledge of the concept of academic misconduct (experience of the student):
· give the student a warning 
· require the student to seek appropriate study skills advice from Learning Services
· require the student to undertake an online skill development module

· allow the student to resubmit the assessment item

· require the student to undertake supplementary assessment 

· allocate a reduced or nil mark for the student’s assessment item on academic grounds
· escalate the case to the Chair, Assessment Board (Step 12)
10.
The Course Convenor completes the partially completed Academic Integrity Closure Form for Use by Course Convenors provided in Step 5 and forwards it via e-mail to the Academic Integrity Manager. The Academic Integrity Manager enters the decision on the Academic Integrity Management System and prepares, on behalf of the Course Convenor, a letter informing the student of the decision.  This letter (e-mail) to the student addresses:
· what specific actions of the student raised concerns

· what the subsequent actions to these concerns were

· appropriate sources of study skills help

· the need to discuss their work with academic staff if they are uncertain about how to avoid subsequent breaches of academic integrity

· the serious consequences of subsequent offences, and spells out the sanctions that will be applied

· the student’s rights and the process of appeal to the Chair of the Assessment Board under the provisions of the Policy on Student Grievances and Appeals.

There is a four week (28 days) timeframe from case identification to case closure. At 21 days, if a completed Academic Integrity Closure Form for Use by Course Convenors has not been received the Course Convenor is reminded by the Academic Integrity Manager, via e-mail, of the timeframe for closing the concern.
11.
If at the conclusion of the investigation (Step 9) the Course Convenor decides the case is medium or high level, a repeat infringement or an escalation of a previous infringement, the Course Convenor refers the case using the partially completed Academic Integrity Closure Form for Use by Course Convenors to the Chair, Assessment Board via the Academic Integrity Manager (AIM). The Academic Integrity Manager enters the additional information, provided by the Course Convenor as a result of their investigation, into the Academic Integrity Management System and prepares an e-mail to the Chair, Assessment Board advising that they are the decision-maker, attaching a partially completed Academic Integrity Closure Form for Use by the Chair of the Assessment Board and the annotated assessment item..
12.
The Chair of the Assessment Board reviews the documentation, writes to the student and provides the student with an opportunity to respond to the concerns (within 14 days), if this investigation has not previously been conducted by the Course Convenor, and determines whether there is no case to answer or that there is a case and may choose one or more of the following actions:
· give the student a warning 

· require the student to seek appropriate study skills advice from Learning Services

· require the student to undertake an online skill development module

· allow the student to resubmit the assessment item

· require the student to undertake supplementary assessment 

· imposes a penalty in the form of a reduced or nil mark for the assessment item

· imposes a penalty in the form of a fail grade for the course

· imposes a penalty in the form of exclusion from the University

13.
The Chair, Assessment Board completes the Academic Integrity Closure Form for Use by the Chair of the Assessment Board and forwards it via e-mail to the Academic Integrity Manager. The Academic Integrity Manager enters the decision on the Academic Integrity Management System and prepares, on behalf of the Chair, Assessment Board, a letter (via e-mail) which informs the student in writing of the decision and their right to appeal to the University’s Appeal Committee under the provisions of the Policy on Student Grievances and Appeals.  There is a four week timeframe from the referral to the Chair (step 12) to case closure.
14.
The Academic Integrity Manager records the Chair, Assessment Board’s decision in the Academic Integrity Management System and on PeopleSoft.  Where a penalty of exclusion is applied, the Academic Integrity Manager records the decision on the student's academic record. The academic record will bear the annotation "excluded from the University on (date) for disciplinary reasons".













































� To be fair on students, there is a need for  consistency of academic practices and expectations between schools/departments, and for each school/department to make clear to its students (through all appropriate means, including course handbooks and web sites) how it expects them to use quotations, cite sources, paraphrase material, and construct bibliographies
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