
The University of Western Australia

University Policy on Academic Integrity
Schedule 3 – Procedures

This procedural document comprises two sections, as follows:

· SECTION ONE: Procedures for managing alleged academic misconduct in coursework units
· SECTION TWO: Procedures for managing alleged HDR academic misconduct in assessable work leading/associated to the production of thesis
_________________________________________________________________________________

SECTION ONE

Section one of this schedule (Schedule 3) relates to procedures for managing academic misconduct in coursework units. This set of procedures applies to undergraduate and postgraduate students including those undertaking coursework units as part of HDR candidature. It comprises five parts, as follows:

Part 1 – General procedures for handling academic misconduct 

Part 2 – Specific responsibilities for handling academic misconduct cases
Part 3 – Procedures for managing appeals

Part 4 – How to operationalise the use of levels of academic misconduct?
Part 5 – Procedures for the provision of instructions / information to students 
_________________________________________________________________________________

Part 1 - General Procedures for Handling Academic Misconduct 
(1) The Unit Coordinator is the initial decision maker in an academic misconduct matter.  

(2) A finding of academic misconduct must be based on the evidence obtained in the enquiry into the allegation and a finding cannot be made on an assumption due to an earlier incident of academic misconduct. 
(3) A student should be offered the opportunity to attend an interview, face-to-face or online, and/or to make a written submission with sufficient time for the student to arrange for a support person. A student may be accompanied by a support person noting the following:
· A student must advise the interviewer in advance of the name of the support person
· The support person  can assist the student in several ways including preparing for the interview and providing a written response; and
·  Must not unnecessarily interrupt the meeting proceedings, interject, be obstructive to the flow of communication or respond to questions the student must answer.

(4) The interview proceeding may be attended by the Unit Coordinator, Head of School, or School Academic Integrity Officer where relevant and appropriate. The interview should discuss the academic misconduct and its level. In an event where the student fails to attend an interview, the investigation and review process continues in the absence of the student interview and a decision is made accordingly. 
(5) The decision-maker must make a final determination about the level of academic misconduct where established, and an appropriate penalty for the academic misconduct on the basis of the evidence, the previous record of the student, and any other factors relevant to the academic misconduct. 
(6) The following procedures for the generation and keeping of confidential records relating to academic misconduct must be followed centrally, as well as within all Schools and teaching and supervision units at UWA:
(a) All information relating to academic integrity matters must be recorded in ADVOCATE.  This information includes:

· Findings,
· Level of misconduct (minor, moderate, major)

· Aggravating circumstances e.g. prior incident of academic misconduct;

· Mitigating circumstances e.g. significant personal circumstances, within 48 points etc.

· Penalties;

· Appeals and final findings and penalties.

(b) Recording of Level 1, first 48 points of study, first instance:
· These instances must be recorded by the relevant Unit Coordinator via ADVOCATE online report form, reinforcing the positive educational orientation of UWA’s approach. 
· The finding and decision to provide academic counselling is sent via ADVOCATE and where the student’s status of being within the first 48 points is confirmed, the student will receive confirmation within 10 University working days.

· Should the School identify that the student has provided false or misleading information to the Unit Coordinator, the student will be advised of progression of their case to the School’s Academic Integrity Officer who will investigate, make findings and determine penalties.
· The records maintained in ADVOCATE in de-identified aggregate, provide School-wide information against which to assess the ongoing effectiveness of educational strategies to diminish minor misconduct.
(c) Recording academic misconduct occurring at other levels

· Outcomes of proven cases of academic misconduct including, level of academic misconduct that has been established must be recorded in ADVOCATE 
· A student must be provided with the outcome within 10 University Working days and this must include information as to any appeal open to the student.
(d) The outcome notification sent to the student will also be held on the students confidential student file but does not appear on a student’s academic transcript. Access to a student's confidential file and ADVOCATE is generally restricted to those University staff members and officers who are nominated under the University's guidelines as being directly responsible for:  
· decisions relating to findings and the formulation of appropriate penalties; 

· the oversight of an appeal against an academic misconduct finding and/or penalty;

· the re-admission of a student after a period of exclusion;

· the collation and reporting of de-identified data relating to academic misconduct for the purposes of centralised monitoring and planning;
· external reporting, where necessary;
(e) ADVOCATE is intended to provide an efficient basis for academic staff to identify and track students who continue to engage in academic misconduct.
Part 2 – Specific Responsibilities for Handling Academic Misconduct Cases 
2 (A) Responsibilities of teaching staff including sessional staff (other than a Unit Coordinator)

(1) Teaching staff including tutors, demonstrators, and other sessional and full-time staff, in cases of suspected academic misconduct, must immediately notify the relevant Unit Coordinator and supply the Unit Coordinator with details and evidence relating to the matter. In the case of suspected plagiarism, this information must include the relevant work, and reference to the material upon which the work allegedly draws. 

(2) In other cases of alleged misconduct, staff must furnish Unit Coordinators with written details of the time, place and circumstances of the alleged misconduct. The matter will then be handled further by the Unit Coordinator.
(3) Beyond the provision of relevant information to Unit Coordinators, teaching staff in a unit of study:

(a) should neither pursue a suspected case of academic misconduct, nor interview a student in relation to it, nor communicate with anyone other than the relevant Unit Coordinator, Head of School, Dean or other nominated University officer as requested, regarding any alleged case of misconduct.

(b) must neither impose independently any penalty for alleged misconduct, nor formulate alternative assessments for the student involved, nor engage in any other procedure outside the existing University protocols.

(c) must be informed by the relevant Unit Coordinator or organisational unit at the commencement of each semester of their role and responsibilities in relation to alleged academic misconduct.

(4) Examination supervisors provide a report to the Unit Coordinator of any suspected misconduct by a student in the examination and any actions taken by the supervisor.

2 (B) Responsibilities of a Unit Coordinator
The Unit Coordinator is the official examiner of a unit under University procedures. Therefore

(1) Unit Coordinators should not devolve their responsibilities in relation to academic misconduct to other teaching staff within the unit. In cases where the unit coordinator is unexpectedly ill or otherwise indisposed, the responsibility for initial decisions relating to academic misconduct is assumed by the School Academic Integrity Officer.

(2) Unit Coordinators must brief all relevant staff engaged in teaching and assessment of the unit at the beginning of each semester regarding procedures for the handling of academic misconduct within the unit, and particular elements of assessment requirements as they occur in the course of the unit and are notified to students in the unit outline and/or assessment mechanism statement. Particular attention must be given to protocols relating to group work and its assessment, where this element is included for assessment in the unit.
(3) Unit Coordinators should follow the procedures set out in Part 1 for handling an academic misconduct case.
(4) Unit Coordinators are responsible for advising students that they are suspected of committing academic misconduct no later than when assessment items are returned to other students. This advice must be confidential and coupled with procedural information so that the student understands what occurs next.

(5) Unit Coordinators must record all cases of alleged academic misconduct via ADVOCATE, including academic misconduct not proven, or occurring at Level 1 (Minor Academic Misconduct 

(6) Unit coordinators are responsible for the provision of appropriate academic counselling to students which may consist of direct discussion and advice, and/or referral to appropriate support services and materials.

(7) The student will be advised of academic counselling via ADVOCATE once reviewed in the School.  
(8) For instances that Unit Coordinators believe should lead to deduction of marks for the assessment item, Unit Coordinators may impose an appropriate deduction of marks, and record the outcome in ADVOCATE which will advise the School Academic Integrity Officer of the finding and penalty. 
(9) Unit Coordinators must refer all other higher-level instances that, if proven, attract a higher penalty to the School  Academic Integrity Officers, as appropriate, for handling. In so referring cases, Unit Coordinators must submit via the online ADVOCATE form:

(a) the student's work that is under consideration; 
(b) supporting details and clear evidence relating to the matter including:

· copies of relevant material in cases of suspected plagiarism; 
· details of time and circumstances concerning other cases of alleged misconduct; 
· information provided to students concerning the item of assessment under consideration; and 
(c) their written advice regarding the level of academic misconduct they believe is evidenced within the work, and, if deemed appropriate, a suggested penalty.

2 (C) Responsibilities of the School Academic Integrity Officer

(1) In cases notified to the School Academic Integrity Officer (SAIO) for deliberation, the SAIO handles the case in accordance with the procedures set out in Part 1 of this Schedule. 

(2) If academic misconduct is proven for Level 2 cases, the SAIO applies penalty in accordance with Schedule 1 for coursework students.

(3) The SAIO ensures that recording of the case occurs in accordance with the procedures set out in Part 2 of this Schedule (Schedule 3).

(4) The SAIO ensures that the student's confidential record in ADVOCATE is kept current and accessible. 
(5) The SAIO provides advisory support to Unit Coordinators and Heads of School on all procedural and policy application matters, including advice concerning the previous record of the student, the conduct of the matter to date, and the penalty they believe should be applied in the specific case.

(6) In any case of academic misconduct that, according to Schedule 1 for coursework students, is at a level that may attract penalties exceeding failure within a specific unit of study – namely the concurrent failure of other units; a period of suspension; exclusion from the School; expulsion from the University; and non-conferral of a degree – or that demands referral for warning to the Dean of Graduate Research School the SAIO provides full details of the case to the relevant authority for their consideration.

(7) The Regulations allow for an appeal for any case determined by a SAIO or higher.

(8) Where a case has been considered and determined by the SAIO the appeal is heard by the Head of School (or delegate) 
(9) The SAIO undertakes periodic monitoring of levels of reported academic misconduct within the School.

(10) The SAIO liaises with SAIOs from other Schools at twice-yearly meetings convened by the Deputy Vice-Chancellor (Education) or delegate to discuss issues arising from the policy or procedures, to ensure ongoing monitoring of procedures and alterations as required.

(11) The SAIO provides relevant information and advice to staff in relation to academic misconduct policy, as it may bear on the handling of particular cases
2 (D) Responsibilities of the Head of School
(1) In cases notified to the Head of School for deliberation, the Head of School may appoint an investigator (normally the SAIO) to review the evidence of academic misconduct and the advice brought before them by the SAIO.
(2) The Head of School considers any appeal relating to a case in which the SAIO was the decision maker. 
(3) The Head of School handles the academic misconduct case in accordance with the procedures set out in Part 1 of this Schedule (Schedule 3).

(4) If academic misconduct is proven for Level 3 cases, the Head of School applies penalty in accordance with Schedule 1 for coursework students.

(5) A proposed penalty for academic misconduct that includes expulsion from the University or non-conferral of a degree, diploma or other award to which the student would otherwise have been entitled must be referred to the DVCE, with appropriate evidence, for decision or for referral by DVCE to a Board of Discipline.
Part 3 – Procedures for Managing Appeals

(1) Schools and other teaching and supervision units must ensure that information relating to appeals cites the correct set of appeal procedures. 
(2) The relevant appeal regulations are those contained in 'Regulations for Student Conduct and Discipline' section 19:  the mechanisms for ‘Appeals process in the case where there is dissatisfaction with an assessment result and/or progress status' do not pertain in academic misconduct cases, and must not be used.
(3) Any notification of a finding of academic misconduct in relation to a student must include clear information regarding their rights of appeal, the process to be followed and the relevant time limits relating to notification of an appeal if such an option is to be pursued.
(4) Within the context of an interview with the student by a Head of School, School Academic Integrity Officer, or Unit Coordinator, a student's right of appeal must be reiterated.
(5) All School publications on matters relating to Academic Integrity provided to students and staff must include information relating to the right of appeal.
(6) In the event of a successful appeal leading to dismissal of a finding, or in the event that an appeal results in the modification of a finding and/or a penalty, a student's case record in ADVOCATE and where relevant their record in SIMS, must be amended accordingly to reflect the final outcome, and all relevant paperwork, including the previous records, associated with the case and the appeal must be transmitted to central records for secure storage.  
Part 4 – How to Operationalise the Use of Levels of Academic Misconduct
(1) All Schools and teaching/supervision units at the University must put in context the common definition of academic misconduct, using the Level 1 (Minor) / 2 (Moderate) / 3 (Major) framework, and emphasise those elements of academic misconduct that are of particular relevance to teaching and learning in the school.

(2) In particular, Schools and teaching/supervision units must provide to students upon enrolment, via appropriate websites, specific information including:
(a) clear definitions that best reflect the principle concerns within their school regarding academic misconduct, including local definitions of plagiarism, group work protocols, open book examination protocols and/or appropriate laboratory/research procedures;
(b) a guide about the quantity of plagiarism within an assessment that equates to preliminary findings of Level 1 (‘minor’), Level 2 (‘moderate’) and Level 3 (‘major’) misconduct, set at less than 10% of assessable content, 10-25% of assessable content, and more than 25% of assessable content, respectively; and a statement that close paraphrase and ‘cut and paste’ techniques are encompassed by the policy;

(c) advice to students:

1 regarding the avenues of guidance they may seek to improve their understanding of both academic literacy and academic misconduct (tutors, lecturers, student service advisers, online programs such as those provided by the library);
2 that they must inform themselves about any more detailed individual assessment item guidelines that are provided within unit outlines and/or assessment mechanism statements;

3 directly or via links to other relevant support material to assist them to develop appropriate skills in note-taking, writing and referencing, to meet School standards;

4 concerning the approaches to group work used within the School, including assessment and the handling of suspected misconduct within items submitted by a group for assessment;

5 about the avenues of support within the School through which further advice concerning plagiarism and its avoidance may be gained;

6 about the scope of sources to which plagiarism policy may relate, including visual, digital, musical  and other media forms, and computer codes;

7 about appropriate disciplinary referencing conventions;

8 that they must read and sign an appropriate declaration on a coversheet or equivalent for each item of assessment within a unit;

9 concerning procedures in the investigation of academic misconduct;

10 concerning penalties for established cases of misconduct at different levels;

11 that qualitative factors will also be used in finalising judgments relating to seriousness of plagiarism;

12 that all cases of established misconduct are centrally recorded as part of a confidential record, but that such a record does not appear on a student's official academic transcript;

13 concerning their rights and responsibilities in relation to appeal mechanisms in cases of academic misconduct, and the availability of advice in such instances from the Guild Student Assist Unit;

14 about protocols for transnational students, ensuring that principles and practices conform to University policy;

(3) All School guidelines must be made available in electronic form and facilitate a direct link to the central website regarding academic misconduct, for ease of reference by students and staff.
Part 5 – Procedures for the Provision of Instructions / Information to Students  

5 The Use of Signed Coversheets or equivalent (e.g. Declarations via Electronic Submissions)
(1) All individual essays and other written work submitted for assessment by a student at UWA must be accompanied by a coversheet or equivalent (e.g. electronic declarations on LMS) declaring that:

a. the student is aware of the existence of the policy relating to academic misconduct; 
b. the work is their own, and that it complies with the guidelines for assessment for that assessment item; and

c. the student acknowledges that the work may be electronically scanned for detection of plagiarism. 
(2) The signed coversheet or equivalent may take the form of using the available form (see guidelines) or an electronic submission process designed by individual Schools. 

(3) For group assessments which are accompanied by a coversheet or equivalent (see guidelines) or an electronic submission process designed by individual Schools) each group member must sign and declare that:
a. they are aware of the existence of the policy relating to academic misconduct; 
b. their contribution to the group product has been their own work; 
c. they have complied with the guidelines for assessment for that assessment item; and 
d. they acknowledge that the work may be electronically scanned for detection of plagiarism.
6 Information in Unit Outlines and Assessment Guides

(1) Within unit outlines and/or assessment mechanism statements, Unit Coordinators must direct students to relevant academic misconduct (including plagiarism) policies, associated penalties and appeal information for the School in which the unit is offered.

(2) Information to students relating to any individual item of assessment must be included either in the unit outline, or in detailed assessment instructions, and must include explicit guidelines to clarify:

a. the extent, if any, of permissible collaboration (group discussion; and/or collaborative research; and/or sharing of notes; and/or collaborative writing);
b. in the case of group work where it constitutes part of unit assessment, an instruction for students to retain such items as research notes and a record of their individual input, and any further measures to ensure accountability, that may later be called upon in the investigation of cases of suspected academic misconduct.
ADVOCATE information:

· All incidents of academic integrity noted by, or reported to, the Unit Coordinator are entered into ADVOCATE via the public form
· Coursework Academic misconduct including final determinations and/or appeal outcomes are managed via internal ADVOCATE forms. 
SECTION TWO
Procedures for managing HDR academic misconduct in the production of assessable work leading to the submission of a thesis
Section two of this schedule (Schedule 3) relates to procedures for managing academic misconduct by HDR candidates in the production of work for assessment, or assessable work, which includes work submitted to supervisors, Advisory Panels and/or Graduate Research Coordinators and Graduate Research School in the context of: (a) admission; (b) milestones such as research proposals, Confirmation of Candidature, annual progress and interim reports; and other reviews of candidature; and (c) thesis examination. 

This section comprises three parts.

Part 1 - General Procedures for Handling HDR Academic Misconduct 
(1) A finding of academic misconduct must be based on the evidence obtained in the enquiry into the allegation and a finding cannot be made on an assumption due to an earlier incident of academic misconduct. Before commencing any investigation, consideration must be given to the type of conduct alleged to have occurred may be also considered research misconduct and if so report this to the Dean of the Graduate Research School. 

(2) A finding of academic misconduct must be based on the evidence obtained in the enquiry into the allegation and a finding cannot be made on an assumption due to an earlier incident of HDR academic misconduct. 

(3) A HDR student should be offered the opportunity to attend an interview, face-to-face or online, and/or to make a written submission with sufficient time for the student to arrange for a support person. A student may be accompanied by a support person noting the following
· A student must advise the interviewer in advance of the name of the support person
· The support person  can assist the student in several ways including preparing for the interview and providing a written response; and
·  Must not unnecessarily interrupt the meeting proceedings, interject, be obstructive to the flow of communication or respond to questions the student must answer.

(4) The interview proceeding may be attended by the Supervisor, Graduate Research Coordinator, Head of School, Dean, Graduate Research School or School Academic Integrity Officer where relevant and appropriate. The interview should discuss the academic misconduct and its level. In an event where the student fails to attend an interview, the investigation and review process continues in the absence of the student interview and a decision is made accordingly. 

(5) The decision-maker must make a final determination about the level of academic misconduct where established, and an appropriate penalty for the academic misconduct on the basis of the evidence, the previous record of the student, and any other factors relevant to the HDR academic misconduct. 

(6) The following procedures for the generation and keeping of confidential records relating to academic misconduct must be followed centrally, as well as within all Schools and supervision units at UWA:
(a) All Schools and supervision units at UWA must complete relevant forms via ADVOCATE for recording defined instances of academic misconduct at all levels and in all cases, without exception;

(b) The Graduate Research Coordinator must enter the findings, considerations and penalty applied in ADVOCATE noting that records do not  appear upon a student's academic transcript;

(c) Access to a student's confidential record is generally restricted to those University staff members and officers who are nominated under the University's guidelines as being directly responsible for:  
· managing candidature;

· decisions relating to the formulation of appropriate penalties; 

· the oversight of an appeal against an academic misconduct penalty;

· the re-admission of a student after a period of exclusion;

· the collation and reporting of de-identified data relating to academic misconduct for the purposes of centralised monitoring and planning;
· external reporting, where necessary;

· managing scholarships and sponsors;
Part 2 – Specific Responsibilities for Handling HDR Academic Misconduct Cases 

2 (A) Responsibilities of Supervisors
(1) Supervisors, in cases of suspected HDR academic misconduct, must immediately report the incident and any decisions within their authority via ADVOCATE’s on-line report form. 
(2) In the case of suspected plagiarism, this information must include the relevant work, and reference to the material upon which the work allegedly draws. 

(3) In other cases of alleged misconduct, supervisors must furnish Graduate Research Coordinators with written details of the time, place and circumstances of the alleged academic misconduct. The matter will then be handled further by the Graduate Research Coordinator.

(4) Beyond the provision of relevant information to Graduate Research Coordinator, supervisors:
(a) should neither pursue a suspected case of academic misconduct, nor interview a student in relation to it, nor communicate with anyone other than the relevant Graduate Research Coordinator, Head of School, Dean of Graduate Research School or other nominated University officer as requested, regarding any alleged case of HDR academic misconduct.

(b) must neither impose independently any penalty for alleged HDR academic misconduct, nor formulate alternative assessments for the student involved, nor engage in any other procedure outside the existing University protocols.

(c) must be informed by the Graduate Research Coordinator of the relevant organisational unit at the commencement of each semester of their role and responsibilities in relation to alleged HDR academic misconduct.

2 (B) Responsibilities of Graduate Research Coordinators (GRCs)
(1) GRCs should follow the procedures set out in Section Two - Part 1 for handling a HDR academic misconduct case.
(2) GRCs are responsible for advising students that they are suspected of committing academic misconduct as soon as it is detected. This advice must be confidential and coupled with procedural information so that the student understands what occurs next.

(3) If HDR academic misconduct is proven for Level 1 cases, the GRC applies penalty in accordance with Schedule 2 for HDR students.

(1) The GRC ensures that recording of the case occurs in accordance with the procedures set out in Section Two - Part 2 of this Schedule (Schedule 3).

(2) The GRC ensures that the student's case record in ADVOCATE, where relevant their record in SIMS, and in the Candidature Management System are kept current and accessible. 
(3) The GRC provides advisory support to Supervisors and Heads of School on all procedural and policy application matters, including advice concerning the previous record of the student, the conduct of the matter to date, and the penalty they believe should be applied in the specific case.

(4) In any case of HDR academic misconduct that, according to Schedule 2, is at a level that may attract higher penalties exceeding those prescribed at Level 1 the GRC provides full details of the case to the relevant authority for their consideration.

(5) The GRC undertakes periodic monitoring of levels of reported HDR academic misconduct within the School.

(6) The GRC liaises with GRCs from other Schools at twice-yearly meetings convened by the Dean of Graduate Research School to discuss issues arising from the policy or procedures, to ensure ongoing monitoring of procedures and alterations as required.

(7) The GRC provides relevant information and advice to supervisors in relation to HDR academic misconduct policy, as it may bear on the handling of particular cases.
2 (C) Responsibilities of the Graduate Research School (GRS)
(1) In cases notified to the GRS for deliberation, the Graduate Research Coordinator should provide an investigation report to the Dean, GRS for review of the evidence of academic misconduct and the advice brought before them by the GRC.

(2) The Dean, GRS handles the HDR academic misconduct case in accordance with the procedures set out in Section Two - Part 1 of this Schedule (Schedule 3).

(3) If HDR academic misconduct is proven for Level 2 cases, the Dean applies penalty in accordance with Schedule 2 for HDR students.

(4) A proposed penalty for academic misconduct that includes expulsion from the University or non-conferral of a degree, or withdrawal of the award to which the student would otherwise have been entitled must be referred to the relevant DVC, with appropriate evidence, for decision or for referral by the DVC to a Board of Discipline.
Part 3 – Procedures for Managing HDR Appeals

(1) Schools and other teaching and supervision units must ensure that information relating to appeals cites the correct set of appeal procedures. 
(2) The relevant appeal regulations are those contained in 'Regulations for Student Conduct and Discipline' section 19:  the mechanisms for ‘Appeals process in the case where there is dissatisfaction with an assessment result and/or progress status' do not pertain in academic misconduct cases, and must not be used.
(3) Any notification of a finding of academic misconduct in relation to a student must include clear information regarding their rights of appeal, the process to be followed and the relevant time limits relating to notification of an appeal if such an option is to be pursued.
(4) Within the context of an interview with the candidate by a Graduate Research Coordinator or Dean, Graduate Research School, a candidate’s right of appeal must be reiterated. The candidate must confirm, verbally or in writing, that the right of appeal is understood.
(5) All School publications on matters relating to HDR Academic Integrity provided to students and staff must include information relating to the right of appeal.
(6) In the event of a successful appeal leading to dismissal of a finding, or in the event that an appeal results in the modification of a finding and/or a penalty, a candidate's electronic record must be amended accordingly to reflect the final outcome, and all relevant paperwork, including the previous records, associated with the case and the appeal must be transmitted to central records for secure storage.  
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