Flowchart 1: Academic Misconduct process to identify and refer case

Marker

Student
Assessment
+ Sources

Marker/Module
Convenor (MC) identifies™

Contributory work:

MC completes ‘Notice of Advice’ and sends
to student via email to inform them of
concern (cc Academic Advisor (UG) /

Course Convenor (PG), Curriculum and
Assessment Officer (CAO), Marker and

Academic Misconduct).

Evidence File to include:

Misconduct Cover Sheet

student work and sources.

Marker and MC prepare Evidence File

Student Assessment + Sources + Course/Module Handbook +
Study Skills Training + Turnitin Similarity Report
(Turnitin assessments only) + completed Academic

Outline of the nature of the misconduct if case is not self-evident from

First Case* MC (or nominee) invites student to meet
of Collusion/Plagiarism > normally within 10 working days of the
(no previous misconduct) cohort marks publication date (use
3 Give Evidence File to MC including Template Invite). Explain why work is
Academic Misconduct Cover Sheet, bl i lete First G f
A 4 First Case Form (A) and Guidance problematic, complete I_rs .ase orm
|nvestigating for Module Convenors. Send copy (B) and send to Academic Misconduct
Officer (10) of the Academic Misconduct Cover to refer to Academic Practice Workshop
(of School Sheet to CAO and Academic (APW). Give Evidence File to Academic
Misconduct. . .
that owns Misconduct. Student invited to APW.
the module) . .No Ca§e
det . Give Evidence File to CAO
etermines 3  including Academic Misconduct . ‘ o
type of case, Cover Sheet and inform Academic N CAO issues ‘Investigation of
checks with Misconduct. Academic Misconduct’ letter to
Academic . Student within 10 working days of
. Minor Case K blication firm 10
Misconduct — Give Evidence File including marks r.)u. |cg ion to confirm
whether Academic Misconduct cover sheet decision (in all cases cc
student has to Academic Misconduct (copy of Academic Advisor (UG) /
. =
any previous AM Cover Sheet to CAO). Course Convenor (PG), Marker,
misconduct. } Module Convenor and Academic
Major Case Misconduct)
Give Evidence File to Academic [
Misconduct including Academic
Misconduct Cover Sheet (copy of
Academic Misconduct Cover Sheet
to CAO). v
Misconduct
* except for UG assessments after Y2 and Minor & Major Process
Cases referred to Flowchart 2
PGT assessments after A2. Academic
Misconduct.
Updated January 2025




