Manage academic misconduct: AUCKLAND

Process category 1 decision (Assessment Services) e

NEW ZEALAND

University staff, students and the public can report student academic integrity
breaches. The Assessment Services Office manages breaches in exams. This
guide describes the process once the investigation is complete and a decision
made to issue penalties for minor misconduct.
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INCIDENT REPORT INFORMATION
“ Incident Report Flags
IR# 00351-001-2022

Click on Enter Decision

2 Enter the decision

00351-001-2022 = =am

— Select the allegations that the
L e ' student is Responsible For (and if
—— required Not Responsible For).
o - o= Update the Decision Date
— . . Select the Eligible Appeal Type.
Click on Save and Add Directive.
e — )

— = -

For cases of category 2 (Major) academic misconduct in examinations, see the
‘Escalate to Discipline Committee’ QRG
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3 Select Directives

00351-001-2022 =~ kTl

Select the Directive (2 levels) from
the drop-down list, and add specific
v . information to the free-text box.

Directive Detall

If there is more than one directive
(e.g. a reduction in the exam mark
AND a reduction in the final grade),
select Add Additional Directive.

—Telo

2 Once all directives are added, select
—ole Save and Create Letter.

Incident Report 00351-001-2022: [new letter] =

0 Meetings 0  Directives 1

Select the appropriate template,
e.g. "Student: Confirmation of
academic misconduct - ..."

Print PDF Preview Email Letter Now Submit [No Email)

Manually update any text highlighted
e e e A I EE in [PIRKIiIf required.

|
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Add any required attachments and
ensure that appropriate staff (if
required) are cced on the decision
letter.

Once the letter is prepared, select
Online Preview. Proof-read the
letter carefully to verify that all merge
fields have populated, and that the
letter is correctly formatted.

+ Additem

Attachments checkmark the files you want added to this messsge

Online Preview Print PDF Preview Email Letter Now Submit {No Email) Save As Draft Cancel

Assessment Services staff have the delegated approval to approve decisions on@
category 1 breaches. No additional approval is required.
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5 Send letter

Incident Report 00351-001-2022: [new letter] =- BackTolist

Core
Information

Online Preview Print PDF Preview Email Letter Mow Submit (No Email) Save As Draft Cancel

* indicates a required field

Advisors | Actions | 0 Meetings 0 Directives 1 Lr_':tcr;o Appeals 0 Docume... 0 Notes 0O Eventlog = Access Righis

NOTIFICATION LETTER

Letter Template = o, o .
P Student Confirmation of academic misconduct - collaboration [Assessment Sery

Subject Assessment Services Office: Decision ([incident|course_name] [incident]course])
HTML Format ® Yes O Mo
FITHL Bocly ™ | FontFamiy - 10pt ~ Fomas- A - W-|B 7 U|E = = =
EE|= S| X Db o E|M o | B|— B @ o K
link: [appeal link]. o T -

If you request a review, you are encouraged to seek support from the AUSA Student

Once you are satisfied with all aspects of the letter, select Email Letter Now.

6 Manage close out activities

Incident Report 00351-001-2022: [new incident action] =- BackToList

Core - . e S, . ale . - . . "
o Advisors. Meetings 0 Directives 1 Letters 2 Appeals 0 Docume... 1 Notes 0 EventLog  Access Rights
Submit Save Save & Schedule Meeting + Save & Create Letter Save As Draft Cancel

* indicates a required field

INCIDENT ACTION
Student [0 Michael Carter ( - )(49578374)

Action Type [ Al Manage case closure ~

Checklist Items
Import From Checklist Template Manually Create New Checklist

Choose a checklist template to import: l Al: Manage case closure '

1. Send close-out notification to the complainant (if required)
2. Update case severity field, case summary field etc

3. Action changes in CS9 (if required)

4. Manage all other activities (including fines)

Deadline Date * ‘ 2022-07-08 ™ | )

Once the letter is sent, click on the Actions tab.

Add new Action Type AIL: Manage case closure, and the checklist AI: Manage
case closure. Set a Deadline Date and assign the action to yourself. Select
Save.
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7 Manage close out activities (2)

Incident Report 00351-001-2022: Incident Action : Al: Manage case closure =- BackTolist

Core
Information

Advisors I\c'.wonse Meetings 0 Directives 1 Letters 2 Appeals 0 Docume... 1 Notes 0 EventLog  Access Rights

© Added new Al: Manage case closure Incident Action for Incident Report 00351-001-2022 ~ Incident Action Info
Created: 1 July, 2022 1:41 p.m.
Z Edit Cancel Mark As Complete By: Trainer Trainer
Madified: 1 July, 2022 1:41 p.m.
INCIDENT ACTION By: Trainer Trainer
Action Type Al: Manage case closure

Checklist Items
1. Send close-out notification to the complainant (if required) ichecked moments ago by
you)
2. B Update case severity field, case summary field ete (checked moments ago by you)
3. [ Action changes in CS9 (if required)
4. [] Manage all other activities (including fines)

Deadline Date 8 July, 2022
Completed No
/# Edit Cancel Mark As Complete

Take any required actions, including making changes to the final grade in CS9.
If the report submitter was not cced on the decision letter, send them a close-
out email so that they know the case has been managed appropriately. Check
off each action item as it is complete, and then Mark as Complete.

8 Close the case

00351-001-2022 (Michael Carter - 49578374) =- BackTolist

Advisors  Actions 0 Meetings 0 Directives 1 Letters 1 Appeals 0 Docume.. 0 Notes 0 Eventlog = Access Rights
« Pending Meeting « Pending Decision Appeal Closed

@ Possible Next Steps:

Close Incident Directive Followup Create Incident Action

INCIDENT REPORT INFORMATION

IR# 00351-001-2022

Go to the Core Information tab. Select Close Incident and Submit.

Note that if the student appeals the decision, the incident will automatically
reopen.
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