Manage academic misconduct: AUCKLAND

Investigate (Discipline Committee) B8/ G Wi o i Htars

NEW ZEALAND

The Discipline Committee manages academic integrity breaches that have been

categorised as major/category 2. This guide describes the process for conducting
the Discipline Committee investigation following escalation of the case from the
Assessment Services or Academic Quality Office.

1 Receive notification of case assignment

File Message Help ESET Acrobat Q@  Tell me what you want to do
m~ 8 M- < € — o sharetoTeams 51 B8~
] v

Incident Report Assigned

&G =]
donotreply@auckland.ac.nz 19
To @ Victoria Allison 3:31 pm

Kia Ora,
An incident report has been assigned to you. Please login to review incident report
00338-001-2022: https://uoa-test-advocate.symplicity.com/incident/00338-001-2022

Nga mihi and kind regards

Once escalation is approved, the Assessment Services or Academic Quality Office
will reassign the case to the Discipline Committee. This will trigger a notification
to all members of the group. Click on the hyperlink to be taken into the case.

2 Review the case

Home 00338-001-2022 (Alissa Morgan - 77650527) =o sackToLst

Calendar

Core Interim
Advisors ~ Actions 0 Meetings 0 MMM 0 Directives 0  Lefters 0  Appeals 0 Docume.. 0 Notes 0 = Eventlog Access Rights
Information Directives
Appointments

Announcements Pending Meeting Pending Decision Pending Resolution Appeal Closed )
+ Incident Report Info

Students
Trainer

13 May, 2022 12:10 p.m.
18 May, 2022 1:31 p.m.

@ Possible Next Steps:

Incident Reports
Schedule Meeting Add Allegation(s) Create Incident Action

Victoria Allison

®  Current Reports
13 June, 2022 10:34 am

odified:
®  Archived Reports » Edit Cancel Other Actions ~ By: Trainer Trainer

®  Draft Reports

INCIDENT REPORT INFORMATION
~ Incident Report Flags

o Legacy Reports IR# 00338-001-2022
[] At Associate Dean approval
®  Directives
Status Internal Reporting [1] AUsNAdwcstymvolved
® Interim Directives . . ) . [0  Bullying allegation
Incident Type Academic Integrity Breach Allegation
[ Discrimination allegation
* Incident Actions
Academic Integrity: Incident Severity Minor (] Harassment allegation

Review the case, including the letters, documents and notes tabs.
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3 Create an action to manage investigation with student

Inciut.lentRepurt00338-001-2022: [new incident action] =» Bk uist GO to the Actions tab and Add
MR, \ o\ Incident Action

nnnnn

Ensure Student name is ticked

Select Action Type AI: Engage with
« student (Discipline Committee).
—J Choose the checklist template
Action Type AI: Engage with
student (Discipline Committee).

Set a Deadline Date 10 working
days from today and Assign the
action to yourself.

If the Discipline Committee meeting date is known, select Save & Schedule
Meeting (4A). If the meeting dateis NOT known, select Save & Create
Letter (4B)

4A Meeting date known:

Incident Report 00338-001-2022: [new meeting] = BakTovist

et - ° B lselillballlssl Sct the Meeting Type as ‘Discipline
Committee’ and the Meeting Location as
either‘Face to Face’ or ‘Video'. If Face to

MEETING INFORMATION

s ] -} Face, add the building and room as the
Mesting Location | B | V| Specific Location-
Specifc Location = 1 J

To have the meeting invite appearin a

Attending Staff [select by group] s |
e < staff member’s calendar, select them as
Attending Staff. Set the Date/Time of
it Meeting, and the Length in minutes.

Date/Time of Meeting * [ozoez | o] o 10 v[[ow v[[am v[fo

Length (min.) * I“ I |

Once all meeting information is captured,
select Save & Create Letter. Select the
relevant template and manually populate
any content highlighted in - Preview
the email using the Online Preview
button, and select Email letter now.
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Select the template called ‘Student:
Discipline Committee initial contact
without meeting time’. Manually
populate any content highlighted in
oo - Preview the email using the
Online Preview button, ensure the
student is showing in the Recipient(s)
field and select Email letter now.

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

Cancel

I Student: Discipline Committee initial contact without meeting time (Discipline Gor vl

Subject Discipline Committee: response required ([incident|course_name] [incidentlcourse])

HTML Format ® Yes O No

Once the meeting date and time are set, you will need to send the student a
meeting invite. Go into the Incident Action, and select Edit. Select Save &
Schedule meeting, and follow the steps in 4A to send the student a meeting

invitation.

You can add emails to a case within Symplicity by forwarding them to
incidentnumber.uoa-advocate@advocate.symplicity.com (e.g. 00012-001-

2021 .uoa-advocate@advocate.symplicity.com).

5 Create incident action for Academic staff input

Incident Report 00338-001-2022: [new incident action] =- BackToList

In most cases, the Discipline
Committee does not require further

Interim S
Directives ©  Directives (0 letters (0 Appeals @ Docume.. 0 Notes (0

e information from the academic
N staff involved. In cases where
S more information is required, go to
e ] “ the Actions tab. Click on Add New
Incident Actic

Choose a checklist template to import: IAI Engage with academic I

Select Action Type AI: Engage
with academic. Choose the
checklist template AI: Engage with

6. Forward response into system

EEss academic.
Set an appropriate Deadline date.
Lo < Enter Comments as required.

Julya Cooper (julya.cooper@auckland ac.nz} I ‘

Assign the action to yourself and
, select Save and Create Letter.
Sbmit | Swe | SaveSchedule Mooting SmedsDaft | Cancel
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6 Email information request to the Academic

Incident Report 00338-001-2022: [new letter] = st ux Under the Letter tab, select the Letter
ol -0 [Tl Template: Academic: request for

TR RS additional information on integrity

incident.

NOTIFICATION LETTER

Letter Template

IIAcademic request for additional information on integrity incident (Discipline Com v I Ma nua I I y e d i t a ny cO nte nt h | g h I | g hte d
Subject Potential academic Integrty breach in [incidentlcourse_name] [incidentlcoursel; additional information | n - e g AC a d e m| c hame an d
4.

required

| a additional incident text.

\ q Add the academic to the CC letter to

et | field. Preview the email using the

e Online Preview button and then
select Email Letter Now.

CC Letter To Select addresses here and/or add more below

[ af o der Note that when the recipient responds,
— 1 | their email will need to be forwarded
into the system

Add additional CC

+ Additem

If the Academic’s name is not listed under the Email letter to field, select Ad
Additional CC and enter academic details. Theirname will appear on the list next
time.

7 MonitorIncident Action dashboard

Home: Incident Actions

Calendar
Incident fpor Checkdist
) Actions rehives Templates
Appointments

Keywords
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Students
Q  Apply Search + More Filters
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. - L g udent (Discipline - u ur
®  Legacy Reports Q pl Student y: vl

2022 Committee) Cooper 0

*  Directives

00356~ Al: Manage review
10 June, 2022
) B 7 oo request (major, NA - Yes 23 June, 2022 une No
® Interim Directives 2022 category 2) 7:1Zam

® Incident Actions 00338- Statt
[m] Q7 oo Al Engage with N/A No Julya 20 June, 2022 18 June, 2022 No
. p - u
academic v o 1103am
® Incident Scores 2022 Cooper

Go to the Incident Actions tab, and set the filters to show your actions, and
open cases. Sort by deadline date.

If the deadline for the student to respond has passed and all required
information has been gathered, mark the incident action as Completed.




