Manage academic misconduct: AUCKLAND

Process decision (Discipline Committee) Seval et Dol

B~ NEW ZEALAND

The Discipline Committee decides academic integrity breaches that have
been categorised as major/category 2. This guide describes preparing for the
Discipline Committee meeting, and notify students of the outcome.

1 Prepare for meeting: identify case(s)

Prior to the Discipline Committee meeting you need to generate a hearing
packet that includes all of the cases to be heard.

Al Incident Reports (All Reports)

‘Calendar

Advanced
Search

JXW Public Pending Processing = Closed

Appointments

All Reports

Parent Only

Announcements

Go to the Incident Reports list
view. Search based on Child,
p—— e | and select More Filters.

Students Keywords.

®  Lurrent Keports

Search [ Child - ]

+ More Filters

e Archived Reports

*  Draft Reports Q, Apply Search O Clear Save Defaults

Assigned To Group
[select] i ] ) Clear

Set Assigned to Group to
Discipline Committee, and Include
Closed Cases to No.

Discipline Committee ‘

Include Closed No
Cases

2 Prepare for meeting: generate hearing packet

5. Actons  Students I | < Back b Confirm you have selected the
Acadermic misconduct rlght Cases’ and place a
~ooazz.ooa| o peke checkmark next to each one.
Q7 & Maya S|
—————— Go to Batch Options, and select
documents Create Hearing Packet, then
-+ 00336-001- T . . .
B 7 apmson  entDisciine Academlc_ misconduct hearing
packet with documents. Select
OK.
-+ 00335-001-2022 (Pendin Resolution) &~
@7 = Perfect Student & ’ @




Manage academic misconduct: W AUCKLAND

Process decision (Discipline Committee) t*/ e

NEW ZEALAND

3 Download hearing packet for committee

@1 System Settings

PDF Queue
Tools

Case History Case Share Hearing Packet Document
Letters Queue - -
Templates Queue Queue Queue Queue

Contacts

© Reminders

Users / Groups + PDFs will be generated every 15 minutes
- Files and PDFs will be deleted 21 days after their creation
Forms = You can click on the PDF icon to open it in a new window or right click and choose 'Save as' to save to your desktop
PDF Queue
Keywords
Pickdists Y
Help
Q, Apply Search + More Filters
Document Library
Eventlog Items 1-3 of 3 Showing 20 ~
Rules Title Status Expiration Date Created By View PDF
5 My Account Batch Incident Report Hearing Packet Request 20220620 11 July, 2022 12:00 am. Trainer Trainer
USERS ONLINE Batch Incident Report Hearing Packet Request 20220614 Completed 5 July, 2022 12:00 a.m Victoria Allison E
Batch Incident Report Hearing Packet Request 20220610 Completed 1 July, 2022 12:00 a.m Victoria Allison e

You will be automatically directed to the Hearing Packet Queue - and the
packet will be generated within 15 minutes.

If you exit the system in this time, you can return to the queue by selecting
Tools, then PDF Queue.

Once the PDF has been generated, the Status will update from Pending to
Completed, and you will be able to select the packet under View PDF.

4 Attend meeting

Each studentis invited to attend the meeting to present theirview of events.
If the meeting is in person, they will wait outside the room until called. For
online meetings, they will wait online to receive the meeting link. The meeting
link is sent to them via their University email address once the committee is
ready to hear from them.
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5 Capture meeting notes into the system

00335-001-2022 (Perfect Student - 1234567)

= BackTo List

Q Apply Search + More Filters
Showing 20
= Modified Last
Cat = Bod Respor Last Resgor Created
ategory | y esponses a5t Responses. reate brsaf  Moded
17 May.
July Mee May. 2022 July
7 2022710
- [ Coo Not 10am. Coaper o
MK1805 Test B May, 2022 18 My,
0 @ #  MK1805Test note Othe T S 2022 3:10
# nate. 10 :

After the meeting, find the case by searching for the student’s name, ID,
or the case number on the main Incident Reports page. Select the case

and go to the Notes tab. Select Add New Note.

Incident Report 00335-001-2022: [new note] =- BackToList

Core

e
Advi
Information

isors  Actions

@ Enabling discussion for this note will make the body of this nate un-editable once a response is added,

Update the Category and add a
Subject line (‘Summary of
Discipline Committee meeting’.

Describe the key discussion points

Submit. Save

* indicates a required field

NOTE DETAILS

Category

[ Summary of recommendation ~ l
Subject ‘ Summary of Discipline Committee meeting |
Body Perfect Student attended the Discinline Committee meeting on 20/6/2022. She

argued that... ‘

in the Body field. Mark the Note
Type as Semi-Private, and leave
the other options defaulted to No.

Once complete, hit Submit.

Home

00364-001-2022 (Perfect Student - 1234567) =- BackToList

Calendar
Interim

Directives

Core
Information

Pending Meeting Pending Decision
@ Possible Next Steps:

Cancel

Advisors  Actions 2 Meetings 0 o Directives 0 Letters

Appointments

Announcements Pending Resolution Appeal Closed

Students
Incident Reports
Create Incident Action

Current Reports

Archived Reports / Edit

Other Actions ~

Draft Reports
INCIDENT REPORT INFORMATION

Click on Enter Decision

] Appeals 0

Docume...

« Incident Report Info

Assigned To:
Submitted:

Processed:

By:
Modified:

By:

N/A

15 June, 2022 12:48
pm.

20 June, 2022 12:53
pm.

Julva Cooper

20 June, 2022 2:02
pm.

Trainer Trainer
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7 Enterthe decision

00364-001-2022 =- BakToList

Core Interim

N Advisors  Actions 2 Meetings 0 0 Directives 0 Letters 0
Information

Directives

Submit + Save & Add Directive + Save & Create Letter Cancel

* indicates a required field

ENTER THE DECISION

Allegations

[ seet ~ Select the allegations that the
!‘Amdsmi:|meguy-r<?suhmamng_.m_omsutmim-dwurk |I StUde nt IS ReSpOnSible For’ and
Resporsible For [ 5 cer Not Responsible For.

f
I‘ B Academic Intagrity/Resubmitting previously submitted work | I

Update the Decision Date (based
on the date the committee met),
B B and Select the Eligible Appeal

Type (Either Category 2 or Major).

| select v | O Clear

Eligible For Appeal * ® Yes O Ne

Eligible Appeal Type *

[ sewenre Click on Save and Add Directive.

I Review category 2 exam decision

[ Review miner coursewark decision

[ Review PAP derisian
1of 6 selected [ show selected | [ show all |

Submit + Save & Add Directive + Save& Create Letter Cancel

8 SelectDirectives

00364-001-2022 =~ BakToList

Bl - r 2 e o TR o e o Select the Directive from the
- drop-down list and add specific
information to the free-text

Directive Detail box.

© You added a Conviction for Resubmitting previously submitted work

*indicates a required field

If there is more than one
directive (e.g. a reduction in the
I| Major academic mis[...Jct in examinations /A reduction in your final grade I eXa m ma rk AN D a red u Ct i 0 n i n
Directive Detail

| T e the final grade), select Add
Additional Directive.

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

Directives DIRECTIVE #1
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Core
Information

y . Interim S i . i i
Advisors  Actions 2 Meetings 0 Directives ©  Directives (1 Lsuem@ Appeals 0 Docume.. 2 Note >

Online Preview

Submit (No Email)

Print PDF Preview I Email Letter Now ~ Incident Information

Save As Draft

Cancel

IR# 00364-001-2022

" indicates a required fiel

NOTIFICATION LETTER

Letter Template

Subject

HTML Format

HTML Body *

Academic Integrity

d Breach Allegation
Academic Integrity: Poor Academic

Incident Severity  Practice

20 June, 2022 12:50
p.m.
Location of Incident VIRTUAL

|

I Student: Decision on academic misconduct - (Discipline Committee)

Discipline Committee: Decision ([incident|course_name] [incident|course]) Accused Student  Perfect Student &

@ Yes O No
+ Allegation Information

Acader
Integri

| FontFamiy - FontSzes - Fomats~ A - A - Allegations

B MNEEEE

Select the appropriate template (Student: Decision on academic misconduct -
(Discipline Committee) and manually update any text highlighted in-.

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

Save the letterto a secure location with an appropriate file name (e.g. "DRAFT-
<Student Name> Decision Letter”). Click Save as Draft. Do Not Click Email
Letter Now

10 Upload copy of DRAFT decision letter

Document Type

Privacy Type

Description

Classification

Status

Save

Delete

Il Decision Letter I

@ Semi-Private O Private

DRAFT decision letter - to be sent for approval

Attachment

Decision Letter

O Emails

[0 Meeting Notes

[ Police Report

O sanction Information

O Submitted Support Documentation

C Dral

Cancel

~]
Go to the Documents tab, and select Add
New Document. Upload or drag in the
draft decision letter and select Edit
Details.

- Set the Document Type to Decision

Letter, and Classify the document as an
Attachment and Decision letter.

Select Final and then Save

Select Done.

Although the decision letteris DRAFT you must tag it as Final in order to @
attach it to the approval request email.
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11 Createincident action: manage approvals

Incident Report 00354-001-2022: [new incident action] = BackTouList
Core Advi JISENEY 2 )| Meetings © | Directives (1 Letters (3 | Appeals (0 Do 3 Notes 2 Eventlog Access Rights
Information VISOrs ctons eetings I 1= Elers J peails CUMeE... otes £ VENL LOg Coess Kigl
Submit Save Save & Schedule Meeting Save As Draft Cancel

* indicates a required field

INCIDENT ACTION

Student rl‘ect Student [ - ) (1234567)

Action Type || Al Obtain approval {Discipline Committee decisien letter) I ~ |

Checklist ltems
Import From Checklist Template b

Choose a checklist template to import: I Al: Obtain approval {Discipline Committee decision letter) ~ [I

1. Update directives and other decision fields

2. Create draft decision letter and save as draft

3. Save decision letter as a PDF, and load into Documents tab
4. Send approval reguest email with draft letter attached

5. Once approval email received, forward into case

4. Send approved decision letter to student

Go to the Actions tab, and select Add New Incident Action. Check the box by the
student’s name.

Add the Action Type 'Al: Obtain approval (Discipline Committee decision letter)".
Load the Checklist called ‘Al: Obtain approval (Discipline Committee decision
letter)’ Set a Deadline Date, add your name to the Assigned to Staff field,
and Save.
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12 Send approval request email

]
et Return to the Core Information tab.

I Under Other Actions, select Send
T Letter.

Send Letter

Schedule Meeting

Incident Report 00364-001-2022: [new letter] =- BackToList

Select the Letter Template called

Approver: Request to approve decision
on MAJOR/ Category 2 academic
misconduct.

Information Directives

Online Preview Print PDF Preview Email Letter Now Submit (No Email)

Save As Draft Cancel

* indicates a required field

NOTIFICATION LETTER

Letter Template I [ Approver request to approve decision on MAJOR/ Category 2 academic ~ II

Subject

‘ IN CONFIDENCE: approval of decision related to major/ category 2 acaderm | Impo rta nt: Re move the Stude nt
S— | al from the recipient list

I ‘ Student, Perfect (1234567) |I

Recipient Student Group(s) ‘ Q|

Additional Recipientis) Provide additional email addresses separated by semicolon Ad d t h e a p p ro Ve r to t h e Ad d “io na I
| ) recipient(s) field, and update letter
cCLeters Selctadresses here s cd e below content as required.

| Viet Q| o cesr
I | [ victoria Allison (vic.allison@gmail.com) I U S e t h e C C Lette r to o r Ad d

r additional CC field(s) to cc any staff
who need to be informed.

Add additional BCC Comm

T Check the box to add the draft letter

RAFT Perfect Student Decision Letterpdf ]
as an Attachment, and then Email
Online Preview Print PDF Preview Email Letter Now Submit (No Email)
Letter Now.

Save As Draft Cancel

13 Monitor emails for approval

Fwd: IN CONFIDENCE: approval of decision related to major/ category 2 ac...
@ Victoria Allison <vicallison@gmail.com> S92

To © Victoria Allison 246 pm

DRAFT Perfect Student Decision Letter.pdf

8 M Monitor email for approval, and
i forward into case when received.
’ﬁé:zéé:’a‘;‘:v::‘gfdmm“rsmmmajwcmgmzacademwmmmm The approval email WI” then
appear on the Notes tab.
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You can add emails to a case within Symplicity by forwarding it to
incidentnumber.uoa-advocate@advocate.symplicity.com (e.g. 00012-001-
2021.uoa-advocate@advocate.symplicity.com).

The email address and case number is at the bottom of each email template
sent out from Symplicity.

14 Create final version of the decision letter

Incident Report 00364-001-2022: [new letter] =- BackTolist

Core . e Interim R N v N
e Advisors Actions 3 Meetings 0 Directives 1] Directives 1 LeLLerho Appeals 0 Docume... 4 Not

Online Preview Print PDF Preview Email Letter Now Submit (No Email)
~ Letter Info
Save As Draft Cancel
Created: 20 June, 2022 2:49
p.m.
" indicates a required field By: Trainer Trainer
By: Trainer Trainer
NOTIFICATION LETTER
Letter Template Student: Decision on academic misconduct - (Discipline Committee) ~
~ Incident Information
Subject Discipline Committee: Decision (HISTORY 100) IR# 00364-001-2022
Incident Type Academic Integrity
HTML Format @ Yes (O No Breach Allegation
Academic Integrity: Poor Academic
Incident Severity Practice
HTML Body * i i - 2 207 £
| FontFamily ~ Font Sizes -~ Formats~ A ~ |A - Date/Time of 20 June, 2022 12:50
Incident p-m.
| B i Y] ” = = = = | Location of Incident VIRTUAL
| :E éE ” = | = ” x [h ﬁ El ” ﬂ | Accused Student  Perfect Student &2
L 2= SlmElo 52

Go to the Letters tab and click on the edit icon for the “Student: Decision on
Academic Misconduct (Discipline Committee)” draft decision letterin the list.

Make any chances required by the approver, and then Preview the letter
once again.

Select Print PDF Preview. Save the letterto a secure location with an
appropriate file name (e.g. "FINAL <Student Name> Decision Letter”).

Click Submit (No Email). Do Not Click Email Letter Now
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15 Upload FINAL decision letter

Document Type Il Decision Letter I ~ l

Privacy Type ® Semi-Private O Private

Go to the Documents tab, and select Add
New Document. Upload or drag in the draft
decision letter and select Edit Details.

Set the Document Type to Decision Letter,
and Classify the document as an Attachment

Decision Letter ..

N and Decision letter.
eeting Notes

O Police Report

[ sanction Information

O submitted Support Documentation Se I e Ct Fina I a n d t h e n Sa Ve

= e || coa Select Done.

16 Send the formal decision letterto the student

Incident Report 00364-001-2022: [new letter] =- BackToLit

Core . N Interim -
Advisors  Actions 3 Meetings 0 [+] Directives 1 Letters a

Information Directives

Print PDF Preview Email Letter Now Submit (No Email) GO to th e Lette rs ta b a nd Se I ect

= Create new Letter. Select the
template called Student: Cover

B e e | email for decision letter.
Preview the letterand update

" indicates a required field

Subject ‘ Discipline Committee: Decision ([incident|course_name] [incident|course]) ‘ . )
the text if required.
Recipient(s) ‘ Q‘
‘ [] student, Perfect (1234567) ‘
|‘ —_— o] o cer Use the CC letter to or Add
A g e | additional CC field(s) to cc any
Add additional CC Add additional contacts to be CCed. Staff Who need to be informed (e-g-

This information dded to Contacts after submit

the Course Director and/or AIA).

+ Add ltem

Add additional BCC Comma-separated list of additional emails to be BCCed. Ad d t h e Fl na I vers | on Of t h e d e C| S | on

\ letter as an Attachment.

Attachments checkmark the files you want added to this message

SAFTPerfctSudonkDecion Leteroh Once you are happy with the letter,
AL Perfect Student Decision Letter.pdf -
select Email letter now.

Online Preview Print PDF Preview Email Letter Now Submit (No Email)

Save As Draft Caneel
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Incident Report 00351-001-2022: [new incident action] =- BackToust

Core N . L . - - o
N Advis ors ! leetings 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 l Al Manage case closure v

Checklist Items
Import From Checklist Template Manually Create New Checklist

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

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

3. Action changes in CS9 {if required)

4. Manage all other activities (including fines)

Deadline Date * ‘ 202207-08 = ‘ =)

Once the letteris sent, click on the Actions tab.

Add Action Type AI: Manage case closure, and the checklist AI: Manage case
closure. Set a Deadline Date and assign the action to yourself. Select Save.

18 Manage close out activities (2)

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

C

ore X e R — N . .
information Advisors I\umnso 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.
# Edit Cancel Mark As Complete ¥ fireTraner
Modified: 1 July, 2022 1:41 p.m.
INCIDENT ACTION By: Trainer Trainer
Action Type Al: Manage case closure

Checklist Items
1. K4 Send close-out notification to the complainant (if required) (checked moments ago by
vou)
2. K4 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. Ifthe 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 actionitem as itis complete, and then
Mark as Complete.

Page 10
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19 Close the case

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

+ Pending Meeting « Pending Decision Appeal Closed

@ Possible Next Steps:

Close Incident Directive Followup Create Incident Action

IMCIDENT REPORT INFORMATION
IR# 00851-001-2022

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

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




