
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Guide for Faculty staff 
on Academic Misconduct Procedures 



Page 2 of 32 
 

Contents  
 
 

 
 
 

Page No 

 
1. Introduction  

 
3 

 
2. Academic Induction Period – plagiarism and collusion  

 
3 

 
3. Panel membership  

 
4 

 
4. Academic Misconduct process flowchart  

 
5 

 
5. Process  

 
6 

 
6. Applying procedures to more than one student  

 
10 

 
7. The Academic Misconduct Procedures at collaborative 
partners  

 
11 

 
8. PSRB and fitness to practise  

 
12 

 
9. Guidance on offences  

 
12 

 
10. Apologising  

 
13 

 
12. list of appendices  

 
14 

 
a) APPENDIX 1: the record sheet of offence  

 
15 

 
b) APPENDIX 2: invitation to an informal meeting  

 
16 

 
c) APPENDIX 3: Student admission of academic misconduct 

form  

 
18 

 
d) APPENDIX 4: letter confirming result of informal meeting (three 
options) 

 
19 

 
e) APPENDIX 5: letter inviting students to formal hearing (other 
forms of Academic Misconduct) 

 
22 

 
f) APPENDIX 6: reminder sheet for chair  

 
24 

 
h) APPENDIX 7: letter to student to confirm the decision of the 
formal hearing 

 
26 

 
g) APPENDIX 8: example of AM notes 

 
28 



Page 3 of 32 
 

Introduction  

 
1. This guidance has been compiled following a review of the local operation of the 

academic misconduct procedures as set out in Academic Regulations 6: Academic 
Misconduct (AR6).  The guidance has drawn from cases of good practice from across 
faculties and also aims to ensure that local practice remains in line with the requirements 
of the regulations.  
 

2. The University is a community bound by, among other things, a culture of Academic 
Integrity. Students are continually supported and guided in what constitutes Academic 
Integrity and why this enriches their experience and bestows benefits intrinsically linked to 
knowledge acquisition, skills development and qualification. Academic Misconduct is, in 
essence, a breach of this norm, and the application of Academic Regulations 6 primarily 
protects this culture.  

 
3. The guidance will cover the following key areas: induction period; membership and 

conflicts of interest; process and fairness; recording of academic misconduct 
hearings/keeping case files; types of offence; and apologising. A series of templates for 
letters/emails are also provided. 

 
4. Central to the application of Academic Regulations 6 (AR6), are the principles of natural 

justice: 
 

 No one shall be a judge in his or her own cause 
 

 An absence of bias, actual or apparent, on the part of the decision maker.  
 

 The right to a fair hearing, which requires both sides to be heard and the “accused” 
to have sufficient insight of the accusation and time to mount a case 

 
5. A finding that academic misconduct has occurred is a judgement based on available 

evidence, the standard of proof being the balance of probability. What this means is that, 
on the basis of the evidence, it is more likely than not that academic misconduct has 
occurred. Course teams are therefore required to prove academic misconduct against the 
definitions provided in this procedure has taken place. The student is not required to prove 
that it has not.  

 
Academic induction period – plagiarism and collusion 

 
6. The academic induction period should be used positively to develop the students 

understanding about plagiarism and collusion and how to avoid them. Once plagiarism 
and/or collusion is established, it is always considered a form of Academic Misconduct 
outside of this period. It is therefore essential that the academic induction period is utilised 
to develop the appropriate academic skills and to impress upon students how seriously 
the University regards offences of plagiarism and collusion. It is important to identify 
offences that take place during this period in feedback to the student, with appropriate 
action. Plagiarism should not be overlooked during this period rather instances of it should 
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be used to develop the student’s awareness and academic skills1. Within the period, all 
identified plagiarism leads to a resubmission of the relevant work. Resubmitted work will 
be capped at a pass mark and reported to the Module Assessment Board as a first 
attempt. The overall module mark will be based on the results of all elements of 
assessment including this capped work. No Z grade is applied. The University does not 
make a distinction between intended and unintended plagiarism in its hierarchy of 
penalties, only between plagiarism and poor academic practice. 

 
Panel membership 

 
7. It is recommended that faculties designate a sufficient number of academic staff for the 

roles of chair and panel members in academic misconduct panels. This will ensure that 
conflicts of interest can be easily avoided. In addition, in cases where a fresh panel is 
required to reconvene subsequent to a successful appeal, an alternative chair will be 
readily available. Finally, it is always valuable to spread the responsibilities of such roles 
across staff in terms of developing a wider understanding and staff development.  

 
8. Good practice in some faculties is to schedule Academic Misconduct panels at 

appropriate times in the year before Assessment Boards as part of the annual planning of 
panels and boards. In this way chair’s can be allotted against potential offenders from 
different schools. Adjustments may be necessary, but the approach has reduced 
administrative work loads during what is a particularly busy period. 

 
9. Whilst paragraph 19 of AR6 ensures that conflicts of interest in chairs is avoided, it should 

not be forgotten that the second (and any additional) panel member should also not be 
directly associated with the particular assessment under scrutiny2. To avoid doubt, 
members of staff who have been involved in informal meetings with students to discuss 
issues related to the case, are excluded as members of the panel for that case.  

 
10. It is noted that in some types of alleged academic misconduct, subject expertise is often 

needed to elucidate how academic misconduct has occurred. However, the subject 
remains separate from the act of academic misconduct. Therefore, even in technical 
cases, the panel must be completely independent from the assessment in question. 
Where it is felt that technical advice is required, this is provided by a) the module leader or 
other when presenting the case for academic misconduct , or b) a third panel member, 
with the appropriate expertise who has not been involved in any aspect of the marking 
process, including moderation and checking examinations scripts.  

 
11. Faculties should be aware of two types of potential bias when bringing together panels: 

actual and apparent bias. Actual bias involves a disposition to approach the issues in a 
case partially or with prejudice. The decision maker should not have a direct or indirect 
interest in the subject matter of the decision. It does not matter how small the interest is, the 

                                                           
1
 There was a recent example which came to light through appeal, where plagiarism had not been 

highlighted in the Academic Induction Period, and the student claimed that this lack of guidance at this 
stage should be used in mitigation for Academic Misconduct later. It resulted in the penalty having to be 

rescinded on the grounds of an irregularity in the assessment process.  
2
 A recent appeal was partially justified by the OIA on the basis that an academic misconduct panel 

member had been involved in the moderation process of the particular assessment, and was thus 
deemed not independent.  
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decision maker will be disqualified on the grounds of actual bias. The disqualification will occur 
even if the decision maker is unaware of their interest.  

 
12. The test for apparent bias is that a decision maker should not hear a case if, in all the 

circumstances, it could be established that a fair minded person might reasonably suspect 
that the decision maker might not resolve the question before him or her with a fair and 
unprejudiced mind.  

 
13. Accepting the evidence of one party over the evidence of the other party is not evidence 

of bias. 
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Process flowchart 

Academic misconduct identified

Student written to, informed of 

accusation and invited to informal 

discussion

Reported to Course Leader on standard 

form

Student signs form 

admitting offence

Recommendation made to PAB

Student informed of decision in 

writing, by appropriate faculty member 

and if guilty the recommended penalty 

in writing

Agreed that there is a case to answer

Informal meeting held

Student agrees the 

charge and signs 

form

No plagiarism/

collusion

Student decides to go to a 

hearing/does not sign or 

withdraws the form

5 day period of reflection during which 

at any time the student can  sign 

admission form or withdraw admission

Hearing held – 

student informed of 

outcome

Student formally invited to hearing 

with evidence and panel members 

attached 10 days in advance

Student signs form 

admitting offence

Other than plagiarism/

collusionPlagiarism/collusion

No case

Student written to about PAB decision

PAB finalises penalty

Student does not 

admit offence

Student written to 

confirm

Sufficient evidence of plagiarism/collusion 

to proceed with formal process

Student informed of accusation in writing 

and invited to sign admission form
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Process  
 
14. The first stage of the process is for the Module Leader to report the potential misconduct 

to the Programme leader. Appendix 1 is an example of a proforma with which this 
information could be recorded.  

 
Informal stage 

 
15. Some faculties have used preliminary meetings with students to better determine whether 

academic misconduct in relation to plagiarism has taken place, and this will be introduced 
across the University as good practice. The informal stage is, therefore, now required 
across the University for every potential case of plagiarism/collusion. The letter template in 
Appendix 2 can be used on which to base an invite to the informal meeting. 
 

16. All other forms of Academic Misconduct are dealt with through the formal procedure. 
However, this does not preclude holding preliminary discussions with students if this helps 
clarify a situation in relation to other types of Academic Misconduct.  

 
17. The meeting is normally between the module or course leader and the student. As a result 

of these meetings, the faculties in question see a significant smaller proportion of cases 
going to formal hearings (up to 80% of cases get resolved at this stage) and there is 
evidence that such an approach reduces repeat offences. The meeting is also an 
opportunity to provide advice and guidance and to direct students to resources available 
to support academic skills development. To ensure that such an informal stage does not 
contradict the requirements of the regulations: 

 
18. A set of sub-penalties cannot be applied. If the informal phase establishes academic 

misconduct, then this must be interpreted in exactly the same way as a similar outcome of 
a hearing. There can be no leniency for admission of guilt. 

 
19. A failure to attend the informal meeting cannot default to an admission of guilt.  
 
20. These meetings should not be officially noted, to ensure that they remain informal and 

supportive. However, as stated, in many cases the student will acknowledge that they now 
understand that they have committed plagiarism or collusion. Therefore, it is 
recommended that you take a form with you to the meeting, which can be used to record 
the student’s admission, which then acts in lieu of the student’s written admission. It is 
recommended that the student is given a five day period to reflect on what has been 
decided and agreed at this meeting, irrespective of the decision. At any time during this 
period the student can either inform the faculty that they want the case to go to a formal 
hearing or sign and return the admission form. If they have not returned the admission 
within the 5 university working day grace period, it should be assumed that the case will 
go to a hearing and a letter based on the template in appendix 3 sent to the student. 
Where it is deemed at this meeting that academic misconduct did not take place, it may 
require a reconsideration of the assignment mark, to ensure that any poor academic 
practice that has led to suspicions of academic misconduct is accounted for in the overall 
grade (as defined by the University grading criteria and level descriptors:  
 

Your work has not followed good academic practice in terms of citation and referencing, 
presentation format and clear, accurate English (University Grade Criteria 2013) 
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21. In these cases, the issues identified can be considered diagnostic and the students should 
be supported towards improved academic practice via appropriate mechanisms available.  

 
22. The three possible outcomes from the informal stage are: 
 

 The student admits guilt and the judgement is passed to the appropriate member of 
the faculty to make a recommendation of a penalty to the PAB3  

 

 There is no evidence of academic misconduct and the work is marked accordingly 
 

 The student does not admit guilt and the case proceeds to the formal stage of a 
hearing.  

 
23. The letter template in appendix 3 can be used to cover each of these three outcomes.  
 
24. It is possible that a student who has initially admitted academic misconduct at the informal 

stage, changes their mind on further reflection. As the stage was informal, in such a case 
the University would be obliged to move onto the formal stage. To avoid such 
complications, the student should be given a grace period of up to 5 days to think about 
their decision. Students who have admitted guilt at the meeting and signed the form, have 
the right within this grace period to reverse their decision and ask for the case to go to a 
hearing Where students want time to consider the discussion they have had before 
deciding whether to admit their guilt or not, they are allowed this same 5 day period within 
which to sign the form or ask for a hearing. If the five days has passed without a response 
from the student, the initial decision will stand and the case will therefore go to a hearing.  

 
25. In instances when a faculty is applying the procedures to more than one student for 

offences that require the informal stage, a judgement should be made whether an informal 
meeting should be held for each student separately, or whether to meet all the students in 
a single informal meeting. As a guide, when the outcome would be either all or none of the 
students are found to have committed academic misconduct, a single informal meeting 
can be held. However, this may depend on the number of students involved. It is more 
difficult to manage large groups informally, and for this reasons alone a faculty may decide 
to see students individually. In cases where there is the potential for different outcomes for 
different students, separate informal meetings are recommended. Whilst it may not be 
easy to determine potential outcomes before informal meetings, a typical scenario where 
two outcomes might arise is the case of copying/collusion.  

 
26. Whilst the informal stage is normally reserved for cases of plagiarism and/or collusion, 

cases may arise where further investigation is required to understand what has occurred. 
Faculties are free to discuss such cases informally with students to establish whether 
academic misconduct has occurred to ensure that an unnecessary hearing is not 

                                                           
3 It should be noted on this outcome that the role of the informal meeting is to establish guilt, not to 

determine a recommended penalty. The penalty is decided by the allotted member of the Faculty with this 
responsibility, who will consider decisions from the informal stage in exactly the same way she or he 

would consider a signed admission of guilt from the student. 
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arranged. The normal approach as explained in this document is not intended to constrain 
faculties from clarifying potential misunderstandings4.  

 
Formal stage 

 
27. The formal stage is the first stage of the academic misconduct procedure for all offences 

other than plagiarism and collusion, and for those cases of plagiarism and or collusion 
which have not been resolved at the informal stage.  
 

28. In accordance with AR6 the offence is reported to the Module Leader (or suitable 
alternative). The proforma in Appendix 1 can be used for this purpose. Where Schools or 
faculties require different or additional information (to meet PSRB requirements for 
example), this proforma can be adapted to meet needs. However, it is important that at 
this stage of the process a formal record of the potential academic misconduct is made, 
both to help administration of the procedure and to ensure complete sets of records 
should the case go further, for example into an appeal process.   

 
29. It should be stressed to students who enter into the formal stage that the penalties relate 

only to the nature of the academic misconduct, the level of study, whether this is a first 
offence or otherwise. A student will not be punished for not having admitted committing 
academic misconduct at an earlier stage of the process.  

 
30. Faculties should be aware of the third principle of natural justice in particular when 

managing the process. If the Programme Leader decides there is a case to answer, the 
student should be fully informed of the case against them, as per requirements explained 
in paragraph 14 of AR6. It is essential that students are given enough time to respond to 
the accusation, whether to admit guilt or to prepare a case for a hearing. If the case 
against the student does go to a hearing, the timing of the hearing should ensure that the 
student has sufficient time to put together a case. This may involve meeting with staff from 
KUSU for impartial advice. As a guideline, the student should be given 10 University 
working days from receipt of the case against him or her to the day of the hearing. This 
said, it is essential for academic misconduct hearings to sit before the relevant 
Assessment Board. 

 
31. The letter template in appendix 4 can be used to communicate the accusation to the 

student. This includes the proforma the student can sign to acknowledge their guilt. Where 
students have already gone through an informal stage related to plagiarism, which has 
proceeded onto the formal process, option 3 of the template in Appendix 3 should be used 
rather than this template.  

 
32. Where a student does not attend a hearing, either by agreement or through failure to 

attend, the hearing will continue and consider all evidence presented. Failure to attend 
does not trigger a default decision of guilt. The panel should reach a decision on the 
evidence supplied and, if this is a verdict of guilty, recommend a penalty to the PAB.  

 

                                                           
4
 In one case related to the potential purchasing of material (which normally would go directly to a formal 

hearing), there was some uncertainty around the ownership of the work. There were some concerns 
whether this was actually a case of plagiarism rather than purchasing or commissioning. An informal 
discussion with the student clarified this situation 
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33. An academic misconduct panel can be daunting for a student. To ensure we meet the 
third principle of natural justice above, the student must be present at all stages of the 
proceedings, apart from the private considerations of the panel. It is important for the chair 
to minimise the sense that this is an adversarial process. The parties should be allowed to 
put their cases without interruption, only afterwards being questioned5. It is useful to 
develop a reminder sheet for chairs to follow at the beginning of the meeting to cover the 
order of proceedings as follows: 

 

 introductions 

 order of proceedings 

 confirmation that students confirm they have read the regulations and understands 
them 

 reminder that outcomes are subject to confirmation at the PAB 

 and other possible facts, for example, in the case of practice based courses, how 
academic misconduct could then lead to fitness to practice investigations. 

 details of the allegation 

 case presented by the field leader/module leader  

 time for student to question field leader/module leader 

 student’s case heard 

 time for field leader/module leader to question student 

 time for panel to question both 

 private consideration by the panel  

 decision reported to the student 

 in cases where further advice is required from PSRB, state that the decision remains 
subject to this advice 

 
34. See Appendix 5 for an example of a reminder sheet that can be used by chairs. 
 
35. The student is allowed to bring someone to accompany them at the panel. If the student is 

accompanied, this person can address the hearing, confer with the student and ask 
questions on the student’s behalf. They cannot answer questions put to the student, 
unless this is agreed by the chair. This is determined on a case by case basis, but 
faculties should be aware that rules around reasonable adjustments may require some 
flexibility in how the hearing is run.  

 
36. It is important that sufficient time is given to considering all sides of the case during the 

private consideration of the panel. In many cases it may appear to be an obvious 
outcome. In occasional cases it has been known for a panel to discuss the outcome for up 
to an hour. Two points need to be considered by the chair: firstly, that the hearing is 
managed to allow sufficient time for consideration at the end; secondly that irrespective of 
how clear the evidence is against a student, the panel is seen to consider the case fully. 
On rare occasions, cases have not been resolved at the hearing. Normally, when there is 
disagreement between panel members which cannot be resolved, the majority determines 
the outcome (if there is an odd number of members on the panel). However, the balance 

                                                           
5
 A recent case returned by the OIA as partially justified hinged on the decision of an appeals hearing to 

expedite a decision by hearing the Academic Misconduct case immediately after determining that the 
original AM hearing decision could not stand on account of a procedural error. OIA determined that this 
decision constituted an irregularity in procedures, and asked the University to offer a further appropriate 

Academic Misconduct Hearing. 



Page 11 of 32 
 

of probabilities principle must be considered closely in these instances. Significant 
uncertainty would suggest that the course team has not provided sufficient evidence to 
prove the claim.  

 
37. Whilst, the final penalty and the consequence of the penalty will only be finalised at the 

PAB, the student has a right to know the general decision taken with regards to the 
accusation of academic misconduct. Decisions should, therefore, be reported to the 
student at the end of the meeting and in writing as soon after the meeting as is possible. If 
it is possible, the notes from the meeting should be attached to this letter. Where notes 
take longer to prepare they should be sent to the student immediately after they have 
been agreed, with an appropriate covering letter. Notes should be completed within 10 
working days of the hearing. In both cases, the letter should give the student a period of 
time to raise queries or points of accuracy in the notes.  

 
38. It is consonant with the principles of natural justice that the panel members are not made 

aware of any former instances of academic misconduct or of the student’s academic 
record. This will avoid potential apparent bias. The clerk should take the student’s prior 
academic record to the meeting, but this should only be made available to the panel once 
it has been established that academic misconduct took place. At this point the panel can 
determine a recommended penalty with reference to the student’s profile to take into 
account any other offences. It will be the responsibility of the PAB to consider this in the 
light of the full academic record to ratify or alter the penalty accordingly. It should be made 
clear to the student that should the PAB have to alter the penalty, it will be more severe 
than the one recommended.  

 
39. It is understood that decisions at academic misconduct hearings may be taken within days 

of the appropriate meeting of the PAB. Where this is the case, it may be preferable to 
write to the student after the PAB, once the penalty is ratified. This letter should be sent to 
the student by no later than 5 working days after the PAB. However, if the PAB is more 
than ten days after the academic misconduct hearing, then it is advisable to confirm the 
decision of the academic misconduct hearing in writing to the student before the 
Assessment Board. In these instances, the normal reporting of results on OSIS (or 
equivalent) should be supplemented with a communication that confirms that the 
recommendation of the academic misconduct panel has been applied or explains that the 
penalty has been altered by the PAB as a result of the full academic profile for the year. 
Again, notes of the meeting must be sent to the student with a window in which to send 
queries/issues of accuracy once they are ready.  

 
40. Appendix 6 is a letter template which can be used for letters to students informing them of 

the decision, noting that the decision remains subject to final ratification at the 
Assessment Board. Option 2 of this letter can be used in cases when you are writing to 
the student following the decision of the Assessment Board.  

 
Records of meetings 

 
41. The record of the meeting acts as evidence of due process and should illustrate that the 

student has been allowed to put over their case, the course team to put over their case 
and that both parties have been given an opportunity to question the other. The records 
must record a summary of key points, the decision, the decision reported to the student 
(they do not need to record the private deliberations of the panel). 
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42. See appendix 7 as template to record an academic misconduct hearing.  
 
43. The finalised notes should be sent to the student, who is given 7 days to respond with 

queries or corrections. Following this period, and any amendments made as a 
consequence, the notes should be sent to Academic Registry.  

 
44. It should be noted that recording meetings is not allowed and this needs to be made clear 

at the outset by the chair (cf Appendix 5). If a student does record a hearing having had 
this explained, then it becomes a disciplinary matter and should be reported according to 
general regulations GR3a. However, faculties should be aware that rules around 
reasonable adjustments may require some flexibility in how the hearing is run.  

 
Applying the procedures to more than one student 

 
45. AR6 recognises that in some instances evidence of academic misconduct can relate to 

more than one student. It leaves the decision of whether to hold individual hearings or a 
collective hearing to the Field Leader. There are a number of factors to consider in 
determining whether to hold a collective hearing: 

 

 That it is absolutely clear that there is no material difference in offence between the 
different offenders.  

 

 There should be an attempt to hold an informal stage for the group 
 

 All members of the group must be present at all stages to ensure that the principles 
of natural justice are upheld 

 

 In formal hearings the group has the right to be accompanied by one other person 
 

 That if guilt is established this applies to all members of the group. If there is any 
doubt about the uniform guilt across the group, the preference is for individual 
hearings. If this is difficult for practical reasons, you should at least consider allowing 
individual students to give their version of events in an individual session. This gives 
each student the opportunity to speak freely about what they feel has occurred 
without fear of reproach from others. 

 

 That reporting back after a formal hearing to the group, the chair should confirm that 
guilt has been established or not. However, the recommendations to the PAB based 
on existing profiles could prove difficult to formulate at this stage because the 
chairperson would need to consider every case separately (this will depend primarily 
on how large the group is). Where it is not possible to indicate the recommendation 
to the individual in the group at this stage, they should be informed that this is the 
case and the each of them will receive a letter within five days which will explain the 
recommended penalty for each. 

 
46. Given the definitions in AR6, multiple offenders are most likely to occur under Collusion. A 

quite typical case would be when one student copies the work of second, in which case 
the first is committing both collusion and copying and the second is committing collusion. 
The broad definition of academic misconduct in AR6 stresses that aiding another in 
gaining an unfair advantage is academic misconduct. It should be noted that the former 



Page 13 of 32 
 

student is committing only one offence in this instance and should not receive penalties for 
both copying and collusion. However, there is a material difference in the offences, and in 
these instances it is recommended that either separate hearings are convened or a single 
hearing includes sessions where the each individual gives their version of events 
independently. Evidence from each hearing or session should however be available as 
evidence in the other.6 It is also advised that the decisions of the panel in the respective 
cases are reported back separately to the students. If this means delaying the reporting 
back of the outcomes to the students, every effort should be made to arrange the 
reporting back within a day of the hearing.  

 
The Academic Misconduct Procedures at Collaborative Partners 

 
47. Faculties should be aware that the Kingston University Academic Misconduct Procedures 

apply at Collaborative Partners irrespective of whether the provision is validated or 
franchised. It is very important to ensure, through the liaison officer, that AM procedures 
and definitions are introduced to students, and indeed that the staff delivering the courses 
are fully aware of all types of AM and are supported where necessary in how to detect it.  

 
48. The long term scheduling of AM panels recommended above, can be particularly useful in 

collaborative provision. One faculty has arranged for AM panels to be held during a visit of 
the liaison officer who has chaired the panels. This has the advantage of ensuring that the 
chair is independent of assessment decisions and either already has experience of 
chairing or can be given staff development in association with the role of liaison officer.  

 
49. This may not always be possible, and alternative approaches may need to be considered. 

An aim of any collaborative partnership should be that members of the delivery team gain 
staff development opportunities in Kingston University processes and approaches. It may 
be possible to provide members of the partner institution with training in chairing AM 
panels as part of this exchange process. However, this may prove limited depending on 
the nature of the provision. In many cases it would be difficult to establish an entirely 
independent panel from staff members at the partner who are fully informed of Kingston 
University regulations and policy and philosophy. As with individual international students, 
one approach would be to hold the panel by telephone/video conference. This throws up 
its own difficulties, such as establishing who is present, ensuring sessions are not 
recorded, and that in such cases there is often less fluent communications. With regard to 
the latter it may require more detailed note taking to allow parties to confirm what has 
been said and agreed. Alternatively, a panel at Kingston University could convene to look 
at paper based evidence provided by both parties. It is important to remember in such 
cases, that if further evidence or clarification is sought, this should be made available to 
the student, and an additional opportunity to respond given, to ensure that the principles 
of natural justice are being maintained.  

 
50. It is noted that attitudes to plagiarism vary across global regions. However, students being 

awarded Kingston University qualifications must be treated equitably and there should be 
no leniency based on where the study is taking place. In such situations, the onus is on 
the Faculty to ensure that students are given clear information and support about what 
constitutes plagiarism and the position of Kingston University in relation to it, before they 

                                                           
6
 A recent case that has been to the OIA was resolved when one student wrote on behalf of the other that he or 

she had used notes in an assessment sent by the other unaware that he or she would put them to this use. It was 
important to allow this evidence in support of one student to act as evidence in the other’s case.  
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reach a stage of their programme when they could be committing academic misconduct. 
However, the reverse is also true, and students at partners should not be subject to more 
rigid and/or severe approaches. Staff development, as mediated by the liaison document, 
should ensure that Kingston University approaches to AM are reflected in those 
departments of their partner institutions that carry some duty and responsibility towards 
Kingston University students.  

 
PSRB and fitness to practice  

 
51. Academic Misconduct Hearing panels should be made aware of any effects that the 

outcome might have on PSRB programme requirements, or the University fitness to 
practice regulation GR4a. The Module Leader and/or Programme Leader should record 
any link to PSRB and GR4a on the original form. If the issue is resolved at the informal 
stage, please ensure that any related issues are discussed with the student and included 
in the final communication with them. If you move onto the formal stage of the process, 
please ensure that the chair of the hearing is informed of the effects of the outcome on 
PSRB and/or fitness to practice requirements. This will be reported back to the student at 
the end of the meeting. Where the interaction is complex, it may be necessary to ensure 
that one panel member has appropriate knowledge of the PSRB issues. However, this 
should not come at the cost of disinterest. It is essential that the panel membership cannot 
be seen as having apparent bias. Where such outcomes are complex, the 
recommendation should go to the PAB, which will have the responsibility of determining 
the impact of the penalty on PSRB/fitness to practice requirements. The responsibility of 
the panel is simply to inform the student that there might be consequent actions related to 
their recommended penalty as a result of PSRB/fitness to practice requirements.  

52. It is noted that PSRB regulations can lead to variations in delivery and approved variants 
to the university regulations that might unintentionally intensify the severity of the penalty 
applied. In instances where faculties feel that PSRB requirements might lead to such an 
occurrence they should write to the Academic Registrar.   

 
Guidance on offences 

 
53. As mentioned above, from a procedural perspective what is essential is that once an 

offence is established, the correct penalty as laid out in the regulations is applied. The 
process must establish the presence of academic misconduct, as defined in para 5 of 
AR6. The regulations thus define a line between plagiarism and poor academic practice. 
Once plagiarism is determined, it becomes academic misconduct and is subject to 
standard penalties. Whilst turnitin reports can help to determine the presence of 
plagiarism, it remains a case of academic judgement to decide whether work is plagiarised 
or merely reflects poor academic practice. In the case of the latter, marks should reflect 
this aspect of the work.  

 
54. Faculties have produced bespoke guides on academic misconduct, notably around 

plagiarism. It is recognised that different subject teams may encounter plagiarism 
differently, from persistent poor referencing to direct copying, and it is considered 
appropriate for local guidance to be available. However, it is the faculty’s responsibility to 
ensure that their local guidance is in consonance with University guidance and regulations 
and widely available to students.  

 
 

TRIGGERS TO BE ADDED POST ARC 
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Apologising 
 
55. Where mistakes/errors on the part of the University at either Faculty or Department level 

are identified during the course of a misconduct process an appropriate apology should be 
given in your response recognising the error and acknowledging the impact of this on the 
student.  

 
56. For example if your find that the student was given incorrect information by a member of 

staff about the time or duration of a hearing, then an apology should be offered for this.  
 
57. When a hearing determines that misconduct has not taken place, the original accusation 

is not considered a mistake or error.  
 

58. The OIA publishes some useful guidance on apologies in its leaflet „The OIA‟s Approach 

to Remedies and Redress‟ which was issued in March 2013. The leaflet includes the 

following advice:  
 

“In order to be meaningful an apology should:  
• Be made promptly  
• Acknowledge the failure  
• Accept responsibility for it  
 
 Explain clearly why the failure happened  
• Express sincere regret for any resulting injustice or hardship  
• Set out the action taken to remedy the matters complained about  

 
In the context of an OIA Recommendation, an apology does not amount to an 
admission of liability in the legal sense or a sign of weakness. On the contrary, 
apologies are recommended in order that a university can acknowledge, and take 
responsibility for, an issue in order to diffuse a heated situation and reassure students 
that their concerns have been heard.” 
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Appendices and Templates 
 
APPENDIX 1: the record sheet of offence  
 
APPENDIX 2: invite to informal meeting 
 
APPENDIX 3: Student admission of academic misconduct form  
 
APPENDIX 4: letter confirming result of informal meeting (three options) 
 
APPENDIX 5: letter inviting students to formal hearing (other forms of Academic Misconduct) 
 
APPENDIX 6: reminder sheet for chair  
 
APPENDIX 7: letter to student to confirm the decision of the formal hearing 
 
APPENDIX 8: example of AM notes  
 
APPENDIX 9:  The penalties for academic misconduct
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APPENDIX 1   
Academic Misconduct procedures 

Module Leader report form Date: 
Pro forma for staff to accompany details of alleged misconduct 
Attachments: 

Supplied 

 Student work with clear indication of sections affected by allegation  

 Assessment brief, assessment criteria and other relevant module 
documentation and/or module guide 

 

 Material supporting allegation (e.g. annotated book content/web 
printout in cases of plagiarism, work of other students in cases of 
copying, crib notes in closed book examination/test) 

 

For office use: 
 

 
 
 
 

Module Code: Module Leader: 

Module Title: 

Student ID: Student name: 

Course code: Course name: 

Assignment type: 
(e.g. essay, practical report) 

Weighting in module: 
 % 

Major category of assessment:    Yes / No 
 
If No: weighting of ‘parent’ assessment % 

Type of misconduct: 
(Plagiarism, collusion etc.) 

 

Advice give in module: 
(e.g. avoiding plagiarism advice 
in module guide) 

 

Brief description of allegation:  

PSRB and/or fitness to practice 
issues if any 

 

Other students involved: 
(name and ID) 

 

Date of informal stage:  

Formal hearing requirement 
agreed with: 

Name: 
(normally course director) 

Date of letter 
to student 

 Date of 
hearing 

 Date outcome 
notified to student 
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APPENDIX 2 
 
(Please note that the invitation does not need to be as a letter. An email, based on the 
text below would be acceptable) 
 
INVITE TO INFORMAL MEETING 
 
[Student contact address]         [Date]  
 
 
 
Dear [Student name]  
 
Kingston Student ID:  [Kxxxxxxx] 
Academic Year:  [2012-2013] 
Programme of study details:  [BSc (Hons)] 
Course of study details: [Enter name of Field(s)] 
 
 
Issues in your assessment for Module Code and Title:  
 
It has been noted that there is some evidence in your work that you may have [plagiarised from 
another source/ aided another student by allowing him/her to copy from your work] in the [title of 
coursework] for the above module(s).  
 
We would like to give you an opportunity to discuss this matter and to explain your approach to 
this assignment. You are therefore invited to attend an informal meeting with [name of 
academic] to discuss your assessment. The meeting will take place on [date], at [time], in room 
[venue].  
 
You should bring all materials relevant to this assessment (e.g. essay notes) to the meeting. 
 
Please contact me immediately if you cannot attend this meeting as it is very important that you 
take the opportunity to discuss your assessment with me before this is moved onto a formal 
stage of consideration.   
 
There are a number of places where you can find further advice and guidance on plagiarism 
and collusion:  
 

 The Kingston University Student Union web pages (http://www.kusu.co.uk/)  

 The Kingston University advice sheet on plagiarism 
(http://www.kingston.ac.uk/aboutkingstonuniversity/howtheuniversityworks/policiesandre
gulations/documents/Plagiarism_%20Student.pdf)  

 [any faculty contacts]  
 

Yours sincerely  
Etc. 
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APPENDIX 3 
 

Student Admission of Academic Misconduct Form 

Issued at Informal Meeting 
 

Student Name:  

Student ID:  

Course:  

Module:  

Assignment:  

Date of Meeting:  

Staff at Meeting:  

 
Description of alleged misconduct: 

 
 
 
 

 
If the student admits that plagiarism or collusion has taken place, and does not wish to attend a 
formal hearing to dispute the allegation, they should complete the following section and return to 
the Student Office within 5 days of the date of the informal meeting. 

If the following section is not completed and returned within this time frame then the matter will 
be taken forward to a formal hearing if the Course Leader determines there is sufficient 
evidence. 

 

Student Admission 

I have read and understood the regulations. I do not wish to attend a formal hearing and accept 
that the academic misconduct took place. I understand that the assessment board will decide on 
the appropriate penalty. 

Student Signature:  Date:  

 
Note: if this form is signed at the time of the informal meeting the student has a five day cooling 
off period to withdraw the admission of plagiarism or collusion. 
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APPENDIX 4 
LETTER FOLLOWING UP FROM INFORMAL MEETING – THREE OPTIONS 
[Student contact address]         [Date]  
 
Dear [Student name]  
 
Kingston Student ID:  [Kxxxxxxx] 
Academic Year:  [2012-2013] 
Programme of study details:  [BSc (Hons)] 
Course of study details: [Enter name of Field(s)] 
 
Plagiarism [and/or Collusion] in Module Code and Title:  
 
Thank you for attending the informal meeting to discuss your assessment on [date and time] 
 

1. Following consideration of these discussions you have signed and submitted a form to 
confirm that you committed the offence. The penalty of [penalty], as laid out on the 
academic regulations, will be recommended to the PAB which meets on [date and time]. 
As we explained at the meeting, the PAB will consider the recommended penalty in the 
light of you overall profile, and if there are other offences to consider the PAB may apply 
a more severe penalty.  
 
If you change your mind within the following 5 working days, you have the right to 
withdraw your written admission and request that the case goes to a hearing.  

 
[add PSRB and/or fitness to practice effects where relevant] 
 
I would like to thank you for your cooperation at this meeting.  

 
2. At this meeting it was determined that you had not committed plagiarism/collusion. Your 

work has been marked in line with the marking scheme for this assignment and the 
University grade criteria, and will be considered and ratified at the assessment board. 
This was an informal meeting and no record will be kept on your file.  
 
I would like to thank you for your cooperation at this meeting.  

 
3. As a result of the discussions, [I/ name of person who held the meeting] believed that 

there is evidence of plagiarism in your work. However, you did not agree and have 
requested that the case goes to a formal hearing.  
 
The hearing has been arranged for [date, time, venue]. Please confirm that you are able 
to attend by calling me on [phone number]. If you do not attend this meeting without 
good reason, the evidence will be considered in your absence and a recommendation 
made to the assessment board.  
 
If in retrospect you want to acknowledge that academic misconduct has taken place 
without taking the case to a hearing, please complete and return the form below to your 
Course Administrator. This form must be returned within one week of the date above. A 
penalty will then be determined and recommended to the assessment board in line with 
the enclosed procedures. 
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The evidence of plagiarism which will be used at the hearing is enclosed for your 
reference. The hearing will cover the following items: 

 

 introductions 

 order of proceedings confirmed 

 you will be asked to confirm that you have read the regulations and you understand 
them 

 you will be reminded that outcomes are subject to confirmation at the Assessment 
Board 

 details of the allegation will be read 

 case presented by the field leader/module leader  

 your case will be heard  

 private consideration by the panel  

 you will be invited back into the room to hear the decision 
 

If you are attending a formal hearing you should contact the Kingston University Student 
Union for advice and you may bring a member of the Union or another person with you. 
This person can address the hearing, confer with you and ask questions on your behalf 
but cannot answer questions. You should give a copy of the enclosed Academic 
Regulations 6: Academic Misconduct to this person as guidance on their role.  

 
Please note that neither mitigating circumstances nor a lack of understanding of the 
requirements related to plagiarism are acceptable defences against allegations of 
academic misconduct and cannot be used to mitigate any penalty. 

 
4. As a result of the discussions, the academic staff believed that there is evidence of 

plagiarism in your work. You were given 5 days to consider the discussions and decide 
whether to sign and submit a form admitting the offence or to take this matter to a formal 
hearing. As we have not heard from you and the 5 day period has passed, we have 
assumed that you want this case to go to a hearing. If this is incorrect, please submit a 
signed form immediately, a copy of which is attached to this letter.   
 
The hearing has been arranged for [date, time, venue]. Please confirm that you are able 
to attend by calling me on [phone number]. If you do not attend this meeting without 
good reason, the evidence will be considered in your absence and a recommendation 
made to the assessment board.  

  
The evidence of plagiarism which will be used at the hearing is enclosed for your 
reference. The hearing will cover the following items: 

 

 introductions 

 order of proceedings confirmed 

 you will be asked to confirm that you have read the regulations and you understand 
them 

 you will be reminded that outcomes are subject to confirmation at the Assessment 
Board 

 details of the allegation will be read 

 case presented by the field leader/module leader  

 your case will be heard  

 private consideration by the panel  
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 you will be invited back into the room to hear the decision 
 

If you are attending a formal hearing you should contact the Kingston University Student 
Union for advice and you may bring a member of the Union or another person with you. 
This person can address the hearing, confer with you and ask questions on your behalf 
but cannot answer questions. You should give a copy of the enclosed Academic 
Regulations 6: Academic Misconduct to this person as guidance on their role.  

 
5. Please note that neither mitigating circumstances nor a lack of understanding of the 

requirements related to plagiarism are acceptable defences against allegations of 
academic misconduct and cannot be used to mitigate any penalty 

 
Yours sincerely  
 
 
Etc. 
 

[note: the form below need only be attached to options 3 and 4 of this letter] 
 
 

Student Admission of Academic Misconduct Form 
 
Name:             
 
ID:             
 
Module(s):            
 
Assessment(s):           
 
 
 
I have read and understood the regulations. I do not wish to attend a formal hearing and 
accept that the academic misconduct took place. I understand that the assessment 
board will decide on the appropriate penalty. 
 
 
Signed:        Date:       
 
 
 
 
To be returned to your Course Administrator within 5 university working days of 
the date of your informal meeting 
 
Note that if the form is not received within 5 university working days we will 
assume that you wish the case to go to a formal academic misconduct hearing 
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APPENDIX 5 
FULL LETTER TO HEARING FOR AM OTHER THAN PLAGIARISM/COLLUSION 

[Student contact address]         [Date]  
 
Dear [Student name]  
 
Kingston Student ID:  [Kxxxxxxx] 
Academic Year:  [2012-2013] 
Programme of study details:  [BSc (Hons)] 
Course of study details: [Enter name of Field(s)] 
 
Academic Misconduct in Module Code and Title:  
 
It has been noted that you may have been guilty of academic misconduct as there appears to 
be evidence of [type of academic misconduct] in the [type of assessment] for the above module. 
 
[Add details of the alleged offence, including:  
- reference to annotated extracts of relevant coursework,  
- indication of source material, or  
- other details relevant to the nature of the assessment and allegation] 
 
In accordance with the Academic Regulations 6: Academic Misconduct, a copy of which is 
enclosed, you are required either to: 
 

 Attend a formal hearing to discuss this matter or 

 Acknowledge in writing that academic misconduct has taken place 
 
If you choose this second option then you will be excused attendance at the formal hearing and 
a penalty will be determined and recommended to the assessment board in line with the 
enclosed procedures. Please complete and return the form below to your Course Administrator. 
This form must be returned within one week of the date above.  
 
The hearing has been arranged for [date, time, venue]. Please confirm that you are able to 
attend by calling me on [phone number]. You will be provided with the evidence that will be 
considered at this hearing in due course. Please contact me if you have not received this five 
days before the date of the hearing. If you do not attend this meeting without good reason, the 
evidence will be considered in your absence and a recommendation made to the assessment 
board.  
 
The evidence of academic misconduct is enclosed for your reference and consideration. The 
hearing will cover the following items: 
 

 introductions 

 order of proceedings confirmed 

 you will be asked to confirm that you have read the regulations and you understand them 

 you will be reminded that outcomes are subject to confirmation at the Assessment Board 

 details of the allegation will be read 

 case presented by the field leader/module leader  

 your case will be heard  

 private consideration by the panel  
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 you will be invited back into the room to hear the decision 
 
If you are attending a formal hearing you should contact the Kingston University Student Union 
for advice and you may bring a member of the Union or another person with you. This person 
can address the hearing, confer with you and ask questions on your behalf but cannot answer 
questions. You should give a copy of the enclosed Academic Regulations 6: Academic 
Misconduct to this person as guidance on their role.  
 
Please note that neither mitigating circumstances nor a lack of understanding of the 
requirements related to plagiarism are acceptable defences against allegations of academic 
misconduct and cannot be used to mitigate any penalty. 
 
Yours sincerely 
 
Etc. 
 

Student Academic Misconduct Admission Form 
 
Name:             
 
ID:             
 
Module(s):            
 
Assessment(s):           
 
 
 
I have read and understood the regulations. I do not wish to attend a formal hearing and 
accept that the academic misconduct took place. I understand that the assessment 
board will decide on the appropriate penalty. 
 
 
Signed:        Date:       
 
 
 
 
To be returned to your Course Administrator within 5 university working days of 
the date of your informal meeting 
 
Note that if the form is not received within 5 university working days we will 
assume that you wish the case to go to a formal academic misconduct hearing 
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APPENDIX 6 – CHAIR’S REMINDER SHEET 
 
 

 Check the students full name 

 Check the student has received the Academic Misconduct Regulations (current version 

is 6) and check that the student has a copy of the evidence of Academic Misconduct 

(e.g. work/Turnitin report) in front of them and that this had been provided ahead of the 

hearing with sufficient time – at least five days   

 Introductions: Chair opens: gives name, explains they are chairing. Independent 

member next: gives name and explains role as independent. Module leader next (or 

representative): gives name and job title. For an exam case, only invigilators report is 

tabled so no module leader. 

 Note that recording is not allowed. 

 note other possible facts, for example, in the case of practice based courses, how AM 
could then lead to fitness to practice investigations. 

 Explain how the meeting will run:  

o details of the allegation 
o case presented by the field leader/module leader  
o Student’s case heard 
o Student and field leader/module leader leave the room 
o private consideration by the panel  
o decision reported to the student 
 

 The job of the panel is to decide whether an academic misconduct has taken place and 

to make a recommendation to the assessment board.        

 It is the assessment board that will make the final decision on any penalty based on the 

overall profile       

 If the student is accompanied, the person can address the hearing, confer with the 

student and ask but not answer questions on behalf of the student, unless the chair of 

the panel agrees to this 

 
Giving the decision: 
 

 If academic misconduct has been found, apply regulations for the relevant penalty  

 

 Call the student back 

   

 In cases where further advice is required from PSRB, state that the decision remains 
subject to this advice 

 

 In other cases say: 
 

First offence 
 

The panel has concluded that there has been academic misconduct in your work and 
recommends the penalty (Penalty), as detailed in the Academic Regulations 6, 
Academic Misconduct Procedure. This recommendation is made to the PAB, which 



Page 26 of 32 
 

will consider it in conjunction with your full academic profile and apply the penalty or 
modify it based on whether there are other cases of academic misconduct in your 
profile in this academic year. You should be aware that should the PAB alter the 
penalty it will always be more severe than that recommended to take into account 
that more than one offence has been committed in the same academic year. 

 
Second offence 

 
The panel has concluded that there has been academic misconduct in your work. 

This is your second offence of academic misconduct and therefore we are 

recommending the penalty (Penalty), as detailed in the Academic Regulations 6, 

Academic Misconduct Procedure. This recommendation is made to the PAB, which 

will consider it in conjunction with your full academic profile and apply the penalty or 

modify it based on whether there are other cases of academic misconduct in your 

profile in this academic year. You should be aware that should the PAB alter the 

penalty it will always be more severe than that recommended to take into account 

that more than two offences have been committed in the same academic year 

 

remind the student that the PAB will make the final decision 

 

OR 

 

The panel finds that no academic misconduct has taken place on this occasion.  

      

 The student may want to know the consequences – re takes for capped marks, 

repeats etc., which should be in the regulations, effect on study in future, effect on 

student records. If unsure, say that they should speak to their course director 

(personal tutor). 

 
 
 
. 
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APPENDIX 7 
LETTER TO STUDENT TO CONFIRM THE DECISION OF THE FORMAL HEARING 
 
[Student contact address]         [Date]  
 
 
 
Dear [Student name]  
 
Kingston Student ID:  [Kxxxxxxx] 
Academic Year:  [2012-2013] 
Programme of study details:  [BSc (Hons)] 
Course of study details: [Enter name of Field(s)] 
 
Academic Misconduct in Module Code and Title:  
 
Please find enclosed/[we recently sent you] the notes from the Academic Misconduct meeting of 
[date], at which the allegation below was discussed: 
 
[details of the allegation, which can be copied from the original letter sent to the student 
outlining the allegation] 
 
Please contact me within 7 days if you have any queries regarding these notes (if enclosed 
only).  
 
The recommendation made to the Programme Assessment Board on [to be held on] [date] by 
the Academic Misconduct panel was: 
 
[details of the penalty] 
 
(two options depending on when this letter is sent 1) before the assessment board 2) after the 
assessment board) 
 

1. The recommendation will be considered in conjunction with your academic profile 
including any other offences of academic misconduct and as a result the recommended 
penalty might be more severe in accordance with the academic regulations.  

 
The decision of the assessment board will be published on OSIS [alternative] no later 
than [10 university working days after the Programme Assessment Board]. Please 
contact the [appropriate officer], if you have not received your results by then.  
 
Please contact your personal tutor or the student office for further advice and guidance 
about the options available to you as a consequence of this decision.  
 
Yours sincerely 

 
2 The Board agreed with the recommendation of the panel in relation to your case [or 

alternative detail depending on how the penalty interacts with the overall profile of the 
student e.g 
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The Board noted that there were other offences of academic misconduct to consider, 
and as a result modified the penalty in accordance with regulations by [detail of new 
penalty] 

 
Etc.] 

 
As a result [details of what next: termination of registration, reassessment required, 
repeat module required, award reduced by one classification point etc.] 

 
 [include any PSRB and/or fitness to practice effects] 
 

Please contact your personal tutor or the student office for further advice and guidance 
about the options available to you as a consequence of this decision.  
 

 
 Yours sincerely  
 
 
VERSION OF THIS LETTER TO STUDENT TO IF THE HEARING CONCLUDE THAT THERE 
IS NO MISCONDUCT PRESENT 
 
[Student contact address]         [Date]  
 
Dear [Student name]  
 
Kingston Student ID:  [Kxxxxxxx] 
Academic Year:  [2012-2013] 
Programme of study details:  [BSc (Hons)] 
Course of study details: [Enter name of Field(s)] 
 
Academic Misconduct in Module Code and Title:  
 
Please find enclosed/[we recently sent you] the notes from the Academic Misconduct meeting of 
[date], at which the allegation below was discussed: 
 
[details of the allegation, which can be copied from the original letter sent to the student 
outlining the allegation] 
 
Please contact me within 7 days if you have any queries regarding these notes (if enclosed 
only).  
 
The recommendation made to the Programme Assessment Board on [to be held on] [date] by 
the Academic Misconduct panel was that there was no evidence of academic misconduct. 
 
Your work has been marked in line with the marking scheme for this assignment and the 
University grade criteria, and will be considered and ratified at the assessment board. This was 
an informal meeting and no record will be kept on your file.  

 
I would like to thank you for your cooperation at this meeting.  
 
Yours sincerely  
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APPENDIX 8 – TEMPLATE FOR REPORT FROM ACADEMIC MISCONDUCT HEARING 
 
Academic misconduct hearing summary report [student details] 
 
Date: 
 
Panel members: 
[Chair 
Member 1 etc.] 
 
Giving evidence: 
[names of course team giving evidence 
 
Present: 
Clerk 
Person accompanying student 
 
Introduction and proceedings 
Noted that the chair introduced the panel and explained the order of proceedings 
 
The case for academic misconduct 
The notes should capture the main points made with regard to the alleged misconduct, explain 
where witnesses were called, and reference the evidence appropriately 
 
The student’s response including questioning the case presenter at the discretion of the 
chair 
The notes should capture the main points made by the student 
 
Questions by the panel 
 
The chair formally closes the case presentations and asks the student and the case 
presenter(s) to withdraw to allow the panel to consider the case and come to a 
conclusion 
 
Panel discussion 
Notes capture the main arguments considered by the panel 
 
Conclusion 
The student returned to the room and the chair read out the statement of judgement.  
 
Recommended penalty 
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PENALTIES FOR ACADEMIC MISCONDUCT  
 
Note:  

 The University reserves the right to terminate the registration of any student for academic misconduct.  

 The academic misconduct penalties apply to a student for the duration of their registration for the qualification aim upon which 
they were registered at the time of the offence (see paragraph 36 for further explanation).  

 Where the regulations of accrediting Professional, Statutory and Regulatory Bodies (PSRB) require, the Programme 
Assessment Board will terminate a student’s registration for any occurrence of academic misconduct.  

 Students will not be permitted further reassessment where an offence of academic misconduct is committed at the final 
assessment opportunity allowed under the Undergraduate Regulations or Postgraduate Regulations.  

 Any reassessment will be capped at the module or element as appropriate.  
 
 

 

TABLE OF PENALTIES  applicable to all taught programmes 
Module Level  Type of academic 

misconduct  
1st offence:  2nd, repeat or concurrent offence:  

3  Plagiarism or collusion  Element of assessment awarded a 
mark of zero (Z).  
Additional learning support will be 
provided. (a)  

Module awarded a mark of zero (FZ). (c)  
An opportunity to repeat the module will be offered. 
Reassessment by retake will not be permitted.  

3  Other type of academic 
misconduct  

Module awarded a mark of zero (FZ).  
Additional learning support will be 
provided. (b)  

Module awarded a mark of zero (FZ). (e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or 
equivalent for each offence (eg Ordinary to DipHE, 
Ordinary to CertHE, etc; PGDip to PGCert).  

4  Plagiarism or collusion  Element of assessment awarded a 
mark of zero (Z). (a)  
Additional learning support will be 
provided.  

Module awarded a mark of zero (FZ). (c)  
An opportunity to repeat the module will be offered. 
Reassessment by retake will not be permitted.  

4  Other type of academic 
misconduct  

Module awarded a mark of zero (FZ). 
(b)  
Additional learning support will be 
provided.  

Module awarded a mark of zero (FZ). (e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or 
equivalent for each offence (eg Ordinary to DipHE, 
Ordinary to CertHE, etc; PGDip to PGCert).  
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5  Plagiarism or collusion  Module awarded a mark of zero (FZ). 
(b)  
Additional learning support will be 
provided  

Module awarded a mark of zero (FZ). (d)  
No further reassessment will be offered.  

5  Other type of academic 
misconduct  

Module awarded a mark of zero (FZ). 
(c)  
An opportunity to repeat the module will 
be offered. Reassessment by retake 
will not be permitted.  

Module awarded a mark of zero (FZ). (e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or 
equivalent for each offence (eg Ordinary to DipHE, 
Ordinary to CertHE, etc; PGDip to PGCert).  

6  Plagiarism or collusion  Module awarded a mark of zero (FZ). 
(c)  
An opportunity to repeat the module will 
be offered. Reassessment by retake 
will not be permitted.  

Module awarded a mark of zero (FZ). (e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or 
equivalent for each offence (eg Ordinary to DipHE, 
Ordinary to CertHE, etc; PGDip to PGCert).  

6  Other type of academic 
misconduct  

Module awarded a mark of zero (FZ). 
(e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one 
level or equivalent for each offence (eg 
Ordinary to DipHE, Ordinary to CertHE, 
etc; PGDip to PGCert).  

N/A  
A PAB will terminate the registration at the first 
offence.  

7  Plagiarism or collusion  Module awarded a mark of zero (FZ). 
(c)  
An opportunity to repeat the module will 
be offered. Reassessment by retake 
will not be permitted.  

Module awarded a mark of zero (FZ). (e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or 
equivalent for each offence (eg Ordinary to DipHE, 
Ordinary to CertHE, etc; PGDip to PGCert).  

7  Other type of academic 
misconduct  

Module awarded a mark of zero (FZ). 
(e)  
A PAB will terminate the registration.  
The PAB will reduce the award by one 
level or equivalent for each offence (eg 
Ordinary to DipHE, Ordinary to CertHE, 
etc; PGDip to PGCert).  

N/A  
A PAB will terminate the registration at the first 
offence.  
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Summary of penalties applicable for Academic Misconduct  
 
Element of assessment awarded a mark of zero (Z).  
Additional learning support will be provided.  
 

(penalty a)  

Module awarded a mark of zero (FZ).  
Additional learning support will be provided  
 

(penalty b)  

Module awarded a mark of zero (FZ).  
An opportunity to repeat the module will be offered.  
Reassessment by retake will not be permitted.  
 

(penalty c)  

Module awarded a mark of zero (FZ).  
No further reassessment will be offered.  
 

(penalty d)  

Module awarded a mark of zero (FZ).  
A PAB will terminate the registration.  
The PAB will reduce the award by one level or equivalent for each offence (eg Ordinary to 
DipHE, Ordinary to CertHE, etc; PGDip to PGCert).  

(penalty e)  

 


