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Student Academic Integrity Management
Explained

Overview

The Institutional Framework for Providing Academic Integrity Among Students provides an
overview of the University’s strategies for promoting academic integrity. The associated
Student Academic Misconduct Policy details the business processes for dealing with
academic misconduct and mananging and tracking a concern relating to student academic
misconduct. The framework and policy apply to all items submitted by students for
assessment by the University in all undergraduate and postgraduate coursework programs,
including dissertations and theses.

The role of the Student Academic Integrity Coordinator is to assist with the management of
concerns raised by Course Convenors. The coordinator is also able to provide assistance
with the Institutional Framework, Student Academic Misconduct Policy and the Student
Academic Integrity Management System.

The Student Academic Integrity Management System efficiently captures, manages and
tracks concerns about student academic misconduct. The system also contains features to
enable Chairs of Faculty Assessment Boards to track and manage concerns assigned to
them.

Chairs of Faculty Assessment Boards have access to the following features after accessing
the system:

e Record investigation outcomes

Record student actions

Close a concern

View, edit and send student letters

View a concern’s status

Append appeal outcomes

Process

All concerns managed using the Student Academic Integrity Management System must follow
the process as outlined and documented in the Institutional Framework and Academic
Misconduct Policy. Figure 1 shows the overall process for academic integrity management.
Table 1 details the individual steps of the process.

Process Step Description Responsibility
Raise Concern When a possible concern has been identified Course
the Course Convenor will raise the concern Convenor

with the Student Academic Integrity
Coordinator. The concern is entered into the
Student Integrity Management System.

Assign Concern The Student Academic Integrity Coordinator Coordinator
will review the concern and decide on an
appropriate person to investigate the concern.
The concern is assigned in the Student
Integrity Management System.

Griffith University Page 4 13 April 2010
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Process Step

Description

Responsibility

Investigate Concern

The assigned person will investigate the
concern. The outcomes of the concern are
recorded in the Student Integrity Management
System.

Course
Convenor,

Chair, Faculty

Assessment
Board
Decide Outcomes The assigned person will also decide on the Course
actions to be taken based on the outcome of Convenor,

the investigation. The actions to be taken are
recorded in the Student Integrity Management

Chair, Faculty

System. Assessment
Board
Review Decisions Should the student have previous academic Course
integrity breaches the assigned person and Convenor,

the Student Academic Integrity Coordinator
will review the previous breaches and
determine if the actions are to be changed
from the initial actions. The actions are edited

Coordinator,

Chair, Faculty

in the Student Integrity Management System Assessment

by the person assigned to the investigation. Board
Update Student Actions | Actions can require a response from the Course

student within a specified time frame. When Convenor,

the student responds the concern details are
updated in the Student Integrity Management
System.

Coordinator,

Chair, Faculty

Assessment
Board
Close Concern The concern can be closed when: Course
e The concern letter and closure letter have | Convenor,

been sent.

e All student actions, if required, are
completed or the dates for the student
actions have elapsed.

The concern letter and closure letter are sent

to the student via electronic mail using the

Student Integrity Management System.

The closure of the concern is recorded in the

Student Integrity Management System.

Chair, Faculty
Assessment
Board

Refer Concern

The Course Convenor can request that the
concern be escalated to the Chair,
Assessment Board. The referral of a concern
is recorded in the Student Integrity
Management System.

Course
Convenor,

Coordinator

Append Appeal
Outcomes

A student may lodge an appeal (if applicable).
See sections 6.9 and 10 of the Student
Academic Misconduct policy. There are two
levels of appeal: Tier 1 appeals are to the
Chair, Assessment Board and Tier 2 appeals
are to the University Appeals Committee. The

University
Appeals
Committee
Representative,

Chair, Faculty

outcome of an appeal is recorded in Student Assessment
Integrity Management System. Board
Table 1 Student Academic Integrity Management process steps
Griffith University Page 5 13 April 2010
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Raize Concern
¢ Refer Concerm
Assign Concem
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Investigate
Concern
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Update Student Student
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Figure 1 Student Academic Integrity Management Process Workflow
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System

Access

Chairs of Faculty Assessment Boards have access to the system to manage and track
concerns for academic misconduct for students enrolled in the courses the Chairs of Faculty
Assessment Boards has responsibility to manage.

The Student Academic Integrity Coordinator is available to assist with configuration or access
issues.

Roles

Title Description

Student Academic University staff member responsible for keeping a record of all
Integrity Coordinator concerns and proven breaches of academic integrity. The
duties of the Co-ordinator include keeping a record of all cases,
including reports from Course Convenors, and from cases
heard by the Chair, Assessment Board, giving information and
other support to Course Convenors to assist them in
discharging their duties and managing the Student Academic
Integrity Management System.

Course Convenor The academic staff member appointed by the Head of School to
have responsibility for the teaching and assessment of a
course. The Course Convenor shall consider cases allocated to
the Course Convenor by the Student Academic Integrity
Coordinator as Tier 1 Cases.

Decision Maker The person assigned the concern is considered the “Decision
Maker” for the particular concern. The Decision Maker may be
the Course Convenor (Tier 1 Decision Maker), or the Chair,
Faculty Assessment Board (Tier 2 Decision Maker).

The Decision Maker investigates the concern and determines
the appropriate action to be taken should there be a finding of
academic misconduct.

Chair, Faculty The academic staff member appointed to chair the Faculty
Assessment Board Assessment Board which is responsible to the Faculty Board for
the determination of grades from individual examiners,
individual student cases, monitoring of results and for the
provision of advice on student achievement, in respect of all
programs which are the responsibility of that Faculty with the
exception of research higher degrees.

University Appeals University staff member who acts in the capacity of Secretary to
Committee the University Appeals Committee and is able to append the
Representative outcome of any appeal to the student's record on the Student
Academic Integrity Management System.

Table 1 Roles
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Navigation

To access the Student Academic Integrity Management System, log into Griffith Portal, and
choose Learning and Teaching, Managing your teaching, Academic integrity management.
The Academic Integrity Management menu items will be displayed.

LL\'JJ Grimth U NIVERS'TY Public website | Feedback | Phonebook ‘D

Griffith Portal > Learning and teaching > Managing your teaching > Academic integrity management

Logged In: - @ | Logout

Hy Links

Griffith Portal - |

» Academic integrity management | Griffith Portal > Learning and teaching > Managing your teaching >
» lanage concerns Academic integrity management

+ Append appeal outcome

5 CITESTEETS Manage concerns Append appeal outcome Cancern status

=

Academic integrity

=

Adding to reserve B

» Agsignment and exam processir

=

Book a video

3

Learning material distribution

=

Lecture and tutorial timetable

=

Room bookings v

Figure 2 Accessing Student Academic Integrity Management from Griffith Portal

Student Academic Integrity Management will work in both Internet Explorer and
Mozilla Firefox.

Mozilla Firefox is available for free and can be downloaded from

Note www.firefox.com

Windows users are also able to install Firefox by choosing Start,
Installable Applications, Firefox.

After accessing the system via the Griffith portal the following navigation items are displayed.
Descriptions of the navigation items are provided in the following table.

Griffith Portal

» Academic integrity management
% Kanage concerns
# Append appeal outcome

» Concern status

Figure 3 - Student Academic Integrity Management Navigation Items
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Navigation ltem Description

Manage concerns This navigation item enables the Chair to record investigation
outcomes, record student actions to be taken and record when a
student has completed the required actions. The Chair can also
edit, send and view student letters.

Append appeal outcome A student may appeal the decision given after an investigation of a
concern. This navigation item enables the Chair to append an
appeal outcome for Tier 1 appeals.

Concern status This navigation item enables the Chair to view the status of a
concern with which they have an association.

This feature allows the viewing of the concern in display only
mode, the concern is not able to be edited.

Table 2 Course Convenor

States

Concerns pass through a series of states which control the accessibility of the concerns
different users.

Chair, Faculty | University
State R Course Assessment Appea[s
Convenor | Board Committee
Representative
1. DRAFT VIEW/EDIT
2. SUBMITTED VIEW/EDIT VIEW
3. UNDER INVESTIGATION | VIEW VIEW/EDIT | VIEW/EDIT
4. PREVIOUS BREACHES VIEW/EDIT VIEW/EDIT | VIEW/EDIT
5. PENDING UPDATES VIEW/EDIT VIEW/EDIT | VIEW/EDIT
EDIT EDIT
6. CLOSED VIEW (Append Appeal (Append Appeal
outcomes only) outcomes only)

Table 3 Concern States

Concerns move from one state to another based on actions by the relevant role (eg. A
concern becomes SUBMITTED when a Course Convenor has entered the relevant data
clicks the “Submit Concern” button on a DRAFT concern).

State Description

1. DRAFT When a concern is in Draft state, it is ready for editing or it is
currently being edited.

2. SUBMITTED The Student Academic Integrity Coordinator is able to
review concerns with a Submitted status. The Student
Academic Integrity Coordinator reviews the concern to
determine who should be assigned to investigate the
concern and decide on the actions to be taken.

3. UNDER INVESTIGATION Concerns in the Under Investigation state are considered
under investigation by the assigned Decision Maker. The
person assigned the concern is considered the “Decision
Maker” for the particular concern.

4. PREVIOUS BREACHES After the Decision Maker has decided the actions to be
taken for the concern, the system will check for any previous
breaches for the student. If there are previous breaches the

Griffith University Page 9 13 April 2010
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State

Description

concern will automatically be given a status of Previous
Breaches. The concern is then automatically assigned to
the Student Academic Integrity Coordinator.

The Student Academic Integrity Coordinator will contact the
Decision Maker to discuss the selected actions. The Student
Academic Integrity Coordinator, who is the only person able
to review the student’s previous breaches, will discuss the
selected decisions with the Decision Maker who will
determine whether the original decisions are to be revised.
The Student Academic Integrity Coordinator will then assign
the concern back to the Decision Maker for completion.

5. PENDING UPDATES

Actions can be assigned time limits within which students
must complete the action. If a concern has a student action
which has a time limit applied the concern will automatically
be given a status of Pending Updates.

6. CLOSED

When all student actions are marked as completed and the
closure letter has been sent to the student the concern can
then be closed. The Decision Maker must manually close
the concern giving the concern a status of Closed.

University Appeals Committee Representative and Chair,
Faculty Assessment Board and Student Academic Integrity
Coordinator may append appeal outcomes to closed
concerns.

Table 4 Concern states descriptions

Griffith University
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Manage Concerns

Overview

Chairs use the Manage Concerns features to manage and track concerns of academic
misconduct. During the process of managing a concern the Chair will consult with the Student
Academic Integrity Coordinator to review the concern and outcomes and ensure the concern
is managed within the guidelines of the framework and policy.

Navigation

To access the Student Academic Integrity Management System, log into Griffith Portal, and
choose Learning and Teaching, Managing your teaching, Academic integrity management.

Manage Concerns is accessible as a navigation item in the Griffith portal (refer Figure 4).

Griffith Portal

#* Academic integrity managemsnt

(ﬁ Manage concerns )

# [Duplicate concern

#* Concern status

Figure 4 Manage Concerns Navigation
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Record investigation outcomes

The Chair will investigate the concern to determine if there is a case for the student to
answer. The details of the investigation and the final decisions on student actions to be
completed are able to be recorded using this feature.

Choose Manage Concerns from the Academic integrity management menu (refer Figure 4)

A search page will be displayed.
Enter any information you have in regard to the concern in the search boxes.

Manage Concern
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

 ind a Exising Valuo 1 Add aew\aive

Concern ID: beging with

StudentID: | begins with + Q

First Name: begins with

Last Name: beging with

Catalogue Nbr:| pegins with |+ Q

Status: = L i
Search Clear Basic Search Save Search Criteria

Figure 5 Existing concern search

Choose (Search) to list submitted concerns.

Note Use the search features to narrow the search results.

Griffith University Page 12 13 April 2010
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The search results list will be displayed.

Note Assigned concerns have a status of INVESTIGAT.

Manage Concern

Find an Existing Value Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

ConcernID:  [pagins with v |
Student!D:  [pegins with | | Q
Firsthame: [ pegins with | |
Lasthame:  [pegins with | |
Catalogue NOF: [ pegins with | | Q

Status: E v |

v

Search | Clear | Basic Search E Zave Search Criteria

Search Results

Wiew All

First El 1-10 of 10 El Last

Q000000012 ! ! 1002ABF INVESTIGAT
a0ooooo04s 2003ENMG INVESTIGAT
0000D00oOve 1003EMG INVESTIGAT
0000000143 1003EMG ORAFT

Figure 6 Existing concerns search results

Select the concern to be investigated from the search results list.

Concern letter

If the concern letter has not been sent then a dialog box will appear advising that the concern
letter must be created and sent to the student before the investigation details can be added.

Windows Internet Explorer

'r Send Concern letter. (29000, 19)
L

This concern has been assigned to you for investigation.

Click "Ok" to continue

The Concern Letter must be sent to the student before the investigation details can be added.

Figure 7 Concern letter dialog box

Griffith University Page 13
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Investigation

When the concern letter has been sent the BULIEEIEIIE (Investigation) page will be
displayed.

Student Information Caoncern Detail Investigation

Concern ID 0000000052 Status: Under Investigation Submit date: 02/16i2010 Closure Date; 03162010

Investigation Outcomes

Investigation Process

*Process uflrwesligaliun:qg@ e «
7
The student advised the concern was (" Intentional % Unintentional )
Student acknowledgement: 1 | 1:Admission of guilt, 5. Total denial ‘\
Degree of remorse exhihned:ﬁ 1:Tatal remarse, 5:Mo remarse

Student’s Responses

*Student response lype:( Q)
Hote: The maximurn File Size that can be attached is SMB. -~ '\
Attached File
( Add Attachment I )Woq Q, =]
On the basis ofthis response, what is @
your assessment ofthe student's \
conductand educational needs?
Using the seriousness matrix to assistyour decision-making
what was the level ofthe student's intent to cheat? (]_ ﬂ) Ceriousness Matr@
p. 4 AN
First E 1 of 1 E Last
“Decision: - B8
Futher Information: L @ \

Close Concern I

[Elsave | FReturnto Search

Figure 8 Investigation

Edit the Investigation details.

Note Mandatory fields are preceded with an asterisk (*).

Process of Investigation

Choose @ (Process of investigation search) (refer Figure 8) to select the investigation
process for the concern.

Select the Type of Investigation or Other if there is no suitable process of investigation.
This will display a text box for typing in details.

Choose @ (Spell check) to spell check your text.

Multiple process types can be added.
Choose [T (Add) to add another process of investigation.
Choose [=] (Delete) to delete a process of investigation.

Concern was intentional/unintentional
Select the relevant option for this concern (refer Figure 8).

Student acknowledgement

Select the relevant level for the student’s admission of guilt from the drop down list (refer
Figure 8).

Griffith University Page 14 13 April 2010
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Degree of remorse exhibited

Select the relevant level for the degree of remorse shown by the student from the drop down
list (refer Figure 8).

Student response type

Choose @ (Student response type search) (refer Figure 8) to select the reason given by the
student for the breach of academic integrity.

Select the Type of student response or Other if there is no suitable response type. This will
display a text box for typing in details.

Choose @ (Spell check) to spell check your text.

Multiple student response types can be added.
Choose [T (Add) to add another student response type.
Choose [=] (Delete) to delete a student response type.

Attachment

Choose |__AddAtachment_| (Add Attachment) (refer Figure 8) to attach a file to be stored with
this concern.

Choose (Browse) and locate the file required to be stored with this concern.
Choose |_ZP183d_| (upload) to upload the required file.

Choose (Cancel) to cancel the file upload.

The maximum file size is 5MB.

Multiple files can be attached.
Add Attachment

Choose | | (Add Attachment) again to browse and locate another file to be

stored with this concern.

Choose [=] (Delete) to delete a file. A dialog box will be displayed.
e

Choose | (OK) to confirm deleting the row.

Assessment of educational needs

Type in details of your assessment of the student’s conduct and educational needs into the
text box (refer Figure 8).

Choose @ (Spell check) to spell check your text.

Student’s intent to cheat

Select your evaluation of the student’s intent to cheat from the drop down list (refer Figure 8).
|Eeri-3u5n-355 I atrix

| (Seriousness Matrix)

The Seriousness Matrix can be accessed using the
link.

Decision

Choose (Decision search) (refer Figure 8) to select your decision on the actions to be
taken as a result of the investigation.

Multiple decisions can be added.
Choose [T (Add) to add another decision.
Choose [=] (Delete) to delete a decision.
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Further information
Type in further information details into the text box as relevant.

Choose @ (Spell check) to spell check your text.

Update Due
If the decision requires a student action then a date box will be displayed.

Choose @ (Calendar search) to select the date the student’s actions for the decision are to
be completed. Date format is dd/mm/yyyy.
The date is defaulted to a value set by system configuration settings.

Reason for Learning Services Referral

If the decision is Seek study skills then a text box is displayed.
Type in the reason for the Learning Services referral form.
The reason entered will be printed on the Learning Services Referral form sent to the student.

Completed investigation details page
An example of a completed Investigation page.

Student Infarmatian Cancern Detail Assigh Investigation
ConcernID 0000000052 Status: Under Investigation Submit date: 02162010 Closure Date: Q31 6/2010
Investigation Outcomes
Investigation Process E E| 1-2 of 2 IE Last
‘Process of Investigation: 0020 C Recaived awritten response from the student =
"Process of Investigation: 0030 S interiewed the stodent =
The student advised the concermn was " Intentional  Unintentional
Student acknowledgement: 2 - 1:Admission of guilt, 5:Total denial
Degree of remorse exhibited: |4 hd 1:Total remorse, 5:Mo remarse
Student’s Responses First {1 1201 2 [ Last
*Student response type: 0010 Q. Heavy paid workload EHE
*Student response type: 9990 2 Othar =l
*Other: IStudem unclear on correct method of referencing sources @

Mote: The maximum File Size that can be attached is SMB.
Attached File

Add Attachment 1 |student_written_response.dock Q [=]

Student is genuinely confused about how to reference @
sources and that different styles are used by different school

©in the basis of this response, what is
your assessment of the student's
conduct and educational needs?

Using the seriousness matrixto assist your decision-making - )
whatwas the level ofthe student's intent to cheat? Tier 1 Level of Concern ]' Seriousness Matrix

First E 1-2af 2 E Last

“Decision: no30] QU Require the studentto seek appropriate study skills advice from Learning =]
Senices

Update Due: 02i23/2010 5

Reason for Learning |Student needs help with how to correctly reference sources in an essay.

Services Referral:

Futher Information: [Student should be using APA. A
*Decision: 0060 QL Allow the studentto resubmit the assessment itermn to achieve a mark no higher =l

than a 'pass' mark for the item
Update Due: 02/20/2010 [

Studentto resubmit assessment with sources correctly referenced. &

Futher Information:

Close Concern

Figure 9 Completed investigation details
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Checking for previous breaches

Choose (Close Concern) to check for previous breaches.

The following prompt will be displayed and confirmation of the action is required.

Confirm Decisions. (29000 21}

Please confirm that the decisions selected for this concern are correct. Once confirmed the decisions are
unable to be changed unless previous breaches are found for this student.

Click "Yes™ to continue
Click "Mo™ to cancel

Yes | Mo

Figure 10 Confirm Decisions

Choose (Yes) to confirm the decisions selected for this concern are correct.

Choose (No) to cancel and return to the Investigation tab to edit the investigation
details.

When submitted, the system will check for previous breaches of academic integrity by the
student. The next steps will depend on whether previous breaches are found for the student.

A dialog box will be displayed indicating whether the previous breaches have been found for
the student.

If no previous breaches are found then the next steps are as shown in No previous
breaches (refer p18).

If previous breaches are found then the next steps are as shown in Previous breaches (refer
pl19).
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No previous breaches

If no previous breaches have been found for the student the following dialog box will be
displayed.

Windows Internet Explorer E|

rj Send Closure letter, (22000, 18)
-

Mo previous breaches were found for this student.
The Closure Letter must be sent to the student before the concern can be dosed.

Click ™0Ok" to continue

Figure 11 Closure letter dialog box

Choose (OK) to close the dialog box.

Closure letter
Refer to p35 for steps on editing and sending closure a letter.

Close Concern

When the closure letter has been sent (Close Concern) will be enabled.

Choose (Close Concern) to close the concern.

The following dialog box will be displayed and confirmation of the action is required.

Close Concern. (29000,23)
This concern will now he closed.
When closed, the concern will na longer be listed for viewing or editing.

Click ™es™ to continue
Click "Mo” to cancel

Yes | Mo

Figure 12 Close concern confirmation

Choose (Yes) to confirm closing the concern.

Choose (No) to cancel and return to the Investigation tab to edit the investigation
details.

When a concern is assigned to the Student Academic Integrity Coordinator

Note . ; -
the concern will no longer appear in your search list.
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Previous breaches

If previous breaches have been found for the student the following dialog box will be
displayed.

Windows Internet Explorer ﬁ‘

) Previous breaches have been found for this student, (29000,7)
ey

This concern will be submitted to the Student Academic Integrity Coordinator who will contact you regarding the details of the previous breaches and discuss with you
whether the decisions should be revised.

When submitted the concern will no longer be listed for editing. The status of the concern can be viewed using "Concern Status™

Click "OK™ to continue

Figure 13 Previous breaches

Choose (OK) to close the dialog box.

The concern will be assigned to the Student Academic Integrity Coordinator who will be
advised that the student has previous breaches and to contact you regarding the concern.

The purpose of the contact is to discuss whether the decisions for the current concern should
be changed due to the existence of previous concerns for the student.

After the discussion and a decision on whether the original decisions will be changed, the
Student Academic Integrity Coordinator will assign the concern back to the Chair for further
action.

When a concern is assigned to the Student Academic Integrity Coordinator

Note . ; ;
the concern will no longer appear in your search list.
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Revise original decisions

Decisions made for a concern can be revised based on the seriousness of a student’s
previous breaches. This feature is used to record the revised decisions.

The Student Academic Integrity Coordinator must have reviewed the
Note 3 . L S
concern to enable the Decision Maker to revise the original decisions.

Choose Manage Concerns from the Academic integrity management menu (refer Figure 14).

Griffith Portal

* Academic integrity management

(ﬁ' Manage concerns _)

# Duplicate concern

# Concern status

Figure 14 Manage concerns navigation

A search page will be displayed.
Type in any information you have in regard to the concern in the search boxes.

Manage Concern
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

ConcernlD: | begins with + ||
StudentD: | pegins with || Q
First Name: [ pegins with + |
LastName: | begins with + ||

Catalogue Nbr:| begins with v || Q
Status: = v | v
Search | Clear I Basic Search Save Search Criteria

Figure 15 Manage concern

Choose (Search concerns) to list submitted concerns.

Note Use the search features to narrow the search results.
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A search result list will be displayed.
Note Concerns needing decisions revised will have the status of INVESTIGAT.

Concern 1D
Student 10:
First Name:

Last Name:
Status:

Search |

Manage Concern
Enter any infermation vou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

begins with ||
begins with || Q
begins with ||
begins with ||

Catalogue NOT: | pegins with « | Q

= v | v

Clear | Basic Search E Zave Search Criteria

Wiew All

Search Results

First El 1-10 of 10 El Last

ConcerniD Student First ame] Last Home Cataioque tior[saius

0000000012 L 1002ABF INVESTIGAT
0000000045 2003EMG INVESTIGAT
0000000078 1003EMNG INVESTIGAT
0000000143 1003ENG DRAFT

Figure 16 Existing concerns search results

Select the concern where the original decisions need to be revised.

Investigation

If you have advised the Student Academic Integrity Coordinator that you wish to
change your decision in view of the previous breaches, the following dialog box

will be displayed.

The page at https:,.-",.-"wwa?—tEs]::grilﬁ-ﬂt&dwswm

Revise Decisions, (29000, 28)

The Student Academic Integrity Coordinator has confirmed that the decisions will be revised, Please
select the revised decisions,

Click "ok bo continue

Figure 17 Revise decisions dialog box

Choose (OK) to close the dialog box.
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The et Bl (Investigation) page will be displayed and the revised decisions area will
be shown.

Student Information Concern Detail Investigation

Concern ID 0000000055 Status: Under Inwestigation Submit date: 0zn&z010 Closure Date: 0382010

Investigation Outcomes

Investigation Process |E| E 1of 1 E| Last
Process of Investigation: 55 Received a written response from the student
The student advised the concernwas © Intentional # Unintentional
Student acknowledgement: 2 1:Admission of guilt, 5:Total denial
Degree of remorse exhibited: 2 1:Taotal rerorse, 5:Mo remarse

Student's Responses First (4 1 o 1 ] Last

Student response type: 0040 Living circumnstances

Hote: The maximum File Size that can be attached is 5SMB.
Attached File

| 1 student_written_response docx Q

On the basis ofthis response, what is |

your assessment of the student's
conduct and educational needs?

Using the seriousness matrix to assistyour decision-making
whatwas the level ofthe student's intent to cheat? Tier1 Level of Concemn Seriousness hatrix

Firct (1] 1.2 06 2 [ Last

Require the student to seek appropriate study skills advice from Learning Services
Update Due: 04/01/2010

Require the student to complete the Acadermic Integrity Student Tutorial within one
manth
Upidate Due: 04/01/2010

Revised Decisions Fine  First %) 1 of 1 [Pl Lact

Revised Decisions: (g)

Futher Information: @ )@

Cloge Concern

Figure 18 Revise decisions

Edit the Revised Decisions fields.

Note Mandatory fields are preceded with an asterisk (*).

Decision

Choose @ (Revised decision search) (refer Figure 18) to select your revised decision on the
actions to be taken as a result of the investigation.

Multiple decisions can be added.
Choose [T | (Add) to add another revised decision is associated with this concern.
Choose [=] (Delete) to delete a revised decision.

Original decisions that are still to be included in the revised decisions

Note must also be entered.

Further Information
Type in further information details into the text box as relevant (refer Figure 18).

Choose @ (Spell check) (refer Figure 18) to spell check your text.
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Update Due
If the decision requires a student action then a date box will be displayed.

Choose @ (Search calendar) (refer Figure 19) to select the date the student’s actions for the
decision are to be completed. Date format is dd/mm/yyyy.
The date is defaulted to a value set by system configuration settings.

Reason for Learning Services Referral

If the decision is Seek study skills then a text box is displayed.
Type in the reason for the Learning Services referral form.
The reason entered will be printed on the Learning Services Referral form sent to the student.

Complete revised decisions page
An example of a completed Revised Decisions page.

First E 1-2 of 2 E Last

Require the student ta seek appropriate study skills advice fram Learning Services
Update Due: 04/01/2010

Require the student ta complete the Academic Integrity Student Tutarial within one

manth
Update Due: 04/01/2010
Revised Decisions Find
Revised Decisions: 0050  CL  Allocate a reduced mark for the student's assessment item F[=]
Futher Information: IStudentmarkwiII he reduced by 20%. @
Revised Decisions: (0030, Require the student to seek appropriate study skills advice from Learning =
Services
Action Date: 04i01/2010 [3)

Reason for Learning |Student needs help with referencing skills.
Services Referral:

&

Futher Information:

Revised Decisions: (0040 CL  Reguire the student to complete the Academic Integrity Student Tutorial within F[=
ane manth

Action Date: 04i01/2010 [+
Futher Information:

(1

Close Concern |

Figure 19 Revised decisions completed

Close Concern

Choose (Close Concern) to close the concern.

The following prompt will be displayed and confirmation of the action is required.

Confirm Decisions. (28000 21)

Flease confirm that the decisions selected for this concern are correct. 2nce confirmed the decisions are
unable to be changed unless previous breaches are found for this student.

Click "Yes™ to continue
Click "Mao” to cancel

Yes | Mo

Figure 20 Confirm revision decisions

Choose (Yes) to confirm the revised decisions selected for this concern are correct.
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Choose (No) to cancel and return to the Investigation tab to edit the revised
decisions.

The following dialog box about sending a closure letter will be displayed.

The page at https:/ /www87-test.griffith.edu.au:468 says: x|

Send Closure letter, (29000,35)

[...

The Closure Letker must be sent to the student. Al outstanding actions to be taken on behalf of the
student must be completed befare the concern can be closed.

Click "Ok" to continue

Figure 21 Send Closure letter

Choose (OK) to close the dialog box.

Closure letter

Refer Edit, send and view closure letter (refer p31) for steps on editing and sending a closure
letter.

Close concern

The concern can be closed when:
e The concern letter and closure letter have been sent.
e All student actions, if required, are completed or the dates for the student actions
have elapsed.

Choose (Investigation) to display the investigation details.

Clase Concern

Choose (Close Concern) to close the concern.

The following dialog box will be displayed and confirmation of the action is required.

Close Concern. (29000,23)
This concern will now he closed.
When closed, the concern will no longer be listed for viewing or editing.

Click ™Yes™ to continue
Click "Mo” to cancel

Yes | Mo

Figure 22 Close Concern

Choose (Yes) to confirm the revision of the investigation decisions.

Choose (No) to cancel and return to the Investigation tab to edit the revised
decisions.

The concern will be closed.

Note Closed concerns will no longer appear in your search results.
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Edit, send and view letters

During the processing of a concern it is a requirement of the academic integrity policy to
advise the student that a concern about academic misconduct has been raised. It is also a
requirement to advise the student of the outcomes of the investigation when the concern is
closed.

Viewing, editing or sending letters occurs during the Manage Concern process.

Student letters are created by merging a selected letter template with the contents of the
concern. Once created the letter contents can be edited by adding or removing content. Once
editing is finished the letter can be sent. Sending of student letters is via electronic mail to the
student’s email address. When a student letter has been sent the contents of the letter are
locked but the letter can be viewed.

Letter templates are maintained by the Student Academic Integrity Coordinator.
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Edit, send and view a concern letter

During the processing of a concern it is a requirement of the academic integrity policy to
advise the student that a concern about academic misconduct has been raised. This feature
is used to edit, send and view a concern letter.

The concern letter must be created and sent to the student before the investigation details
can be entered.

Note Concerns requiring a concern letter will have the status of INVESTIGAT.

When a concern is opened choose (Letters) to edit, send and view the concern
letter.

The Letters page will be displayed.

Student Infarmation Concern Detail Assion Letters

ConcernlD: 0000001267 Status:  Under Investigation  Submit Date:  18/03r2010  Closure Date:  15/04/2010
First E = |I| Last
Letter Type Date Timestamp Edit Send

1 Concern Letter

Figure 23 Edit a concern letter

Edit a concern letter
Choose (Edit) to display the Letter Edit page.
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Letter Edit
Concern ID: 0000000053 Send Date:
Letter Type: Concern Letter Attachment:
Letter Template: | (:) —
From: |
To: |
oo Email Address Email
o r =
Subject: [
Text: @

Note: The maximum File Size that can be attached is 5SMB.

Add Attachment Attached File
1 Q [=]

Figure 24 Letter Edit
Edit the Letter Edit page fields.

Letter Template

Choose @ (Letter template search) (refer Figure 24) to select the letter template to be used.
A search result list will be displayed.

Look Up Letter Template

Letter Temnlate: | pagins with v |
Description: | hegins with | |

Look Up | Clear | Cancel | Basic Lookup

Search Results

Fir=t E 15 of 5 |I| L=t

Letter Template [Description
CEMLTRO01 COMCERM LETTER Course Convenor

RMLTRO0Z  COMCERMLETTER CAR

Figure 25 Look Up Letter Template
Select the required template from the search results list.

Once a letter template has been selected, the concern details are merged and the remaining
fields are set to their default values.
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Letter Edit

Concern ID:
Letter Type:

From:

To:

coC

Subject:
Text:

ok |

Letter Template: |CRNLTRO02Z @ comnCERM LETTER_CAB

mdd Mtachment .mtached File Q
e —— 1

Cancel |

0000001277 Send Date;

Caoncern Letter Attachment:

@aan@grimth.edu au D «—

C_b_haan@grifﬂth.edu au __) 4+
Email Address
1 | haangarifiith. edu.au @ =
2 |b.haang@arifith.edu.au / [ =
2 |b.haang@arifith.edu. au 7 [=]
Student Mo ZZIIITCD - @

Date 17472010

VIA EMAIL: b haan@ariffith.edu.au
M
Deard i iy

Concemns have heen raised by the Course Convenar, Mr Ben French about Buying essars on
Assessient tem: Essay writing task for the course 2007FPP Legal Issues for Managers, Semester 1 -
2010. | have attached a copy of your assessment itern with same of the concerns highlighted. Atthis
stage the assessment item has not been marked. Before marking the assessment itern | require a
response from you about rry concerns. Yo may either write (or ermail me) or organise an appointrnent to
come in and discuss this with me. You must respond within 14 days of the receipt of this emaililetter.

After receiing your response |will consider the concerns and make a decision about the appropriate
course of action taking into account your response. L will inform you of my decision, in writing {by email),
within 14 days ofthe receipt ofvour response

At Griffith University the academic conduct of students is very important. YWithout academic integrity, true
academic discourse hecomes impossible, learning is distorted and the evaluation of student progress

and academic quality is seriously compromised. The details of the decisions available to me can he

found in the Student Academic Misconduct Palicy, Council Resolution 872009, Ll

Note: The maximum File Size that can be attached is 5MB.

=l

Figure 26 Merged concern letter

Field Description
From The electronic mail address of the person who is sending the
student letter.
To The electronic mail address of the student.
CC The electronic mail address of another person who will receive the
student letter.
Multiple electronic mail addresses can be added.
De-select (Email check box) (refer Figure 26)
to stop an email copy of the concern letter being sent.
Subject The subject title of the student letter.
Text The body text of the student letter.

Type in the text box to add additional information or edit the letter.

Choose @ (Spell check) to spell check the concern letter.

Griffith University
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Field

Description

Add Attachment

Choose |__A4¢ Attachment_| (Add Attachment) (refer Figure 26)
to attach a file.

Choose (Browse) and locate the file to be attached to

this concern letter.

Choose L X988 |t upload the required file.
Choose to cancel the file upload.

The maximum file size is 5MB.

Multiple files can be attached.
Add Attachment

Choose | I (Add Attachment) again to browse and
locate another file to be attached to this concern letter.

Choose [~/ (Delete) to delete a file. A dialog box will be displayed.
e

Choose &

Choose (OK) to save the letter contents.

Choose (Cancel) to discard the current editing of the
letter content and return to the Letters tab.

(OK) to confirm deleting the file.

Table 5 Concern letter fields

Note

The contents of a letter can be re-edited up until the letter is sent to the
student.

Note

Attachments loaded into the system will automatically be attached to a
concern letter, so if you do not wish an attachment to be sent it will be
necessary to delete the attachment by choosing the minus sign prior to
sending the letter.

Send a concern letter
When a concern is opened choose (Letters) to view relevant student letter.

Choose (Send) (refer Figure 27) to send the letter to the student’s electronic mail

address.

Student [nformation

Concern ID: 0000001267  Status:  Under Investigation  Submit Date:  18/03/2010 Closure Date:  15/04/2010

l_ Letter Type Date Timestamp

1 Concern Letter

Concern Detail F Letters

Figure 27 Send concern letter
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The following prompt will be displayed.

Do wyou weant to send Letter? (29000,13

014 Cancel

Figure 28 Confirming sending letter

Choose (OK) to send the concern letter to the student.

Choose (Cancel) to return to the Letters page.

Note To re-send a letter, contact the Student Academic Integrity Coordinator.

View a concern letter

When a student letter has been sent the contents of the letter are locked but the concern

letter can be viewed.

When a concern is opened choose (Letters) to view relevant student letter.

The Letters tab will be displayed.

Student Information Concern Detail

Date Timestamp
100210 3:05:11PM

Letter Type
1 Goncern Letter

ConcernID: Q000000008  Status:  Under lnvestigation  Submit Date:  09/02/2010 Closure Date:  09/03/2010

View Send

First E 1of 1 |I| Last

Figure 29 View a concern letter

Choose (View) to view a concern letter that has already been edited and sent.
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Edit, send and view a closure letter

It is a requirement of the academic integrity policy to advise the student of the outcomes of
the investigation when the concern is closed. This feature is used to edit, send and view a
closure letter.

The closure letter must be created and sent to the student before the concern can be closed
in the system.

When a concern is opened choose (Letters) to edit, send and view the relevant
student letter.

The Letters page will be displayed.

Student Information Cancern Detail ! f ian Updates Letters

ConcernID: (000001267 Status: Pending Update Submit Date:  12/03/2010 Closure Date:  15/04/2010
First El 1-2 of 2 El Last
Letter Type Date Timestamp Edit View Send

1 Concern Letter 10/02/10 3:05:11 PM

2 Closure Letter

Figure 30 Edit a closure letter
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Edit a closure letter
Choose (Edit) to display the Letter Edit page.

Letter Edit

Concern ID: 0000001250 Send Date:
Letter Type: Closure Letter Attachment: Learning Serices Referral farm
Letter Template: | i: ) ——

From: |

To: [

oo Email Address Email

' -] r =

Subject: [

Text:

Note: The maximum File Size that can be attached is 5MB.
add Attachment | PSSR
1 Q, =]

OK | Cancel

Figure 31 Edit letter page

Edit the Letter Edit page fields.
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Letter Template

Choose @ (Letter template search) (refer Figure 32) to select the letter template to be used.
A search result list will be displayed.

Look Up Letter Template

Letter Template: [z gins with =] |
Description: | begins with j|

Look Up | Clear I Cancel I Basic Lookup

Search Results

Fir=t Izl 1-14 of 14 |I| Last

Letter Template [Description
CLELTRO01 CLOSURE LETTER Course Convenor Mo case

CLELTROO2 CLOSURE LETTER Course Convenor after student response Law
CLELTROO3 CLOSURE LETTER Course Conwvenor after student response

CLELTREOO4 CLOSURE LETTER Course Convenor MO student response Law
CLELTROO0S CLOSURE LETTER Course Conwvenar MO student response

CLELTROOG CLOSURE LETTER ©AB 2nd or subseq breach after student response law
CLELTROOT CLOSURE LETTER CAB 2nd or subseq breach after student response
CLELTROOS CLOSURE LETTER CAB 2nd ar subsed breach ho respaonse law
CLSELTRO09 CLOSURE LETTER CAB 2nd ar subseq breach ho respanse

CLELTEO10 CLOSURE LETTER CAB after student response law

CLSLTRO11 CLOSURE LETTER CAB after student response

CLELTRO12 CLOSURE LETTER CAB no response |aw

CLELTRO13 CLOSURE LETTER CAB no response

CLELTRO14 CLOSURE LETTER CAB Mocase

Figure 32 Look up Letter Template
Select the required closure letter template from the search list.

Once a letter template has been selected, the concern details are merged and the remaining
fields are set to their default values.
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Merged closure letter
An example of a merged closure letter.

Letter Edit
Concern ID: 0000001277 Send Date:
Letter Type: Closure Letter @chmem: )

Letter Template: (CLSLTRO11 QU | 0SURE LETTER_CAB_after_student_response

C |b.haan@ariffith.edu.au )] 4+
To: Cb.haan@grifﬂth.edu.au _)‘_

From:

oo Email Address Email
1 |b-haan@arifith.edu.au @
2 |b.haan@ariffith. edu.au / v =
3 |b.haan@ariffith.edu.au v

Subject

Text:

Add Aftachment|) Attached File
—_— 1

|»
&

Student Mo: 2222272
Date 17452010

WA EMAIL: b haanig@arifith.edu.au
[F TR

Dear v, 000

Thank yau foryour response to my concers in relation to a matter of academic inteqrity. | have
considered the allegation of Buying essays on Assessment temn - Essay writing task for the course
2007PPP Legal Issues for Managers, Semester 1 - 2010. The nature of the concern is serious,
consequently | impose the fallowing:

- reguire you to exclude the affected woark from your dissertationithesis

This penalty is consistent with the Student Acadernic Misconduct Policy, Council Resolution 6/2009 which
states:

Ifthe Tier 2 Decision Maker {Chair of the Assessment Board) concludes on the basis ofthe evidence,
including the student,s written andfor verbal respanse, that a breach has oceurred, then The Tier 2
Decision Maker may choose to impose one ar mare Tier 1 Educational Responses andfor one or mare of
the following Tier 2 Educational Responses:
- give the student a warmning

=

- rennira the ctudent tn epak annrnnriate stodw skille arvice frnm L earninn Sendras

Note: The maximum File Size that can be attached is 5MB.

Q =

Figure 33 Merged closure letter

Field Description

Attachment If the student is required to seek help from Learning Services a
referral form will be automatically attached to the closure letter and
sent via electronic mail.

From The electronic mail address of the person who is sending the
student letter.

To The electronic mail address of the student.

CcC The electronic mail address of another person who will receive the
student letter.
Multiple electronic mail addresses can be added.
De-select (Email check box) (refer Figure 33) Merged closure
letter)
to stop an email copy of the closure letter being sent.

Subject The subject title of the student letter.

Text The body text of the student letter.
Type in the text box to add addition information or edit the letter.
Choose (Spell check) to spell check the closure letter.

Griffith University
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Field

Description

Add Attachment

Choose |_Ad2 Atiachment_ | (Add Attachment) (refer Figure 33)
to attach a file.

Choose (Browse) and locate the file to be attached to

this closure letter.
Choose _2P1238 | (Upload) to upload the required file.
Choose (Cancel) to cancel the file upload.

The maximum file size is 5MB.

Multiple files can be attached.
Add Attachment

Choose | I (Add Attachment) again to browse and
locate another file to be attached to this closure letter.

Choose [=] (Delete) to delete a file. A dialog box will be displayed.
e

Choose k

(OK) to confirm deleting the file.

Table 6 Closure letter fields

Choose (OK) to save the letter contents.

Choose (Cancel) to discard the current editing of the letter content and return to
the Letters page.

Note

The contents of a letter can be re-edited up until the letter is sent to the

student.

Send a closure letter
When a concern is opened choose (Letters) to view relevant student letter.

Choose (Send) (refer Figure 34) to send the letter to the student’s electronic mail

address.

Student Information

ConcernlD: 0000001267 Status:  Pending Update Submit Date:  15/0352010 Closure Date:  15/04/2010

Concern Detail Assign Investigation Updates

First of 2 E Last
Letter Type Date Timestamp Edit View Send
1 Concern Letter 10/02/10 3:05:11 PM i
2 Closure Letter Edit y ( send | )
-

Figure 34 Send closure letter

Griffith University
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The following prompt will be displayed.

Do wyou weant to send Letter? (29000,13

014 Cancel

Figure 35 Confirm sending letter

oose o send the closure letter to the student.
Ch OKt d the cl letter to the student
Choose (Cancel) to return to the Letter page.

Note To re-send a letter, contact the Student Academic Integrity Coordinator.

Close concern
You may also be able to close the concern after the closure letter has been sent.

The concern can be closed when:
e The Concern Letter and Closure Letter have been sent.
e All student actions, if required, are completed or the dates for the student actions
have elapsed (refer p37).

Chose IRl (Investigation) to display the investigation details.

Choose [_Close Concern _ | (Close Concern) to close the concern.

View a closure letter

When a student letter has been sent the contents of the letter are locked but the closure letter
can be viewed.

When a concern is opened choose (Letters) to view relevant student letter.

The Letters tab will be displayed.

Student Infarmation Concern Detail Assign Investigation Updates

Concern ID: 0000001267 Status:  Pending Update Submit Date:  12/02/2010 Closure Date:  15/04/2010
First E 1-2 of 2 |I| Last
Letter Type Date Timestamp Vi Send

1 Concern Letter 10/02/10 3:05:11 PM

2 Closure Letter 15/04/10 4:15:11 PM

Figure 36 View a closure letter

Choose (View) to view a closure letter that has already been edited and sent.
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Update student actions

Decisions made by the Chair after the investigation of a concern may require further actions
to be completed by the student. Where this is the case, this feature will enable the Chair to
update the outcome of the student’s actions.

The Updates page will only be displayed if one or more decisions requiring

Note a student action have been chosen on the Investigation page.

Choose Manage Concerns from the Academic integrity management menu (refer
Figure 37)

Griffith Portal

% Academic integrity management

# Manage cencernz

* Duplicate concern

# Concern status

Figure 37 Manage concerns

A search screen page will be displayed.
Type in any information you have in regard to the concern in the search boxes.

Manage Concern
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

Concern ID: beging with

StudentID: | begins with + Q

First Name: begins with

Last Name: beging with

Catalogue Nbr:| pegins with |+ Q

Status: = L i
Search Clear Basic Search Save Search Criteria

Figure 38 Manage Concern
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A search result list will be displayed.

Note

Concerns requiring an update of student actions have a status of UPDATE.

Manage Concern

Find an Existing Value | Add aNew Value

Enter any information you have and click Search. Leave fields hlank for a list of all values.

ConcerniD: | pegins with ||
StudentID: | pegins with v || Q
FirstName: | begins with ||
LastName: | begins with v ||
Catalogue Nbr:| begins nfulth v | Q

Status: | = w

Search | Clear | Basic Search [g] Save Search Criteria

Search Results

v All First ] 190of9 )] Last
Concern ID |Student ID(First Name (Last Name |Catalogue Nbr|Status
0000000116 - B3 1003ENG LUFPDATE
0000000143 J003EMG DRAFT
0000000145 = E RS NS LS 1003EMNG UPDATE

Figure 39 Existing concerns search results

Select the concern to be updated.

e W (Updates) page will be displayed with details of the student actions listed.

Student Information Caoncern Detail Assign Investigation Updates

ConcernID: (0000000055 Status:  Pending Update Submit date: 0201872010 Closure Date:  03/13/2010

First I | Last

Action need to update Update Due Completed |Date Completed
Require the student to seek appropriate study skills advice fram
7 Learning Services AT ‘m

5 Require the student to complete the Asademic Integrity Student 0450172010 @
Tutorial within one manth
Cloge Concern |

Ezave | E\Return to Search

Figure 40 Updates display
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Student actions will be defaulted to (No) (refer Figure 40).

When the student has completed the action select L"#2__ | (Yes) from the drop down list.

The date will be defaulted to the current date however it can be changed by choosing
(Calendar search) and selecting a new date.

When all student actions have been completed or the completion date for all student actions
has passed the (Close Concern) button will be enabled.

Choose (Close Concern) to close the concern.

The following prompt will be displayed and confirmation of the action is required.

Close Concern. (29000,23]
This concern will now be closed.
VYWhen closed, the concern will no longer be listed for viewing or editing.

Click ™es™ to continue
Click "Mo” to cancel

Yes | ¥ x]

Figure 41 Close concern confirmation

Choose (Yes) to confirm closing the concern.

Choose (No) to cancel and return to the Updates tab to edit the update details.

The concern will be closed.

The closure letter must also have been sent to the student for the
| Close Concern

Note
| (Close Concern) to be enabled (refer p31)
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Append appeal outcome

Overview

A student has the right of appeal if they disagree with the decision from a concern regarding
academic misconduct. There are two levels of appeal: one to the Chair, Assessment Board
and the second to the University Appeals Board. The outcome of an appeal is to be recorded
against the concern.

This feature enables the Chair, Assessment Board or the Appeals Board Representative to
record the details of the outcome of an appeal for academic misconduct with the original
record of the concern.

Navigation

To access the Student Academic Integrity Management System, log into Griffith Portal, and
choose Learning and Teaching, Managing your teaching, Academic integrity management.

Manage Concerns is accessible as a navigation item in the Griffith portal (refer Figure 42).

Griffith Portal

% Academic integrity managemsnt

#» Manage concernz

» Append appeal outcome

» Concern gtatus

Figure 42 Append appeal outcome navigation
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Append appeal outcome

Choose Append Appeal Outcome from the Academic integrity management menu (refer

Figure 43)
Griffith Portal

# Academic integrity management

#» Ianage concerns

( » Append appeal uutcum&)

» Concern gtatus

Figure 43 Append appeal outcome navigation

A search page will be displayed.
Type in any information you have in regard to the code in the search box.

Append Appeal Outcomes
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Concern ID: hegins with |«

Student ID: beging with Q,

First Hame: hegins with
Last Hame: hegins with

Catalogue Nbr:| begins with aQ,

Search | Clear | Basic Search Save Search Criteria

Figure 44 Append Appeal Outcomes search page

Choose (Search) list closed concerns.

Note Use the search features to narrow the search results.
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A search result list will be displayed.

Note Only concerns with a status of CLOSED will be shown.

Append Appeal Qutcomes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Concern ID: begins with |+ |
Student ID; begins with || Q
First Hame: | begins with ||
Last Name: begins with |+ |
Catalogue Nbr:| begins with v| e}

Search | Clear | Basic Search (B Save Search Criteria

Search Results

WView Al First E 1-96 of 98 |E| Last
Concern ID |(Student ID|First HName Last Hame Catalogue Nbr
0000000002 = el 1U1EICCJ
0000000003 1010CC]
Q000000004 T & koo 1001AME

Figure 45 Append Appeal Outcomes search list

Select the concern to be which the appeal outcome will be appended.
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Edit appeal page fields
The (Appeals) page will be displayed.

Edit the Appeal page fields.

Concern ID:

Appealed nx

*QOutcome:
Notes:

Decisions:

Update Due:

Sequence number:

0000000014 Status: CLOSE Submit Date: 02/10/2010 Closed Date: 02110/2010
Find | “igwe Al First El 1 of 1 El Last
1 Level:
2 Mrs R
® —

*Commenced Date:

*Completed Date:

2~

Find Fir=t E 1 of 4 E Lasd

Futher Information:

Note: The maximum File Size that can be attached is 5MB.

Add Mtachment 'm‘lached File

1

Append Appeal Qutcome | / \

Figure 46 Appeal page

Note Mandatory fields are preceded with an asterisk (*).

Fields

Instructions

Commenced Date

Choose E (Calendar search) to select the date of the start of the
appeal (refer Figure 46

Completed Date

Choose i (Calendar search) to select the date of the appeal
finished (refer Figure 46).

Outcome Select the outcome of the appeal from the drop down list (refer
Figure 46)..

Notes Type in any information relevant to the appeal (refer Figure 46).
Choose @ (Spell check) (refer Figure 46) to spell check your text.

Decision Choose @ (Decision search) to select your decision on the actions

to be taken as a result of the investigation.

Multiple decisions can be added.

Choose [*] (Add) to add another decision on the actions to be
taken as a result of the investigation.

Choose [=] (Delete) to delete a decision on the actions to be taken
as a result of the investigation.

Further information

Type in any information relevant to the decision (refer (refer Figure

Griffith University
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Fields Instructions
46).
Choose @' (Spell check) (refer (refer Figure 46) to spell check your
text.

Update Due If the decision requires a student action then a date box will be

displayed.
Choose @ (Calendar search) to select the date the student’s

actions for the decision are to be completed.
The date is defaulted to a value set by system configuration.

Reason for Learning
Services Referral

If the decision is a referral to Learning Services then this field is
displayed.

Enter the reason for the referral.

The details entered will be printed on the Learning Services
Referral form sent to the student.

Add Attachment

Choose |_~dd Attachment_| (Add Attachment) to attach a file to be
stored with this concern appeal.

Choose B2 | (Browse) and locate the file required to be

stored with this concern.

Choose (Upload) to upload the required file.

Choose L_=ancel | cancel) to cancel the file upload.
The maximum file size is 5MB.

Multiple files can be attached.
Add Attachment

Choose | | (Add Attachment) again to browse and
locate another file to be stored with this concern.

Choose [=] (Delete) to delete a file. A dialog box will be displayed.
s

Choose L

(OK) to confirm deleting the row.

Figure 47 Appeals fields
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Appeals

Multiple appeal outcomes

Sequence number:

Appealed
‘Commenced Date:

*Completed Date:

*Outcome:
Notes:

Decisions:
Update Due:

Futher Information:

ConcerniD: 0000000014

1
0115902

03092010 [51
03M6/2010 [
IUpheId 'l

Status: CLOSE

Lewvel:

Mrs

Submit Date: 02/10/2010 Closed Date:  0210/2010

Tierd

Sandra Hunter /

find  First [ 1ot 1 [ Laet

oovo Q. Reguire the studentto undertake a supplementary assessmeant =
04/27/2010 [

Note: The maximum File Size that can be attached is 5MB.

add Attachment | Attached File
1

Append Appeal Qutcame |

Figure 48 Multiple Appeals outcomes

Multiple appeal outcomes can be appended to the concern.
Choose (Add) to add another appeal outcome (refer Figure 48).

Append Appeal Outcome

Choose |

Append Appeal Qutcome

|to append the appeal outcome to the original concern.

The following prompt will be displayed and confirmation of the action is required.

Yes

Append Appeal Qutcome (29000,33)
The appeal details will be appended to the selected concern.

Click "Yes" to append the appeal details.
Click "Mo™ to cancel.

Ma

Figure 49 Append Appeal Outcome prompt

Choose to confirm appending the appeal to the concern.
Choose to cancel and return to the Append Appeal Outcome page.

Griffith University
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Appeal outcome with student actions

If a student has to complete actions as a result of the appeal an update box will be displayed
(refer Figure 50).

ConcernlD: 0000000063 Status: CLOSE Submit Date: 10/10/2007 Closed Date:  30/10/2007
First E 1 of 1 |£| Last
Sequence number: 1 Level:  Tier2
Appealed by: 0115802 = .
Commenced Date: 15/03i2010
Completed Date: 190312010
Qutcome: Upheld
Notes:

Find First El 1 of 1 El Last

Decisions: o0ga Require the student rewrite the honours/postgraduate coursewnork =]
dissertationithesis in a specified timeframe
Update Due: 16/04/2010

Futher Information:

Note: The maximum File Size that can be attached is 5MB.
Attached File
1

__Add Atachment |

Update First [ 1 or 1 B Lot
Decisions need to update Update Due Completed |Date Completed

Require the student rewrite the honours/postygraduate coursework
dissertationithesis in a specified timeframe 16/04/2010 I Mo l

Append Appeal Outcome

Figure 50 Appeals Update box

The appeal outcome cannot be finalised until the all student actions have been completed or
the completion date for all student actions has passed.

Choose Append appeal outcome on the left navigation to return to the Appeals menu (the
appended appeal will be saved).

Student actions resulting from the appeal will need to be updated by

Note accessing the Append Appeal Outcome navigation (refer p41).
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Update student appeal actions

Choose Append Appeal Outcome from the Academic integrity management menu (refer

Figure 51).
Griffith Portal

% Academic integrity managemsnt

» HKanage concerns

( # JAppend appeal cutccms)

» Concern status

Figure 51 Append appeal outcome navigation

A search page will be displayed.
Type in any information you have in regard to the code in the search box.

Append Appeal Outcomes
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Concern ID: hegins with
Student 10: hegins with &'}
First Hame: hegins with |»
Last Hame: hegins with |«
Catalogue Nbr:| begins with &'}
Search Clear | Basic Search Save Search Criteria

Figure 52 Append Appeal Outcomes search page

Choose (Search) list closed concerns.

Note Use the search features to narrow the search results.
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A search result list will be displayed.

Note Only concerns with a status of CLOSED will be shown.

Append Appeal Qutcomes
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Concern ID: begins with |
Stucent I0: begins with || Q
First Name: begins with |
Last Name: hegins with |
Catalogue Nbr:| begins with » | Q

Search Clear | BasicSearch [E Save Search Criteria

Search Results

First [4] 1-96 of 96 [p] Last

[Concern ID | Student ID |First Hame Last Name Catalogue Nbr

0000000002 1010CC]
0000000003 1010CCJ
0000000004 . & & 1001AMC

Figure 53 Append Appeal Outcomes search list

Select the concern where the student appeal actions need to be updated.

Student actions will be defaulted to (No) (refer Figure 54).

When the student has completed the action select (Yes) (refer Figure 54) from the
drop down list.

The date will be defaulted to the current date however it can be changed by choosing E
(Calendar search) and selecting a new date.

ConcerniD: 0000000063 Status: CLOSE Submit Date: 10/10/2007 Closed Date:  30/10/2007
First (4 1 of 1 [F] Last
Sequence humber: 1 Level:  Tier2
Appealed by: 0115902 D s
Commenced Date: 15032010
Completed Date: 195032010
Outcome; Upheld
Notes:

Fing First El 1of 1 El Last

Decisions: 0090 Require the student rewtite the honoursipostaraduate coursework =]
dissertationithesis in a specified timeframe

Update Due: 16/0452010

Futher Information:

Hote: The maximum File Size that can be attached is SMB.

Attached File
1 o =

Update Fir=t 1 of 1 Last

Decigions need to update Update Due Completed |Date Completed

Require the student rewrite the honours/postgraduate coursework ,7
1ui ertationithesis in a specified timeframe ety 20ID3I201D @

Append Appeal Outcome I

Figure 54 Update appeal outcomes
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When all student actions have been completed or the completion date for all student actions

has passed the ChOOSQ' Append Appeal Qutcome
appeal outcome.

| (Append Appeal Outcome) to finalise the

The following prompt will be displayed and confirmation of the action is required.

Append Appeal Outcome (29000,33)
The appeal details will he appended to the selected concern.

Click "ves" to append the appeal details.
Click"Nao" to cancel.

ves | Mo

Figure 55 Close Append Appeal Outcome confirmation

Choose (Yes) to confirm finalising the appended appeal.
Choose (No) to cancel and return to the Appeal page.
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View concern status

Overview

At times during the process, a Chair will not have edit access to a specific concern. This can
occur when previous breaches have been found for the student and the concern has been
assigned to the Student Academic Integrity Coordinator. To enable the concern details to be
available to the Chair this feature allows the viewing of the concern in display only mode. A
concern is not able to be edited when viewed using Concern Status.

Navigation

Griffith Portal

» Academic integrity management
% Kanage concerns
# Append appeal outcome

( » Concern status >

Figure 56 Concern Status Navigation
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View concern status

Choose Concern Status from the Academic integrity management menu (Refer Figure 57)

Griffith Portal

% Academic integrity managemsnt
#» Manage concernz
» Append appeal outcome

» Concern gtatus

Figure 57 Append appeal outcome navigation

A listing of all concerns related to you will be displayed.

Concern Status
Student ID; | Q First Name: I Last Namg;

concommi ] Comloque ]| P sous | |
SEARCH |

Customize | Find | View A i First 1-14 of 23 [} Last

View |ConcernliD |Status CLr_enl Name Course Student
Assigner =

1 view| oooopooprz Under PP P — Accounting for —

Investigation Decision Making

2 view] 0oooopopsg WMOET R e — EN EESET .
Investigation Fundamentals

3 view| DoD0DOODEY FTEVIOUS  gac Statics and Materials S S S
Breaches
Previous

4 View| 0000000082 SAIC Statics and Materials e -

Breaches

Figure 58 Concern Status
Enter any information you have in regard to the concern in the search boxes (refer Figure 57).

Choose (Search) to display a list of the required concerns.

Choose (View) to view the details of a concern.
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Appendices

Appendix A — Sample letters and notifications

Appendix B — Frequently asked questions
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Appendix A - Sample letters and notifications

This appendix contains sample letters that are sent to a student during the Academic Integrity
Management process. Student letters are created during the process and send via electronic mail
to the student’s Griffith university email address. Letters are sent in the body of the email and can
include attachments.

The appendix also contains a sample notification email sent to a Chair. Notification emails are
sent daily to inform the Chair of actions requiring their attention regarding concerns they have
raised or are investigating
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Concern Letter

The Concern Letter is sent to the student when a possible concern for academic misconduct has
been raised and assigned to a Course Convenor for investigation.

Student No: «Student_Number»

«Date»

VIA EMAIL: «Email»

«Title» «First_ Name» «Last_ Name»
«Street_1»
«City_1» «State Province_1» «Postal_Code_1»

Dear «First_Name»,

Concerns have been raised about «Type_of Breach» on Assessment Item:
«Assessment_Task_Involved» for the course «Course_Code» «Course_Title», «Term_Datex». |
have attached a copy of your assessment item with some of the concerns highlighted. At this
stage the assessment item has not been marked. Before marking the assessment item | require
a response from you about my concerns. You may either write (or email me) or organise an
appointment to come in and discuss this with me. You must respond within 14 days of the receipt
of this email/letter.

After receiving your response | will consider the concerns and make a decision about the
appropriate course of action taking into account your response. You will be informed of my
decision, in writing (by email), within 14 days of the receipt of your response.

At Griffith University the academic conduct of students is very important. Without academic
integrity, true academic discourse becomes impossible, learning is distorted and the evaluation of
student progress and academic quality is seriously compromised. The details of the decisions
available to me can be found in the Student Academic Misconduct Policy, Council Resolution
6/2009.

In preparing a response | encourage you to read the University’s Institutional Framework for
Academic Integrity (available from the Policy Library), speak to staff from Student Services or
gain access through Student Services to a student advocate. You can contact Student Services
at the most convenient campus location:

Gold Coast (07) 555 28734 Nathan (07) 373 57470
Logan (07) 338 21159 Queensland College of Art (07) 373 53143
Mt Gravatt (07) 373 55669 Queensland Conservatorium (07) 373 56344

«Chair, Assessment Board hame»
Chair, «Faculty» Assessment Board
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Closure Letter

The Closure Letter is sent to the student when a concern for academic misconduct has been
investigated and a decision made as to the student actions.

Student No: «Student_Number»
«Date»
VIA EMAIL: «<Email»

«Title» «First_ Name» «Last_Name»
«Street_1»
«City_1» «State Province_1» «Postal_Code_1»

Dear «First. Name»,

Thank you for your response to my concerns in relation to a matter of academic integrity. | have
considered the allegation of %06 on Assessment Item - %10 for the course %07 %08, %14. The
nature of the concern is serious, consequently | impose the following:

%15

This penalty is consistent with the Student Academic Misconduct Policy, Council Resolution
6/2009 which states:

If the Tier 2 Decision Maker (Chair of the Assessment Board) concludes on the basis of the
evidence, including the student’s written and/or verbal response, that a breach has occurred, then
The Tier 2 Decision Maker may choose to impose one or more Tier 1 Educational Responses
and/or one or more of the following Tier 2 Educational Responses:

- give the student a warning

- require the student to seek appropriate study skills advice from Learning Services

- require the student to undertake the Academic Integrity Student Tutorial within one month of
receiving the letter from either a Tier 1 or Tier 2 decision maker advising them to do so

- allocate a mark for the student's assessment item, based on the portion of the assessment item
unaffected by the academic misconduct

- allow the student to resubmit the assessment item to achieve a mark no higher than a "pass”
mark for the item

- require the student to undertake supplementary assessment

- require the student to exclude the affected work from the honours/postgraduate coursework
dissertation/thesis

- require the student to rewrite the honours/postgraduate coursework dissertation/thesis in a
specified timeframe

- imposes a penalty in the form of a nil mark for the assessment item affected by the academic
misconduct

- imposes a penalty in the form of a fail grade for the course in which the academic misconduct
occurred

- imposes a penalty in the form of exclusion from the University

You are advised that all breaches of academic integrity are recorded in the University¢ s central
Academic Integrity Management System which is independent of your official student record.
Any future breaches of academic integrity will result in a more severe penalty and this particular
occurrence will be taken into account in determining the penalty for any further breaches of
academic integrity. Under the University¢ s Student Grievances and Appeals policy you may
lodge an appeal against a penalty that falls within Section 8.5 of the Student Academic
Misconduct policy to the University Appeals Committee. Further information is available at
http://www.griffith.edu.au/ua/aa/studentappeals/

Griffith University Page 55 13 April 2010



Student Academic Integrity Management

Version 1.0

«Chair, Assessment Board name»
Chair, «Faculty» Assessment Board

cc. Course Convenor, «Course_Convenor»
Student Academic Integrity Coordinator
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Referral Letter

The Referral Letter is sent to the student when a concern for academic misconduct has been
referred by the Course Convenor to the Chair, Faculty Assessment Board.

Student No: «Student_Number»

«Date»

VIA EMAIL: «Email»

«Title» «First_ Name» «Last_ Name»

«Street_1»

«City_1» «State Province_1» «Postal_Code_1»

Dear «Title» «Last_Name»,

I have considered the concern regarding «Assessment_Task_Involved» submitted for the course
«Course_Code» «Course_Title».

I have decided to refer this matter to the Chair of the Griffith School of Engineering Assessment
Board for a decision. You will be contacted by them in due course.

«Course_Convenor»
Course Convenor

cc: Student Academic Integrity Coordinator
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Staff Notification

Staff notifications are sent on a daily basis to the Course Convenor to advise of actions requiring
their attention for concerns of academic misconduct. The staff notification is only sent if actions
are required.

1. For your action

Concern ID  Course Name Submit Date Status Comment

0000001202 Adapt HIth Chngs Older Adult 25/02/2010 Under Investigation Concern assigned for investigation
0000001203 Adapt Hith Chngs Older Adult 25/02/2010 Under Investigation Concern assigned for investigation
0000001204 Adapt HIith Chngs Older Adult 25/02/2010 Under Investigation Concern assigned for investigation
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Appendix B - Frequently asked questions

I can’t see a specific concern.
Has the concern be assigned to you?
Are the original decisions made for the concern being reviewed by the coordinator?

| can’t see the link for Student Academic Integrity Management in Griffith Portal.
Are you listed as the Chair of Assessment Board in the Student Academic Integrity Management
System. Check with the Student Academic Integrity Coordinator.

The “Close Concern” button is disabled. Why?
For a concern to be able to be closed the following conditions must be met to enable the “Close
Concern” button.
e The Closure Letter must have been created and sent to the student
e If a decision requires a student action the actions must be marked as completed or the
most future date from all of the required student actions (see the Updates tab) must have
passed.
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Glossary of Terms

Term Meaning

Assessment The assessment weighting is the percentage amount the

Weighting assessment task is worth overall for the semester or tri-semester.

Assign A concern can only be assigned to one person at a time. Depending
on the status, the concern can be assigned to the Course Convenor,
Chair Faculty Assessment Board or the Student Academic Integrity
Coordinator.

Assign tab A page tab displayed in the Student Academic Integrity Management

System that is used by the Student Academic Integrity Coordinator to
assign the Decision Maker who will investigate and determine the
required student actions for the raised concern.

Catalogue Nbr

The course code.

Concern

When a possible case of academic misconduct is identified the
details of the misconduct are entered into a concern in the Student
Academic Integrity Management System. The concern is assigned to
a Decision Maker for investigation and decision on the appropriate
student action.

Concern Detail tab

A page tab displayed in the Student Academic Integrity Management
System that is completed by the Course Convenor to select the
specific details of the concern being raised.

Course Convenor

The academic staff member appointed by the Head of School to
have responsibility for the teaching and assessment of a course. The
Course Convenor shall consider cases allocated to the Course
Convenor by the Student Academic Integrity Coordinator as Tier 1
Cases.

Decision Maker

The person assigned the concern is considered the “Decision Maker”
for the particular concern. The Decision Maker may be the Course
Convenor (Tier 1 Decision Maker), or the Chair, Faculty Assessment
Board (Tier 2 Decision Maker).

The Decision Maker investigates the concern and determines the
appropriate action to be taken should there be a finding of academic
misconduct.

Investigation tab

A page tab displayed in the Student Academic Integrity Management
System that is completed by the Decision Maker to record the
outcomes from the investigation into the raised concern. The
Decision Maker will also record the student actions required based
on the findings of the investigation.

Letters tab

A page tab displayed in the Student Academic Integrity Management
System that is used to create and send student letters during the
process of investigation of the concern.

Raiser The person who has identified the concern initially. This could be the
Course Convenor or an instructor or tutor.

Raise date The date the concern was identified by the Raiser.

Refer During the process of investigation a Course Convenor can request

that a concern they are currently investigating be referred to the
relevant Chair, Faculty Assessment Board. When referred the
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Term

Meaning

concern is assigned to the Chair, Faculty Assessment Board who will
undertake the remaining investigation and/or decision making for the
concern.

Related student

A student who may be involved in the academic integrity concern
(eg. Involved in collusion or a student whose work may have been
copied).

Report Reports are able to be generated by the Student Academic Integrity
Coordinator to provide strategic and detailed reporting on the status
of concerns captured within the Student Academic Integrity
Management System.

Status As a concern progresses through the Student Academic Integrity

Management System the status of the concern will change to reflect
the current actions to be taken. The available status for a concern
are:

Draft

Submitted

Under Investigation

Previous Breaches

Updates Required

Closed

Student Academic
Integrity Coordinator

University staff member responsible for keeping a record of all
concerns and proven breaches of academic integrity. The duties of
the Co-ordinator include keeping a record of all cases, including
reports from Course Convenors, and from cases heard by the Chair,
Assessment Board, giving information and other support to Course
Convenors to assist them in discharging their duties and managing
the Student Academic Integrity Management System.

Student Information
tab

A page tab displayed in the Student Academic Integrity Management
System that is completed by the Course Convenor to select the
course and student for which the concern is being raised.

University Appeals
Committee
Representative

University staff member who acts in the capacity of Secretary to the
University Appeals Committee and is able to append the outcome of
any appeal to the student's record on the Student Academic Integrity
Management System.

Updates tab

A page tab displayed in the Student Academic Integrity Management
System that is updated when the required student actions are
completed.

Term

A given semester (or tri-semester) or study period and year.

Griffith University

Page 61 13 April 2010




Student Academic Integrity Management Version 1.0
Index
A U
Append appeal outcome...........ccccceeeeeeennns 41 Update student actions...........ccccceeeeeennnne 40
Update student appeal actions ................. 47
E
. . V
Edit, send and view a closure letter........... 31
Edit, send and view a concern letter.......... 26 View concern status.............evvevevvevvnnnnnnnnn. 51
Edit, send and view letters......................... 25
R
Record investigation outcomes ................. 12
Revise original decisions.............ccccoceeeene 20
Griffith University Page 62 13 April 2010



	Access
	Roles
	Navigation
	States
	34BConcern letter 
	35BInvestigation
	85BProcess of Investigation
	86BConcern was intentional/unintentional
	87BStudent acknowledgement
	88BDegree of remorse exhibited
	89BStudent response type
	90BAttachment
	91BAssessment of educational needs
	92BStudent’s intent to cheat
	93BDecision
	94BFurther information
	95BUpdate Due
	96BReason for Learning Services Referral
	97BCompleted investigation details page

	36BChecking for previous breaches
	37BNo previous breaches
	109BClosure letter
	110BClose Concern

	38BPrevious breaches
	39Investigation
	98BDecision
	99BFurther Information
	100BUpdate Due
	101BReason for Learning Services Referral
	102BComplete revised decisions page

	40BClose Concern
	103BClosure letter
	104BClose concern

	41BEdit a concern letter
	105BLetter Template

	42BSend a concern letter
	43BView a concern letter
	44BEdit a closure letter
	106BLetter Template
	107BMerged closure letter

	45BSend a closure letter
	108BClose concern

	46BView a closure letter
	Edit appeal page fields
	Appeals 
	Multiple appeal outcomes
	Append Appeal Outcome
	Appeal outcome with student actions
	Concern Letter
	Closure Letter
	Referral Letter
	Staff Notification

