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* Honesty, Trust, Fairness, Respect, Responsibilityge Center for Academic Integrity (CAl)
promotes these five principles as key to the adwarent and success of a culture of academic
integrity in the university environment. The CAlagyroup of over 360 institutions, including the

University of Toronto, that seek to discuss and@epissues and research related to academic
integrity.

www.academicintegrity.org




The preservation and promotion of academic integtithe UofT are critically important both to
uphold the standards of this University and to riama community that exemplifies the values of
honesty, trust, respect, fairness and respongibilg the largest Faculty at the UofT, Arts andefce
sets a high standard for the way academic integriyewed and upheld at the University. It is thus
essential for us all to promote the importancecafd@mic integrity to our students, to be vigilant i
identifying academic misconduct of any kind, andhémdle such incidents fairly and according to
procedure so that the rights of all parties (ingtits, students, administrators) are protecteduieaio
do so results in the devaluation of the Universigore values.

| encourage you all to follow these guidelines smtbrward to the Office of Student Academic
Integrity any suggestions and/or comments on hovasva Faculty might further our goals of
promoting and preserving academic integrity atlbé&rl. This commitment will set the best possible
example for our students, who look to us for guadaim developing their own moral framework and
value system.

¢

Voo Sty
Meric S. Gertler
Dean

The guidelines and procedures outlined below asedan the University of Toronto&ode of Behaviour on
Academic Matters (Appendix A). TheCode defines academic offences and governs procedaresdir resolution,
including sanctions available at the departmedigisional, and tribunal levels.

The Office of Student Academic Integrity (OSAI) liides allegations of academic misconduct at thesidinal level
for the Faculty of Arts and Science on the St. @ed@ampus. OSAI is also responsible for devisirdjiarplementing
proactive strategies and initiatives to educateesits about the importance of academic integrity faow to avoid
allegations of academic misconduct. OSAI includes Dean’s Designates who hear cases in the thisegplihe areas
(Humanities, Sciences, and Social Sciences) ance rdekisions regarding their resolution, and Acadelmiegrity
Officers who investigate the cases and advise then3 Designates on procedure and precedents. Thdefic
Integrity Officers are also available to provideviaé to instructors, staff and students on mattelated to academic
integrity.

Please note that OSAl is responsible for admirniggesnly theCode of Behaviour on Academic Matters. For issues or
concerns arising in relation to tkede of Sudent Conduct (Appendix B, please contact the University’s Office of
Appeals, Discipline and Faculty Grievances

http://www.governingcouncil.utoronto.ca/Appealshigime AndFacultyGrievances.htm

Should you have any questions or concerns relatingn allegation of an academic offence or to @uele, or
suggestions regarding our procedures and initistiplease contact:

Dr. Kristi Gourlay, Manager and Al Officer (416385810 kristi.gourlay@utoronto.ca
Dr. Martha Harris, Al Officer (416) 978-5512 martha.harris@utoronto.ca
Steve Livingston, Al Officer (416) 946-3392 steve.livingston@utoronto.ca
Kasha Visutskie, Front Line Administrator (416699428  kasha.visutskie@utoronto.ca
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TYPES OFACADEMIC MISCONDUCT & TIPS FOR PREVENTION

Here are some suggestions for discouraging or ptenpeacademic misconduct in your own
classroom.

Academic | ntegrity I nitiatives in the Classroom

1. Clarify for your students, both orally in class and on written course materials, what is
expected of them in terms of academic behaviour andefine for them precisely what
constitutes an academic offence.

2. Discuss with your students why academic inteiy is course, don't assume that
important to you, them, and the University and relde it to there is no need to discuss
their lives and experiences. issues of academic integrity
- Avoid implying that all students are dishonest liting and how to avoid allegations

the discussion in the context of protecting theirdhwork of academic misconduct.

Include a statement on academic integrity in thes® syllabus. Se&ppendix Dfor a sample
statement.

Emphasize that not knowing the rules is not an g@nd that students are expected to know
and follow the rules of the University.

Have another discussion when you distribute assegisn the first lab is conducted, or a test or
examination is pending, so the information is frasld relevant (and benefits those who may
have been overwhelmed or distracted at the staetrof). .
Include a reminder statement on assignment desoT§ot
Ensure that your TAs are aware of the rules and are
following proper procedures.

Approximately 50% of cases
forwarded to OSAI involve
senior students. If you are
teaching an upper-year

and the value of their degree.

Demonstrate the link between honest research and th
furthering of scientific knowledge by showing théww academic integrity forms a crucial
part of your own research work and practices.

Make the importance of academic honesty relevaméefgyring to relevant current events, or
by asking how they would feel if they found outtttize engineer who designed their car
brakes had cheated through school (or a similamplarelevant to your course).

3. Remind students that every year students areegularly caught and sanctioned for offences.

Students are less likely to engage in dishonesa\betr if they know that their chances of
getting caught are reasonable and the consequehbeg caught significant.

Highlight that you take academic offences seriobgiyising an example from your own
teaching experience and describe the sanctiontenienippact on the student.

If you have not had first-hand experience dealinitp @n offence in your own class, you can
tell your students that a large number of studargscaught each year engaging in
inappropriate behaviour and that the consequersesly involve, at a minimum, a failure in
the course and an annotation on their transcripa feeriod of time.

A guideline for sanctions for academic offence®mmended by the UofT Provost’s Office
can be found in Appendix C of ti@ode.



4. Introduce a small quiz or assignment on the $ject of academic integrity into your course.

An example of this type of tutorial can be foundRgerson University --
http://www.ryerson.ca/academicintegrity/episodéRlerson has generously given permission
for anyone interested in the promotion of acadantegrity to link to their tutorials).

5. Emphasize that you are available to talk stud#s during your office hours about the course
or any challenges they might be facing.

If your students feel that you are available tartrend care about them, they are less likely to
make bad choices when they are having difficulthwiburse material or during times of
personal crisis.

If their challenges are not related to the couyea,can refer them to their college registrar’s

office. (SeeAppendix B

6. Remind students of the many free resources alable to assist them if they run into troubles
of any kind, and to help them develop the skills thy need to succeed.

Direct them to “How Not to Plagiarize” by Dr. M. éuter (U of T Coordinator, Writing
Support http://www.writing.utoronto.ca/advice/using-sourtesv-not-to-plagiarize

The UofT writing websitehttp://www.writing.utoronto.ca/provides additional information
and advice on researching and writing assignments.

The Academic Success Centingt|p://www.asc.utoronto.cpoffers lectures and seminars on
skills for success at UofT.

Tutors at college writing centres can offer guidaoa writing style and referencing. Contact
information is listed irAppendix B

Library serviceshttp://discover.library.utoronto.ca/services/reshaservices

7. Rethink the grading of small assignment on whh students may feel justified in cheating.

Adjust \marking schemes so that each small assighoweints as one part of a larger mark and
make it clear that an offence in one part coun@nasffence for the whole (e.g., if 4 labs, each
worth 5%, contribute to a lab mark worth 20% of fimal grade, inform students that if they
commit an offence in just one of the labs, it masuit in a zero for the entire lab component).
Don’t count small assignments towards the finalrsewrade, but instead include questions
related to the assignments on tests and examska coanpletion of the work a mandatory
component of a mark assigned for participation.

Ask students to submit an “Academic Honesty Statgineith each assignment.

This reminds students that it is their respongipith know the rules and that the University
expects all work to be completed in accordance thtCode of Behaviour. (seeAppendix C

for a sample statement).

It also gives them one final chance to think “haeeknowledged all of my sources properly”
before submitting the assignment.

8. Hold a final test or exam in your course as @nof several forms of evaluation.

This provides students with an incentive to cong#et course work without shortcuts because
they know that they will be tested on their own Wtexige of the course material.

Be vigilant for offences and report them when they occur. This shows students that:
* You are paying attention to what they do
* You care about the fairness of the evaluation process
* The University is serious about preserving academic integrity
¢ There are conseauences for their actions 2




Types of Offences

Plagiarism:
Most students know that plagiarism is an acaderffiénoe. However, many students don’'t appear to
understand what constitutes plagiarism. Remind ttierhplagiarism includes:

Taking an idea from a source and not acknowleddgivwgh a citation.

Copying material word for word and not indicatimgt the words are copied with quotation
marks or indentation. Providing a citation is nobegh! Failure to use quotation marks is an
academic offence.

Changing a few words in a sentence or reversingiter of clause. This is not paraphrasing!
Including translated material from a source in herotanguage without acknowledgement.

Tips for deterring plagiarism:

Explain why acknowledging sources is hecessary

o It strengthens their work

0 It recognizes the hard work of someone else

o It allows readers to follow up on ideas that arentdrest
Advise students of which citation convention yopest them to use and provide a link to a
resource with detailed instructions such as

0 http://www.writing.utoronto.ca/advice/using-sourkEsumentation

o0 http://main.library.utoronto.ca/eir/articlesbytomifim?subject=237.
Suggest that students make an appointment with¢blége writing centre as soon as they
know the assignment deadline. If they leave ibhlast minute, there will be no appointments
available.
Encourage good research practices: tell studemtslicate immediately when they have
copied something verbatim by using quotation mask$ighlighting text in a different colour,
so that they won't forget what is copied and wisahitheir own words.
Discourage students from changing topics at then@sute since it is often a signal that the
student may be having difficulty with an assignmamd is considering a shortcut.
Remind students that that giving or selling gradssignments to others may result in an
allegation of academic misconduct.
Clarify what “common knowledge” is in your coursed provide example of what would and
wouldn’t require a reference.
Emphasize that internet sources require citatidwesany other source. Remind them that just
because something is on the internet doesn’t ntesrittis common knowledge.
Break larger assignments down into components, @ugfine, annotated bibliography, final
essay) which encourages good work habits as wetlaksng it more difficult to submit a
purchased assignment or one copied from a preyiears
Make it clear that students are responsible fortwhey submit and that you will not accept the
“l accidentally submitted a rough draft” explanatib plagiarism is detected.
Use Turnitin.com: when used properly it is an edint tool for
detecting and deterring plagiarism. UofT has anlseefor
unlimited use of this service and it is availaldethy instructor

For more information
about Turnitin.com, please

consult Ryan Green,

who is interested in using it in his/her class. Centre for Teaching
Pursue cases of suspected plagiarism so studemtstkat you Support & Innovation or
take it seriously, and that there are consequeiocégnoring Tel: (416) 946 7729

your instructions.



For more tips, see Margaret Procter’s guides:
“Deterring Plagiarism” lfttp://www.writing.utoronto.ca/faculty/deterringggiarism)
“Designing Assignments{http://www.writing.utoronto.ca/faculty/designingsignments
“Help your ESL Students™ttp://www.writing.utoronto.ca/faculty/help-youriestudent$

Concocted References

The use of false or concocted references is a a@paffence under theode, but usually occurs
together with plagiarism. Students usually incltalee references because they:

- Want to make their work seem more scholarly

« Want to conceal the fact that they've relied omapsitable internet sources

« Were sloppy in their research and can’t remembearathey found the information

To discourage false references, encourage goodrobspractices:
« Remind students to note their source immediatelgnthey record information, from both
online and published sources
+ Recommend that they use a citation manager syfefilVorks is software available for free
to all UofT students, staff and facultyt{ps://login.library.utoronto.ca/cgi-
bin/go_log.pl?url=http://refworks.scholarsportaiafRefworks/login.asp?WNCLang=false

Purchased Assignments

Pre- and custom-written assignments (commonly e3sag readily available for purchase from
essay-writing services and, increasingly, from stud themselves.

See the list atttp://www.coastal.edu/library/presentations/millgghl which grows every year in size.
You've seen the posters all over campusifenv.theessayplace.comhich has its own Facebook site
(http://www.facebook.com/group.php?qid=3204740978& provides custom written essays. While
these services are not illegal themselves, th@uswterials from these sites by students (without
acknowledgement) does constitute a serious acadefertce.

Custom written essays are an increasing problei&8tbecause they are very easy to obtain and
very difficult to detect. If you suspect that asigament has been purchased (the writing is
inconsistent with the student’s abilities; the s®srused are unusual, the assignment is not ary topi
etc.), please call OSAI for advice on how to pracé&e successfully resolved 5 cases from one
course in 2009/10, all of which resulted in a renmndation for expulsion from the University.

Students are also selling past tests and assignmeiaiong with their text books as part of a
“course package” on sites likevww.tusbe.com

Tips for discouraging purchasing/selling assignmeent

- Create assignments that are origiawadl require creative thinking

« Change assignment, essay, and lab report topicsyear to year.

- Make essay topics specific rather than generabakdtudents to compare, contrast, and
evaluate more than one positions.

- Design assignments specific to the content of gourse and require the inclusion of materials
discussed in class.

- Vary the format of assignments. Instead of alwaggning an essay, consider using an
alternative such as an in-class book review orntepo




« Use turnitin.com. This is the easiest way to defesmd assignment has been resubmitted.

- Require students to present their assignmentsyoratilass.

« Break the assignment into stages, and require stsitie submit
a bibliography, draft, and final essay. If students submit an

- Ask for a one page statement summarizing the writimcess | €lectronic version, you
and any challenges faced. can check the document

. Remind your students that UofT has a zero tolergotiey for g;oggé't?ghi’ésfog’; gggha
purcha_sed papers anc! that_ the recommended penalty i hard copy for grading.
expulsion from the University

Resubmitting Work for which Credit was Previously Obtained

It is an offence for a student to submit an assigmnfor which credit has already been obtained or i
being obtained UNLESS s/he has previously obtapezchission from the instructor to whom the
paper is being submitted.

Tips for discouraging reuse of work:
« Use turnitin.com. If the work has been submitteglvpusly to a course which used turnitin or
concurrently to a course using turnitin, this ved immediately detected
- Remind your students that this is an offence, beeaany do not seem to realize this.

Resubmitting Altered Work for Which Credit has already Been Obtained

- OSAl is seeing an increasing number of cases im@lstudents who, in an effort to obtain a
higher grade, submit work for remarking that hasrb@mproved” with the addition of
material responding to the marker's comments owarsposted online or discussed in class.
Students claim this material was overlooked inahginal grading. Other students alter marks
and then claim that an addition error was madenbydepartment or that their grade was
entered incorrectly into the marks book/program.

Tips for discouraging resubmission of altered tests

- When grading, draw a line through any blank sphaeremains, make a slash mark at the end
of an answer, or draw a circle enclosing the answerevent students from adding material to
their assignment after receiving it back.

» If a student failed to fill in a multiple choice swmer, draw a line through all the options
(assuming a scantron form is not used). If a soarftsrm is used, and the student asks to
review it, make a photocopy of the scantron anthietstudent view that.

- Record marks in a distinct and standardized maomexssignments and in your records.

« Make photocopies of randomly chosen tests/assigtanksep them on file, and let students
know that you will be doing so.

+ If you suspect that altered work has been submittecemarking, but have no proof,
photocopy the student’s next assignment and keagcdse the student also submits it for
remarking.

- If a student contacts you to request a remark,arkroheck, require that the request be in
writing and that it specify exactly what the stutieconcerns are. That way, if a problem is
later identified, you have a written record if $tedent then claims that there was a
“misunderstanding” about the request.



Collaboration (Providing/Receiving Unauthorized Aid_Plagiarism)

Collaboration occurs when students work togethappmopriately on individual assignments with the
result that the work they submit is unacceptaliyilsir. Students often do not consider this to be
cheating because they are used to working togethegh school, but it can result in an allegatain
plagiarism and/or of providing/receiving unauthedzid at UofT.

While the University does not want to discouragelehts from discussing ideas and engaging in
academic discourse, in order to prevent inapprtgadallaboration:
- Discuss your expectations for assignments, making that students know exactly what is and
is not permissible in your course.
+ Include a statement like the following in the hamidir the assignment:
“UofT encourages students to exchange ideas with ether. This is an essential
part of the learning process and is not considehedting or plagiarism.
However, while you may discuss an assignment iereeal fashion with your
class mates, AFTER such discussions you are expergp away and write up
your own work separately. Ensure that any work wiyigu submit is entirely
your own work. Do not provide a copy of your finegshwork (in text form or
electronically), or even a draft of your work, toogher student in case s/he is
tempted to use it inappropriately in completing'iés own work. If s/he does,
you too may face an allegation of academic miscondader theCode of
Behaviour on Academic Matters.”
« Assign more group work, and be clear about youeetgtions:

o Define clearly what you expect each member of ajgroject to contribute.

0 Require each individual member to submit a briateshent describing his/her
contribution to the project and the contributiof®thers in the group. This also helps
to ensure that all members of the group participgtelly in the project.

o0 Make it clear that in the event of an allegatioranfacademic offence in one part of the
project, the group will face the consequences.

- Remind students that editing help should be limiteceviewing with suggestions for changes.
An editor should not provide new material or maklbstantial changes in wording, language,
or grammar.

Tests and Examinations (Providing/Receiving Unauthized Aid)

Test/exam offences tend to fall into six main catezs:
« Possession of any unauthorized aid(s). Note thdgutmeCode it is an offence merely to
possess an unauthorized aid. Aids fall into twegaties:
o Electronic devices (cell phones, Blackberries, NdR¥ers, iPods, electronic
dictionary/translators, programmable calculators,) e
0 Notes of any kind relevant to the course, includimgse written on calculators, ball
caps, labels of water bottles, rulers, body paits,
« Use of any unauthorized aid(s).
- Continuing to write after being instructed on mtran one occasion that the test/exam is over,
gaining a possible academic advantage over studdmtsollow the instructions.
« Obtaining unauthorized assistance from other stisden
« Providing unauthorized assistance to other students
- Other. These offences are serious, but less frequen
o Impersonation.




o Pre-written test booklets smuggled into test/exonsvhich questions were provided
in advance.

o0 Students who claim to have written a test/examthad blame the department/Faculty
for losing it or not recording a grade when therao evidence that the test/exam was
actually written.

All of these offences should be reported accortiniipe appropriate procedure (see section Il). For
tests worth more than 10%, like any other term wthr& instructor is required to interview the stoide
before submitting the case to OSAI through the ChaiFaculty final exams, the matter is referred
directly to OSAI by the Examinations Office withaarn instructor-student interview.

Tips for preventing test/exam allegations:

. Enforce Faculty examination rules at all tests Note: with increasing
(www.artsci.utoronto.ca/current/undergraduate/exartes technical innovations and
in order to familiarize students with the rules aeduce the | € Prevalence of electronic
number of final exam offences devices that can be used to

. cheat, the Faculty has

« Increase the security of your own tests o instituted a zero-tolerance

- Ensure that tests and exams are properly invigilatel that | policy for the possession of
invigilators know what is expected of them and How unauthorized electronic
respond if they observe suspicious behaviour. devices.

« Check nearby washrooms before, during, and afeetetst
for stashed notes.

« Tell students specifically what they are allowedh&we at their desks (e.g., T-card, pens,
pencils, eraser, etc.) and insist that everythlag,encluding pencil cases, must be placed at
the side/back/front of the room.

- Clarify that during the test students are not paedito have any electronic devices, including,
but not limited to, cell phones, Blackberries, pesgmable calculators, iPods, etc., on their
desks or in their pockets.

« Explain to the students that should they be founplassession of such devices, they will not
only be confiscated but also be treated as unaattbaids, and the matter will be dealt with
as required under th@ode, with all of its consequences.

« Report any students found with or warned abouptissession of an unauthorized aid to OSAI
so that we can enter them into our database

- If you permit students to keep pencil cases orutator cases at their desks, let them know that
if they do so, you will be checking inside — these common places where students hide or
write notes. Sometimes the writing is in ink or péthat is barely visible, so check closely.

« Be vigilant for creative hiding places: student&&von various body parts, under baseball
caps, behind water bottle labels, and the bottooofiee cups, etc.

« Warn students that when they are told to stop mgjtthey must do so immediately. If they fail
to do so, they may face an allegation of acadenmscaonduct.

« Discourage students from sitting with friends toiavhe temptation to share information
during the test or act in a manner that could berjmeted as cheating.

« If you see students who consistently sit togetheing tests, separate them.

- For multiple-choice tests, scramble the order @sgions into two or more versions of tests or
examinations to discourage wandering eyes. CTSst@asning software available assist with
grading.




« Instruct students not to write the answers to rpldtchoice questions in large bold letters in
the margins of their test book because this engasraopying by others. Warn them that if
they do so, they run the risk of being investigdtecacademic misconduct.

- Maintain security in major tests, using checkstoflent ID cards and signatures whether your
class is large or small. Allegations of impersooratnave arisen not only in final examinations
but also in class test situations.

« Do a head count and a test book count. Compare th&ds against the sign-in sheet. There
have been an increasing number of cases in whictests have claimed not to have been at a
exam or test when in fact they were there OR clditoéhave written the test and then blamed
the department for “losing” their test.

« Mark each batch of term test booklets used forraquéar test with a stamp or your initials to
make it more difficult for students to smuggle me{vritten term books.

- Do not leave extra copies of tests or empty exaoklets lying around that a student could
take away, complete, and then later attempt totsutesfor the original test.

+ When possible, arrange seating so that studentsoatempted to cheat:

+ Avoid tiered lecture rooms for tests or exams.

« Split students into alphabetically determined s&sj or

- Assign numbers to desks, write those numbers ats@ard scramble them, and when students
come into the room, give each a card and insthesttto sit at the desk with the matching
number.

« Vary the format of tests and examinations. Whildtiple choice tests are easier to mark, it
may be also useful to use other formats.

Altered or Falsified Documentation (Medical Notes)

OSAIl is seeing increasing numbers of cases invglfriaudulent documentation submitted to explain
missed assignments/exams. This documentation ydakés the form of UofT medical certificates
(http://www.healthservice.utoronto.ca/pdfs/medcémt)hbut can also include emergency reports,
death certificates, obituaries, etc.

Some instructors have expressed concerns regarding the use of medical notes. Departmental feedback
is essential for assessing the nature and extent of these concerns. If you are concerned that the
number of students missing tests for medical reasons is unacceptably high, please document your
concerns and forward them to your Department Chair, who may wish to forward these concerns to the
Dean or the Faculty Registrar. If you suspect the situation may involve an academic offence, please
contact OSAI for advice.

OSAI has also received many reports from instrgctioat students are missing multiple
tests/assignments due to vague medical conditigeis &s “gastroenteritis” and “muscle aches,” for
which they receive notes from different walk-innatis. While some of these notes are from
legitimately ill students, others may be using matihotes as a form of “time management” that
allows them to defer work to a less busy time, yetdothers may be avoiding an unpleasant
confrontation with their weakness in the coursee Fhaculty has introduced a new policy in an effort
to track and assist students engaging in this bebhav
http://www.artsci.utoronto.ca/current/undergradisisenceThe hope is that through proactive
advice and guidance, these students will engageone academically responsible behaviour.




Tips for deterring misuse of medical notes/excuses:

Encourage students to take tests when scheduldelaagsng seldom leaves the student better
prepared.

Require students to use the absence declaration tbg are ill

Warn students that if they are caught submittimgt@ that has been altered or obtained under
false pretences, suspension from the Universitafdeast a year is the usual penalty.

Insist on an original medical note on a UofT mebaetificate, not a copy. Photocopying
helps conceal possible changes. If the studestyell that s/he needs the note for another
class, ask for the original, and take a copy farrgelf. If anything on the original note looks
like it has been altered in any way, keep it anifn@®@SAI immediately.

Do not feel obligated to accept a note that yomakofind satisfactory.

Note: the Petitions Office will only accept medical documentation on the UofT Medical
Certificate, and requires that it “must indicate that the doctor diagnhosed and treated you
when you were ill; it cannot just report that you told the doctor after-the-fact that you were
ill previously.”
http://www.artsci.utoronto.ca/current/undergraduate/petitions/process#documentation
You may wish to follow this practice yourself.

If you have received similar notes from the studerihe past, if the dates of the illness do not
correspond with the date of the missed assignnfehe CPSO number is missing or incorrect
(CPSO numbers are five digits and you can cheak e
http://www.cpso.on.ca/docsearch/default.aspx?id2204r if you have any other reason to
guestion the note, do not feel that you must actept

Do not, however, automatically reject any note thasn’t written on the day of the illness or
that describes symptoms reported by a student. Soesestudents are too sick to visit a
doctor at the actual time when they are experignttie iliness, and sometimes there really are
no symptoms that can be verified without tests.

You can either call the doctor for more informatmnrequire that the student provide you with
additional documentation.

Keep a copy of the inadequate note in case youdatdde to proceed with an allegation of
misconduct.

Keep all medical notes until the end of the coupseferably until the end of the following
term. You can then compare notes if you receiveentizein one a term from a student.

Altered or Falsified Documentation (Transcripts or Degrees)

The University’s Tribunal hears several cases Isiffad degrees or transcripts every year. This is
considered to be the most serious offence a stwd@ntommit and always results in expulsion from
the University.

If you accept unofficial UofT transcripts provideg students in support of applications for
scholarships, awards, internships, or acceptanoaiprogram of study, check the unofficial copy
against ROSI. You may never find a discrepancyjfoudu do find one and report it, you will have
protected the other students who were applyinghieisame position by preventing a dishonest
student from unfairly earning a scholarship/awataffplace in a program that should have gone to
another, more deserving, candidate.



Other Suggestions for the Prevention of Offences

Maintain Secure Procedures for the Submission and &urn of Assignments

Require students to submit papers directly to yothe TA and not to an unsupervised
mailbox.

If students are permitted to submit papers to gmadment, develop a consistent process.
Keep a record of the date when the paper was mdehhis protects you from false claims
that a paper was submitted and then lost by ydheodepartment.

Do not leave marked assignments outside your ofticeick up by students.

Do not allow students to collect tests from a fitstead, return assignments/tests individually,
in smaller tutorial sessions, or leave them fokpip from an administrative assistant who will
check the student’s ID card before returning thekwo her/him.

Require students to hand in their question shelb&vhey submit tests or in-class
examinations for marking. Students may claim thaté¢ was an error on their examination
sheet, that a question was missing, or that thewared a different version of the test. This
also allows you to review their rough work if a gtien comes up about copying from another
student.

IF YOU HAVE SUGGESTIONS FOR THE PREVENTION OF OFFENCES THAT YOU USE
IN YOUR COURSE AND/OR INCLUDE IN YOUR SYLLABUS , PLEASE SHARE THEM
WILL US AND, WITH YOUR PERMISSION, WE WILL SHARE THEM WITH THE REST OF
THE FACULTY AND WITH OUR COLLEAGUES AT THE OTHER
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PROCEDURES FORDEPARTMENT CHAIRS* /INSTRUCTORS/ TASFOR
HANDLING ALLEGATIONS OF ACADEMIC MISCONDUCT

* Chair or chair's designate for academic miscondssues

Key Points to Remember when Resolving Offences

« Instructors are not authorized _ to assign a penalty for an offence, regardless of the

weight of the assignment or a student’s admission t o the offence.

« The instructor must forward all cases of academic m isconduct to the department
chair for resolution. (see Appendix D)

« The chair can impose a sanction ONLY if a studenta  dmits to the offence.

« The department should notify OSAI of all department  ally resolved cases (see
Appendix D or copy OSAI on final letter to student ).

« All allegations for assignments worth more than 10% must be submitted to OSAI (via

the chair) for resolution, regardless of whether th e student has admitted to an
offence (unless the chair or instructor decides the re is no offence).

» Students are not allowed _to drop a course when a departmental allegation is under

investigation or after a sanction has been imposed.

» Failure to pursue or report an academic offence may be considered an offence itself.

Summary of Departmental vs. Divisional (OSAI) Offence Resolution
Departmental Resolution: Assignment is worth 10% oless

STEP 1: The instructor documents the allegeenatt.

STEP 2: The instructor meets with the studeiigouss his/her concerns with the assignment or

test.
STEP 3: If an offence has been committed, te&uctor reports the case to the chair.
STEP 4: The chair meets with the student toudist¢he allegation.

(Note that this step can be omitted if the studgmées to waive his/her right to meet with

the chair. Sedppendix B.

If the chair does not believe an offence has beemuitted, the case is dismissed.

If the student admits to an offence, the chair mgyose a sanction.
If the student does not admit to an offence, tlse ¢caay be forwarded to OSAI.

STEP 5: The department notifies OSAI that theedaas been resolved at the departmental level.

Divisional Resolution (OSAI): Assignment is worth nore than 10%

STEP 1: The instructor documents the allegeenat.
STEP 2: The instructor meets with the studeiigouss concerns with the assignment.

STEP 3: If the instructor believes that an offehas occurred, s/he reports the case to the chair

STEP 4: The chair forwards the case to OSAI. Wsa$ at Appendix E.

STEP 5: The instructor assists OSAI with any foHogrzand, may be asked to attend a meeting with

the Dean’s Designate for Academic Integrity andstuelent.
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| DENTIFYING AND DOCUMENTING ALLEGED OFFENCES

1. Plagiarism

2. Purchased or Resubmitted Papers

3. Collaboration on Assignments

4. Test/Examination Offences
Unauthorized Aids (possession of an electronic dexd)
Unauthorized Aids (possession of notes)
Unauthorized Aids (use)
Obtaining/Providing Unauthorized Assistance

5. False Documentation

If you suspect that an academic offence has bemmdtbed or is being committed, it is important that
you obtain sufficient documentation to proceed vaithallegation of academic misconduct. Please use
the checklist found in Appendix E and submit thenpteted form and all documentation to your
departmental designate for academic offences.

Provide the original of the academic work (essagt, texam, scantron form, etc.), as well as sign-in
sheets, unauthorized aids, and medical notes, ravitlp them to OSAI. Make a copy of the
documents for your own files. Keep a record otalrespondence you may have with the student via
email or letter mail in case it becomes relevaldgage be aware that if the matter does procedueto t
Tribunal level, all written correspondence may mmeevidence in the case, and available to the
student and his/her legal counsel.

L If you are hesitant to send
1. Plagiarism a case forward because of
the small amount of
plagiarism you have found
in an initial search, note
that in the majority of

When preparing a plagiarism case, the more comfietéle, the
faster OSAl is able to process the case. Please:

« Establish the nature and extent of the allegedlpnob cases forwarded to OSAI
0 Has the material been copied without references,] ihe case officer identifies
without quotation marks, or without either? additional problematic

o Does the paper contain references which bear ng| areas.
relation to the material used (concocted refereffices
o0 Has the student reproduced references from thenatigource and presented them as
his/her own?
o Are all the sources used listed in the bibliography
0 Has the student inserted quotation marks arouridasp or a sentence or two in the
middle of a passage taken verbatim from a singlece®
0 Are there unusual or peculiar sentences or worecebdhat suggest that material has
been translated literally from one language inml#mguage in which the paper is to be
written?
- Indicate the location of each problematic passagetlae extent of the plagiarism. Highlighting
plagiarized passages in both assignment and soatezial is visually effective.
- If passages have been identified by Turnitin.coomficm that what has been flagged is
actually problematic (a 40% match does not necigsaean that 40% of the paper is
plagiarised). Keep in mind that Turninit.com onhecks publicly available material and
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material already in its database so it can missymesources available online through the
UofT Library. A quick google search is often valleab

- Provide source documentation (internet print-opit&tocopies of books, etc.) for at least one
guarter to one third of the assignment in question.

o This is particularly important if the source of tlmaterial is not easily found online
(e.g. a book).

o0 More is better, but if you are pressed for time AD&n do the rest, though this may
cause a delay in resolving the case.

o The main thing is to be able to show to the stuttenature of the problem when you
meet with him/her.

+ Include a Turnitin similarity report if plagiarismas identified using Turnitin.com with copies
of actual source documents along with the reparaibse often they are no longer available or
difficult for the Al Officer to access.

« Include any course materials which discusses adadetagrity or plagiarism.

2. Purchased Papers or Recycled Papers
These cases are admittedly tricky, because theéacee” is more difficult to find.

Signs that a paper may not be the student’s owik wois being reused:
« ltis off topic
« It appears to be have been written for anotherssour
« The sources used are unusual or outdated, ancsibt available in the UofT system
« The writing style is more sophisticated than yowidaexpect from the student
- The language used is not typical of the studendf andergraduate students in general

If your instincts tell you that the work submitted is not the work of the student who has
submitted it, follow up on these instincts, because they are often correct. Call OSAI if you
are unsure how to proceed with a case of this nature: we deal with them frequently, so can
advise vou on strateav.

Tips for investigation:

+ If you suspect that the paper is not the student's work, but can’t find any evidence of
plagiarism, meet with the student ASAP (please ©&lAI for tips on interview strategy)

« If you suspect that you have received an assignthahtippears to have been written for
another course, determine if there are other cewfered for which the paper would be
appropriate. You can find out if the student isofled, or has been enrolled, in any of these
courses by asking your department administratchexk the student’s ROSI record. Make a
discreet inquiry to the instructors of the relevemtirses: you might ask if they received any
papers on topic “x”. To protect the student’s peciado not use the student’s name.

13



3. Collaboration on Assignments

4,

o Provide a point-by-point analysis of the assignmémtjuestion which documents the
specific similarities, and what has led you to &e&di that inappropriate collaboration
has occurred.

o Include a copy of any instructions given to studeegarding the assignment in
guestion. Of particular importance are instructitreg the assignment is to be
individual work.

Test/Examination Offences

(a) Unauthorized Aids (possession of an electronaevice)

In a test:

Confiscate device for duration of test, but letshedent complete the test.

Meet with student before returning device and wam/her that it is an offence to possess an
unauthorized aid during a test or exam.

It is the current practice of OSAI to send warnietgers to most students found in possession
of an unauthorized electronic device during Facektgms, but not to impose a further penalty
for a first offence. For tests worth 10% or lessybver, the Department does have the
authority to impose a penalty involving marks ivtshes to do so.

Provide the name of the student and a summaryeddithation to OSAI for entry into our
database. If the test is worth more than 10%, O@Akend a warning letter to the student and
a copy to the department.

In a Faculty of Arts and Science Examination:

Confiscate the device and report it to the CPO wihlcassist with completing the appropriate
form.

(b) Unauthorized Aids (possession of notes)

Possession of notes relevant to a test or exaonsdered to be a serious offence, regardless
of whether the student was seen using the notestor

Confiscate the notes and check their relevandegt@durse. Indicate in the student’s exam
booklet the point that the student had reached wienotes were confiscated. Permit the
student to finish the test or examination.

If in a term test, meet with student to discussadibn. Please note that “forgetting study notes”
in a pencil case is not an adequate or exculpa&qgpianation.

If the test is worth more than 10%, forward theecasOSAI for resolution via the department
chair along with a report of the situation, theesptand the test.

The aid should be reviewed for relevance to théqaar course.

(c) Unauthorized Aids (use)

If you suspect that a student may be using an toaged aid, observe the student’s behaviour
and make a detailed record of his/her actionspgdhe time when you initially suspected the
behaviour. You may wish to ask another personr{iogar, TA, invigilator) to witness the
student’s activity and to make his/her own report.

If you see an unauthorized aid being used, apprtiechtudent and confiscate the aid. Note
the time when this occurred and the point thastiident had reached in the test. Advise the
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student to continue writing and that the mattet bl discussed following the conclusion of
the test. If there is writing on the student’s handther body part, record immediately what is
written since this may constitute the only mateenadence for the case. Insist that the student
wash the writing off before allowing him/her to ¢ime with the test.

If you suspect that the student has placed thendts/her pocket, coat, pencil case, etc.,
politely ask the student if s/lhe could empty thickets or show you the inside of his/her
pencil case. If the student refuses, make it dlegtra report will be filed anyway, make
detailed notes of the refusal, including any reaggimen by the student for doing so, and
report them along with your observations of thee'lis

(d) Obtaining/Providing Unauthorized Assistance

The clearer and more precise your observationglandmentation for such an allegation, the
stronger the case is.

If you suspect that one student is copying fromtlaeo or that two or more students are
collaborating during a test or examination, notartbehaviour and the time when it started.
When possible, have your observations corrobotayeghother invigilator, but do not delay
the next step.

Warn the student to cease the suspicious actiaiiynaove one or more students to other seats.
Advise the students to continue writing.

Make a note of the point that the students hadheshin their test or examination at the time
when they were warned and/or moved, so that a cosgoeof answers before and after the
warning can be made.

Make a diagram showing where the students wered&atrelation to one other.

Compare the answers given by the students in quedtioking in particular for similar wrong
answers that may be specific to them rather thpicay of the class.

If the test or examination required students tav@n$n scantron cards, retain all original
scantrons, the test or examination questionname tlze marking scheme. A quick analysis of
the answers should be performed to establish wh#teenswers appear to confirm the
suspicious behaviour. OSAI may also request tisddtsstical analysis be done of answers
provided by the whole class in order to assesptbigability that two students or a group of
students collaborated during a test or examination.

If you observe that a student is taking an unusuaiber of bathroom breaks or spending an
unusually long time there, check that the studenbt ill or in distress and check the bathroom
for stashed notes.

5. Documenting False or Altered Medical Certificates, Transcripts, and Other
Documentation

If you suspect that a student has submitted a talsétered medical certificate in support of a
request for an extension or for other academicideration, call the doctor’s office from

which the note originated to confirm that it wasuied to the student by the doctor on that date.
The same applies to other documentation the studayptbe required to present. If you are
unsure whether your concerns are justified, ddesttate to contact OSAI for advice.

If at any time you encounter a transcript that go@iconcerned may be forged or altered,
please do not hesitate to contact OSAI for adwitdT and the Faculty take this issue
extremely seriously.
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THE INSTRUCTOR/STUDENT INTERVIEW

The Code requires that, in the event of an allegation @fdsnic The instructor/student
misconduct, the instructor or the person in chafgle course interview is meant to be
must notify the student of the concern and invite student to informal . Itis an opportunity
discuss the matter. See Appendix F for a samplél €fie TA for the instructor to present

the student with his/her
concerns and for the
student to respond. It is not
an interrogation.

for the course should not conduct the interviethalgh s/he
may be present.

The meeting should be relatively informal (i.eisihot a legal
proceeding) and be conducted fairly, with respecttie student.
It can be short. This is the student’s opportutotgnswer any questions you may have regarding the
work in question and for the student to reach gebeinderstanding of your concerns. You are not
required to obtain an admission of the offence,isthe student required to admit to an offence.

In legal terms, this is a “without prejudice” me®jj meaning that anything that the student satrseat
meeting cannot be used against them as evidenoédghe matter go to Tribunal. The contents of the
instructor/student meeting can, however, be usedaéssary to facilitate resolution at the Division
meeting, which is not a formal legal procedure. 8thdhe matter subsequently go to Tribunal, any
reference to the departmental meeting would besegdrom the record of the meeting.

Interviews regarding allegations of academic misicmt may be emotional and stressful for all
individuals involved. It is important to maintairhagh level of professionalism. We suggest that two
departmental representatives (the instructor phuadalitional person) be present at any meeting so
that one person can take notes and also act aseswito what transpires.

Please do not hesitate to contact OSAI should ywe lany concerns or questions regarding a
particular case or if you would like tips on howctenduct an instructor/student meeting.

1. Arranging the Interview

a. Invite the student for a meeting. You can ask henfirivately after class, send an e-mail (use
the student’s utoronto account if available), dt. ¢acalling, remember that many students
live with their parents, so for privacy reasongltise nothing about why you are calling unless
you are speaking directly to the student. Your depental administrator can obtain contact
information from ROSI. Maintain a paper trail dff @mail correspondence and of any
attempts to contact the student over the phone.

b. When informing the student of the request for atmgeadvise him/her that you wish to speak
to him/her about your “concerns” regarding a situatlf you suspect that the paper has been
plagiarized, for example, you could say “I have@@ms about your use of sources in
assignment #3 and would like to meet with you 8xds those concerns.” If the student asks
for more details, you can say that you would beplgap explain in more detail when you
meet. At all times, avoid making accusations agddruse as neutral language as possible. If
you are using email, keep in mind that should & ¢&sheard by the Tribunal, all
correspondence related to the file may becomegbdine record and thus subject to disclosure
to the student and his/her legal counsel.
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Arrange for the meeting to take place as soon ssilple after the essential documentation and
information have been collected.

If it is not possible to meet in person, discussriatter by phone. This is only recommended
except in exceptional circumstances. Avoid e-rdaitussions because misunderstandings can
easily arise.

If the student doesn’t respond to an initial reqé@sa meeting, try at least two more times,
using different methods, and keep a record oftehapts. On the third attempt, you might
include a sentence saying that if you have notcheram the student by a certain date, you will
be forwarding the case to the Dean’s Office foohason. If the student fails to respond,
forward the file to OSAI via the chair.

In the case of an allegation involving more thae etudent, interview each student
individually.

2. Who Should Attend the I nterview?

a.

3. Conducting the I nterview

a.

In addition to you and the student, it is ofteniadile to have a third person present who can
act as an observer and take notes so that yowocars bn what the student is saying. This is
especially recommended if you suspect that a studep

may become verbally or physically threatening or Remember that when the
abusive, or may use intimidating behaviour. The Code says “knowingly” it
student should be advised what the role of thisqrer means “what a student

is. Depending on the normal procedures within your o;ght reas%naply to P"’;]"e
department and/or the particular nature of a dhée, hown at the time of the
. offence.” “ | didn't know that it
person may be a TA, the undergraduate advisor, the was wrong,” is thus not an
course coordinator, the program director, the aatoc ’ —

. : acceptable defence in most
chair, the chair, or a departmental secretary. situations and should not be

Students are expected to attend the meeting alone. taken into account when
However, if the student insists on bringing someone establishing whether an
(family member, registrar, even lawyer), while offence has been committed
irregular, you may allow this, but you should comfi (although, if true, it may be
that you are expecting to discuss the situatioh thie relevant for sanctioning). The
student and thus the person accompanying him/her §  Position of the University as
not entitled to participate in the conversatiortht reflected in the Code is that

students “ought reasonably” to

know the rules of the UofT and
are therefore responsible for

their actions. It is like a

speeding violation: you may

not have known that you were

speeding, but it is nevertheless

an offence.

parent/lawyer insists on speaking, politely remind
him/her that s/he has been allowed to attend the
meeting as a courtesy, but the whole purpose of the
meeting is for you to speak with the student.

If a second person is present to observe or tatesno
explain who the person is and why s/he is attentliegneeting.

Explain your concerns clearly to the student withexxcusing him/her of an offence. This stage
in the process is part of the investigation andtisnded to provide you with information.

In the case of plagiarism, you may wish to askstinelent to define plagiarism or how to
properly cite a source. If s’lhe does not appekntav the answer, explain. If you provide a
class handout such as “How Not to Plagiarize” yaymish to refer to it. You may also wish
to refer to discussions you have had in class.
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d. Show the student the assignment in question amyy specific examples, explain what it is
that has caused you concern. Again, avoid accusn@im of anything. Provide the student
with an opportunity to explain.

e. Some allegations may require more specific questipaf the student. This is particularly
important if you suspect that the assignment wasesnrby another person such as an essay
service, an “editor,” a “tutor,” or a friend. Inighsituation, please contact OSAI for advice
prior to the interview.

f. If you are aware of circumstances pertaining tostiuelent that may assist you in your
approach (e.g., time constraints, difficulty thedsint has with the subject matter, etc.), this
information may help provide an opening for thedstut to explain how and why the incident
occurred. However, care must be taken with matieespersonal nature. A student should not
be pressed on these points. Should a student grgeid with information of a personal nature,
let him/her know that you will be referring to thrsyour report. If s/he does not wish the
information to be repeated, you should respectah@éomit details from your report. Instead,
you can refer to “personal circumstances that theéemt wished to remain private,” and
comment on whether you feel the circumstances telegant to the offence.

g. If, at any point during the interview, the studbetomes unusually agitated or upset, conclude
the meeting and direct the student to the apprigpdampus resource listed in Appendix B.
The student’s college registrar’s office is a getatting point, particularly for academic
concerns, as well as Counselling and Psycholo@eatices (CAPS). If the student indicates
that s/he is suicidal or self-harming, please imiaietly contact the Crisis Response Team at
416-946-7111. If the student’s behaviour suggéstsd/he may pose a threat to the safety of
others, including you, please contact the Commusatiety Office at 416-978-1485.

4. Concluding the Interview

If you believe that no offence has been committedfurther action is necessary. Assign a mark for
the assignment. Note that under @uaele, “not knowing” does not excuse a student—it is ixdna
student “ought reasonably to have known” thatiiscal for determining whether an offence has
occurred, and the University expects students emkimeCode. In other words, if there is plagiarism,
an offence has been committed regardless of tliestis expressed intent or any extenuating
circumstances which s/he may raise. Explanations agy the plagiarism occurred may, however,
affect to some degree the sanction that is imposed.

If your suspicions that an offence has been coreohdire confirmed by the meeting:

a. Inform the student that the matter is being forveartb the chair for review and, if the
assignment is worth more than 10%, on to OSAl.dyrne helpful to tell the student that the
Coderequires you to forward cases or risk being accosean offence yourself.

b. Inform the student if you still need to meet wither students prior to making an assessment,
and tell him/her that s/he will be notified of thiatus of the allegation once this has been done.
Note that it may be necessary to re-interview thdent based on new information.

c. Advise the student that under theCode, students cannot withdraw from a course in which
an allegation of an academic offence is being inuegated, whether at the departmental or
the divisional level. If a student does withdraw fom the course, s/he will be reinstated
when the offence report reaches OSAI, so please feard cases as soon as possible to
avoid complications. If you notice that a student as already withdrawn from the course,
please notify your departmental administrator and request that the student be reinstated.
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d. If the student has questions about procedures asdhetions, refer them to tidade of
Behaviour on Academic Matters and their collegestesy. Do not advise a student of possible
sanctions, as this can create difficulties at thisidnal level if the sanction imposed differs
from your advice.

e. Refer students to their college registrar for acadmic advice and personal counsellingA
list of the college registrars and their conta@imation is provided in Appendix A.

f. Do not submit or post a grade for the assignmeguastion. If the course is finished, submit
an NGA (no grade available) to the Faculty forfihal mark until the matter is resolved.

5. Post-I nterview: Reporting an Allegation to the Department Chair/OSAI

Departmental Level (work worth 10% or less):

Allegations of an academic offence concerning weokth 10% or less of the final course grade may
be resolved at the departmental level when theesiuths admitted to the offence.
1. An instructor may not impose a penalty but mustrréie matter to the chair for sanctioning.
Please complete the Academic Offence Form (AppeByliand submit it to the chair.
2. The chair meets with the student to discuss tlegation.
a) If the student admits to an offence, the chair mayose a sanction.
I. The maximum sanction that the chair can assigQ"i$ct the assignment.

ii. The chair must notify the student of this sanctiowriting.

lii. Note that this step can be omitted if the studgrnees to waive his/her right to
meet with the chair. See Appendix F for a sample letter that can be used in
these circumstances.

iv. If the chair feels a penalty of zero is inadeqdatéhe offence s/he may
forward the case to OSAI.

b) If the student does not admit to an offence, tlse caay be forwarded to OSAI if the
chair feels that an offence may have been commiRkxhse use the form found in
Appendix E.

3. Departments should retain the file regarding tlhegakion and its resolution for a period of
time determined by departmental policy.

4. Immediately after the resolution of the case, ple@&sprovide a brief summary of the case
to OSAI for entry into the OSAI databaseusing one of the following options:

a) Copy OSAI on the final letter sent to the studenticating the sanction that was
imposed. See Appendix F for a recommended samipée le

b) Use the form found at Appendix E of this booklet

c) Send OSAIl a summary of the situation, includingshalent’s name and student
number, the course number, the value of the asgghrthe offence, the sanction, and
the explanation provided by the student.

Divisional Level/OSAI (work worth more than 10% or no admission

Allegations of an academic offence must be refetoedSAl, through the department chair (see
Appendix E for OSAI Submission Form), in the folliog circumstances:
- If the academic work in question is worth more th@fo of the final course grade, regardless
of whether or not the student has admitted to ademic offence.
 If the student does not admit to the alleged o#enc
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The chair or designate may also forward a caseSAl@ the piece of work in question is worth 10%
or less of the final grade and the student has taelinio the offence, but the chair or designatésfee
that a penalty of zero for the piece of work iguifisient.

Documentation Required for an Allegation of Acadent Misconduct (see Appendix E):

When submitting a file to OSAI via the departmemiic, please include the following information

« Student’s full name and student ID.

« Number and title of the course in which the allegédnce occurred.

- Date on which the assignment was due and date whes submitted.

« Value of the work in question (percentage of fioalirse grade).

« Student’s other course marks to date and the conasking scheme.

« Instructor’s contact information, both phone ancagm

- Report of the alleged academic offence, includisgmmary of the interview with the student
and the date on which the interview took plac¢hdfre is any other information of which
OSAI should be aware, please include it in the refote that there is no disclosure to the
student, parents, or legal counsel at the depatahendivisional levels, so do not provide a
copy of your report to the student.

« Other relevant information such as the course lsylaassignment topic sheet and guidelines,
handouts on plagiarism, samples of the studentisratvork, and, if pertinent, any
communication with the student regarding the aliega

- The original of the work or document in questidme(student may be given a copy).

« For atest, the original of the scantron answel dasne was used, the exam questionnaire, the
answer book, and sign-in sheets. Note any speeifjairements or aids permitted for the test
in question. Include the report(s) of those whagiated the test and observed the behaviour
in question.

The Divisional Process

Allegations of academic misconduct will proceedhirthe department chair to OSAI for resolution if:
1. The assignment is worth more than 10%.
2. The assignment is worth 10% or less but the studiees$ not admit to the offence.
3. The assignment is worth 10% or less but the chaiesignate feels the case is very serious
and warrants being sent forward to OSAI.

OSAI Case Process

+ Case is logged and a database file is created

+ A GWR (grade withheld pending review) notation ig pn the student’s transcript for the
course in question until the matter is resolved.

- itis assigned to an academic integrity officer vitnaroughly reviews the file and often
conducts some further investigation (this can tk@vhere from a week to a couple of months
or more depending on case load and the complekityeocase).

« The instructor may be contacted with follow-up gisss.

« A meeting will be scheduled with the student arelDiean’s Designate (DD).

Interview by the Dean’s Designate for Academic Intgrity

DDs are experienced academics, usually former@d@ans, vice-deans and/or department chairs,
who conduct the interviews with the student and erthle final decision about sanction.
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Note that theCode requires OSAI to invite the course instructortte tivisional level interview, and
the presence of the instructor is often very hel@fhe instructor’s role is to provide clarificati@n
various matters that may arise during the discassith the student, to contribute to the discussion
with the student as necessary, and to provide wpenh the sanction is determined. OSAI recognizes,
however, how time consuming this process can leeetbore if an instructor does not wish to attend
the meeting, just let us know. If the presencéhefihstructor is instrumental to the success of the
meeting, OSAI will make this clear.

In some instances, the presence of the TA, intilar other witness may be requir@@ds
required to attend a decanal meeting should be compsated by their academic unit in pay at
their specific hourly rate or in an equivalent reduction in hours previously allocated to other
duties in their contract.

Decanal meetings can take anywhere from 20 to 9Qites (and rarely, even longer), but generally
take no more than 30 minutes. The DD will:
+ Read the student the “Dean’s Warning”, a remindehé student of his/her rights in the
process, namely, the right to bring counsel anditgie not to speak if unwilling to do so.
« Summarize the case and ask the student if s/heesvishdiscuss the situation.
- The DD will listen to the student and ask questi@thers present may also ask questions.
« Ask the student if s/he admits to committing arenffe under th€ode.
- Ask the student to wait in the reception arean tthecuss with those present how to proceed.
o If the student has admitted to the offence, the@pyate sanction will be discussed.
Note that the DD is only empowered to impose atsamd the student admits to the
offence. Sanctions usually involve a zero for teeignment, a grade reduction of some
kind, and an annotation of the student’s trans¢aphdicate that a sanction has been
imposed for academic misconduct. In more serioges;aa suspension of up to one
year may be considered, and, in very serious cs2fD may decide to send the case
to the University’s tribunal for resolution.
o If the student does not admit to the offence, batdvidence suggests that one has
occurred, the DD may forward the case to the Viaasest, Faculty and Academic
Life, for review with the recommendation that chegdpe laid and the case heard by the
tribunal. For further information about the triblipeocess and copies of past tribunal
decisions, please visit the Academic Discipline Badulty Grievances website
http://www.governingcouncil.utoronto.ca/AppealsDidineAndFacultyGrievances/aca
ddiscipline.htm .

After the Decanal Interview

« If a mark penalty is imposed and OSAI has full detabout the student’s grades in the course,
OSAI will submit the final grade to the Office dfd Faculty Registrar (OFR), copying the
instructor and the departmental administrator.

- If the course is not complete, or OSAI does notehacomplete record of the grades for the
course, the instructor will be provided with a foamd asked to return it to OSAI at the end of
term . OSAI will then submit the final grade to tBER. It is essential that this form be
returned to OSAI as the OFR will not remove the G{gRde withheld pending review)
notation on the student’s transcript until it reesi this specific form from OSAI. Submitting
the grade to the OFR using the usual grade reggoptiocedures will not remove this notation.

- If you have any questions, concerns or suggestmaase do not hesitate to contact OSAI.
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FREQUENTLY ASKED QUESTIONS

Q. What if the student in question is taking an Ars & Science course, but is enrolled in another
faculty?

A. The faculty/division in which a student is eneal is responsible for handling any allegation of
academic misconduct involving that student, regaslbf the course in question. If it comes to light
during the process of the investigation that thelatt is from another faculty/division, please fyoti
your department chair who will then send the casetly to that faculty/division. If a case involve
students from two different faculties, usually ttases will be resolved by a single faculty. Please
contact OSAI if you need a list of contacts atakiger faculties.

Q. If the student retains a lawyer at some point irthis process, does this mean that the instructor
will also need legal counsel?

A. Absolutely not. Provided the instructor hasdaled the rules set out in tide of Behaviour, and
has not contravened any other UofT rules or pdidieere is no reason for an instructor to worry
about legal representation — the University assuhiesesponsibility.

Q. Why is the instructor invited to attend the student’s meeting with the Dean’s Designate?

A: OSAl is required under th€ode of Behaviour to invite the instructor for the course to atténel
meeting, but s/he is not obligated to attend. Tleeting is chaired by the Dean’s Designate and the
general role of the instructor is to answer anyrseuelated questions that may arise, and provide
feedback to the DD on the sanction that is beingsiciered in the case (done privately when the
student is out of the room). The instructor wilt be asked to question the student or take a [dad r
but may participate in questioning the studenth&svishes to do so. If OSAI feels that it would be
particularly beneficial to have the instructor ahaeting, we will inform the instructor.

Q. Are the procedures different if an offence occlg during a Faculty examination?

A. Yes. In the case of an examination offence alfegation is brought forward by the CPO (chief
presiding officer) of the examination, rather thle instructor. In these cases there is generally n
instructor/student interview, and the case is depttly to OSAI for resolution (i.e., the instroctand
department chair are not involved). The instruatary be contacted for course information, or to
attend the meeting at the divisional level, butegaly the CPO of the examination fills the roletioé
instructor at the meeting as the person who regahe allegation. The instructor and chair will be
copied on all formal correspondence between OSAIlthae student regarding the allegation.

Q. I have received a Turnitin.com plagiarism repot regarding a student’s paper. The report
indicates that the student’s paper shows a strongrsilarity to several unreferenced sources. Is
this enough evidence to proceed with an allegation?

A. Unfortunately, no. OSAI asks that the instrudouble-check a few of the alleged sources to yerif
the accuracy of the report, and to establish ifffidagged material has been acknowledged properly.
Currently, Turintin will pick up ALL material takewerbatim from sources to which it has access,
including material that the student may have planegliotation marks (although we have been told
that may change). A review of the paper by theriresor helps to ensure that a misunderstanding or
inaccuracy in the electronically generated repogsinot cause the student in question any
unnecessary stress. A review of this kind alsonofentifies additional material that Turnitin chdt
catch or establishes that false references araralstved in the allegation.

Office of Student Academic Integrity, Faculty of Arts and Science, UofT, 2010-2011



Q. I have heard that it can take a long time to reslve an allegation of academic misconduct. Is
this true?

A. OSAI has worked diligently to reduce the lengttiime it takes to resolve cases and has
streamlined many of its processes to improve tleedpvith which allegations are resolved. We
currently resolve 94% of our cases in less tharoBths, and most of those in less time. A
straightforward case in which the student is coajreg and there are no unforeseen difficulties &hou
be resolved fairly quickly and easily (within a nilerf reaching OSAI). Factors that can slow down a
case include incomplete documentation, difficulbesaining documentation supporting the
allegation, students who do not cooperate or whoadaespond to correspondence, students who are
in crisis of some kind (making it prudent to dethg process for a short time), and legal
complications. Certain times of the year (term and exams) are also particularly busy for OSAI and
it may take up to three months to resolve a cafeeit is no reason to prioritize it (student gedthg,
student/instructor leaving country, etc.). Casew#&oded to the Tribunal for resolution will take a
good deal longer to resolve, but OSAI makes ev#oytdo resolve all but the most egregious
offences without recourse to the Tribunal.

Q. This all sounds like a great deal of time and &irt are required. Do | really need to follow

these procedures?

A. Yes. We recognize that the process can, at fiseesn cumbersome and time-consuming, but it is
essential that the procedures prescribed irfCtue of Behaviour are followed. Adhering to théode

of Behaviour ensures fairness to our students aodis potential complications and/or legal
difficulties if a matter is resolved “under the ligib We greatly appreciate the efforts of all theg®so
submit cases to our office — you are helping toalghthe values of the University and protect the
reputation of the University and its degrees.

OSAI is constantly reviewing its procedures in oriemake the process as straightforward as
possible for instructors and staff. We have prodideveral template materials which you are welcome
to use as needed. We also welcome any suggesbonsight have to streamline our procedures
further or reduce the amount of effort that instous or departments have to put into cases while st
remaining within the Code.
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Why are instructors not permitted to resolve allegdons independently?

OSAl is frequently asked why instructors who halentified an academic offence are not given the
option of resolving the matter informally by assignthe student a poor grade for the assignment,
rather than having to invest the time and energyired to meet the procedures specified inGbde

of Behaviour on Academic Matters. The following are several reasons why it is catithat the process
be followed.

1. The Code. Instructors and administrators are obligatedni®Code to follow the procedures laid
out therein just as students are expected to khewules and avoid committing the offences
covered in th€Code. Deviating from these procedures may cause legraptications for the
University. And failure to report an offence is satered as condoning an offence, which is an
offence under th€ode.

Fairness and consistencyA centralized offence-resolution process helpseditate fairness to
students and consistency in sanctioning.

Access to information.Most instructors do not have access to ROSI (#yoRitory of Student
Information) and are unable to see if a studehaisng difficulties beyond the course in questio
or if s/lhe has been sanctioned for a prior offeDeEpartment administrators and OSAI have full
access to this information that can be invaluattedéciding how to proceed with a case or for
taking steps to direct a student in need to theagp@te campus resources. Despite students’
claims that they have never plagiarized befordyame never taken a course where writing is
required, a quick look at ROSI often shows that thinot the case.

Repeat offenders, |If an academic offence is resolved informally &mel student commits

another offence, OSAI has difficulty proceedinghwitte case as if it were a second offence
because proper procedure has not been followedaReffenders have also been known to blarie
the leniency of previous instructors for their goned behaviour, indicating that they did not
realize UofT takes academic integrity seriously.

Repeat offenders, Il.Unless offences are managed centrally, studentsfreuently engage in
questionable academic conduct can proceed thrdnggsystem for years without their miscondud
being detected or corrected. This is why OSAI dskslepartments to notify us about all
departmentally resolved offences.

Helping students in difficulty get on the right track. If the student is one who regularly receive
poor or low grades, s/he is not going to be detiosereceiving a bad grade on one more
assignment and is unlikely to learn from the mistakoing through the “process” is often what it
takes to get students to recognize that they reeethke changes in their work habits and/or to sgek
help for issues affecting their academic perforneanc

Providing help to students in needFrequently, during the course of an investigatibhecomes
apparent that there are deeper underlying reasonshuting to the academic misconduct (e.qg.,
difficult family or home situations, physical or ntal illness, etc.). Unless these issues are
explored fully, students may not receive the helg support they need to finish their studies.
These types of issues are often not revealeddgffence is resolved quickly and informally.

OSAI experience.Academic integrity officers are experienced ireggshing and investigating

academic offences, and often discover additiomadse issues of concern that are not immediat ly
apparent and that may have been overlooked hathieebeen resolved informally. OSAI officerd
are particularly experienced in investigating offes, such as purchased papers and fraudulent

documentation (medical notes, transcripts), witliclwimany instructors may not be as familiar.
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Appendix A: Offences and Divisional Sanctions

APPENDIX A: OFFENCES AND DIVISIONAL SANCTIONS

The following is an excerpt from ti@ode of Behaviour on Academic Matters. It outlines
not only academic offences in the University, dabdhe sanctions available to the
department, faculty, and university as a wholee fithl Code can be found at:
http://www.governingcouncil.utoronto.ca/AssetFagtaspx?did=4871

The University and its members have a respongiltdiensure that a climate which might encourage,
or conditions which might enable, cheating, misespntation or unfairness not be tolerated. To this
end, all must acknowledge that seeking credit beroadvantages by fraud or misrepresentation, or
seeking to disadvantage others by disruptive beliavs unacceptable, as is any dishonesty or
unfairness in dealing with the work or record atadent.

Wherever in thiCode an offence is described as depending on "knowithg'pffence shall likewise
be deemed to have been committed if the personteagkonably to have known.

B.i. 1. It shall be an offence for a student knayiyn

(a) to forge or in any other way alter or falssiny document or evidence
required by the University, or to utter, circulatemake use of any such forged,
altered or falsified document, whether the recagdnoprint or electronic form;
(b) to use or possess an unauthorized aid or aidstain unauthorized
assistance in any academic examination or ternot@stconnection with any
other form of academic work;

(c) to personate another person, or to have anptdreon personate, at any
academic examination or term test or in conneatith any other form of
academic work;

(d) to represent as one’s own any idea or expressian idea or work of
another in any academic examination or term test oonnection with any
other form of academic work, i.e. to commit plaggar (for a more detailed
account of plagiarism, see Appendix "A") ;

(e) to submit, without the knowledge and approvahe instructor to whom it
is submitted, any academic work for which credi peeviously been obtained
or is being sought in another course or prograstudy in the University or
elsewhere;

(f) to submit any academic work containing a putpdistatement of fact or
reference to a source which has been concocted.

2. It shall be an offence for a faculty memberkmgly:

(a) to approve any of the previously describienzes;

(b) to evaluate an application for admission ongfar to a course or program of
study by reference to any criterion that is nodacaically justified;

(c) to evaluate academic work by a student by eefe to any criterion that
does not relate to its merit, to the time withiniethit is to be submitted or to
the manner in which it is to be performed.

3. It shall be an offence for a faculty member studlent alike knowingly:
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Appendix A: Offences and Divisional Sanctions

(a) to forge or in any other way alter or falssiny academic record, or to utter,
circulate or make use of any such forged, alterddlsified record, whether the
record be in print or electronic form;

(b) to engage in any form of cheating, academikbahssty or misconduct,
fraud or misrepresentation not herein otherwiseriasd, in order to obtain
academic credit or other academic advantage okiay

A graduate of the University may be chargedh ity of the above offences
committed knowingly while he or she was an actiuelent, when, in the
opinion of the Provost, the offence, if detecteduld have resulted in a
sanction sufficiently severe that the degree wowldhave been granted at the
time that it was.

B.ii. Parties to Offences

1.

(a) Every member is a party to an offence utiisiCode who knowingly:

() actually commits it;

(i )does or omits to do anything for the purpo$aiding or assisting another
member to commit the offence;

(iif) does or omits to do anything for the purpadaiding or assisting any other
person who, if that person were a member, woule ltavnmitted the offence;
(iv) abets, counsels, procures or conspires wititter member to commit or be
a party to an offence; or

(v)abets, counsels, procures or conspires withodimgr person who, if that
person were a member, would have committed or haea a party to the
offence.

(b) Every party to an offence under tlisde is liable upon admission of the
commission thereof, or upon conviction, as the caag be, to the sanctions
applicable to that offence.

Every member who, having an intent to commib#ience under thi€ode,

does or omits to do anything for the purpose ofy@ag out that intention (other
than mere preparation to commit the offence) itgof an attempt to commit
the offence and liable upon conviction to the saamgctions as if he or she had
committed the offence.

When a group is found guilty of an offence urtiés Code, every officer,
director or agent of the group, being a membehefuniversity, who directed,
authorized or participated in the commission ofdffence is a party to and
guilty of the offence and is liable upon convictiimnthe sanctions provided for
the offence.

C.i.(b) Divisional Sanctions

departmentl. In an assignment worth ten percent or less ofitied §rade, the

chair's
duties

department chair may deal with the matter if,

(i) the student admits guilt; and

(ii) the assignment of a penalty is limited to aigha mark of zero for the
piece of work.

If the student does not admit guilt, or if the deyeent chair chooses, the
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Appendix A: Offences and Divisional Sanctions

matter shall be brought before the dean.

One or more of the following sanctions may be ingably the dean
where a student admits to the commission of agedleffence:

(a) an oral and/or written reprimand;

(b )an oral and/or written reprimand and, with peemission of the
instructor, the resubmission of the piece of acadevork in respect of
which the offence was committed, for evaluationctsa sanction shall be
imposed only for minor offences and where the sitlas committed no
previous offence;

(c) assignment of a grade of zero or a failuretierpiece of academic
work in respect of which the offence was committed;

(d) assignment of a penalty in the form of a reruncof the final grade in
the course in respect of which the offence was cittad)

(e) denial of privileges to use any facility of tbaiversity, including
library and computer facilities;

() a monetary fine to cover the costs of replacdagiaged property or
misused supplies in respect of which the offence eeammitted;

(g) assignment of a grade of zero or a failurettiercourse in respect of
which the offence was committed,;

(h) suspension from attendance in a course or esuasprogram, an
academic division or unit, or the University foperiod of not more than
twelve months. Where a student has not completsiiese or courses in
respect of which an offence has not been commit@tdrawal from the
course or courses without academic penalty shalllbered.

The dean shall have the power to record any sanctiposed on the
student's academic record and transcript for sergth of time as he or
she considers appropriate. However, the sanctibsgspension or a
notation specifying academic misconduct as theoreés a grade of zero
for a course shall normally be recorded for a gkabfive years.
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Appendix B: Important Contact Information

College Regidtrars

Innis College

Donald Boere (Registrar) 416-978-2871 donakté@utoronto.ca
Claudia Li-Tang (Associate Registrar) 416-978-2845 claud.litang@utoronto.ca
New College

Sally Walker (Registrar) 416-978-8269 sally.veat®utoronto.ca
Paul Russell (Associate Registrar) 416-946-8182 aul.pussell@utoronto.ca

St. Michael's College

Damon Chevrier (Registrar) 416-926-1300 x3457 alachevrier@utoronto.ca
Gerri George (Assistant Registrar) 416-926-1300483 gerri.george@utoronto.ca
Trinity College

Bruce Bowden (Registrar) 416-978-2687 x2126  baov@#ginity.utoronto.ca
Nelson DeMelo (Assistant Registrar) 416-946-7614 demelo@trinity.utoronto.ca
University College

Shelley Cornack (Registrar) 416-978-6224 shalmynack@utoronto.ca
Michael Nicholson (Associate Registrar) 416-972®2 michael.nicholson@utoronto.ca

Victoria College
Susan McDonald (Registrar) 416-585-4405 s.mddd@atoronto.ca
Emanuel Melo (Associate Registrar) 416-585-4493 mareuel.melo@utoronto.ca

Woodsworth College
Cheryl Shook (Registrar) 416-978-5787 cherylodt@utoronto.ca
Jennifer Guyatt (Associate Registrar) 416-978-5597 j-guyatt@utoronto.ca

Other I mportant Contact Numbers

Student Crisis Response Programs

Coordinator: Becky Smith 416-946-7111

Community Safety Office http://www.communitysafety.utoronto.ca/resourcegetge.htm
General Number 416-978-1485

Counselling and Psychological Services http://www.caps.utoronto.ca/Contact-Us.htm
General Number 416-978-8070

Centre for International Experience http://www.isc.utoronto.ca/

General Number 416-978-2564

Dr. Jian P. Su (Counsellor) 416-978-8774 jlag@o@utoronto.ca
UofT Writing Centre http://www.writing.utoronto.ca/lhome

College Writing Centres http://www.writing.utoronto.ca/writing-centres/dess/arts-and-science
Academic Success Centre  http://www.asc.utoronto.ca/

Dr. Nellie Perret 416-978-7970 n.perret@utoood
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Appendix C: Sample Academic Integrity Statement in the Course Syllabus

Sample Academic Integrity Statement

Academic integrity is a fundamental value essemtighe pursuit of learning and scholarship at the
University of Toronto. Participating honestly, resgully, responsibly, and fairly in this academic
community ensures that the UofT degree that yon wdl continue to be valued and respected as a
true signifier of a student’s individual work anchaemic achievement. As a result, the University
treats cases of academic misconduct very serioliely.University of Toronto’€ode of Behaviour on
Academic Mattershitp://www.governingcouncil.utoronto.ca/AssetFagtaspx?did=487)loutlines

the behaviours that constitute academic misconthetprocesses for addressing academic offences,
and the penalties that may be imposed. You arectegbe¢o be familiar with the contents of this
document. Potential offences include, but are inated to:

In papers and assignments:
- Using someone else’s ideas or words without apptgacknowledgement.
«  Submitting your own work in more than one coursthaut the permission of the instructor.
- Making up sources or facts.
« Obtaining or providing unauthorized assistancemnassignment (this includes working in
groups on assignments that are supposed to bedodiwork).

On tests and exams:
« Using or possessing any unauthorized aid, includiagll phone.
- Looking at someone else’s answers.
« Misrepresenting your identity.
- Submitting an altered test for regrading.

Misrepresentation:
+ Falsifying institutional documents or grades.
- Falsifying or altering any documentation requirgutie University, including (but not limited
to) doctor’s notes.

All suspected cases of academic dishonesty wilhestigated following the procedures outlined in
the Code of Behaviour on Academic Matters. If you have any questions about what is or is not
permitted in this course, please do not hesitatetdact me. If you have questions about apprapriat
research and citation methods, you are expectsedk out additional information from me or other
available campus resources like alege Writing Centersr theAcademic Success Centre

29



Sample “Student Awareness Statement(for inclusion by students with assignments subnti¢d
for marking)

| certify that this assignment represents entinejyown efforts. | have read and understood the
University of Toronto policies regarding plagiarisoollaboration and the resubmission of work, and
know what sanctions are applicable.

Code of Behaviour on Academic Matters
“How Not to Plagiarize” Guide

Signature:

Date:

Sample Statement on Collaboratioh

Students often learn a lot from working with oneter. You are encouraged to meet with other
students from class for this purpose. For exanyale,might work through exercises in the course
notes together or discuss any material you foumdusing in lecture or in the course notes.

It is also legitimate to discuss assignment proklenth other students in the class or consult a
textbook. However, you must destroy any notes aomeg assignment problems made during this
time and you must not write down anything for asletwo hours afterwards. Assignments must be
written up completely by yourself using only th&ttand your own notes as aids. The point is that
your written report should be your own work. Do tedtother students even look at your completed
assignment solutions, since this can lead to cagpyihese rules are meant to ensure that all stsident
understand their solutions to the problems welugihao write up solutions by themselves. Failure to
comply with these guidelines is a serious acadeffiense.

On the first page of each homework assignmentnyost explicitly list all people, except the
professor and course tutors, with whom you haveudised assignment problems (even briefly) and
which problems you discussed with each. If you hdiseussed the homework with no one except the
professor or course tutor, write “NO OUTSIDE DISCRION".

You must also list all other material that you haweesulted. If you have consulted no material ekcep
the course textbook and your course notes, write@ SXTRA MATERIAL CONSULTED". Note

that finding (or copying) the solution to a homelwproblem on the web does not demonstrate your
understanding of course material and, hence, ackive no credit.

! Our thanks to Dalhousie University for the use of this title and to the Department of Chemistry, UofT, for allowing us to
borrow and modify the text of their statement.
% Thanks to Professor Faith Ellen of the Department of Computer Science for use of her statement.
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APPENDIX D: Academic Offence Forms

UNIVERSITY OF TORONTO
FACULTY or ARTS &« SCIENCE

B8 B8

¥
Office of Student Academic Integrity Academic Offere Allegation Form

COURSE AND STUDENT | NFORMATION

Student Name: Student Number
Course Number: Session:2@169)
Instructor: ValuedP#ssignment:
Instructor Email: InstruBtioone:

MEETING WITH INSTRUCTOR

If the instructor is unable to meet with the stugdeitease keep and provide to OSAI a record of all
attempts to arrange a meeting.

Date of Meeting: AdmissioBffence: UYes U No

REPORT BY INSTRUCTOR TO CHAIR OF DEPARTMENT (INCLUDE THE FOLLOWING )

Instructor Report detailing the allegation of agagemisconduct.

Summary of the instructor/student Interview.

Original document (essay/assignment/test/medida, rsic).

Supporting documentation (plagiarism source docuspdrurnitin reports, emails from student).
Course handouts / course syllabus (especiallyaiflamic conduct is mentioned).

Other marks in the course (including weight of easbignment)

o000 0

| wish to attend the divisional meeting U Yes U No
REVIEW BY CHAIR OF THE DEPARTMENT
Referral to Office of the Dean (student does natiaduilt and/or assignment is worth more than 10%

and/or case is deemed serious enough by the CBasignate for Academic Offences to be referred to
the Office of the Dean)

Signature of Department Chair (or Chair's Desigrfat Academic Offences) Date

Printed Name

Office of Student Academic Integrity
Sidney Smith Hall, Room 1047
osai.artsci@utoronto.ca Phone: (416) 946-0428; (@d6) 946-5967

Office of Student Academic Integrity, Faculty of Arts and Science, UofT, 2010-2011



APPENDIX D: Academic Offence Forms

UNIVERSITY OF TORONTO

B8 B8

&), FACULTY orF ARTS &« SCIENCE

OSAI Academic Offence Form: Departmentally ResolGades

(To be used in cases involving assignments Wb or lessof the final mark and where the student
admits to committing an academic offence)

COURSE AND STUDENT INFORMATION

Student Name: Student Bumb
Course Number: Value (%ssignment:
Session: (e.g. 20079) Instructo

Instructor Email: Instructoorith

MEETING WITH INSTRUCTOR

Date of Meeting: Offence:

Explanation, if any:

REVIEW BY CHAIR (OR CHAIR 'S DESIGNATE) OF THE DEPARTMENT

U Date of meeting with Chair: .
U No Sanction Imposed (Chair decides that anernadoffence was not committed)
U Sanction Imposed by Chair (maximum sanctionlabke: zero for assignment)

Detail of sanction:

U Copy of final letter sent to student attached.

Please note that students may NOT withdraw from aaurse in which an offence has occurred
and a sanction imposed.

Signature of Department Chair (or Chair's Desigrfat Academic Offences) Date

Printed Name
Office of Student Academic Integrity

Sidney Smith Hall, Room 1047
osai.artsci@utoronto.ca Phone: (416) 946-0428: (d6) 946-5967
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APPENDIX E: Other Forms and Letter Templates

Sample Sign-Off letter for Departmentally ResolvedCases in which No Meeting with
Department Chair Occurs

date

«Title» «First» «Last»
«e-mail address»

Student #

Dear Student:

As the Chair’'s Designate for matters concerninglacdac misconduct, | have received a report fronfdsor
«Instructor» indicating that you have admitted @ffence» in the course «Course».. As you shouthkrhis

is an offence under the UniversityCode of Behaviour on Academic Matters which you may consult online at
http://www.governingcouncil.utoronto.ca/AssetFagtaspx?did=487.1

Under Section C.1.(a) of theode, the Chair's Designate of the Department in whiahoffence has been
committed may resolve offences involving an assigmtmvorth 10% or less of the final grade. In suabes,
the student who has committed the offence is edtitb an opportunity to discuss the allegation withbefore
a sanction is determined.

In order to expedite the resolution of uncomplidateses, if the student is willing to forgo the ogtpnity to
meet with me, | am prepared to impose a sanctisadan my understanding of the case.

Therefore, if you are prepared to waive your opptty to meet with me and will accept the sanctiba
«Sanction» on «Assignment», please sign the erccfosm, and return it to the Undergraduate Offiaddress)
by «Reply_Date». If you choose to do so, you mitleive a final letter confirming the sanction, awadfurther
action will be taken. A copy of the final letterlidde sent to the Dean’s Office so that a centealirecord
exists of this incident.

Alternatively, you may choose to meet with me tecdss the matter. If you wish to do so, pleaseamdiiP??)
at (22?) by 22?2 date and arrange for a ease note that you may not withdraw from the cowge while
an allegation of misconduct is under investigationgr after a sanction has been imposed, and that you
final grade for the course will be withheld until this matter is resolved.

will result in me forwarding the case to the Deanresolution.

Sincerely,

Name
Associate Chair, Undergraduate Studies, Departofe?2??

cc: Professor «Instructor»; OSAI; College Registr
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APPENDIX E: Other Forms and Letter Templates

University of Toronto

ACADEMIC DISCIPLINE

1, tdadenoffence of

«Offence» in course

| also waive my opportunity to meet with the Depaght Chair as described in the Universit@ade
of Behaviour on Academic Matters, and am prepared to accept the sanction of

A «Sanction» on «Assignment» in «Course», «Session
Signed Date

«First» «Last»
«ld»

Please sign the appropriate section and return tbindergraduate Office
University of Toronto
Toronto, Ontario
M5S 2E4
Fax: (416) 978-?22?7

Please note that by

BOLD DATE

meeting.
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Final letter for Departmentally Resolved Cases in Wich No Meeting with Department Chair
Occurs

Date

«Title» «First» «Last»

«e-mail address»

Student #

Dear Student:

By returning a signed copy of the form | sent yousedate>>, you have admitted to me that you

committed an academic offence, namely (offencey.yédu are now aware, this is an offence under the
University’s Code of Behaviour on Academic Matters.

By signing the form, you also waived your opportynd meet with me to discuss the matter and
accepted the sanction that | proposed for younmotenamely (sanction).

Please note that students may not withdraw frolmuase in which they have committed an offence
and for which sanctions have been imposed.

In future, it is important for you to understandttlthe work you submit for credit must reflect your
own knowledge and efforts and not those of othHégsmu use a source for guidance or borrow ideas
from it, you must acknowledge that source withfanence and list it in your bibliography. If yolk&a
material from the source and use it word for wgalj must also enclose those words within quotation
marks. If you are unsure of whether the use ofraqudar source is authorized or not, please make
sure that you ask your instructor or TA. (modi§/appropriate based on offence)

Finally, while | hope that you have learned frons texperience and will not behave in such a manner
again, | must warn you that a record of this maites been sent to the Dean’s Office, and a second
offence will be dealt with more severely.

Yours sincerely,

PP7?7?7?77

Chair/Associate Chair
cC: Instructor

College Registrar
OSAI
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APPENDIX F: Code of Student Conduct

Please note that the Office of Student Academic Integrity isresponsible for administering tkiade of
Behaviour on Academic Matters at the Divisional level for the Faculty of Arts and Science.ifsues or
concerns arising in relation to tkede of Sudent Conduct, please contact the University’'s Office of Appeal
Discipline and Faculty Grievances.

iy

Summary of the Code of Student Conduct

Non-academic offences are defined in the Univessi@pde of Student Conduct (2002), the full text
of which may be obtained from the Office of the i&tant Vice-President, Student Affairs. A
summary of the Code is provided below.

[B.] Offences

The following offences constitute conduct that Ebhaldeemed to be offences under this Code, when
committed by a student of the University of Torgnimvided that such conduct:

has not been dealt with as failure to meet starsdairgrofessional conduct as required by a college,
faculty or school; and

is not specifically assigned to the jurisdictiortleé University Tribunal, as in the case of offece
described in th€ode of Behaviour on Academic Matters, or to another disciplinary body within the
University of Toronto, as in the case of sexuahsament as described in the policy and procedures:
Sexual Harassment; or to a divisional disciplinaogy, such as a residence council or a recreational
athletics disciplinary body; or is covered undezsi policies but which is deemed by the head of the
division to be more appropriately handled by thel€of Student Conduct; and

except as otherwise provided herein, occurs on ise=nof the University of Toronto or elsewhere in
the course of activities sponsored by the UniveitToronto or by any of its divisions; and

has not been dealt with under provisions for tlseigline of students with respect to University
offices and services whose procedures apply teestsdn several academic divisions, such as
University residences, libraries or athletic ancteational facilities.

1. Offences Against Persons

No person shall assault another person sexuatlyreaten any other person with sexual assault.

No person shall otherwise assault another pereoggaten any other person with bodily harm, or
knowingly cause any other person to fear bodilyrhar

No person shall knowingly create a condition thatecessarily endangers the health or safety of othe
persons.

No person shall threaten any other person with gan@such person’s property, or knowingly cause
any other person to fear damage to his or her piype

No person shall engage in a course of vexatioudwirthat is directed at one or more specific
individuals, and that is based on race, ancestagepof origin, colour, ethnic origin, citizenshggx,
sexual orientation, creed, age, marital statusilyestatus, handicap, receipt of public assistamrce
record of offences of that individual or those induals, and that is known to be unwelcome, antd tha
exceeds the bounds of freedom of expression oreatadreedom as these are understood in
University Policies and accepted practices, inclgdiut not restricted to, those explicitly adopted.

Office of Student Academic Integrity, Faculty of Arts and Science, UofT, 2010-2011



APPENDIX F: Code of Student Conduct

(Note: terms in this section are to be understeothay are defined or used in the Ontario Human
Rights Code. Vexatious conduct that is based orossgxual orientation is considered an offence
under the University’s Policy and Procedures: Selaaassment. If the Sexual Harassment Officer
believes, after consultation with relevant partibaf a complaint based on sex or sexual oriemtatio
would be better handled under the Code of StudentlGct, the Officer may refer the matter to the
appropriate head of division.)

(i) No person shall, by engaging in the conductdbsd in subsection (ii) below, whether on the
premises of the University or away from the premigkthe University, cause another person or
persons to fear for their safety or the safetyrmfther person known to them while on the premisges o
the University of Toronto or in the course of aittes sponsored by the University of Toronto or by
any of its divisions, or cause another person s@es to be impeded in exercising the freedom to
participate reasonably in the programs of the Usitqeand in activities in or on the University
premises, knowing that their conduct will causehsiear, or recklessly as to whether their conduct
causes such fear.

i) The conduct mentioned in subsection (i) corssedt

repeatedly following from place to place the otperson or anyone known to them;

repeatedly and persistently communicating withezidirectly or indirectly, the other person or
anyone known to them;

besetting or repeatedly watching the dwelling-hoos@lace where the other person, or anyone
known to them, resides, works, carries on businessppens to be; or

engaging in threatening conduct directed at thergtlerson or any member of the family, friends or
colleagues of the other person.

2. Disruption

No person shall cause by action, threat or otherveiglisturbance that the member knows obstructs
any activity organized by the University of Toromtioby any of its divisions, or the right of anathe
member or members to carry on their legitimatevdids, to speak or to associate with others.

For example, peaceful picketing or other activityside a class or meeting that does not substhntial
interfere with the communication inside, or impeaeess to the meeting, is an acceptable expression
of dissent. And silent or symbolic protest is reobe considered disruption under this Code. Butenoi
that obstructs the conduct of a meeting or fordideking of access to any activity constitutes
disruption.

37



