Guidelines for Academic Honesty Committees

Mandate

The role of the Academic Honesty Committee is to hear and make decisions on allegations of academic dishonesty, and to ensure documentation of each offence is kept (including letters and appropriate transcript comments).

Membership

Each School/Faculty will maintain a roster of committee members who can be called upon to serve for a specific hearing.  One member is selected to act as the Chair of the Committee.  The Chair or his/her designate is responsible for receiving the documents, organizing the meetings, and doing the follow-up documentation (including letters to the student and appropriate transcript comments).

Procedures 

(revised from Seneca Academic Policy Appendix E)

For a list of academic honesty offences see Seneca's online Academic Policy (Appendix E) 

at:  http://www.senecac.on.ca/home/academic_policy/appe.html
When it is suspected that an academic honesty offence has occurred, the professor (or designate) will communicate with the student(s).  If it is concluded that no academic honesty offence took place, no further action is required and no record is kept. 

If the professor or designate is not satisfied with the student’s (s”) explanation,  the professor (or designate) will document the incident, with evidence on an "Academic Honesty Report".
This report includes:

· a description of the incident in the faculty / invigilator’s words

· names and student numbers of others involved

· a description of the action taken by the faculty / invigilator

· signature of faculty / invigilator

· space to record action taken by the Academic Honesty Committee, including the signature of the committee chair
The student (s) will also have the opportunity to record his/her version of the incident.  For this purpose, students may choose to use the “Student Response to the Academic Honesty Report”.  This report includes: 

· a description of the incident in the student's own words,  

· a signature area where the student can confirm that they have had an opportunity to give their account of the incident (if applicable)

· a signature area where the student can acknowledge violating academic policy (if applicable)

· a description of college penalties for first, second and third offences

Completed forms and any relevant documentation are then forwarded to the Chair or designate, who will then convene a meeting of the Academic Honesty Committee to review the circumstances of the incident.  (Please see documentation checklist below).   The Academic Honesty Committee will determine in each case, whether it is necessary to hear from the faculty/invigilator and/or the student (in some cases a determination may be made from the documentation alone).  

Documentation Checklist

· Academic Honesty Report (and Supplement to the Academic Honesty Report when used)

· Copy of the work submitted 

· Copy of the assignment description or test paper

· Copy of unauthorized aids (if applicable)

· Copy of (or links to) materials used without proper references (if applicable)

· Copy of Student Honesty Declaration (if applicable)

· Copy of student transcript

Note: The members of the Academic Honesty Committee selected to review an alleged instance of academic dishonesty should not have had any direct involvement in the incident.

The Academic Honesty Committee will provide its decision in writing to the student(s), with copies to the Professor, Program Coordinator/Student Advisor, and to the student's(s’) file.  In order to track the number of offences, the offence will be recorded as a comment on the student's transcript (see canned comment codes and descriptions below).  Minutes and notes from the Academic Honesty Committee meetings should be collected and stored in a central location.  The student has the right to appeal the decision of the Academic Honesty Committee, consistent with Academic Policy.
Canned Comments (as of Dec. 2007)
	CODE
	COMMENTS TO APPEAR ON TRANSCRIPT
	APPLICATION

	#440
	STUDENT HAS RECEIVED ADVISEMENT REGARDING ACADEMIC POLICY.
	The penalty for a first academic honesty offence is a grade of "0" on the work.  Based on the facts, the Academic Honesty Committee will determine whether comment #440 or comment  #741 will be added to the student's transcript.

	#741
	VIOLATION OF ACADEMIC POLICY, SECTION 9, ACADEMIC HONESTY.
	The penalty for a first academic honesty offence is a grade of "0" on the work.  Based on the facts, the Academic Honesty Committee will determine whether comment #440 or comment  #741 will be added to the student's transcript.

	#742
	VIOLATION OF ACADEMIC POLICY, SECTION 9, ACADEMIC HONESTY, RESULTING IN SUSPENSION FROM THE COLLEGE UNTIL (INSERT ONE OF SEPT; JAN; OR MAY, FOLLOWED BY THE APPROPRIATE YEAR, I.E. 2008).  MUST SEE A COORDINATOR/STUDENT ADVISOR FOR REINSTATEMENT.
	The penalty for a second academic honesty offence  is a grade of "F" in the subject.  Following comment #440 or #741, this second comment and a suspension from the college for a specific period of time, as determined by the Academic Honesty Committee, is recorded on the transcript.

	#443
	STUDENT HAS BEEN PLACED ON ACADEMIC HONESTY PROBATION.
	Follows comment #742, when the student returns to the college after suspension for a second academic honesty offence.

	#525
	COLLEGE INITIATED MANDATORY WITHDRAWAL FOR ACADEMIC REASONS.
	To be used for academic reasons, including academic dishonesty.  The comment requires Dean approval. 
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