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Manukau Institute of Technology

MISCONDUCT IN ASSESSMENT

Academic (AC6)





1	INTRODUCTION

Manukau Institute of Technology will not tolerate misconduct in assessment, and this policy sets out the processes and procedures to deal with any allegation of misconduct in assessment within the Institute in a fair and consistent manner to achieve/ensure an equitable outcome for all concerned.


2	POLICY
This policy covers all instances of misconduct in assessment, with the determining principle being that assessment work submitted as part of a student’s programme of study is the student’s own work, reflecting his or her learning. 

2.1	Manukau Institute of Technology will investigate all allegations of misconduct in assessment.  Any investigation into an allegation of misconduct in assessment will follow the process outlined in the flowchart (AC6/1).

2.2	The institute will advise students, staff and members of the public of complaints and appeals procedures through appropriate media including course handbooks, the student guide, through electronic media such as the student portal and the MIT website.  Such information will identify advisory and support services available.

2.3	Natural Justice
	
Principles of natural justice apply to this policy. Natural justice in the context of this policy denotes procedural fairness.  It includes the following:

· Any person has the right to be informed of the nature of the allegation and relevant information, including the evidence on which the allegation is based
· The accused student has the right to be heard and explain his/her position
· Receive sufficient notice of any meeting or hearing
· The right to seek advice, representation and support throughout the process
· Natural justice requires an absence of bias in the conduct of proceedings.  Any investigation should be undertaken by a person independent of the circumstances of the case
· The right to have the matter determined by those competent to do so
· The right to freedom from intimidation, harassment, threat of recrimination or any other type of vengeful activity

2.4	Examples of misconduct in assessment are outlined in the attached document Examples of Misconduct in Assessment (AC6/2).  These examples are illustrative and are not intended to be exhaustive.  Determination of what constitutes misconduct in assessment should be assessed against the principle outlined above.

2.5	Manukau Institute of Technology will ensure that students understand the consequences and implications of breaches of this policy.  Staff will provide students with clear guidelines as to what constitutes misconduct in assessment.

2.6	Incidents of proven misconduct in assessment, and the penalty imposed, will be held on a central database by the Academic Registrar.  Disciplinary action in accordance with Statute 8 will be taken in all cases where a student has been found in breach of this policy more than once.  Such action can result in the student’s expulsion from Manukau Institute of Technology.

2.7	Where a course or programme is subject to regulation by the Institute and by an external authority, and there is conflict between those regulations, then the regulations of that other authority shall apply in respect to that course or programme.


3	PROCEDURES

3.1	Investigation Procedure

3.1.1	When misconduct in assessment is suspected the lecturer/supervisor will in every case complete an incident report (AC6/3) and forward this report with appropriate evidence or work attached to the Academic Leader or delegated person.

3.1.2	The incident report will be referred to the Academic Leader or delegated person for investigation.  Such person will be independent of the incident.

3.1.3	The investigator will arrange an interview with the student concerned.  The interview participants will include but not be limited to:
· The investigator
· The lecturer 
· The student

3.1.4	The student concerned will be advised of the following within ten working days of the incident report being completed:
· The requirement to attend an interview, with the date, time and place specified;
· The allegation of misconduct in assessment and a copy of the incident report;
· The purpose of the interview;
· The names and functions of participants at the interview;
· Where to get advice;
· The option of bringing a support person/s to the interview;
· The likely time frame of the investigation.
The student will be advised either in writing by courier post (to the last recorded address) or by hand to the student concerned and receipt recorded. (AC6/4 Standard Letter of Investigation Process)

3.1.5	At the interview the investigator will outline the time line and steps of the investigation process.

3.1.6	If the student fails to attend the interview, the outcome of the investigation will be forwarded to the student in writing.  The student will be advised either by courier post (to the last recorded address) or by hand to the student concerned and receipt recorded.

3.1.7	Summary notes of the interview with the student will be documented and a copy will be made available to the student.  The investigator records the outcome of the interview on the incident report and copies the completed report to Academic Leader.

3.1.8	 If an allegation is not proven no record will be kept and the student will be notified in writing.

3.1.9	If an allegation is proven the student will be notified in writing, and advised of the penalty, and his or her right to appeal the outcome.

3.2	Penalties

Penalties for proven instances of misconduct in assessment will be imposed by those authorised to do so in a consistent way having taken into account all the circumstances of the individual incident.

3.2.1	When the allegation has been proven, the Academic Leader will send a written report to the Academic Registrar within three working days.  

3.2.2	If this is the first incident, the Academic Registrar will advise the Academic Leader, who will implement the penalty and send the student a letter outlining the penalty, stating that this is a first and final warning and that a second incident will be referred to the Chief Executive.  The student will be advised in writing either by courier post (to the last recorded address) or by hand and receipt recorded.  A copy of the letter will be forwarded to the Academic Registrar. The Academic Registrar will record details of the incident in the misconduct in assessment database.

3.2.3	For the first offence, once misconduct in assessment is proven, the Investigator, in consultation with the lecturer or lecturers, shall have the right to impose one or more of the following penalties:
· a mark of zero, or no pass for the assessment
· written reprimand and /or warning
· other reduced mark for the assessment 
· with competency based assessment, there may be the possibility of a re-sit under controlled conditions, upon payment of a fee. 

The imposition of penalties for misconduct in assessment can take into account such factors as:

· the seriousness of the offence
· previous instances of misconduct 
· any mitigating circumstances

3.2.4	In the event of a second incident the Academic Registrar will advise the Academic Leader that they are to take no further action.  The Academic Registrar will then provide the reports to the Chief Executive through the Director Student Affairs with a request that disciplinary action be taken in accordance with Statute 8.  The Academic Registrar will notify the student in writing detailing the process. (AC6/5 Standard Letter of Second Incident Process) 

3.2.5	The decision on penalty for second and subsequent incidents of misconduct in assessment is the sole responsibility of the Chief Executive and will be made in accordance with the provisions of Statute 8.

3.2.6	These proceedings are managed by the Director Student Affairs.

3.3	Appeals

3.3.1	Appeals against the outcome of the departmental investigation, will be heard by an Appeals Committee, in accordance with Statute 11 section 19 Objections and Appeals.

3.3.2 Appeals against decisions made by the Appeals Committee will be heard by the Chief Executive in accordance with s.19.4, Statute 11.
3.3.3 An appeal against the decision of the Chief Executive will be heard by the Student Appeal Committee of the Institute’s Council (refer Statute 3) provided that written application is made to the Secretary of Council within 10 working days of the communication from the Chief Executive.

3.4 Reporting

3.4.1 The Academic Registrar will report annually to the Director Student Affairs on the number and nature of all misconduct in assessment incidents and their outcomes.

3.4.2 For reporting purposes statistics include:
· Department/s
· nature of the misconduct in assessment
· date of investigation
· date resolved
· penalty imposed

3.5	Documentation

3.5.1 A written record must be kept of all discussions, interviews and other meetings which take place during the investigation of the misconduct in assessment.

3.5.2 On conclusion of the process the database record will be updated and held for a period of no longer than five years.


4	CONSULTATION SCOPE
Appropriate and reasonable consultation will be undertaken with: Leadership Team, Academic Leadership Team, Senior Managers, Student Representatives and Academic Board 
	

5	RELEVANT DELEGATIONS

	Academic Leaders have delegated authority to investigate and apply penalties for 	misconduct in assessment as detailed in the policy.
	


6	RELEVANT LEGISLATION

	Education Act 1989
	Public Records Act 2005
Privacy Act 1993
Human Rights Act 1993
New Zealand Bill of Rights


7	LEGAL COMPLIANCE

	This policy complies with the relevant legislation

8	RELATED DOCUMENTS
	Statute 8 Student Discipline
Statute 11 Academic Regulations
The University of Auckland Guidelines: Conduct of Coursework
The University of Auckland: Teaching and Learning Policy


	AC6/1 Misconduct in Assessment Flowchart
AC6/2 Examples of Misconduct in Assessment
	AC6/3 Incident Report
	AC6/4 Standard Letter of Investigation Process
	AC6/5 Standard Letter of Second Incident Process
	AC6/6 Guidelines for Imposing Penalties
 


9	DEFINITIONS

“Academic Leader” means the Dean or Head of Department responsible for the course or programme in which the student is enrolled.

“Adviser” a person from a staff association or student service, or a person external to the organisation who advises the student on the process.  This person can assist and advise but does not take part in the decision making.
“Assessment” those processes used in determining the granting of a credit or credits.
“Appeals Committee” a committee of each School/Department.
“Award” a qualification awarded by the Institute as stated in Manukau Institute of Technology Statute 6.
“Campus” all land and premises in possession or occupation of Manukau Institute of Technology.
“Class” and “Classroom” includes all buildings under the jurisdiction of Manukau Institute of Technology.
“Council” the governing body of Manukau Institute of Technology as constituted under s165 of the Education Act 1989.
“Course” is a self-contained block of study.
“Collaborating” working together.
“Credit” is the basic measure used to record the successful completion by a student of a course.
“Exclusion” complete exclusion from the Institute for the remainder of the day of the alleged breach.
“Exclude” has a corresponding meaning.
“Expulsion” immediate termination of a student’s enrolment at Manukau Institute of Technology.
“Expel” has a corresponding meaning.
“Falsifying” pretending, simulating.
“Head of School/Department” means the Head of the School/Department responsible for the course or programme, and includes Academic Leader and Director.
“Impersonating” means pretending to be someone else.
“Institute” means the Manukau Institute of Technology.
“Lecturer” any member of the academic or library staff.
“Programme Leader/Head” means the academic staff member responsible for the management and academic development of a programme.
“Misconduct in Assessment” (see attached list of MIT Misconduct in Assessment)
“Paraphrasing” summarising, rewording.
“Plagiarism” means use of the work of another author without indicating that the ideas, thoughts or writings are not one’s own.
“Plagiarise” has a corresponding meaning.
“Programme” is a stand-alone course, or the combination of courses, with which a student is required to be credited in order to be awarded a specified qualification.
“Student Appeals Committee” a committee of the Institute’s Council.
“Student” a person enrolled in a programme at the Institute.
“Support Person” Person/s nominated by the student to support or represent them through the investigation process.  A support person may speak on their behalf but does not take part in the decisions made.
“Suspension” complete exclusion from the Institute until an investigation and/or hearing is complete.
“Suspend” has a corresponding meaning.
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Examples of Misconduct in Assessment

	Includes but not limited to
	Facilitating copying

	1. Copying information directly from another student (current or past), either in whole or in part, with or without their consent. 

	2. Allowing another student to copy your assessment (in part or whole).

	3. Facilitating the electronic transfer, or giving soft copies, of your assessment work to other students.

	4. Giving or lending a printed or hand-written copy of your assessment to another student.

	Negligence resulting in copying

	5. Failing to exercise reasonable care and responsibility in protecting your work from being accessed by other students.  This includes giving someone the opportunity to copy your work.

	Breaching exam/test conditions

	6. Using or having access to prohibited resources or reference material, written or electronic, in a test or examination.

	7. Communicating with another student in a test/examination to transfer information by way of electronic, voice, visual or other means.

	8. Accessing or taking test or examination question papers without approval.

	9. Failing to follow the invigilators instructions.

	Plagiarism (i.e. using the work of another without indicating that the ideas are not your own)        {Academic Regulations 11.6 Individual statement for each department required}.

	10. Paraphrasing information without referencing the source.

	11. Copying information directly without referencing the source.

	Dishonesty 

	12. Falsifying the results of your research.

	13. Submitting work that was previously credited towards another course without prior approval of the lecturer or course co-ordinator, for an assessment for another course. (see Academic Regulations 18)

	14. Collaborating on an assessment when it should be individual work

	15. Misrepresenting a disability, temporary illness or injury or exceptional circumstances beyond one’s control and then claiming special conditions.
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Department 
Suspected Misconduct in Assessment
Incident Report 

Lecturer/Assessment Supervisor to complete this report, and hand it to the Academic Leader, with documentary evidence attached.

	
	Lecturer/Assessment Supervisor to Complete:

	Lecturer:
	

	Course Code:
	

	Course Name:
	

	Assessment Item:
	

	Date:
	

	Student ID:
	

	Student Name:
	

	List Evidence
	

	
	

	
	

	
	

	
	

	Incident : Describe in detail what occurred


	

	

	

	

	

	

	



Signed:______________________          	Date:_______________

Designation:__________________


	Outcome (Misconduct Proven/Not Proven):  Investigator to Complete

	


	


	


	


	


	


	


	


	


	


	




(Penalty to be determined following advice regarding Misconduct database from Academic Registry)

Investigator Signature:______________________ 


Date:_______________
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{Date}


{Student name}
{Address}
	




Dear {student name} {ID}

Course Code:
Assessment item:
Date:

I have today received an incident report from {supervisor/lecturer}, which shows {reason}.  A copy of this report is enclosed for your information.  I have been asked to investigate this report.

I ask that you attend an interview at this office {location} at {time) on {date} to discuss the matter further.  The interview is expected to take {length of time}.  If you cannot make this time please phone me on my direct dial line {phone no} to arrange another appointment time.

Interview participants will include:
· the investigator
· the lecturer
· the student (yourself)
· {add any others here}

You are invited to bring a support person/s with you to the meeting if you wish. 

A copy of the Institute policy (AC6) Misconduct in Assessment is available on request from myself.  For any further support or advice with regard to this investigation please contact the Manager, Student Life, phone 968 8765 ext 7752.

Please note that your results will be withheld until this matter is investigated.


Yours sincerely





{Investigator}
{contact phone number}

{cc International Manager}
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{Date}


{Student}
{Address}


Dear {student name} {ID No.}


Re: Misconduct in Assessment

I have received notification from {HOD Department} that an incident of Misconduct in Assessment has been proven against you.  Our records show that this is the second such incident.  In accordance with MIT Policy (017) Misconduct in Assessment section 3.2.4, I advise that I have forwarded a report (copy attached) to the Chief Executive giving details of this and the previous incident of misconduct.  The Chief Executive will now take disciplinary action on this matter in accordance with MIT Statute 8 Student Discipline. 

You have the right to meet the Chief Executive or his nominee, bringing a support person of your choice, in order to provide any explanation, reasons or facts relevant to this matter.  Should you wish to exercise this right please contact the Personal Assistant to the Chief Executive, ph. 968 8000, ext. 7691, within seven days of the date of this letter to arrange a meeting.  If you choose not to do this, the Chief Executive will decide the penalty based on the attached report and you will be notified in writing of the outcome.

If you wish to discuss any aspect of this process you may contact Julie Wood, Director Student Affairs, phone 968 8765 ext 7372.


Yours sincerely






Sue Wohlmuther
ACADEMIC REGISTRAR

cc	Dr Peter Brothers, Chief Executive
cc	Director Student Affairs
cc	Academic Leader
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GUIDELINES FOR IMPOSING PENALTIES

A fair procedure must clearly define how MIT will address the question of consequences once there is proven misconduct in an assessment.

Factors to consider, and the relative importance of each, in making the decision as to penalties.

In determining the seriousness of the offence, that is did the student intend to gain an unfair advantage over other students, the following can be considered:

· Whether the student admits or denies the allegation
· The stage the student is at in their programme
· The number of previous offences
· The number of warnings given 
· The learning background of the student
· The extent of the student’s knowledge and understanding of what constitutes misconduct in assessment – has the student been advised via written information, how often etc.
· The effect of the intended penalty on the students progress i.e. will they fail to gain their qualification?

The penalty should not be disproportionate to the offence, but should be strong enough to deter repeat offending.


Source: Carroll, J. & Appleton, J.  Plagiarism. A good practice guide.  UK: Oxford Brookes University, 2001
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