Student Academic Misconduct Policy – sample template letters for use in Schools
The following are suggested sample template letters to students that cover most (but not all) formal communications to students required by the Misconduct – Student Academic Misconduct Policy. 

Note: There are particular requirements for communications if the student is an overseas national holding a visa for study in Australia, and if they are being failed in a unit, suspended or excluded as part of a disciplinary penalty. 

	Template 1
	UC advises student of allegation and invites student to meeting

	Template 2
	UC advises student that allegation has been dismissed

	Template 3
	UC advice to student who attended meeting - 1st minor breach

	Template 4
	UC advice to student who did not attend meeting - 1st minor breach

	Template 5
	UC advises student substantial breach has been referred to Dean

	Template 6
	UC memo of referral of substantial breach allegation to Dean

	Template 7
	Dean invites student to discuss allegation

	Template 8
	Dean invites student to discuss appeal against UC determination

	Template 9
	Dean advises student of outcome of allegation - NOT referred to Student Academic Misconduct Committee

	Template 10
	Dean advises student of outcome of allegation - referred to Student Academic Misconduct Committee

	Template 11
	Dean refers allegation to Student Academic Misconduct Committee

	Template 12
	Dean advises student of outcome of appeal against UC determination

	Addendum 1
	for use with templates 9-12 where student is a visa holder


Template 1 – Unit Coordinator letter to student advising of allegation and meeting
[Note – exam misconduct no longer considered by U/Co- Refer immediately to Dean]
School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

As Unit Coordinator of [insert unit code and unit name], I am writing to advise that an allegation has been made that you have engaged in academic misconduct and that you may be in breach of the University’s Student Academic Misconduct Policy.

It is alleged that you [insert details of allegation, including unit name and number, nature of alleged offence, assignment name and date of submission].
The Policy requires me to meet with you to discuss the allegation and the evidence supporting it. I have set up a meeting for this purpose, the details of which follow. [Insert name of Teacher of Unit], the Teacher of the Unit [or Dean’s nominee], will also attend the meeting.

Date:

[insert date of meeting]

Time:

[insert time of meeting]

Place:

[insert details of the venue]

Contact:
[insert details of staff member student should contact, if necessary]

A copy of the information provided to me is enclosed, and, as required by the Student Academic Misconduct Policy, will be discussed at the meeting. I invite you to respond to this material in writing, if you wish. 

Please contact me within seven working days of the date of this letter, to advise whether you will or will not attend the meeting. Note that if you do not attend, the matter will be considered in your absence.

You may arrange to be assisted at the meeting by a support person. This person must be a fellow enrolled student, a member of the University’s staff, such as one of your teachers or a Student Welfare Officer, or an officer of a University student association. They may advise you, but may not act as your advocate or make direct comment in the meeting, unless I, as convenor of the meeting, give permission for them to do so.

The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1.

Yours sincerely,
[insert name of Unit Coordinator]
Unit Coordinator
Enc.
Template 2 – UC advises student that the allegation has been dismissed 
School of [insert name of School] 

Tel: (02) [insert phone no.] Fax: (02) [insert fax no.] 

[insert date] 

SID: [insert SID] 

[insert student’s name] 

[insert street address] 

[insert suburb, state and postcode] 

Dear [insert student’s name] 

As Unit Coordinator of [insert unit code and unit name], I invited you to attend a meeting with me on [insert date] to discuss an allegation that you had engaged in academic misconduct.

Following your [insert either “attendance” or “non-attendance”] at the meeting, I have concluded that the allegation was not substantiated and have resolved to dismiss the allegation. 

The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1.
Yours sincerely,

[insert name of Unit Coordinator]

Unit Coordinator 

Template 3 – UC letter to student who attended meeting – 1st Minor Breach

School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

As Unit Coordinator of [insert unit code and unit name], I met with you on [insert date] to discuss an allegation that you had [insert type of academic misconduct] in the assignment [name of assignment], submitted on [date of submission]. 

I have concluded that your work demonstrated a first minor breach of the University’s Student Academic Misconduct Policy.

I have decided to impose the penalty of [insert details of penalty e.g. “reducing your mark for the assessment item to .....”].
The reason for this determination is that [insert brief reason/s for decision - may include reference to any mitigating factors, if relevant.  For example “…the assignment you submitted contained material you obtained from web sites, without appropriate referencing. I have taken into account that you admitted you were short of time when you prepared the assignment, and should have requested an assignment extension”. I have also taken into account that you are in your first session of enrolment at UWS”.]

[(Delete or change this paragraph as required.) “I strongly recommend you seek advice about how to reference appropriately / study skills etc etc.…from XXXXX”]

This breach of the Student Academic Misconduct Policy will be noted on your student file and any further breach of the Policy will be dealt with as a substantial one, unless it is a minor breach and you are still in your first session of study at UWS. 
The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1. 
The Policy allows you to appeal my decision. Part B of the Policy covers the grounds for appealing my determination. If you wish to make an appeal, it must reach the Dean, School of [name of school], within fifteen working days of the date of this letter.

Yours sincerely,
[insert name of Unit Coordinator]
Unit Coordinator
Template 4 – UC letter to student who did not attend meeting – 1st Minor Breach 
School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

As Unit Coordinator of [insert unit code and unit name], I invited you to meet with me on [insert date] to discuss an allegation that you had engaged in academic misconduct in the assignment [name of assignment], submitted on [date of submission]. 

As you did not attend this meeting, the matter was considered in your absence.

I have concluded that your work demonstrated a first minor breach of the University’s Student Academic Misconduct Policy.

I have decided to impose the penalty of [insert details of penalty e.g. “reducing your mark for the assessment item to .....”].
The reason for this determination is that [insert brief reason/s for decision may include reference to any mitigating factors, if relevant.  For example “…the assignment you submitted contained material you obtained from web sites, without appropriate referencing. I have taken into account that you are in your first session of enrolment at UWS.”]

[(Delete or change this paragraph as required.) “I strongly recommend you seek advice about how to reference appropriately / study skills etc etc.…from XXXXX”].
This breach of the Student Academic Misconduct Policy will be noted on your student file and any further breach of the Policy will be dealt with as a substantial one, unless it is a minor breach and you are still in your first session of study at UWS.

The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1. 
The Policy allows you to appeal my decision. Part B of the Policy covers the grounds for appealing my determination. If you wish to make an appeal, it must reach the Dean, School of [name of school], within fifteen working days of the date of this letter.

Yours sincerely,
[insert name of Unit Coordinator]
Unit Coordinator
Template 5 – UC advises student – allegation of substantial academic misconduct referred to Dean 
School of [insert name of School]

Tel: (02) [insert phone no.] Fax: (02) [insert fax no.] 
[Insert date] 
SID: [insert SID] 
[insert student’s name] 
[insert street address] 
[insert suburb, state and postcode] 
Dear [insert student’s name] 
As Unit Coordinator of [insert unit code and unit name], I invited you to attend a meeting with me on [insert date] to discuss an allegation that you had engaged in academic misconduct. 
Following your [insert either “attendance” or “non-attendance”] at the meeting, I have concluded that your work demonstrated a substantial breach of the University’s Student Academic Misconduct Policy and have therefore referred the allegation, of [insert type of misconduct] in the assignment [name of assignment], submitted on [date of submission], to the Dean for further consideration.
The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1. 

The Dean will be in contact with you shortly.
Yours sincerely, 
[insert name of Unit Coordinator] 
Unit Coordinator [unit number], School of [insert name of School] 
Template 6 – UC memo of advice to Dean, referring allegation of substantial, academic misconduct

Tel: (02) [insert phone no.] Fax: (02) [insert fax no.] 

[insert date] 

Dear [insert Dean’s name] 

Re: Referral of allegation of substantial student academic misconduct 
for your consideration
I received an allegation that [insert student’s name and SID] had [give brief details of alleged breach- include nature of allegation, the assignment name, the unit name and number, and the date of submission].

Following an investigation, I have concluded that the student has committed a substantial breach of the Student Academic Misconduct Policy.

In accordance with the Policy, I therefore refer the matter to you for consideration.

I attach [insert details of relevant attachments, including UC’s report of investigation].
Regards,

[insert name] 
Unit Coordinator, unit [name and number] [session and year].
Enc.
Template 7 – Dean invites student to discuss allegation referred by Unit Coordinator

School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]
SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

I invite you to meet with me, as [nominee of the] Dean of the School of [insert name of school], and a nominee of the Academic Registrar, to discuss an allegation of academic misconduct raised against you, as follows:

Date:

[insert date of meeting]
Time:

[insert time of meeting]
Place:

[insert details of the venue]
Allegation 
[insert details of allegation including unit name and number, nature of alleged offence, assignment name and date of submission, or date of examination, where appropriate]
This invitation follows my receipt of details of the allegation from the Unit Coordinator for [insert unit code and unit name].  A copy of the information provided to me is enclosed and, as required by the Student Academic Misconduct Policy. I invite you to respond to this material in writing, if you wish. 

Please contact me within seven days to advise whether you will or will not attend the meeting. If you do not attend, I will make a decision about the matter in your absence.
You may arrange to be assisted at the meeting by a support person. This person must be a fellow enrolled student, a member of the University’s staff, such as one of your teachers or a Student Welfare Officer, or an officer of a University student association. They may advise you, but may not act as your advocate or make direct comment in the meeting, unless I, as convenor of the meeting, give permission for them to do so.

The meeting will be conducted in accordance with the Student Academic Misconduct Policy which can be accessed from this link on the University’s website: http://policies.uws.edu.au/view.current.php?id=00051#s1.

Yours sincerely,
[insert name of Dean/ nominee]
[Nominee of] Dean, School of [insert name of School]

Enc.
Template 8 – Dean invites student to discuss student’s appeal against Unit Coordinator’s determination

School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]
SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

I have received your appeal against the determination of the Unit Coordinator [name and number of unit], of [insert details of finding including proven, nature of academic misconduct, in your (name of assignment), submitted (date)].

I invite you to meet with me, as Dean of the School of [insert name of school], and a nominee of the Academic Registrar, to discuss your appeal on:

Date:

[insert date of meeting]
Time:

[insert time of meeting]
Place:

[insert details of the venue]
A copy of the information provided to me is enclosed. Please contact me within seven working days, of the date of this letter, to advise whether you will or will not attend the meeting. If you do not attend, I will make a decision about the matter in your absence.
You may arrange to be assisted at the meeting by a support person. This person must be a fellow enrolled student, a member of the University’s staff, such as one of your teachers or a Student Welfare Officer, or an officer of a University student association. They may advise you, but may not act as your advocate or make direct comment in the meeting, unless I, as convenor of the meeting, give permission for them to do so.

The meeting will be conducted in accordance with the Student Academic Misconduct Policy which can be accessed from this link on the University’s website: http://policies.uws.edu.au/view.current.php?id=00051#s1.

Yours sincerely,
[insert name of Dean]
Dean,   School of [insert name of School]

Enc.
Template 9 – Dean advises student of outcome determined- (for use when NOT referred to Student Academic Misconduct Committee)
School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

As Dean of the School of [insert name of School], I met with [‘you’ /and ‘the Academic Registrar’s representative’] on [insert date] to discuss an allegation that you had [insert type of academic misconduct] in the assignment [name of assignment, unit code, unit name, etc.], submitted on [date of submission]. 
OR

As Dean of the School of [insert name of School], I met with you on [insert date] to discuss an allegation that you had [insert type of academic misconduct] in the examination [for, unit code, unit name, etc.] , on [date of examination]. 
I have concluded that [insert details of determination- indicate if a substantial breach or minor breach].

I have decided to impose the penalty of [insert details of penalty e.g. “reducing your mark for the assessment item to .....”].

The reason for this determination is that [insert brief reason/s for decision - may include reference to any mitigating factors, if relevant.  For example “…the assignment you submitted contained material you obtained from web sites, without appropriate referencing. I have taken into account that you admitted you were short of time when you prepared the assignment, and should have requested an assignment extension”. I have also taken into account that you are in your first session of enrolment at UWS”.]

[(Delete or change this paragraph as required.) “I strongly recommend you seek advice about how to reference appropriately / study skills etc etc.…from XXXXX”]

This breach of the Student Academic Misconduct Policy will be noted on your student file and any further breach of the Policy will be dealt with as a subsequent substantial breach.

The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1. 

The Policy allows you to appeal my decision. Part B of the Policy covers the grounds for appealing my determination. If you wish to make an appeal, it must reach the following address within fifteen working days [or, substitute “within twenty working days” if the student is a student visa holder,] of the date of this letter.

University of Western Sydney

Student Academic Misconduct Committee

Building AB, Werrington North Campus

Locked Bag 1797

PENRITH  NSW  2751

[If the student is an overseas national, holding a visa for study in Australia, include the following text if the penalty is a fail in the unit, or a downgraded mark for an assessment task that will lead to a failure in the unit:

“Please note: This determination may affect your confirmation of enrolment, and therefore, your visa. Please contact UWS International to discuss this. Please also contact your Director of Academic Program to discuss your pattern of study.]

Yours sincerely,

[insert name of Dean]
Dean, School of [insert name of School]

Template 10 – Dean advises student of outcome- Referred to Student Academic Misconduct Committee
School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

SID: [insert SID]

[insert student’s name]

[insert street address]

[insert suburb, state and postcode]

Dear [insert student’s name]

As Dean of the School of [insert name of School], I met [‘with you and’ or ‘in your absence with’ the Academic Registrar’s nominee] on [date] to discuss the allegation that you [insert nature of allegation, assignment/ examination, date of submission] in [insert unit code and unit name].
Having considered the allegation, I have decided to refer it to the Student Academic Misconduct Committee. That is because I consider the allegation to be of a sufficiently serious and substantial nature as to warrant consideration by that Committee. 
The Student Academic Misconduct Policy can be accessed from this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1.

The Secretary of the Committee will be in contact with you shortly.
Yours sincerely,
[insert name of Dean]
Dean, School [insert name of School]
Template 11 – Dean refers allegation to Student Academic Misconduct Committee 
School of [insert name of School]

Tel:  (02) [insert phone no.]  Fax:  (02) [insert fax no.]

[insert date]

[insert name of Chair]

[insert UWS address]

Dear [insert Student Academic Misconduct Committee Chair’s name],
On [insert date], I called a meeting with student [insert student name and number], a representative of the Academic Registrar [and insert names of any academic staff who attended], to discuss an allegation of student academic misconduct.
The allegation was that the student [insert details of allegation, including unit names and numbers, assignment names and dates of submission, or date of examination, where appropriate]. The student [Insert either “attended the meeting”. or “did not attend the meeting”.]

[If the student attended the meeting, insert: “From investigation, I have concluded that, at the meeting, (briefly describe outcome of meeting), etc …”]

I refer this substantial and serious allegation to the Student Academic Misconduct Committee for consideration.

The following documents relevant to the allegation, and my investigation of it, are enclosed:

· [list documents]

Yours sincerely,
[insert name of Dean]
Dean, School of [insert name of School]
Enc.

Template 12 - Dean advises student of outcome of appeal against determination of UC 

School of [insert name of School]

Tel: (02) [insert phone no.] Fax: (02) [insert fax no.] 

[insert date] 

SID: [insert SID] 

[insert student’s name] 

[insert street address] 

[insert suburb, state and postcode] 

Re: Appeal against determination of Unit Coordinator of unit [name and number]; in relation to an allegation of academic misconduct

Dear [insert student’s name], 

I refer to the appeal you submitted to me, against the determination of the Unit Coordinator, in the matter of an allegation of [state nature of allegation], brought against you in relation to your ‘[assignment name]’ assignment submitted for [session and year] unit [name and number].
Decision 

I met with [you /you and the Academic Registrar’s nominee] on, [date] to consider the circumstances of the appeal as presented by you. The grounds of your appeal were: [state them]. 
I have determined to:

[Insert one of the following:

allow your appeal and have the penalty set aside

allow your appeal, but to impose the lesser penalty of [insert details of penalty]

dismiss your appeal and have the original penalty stand 

dismiss your appeal, but to impose a different penalty [insert details of penalty]]

OR

I have determined that you have not shown sufficient grounds for the appeal and therefore dismiss it.  The Unit Coordinator’s determination of [determination and penalty given] stands.

Reasons 

The reasons for my decision are:

[Insert reasons but keep brief and to the point]

The Policy allows you to appeal the decision to the Student Academic Misconduct Committee - see the Student Academic Misconduct Policy at this link on the University’s website http://policies.uws.edu.au/view.current.php?id=00051#s1 

If you wish to make an appeal, it must reach following address within fifteen [20 if likely to affect an international student’s’ ‘confirmation of enrolment’] working days of the date of this letter: 
University of Western Sydney 

Student Academic Misconduct Committee 

Building AB Werrington North campus

Locked Bag 1797 

PENRITH   NSW   2751

Yours sincerely,

[Dean’s name]

Dean, School of [Insert name of school]
Addendum 1 for Templates 9-12, 16-17 and 19 as appropriate

Dean - Wording for outcome letter to visa holding students
To be included in any letter from Dean advising of a penalty of fail unit, or downgrade of marks in as assessment item, which may lead to the student failing the unit.
Please note: This determination may affect your confirmation of enrolment, and therefore, your visa. Please contact UWS International to discuss this. Please also contact your Director of Academic Program to discuss your pattern of study.
