University of Ontario Institute of Technology

Faculty Handbook on Academic Integrity
Introduction

The University of Ontario Institute of Technology encourages the highest academic standards from its students.  However, whether knowingly or through ignorance, academic misconduct occurs.

The purpose of this booklet is to assist professors and teaching assistants to recognize various types of academic misconduct, to suggest strategies for preventing misconduct, and to outline the structure for reporting the misconduct.  Technology is providing students with new and easier ways to cheat, but it is also providing easier ways to catch the cheaters.

It should be noted that UOIT also has a policy on Student Conduct and Disciplinary Procedures in Non-Academic Matters which concerns class disruptions, discrimination, harassment, and other types of misconduct.  The policy is available on the university Web site at www.uoit.ca/static/about/administration/governance/studentconduct.php

What is Academic Misconduct?

According to the UOIT Academic Calendar academic misconduct includes, but is not limited to:

· Unreasonable infringement on the freedom of other members of the academic community (e.g., disrupting classes or examinations, harassing, intimidating, or threatening others).

· Violation of safety regulations in a laboratory or other setting.

· Cheating on examinations, assignments, reports, or other work used to evaluate student performance.  Cheating includes copying from another student’s work or allowing one’s own work to be copied, submitting another person’s work as one’s own, fabrication of data, consultation with an unauthorized person during an examination, or use of unauthorized aids.

· Impersonating another student or allowing oneself to be impersonated for purposes of taking examinations, or carrying out laboratory or other assignments.

· Plagiarism XE "Plagiarism" , which is the act of presenting the ideas, words, or other intellectual property of another as one’s own.  The use of other people’s work must be properly acknowledged and referenced in all written material.

· Obtaining by improper means examination papers, tests, or similar materials; use or distribution of such materials to others.

· Falsifying academic records, including tests and examinations, or submitting false credentials for purpose of gaining admission to a program or course, or for any other purpose.

· Misrepresentation of facts, whether written or oral, which may have an effect on academic evaluation.  This includes making fraudulent health claims, obtaining medical or other certificates under false pretenses, or altering certificates for the purposes of misrepresentation.

· Submission of work when a major portion has been previously submitted or is being submitted for another course, without the express permission of all instructors involved.

Preventing Academic Misconduct

Both the faculty member and the students play a role in creating a successful learning environment.  A frank discussion, with accompanying documentation, that outlines the importance of academic integrity, expectations and penalties, should be undertaken at the beginning of the semester.  The document should be posted on the class Web site.  
Professors should create an environment in class where students believe they can succeed.  This may mean giving more rather than fewer tests and encouraging students to come and talk with the instructor if they are having difficulties.  Faculty members should learn to recognize signs of stress in their students.  They can contact the Campus Health Centre for more information.  

The instances of academic misconduct, or cheating, increase in certain circumstances.  For example, the higher the value of the test or assignment, greater is the temptation to cheat.  As well, studies have found that students in large classes, where they feel a sense of anonymity, have a greater propensity towards cheating. 

A good way to discourage academic misconduct is to get to know the students.  Written participation, through discussion boards or chat, can give faculty members an insight into their students’ writing styles and depth of academic knowledge.

Cyber-plagiarism 

Cyber-plagiarism is the term used when students either copy ideas found on the Web without giving proper attribution or download research papers from the Web, in whole or in part, and submit the paper as original work.

Students may not be aware of how to properly evaluate or cite online resources and this may affect their work.  The Library has created a resource that is linked from their home page at www.uoit.ca/library on Evaluating Internet Resources.

Some students may perceive information found on the Web as public knowledge and not realize that these resources must be referenced. Students need to know that information found online requires proper attribution.

Plagiarizing and Paraphrasing

Many students have difficulty distinguishing between paraphrased and plagiarized text.  The problem is magnified when students need to paraphrase unfamiliar vocabulary and technical terms. Studies show that students may plagiarize when they are to paraphrase advanced technical text that is difficult for them to comprehend. The inability to distinguish between plagiarized text and paraphrased text, and incorrectly citing sources, are often the root causes of unintentional plagiarism. It is critical that students receive clear instructions regarding to avoid mistakes regarding attribution and expectations regarding acceptable academic discourse. 
Written Assignments

· Discuss plagiarism in class.  Don’t assume students are aware of all the different behaviours that constitute plagiarism.
Written Assignments con’t

· Assign topics that are specific to your course and that stress thought and analysis.  Give clear guidelines for format.

· Assign work in stages – outlines, drafts, final version – or have students hand in their drafts with the final version.

· Require bibliographic resources from the last year or provide the bibliographic resources.  This reduces the ability to buy a stock paper from outside sources.

· Any member of the academic community authoring research writings should familiarize themselves with appropriate citation requirement.  Consult the Library Web site under Citation Style Guides at www.uoit.ca/library or Library reference staff for assistance.
Exams

During exams, students cheat by passing flash memory cards to one another, having a CD in the drive with course content, electronically chatting, e-mailing one another, copying off each other’s screens, having information phoned or paged to them, programming calculators, or using a palm pilot.

· Be explicit about penalties for cheating.

· The best way to prevent cheating is to have faculty members move around the classroom.  If possible, have proctors assist with the exam.  If it’s a laptop exam, watch for additional screens open on the desktop, or closed along the task bar.

· If using multiple choice, randomize questions so that exams differ.  

· Check student IDs at the beginning of the exam.  Record the seating arrangement.

· Change the exam every semester.

· Palm pilots are powerful small computers.  Students may say it is their calculator, but the instructor can insist that only a standard calculator be allowed.  Students should be informed of this before the exam.

If a faculty member or proctor witnesses a student cheating, they should write a summary of what they observed.   The instructor may want to bring it to the attention of another proctor.  If necessary, the seating arrangement of the student and surrounding students should be recorded.  The UOIT Registrar’s Office recommends:

1) 
Remove any materials not authorized for use in the examination and keep such materials until the student has completed writing.

2) 
Where necessary, search through student’s belongings to remove evidence (in view of the student). Do not touch the offender.

3) 
The student may be moved to another seat where they are more easily monitored.

4) 
The student should be permitted to finish writing the examination.

5) 
At the conclusion of the examination, the Chief Proctor must make a detailed note of the time and details of the alleged offence, including any refusal to cooperate.

6) 
All evidence should be gathered and turned over to the course instructor. The course instructor will determine if the situation warrants filing a complaint of academic misconduct.

7) Please refer to section 5.15 of the Academic Calendar for more information.

Penalties for academic misconduct

(as per the UOIT Academic Calendar) XE "Academic misconduct:Penalties" 
If a student is deemed to have committed academic misconduct, one or more of the following disciplinary penalties may be imposed.  The severity of the penalty will be determined by the nature of the offence and the student’s past record of conduct.  Students found guilty of successive acts of misconduct will receive increasingly severe penalties.  

· Resubmission of the piece of academic work in respect of which the misconduct was committed, for evaluation.

· A written reprimand, warning the student that the behaviour was unacceptable and that further misconduct will lead to additional penalties.  A copy of the reprimand will be placed in the student’s file, but no notation will appear on the academic record.

· Submission of a failing grade in an examination, test, assignment or course.

· Disciplinary probation for the remainder of the student’s registration in his current program of study.  A note to this effect will be placed in the student’s file, but no notation will appear on the academic record.  Any further offence will lead to a more severe penalty.

· Expunging of grades or revoking of degrees.

· Restraining orders or monetary restitution where appropriate in the case of threats, harassment, or damage to property.

· Suspension from attendance in a course, a program, a faculty, or the university, for a period not exceeding three years as deemed appropriate.  While suspended, a student may not register, and loses the right to attend lectures, write examinations, and receive payment from University sources.  Courses taken elsewhere during the period of suspension are not eligible for transfer credit.  Notice of suspension will be placed in the student’s file and will appear on his academic record.  The conditions of suspension will specify the length of time such notice will remain on the student’s academic record.

· Permanent expulsion from the University.  A note to this effect will be placed in the student’s file and will remain on his academic record.

· Such other penalty as deemed appropriate.

Launching and resolving complaints XE "Academic misconduct:Complaints" 
Until the facts have been examined, there is an assumption of innocence with respect to all accusations of academic misconduct.  Decisions regarding the commission of academic misconduct are based on the balance of probabilities.  A record of all allegations of misconduct, along with details of the resolution, will be entered into the central academic records kept by the Registrar’s office.

Faculty, staff, or students who have reason to believe that an academic offence has been committed should report the matter promptly to the appropriate Dean.  In the absence of extenuating circumstances, this should be the Dean of the faculty in which the student is enrolled.  If the student has not been admitted to a degree program, the matter should be reported to the Dean of the faculty responsible for the course in which the offence was committed.  A written report of the alleged offence should be prepared, together with any relevant evidence.

The Dean must decide promptly whether an attempt should be made to resolve the matter informally; otherwise, the Dean should follow the procedures for formal resolution.  In either case, a student will not be permitted to withdraw from the course in which the offence was alleged to have been committed until the matter is resolved and penalty imposed, if applicable.

Procedures for informal resolution XE "Academic misconduct:Informal resolution" 
The Dean must inform the student that he/she has been accused of academic misconduct.  The student will have five working days in which to respond to these allegations.
If the alleged offender responds with an admission of guilt and agrees to the terms of a resolution as set out by the Dean, the matter will be considered closed.  The terms of the resolution should be detailed in writing and signed by both the Dean and the student involved.

Informal resolution may not result in the expunging of grades, the revoking of degrees, or in the student being suspended or expelled.  

Procedures for formal resolution XE "Academic misconduct:Formal resolution" 
When an attempt at informal resolution fails or is deemed inappropriate, the Dean must inform the student, in writing, of the charge, the possible penalties, and a copy of the pertinent policy statement.  The student will be given five working days to prepare a response.  The Dean will then meet with the student to hear the response.  Both the Dean and the student are entitled to be accompanied by up to two advisors at this meeting, provided 48 hours advanced notice is given of the identity of the advisors.

The Dean shall then conduct a thorough investigation of the allegations and response, to be concluded within ten further working days.  The Dean will notify the parties of the decision in writing.  A copy of the decision will be provided on a need-to-know basis to administrative units (e.g., other faculties, the Registrar). 

Appeals XE "Appeals:Academic misconduct" 
(It should be noted that appeals concern the student and the dean.)  Formal decisions of deans relating to academic conduct or professional unsuitability may be appealed   The student will be given 10 working days to gather new evidence and to submit a letter of appeal to the Academic Appeals Committee.  Under normal circumstances, disciplinary penalties will not be imposed before an appeal is decided, nor will official transcripts be issued.  Formal registration may be revoked.  A student may apply to the dean for continued attendance in classes and related activities while the appeal is being heard.  In order for such a request to be granted, the dean must be satisfied that there would be no detrimental effect of such continued attendance.  If the appeal is granted, formal registration will be reinstated.
Information Guide for Proctors

The following information outlines the process for proctors regarding Final

Examinations. This guide should be read by, and disseminated to, all individuals

who will be responsible for proctoring examinations.

STEP ONE: Examination Pick-up

A) The Chief Proctor of each examination must pick up the Exam Packages

(exam papers, required materials and class list) at the Registrar’s Office

(UA 4240) at least 45 minutes prior to the start of the exam.

B) These materials should then be delivered straight to the examination

room.

STEP TWO: Room Preparation

A) The Chief Proctor should arrive at the examination room at least 30

minutes prior to the start of the examination.

B) Proctors will then distribute examination materials to each seat before

students are permitted to enter the examination room (refer to the

Examination Details sheet for special seating instructions).

C) Students will be permitted to enter the examination room 15 minutes prior

to the start of the examination.

STEP THREE: Student Preparation

A) As students enter the room, you must check the materials that they are

bringing in with them. Only those items authorized for use in the

examination are to be brought into the examination room (this information

should be communicated through the school, and is also listed on the

Examination Details sheet that accompanies the exam papers).

B) Any bags, purses, knapsacks, etc., are to be left at the front of the

examination room for pick-up at the end of the examination (remind

students to have their ID cards on their person). Earphones, portable

tape players, pagers and cellular telephones are not permitted in the

examination room.

Please note: Students are allowed to leave their laptop under their exam

seat for security reasons.

C) Once the students are seated, make the following announcement:

“Your attention please. This is the examination for _____________.

The examination will begin at ________________.

Do NOT turn over, or begin writing the exam, until you are instructed

to do so.

Before we begin, please have your student ID cards ready and

complete the information cards on the desk in front of you.”

D) As students are filling out the information cards, make the following

announcement:

“You will have exactly _______________ to write the exam.

If you need to leave the exam room for any reason, such as the

washroom or medical concern, while the exam is in progress, then

please raise your hand and someone will attend to you.

Please write your name on each answer booklet.

You will not be permitted to hand in a paper and leave the exam room

during the first _________* of the examination. You also may not

hand in a paper and leave the examination room within the last 10

minutes of the exam. During this time you must remain seated until

the exam time has expired.”

* 2 hour exams = students cannot leave during the first half hour.

* 3 hour exams = students cannot leave during the first hour.

E) Make sure that all students are fully seated and completely understand the

instructions before you begin.

STEP FOUR: The Examination

A) Once students are seated and have understood the instructions, you can

make the announcement for students to begin writing by saying:

“The time now is __________.

The exam will end at __________.

You may begin now.”

B) Collect the information cards and verify student ID cards as quietly as

possible. If a student does not have their student ID card, only another

form of photo identification (license, heath card etc.) will be acceptable.

Use of Online Plagiarism Tools

UOIT reserves the right to utilize electronic means to help prevent plagiarism. UOIT has purchased a license from Turnitin.com, a plagiarism prevention service to assist faculty in ascertaining whether plagiarism may have occurred. 
Turnitin.com is a plagiarism detection system that utilizes proprietary search technology to check papers against Internet resources, proprietary databases, and previously submitted student papers.  As part of its license agreement with UOIT, Turnitin.com will purge its database of all UOIT student papers at the end of five years.

Faculty members are not compelled to use Turnitin.com, but it is available as a tool to detect plagiarism. If faculty members are going to use Turnitin.com, students must be notified in class at the beginning of the semester.  As well, the following passage must be placed in the course syllabus:

The University of Ontario Institute of Technology (UOIT) is committed to the fundamental values of preserving academic integrity as defined in UOIT policies and contained in the UOIT Calendar. UOIT and faculty members reserve the right to use electronic means to detect and help prevent plagiarism. Students agree that by taking this course all assignments are subject to submission for textual similarity review to Turnitin.com. Assignments submitted to Turnitin.com will be included as source documents in Turnitin.com's restricted access database solely for the purpose of detecting plagiarism in such documents for five academic years. The faculty member may require students to submit their assignments electronically to Turnitin.com or the faculty member may submit questionable text on behalf of a student. The terms that apply to UOIT’s use of the Turnitin.com service are described on the Turnitin.com website. 

Students are not compelled to submit assignments submitted to Turnitin.com.  If a student objects to the use the service, he/she must inform the faculty member within two weeks of the start of the course.  The student may transfer out of the course, or, if the faculty member agrees, the student may use alternate method acceptable to UOIT for verifying the originality and integrity of assignments.

If a student does not object to the use of Turnitin.com, that student must sign and submit the Assignment Cover Sheet.  (see Turnitin.com policy, Appendix A)
When an assignment is assessed, Turnitin.com provides an originality report to the faculty member.  It is the responsibility of the faculty member to determine the quality of the originality report and to assess whether the parts identified by Turnitin.com may reasonably be considered to contain plagiarized text.  If the faculty member determines that the offence of plagiarism has been committed, then the faculty member is to follow the steps outlined in UOIT’s Academic Misconduct Policy.

Selected Additional Resources
Detection

www.plagiarism.org

www.turnitin.com
http://iparadigms.com/
EVE2 - www.canexus.com/eve/

Paper Mills

Popular Internet Cheating Sites - http://gsulaw.gsu.edu/lawand/papers/su98/misconduct/sites.html#free
www.bignerds.com

www.cheathouse.com

Academic Integrity

University of Manitoba Student Advocacy http://www.umanitoba.ca/student/resource/student_advocacy/integrityforfaculty.shtml

Faculty Guide to Cyber-Plagiarism 

http://www.library.ualberta.ca/guides/plagiarism/index.cfm

The Academic Integrity Tutorial

http://www.yorku.ca/tutorial/academic_integrity/introdefn.html
Ten Principles of Academic Integrity
http://www.collegepubs.com/ref/10PrinAcaInteg.shtml
Notes on the Preparation of Essays in the Arts and Sciences 

by the Academic Skills Centre, Trent University
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