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Scope: This procedure applies to students studying at all University locations (e.g., British Columbia,
Canada; Beijing, China; Hanoi, Vietnam; etc.)

Purpose: To describe the procedure for review of student work when academic integrity issues are
suspected, and students' right to appeal academic integrity findings. To define levels of sanction
appropriate to the type of academic integrity issue identified by faculty, the Provost’s Office, or the
Academic Integrity Board (hereafter referred to as the Board).

Procedures:
When Academic Dishonesty Is Suspected

1.

A faculty member who suspects that a student has violated the Academic Integrity Policy
should inform the student within five business days, in person, by phone, or read/receipt email,
of the allegation and present the student with supporting evidence. Faculty members should
maintain the confidentiality of the allegation and approach students with an educational
perspective. The meeting must provide the student with the opportunity to ask questions to
clarify the nature of the violation and any sanctions that may be applied based upon the
Academic Dishonesty Sanction Grid. If unsure how best to manage individual cases, faculty are
encouraged to seek guidance from course managers or directors.

If evidence supports that academic dishonesty has occurred, the faculty member will verify if
this is the student’s first violation by emailing provost@cityu.edu. Upon receipt of the
response, the following procedures will be followed:

Violation/Sanctions of Cheating, Plagiarism, Unfair Academic Advantage
Instructor Applied Sanctions
3. The faculty member will complete and sign an Academic Integrity Form

A. If the student and faculty agree a violation has occurred and the sanction is accepted:
the student will indicate their acceptance on the Academic Integrity Form, sign the form,
and return it to the faculty member. Failure to return the signed form will be interpreted as
consenting to the allegation and sanctions.

The faculty member will apply the appropriate sanction and submit the completed form to
the Provost's Office (provost@cityu.edu), which maintains all records of Academic Integrity
Policy violations.

B. If the student contests the allegation: the student will indicate on the form that they
contest the allegation, sign the form, and return it to the faculty member. Within three
calendar days of receiving the signed form, the faculty member must file the completed
form, along with all supporting evidence, to the Provost’s Office (provost@cityu.edu) for
consideration at a hearing.

While the allegation is pending, the student should continue participating in the course,
submitting assignments and examinations for grading, as usual.
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The faculty will not enter any grade in the course gradebook for the assignment(s) submitted to
the Board until notified of the outcome of the hearing. If the overall course grades are due and
the Board review is still in process, the faculty will submit an “I” grade and record the notes as
“academic integrity review in process.”

The Board will communicate the next steps after the hearing is complete.

Violation/Sanctions of Cheating, Plagiarism, Unfair Academic Advantage

Program Director Sanctioned/ Instructor Reported

4. The faculty member will complete and sign an Academic Integrity Form and submit the form to
the Program Director for consultation who will approve the sanction.

A. If student and faculty agree a violation has occurred and the sanction is accepted: the
student will indicate their acceptance on the Academic Integrity Form, sign the form, and
return it to the faculty member. Failure to return the signed form will be interpreted as
consenting to the allegation and sanctions.

The program director will apply the appropriate sanction, and the faculty member will
submit the completed form to the Provost's Office (provost@cityu.edu), which maintains
all records of Academic Integrity Policy violations.

B. If the student contests the allegation: the student will indicate on the form that they
contest the allegation, sign the form, and return it to the faculty member. Within three
calendar days of receiving the signed form, the faculty member must file the completed
form, along with all supporting evidence, to the Provost’s Office (provost@cityu.edu.) for
consideration at a hearing.

While the allegation is pending, the student should continue participating in the course,
submitting assignments and examinations for grading, as usual.

The faculty member will not enter any grade in the course gradebook for the assignment(s)
submitted to the Board until notified of the outcome of the hearing. If the overall course
grades are due and the Board review is still in process, the faculty will submit an “1” grade and
record the notes as “academic integrity review in process.”

The board will communicate the next steps to the Program Director and Faculty Member after
the hearing is complete.

Violation/Sanctions of Cheating, Plagiarism, Unfair Academic Advantage

OR

Collusion, Misrepresenting Facts, Violation of Professional Standards, or Other Considerations
Academic Integrity Board
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If the faculty, after consultation with the Program Director, determines the likelihood that a
violation has occurred the student will be notified that their case has been submitted to the
Academic Integrity Board. Within three calendar days of the faculty member must file the
Academic Integrity Violation Form, along with all supporting evidence, to the Provost’s Office
(provost@cityu.edu) for consideration at a hearing.

While the allegation is pending, the student should continue participating in the course, submitting
assignments and examinations for grading, as usual.

The faculty will not enter any grade in the course gradebook for the assignment(s) submitted to the
Board until notified of the outcome of the hearing. If the overall course grades are due and the

board review is still in process, the faculty will submit an

IIIII

grade and record the notes as

“academic integrity review in process.”

The board will communicate the next steps after the hearing is complete.

Board Procedure

1.

Upon receiving an Academic Integrity Violation case, the Board Chair will also gather
information documenting the student's previous violations and academic history at the
University. The Board Chair will share this information and any previous violations of the
Academic Integrity Policy with the Board at the hearing.

Students have the option to attend the Academic Integrity Board hearing remotely. As such,
students will receive notice of their hearing date and time seven calendar days in advance of
the scheduled hearing. Students may bring a support person to the hearing; however, this
person may not engage in the discussion regarding the allegation unless approved by the
Board. An interpreter/translator may also accompany students. It is the student’s responsibility
to arrange for any translation needed.

The students and the faculty member who originated the allegation will be notified in writing of
the Board's decision. If the Board finds that there is insufficient evidence of a violation, no
sanction will be applied and no violation record will be retained, and the matter will be closed.
If the student is found to be in violation of the policy, the decision of the Board will be
submitted to the Provost's Office, which maintains all records of Academic Integrity Policy
violations. The faculty imposes the academic sanction determined by the Board. At the
conclusion of the term if the Board's decision is made after final grades are submitted, the
faculty may need to submit a Grade Change form to assign the grade that the student earned in
the course with the sanction. If disciplinary sanctions are applied, the appropriate offices will be
notified to conduct the sanction.

Academic Integrity Board and Conducting Hearings

Board Constitution

The board shall be appointed by the provost and consists of representatives from a variety of
academic programs. In the event that one of the members of the Board is the faculty who brought
forth the allegation, the student's advisor, primary supervisor, or the course manager for the
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course in which the allegation is made, that member must be recused from voting on the outcome
of the allegation.

Board Meeting and Hearing Preparation

The Academic Integrity Board schedules hearings a minimum of once per month. Case
documentation, including the Academic Integrity form, must be received a minimum of seven
calendar days prior to the scheduled meeting, otherwise they are held over to the next scheduled
meeting. This gives students sufficient time to compose a response, or to arrange to attend
remotely or by phone. The University will consider student requests for expedited reviews between
regularly scheduled meetings on a case-by-case basis. Once the student's hearing has been added
to the agenda for an upcoming board meeting, the student and faculty member who brought forth
the allegation will be notified of the time and date, of the hearing via email and will be advised that
they may attend the meeting remotely, by phone, or submit a written argument.

Two calendar days prior to the meeting, all the Board members will receive via email the agenda
and all student files to be heard at the meeting. The agenda will indicate which students have
elected to attend remotely or by phone. Members are expected to review all documents prior to
the meeting.

Conducting the Hearing

The administrative Assistant of the Board will take minutes at all hearings. In conducting the

hearing, the following process should be followed:

1. The Chair of the Board will open a hearing for each student and introductions will be made by
all parties attending the meeting. The Chair will moderate the hearing by inviting the student
and the faculty to share their evidence and explanations pertaining to the case. The Chair will
give the opportunity to the Board members to ask any questions they have about the case.

2. Prior to dismissing the student and faculty, the Chair will inform them that they will receive the
decision of the Board via email within 48 hours.

Board Decisions

A simple majority of Board members is required for all decisions. In the case of a tie vote, the
decision rests with the Chair. If the Board finds that the student did not violate the Academic
Integrity Policy, the Chair will notify the student, faculty, and Provost's Office of the decision,
indicating that no sanction is applied. If the Board finds that the student violated the Academic
Integrity Policy, the Board will determine the appropriate sanction according to the sanctions grid.

Student Right to Appeal Board Decisions
Students may appeal the Board's decision within ten calendar days from receipt of the Board’s
decision by writing to the Provost (provost@cityu.edu). Appeals must be submitted in writing and
will only be reviewed based upon:
e Added information that was not available at the time of the hearing is potentially sufficient
to alter the original decision.
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e Documentation of a procedural error that may have prohibited the hearing from being
conducted in a fair manner.

e Alack of facts to establish that a violation of the Academic Integrity Policy occurred.

The decision of the Provost is final. The Provost will notify the student and the Chair of the Board of
the appeal decision. Should the Provost determine that sanctions other than those imposed by the
Board are to be applied, the provost will notify the student, the faculty, the Chair of the Board and
include the change in the file maintained in the Provost's Office. The Board Chair will subsequently
communicate the final decision to the Board members.

Responsibility: The provost will review this policy on an annual basis, making revisions as
necessary.

Related Policies & Procedures

City University Policy Numbers | 2300.10 Academic Integrity Policy

Unit Head Signature: WM «Q@
President’s Signature: ﬂ 0 % -
S—" /
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Appendix A:

Sanctioning Guidelines for Academic Integrity Board
Cases that come before the Board for consideration involve either a disagreement between faculty and
student regarding whether a violation occurred, or more severe or repeat instances of academic dishonesty
that exceed the level of sanction a faculty member may apply independently. In cases where the Board
finds that a violation of the Academic Integrity Policy did occur, it may uphold the faculty’s recommended
sanction, impose an additional academic sanction, or, depending on the severity of the violation(s), assign a
disciplinary sanction. In all cases where the Board determines a violation has occurred, a sanction will be

assigned in accordance with this policy.

The table below serves as a guide for assignhing sanctions under the Academic Integrity Policy. Faculty may
apply sanctions directly for first-time or lower-level violations. Cases involving elevated or repeat concerns
must be referred to the Board for formal review.

Academic Dishonesty Sanctioning Grid

Violation

Violation Levels if
Applicable

Sanction
Pliogram AIB
Instructor Director Sanctioned
Sanctioned and| Sanctioned/ d
Reported Instructor an
Reported
Reported
3rd Offense
Undergraduate
2nd Offense or
1st Offense Undergraduate or| 2nd Offense
Undergraduate: 1st offense Graduate
Graduate: Or
1st Offense
Doctoral

CHEATING

Copying from another student's academic
work, test, quiz, or other assignment

0 for item. 1 quarter
probation

0 for course. 2
quarter probation

0 for course 1
quarter suspension

Receiving assistance from another
student or individual on academic work—
such as tests, quizzes, or assignments—in
a manner that exceeds the expected level
of independent work or misrepresents
individual contributions.

0 for item. 1 quarter
probation

0 for course. 2
quarter probation

0 for course 1
quarter suspension

The use or possession of materials,
devices, or technology during academic
work, test, quiz, or other assignment
which are not authorized by the person
administering the academic work test,
quiz, or other assignment.

0 for item. 1 quarter
probation

0 for course. 2
quarter probation

0 for course 1
quarter suspension
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Examples of prohibited devices or
technology include, but are not limited to
calculators, generative Al, or other digital
devices.

Possessing, using, buying, stealing,
transporting, selling, or soliciting in whole
orin partitems including, but not limited
to, the contents of an unadministered test,
test key, homework solution, or computer
program/ software. Possession, at any
time, of current or previous test materials
without the instructor’s permission.

0 for item. 1 quarter
probation

0 for course. 2
quarter probation

0 for course 1
quarter suspension

Transmitting or receiving information
about the contents of academic work,
test, quiz, or other assignment with
another individual who has completed or
will complete the academic work, test,
quiz, or other assignment without
authority.

0 for item. 1 quarter
probation

0 for course, 2
quarter probation

0 for course 1
quarter suspension

Substituting for another person or
permitting another person to substitute for
oneself to take a course, take a test, quiz
or other assignment or sign in/register
attendance.

0 forthe course, 2

quarters probation

and refer the matter
to the PD

0 for course, 2
quarter suspension

0 for course,
expulsion

Falsifying or fabricating research data
and/or other academic work offered for
credit

Undergraduate standing

0 for item. 1 quarter
probation

0 for course, 2
quarter probation

0 for course 2
quarter suspension

Graduate standing

0 for course. 2
quarter suspension

0 for course.
expulsion

Failing to comply with instructions given
by the person administering the test

Reprimand - 50%
reduction of grade for
assignment. 1 quarter

probation

0 for item. 2 quarter
probation

0 forcourse, 1
quarter suspension

PLAGARISM

The representation of words, ideas,
illustrations, structure, computer code,
other expression, or media of another as
one’s own and/or failing to properly cite
direct, paraphrased, or summarized
materials.

Level 1 - Failure to give
proper
acknowledgement or
properly cite summarized
or paraphrased in very
limited section of a
written assignment or to
a moderate extent.
Failure to acknowledge
the source of data or
interpretive material
used for assistance from
others, such as help with
research, statistical
analysis, computer

programming, or field

Reprimand - 50%
reduction of grade for
assignment. 1 quarter

probation

0 for item. 2 quarter
probation

0 for course, 1
quarter suspension
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data collection, ina
paper, examination, or
projectreport.

0 for item. 1 quarter
probation

Level 2 - Failure to
properly cite major
portions of a written
assignment. Quoting
directly or paraphrasing
without correct
acknowledgement on a
major written
assignment, capstone, in
a senior thesis, a
master’s thesis, a
doctoral dissertation, a
scholarly article
submitted for
publication, or any other
work represented as his
or her own by a graduate
or professional student.

0 for course, 1
quarter suspension

0 for course, 2
quarter suspension

Undergraduate - 0 for
item, 2 quarter
probation

Level 3 - Submission of
another student's work,
purchased or stolen

materials as one's own.

Undergraduate - 0 for
course, 1 quarter
suspension
Graduate - 0 for
course, 2 quarter

Undergraduate - 0
for course, 2
quarter suspension
Graduate/Doctoral|
-0forcourse, 4

suspension quarter suspension
Unauthorized submission of the same Reprimand - 50% | O foritem. 1 quarter 0 for course, 2
reduction of grade for probation quarter probation

written assignment for two courses and/or
failure to correctly cite previous work
written by the same student

assignment

UNFAIR ACADEMIC ADVANTAGE

Any unapproved or unpermitted action, or

0 for item. 1 quarter

0 for course. 2

0 for course, 1

attempted action, which may resultin probation quarter probation [quarter suspension
creating an unfair academic advantage or
disadvantage for oneself, such as falsely
claiming hardship, medical condition, or
any emergencies that interfere with course
participation.
. . 2nd Offense 3rd UG/2nd
Au' Items below to d | reCt to AI B U:::a?gf:::::te Undergraduate or| Offense GR/1st
1st offense GR Offence DOC

COLLUSION OFFENSE

Collaborating with or providing
unauthorized assistance to another
student, allowing another student
unauthorized access to completed
academic work, and/or conspiring with

1 quarter probation

2 quarter probation

1 quarter
suspension
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another person to commit a violation of
academic dishonesty.

FALSIFYING ACADEMIC RECORDS
OFFENSES

Altering or assisting in the altering of any Expulsion Expulsion Expulsion
official record of the university and/or
submitting false information
Omitting requested information that is 1 quarter suspension 2 quarter suspension Expulsion
required for, or related to, any academic
record of the university
MISREPRESENTING FACTS OFFENSE
Providing false grades, resumes, or other Expulsion Expulsion Expulsion
academic information to the institution.
Providing false or misleading information |Level 1 - Registering 1 quarter probation | 2 quarter probation 1 quarter
or documentation to receive a class attendance and suspension
postponement or an extension on failing to remain the
academic work, test, quiz, other entire time
assignment, or credit for attendance to Level 2 - Providing false | 2quarter probation |1 quarter suspension 2 quarter
obtain an academic or financial benefit for lor misleading suspension
oneself or another individual information to receive a

postponement or an

extension to any

academic requirement or

to obtain an academic or

financial benefit for

oneself or another

individual
providing false or misleading information 1 quarter suspension |2 quarter suspension Expulsion
to injure another student academically or
financially
Sabotaging another’s work through 1 quarter suspension 2 quarter suspension Expulsion
actions designed to prevent the
successful completion of an assignment.
Examples may include but are not limited
to tampering with grades or submissions,
and sabotaging or undermining the work of
another.
VIOLATION OF PROFESSIONAL
STANDARDS
Any act or attempted act that violates Probation - E>.<pulsion Suspension - Expulsion
specific Professional Standards or a ‘“';ii‘;f;'n‘j” o (COE,);ZT:;?; of
published Code of Ethics. Director/Dean) Program

Director/Dean)

Knowingly violating a canon of the ethical Probation - Expulsion|  Suspension - Expulsion
code of the profession for which a student ‘“';ii‘;f;'n‘j” o (COE,);ZT:;?; of
is preparing Director/Dean) Program

Director/Dean)
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OTHER CONSIDERATIONS

Knowledge of and failure to report alleged 1 quarter probation | 2 quarter probation 1 quarter
violation(s) of academic integrity suspension
Committing a violation of academic . A A
integrity that breaks the law or resemble ngz:‘:lf: ; s"EsxziT;f: ; s”;gi?;f: ;

criminal activity
purposely misleading an instructor, 2 quarter probation |1 quarter suspension 2quart§r
program director, or other academic suspension
personnel or the Academic Integrity Board
about an integrity incident.

All referrals to the Academic Integrity Board will be heard on a case-by-case basis. The Academic Integrity Board has the discretion to recommend to a sanction
outside of the grid.

If it is determined by the AIB that the information provided does not guarantee a Finding, a policy warning letter may be issued to the student to clarify the policy that
was in question.
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