Western Michigan University Academic Dishonesty Charge Form

PLEASE PRINT OR TYPE
Student Name ____________________________________________________Student ID#___________________________________

Student Email ____________________________________________________________________________________________________

Course Name and #_______________________________________________________________________________________________

Person Reporting __________________________________________________Date__________________________________________
I. CHARGE

I am charging the above named student with an alleged violation of the University Academic Honesty Policy as specified below. (Definitions are printed on the back of form.) Check all that apply.

	· Cheating
	· Plagiarism

	· Fabrication, Falsification and Forgery
	· Complicity

	· Multiple Submission
	· Academic Computer Misuse

	
	


The student is charged with violating the University Academic Honesty Policy in the following manner: (Please use additional sheets if needed.)

A representative from the Office of Student Conduct will meet with the above named student. If the student admits responsibility, the Office of Student Conduct will contact the faculty member for consultation regarding further action.   If the student denies responsibility, the Office of Student Conduct will contact the faculty member to ascertain the preferred hearing type and arrange the date, time and location of the hearing.  

Reporting Person’s Signature ____________________________________________________________________________________

Reporting Person’s Telephone Number__________________________________________________________________________

Reporting Person’s Email Address _______________________________________________________________________________

(Mail or fax to the Office of Student Conduct.  The fax number for the Office of Student Conduct is 387-2554.)

Academic Honesty

If a student is uncertain about an issue of academic honesty, he/she should consult the faculty member to resolve questions in any situation prior to the submission of the academic exercise. Violations of academic honesty include but are not limited to: 

Cheating

Definition: Cheating is intentionally using or attempting to use unauthorized materials, information, notes, study aids or other devices or materials in any academic exercise. 

Clarification 

1. Students completing any examination are prohibited from looking at another student's examination and from using external aids (for example, books, notes, calculators, conversation with others) unless specifically allowed in advance by the faculty member.

2. Students may not have others conduct research or prepare work for them without advance authorization from the faculty member. This includes, but is not limited to, the services of commercial term paper companies. 

Fabrication, Falsification and Forgery

Definition: Fabrication is the intentional invention and unauthorized alteration of any information or citation in an academic exercise. Falsification is a matter of altering information, while fabrication is a matter of inventing or counterfeiting information for use in any academic exercise or University record. Forgery is defined as the act to imitate or counterfeit documents, signatures, and the like. 

Clarification
1. ``Invented'' information shall not be used in any laboratory experiment, report of results or academic exercise. It would be improper, for example, to analyze one sample in an experiment and then ``invent'' data based on that single experiment for several more required analyses. 

2. Students shall acknowledge the actual source from which cited information was obtained. For example, a student shall not take a quotation from a book review and then indicate that the quotation was obtained from the book itself. 

3. Falsification of University records includes altering or forging any University document and/or record, including identification material issued or used by the University. 

Multiple Submission

Definition: Multiple submission is the submission of substantial portions of the same work (including oral reports) for credit more than once without authorization. 

Clarification 

Examples of multiple submission include submitting the same paper for credit in two courses without the faculty member's permission; making revisions in a credit paper or report (including oral presentations) and submitting it again as if it were new work. Different aspects of the same work may receive separate credit; e.g., a report in history may receive credit for its content in a history course and for the quality of presentation in a speech course. 

Plagiarism

Definition: Plagiarism is intentionally, knowingly, or carelessly presenting the work of another as one's own (i.e., without proper acknowledgement of the source). The sole exception to the requirement of acknowledging sources is when the ideas, information, etc. are common knowledge. 

Instructors should provide clarification about the nature of plagiarism. 

Clarification 

1. Direct Quotation: Every direct quotation must be identified by quotation marks or appropriate indentation and must be properly acknowledged, in the text by citation or in a footnote or endnote.

2. Paraphrase: Prompt acknowledgement is required when material from another source is paraphrased or summarized, in whole or in part, in one's own words. To acknowledge a paraphrase properly, one might state: ''To paraphrase Locke's comment,...'' and then conclude with a footnote or endnote identifying the exact reference. 

3.     Borrowed facts: Information gained in reading or research which is not common knowledge must be acknowledged. 

4. Common knowledge: Common knowledge includes generally known facts such as the names of leaders of prominent nations, basic scientific laws, etc. Materials which add only to a general understanding of the subject may be acknowledged in the bibliography and need not be footnoted or endnoted. 

5.     Footnotes and endnotes: One footnote or endnote is usually enough to acknowledge indebtedness when a number of connected sentences are drawn from one source. When direct quotations are used, however, quotation marks must be inserted and acknowledgement made. Similarly, when a passage is paraphrased, acknowledgement is required. 

Faculty members are responsible for informing students concerning appropriate formats for handling quotations, footnotes, endnotes, and bibliographic references. 

Complicity

Definition: Complicity is intentionally or knowingly helping or attempting to help another to commit an act of academic dishonesty. 

Clarification 

Examples of complicity include knowingly allowing another to copy from one's paper during an examination or test; distributing test questions or substantive information about the materials to be tested before the scheduled exercise; collaborating on academic work knowing that the collaboration will not be reported; taking an examination or test for another student, or signing another's name on an academic exercise. 

(NOTE: Collaboration and sharing information are characteristics of academic communities. These become violations when they involve dishonesty. Faculty members should make clear to students expectations about collaboration and information sharing. Students should seek clarification when in doubt.) 

Computer Misuse

Definition: Academic computer misuse is the use of software to perform work the instructor has told the student to do without assistance of software.

ACADEMIC DISHONESTY CHARGE FORM INSTRUCTION SHEET

(Please complete the enclosed Charge Form per the following instructions)

The Academic Honesty Policy is created and defined by members of the academic community, recommended by the Faculty Senate and adopted by the Board of Trustees. The process is explained in detail on pages 268-270 in the Undergraduate Catalog and pages 24-25 in the Graduate Catalog. The processes necessary to support this policy are managed and facilitated by the Office of Student Conduct (OSC).  If you have any questions, please call OSC at 387-2160.

ACADEMIC INTEGRITY PROCESS AT A GLANCE
STEP 1:  CHARGING A STUDENT WITH ACADEMIC DISHONESTY: Faculty are asked to complete the attached charge form. After completion of this form, deliver or fax it to OSC with a copy of the course syllabus and the original exam/paper upon which the charge is based.  Upon receipt of your forwarded materials, the OSC Office Assistant will place a conduct hold on the student’s account and schedule an appointment for the student to meet with an OSC staff member. During the meeting with the student, an Academic Dishonesty Process Form will be completed.

STEP 2:  IF THE STUDENT ADMITS RESPONSIBILITY FOR ACADEMIC DISHONESTY:  The faculty member will be contacted by an OSC staff member and apprised of the student’s admission.  The faculty member may determine the grade penalty (if any) which includes a reduced or failing grade for the assignment as well as any grade penalty up to and including an E for the course.  OSC may also assess non-grade related sanctions.  

STEP 3 (if needed):   IF THE STUDENT DOES NOT ADMIT RESPONSIBILITY FOR ACADEMIC DISHONESTY:  A hearing will be held between the student and the instructor, with the instructor serving as the hearing officer or with the student, instructor, and an Academic Integrity Hearing Panel (AIHP), with the AIHP serving as the hearing body. OSC will contact the faculty member to determine the type of hearing preference.  An AIHP consists of three faculty members and two students. Panel members are selected using procedures established by the Professional Concerns Committee of the Faculty Senate.  At the conclusion of either type of hearing, a determination of responsible or not responsible will be made by the hearing officer or hearing body. The AIHP does not determine any outcome beyond the finding of responsible or not responsible. 

ADDITIONAL INFORMATION:

IF A FINDING OF NOT RESPONSIBLE HAS BEEN MADE:  All charges are dismissed and no penalties are assessed.

IF A FINDING OF RESPONSIBLE HAS BEEN MADE:  A finding of responsibility occurs based on a student’s admission or as the result of a hearing with the instructor or AIHP.  The faculty member may impose an academic penalty up to failure for the course.  Grade decisions based on a finding of responsibility for academic dishonesty may not be appealed.  Once a finding of responsibility has been determined, further class attendance depends on the penalty imposed by the instructor and/or OSC. If the instructor decides to fail the student in the course, the student is not permitted to continue attending class.  Additional penalties ranging from a reprimand to dismissal from the university may be assessed by the OSC. 

IF THE STUDENT WANTS TO APPEAL A FINDING OF RESPONSIBILITY AFTER A HEARING WITH THE INSTRUCTOR:  A student may appeal the decision resulting from a hearing with the instructor to an AIHP within five (5)  university business days.

WHILE A CASE IS PENDING:  A case is considered pending until one of two events occurs:  (1) the student admits responsibility or (2) the hearing process is completed.  While a case is pending, the student has the right to attend and participate in the class.  If the case is pending at the end of the semester, the instructor must assign an incomplete grade and submit a change of grade form to the Registrar’s office once the process is complete.


CHECKLIST OF ITEMS TO BE FORWARDED TO OSC 

1. Completed charge form (retain a copy for your records)

2. Copy of course syllabus

3. Original Exam/Paper upon which the charge of academic dishonesty is based

and any other pertinent information   (retain a copy for your records)

