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Introduction to academic misconduct

Academic misconduct is any inappropriate activity or behaviour by a student which may give that
student, or another student, an unpermitted academic advantage in a summative assessment and is
unacceptable within the University’s scholarly community.

When a suspicion of academic misconduct is reported to relevant Academic Misconduct Officer (AMO)
of the School/Department in which the work was undertaken, the AMO is required to conduct an
investigation, and this may lead to a penalty being imposed.

The Academic Misconduct System digitalises the full academic misconduct procedures at UNNC
consideration stage and this user guide enables students to complete the actions required correctly in
the system during the process.

For more details of relevant regulations, please refer to Academic Misconduct Policy and Procedure. For
any technical issues with task processing, please contact the Academic Misconduct team at academic-
misconduct@nottingham.edu.cn describing the issues with relevant screenshots.

Process overview

All stages of academic misconduct process are shown in blue, with possible scenarios listed below each
stage. Please refer to corresponding section for detailed steps.

Academic
Misconduct
Committee

(AMC)
Consideration

Reporting of

suspicion of School
academic investigation

misconduct

Outcomes
from School
Investigation

Paper-Based
Consideration
(Section 7, 8, 9)

School academic School decision of
misconduct meeting Academic Misconduct
(Section 2, 3) (Section 4, 5)

AMC formal hearing
(Section 8, 9)

Desk-Based Approach Referral to Academic
(Section 6) Misconduct Committed
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1. Open academic misconduct task

When your case is under investigation, you will be asked to complete certain steps on the academic
misconduct system. Please open the academic misconduct task on UNNC Portal (BPM system) to view
details and complete relevant steps in the system. For example, when you receive School academic
misconduct meeting invitation, please respond to the invitation in the system.

There are following two ways to open the academic misconduct task:

Recommended way to open task
Log in to student portal (https://portal.nottingham.edu.cn/)— click 1 ‘Student Services’— 2 ‘My Tasks

’

—3 click serial number to view the details

n;:m;:,m = UNNC Portal T EE )

« Home My Tasks »
# Home

B3 Nows & Noticos More =

© Events Serial No. Process Name Summary Owner Post At Step Timeout

Academic Miscondi Student Name Systerr 20/01/24 1112 Student re.

7 Favourite e "
avourit Studer

Student Services

Detailed information displayed in the page:
4 Step: Current step of the academic misconduct case/the step you are expected to complete on BPM

5 Timeout: Time left for you to complete the step. In the screenshot above, ‘1D12H20M’ means there
are 1 day 12 hours and 20 minutes left.

Alternative way to open task

When you are asked to complete a certain action in the system, you will receive an automatic reminder
email from BPM. Please open the task via the link provided in the email and perform the required
action.

(1) Please read carefully 1 ‘Required action’ in the reminder email before completing the step in the
system.

(2) Click 2 ‘Process’ to open the task directly. You may view the detailed information in the web browser.

You may also view the User Guide for detailed steps via the link provided.
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Dear
2
Please kindly note that the following BPM task was just assigned to you. Click tonow.
Process Name: Academic Misconduct t
Ticket No.: FAM2024040005 Click the link to complete

Summary: Student Name: the step on the system

Student ID:
1

Required action: This is an automatic email from the academic misconduct system. You should have received a
separate email from BPM to invite you to a School Academic Misconduct meeting to explain a suspected academic
misconduct case. Please click the '‘Process’ button above for details, and respond to the meeting invitation on the
system by the timeline set on the system page.

User guide: For detailed steps, please refer to section 2 '‘Respond to School Academic Misconduct meeting invitation’

of the Academic Misconduct System User Guide (Student). « Click the link to view the User Guide

Message:

2. Respond to School Academic Misconduct meeting invitation

If School/Department decides to hold a meeting to investigate your case, you will receive a School
Academic Misconduct meeting invitation, please read the invitation letter carefully in email or in the
system, and submit your response to the meeting invitation in the system.

Note: In the School meeting you may explain the case to School/Department. For detailed information,
please refer to section “School Academic Misconduct Meeting” of Academic Misconduct Procedure.

[=] submit Refect Retum & = Transfer |  Comments = More () Refresh e Print

University of ) .
E Nomngham Academic Misconduct
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Invitation to School Academic Misconduct Meeting

Dear
Student Name:
Student ID:

Course:
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Scenario A: Attend the School meeting
If you decide to attend the School meeting, please select ‘Yes’ for Q1 (step 1). If you have any other
request for the meeting, you may raise it in the text box under the Q1 (step 2, optional step).

e If you would like to bring a supporter to the meeting, please complete step 3 and 4.
e If you won’t bring a supporter, please select ‘No’ for Q2 (step 3).

Please respond to following questions byl.;i'_';'_'.-':ﬂ-i_'\'.' 00 » 00 « - I _ Please pay attention to the deadline
Please note if you don't attend school mesting or tall to respond by above timeling, School academic misconduct meeting will take place in the your absence.

Q1 Will you attend the School academic misconduct mesting? 1 - Please respond to 5Ch00| meeting invitation here
® Yes O No

Nermally the school meeting will be held offline. If you have further request of the meeting format, you may raise your request by filling in the text box below, Please be aware that
furthar raquest is subject to School consideration and approval.

Optional field 2

Q2: If you will attend the Schoel meeting, will you have a supporter attend the meeting with you? 3
® Yes (O No

Supportar's name Supporter's 1D
4
Suppartar's role Please Select w
Once you have responded to the questions about School meeting, please submit your response by
clicking ‘Submit’ button at the left top of the page.
= Transfer | Comments = More = () Refresh e Print

4 Please click ‘Submit’ after completing your response
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Invitation to School Academic Misconduct Meeting

Dear
Student Name:
Student ID:

Course:

Scenario B: Not attend the School meeting
If you won’t attend the School meeting, please select ‘No’ for Q1.
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Pleasa respond to following questions bvl 2024-01-24 00~ 00 v | - Please pay attention to the deadline
Please note if you don't attend school maeting or fail to respond by above fimeline, School academic misconduct meeting will take place in your absence,

Student section

Q1 Will you attend the School academic misconduct meating?

S WG 4=m Please respond to School meeting invitation here

Once you have responded to the question about School meeting, please submit your response by
clicking ‘Submit’ button at the left top of the page.

| Submit Refect Retum & tiato = Transfer | Comments = More = () Refresh s Print

4 Please click ‘Submit’ after completing your response
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Invitation to School Academic Misconduct Meeting

Dear
Student Name:
Student ID:

Course:

3. Submit written statement after School meeting

After the School meeting, you will be asked to submit a written statement to further explain the case.
The statement will be considered by School/Department Academic Misconduct Officer when making
final decision or penalty on your case.

Please submit written statement within timescale (up to 5 working days after School meeting). If you fail
to submit the statement within the timescale, the Academic Misconduct Officer will proceed based on
the findings of the investigation.
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Academic Misconduct Meeting — Student Statement

Shudent Mame

Student ID Number,

Homs SehaokDepadment, Basic information of the
Programma of Sty case is prefilled by the
system

Nature of alleged msconduct

Moduleis) affected

Dete of Mesting FIP4-01-22 14 w [ w

Dieacling for riim of Studant
Statement

v (v I 4mm Please pay attention to the deadline

(1) Please fill in the statement. You may add attachment to your statement if necessary.

Acknowledges what it is you are alleged to have done

Acknowledges why what is alleged counts as academic misconduct

Provides an account of events, which may include an explanation for your behaviour and supply relevant evidence (if applicable) for School's consideration. New evidence is
nommally not considered at a later stage when the School has made its decision aboul your alleged misconduct unless there is a compelling reason as to why this evidence was
not provided for consideration at the School investigation stage. Evidence that is not in English must be provided with a copy in English translated by an accrediled translator.

.

If the statament 15 not returned by the deadline indicated abova, tha Academic Misconduct Officar will proceed based on the findings of the School invastigation

5 ¢»  Paragraph v BvAlvB I U £+ AR~ T, » Ty lZv= = 2 B~ <

Please fill in the statement here

Words: 0 Characters: 0
I & Add Aftachment | €= You may add attachment here (optional step)

(2) Sign the statement.

9 information (and evidenca) | have provided is correct and completa to the best of my knowledge. | understand that naw evidence will normally not be considered at a later
stage when the School has made its decision about my alleged misconduct. In submitting this form | give my consent for this information to be disciosed to relevant Officers of the

niversity responsible for the gation and consideration of my ac misconduct case. | understand that the form and associated documentation will be kept on University
racord.
Please tick check box
Signed Please sign here Date: 2024-01-18 i)

(3) Submit the written statement by clicking ‘Submit’ at the top of the page.
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= Transler Comments = More ) Retresh

4 Please click ‘Submit’ after filling out the statement
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Academic Misconduct Meeting — Student Statement

Student Mame:

Student 1D Nurmber

4. Respond to School Decision Letter

You will receive School Decision Letter after the School academic misconduct meeting and the
submission of written statement (optional). There are two following scenarios:

Scenario A: Refer to the Academic Misconduct Committee for further consideration.

You do not need to respond to School Decision Letter at this point. Please wait for notification from the
Secretary to Academic Misconduct Committee and complete further actions accordingly.

Scenario B: School/Department has made final decision/imposed penalty on the case.

In this case, you may respond to the outcome of School investigation within in five working days of the
date of the School Decision Letter. (This section is for scenario B)

For detailed information, please refer to section ‘Outcomes from a School investigation’ of Academic
Misconduct Procedure.

(1) In scenario B, please read the School Decision Letter, and then choose your response in Student
section.


https://www.nottingham.edu.cn/en/academicservices/academic-misconduct/academic-misconduct.aspx
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=] supmit | i et Tt = Transter Comments = More ¥ ) Retresn e Print
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Academic Misconduct School Decision Letter
Send date and time:
Dvaar
Student Name: Student 1D Number
Academic Misconduct - School Decision Letter
Ceurse Title:
Module:
e v B AlvB I U gvA-B~- LlEr=vizvecs|lomm@my o
Please read carefully the School Decision Letter here and respond to it at the end of
the page
If you ara not satisfied with School's decision, you may raise self-refarral request to Academic Misconduct Committes byl 2024-01-20 00« 00 w|for a further consideration of

your case.

Will the case be referred for AMC's consideration? Deadline for response

Student section

Do you accapt School's decision on your academic misconduct caze? - Choose your response here
O A Yes. 2 B. No, I'm not satisfied School's decision and | wish to raise self-referral request 1o Academic Misconduct Committee for reconsidaration.

e Yes: if your response is ‘Yes’ or you don’t respond within the timeframe, the academic
misconduct case will be closed automatically and there will be no further step for the case.

e No: if B/No is selected, the next step for you is to raise self-referral request. After submitting
your response, please go back to ‘My task’, re-open the task and start the step of ‘Self-referral
to AMC'. (Please refer to next section ‘Raise self-referral request’ for further steps)

(2) Submit your response by clicking ‘Submit’ at the top of the page.

= Transfer | Comments = More v € Refrash i Print

4 Please click ‘Submit’ after filling out the statement

University of
Nottingham

LK | CHENA | BMALAYSIA

Academic Misconduct

Academic Misconduct School Decision Letter
Send date and fime

Daar
Student Name: Student ID Number:

Academic Misconduct = School Decision Letter
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5. Raise self-referral request

If you are dissatisfied with a School’s decision following an Academic Misconduct meeting, you may be
able to request a Self-Referral to the Academic Misconduct Committee (AMC).

For detailed information, please refer to section ‘Student Self-Referral following a School Penalty’ of
Academic Misconduct Procedure.

(1) After submitting your response to School’s decision at the step of ‘Respond to School Decision
Letter’, please re-open the task to submit self-referral request.

Detailed steps: Click 1 ‘Student Services’ — 2 ‘My tasks’—3 click the serial number to re-open the task—
fill in Self-referral form.

<  Home My Tasks b

Serial No. Process Name Summary Owner Post At Step Timeout

Academic Misconds Student Name: Systern 070124 1857 Seli-referra..

Student 1D

(2) Basic information of the case is prefilled by the system. Please provide additional information in the
blanks.
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Please note that student self-refarral request should be submitted b 17.00 _ Please pay attention to the deadline

Academic Misconduct Self-Referral Form

Where a student s dissabisfied with a Schoel's decision, they may make a seli-referral request for their case to be considered by an Academic Misconduct Commitiee on the grounds
listed in Section 1

This reguest must be made in witing, to the Secretary lo the Academic Misconduct Committee {scademic-musconducti@inotingham edu.cn), within 5 working days of the dale of the
oulcome of the School investigation. This does not apply where the course of action is 1o refer the case to the Academic Misconduct Commitiee. The Secrelary will request from the
Academic Misconduct Officer the decision letter and supporting evidence as required.

NB Claims that amount simply to an expression of dissabisfacton with the decision or penalty imposed wall not be considered and will be rejected. IF your claim is rejected, you will be
abie 1o request a review of the decision made by followng the "Nexi Steps' section of the Academic Misconduct Procedure.,

Important: Before complating 1his form you must reed he accompanying Academic Misconduct Policy and Frocedure very carelully. You may also wish to contact the Secratary 1o the
al

Academc Misconduct Cr @nottingham.edu.cn who will be abls o gve ycul advice on Academic Msconduct Policy and Procedure
Studant name: * Student 10 Numbar *
Email Address: * You may provide another email address (optional)

{Optional) Email Address:

Conlactielephone numoeris):” Please provide your phone number

Undergraduate/Posigraduate: * Peassseiect Please indicate if you are undergraduate or postgraduate ~|

Programme of Study, *

Year of Course ©

Madulaiz) affactad by finding of academic

Home Department'School " |
misconduct: * |

(3) Please select the grounds for self-referral (select at least one ground).

Section 1 — Grounds for requesting a Self-Referral

Please select at least one of the boxes below to indicate which ground(s) you will detail for referring your case to the Academic Misconduct Committee. Self-
the grounds below must be supported by evidence and a clear rationale for the grounds claimed.

[ A procedural irregularity occurred in the handling of the School's investigation which had a material impact on the outcome/decision making
] |A compelling argument that the decision and/or penalty imposed was unreasonable and/or disproportionate

uld a Self-Referral request be accepted by the Secretary to the Academic Misconduct Committee be accepted by the Complaints & Conduct Team, stude
ry effort to attend the hearing, either in person or via Skype?/ Teams / Video Conferencing where possible.

Please select your ground here

(4) Please fill in your statement in the text box of section 2.

Section 2 - Student's summary

Please provide a written statement for consideration by the Academic Misconduct Committae as to why you believe your case should be referred to Academic Misconduct Committee
for their consideration,
In accordance with Personal Information Protection Law of the People's Republic of China, you should only submit data relating to living third parties if it is strictly necessary for the
consideration of your case. Please don't include other people’s data if it's not relevant. Additionally, please notify anyone whose data you are including in your paperwork that you are
doing so in order that, if they wish, they can contact the University to object to that data being held.

- —

€ ¢* Paragraph v BEvAIvB T U gvAvB+Y T. EviZviocveEe = 2@ a2y o

Fill in your statement here
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(5) If necessary, you may submit relevant evidence in section 3. (optional step)

Section 3 - Supporting documentation

You may submit any supporting documentation to support your request. Please note that if you present any new evidence which was not available and provid
School/Department investigation stage, your request for a Self-Referral will be rejected, unless you provide a compelling reason as to why this evidence was
gnsideration at the School investigation stage.

ADD €= (jick here to add more attachments

Operation  No Title Attachment
Submit evidence on the right

and fill in the title here

- & Add Attachment

(6) Sign the self-referral form.

Section 4 — Signature

submitting this form, | give my consent for this information to be disclosed to relevant University staff responsible for the investigation and cons
upderstand that the form and associated documentation and correspondence will be kept on University record.

Tick the check box
Signature: * Please sign your name here

Date: * 2024-01-05

(7) Submit self-referral request by clicking ‘Submit’ at the top of the page.

teturn Lo = Transfer | Comments = More w ) Refresh | &= Print
gl Please click ‘Submit’ after filling out the form
University o d u
| -
r Nottingham Academic Misconduct

UK | CHINA | MALAYSIA

Please note that student seli-refemral request should be submitted by 2024-01-29 1700

Academic Misconduct Self-Referral Form

Where & student is dissatisfied with & School's decision, they may make a self-referral reguest for their case to be considered by an Acadermic Misconduct Comimittee on the grounds
listed in Section 1

This request must be made in writing, to the Secretary to the Academic Misconduct Committee (aeademic-misconducti@noiingham edu cn), within 5 working days of the date of the
outcome of the School investigation This does nol apply where the course of achon is to refar the case lo the Academic Misconduct Committee The Secretary will request from the
Acadamic Misconduct Officer the decision lefter and supporting evidence as reguired

6. Respond to Interim Outcome via Desk-Based Approach

During School investigation stage, where AMO is satisfied that all the criteria for Desk-Based Approach
are met and appropriate outcomes are available, they will undertake this approach without holding
School meeting. In this case, AMO will write to you, providing copies of the evidence considered,
informing you that academic misconduct has been identified. When you receive Desk-Based Interim

11
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outcome letter with relevant evidence, please respond to it in the system within ten working days of

the date of the letter.

For detailed information, please refer to section ‘Investigation by an

Academic Misconduct Officer’ and

‘2.2.2. Outcomes Available Following a Desk-Based Decision’ of Academic Misconduct Procedure.

(1) Please read the Interim outcome letter, check the evidence, then

section.
l.lniver'sitg of
Nottingham
LK | CHINA | MALAYSIA

(7] submit | = Tronsier | Comments = More ¥

Academic Misconduct

choose your response in student

() Retresh | w Print

Academic Misconduct Interim Outcome School Desk-based Approach

Send date and fime

Dear

Student Name: Student 1D Number:
Notifi of A ic M duct — Interim Outeome
Course Title:

Module:

B I U &-

|- T =l el —

=9 @ B

Please read carefully the Interim Outcome Letter, view the attachments below, and

then respond to the interim outcome at the end of the page

'.’r.. = 4mm Please download the attachment by clicking the file

i Shudent's submission pdi - e=2 62

Scenario A: Accept the Interim Outcome
If you accept the interim outcome, please select ‘A’ and submit your

Words: 1 Characlers: 3

Previsn

Prewisn

response.

Please be aware that if your response is A/ ‘l accept’ or you don’t respond within the timeframe, you will
receive an email later from School/Department that confirms the interim outcome is considered as final

outcome.

Please respond to School's/Depanment’s decision via a desk-basad approach below h\,l_--.s_--; J1-18

00 v 00

It you are dissatisfied with the School's/Department's decision via a desk-based approach, and instead wish to attend a &

4 Deadline for response

chool/Department meeting to discuss the findings and/or

decision, please respond by the above timeline. Where you fail to respond within the permitted tima period and no extension or reasonable adjustment to timascales has bean

provided, the Academic Misconduct Officer will consider this Interim Outcome as final

NN s <t your response below |

O A. | accept the above Interim Outcome as the final decision of School's investigation.

(O B. Na, I'm dissatisfied with the Interim Outcome and | request School undertake academic misconduct meeting to continue considering my cases.

(2) Submit response by clicking ‘Submit’ at the top of the page.

12
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4 Please click ‘Submit’ after filling out the statement
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() Refresh | i Print

Academic Misconduct Interim Outcome School Desk-based Approach

Send date and fime;

Dizar

Studant Name: Student 10 Mumber
Notification of Identified Academic Mi duct - Interim Out
Course Title:

Module:

Scenario B: Dissatisfied with Interim Outcome

If you are dissatisfied with Interim Outcome, you may provide a brief reason of your dissatisfaction and
submit relevant attachment. After you submitted your response, a School meeting will be held to

further consider your case.

Please respond (o School's/Depariment's decision via a desk-based approach below nylr:‘-? 4-02-02

17 v o v | 4= Deadline for response

I you are dissatisfied with the School's/Department's decision via a desk-based approach, and instead wish 1o attend a School/Department meeting to discuss the findings and/or
decision, please respond by the above fimeline. Where you fail to respond within the pemmitted time period and no extension or reasonabie adjusiment o fimescales has been

provided, the Academic Misconduct Officer will consider this Interim Outcome as final

Student section

2 Al accept tha above Intarim Outcome as the final dacision of School's investigation

@ B. No, I'm dissatisfied with the Interim Oulcome and | request School undertake academic misconduct meeling to continue considenng my case.

If you are unsatisfied with the Intenm Outcome above, please fill out the blanks below for any reasons.

Leave your reason here (required step)

@@= Add attachment here (optional step)

(2) Submit your response by clicking ‘Submit’ at the top of the page.

=1 ELT = Transfer | Comments = More =

4 Please click ‘Submit’ after filling out the statement

University of
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() Refresh | i Print

Academic Misconduct Interim Outcome School Desk-based Approach

Send date and fime;

Dizar

Studant Name: Student 10 Mumber
Notification of Identified Academic Mi duct - Interim Out
Course Title:

Module:

13



r Univer_sity of
NOttlngham Academic Services Office 2024

A ——
UK | CHINA | MALAYSIA

7. Request Paper-Based Consideration

When your case is referred to Academic Misconduct Committee (AMC), the case will be heard by a panel
on behalf of the AMC in formal hearing or Paper-Based Consideration (without the need for you or
school to be in attendance). You may choose to request Paper-Based Consideration or not, but Panel
Secretary determines the more appropriate approach based on the criteria of paper-based panel, even if
not requested by the student.

For detailed information, please refer to section ‘The Academic Misconduct Committee’ of Academic
Misconduct Procedure.

=] Submit | n fa 1 = Transfer Comments = More = £ Retresh .
r University of Academic Misconduct
i S Nottingham

UK | CHINA | MALAYSIA

Do you want to request paper-based consideraton?
O Yes (O Ne

Please pay attention
If you would like to request paper-based consideration; please submit the paper-based request form by| 2024-01-21 0~ 00 _ to the deadline

Scenario A: Not request Paper-Based Consideration
If you would like your case be heard in AMC formal hearing instead of paper-based consideration, please
select ‘No’ to the question and submit your response.

] Submit || t e 1 = Transfer | Comments = More w ) Retresh s Print

4 2 Please click ‘Submit’ after completing the response

I_ uNn(;ﬁmtaﬂgm Academic Misconduct

UK | CHINA | MALAYSIA

Do you want to request paper-based consideraton?

| © Ne 4mm 1 please choose your response :
- y P Please pay attention
If you would like to request paper-based consideration;, please submit the paper-based request form by Po24-01-21 W v 00 » _ to the deadline

Scenario B: Request Paper-Based Consideration
(1) If you would like your case to be heard by paper-based panel, please select ‘Yes’, and then fill in the
Paper-based Consideration Request Form.
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=] Submit et nititon = Transfer | Comments More () Refresh | &G Print
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Dio you want o request paper-based considrration?
No 4mm please choose your response

If you would ke to request paper-based consideration, pleasa submit the paper-based requast form by §2074-01-23 0 v 00w

Please pay attention
to the deadline

Academic Misconduct Paper-Based Request Form

Ordinanly, academic misconduct cases will be heard by & panel on behalf of the Academic Misconduct Committea n the form of a formal hearing. In some circumstances, the case
misy be considenad withaut the need for formal hearing or for the student or school fo ba in attendance: In thes instance, the evdence and studant represantations considerad by the
School are sent to three academic staff members of the Academic Misconduct Committee

Thes form is for a student to request that their case be heard by 8 paper-based panel, as set out in the Academic Misconduct Procedure, The request should be maede within B
working days of recanving notification thal your case is beang refemad (o the Acad Misconduct Cr

Impeortant. Bafore completing this form; you must read the accompanying Academic Misconduct Fobiey and Procedure very carefully.

(2) Basic information of the case is prefilled by the system. Please provide additional information in the
blanks.

Student name: * Student 1D Number: *

Email Address: ~

(Optional) Email Address: You may provide another email address (optional)
| Cantact telephone number(s). * Please provide your phone number
Undergraduate/Posigraduate: * | Please Select Please indicate if you are undergraduate or postgraduate

Home Departiment/Schoal: *
| Programme of Study: *

Year of Coursa : *

| Medule (s) affected by finding of
| academic misconduct: *

Il any comtact details change you must inform the Secretary to the Academic Misconduct Committes at academic-miscanduct@nottingham. edu.cn

(3) Please select both of the boxes in section 1 to make sure that your case meets the criteria of paper-
based consideration.

Section 1 - Criteria for a request for a paper-based panel

Please select all the following boxes to confirm that you mest the criteria for your academic misconduct case to be considered by a paper-based panal,

ﬂ | confirm that | do not dispute the School’s/Department’s finding of academic misconduct. | accept that | have committed academic misconduct.

I confirm that | do not dispute the facts of the case and that | have no additional evidence to present, other than that already presented at the meeting with my
School/Department,

I Please tick both of the check boxes
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(4) Please fill in your statement in the text box of section 2.

Section 2 — Student's summary

Please provide a written statement for censideration by the paper-based panel which includes:

= An acknowledgment of what it is you are alleged to have done and why this constitutes academic misconduct;

= Your account of events, including an explanation as to why you have committed academic misconduct;

« Any factors that you would like the paper-based panel to take into consideration when d ining a penalty.
In accordance with the Guide to the General Data Protection Regulations, you should only submit data relating to living third parties if it is strictly necessary for the consideration of
vour case. Please don't include other people's data if it's not relevant to your case. Additionally, please notify anyene whose data you are including in your paperwaork that you are

daing so in order that, if they wish to do so, they can contact the University to object to that data being held.
NB If you are requasting a paper-based panel as part of your seli-referral request, please provide a compelling argument that the penalty imposed was unreasonable andfor

disproportionate;
= v T v iT v = = {?QEV(>

& o | Paagapn v MV AlvB I U gvAvEBv T

Fill in your statement here

(5) If necessary, you may submit supporting evidence in section 3. (optional step)

Section 3 - Supporting documentation

You may submit any supporting documentation to support your request. Please note that if you present any new evidence which was not available and provid
cl/Department investigation stage, your request for a Self-Referral will be rejected, unless you provide a compelling reason as to why this evidence was

on at the School investigation stage.

4= Cjick here to add more attachments

Scho
0

Attachment

Operation  No Title
Submit evidence on the right
=)

Remov 1 S .
iz and fill in the title here

£p Add Attachment

(6) Sign the paper-based consideration request form.

Section 4 — Signature

submitting this form, | give my consent for this information to be disclosed to relevant University staff responsible for the consideration of my paper-bas
derstand that the form and associated documentation and correspondence will be kept on University record.

Tick the check box

Signature: * Please sign here

Date: * 2024-01-08

(7) Submit paper-based request by clicking ‘Submit’ at the top of the page.
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=] Submit || t Retuin 1 = Transfer | Comments = More w ) Retresh s Print

4 Please click ‘Submit’ after completing the response

University of 5 =
m Nottlngham Academic Misconduct
LK | CHINA | MALAYSIA

=0t to request paper-based consideraton?
Mo

If you would like to request paper-based consideration;, please submit the paper-based request form by 2024-01-21 0w (0

8. Respond to Academic Misconduct Committee consideration

When your case is referred to Academic Misconduct Committee (AMC), you will be informed of the AMC
Panel’s consideration approach for your case. There are two approaches: AMC formal hearing and
Paper-Based Consideration (refer to scenario A and B below). In either case, you will have an
opportunity to submit an additional written statement to AMC prior to the meeting. Please read the
notification email and respond in the system accordingly.

For detailed information, please refer to section ‘The Academic Misconduct Committee’ of Academic
Misconduct Procedure.

= Transfer Comiments = Mg » ) Refresh | & Primt

E uNntllﬁriijltgr‘;‘am Academic Misconduct
UK | CHINA | MALAYSIA

Academic Misconduct Committee Panel's consideration approach of your case
B I gvAvBAv T Evicvizv=E= @ @M

Please read carefully the Academic Misconduct Committee Panel’s consideration
approach here and respond to it at the end of the page

Scenario A: Formal hearing

If your case will be considered in the form of AMC formal hearing, please reply (1) if you will attend the

formal hearing and (2) if you would like to submit additional statement for AMC Panel’s consideration.
In which approach will the case be considered by AMC Panel?

Fy o B. AMG formal hea n: 4mmm Please check the approach here

Please respond to the following question(s) b\l 2023-12-30 0l s~ 0 vl . If we don't hear from you by the above timeline, we will assume you don't have additional statement
for AMC Panel's consideration.

Please pay attention to the deadline
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Student section Please choose your response below _

Will you attend the AMC formal hearing?
Please note if you don't attend AMC Panel meeting or fail to respond by above timeline, AMC Panel meeting will take place in the your absence.

Do you want to submit an additional written statement for AMC Panel's consideration?

Scenario A-1: You will attend the formal hearing

(1) If you decide to attend the formal hearing, please select ‘Yes’ for step 1. In the case that you have
further request of the meeting, you may raise it in the text box of step 2 (optional step).

e If you would like to bring a supporter to the hearing, please complete step 3 and 4.
e If you won’t bring a supporter, please select ‘No’ for step 3.

At last, please choose whether you would like to submit additional statement for AMC’s consideration at
step 5 (required step).

DLl <2 choose your response below |

Will you attend the AMC formal hearing?
Please note if you don't attend AMC Panel meeting or fail to respond by above timeline, AMC Panel meeting will take place in the your absence. 1

® Yes

O No

Normally the AMC Panel meeting will be held offine. If you have furthar request of the meeting format, you may raise your request by filling in the text box below. Please be aware that
further request is subject to AMC secratary’s consideration and approval.

Optional field 2

Will you bring a supporter to the AMC formal hearing?

@ Yas 3
C No

Supporter's name Supparter's 1D

Supporter's role Flegse Select ~

Do you wan! to submit an additional written statement for AMC Panel's consideration?

C Yes 5

O No

(2) After finishing the response, please submit it by clicking ‘Submit’ button at the top of the page.
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Refect tuarr 1o Infisto = Transier | Comments = More () Refresh | S Prine

4 Please click ‘Submit’ after completing the response

rl_ ”N"g’tet’i:;‘;;l:__lm Academic Misconduct
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Academic Misconduct Committee Panel's consideration approach of your case

+ B I U g+« A~ B~ T vIT e lZ e = e @ & me

If you would like to submit additional statement to AMC Panel, please re-open the task and fill in the
statement. (For detailed steps, please refer to the next section)

Scenario A-2: You will not attend the formal hearing

(1) If you are not going to attend the formal hearing, please complete steps 1 and 5.

LT (Wl Please choose your response below

Will you attend the AMC formal hearing? 1
Please note if you don't attend AMC Panel meeting or fail to respond by above timeline, AMC Panel meeting will take place in the your absence.

Do you want to submit an additional wntten statement for AMC Panel's consideration?

(2) After finishing the response, please submit it by clicking ‘Submit’ button at the top of the page.

Refect tuarr 1o Infisto = Transier | Comments = More () Refresh | S Prine

4 Please click ‘Submit’ after completing the response

rl_ ”N"g’tet’i:;‘;;l:__lm Academic Misconduct

UK | CHINA | MALAYSIA

Academic Misconduct Committee Panel's consideration approach of your case
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If you would like to submit additional statement to AMC Panel, please re-open the task and fill in the
statement. (For detailed steps, please refer to the next section)
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Scenario B: Paper-Based Consideration
(1) If your case will be considered by paper-based panel, please reply if you would like to submit
additional statement to AMC.

In which approach will the case be considered by AMC Panel?

<4mm Please check the approach here

Flease respond to the following question(s) by I 24-01-27 15 % 45 & l If we don't hear from you by the above timeline, we will assume you don't have additional siatement
for AMC Panel's consideration

Please pay attention to the deadline

Student section

Do you want to submit an additional written statement for AMC Panel's consideration?
Q) Yes
4mm Please choose your response

< No

(2) After finishing the response, please submit it by clicking ‘Submit’ button at the top of the page.

Refect tuarr 1o Infisto = Transier | Comments = More () Refresh | S Prine

4 Please click ‘Submit’ after completing the response

I UNn(i)vtetriﬁgﬁ:-im Academic Misconduct

UK | CHINA | MALAYSIA

Academic Misconduct Committee Panel's consideration approach of your case

Alv B T U £ v Av B~ T, vIT e lZ e = e @ & me

If you would like to submit additional statement to AMC Panel, please re-open the task and fill in the
statement. (For detailed steps, please refer to the next section)

9. Submit additional statement for AMC’s consideration

If you would like to submit additional statement, please re-open the task in the system. Detailed steps:
Click 1 ‘Student Services'— 2 ‘My tasks’—3 click the serial number again—fill in student statement.

20



Univer_sity of
NOttlngham Academic Services Office 2024

UK | CHINA | MALAYSIA

g

A

#& Home

[FE] & Matices i st ifia anifel tE | kol = Moe v

m Serial No. Process Name Summary Owner Post At Step Timeout

] ' Academic Miscond: Student Name: System Statement .. 2D06H29M

Student ID:

ant Intem Oppor

Basic information of the case is prefilled by the system. Please pay attention to the submission deadline.

] Submit | F Res = Transfer Comments = More = () Refresh | & Print

E h"(‘;tet?r':guﬁtam Academic Misconduct

UK | CHINA | MALAYSIA

Academic Misconduct Committee Hearing — Student Statement
Student Name:
Student ID Number
Programme of Study
Nature of aileged misconduct

RModule(s) affectad

Deedmedr mamorsticent. oty 17 v 00~ | 4mm Please pay attention to the deadline

(1) Please fill in your statement in the text box and sign the statement.
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Please provide a written statement which:

« Acknowledges what it is you are alleged to have done
« Acknowledges why what is alleged counts as academic misconduct
« Provides an account of events, which may include an explanation for your behaviour

If the statement is not retumad by the deadline indicated above, the Academic Misconduct Committee will proceed based on the findings of the School investigation.

© o Pasgeph v AvAIvVB I U v ACBYT SviDviovE = Q0 @ @y o

Fill in your statement here

Wards: 0

e information | have provided is correct and complete to the best of my knowledge. In submitting this form | give my consent for this information to be disclosed to
Cfficers of the University respensible for the investigation and consideration of my academic misconduct case. | understand that the form and associated documentation

t on University record.

Tick the check box

Student's Signature: * Please sign here Date: * 2024-01-06

(2) Submit statement by clicking ‘Submit’ at the top of the page.

Rejer Restustny 10 Il = Transfer | Comments = More - () Refresh | &= Print
Please click ‘Submit’ after completing the statement

University of " .

Nottinaham Academic Misconduct

UK | CHINA | MALAYSIA

Academic Misconduct Committee Hearing — Student Statement

Student Name:
Student ID Number
Programme of Siudy
Nature of alleged misconduct

fodule(s) affected:

Deadiine for return of Student 240197
Statement: —

17w 00w

10. Tips

Save the draft
Save: If you need to save the draft and continue the task later, please click 1 ‘More’ — 2 ‘Save’, then you

may close the window.
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Submit | Reject

Return te Initiator “— Transfer | Comments ~ | = More ¥ 1

L7 Inform

M Invite Indicate

University of ] |~ |
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Return

Jump

Save the draft and continue later = ||[® Save 2

A

ADOort

View case status

If you would like to view the case status or the response/form you just submitted, you may find relevant

information following these steps: click 1 ‘Student Services'— 2 ‘My Processed’ — 3 click the serial
number to view details.

= More Saarch
= Serial No. Process Name Summary

. Z Academnic Misc. Student Narme System 16/01/24 0921
3 t Student I

Owner Processed At Status

urite

=l Student Services I. k . h f t
Click to view the response/ orm Current status
submitted in the previous step of the case
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11. Contact information

For inquiries or questions regarding the academic misconduct processes, please refer to the following
contact information and seek help.

Type of inquiry

Scenarios

Contact information

System-related
issues

You have technical issues
while completing certain
steps in the system

Contact Academic Misconduct team at academic-
misconduct@nottingham.edu.cn with a clear
description and the screenshot(s) of the issues

Non-system-
related
inquiries

You have inquiry about
email/information from
School/Department/Faculty
Office

Please contact your Faculty Office:

FHSS: fhss@nottingham.edu.cn

FoSE: fose@nottingham.edu.cn

NUBS:
nubschinaacademicmisconduct@nottingham.edu.cn
CELE: cpso@nottingham.edu.cn

You have inquiry about
email sent by Secretary to
Academic Misconduct
Committee (AMC)

You have general inquiry
regarding the Academic
Misconduct Policy and
Procedure

Please contact Academic Misconduct Team at
academic-misconduct@nottingham.edu.cn
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