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Introduction

The University of Chester values its students’ contribution to the necessary quality of its academic
standards and awards by adhering to the principles of academic conduct and fair play in
assessments. These standards are upheld when students, completing work for assessment, act
honestly and take responsibility for the fair presentation of the contents of any work they produce
for assessment. This means that students will do nothing that has the potential for them to gain an
unfair advantage in assessment.

The University requires that students undertaking research at the University do so ethically and with
due regard to all applicable policies and procedure, and ultimately create work that it is substantially
a product of their own original research and writing.

This procedure aims to provide a single unified framework for the fair and transparent handling of
academic conduct issues at the University of Chester. Where processes differ by level or mode of

study, these differences will be clearly identified.

This procedure applies to all students studying for an award of the University of Chester at Levels
3-8 (‘taught’) and Postgraduate Research (PGR).

Section | outlines the procedure for:

e Undergraduate (UG). This includes awards such as BA, BSc, BN, LLB, etc.,

e Postgraduate (‘taught’) (PGT). This includes awards such as MA, MSc, etc. and;
Section Il outlines the procedure for:

e Postgraduate Research (PGR). This includes awards such as PhD, MPhil, etc.
Programmes defined as PGR are listed in the Academic Regulations.

Section |: Undergraduate and Postgraduate (taught) procedures

PART A: THE ACADEMIC CONDUCT POLICY

1. Maintaining Academic Conduct

1.1 In order to adhere to the University’s definition of academic conduct, students are expected to
abide by the following conventions when completing work for assessment:

1.1.1. Acknowledge all sources of information, knowledge and ideas used when completing
work for assessment by consistently and correctly using an acceptable referencing system;

1.1.2. Produce work that is the product of their own, individual efforts. An exception to this
is where an assignment brief specifically requires a single piece of work be submitted on
behalf of a group of students.
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1.1.3. Declare when they have used work before in a previous assessment (whether
successful or not) using an acceptable referencing system;

1.1.4. Present accurate information and data that has been obtained appropriately and
which is a fair representation of their own endeavours, knowledge and understanding;

1.1.5. Adhere to and comply with all applicable regulatory, legal and professional
obligations and ethical requirements therein.

The University will make information on how to maintain academic conduct available to students in
ways that are appropriate and accessible. However, at all times, it is the sole responsibility of the
student to act in a way that is consistent with the Academic Conduct Policy and to seek advice and
guidance if they are unclear.

Academic Services (AS) will maintain and manage the Academic Conduct Policy.

2. Breaches of Academic Conduct

A student will be regarded as being in breach of the Academic Conduct Policy if they act or behave in
a manner that is inconsistent with the University’s general definition of academic conduct or the
specific statements given in 1.1.

A breach of the Academic Conduct Policy may occur when a student knowingly acts in a way that is
contrary to the policy or does so inadvertently by means of careless scholarship.

Inexperience, intention, lack of intention or unfamiliarity with the Academic Conduct Policy will not
be regarded as a defence in the event that the policy is breached.

The decision of whether a student has breached the Policy is one of Academic Judgement.

Any breach of the Academic Conduct Policy will be categorised as either unacceptable academic
practice or academic misconduct. These are dealt with in different ways according to the published
procedure described in Part B onwards.

Examples of unacceptable academic practice:

Plagiarism: the use of ideas, intellectual property or work of others without
acknowledgement or, where relevant, permission.

Reuse of previously submitted material: the use of work, without appropriate referencing,
that has been submitted for assessment, whether successful or not, by the same student in
this University or any other institution. This will not apply where a student is making a
resubmission for the same assessment component in the same module, unless specifically
prohibited in the assessment information.

Collusion: the unauthorised collaboration between two or more students resulting in the
submission of work that is unreasonably similar, but which is submitted as being the product
of the submitting student’s individual efforts.
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Unacknowledged use of Artificial Intelligence: Where artificial intelligence has been used to
support the assessment without proper acknowledgement.

Examples of academic misconduct include:

Falsification: the presentation of fictitious or distorted documents, data, evidence or any
other material, including submitting the work of another person as if it is their own. This
includes the submission of false evidence in an application for Exceptional Circumstances or
to the Academic Appeals Board.

Falsification by Artificial Intelligence: A misrepresentation of knowledge. Where a student
used artificial intelligence to complete the assessment [in part or full].

Research misconduct: failure to obtain ethical approval for a research project or failure to
comply with regulatory, legal and professional obligations for research projects.

Cheating: any action before, during or after an assessment or examination which has the
potential for the student to gain an unfair advantage in assessment or assists another
student to do so. This includes failure to adhere to the examination regulations.

Commissioning (Contract Cheating): engaging another person or organisation to complete
or undertake an assessment, in part or in full, whether a financial transaction has taken place
or not.

These lists are not exhaustive and the Academic Conduct Policy might be breached in ways not
specifically referred to here.

The University will take steps to detect potential breaches of the Academic Conduct Policy which
might not be immediately apparent when work is marked anonymously. Following completion of the
marking process, once marks have been de-anonymised, the Chair of the Module Assessment Board
might authorise a viva voce. The purpose of this will be to confirm the authenticity of the work that
has been submitted.

Suspected breaches of the Academic Conduct Policy will be initially referred by the relevant marker
to the relevant Chair of the Module Assessment Board in accordance with the published procedure
described in Part B onwards. The decision of the Chair of the Module Assessment Board will be
communicated to Academic Services who will confirm the decision and notify the student, Registry
Services and the division which presented the case, of any penalties or other impact.

Except in the case of unacceptable academic practice by students studying at Level 3 or Level 4, a
breach of the Academic Conduct Policy can only be confirmed by Academic Services, the Academic
Conduct Review Panel or an independent Chair of the Academic Conduct Review Panel.

PART B: OVERVIEW OF PROCEDURE

3. Introduction



% University of
w14 Chester

Modular Courses Assessment Regulations

3.1. The University of Chester expects that when completing work for assessment, students
will act honestly and take responsibility for the contents of the work that they submit. This
means that students must adhere to the University’s Academic Conduct Policy and do
nothing that has the potential for them to gain an unfair advantage in assessment.

3.2. Where a tutor responsible for marking work suspects that a student has submitted work
that breaches the Academic Conduct Policy, they have an obligation to report it for
investigation. This ensures that:

3.2.1. Marks and academic credit are awarded for work which accurately reflects the
true efforts and abilities of the student;

3.2.2. The efforts of students who have not breached the Academic Conduct Policy
are recognised by ensuring that those who have produced work by unfair means are
not advantaged for doing so; and

3.2.3. Employers and members of the public can have confidence that everyone who
holds a University of Chester award has undergone a rigorous assessment process
and has achieved an award that reflects their true knowledge and ability.

3.3. Throughout this procedure, where reference is made to a specific post-holder, the line
manager of that post-holder may nominate another person to act instead.

3.4. Throughout this procedure, where reference is made to a particular timescale, it is given
in calendar days. Where communications are sent via email no later than 5pm Monday-
Friday they will be deemed to have been received the same day.

4. Roles, Rights and Responsibilities

4.1. The University accepts that when a student is accused of submitting work that breaches
the Academic Conduct Policy they might find the process stressful. The University takes steps
to minimise any distress caused to the student by:

4.1.1. Dealing with the matter as quickly as possible, whilst ensuring that this
procedure is followed correctly;

4.1.2. At every stage, giving clear information about the procedure and the role that
the student is expected to take;

4.1.3. Recognising that breaches of academic conduct relate to pieces of assessment
and are not judgements about the character of the individual student involved; and

4.1.4. Arriving at an outcome that is just, proportionate and, where appropriate,
takes into account the individual circumstances of the student.

4.2. To ensure that each case is dealt with fairly, different people will be involved at each
stage. These are referred to throughout the procedure. Some of the key figures involved are:

4.2.1. The Examiner: this is the tutor who is responsible for marking assessment
submissions;
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4.2.2. The Monitor: this is another tutor who will review the assessment submission
and agree a mark to be released if the student is eligible to receive a mark at the end
of the procedure.

4.2.3. Chair of the Module Assessment Board: this is usually the Head of Division (or
equivalent) who is responsible for making an allegation, conducting a meeting with
the student and determining, on the balance of probability, whether the Policy has
been breached. The Chair of the Module Assessment Board can also nominate other
members of academic staff to undertake this role for them. Reference in this
procedure to the Chair of the Module Assessment Board should be taken to refer to
their nominee where another person is appointed to act instead.

4.2.4. Academic Services (AS): the Student Casework team in Academic Services is
responsible for administering this procedure once allegations are sent from divisions.

4.3. In some cases, for students at Level 3 or Level 4, the Chair of the Module Assessment
Board is able to make a decision that a piece of work is in breach of the Academic Conduct
Policy without the case being confirmed by Academic Services or considered by the
Academic Conduct Review Panel. However, a student is allowed to ask for a review of that
decision if they have good reason to do so.

4.4. For students at Level 5 or higher, the Chair of the Module Assessment Board uses their
academic judgment, based on evidence, to determine whether or not a piece of work is in
breach of the Academic Conduct Policy. Students are given the opportunity to present a
defence and, as appropriate, any mitigation to the Chair of the Module Assessment Board to
assist them in making that determination.

4.5. If the Chair of the Module Assessment Board determines that, in their academic
judgement, a piece of work does breach the Academic Conduct Policy, this decision must be
confirmed by Academic Services before any penalty is applied. This ensures a consistent
approach across the University. Academic Services will normally confirm the decision of the
Chair of the Module Assessment Board as long as the available evidence clearly supports the
decision.

4.6. A student whose work is suspected of breaching the Academic Conduct Policy will, in
every case, be invited to a meeting with the Chair of the Module Assessment Board. They
may choose to attend this meeting and/or make written statements. If a student chooses not
to attend the meeting nor provide the Chair of the Module Assessment Board with any
written statements, it will be assumed that they do not wish to present a defence of the
allegation.

4.7. A student who chooses not to present a defence of an allegation is still entitled to send a
statement and/or evidence outlining any mitigating factors, as per Clause 12, to Academic
Services, by email, within seven days of the meeting with the Chair of the Module
Assessment Board.

4.8. To ensure that the procedure is handled as efficiently as possible, all communication will
normally be sent to the student’s University of Chester email address only. It is the
responsibility of each student to check their email account regularly.



% University of
w14 Chester

Modular Courses Assessment Regulations

4.9. When determining whether or not a piece of work is in breach of the Academic Conduct
Policy, the University does not take into consideration whether or not the student concerned
acted deliberately.

4.10. Where a piece of work found to be in breach of the Academic Conduct Policy is
nevertheless eligible for marking, it is the responsibility of the Chair of the Module
Assessment Board to ensure that this is done so in accordance with the University’s
Assessment Regulations.

4.11. In all circumstances, where an allegation of a breach of the Academic Conduct Policy is
found to have been proven, the student shall not normally be permitted a deferral of the
assessment component.

4.12. At the point of submitting an application to defer an assessment after submission,
students will be advised that a proven breach of the Academic Conduct Policy in the
assessment component(s) for which they are seeking a deferral will normally override any
decision to approve the request.

5. Categorisation and Recording Breaches of the Academic Conduct Policy

5.1. In order to deal appropriately with the different ways in which the Academic Conduct
Policy might be breached, each allegation will be provisionally categorised. The assigned
category will be determined by the nature of the suspected breach.

5.2. The following will normally be categorised as unacceptable academic practice:
5.2.1. Plagiarism
5.2.2. Reuse of previously submitted work
5.2.3. Collusion
5.2.4. Unacknowledged use of Artificial Intelligence
5.3. The following will normally be categorised as academic misconduct:
5.3.1. Commissioning (Contract Cheating)
5.3.2. Falsification
5.3.3. Research misconduct. Including falsification of data
5.3.4. Failure to abide by the examination regulations
5.3.5. Cheating or other types of dishonesty
5.3.6. Fabrication of evidence or official documentation
5.3.7. Falsification by use of Artificial Intelligence

5.4. Other acts, not specifically listed here, might also be regarded as breaches of the
Academic Conduct Policy. Where this happens, the Chair of the Module Assessment Board
may take advice from the Assistant Manager (Student Casework) before making a decision
about the provisional category.



% University of
w14 Chester

Modular Courses Assessment Regulations

5.5. In the case of students registered at Level 3 or Level 4, the Chair of the Module
Assessment Board can confirm that a student has breached the Policy by means of
unacceptable practice and impose a penalty as detailed in Part C8. For allegations at all other
levels, or allegations of academic misconduct, the Chair of the Module assessment Board can
determine, in their academic judgment, that the Policy has been breached, but Academic
Services must confirm the decision.

5.6. Allegations of breaches of the Academic Conduct Policy that are confirmed proven will
be recorded as academic offences. Details of allegations and recorded offences will be held
electronically by Academic Services. Registry will hold details of recorded offences and any
penalties applied.

5.7. In the event that a student has multiple allegations brought against them at Level 5 or
higher, any previous offences of unacceptable academic practice will be considered as either
spent or unspent for the purposes of determining an appropriate penalty.

5.7.1. Offences of unacceptable academic practice relating to assessments at Level 3
or Level 4 will be regarded as spent when the student starts study at Level 5.

5.7.2. One initial offence of unacceptable academic practice at Level 5 or higher, if
the student was eligible for a standard penalty, will be regarded as spent if the
student successfully completes or attempts the Academic Conduct Course.

5.7.3. All other offences will be considered unspent.

5.7.4. When determining the penalty in a proven case of commissioning, any
previous offence will always be taken into account, regardless of whether that previous
offence is considered spent or unspent.

5.7.5 With the exception of 5.7.4., spent offences will not normally be considered
when determining a penalty for any subsequent academic conduct penalties.

5.8. If a student withdraws from the University, or signals their intention to withdraw, before
an allegation of a breach of the Academic Conduct Policy has been resolved, the matter will continue
to be investigated in accordance with this procedure. The purpose of this will be to determine what,
if any mark, should appear on the former student’s transcript for the assessment concerned.

PART C: ACADEMIC DIVISION PROCEDURE (COURSEWORK)

6. Identifying a Suspected Breach of the Academic Conduct Policy

6.1. This clause does not apply where work submitted for a Level 3 or Level 4 module is
suspected of breaching the Academic Conduct Policy by means of unacceptable academic
practice (plagiarism, reuse of previously submitted material or collusion only). In these cases,
clause 8 applies.

6.2. Where the examiner believes that there is evidence that a piece of work is in breach of
the Academic Conduct Policy, they will make a report to the Chair of the Module Assessment

10
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Board by submitting Form AC-1. This will detail the suspected breach and be accompanied by
evidence.

6.3. If the examiner suspects that the student may have submitted work that has been
completed by someone else, but where there is no documentary evidence to substantiate
this, the examiner should consult with the Chair of the Module Assessment Board. Where
necessary, the student may be required to attend a viva voce (see Clause 7).

6.4. If, in an application for ethical approval, an academic appeal or Exceptional
Circumstances request there is suspicion that the documents in support of an application
may have been falsified or fabricated, the relevant member of staff may make some limited
investigation in order to verify the authenticity of those documents. If, having undertaken
these investigations, they suspect that the student might be in breach of the Academic
Conduct Policy, they will make a report to the relevant Chair of the Module Assessment
Board, using form AC-1, who will deal with the matter as if a suspected breach had been
referred by the examiner.

6.5. No mark will be disclosed to the student; however, if the suspicion arises after a
provisional mark has been disclosed, this will not constitute a procedural irregularity. Where
provisional marks have been entered onto electronic student systems they should normally
be removed while the matter is investigated.

6.6. The Chair of the Module Assessment Board will review the report from the examiner
and decide whether to investigate the matter further.

6.7. If the Chair of the Module Assessment Board decides that there is no case to answer,
they will give reasons to the examiner. The examiner will then complete the assessment
according to the normal process.

6.8. If the Chair of the Module Assessment Board decides that the matter should be
investigated further, they will:

6.8.1. Write to the student (by email), to notify them of the allegation and give an
opportunity for the student to request a meeting to discuss it. A template for this
purpose is given in Part K, “Letter AC Allegation”.

6.8.1.2. The time and date of the meeting will be at the discretion of the
Chair of the Module Assessment Board but will normally take place no
sooner than 7 days after the allegation has been sent and no later than 21
days after.

6.8.1.3. The letter inviting the student to the meeting will be accompanied
by a copy of the Form AC-1 and the evidence being relied upon.

6.8.1.4. The student can attend the meeting with another registered student
of the University or by an officer of Chester Students’ Union if they wish.

6.8.1.5. The student will be invited to present any documents or evidence
that provide a defence to, or mitigation, of the allegation presented.

6.9. The purpose of the meeting will be to assist the Chair of the Module Assessment Board
in their investigation to establish whether, on the balance of probability, the student’s work

11
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breaches the Academic Conduct Policy. Where appropriate, it may also be taken as an
opportunity to talk to the student about approaches to good academic practice.

6.10. In the event that the Chair of the Module Assessment Board determines that a piece of
work has breached the Academic Conduct Policy, any mitigation that has been presented by
the student will be taken into consideration for the purposes of determining an appropriate
penalty from Part H. Mitigation however, will never void a proven allegation that an
assignment was in breach of the Academic Conduct Policy.

6.11. If the student does not attend the meeting, it should not be delayed. Instead the Chair
of the Module Assessment Board should decide on an outcome to their investigation in the
student’s absence.

6.12. A student may defer the meeting with the Chair of the Module Assessment Board on
one occasion, with, where reasonable, 48 hours' notice and only on the reasons cited within
clause 20.1.

7. Use of a Viva Voce

7.1. If the examiner suspects that a student may have submitted work that has been
completed by someone else, but there is no documentary evidence, they may ask the Chair
of the Module Assessment Board to authorise a viva voce. This is similar to an oral
examination and gives the examiner the opportunity to talk to the student about the
contents of the work.

7.2. If a viva voce is required, it is regarded as a continuation of the assessment; its only
purpose will be to help to decide whether, on the balance of probabilities, the student is the
author of the work that they have submitted.

7.3. The viva voce will be conducted in accordance with the procedure set out at Viva Voce
Policy.

7.4. Under no circumstances will an allegation of a breach of the Academic Conduct Policy be
put formally to a student during or immediately following the conduct of a viva voce.
Instead, a report of the viva voce must be sent to the Chair of the Module Assessment Board,
who will decide whether to conduct an investigation into a possible breach of the Academic
Conduct Policy and follow the procedure set out in Clause 6.

7.5. If the student fails to attend a viva voce the Chair of the Module Assessment Board may
draw any conclusion from this that they wish when deciding whether to conduct an
investigation.

7.6. The Academic Conduct Process may be paused at any time for a viva voce to be
conducted where, through the academic conduct investigation, the examiner or Chair of the
Module Assessment Board believes that the assessment may not be the student’s own work
(commissioned).

12
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8. Unacceptable academic practice at Level 3 and Level 4 only

8.1. If the examiner believes that work submitted for a Level 3 or Level 4 module breaches
the Academic Conduct Policy by means of unacceptable academic practice (plagiarism, reuse
of previously submitted material or collusion), they should continue to mark the work but
disregard those elements that they believe constitute the breach. The provisional mark will
be based on the remainder of the work, which the examiner believes to have been produced
by fair means, and with reference to the applicable marking criteria.

8.2. The examiner should mark up the submission to show which parts of it have been
disregarded and give feedback as appropriate.

8.3. The examiner must complete Form AC-X Level 3 or Level 4 unacceptable academic
practice. This form confirms that the mark has been affected by a breach of the Academic
Conduct Policy and gives a brief description of the suspected breach.

8.4. The Form AC-X should be submitted to the Chair of the Module Assessment Board with a
copy of the work and any other evidence required to substantiate the breach of the
Academic Conduct Policy.

8.5. The Chair of the Module Assessment Board will decide either:

8.5.1. That the submission does breach the Academic Conduct Policy by means of
unacceptable practice and that they should be warned as to their future conduct; or

8.5.2. That the submission breaches the Academic Conduct Policy, but suspects
academic misconduct; or

8.5.3. That the submission does not breach the Academic Conduct Policy.

8.6. Where the Chair of the Module Assessment Board decides that the submission does
breach the Academic Conduct Policy by means of unacceptable academic practice, they will:

8.6.1. Make provision for the student to have a meeting with a member of staff from
the division to discuss the case and support to aid their development of good
academic practice;

8.6.2. Send a copy of the Form AC-X to the student which shall act as a warning as to
their future conduct and invite them to a meeting;

8.6.3. Act to agree an appropriate provisional mark that should be awarded for the
work; and

8.6.4. Following the date of the meeting with the student, send a copy of the Form
AC-X to Academic Services for statistical monitoring.

8.7. Where the Chair of the Module Assessment Board suspects that the submission
breaches the Academic Conduct Policy, but by means of academic misconduct, they will
follow the procedure set out in Clause 6.

8.8. Where the Chair of the Module Assessment Board decides that the submission does not
breach the Academic Conduct Policy, they should give reasons to the examiner and instruct
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that the work is marked in its entirety in the normal way. All paperwork relating to the case
will be destroyed.

9. Independent Review Mechanism (Level 3 or Level 4 only)

9.1. In the case of a student registered at Level 3 or Level 4, the Chair of the Module
Assessment Board can decide that the Academic Conduct Policy has been breached by
means of unacceptable academic practice. However, the student may request an
independent review of that decision.

9.2. Within 7 days of the date that the Form AC-X was signed by the Chair of the Module
Assessment Board, a student who wishes to dispute the decision may email
academicconduct@chester.ac.uk to request a review. Such a request will only be considered
if, in the opinion of the Head of Academic Standards & Governance or nominee, the
following criteria have been met:

9.2.1. The student attended a meeting with the Chair of the Module Assessment
Board arranged to discuss the matter; and

9.2.2. The student advances a reasonable case for their disagreement with the
finding. Statements that the Chair of the Module Assessment Board was simply
mistaken in their decision without a compelling explanation will not be admissible.

9.3. Where a student fails to advance a reason for disagreement within 7 days of the
meeting, they will be deemed to have failed to satisfy the criteria given at 9.2.2. and the
decision of the Chair of the Module Assessment Board will stand.

9.4. Where the Head of Academic Standards & Governance or nominee is satisfied that the
criteria to request a review have been met, the case file (all forms and evidence) will be sent
to a Chair of the Academic Conduct Review Panel who has had no involvement in the case
and who is independent of any division hosting the student’s programme of study.

9.5. The Chair of the Academic Conduct Review Panel may, if they wish, interview the
student, the Chair of the Module Assessment Board and/or the referring examiner.

9.6. The decision of the Chair of the Academic Conduct Review Panel will be final and binding
on all parties. It will be communicated in writing normally no later than 28 days following the
request for a review.

10. Divisional Meeting with Students

10.1. During the meeting the Chair of the Module Assessment Board will complete the
remaining sections of Form AC- 1. If the student does not attend the meeting, this form
should be completed in their absence and sent to the student via their University of Chester
email address along with all other case documents.

10.2. If the outcome of the investigation by the Chair of the Module Assessment Board is
that the student’s work does not breach the Academic Conduct Policy:
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10.2.1. The form AC-1 will be completed and a copy provided to the student;

10.2.2. The examiner will be informed and given a reason for the decision. The
examiner will then complete the assessment according to the normal process; and

10.2.3. All paperwork relating to the case will be destroyed.

10.3. If the outcome of the investigation by the Chair of the Module Assessment Board is
that the student’s work has breached the Academic Conduct Policy:

10.3.1. The Form AC-1 will be completed and a copy provided to the student; and

10.3.2. A copy of Form AC-1, the accompanying evidence and any documents or
statements submitted by the student will be sent to Academic Services as per Part F.

11. Defence of the allegation

11.1. The student is entitled to present a defence of the allegation to the Chair of the
Module Assessment Board. They may do this by submitting their argument and evidence
which substantiates their claims either in person at the meeting with the Chair of the
Module Assessment Board, or by email prior to the meeting taking place.

11.2. The defence of an allegation may include communications, drafts or research
documents which, on the balance of probability, indicate that the submission is completely
the student’s own work in line with the policy. A student may present what they believe to
be relevant.

11.3. Presentation of fraudulent documents as a defence is considered a serious offence of
academic misconduct and may lead to the termination of studies.

11.4. Neither intent, nor ignorance of the policy is considered a defence of the allegation.
The Chair of the Module Assessment Board and marking tutor are determining whether the
submitted work has breached the Academic Conduct Policy

11.5. Upon consideration of the documents and reason presented as a defence, the Chair of
the Module Assessment Board may change or withdraw the allegation presented.

11.6. There are no further opportunities in which a student can present a defence of the
allegation.

12. Mitigation

12.1. If the Chair of the Module Assessment Board decides that a piece of work does breach
the Academic Conduct Policy, and Academic Services confirms this decision, any mitigation
will be considered when determining an appropriate penalty.

12.2. A student may make statements and/or present evidence of factors which they believe
may have had an impact on their ability to submit work in accordance with the Academic
Conduct Policy.
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12.4. Mitigation can be presented to the Chair of the Module Assessment Board prior to or
during the meeting with them, or within seven days of such a meeting, by email to Academic
Services. Students wishing to present mitigation within seven days of the meeting must make
this intention known via the option on the AC-1 form.

PART D: ACADEMIC DIVISION PROCEDURE (Examinations)

13. Definition of an Examination

13.1. For the purposes of this procedure, an examination will be regarded as a timed
assessment which students are expected to undergo at a specific time and place, notified
beforehand, and conducted in accordance with the rules set out in the University’s
Examinations and Class Tests Policy. This may include class tests.

13.2. Notwithstanding 13.1., other assessments may be regarded as an examination,
depending on the context of a specific discipline. Where it may not be immediately clear that
an assessment is an examination, the Chair of the Module Assessment Board will, if required,
take advice from the Assistant Manager (Student Casework) and determine whether Part C
or Part D of this procedure will apply.

14. Suspecting a Breach of the Academic Conduct Policy

14.1. If an invigilator suspects that a candidate may be in breach of the Academic Conduct
Policy during an examination they will:

14.1.1. (If no other candidates are being disturbed) permit the candidate to continue
with the examination. However, they will immediately require another invigilator to
act as a witness. Where unauthorised materials are identified, they will be removed
if possible. The script (or equivalent) will be endorsed by the invigilator at the point
that the suspected breach is believed to have occurred. The front cover of the script
(or equivalent) will also be endorsed. In a practical examination, the point at which
the breach was suspected will be noted.

14.1.2. (If other candidates are being, or may be, disturbed) the candidate will be
required to withdraw from the examination room. The script (or equivalent) will be
endorsed and it will be noted that the candidate’s examination was terminated. The
chief invigilator should extend the examination by a length of time equivalent to deal
with the disturbance. At the conclusion of the examination, the matter should be
reported to the Academic Registrar (or nominee).
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14.2. The invigilator will require the candidate to report to them at the end of the
examination when there will be a meeting with an individual appointed by the Academic
Registrar (or nominee) or the Chair of the Module Assessment Board for this purpose and
who will be known as the Examinations Officer.

14.3. The Examinations Officer will make a written record of the circumstances and retain
any relevant materials. They will require the invigilator to make a written report, normally
within three days.

14.4. Where it is not practical to retain any relevant materials, appropriate notes detailing
their nature and reasons why they could not be retained should be made. If possible and
appropriate, photographic evidence may also be gathered.

14.5. Normally within four days of receiving the invigilator’s report, the Examinations Officer
will complete Form AC-EX and submit it, with the invigilator’s report and any retained
materials to the relevant Chair of the Module Assessment Board.

14.6. Normally within ten days of receiving the Examination Officer’s submission, the Chair of
the Module Assessment Board will determine whether there exists, prima facie, evidence
that the candidate might have breached the Academic Conduct Policy. They may, if they
wish, choose to interview the candidate and/or the invigilator before making such a
determination.

14.7. If the Chair of the Module Assessment Board determines that there is insufficient
evidence, they will decide that no breach of the Academic Conduct Policy has occurred. In
this situation, they will instruct either:

14.7.1. That the candidate’s script is marked in accordance with the relevant
procedures; or

14.7.2. That the candidate’s assessment is deferred.

14.8. If the Chair of the Module Assessment Board determines that there is prima facie
evidence that the candidate might have breached the Academic Conduct Policy they will
refer the matter to Academic Services. They will prepare the following case file:

14.8.1. A brief report, outlining the reasons for the decision and a request that the
matter be considered by the Academic Conduct Review Panel;

14.8.2. The full submission received from the Examinations Officer; and

14.8.3. Any relevant correspondence between the candidate and the division in
relation to the matter.

14.9. All suspected breaches of the Academic Conduct Policy arising from an examination will
be provisionally regarded as academic misconduct.

14.10. Where a student submits an application for Exceptional Circumstances or makes an
Academic Appeal in relation to an examination and there is suspicion that documents
submitted in support of this may have been falsified or fabricated, clause 6.4. of this
procedure applies.
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15. Determination of Eligibility & authorisation of a Standard Penalty

15.1. Once the case file has been received by Academic Services, the Assistant Manager
(Student Casework) or nominee, will decide whether the student is eligible for consideration
of a standard penalty. Eligibility will be confirmed where all of the following criteria are met:

15.1.1. The provisional categorisation of the suspected breach of the Academic
Conduct Policy is by unacceptable academic practice only;

15.1.2. The student has not previously been found to have breached the Academic
Conduct Policy, in either category, at Level 5 or higher;

15.1.3. If required, the student would normally be entitled to a further attempt at
the assessment; and

15.1.4. Sufficient evidence has been presented which demonstrates that the student
has breached the Academic Conduct Policy by means of unacceptable academic
practice.

15.2. Where all of the criteria at 15.1. apply, the Assistant Manager (Student Casework) or
nominee will authorise the issue of a standard penalty in accordance with the provisions of
Clause 16.

15.3. Where one, or more, of the criteria at 15.1. do not apply, the case will be considered
under Part F of this procedure.

15.4. The decision to issue a standard penalty will be communicated to the student via their
University of Chester email address, and to the Chair of the Module Assessment Board,
normally within 14 days.

16. Application of a Standard Penalty

16.1. Once Academic Services has authorised the issuing of a standard penalty, they will
email the student to explain that they are required to complete the Academic Conduct
Course within 14 days in accordance with Standard Penalty Guidance (See “Supporting Forms
and Documents”) and this procedure.

16.2. Following notification to the student, Academic Services will email the Chair of the
Module Assessment Board who will be asked to ensure that a mark, based on those
elements which the examiner decides have been produced by fair means, is determined. The
work must be marked and moderated in accordance with the requirements of the relevant
regulations and policies concerning marking, and a provisional mark sent to Academic
Services using Form AC-0. Academic Services will state a deadline for the return of the form.

16.3. If the student successfully completes the Academic Conduct Course they will be
notified of the mark for the assessment as given on the Form AC-0, which will be provisional
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until ratified by the Module Assessment Board. The offence will be considered spent in the
event of any future proven breaches of the Academic Conduct Policy.

16.4. If the student fails to successfully complete the Academic Conduct Course, they will
fail, with a mark of zero, the assessment component concerned. The offence will be
considered spent in the event of any future proven breaches of the Academic Conduct Policy.

16.5. If the student fails to attempt the Academic Conduct Course by the stipulated
deadline, they will fail, with a mark of zero, the assessment component concerned. The
offence will be considered unspent in the event of any future proven breaches of the
Academic Conduct Policy.

16.6. For the avoidance of doubt, a student will be deemed to have attempted the Academic
Conduct Course once they have accessed the timed test component.

16.7. If the student successfully completes the Academic Conduct Course after the Module
Assessment Board has met, the Chair of the Module Assessment Board will be responsible

for ensuring that the correct assessment procedures are adhered to in order to confirm the
mark to be awarded.

PART F: CONFIRMATION OF ACADEMIC CONDUCT BREACH AND
PENALTY IMPLEMENTATION

17. Confirming a breach of the Academic Conduct Policy

17.1. A case file that has been received by Academic Services but is not eligible for a
standard penalty will be checked by the Assistant Manager (Student Casework) or nominee
to determine whether the case is eligible for a penalty to be applied as described in PART H,
or whether it must be referred to the Academic Conduct Review Panel.

17.2. The Assistant Manager (Student Casework) or nominee will check the case file for the
following:

17.2.1. The file contains the minimum of the Form AC-1 and the Turnitin report or
similar evidence document(s).

17.2.2. That the Chair of the Module Assessment Board has determined that, in their
academic judgment, the work has breached the Academic Conduct Policy and has
clearly indicated by what means.

17.2.3. The evidence and explanation provided by the Chair of the Module
Assessment Board matches the offence type and reasonably substantiates the
allegation.

17.2.4. The student is not eligible for a standard penalty.

17.3. Where all the above have been met, a penalty will be issued in the manner detailed in
PART H.
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17.4. Where all the above cannot be confirmed the case will either be:
17.4.1. Returned to the division for clarification or correction;

17.4.1.1. Where the documentation requires corrections, the student must
be notified and presented with the new documents.

17.4.2. Where the case is deemed to require further questions of the student it will
be referred to the Academic Conduct Review Panel (PART G).

PART G: ACADEMIC CONDUCT REVIEW PANEL

18. Scope and Composition of the Academic Conduct Review Panel

18.1. The Academic Conduct Review Panel (the Panel) will meet to hear all allegations which
could not be resolved by the procedure outlined in Part F.

18.2. The Panel will consist of a Chair and normally two members drawn from a pool of
academic staff appointed by the Head of Academic Standards & Governance on behalf of
Education Committee.

18.3. The Assistant Manager (Student Casework) will appoint a procedural advisor to the
Panel. In addition to giving regulatory advice, the advisor will be responsible for maintaining
an accurate record of the meeting.

18.4. The Chair of the Module Assessment Board or nominee who referred the allegation for
consideration will normally be asked to attend the hearing to present the case.

18.5. The University reserves the right to involve such other individuals in the hearing as it
sees fit.

18.6. When convening the Panel, the Assistant Manager (Student Casework) will try to
ensure, as far as possible, that it is academically independent of the student whose case is to
be heard. This will normally be achieved by the following:

18.6.1. At least one of the Panel members will be independent of the Faculty from
which the allegation originates; and

18.6.2. The Panel will not contain anyone who has been involved in the teaching or
assessment of the student in the module to which the allegation refers.

18.7. All hearings will normally take place online via Microsoft Teams, unless the Chair of the
Academic Conduct Review Panel requires the hearing to be in person, or where Disability
and Inclusion (Student Services) declare it is required as a reasonable adjustment.

18.8. All hearings will be recorded to ensure an accurate record has been made as detailed in
clause 19.4.

18.9. Staff and students have the opportunity to present their case in writing and in person
to the Panel. Other than through these channels, neither students, staff nor any other
individual may seek to influence the Panel or in any other way seek to sway the operation of
these procedures in relation to a case that has been submitted or which may be submitted in
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future. Doing so is likely to lead to the deferral of the case and a report being made to the
Head of Academic Standards & Governance for further action.

19. Scheduling and Notification

19.1. As far as possible, cases identified for hearing by the Panel will be scheduled for the
next available meeting, whilst making sure that the provisions of Clause 18 are adhered to.

19.2. Academic Services will send the student an invitation to attend the hearing at least 7
days before it takes place. The invitation will include the date, time and guidance on how to
join the meeting. This will be sent to the student’s University email account only.

19.3. The invitation letter from Academic Services will tell the student about their right to
attend the hearing. It will also explain that the student has the right to submit a written
statement if they want to.

19.4. The invitation letter from Academic Services will explain that the student can bring
someone with them to the hearing if they want. That person must be a student of the
University of Chester: it can be another student, or an officer of Chester Students’ Union. If
the student is under 18, they can also be accompanied by a parent or guardian. In all cases
such persons must bring ID to identify their relationship or position.

19.5. If a copy of the evidence for the case was not sent with the invitation from Academic
Services, the student will receive it at least 2 days before the hearing. The evidence will be
exactly what was sent to Academic Services by the Chair of the Module Assessment Board.

19.6. If any more evidence is presented within 48 hours of the hearing to the student, or if it
becomes available during the hearing, the University will still consider it as part of the case.
However, if this happens, the student will be given the option to continue with the hearing
or request the hearing is deferred to a later date.

20. Requests to Defer a Hearing

20.1. In order to resolve cases as quickly as possible, the Panel may be convened to hear
cases at any point in the year, including during vacation periods. Where a hearing has been
scheduled during term time a student can request a deferral of their case on one occasion
only, for one of the following reasons:

20.1.1. A clash with a scheduled teaching session or assessment.
20.1.2. A clash with a scheduled field trip or with work placement.
20.1.3. A clash with another academic requirement.

20.1.4. lliness of the student, or someone for whom the student has a caring
responsibility.

20.1.5. Work commitments (unless the student is part-time, this can only be cited
outside of term time weeks).
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the hearing and be accompanied by written confirmation from an appropriate member of
academic staff.

Modular Courses Assessment Regulations

20.3. In the case of 20.1.4. where the student cannot give notice in advance, a request for a
deferral must be made as soon as possible following the hearing and, in every case, within
no more than 3 days. It must also be accompanied by a valid medical certificate.

20.4. If the Panel meets on a date outside of term time weeks, in addition to the reasons
listed in 20.1., a deferral may also be requested on the grounds of a pre-booked holiday.

20.5. Requests to defer a hearing should be made by email to the Assistant Manager
(Student Casework). The process for doing this will be given in the invitation letter.

21. Conduct of Hearings of the Academic Conduct Review Panel

21.1. If the student fails to arrive at the hearing, by the time given in their invitation letter,
and they have not had a request to defer the hearing approved, the hearing will go ahead in
their absence.

21.2. Prior to the hearing, the members of the Panel will have received a copy of the case file
submitted to Academic Services by the Chair of the Module Assessment Board or nominee.
In addition, the Panel may take into consideration the following when deciding an
appropriate outcome:

21.2.1. Any written statements from the student which were not included in the case
file;

21.2.2. Any oral statements that the student wishes to make to the Panel at the
hearing and any oral statements made by anyone who accompanies the student to
the hearing; and

21.2.3. Any oral statements from any other relevant sources, including the Chair of
the Module Assessment Board who referred the case.

21.3. No one else is allowed to attend the hearing on the student’s behalf. However, where
the student is accompanied to the hearing, the Chair of the Panel may invite that person to
make a statement. That statement must be limited to general support of the student and
their circumstances. The person accompanying the student is not permitted to answer
guestions posed to the student by the Panel.

21.4. The hearing will be conducted in two parts:

21.4.1. In the first part the student, anyone accompanying them and the Chair of the
Module Assessment Board or nominee will be present. The purpose of this part of
the hearing will be to present the evidence to the student, to hear the student’s
response and any requests for mitigation. This part of the hearing will normally be
recorded.

21.4.2. The second part of the hearing will be conducted in private with only the
Panel members and the procedural advisor present. The purpose of this part will be
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for the Panel to review the evidence presented both in writing and during the first
part of the hearing and to consider an appropriate outcome. A written record of this
part of the hearing will be made.

22. Decisions of the Academic Conduct Review Panel

22.1. The outcome of the hearing will consist of:

22.1.1. A decision about whether the student’s work has breached the Academic
Conduct Policy; and, if the Panel decides that a breach of the policy has occurred,

22.1.2. Whether that breach of the Academic Conduct Policy is by means of
unacceptable academic practice or academic misconduct; and

22.1.3. What penalty should be applied. The Panel will be able to impose any penalty
listed within Part H Clause 21 as it sees fit to the specifics of the case providing
reason.

22.2. If the Panel decides that the student’s work does not breach the Academic Conduct
Policy, the matter will be referred back to the Chair of the Module Assessment Board who
will instruct the examiner to complete the assessment in accordance with the normal
procedures.

PART H: PENALTIES

23. Penalties

Where it has been determined that the assessment is in breach of the Academic Conduct Policy a
penalty will be issued by Academic Services as detailed in Part H of this policy. Clauses 24 and 25
provide detail and guidance on the penalty which will be issued.

23.1. Notwithstanding the provisions of Clause 24 and 25 the Academic Conduct Review
Panel may choose to consider the case in a different penalty stage than the applicable criteria
would suggest if it deems that the circumstances of the case warrant it. Where this happens,
they will seek advice from the Policy Officer, and reasons for doing so will be documented in
the record of the hearing.

Penalty A:

23.2. The student will be issued with a standard penalty in accordance with Clause
16.

Penalty B:
23.3. The component in question will be failed with a mark of 0.

23.4. The module in question will be failed with a mark of 0.
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23.5. The student’s final degree classification will be lowered by one class, AND The
module in question will be failed with a mark of 0.

23.6. The student's marks on all modules at the same level of study will be capped at
the pass threshold, AND the module in question will be failed with a mark of 0.

23.7. The student's marks on all modules at the same level of study will be failed
with a mark of 0, AND the module in question will be failed with a mark of 0. Where
permitted the student is entitled to reassessment.

Penalty D:

23.8. The student’s programme of study is terminated with immediate effect and
they are not permitted to submit any further work for assessment. They will be
entitled to an exit award if the total number of credits achieved based on all
assessments submitted to date entitles them to one, AND the module in question
will be failed with a mark of 0.

23.9. The student’s programme of study is terminated with immediate effect and
they are not permitted to submit any further work for assessment. All marks for
modules not yet ratified by an Assessment Board will be set to zero. They will not be
entitled to any award and may not re-enrol at the University for any other
programme of study, AND the Component in question will be failed with a mark of 0.

Further penalty information:

23.10. Where a student has three unspent offences their studies will normally be
terminated as per Penalty D 23.8.

23.11. Where a student has no further reassessment opportunity remaining, their
studies will be terminated as per Penalty D 23.8, except in Standard Penalty cases
where 24.6 is applied.

23.12. Where a student has previously been issued a penalty for breaching the
Policy, a further proven allegation will result in a penalty from a higher penalty
group, irrespective of any previous unspent offences. E.g. Where a student received
a penalty from Penalty C, any subsequent penalty will be from Penalty D.

24. Penalties for proven allegations of Unacceptable Academic Practice

24.1. If Academic Services or the Panel confirms that the student’s work has breached the
Academic Conduct Policy by means of unacceptable academic practice, the penalty will take
into account spent and unspent offences (see 5.7.).

24.2. In allegations of unacceptable practice where there are multiple allegations at the first
offence the cases will normally be considered concurrently.

24.3. Any subsequent cases received will be counted consecutively, with the exception of a
case where the assessment predates the AC-1 meeting with the Chair of the Module
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Assessment Board. In such circumstances the case will be considered as concurrent with the
earlier cases.

24.4. If the student would be entitled to a reassessment opportunity:

24.4.1. the student has had no previous offences recorded (at any level) and the
offence is one of unacceptable practice, the following penalty will be imposed:
Penalty A.

24.4.2. Where the student has one previous spent offence of unacceptable practice:
Penalty B.

24.4.3. Where the student has one previous unspent offence: Penalty C.

24.4.4. Where the student has two previous unspent offences: Penalty D.

24.5. If the student would not be entitled to a reassessment opportunity and has previously
been found to have breached the Academic Conduct Policy, the student’s programme of
study is terminated with immediate effect and they are not permitted to submit any further
work for assessment. They will be entitled to an exit award if the total number of credits
achieved based on all assessments submitted to date entitles them to one as per Penalty D.

24.6. Where a student is found to have breached the Policy for the first time at Level 5 or
higher and that breach has occurred in the final assessment attempt allowed by the
University, Academic Services will decide whether Penalty A or Penalty D should apply. The
following normally applies:

24.6.1. Academic Services may choose to consider the case in Penalty A if all of the
following criteria hold:

24.6.1.1. The module to which the offence relates permits internal
compensation of marks; and

24.6.1.2. Based on information available, there is a mathematical chance
that the student can pass the module overall if the moderated mark can be
awarded.

24.6.2. Academic Services must consider the case in Penalty D if any of the following
criteria hold:

24.6.2.1. The module to which the offence relates does not permit internal
compensation of marks; and/or

24.6.2.2. Based on information available, there is no mathematical chance
that the student can pass the module overall even if the moderated mark
can be awarded.

25. Penalties for Academic Misconduct

25.1. If it is determined that the student has breached the Academic Conduct Policy by
means of academic misconduct, the relevant penalty as detailed below will be applied.
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25.2. Academic Services will determine an appropriate penalty, taking into account any
previous proven breaches of the Academic Conduct Policy (whether by means of
unacceptable academic practice or academic misconduct), the number of proven allegations
in the current case, and the nature and seriousness of the allegations. There will also be
regard to any mitigation that the student has presented.

25.2.1. Where there are multiple allegations in the case, the Academic Services will
normally consider them consecutively.

25.3. Where the proven allegation is one of;
Falsification; or
Falsification by use of artificial intelligence; or

Research misconduct, where there has clearly been no risk of harm to others, no risk
to the reputation of the University AND the research was solely fabricated (in part or
full); or

Failure to abide by the examination regulations by means of unauthorised material,
but where the unauthorised material has no relevance to the examination.

The following penalties will apply;

25.3.1. The student has no unspent offences: Penalty B.
25.3.2. The student has one unspent offence: Penalty C.
25.3.3. The student has two unspent offences: Penalty D.

In all others cases the allegation will be referred to a full hearing of the Academic Conduct Review
Panel.

25.4. Where the proven allegation is one of commissioning then Penalty C will apply, except
in cases where 25.4.1. applies.

25.4.1. Where the allegation is one of commissioning and the student has been
found to have previously breached the Policy, at any stage and by any means, then
Penalty D will apply.

25.5. Fabrication of evidence or official documentation then Penalty D will be applied.

25.6. Cheating or other types of dishonesty will be referred to a full hearing of the Academic
Conduct Review Panel.

25.7. Where there are any concerns that the breach of Policy is more serious that originally
detailed in the allegation, and no penalty can be determined, Academic Services will refer
the case to a full hearing of the Academic Conduct Review Panel.
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PART I: REVIEWS AND APPEALS RELATING TO BREACHES OF ACADEMIC
CONDUCT

26. Independent Review of the penalty issued by Academic Services

At no point during a review or academic appeal is the student presented with the opportunity to
restate their case. Such opportunities have been given and academic judgment has been confirmed.

26.1. Upon conclusion of the case and a penalty has been applied the student may request
an independent review of the penalty.

26.2. Any requests for a review of the penalty must be received within 7 days of the outcome
being communicated. Such a request a request will only be considered if, in the opinion of
Academic Services, one or both of the following criteria have been met:

26.2.1. There is new evidence presented that may provide good reason for the
penalty to be adjusted;

26.2.2. The student has demonstrated or evidenced there was a procedural error in
the conduct of the Academic Conduct Policy which could have had a detrimental
impact on the consideration of the case.

26.3. Where Academic Services are satisfied that 26.2.1. of the criteria has been met, the
case file (all forms, evidence and any newly disclosed documents) will be sent to an
independent Chair of the Academic Conduct Review Panel for consideration.

26.4. Upon consideration of the case the Chair will decide one of the following;

26.4.1. The penalty was appropriate and/or there was no procedural error in the
conduct of the Academic Conduct Policy and no further action will be taken.

26.4.2. The new evidence presented by the student demonstrates a reasonable case
for consideration of mitigating the penalty. The Chair will then issue a new penalty in
line with Part H of this procedure.

26.4.3. Where the Chair cannot determine a reasonable penalty, or believes that the
case requires further consideration, they will refer the case to a formal hearing at the
Academic Conduct Review Panel.

26.5. Where Academic Services are satisfied that 26.2.2. of the criteria has been met, the
case will be referred to a formal hearing at the Academic Conduct Review Panel.

26.6. Where the student has failed to meet the criteria of 26.2. they will be informed by
Academic Services that their request for a review has been dismissed. An explanation will be
provided.

27. Appeals relating to breaches of the Academic Conduct Policy
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27.1. The final decision on whether a piece of work is in breach of the Academic Conduct
Policy made by the Chair of the Module Assessment Board or a Chair of the Academic
Conduct Review Panel will be regarded as academic judgment.

27.2. A student may not appeal against the final decision that a piece of work is in breach of
the Academic Conduct Policy solely on the ground of a disagreement with that decision.

27.3. Where a student is entitled to receive a mark for a piece of work found to have
breached the Academic Conduct Policy, that mark represents an academic judgment and
may not be the subject of an appeal.

27.4. A student is entitled to appeal on the grounds of a procedural or administrative
irregularity in the conduct of this procedure. Appeals must be submitted in accordance with
the Academic Appeals Procedure.

PART J: ADMINISTRATION

28. Reporting Outcomes

28.1. The outcome of an academic conduct case will be communicated to the student via
their University of Chester email account and to the Chair of the Module Assessment Board
no later than 14 days after the date of the penalty being confirmed.

28.2. Where it is found that the student has submitted work which breaches the Academic
Conduct Policy, that decision and the decision on penalty will be reported to the Academic
Registrar or nominee as follows:

28.2.1. In the case of a standard penalty, the Academic Registrar (or nominee) will be
notified after the expiry date of the student’s eligibility to complete the Academic
Conduct Course. AS will advise the outcome in accordance with the provisions of
Clause 15.

28.2.2. In all other cases, the Academic Registrar (or nominee) will be notified as
soon as possible after the conclusion of the case.

28.3. Any decision on penalty relating to components of assessment and/or module
outcomes made by the Academic Services or the Panel are binding on the Module
Assessment Board.

28.3.1. If the Module Assessment Board has not yet met to ratify the student’s marks
at the time the decision is made, it is the responsibility of the Chair of the Module
Assessment Board to enter the penalty decision on the student’s record.

28.3.2. If the Module Assessment Board has already met to ratify the student’s
marks at the time the decision is made, Registry will enter the penalty decision on
the student’s record.
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28.4. Any decision on penalty relating to the student’s programme of study and/or overall
award outcome made by Academic Services or the Panel are recommendations to the
relevant Awards/Progression Assessment Board.

28.4.1. If the Awards/Progression Assessment Board has not yet met to consider the
student’s eligibility to progress or for an award at the time the decision is made, the
recommendation will be reported by the Academic Registrar (or nominee) at the
appropriate time.

28.4.2. If the Awards/Progression Assessment Board had already met to consider the student’s
eligibility to progress or for an award at the time the decision is made, or where it is appropriate to
act prior to the next meeting of that Board, the Academic Registrar (or nominee) will seek to obtain
the consent of the Chair of the Board and, where required, the Chief External Examiner, to
implement the recommended outcome.

Section |l: Postgraduate Research Procedures

The University of Chester requires that students undertaking a programme leading to the award of a
postgraduate research degree create work that is substantially a product of their own original
research and writing. It further requires that any research undertaken by students of the University is
conducted ethically and with due regard to all applicable policies and procedures. Failure to adhere
to these principles may constitute a breach of academic and research integrity. Where there is any
suspicion that a student may be in breach of the PGR academic and research integrity policy, at any
point during their period of registration or following the conferment of a postgraduate research
degree, the procedure outlined below will be followed.

This section outlines the University’s expectations regarding academic integrity and the procedures
for addressing suspected misconduct in postgraduate research.

1. Introduction to the PGR Academic and Research Integrity Procedure
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1.1.This procedure relates to awards classified as postgraduate research degrees, as listed in the
Academic Regulations.

1.2. Where a breach of academic and research integrity is alleged in work submitted for assessment
in a module designated as ‘taught’ (for example, those relating to programmes leading to the
award of a professional doctoral degree or a Master by Research degree), the procedure outlined
in Section | of this Policy shall apply.

1.3.In the event of a dispute about the designation of a module or whether the student is at either
the taught or research stage of a programme, and therefore which procedure shall apply, the
Academic Registrar (or nominee) shall make a determination. That decision shall be final.

1.4.Throughout this procedure, the term 'work' refers to any documents, artefacts, presentations,
performances, publications or other material that a student registered on a programme leading
to the award of a postgraduate research degree might produce during the course of their
registration which is purported to be a product of their research and/or preparation for
examination.

1.5. Any investigations that may be carried out to gather evidence of violations of academic and
research integrity under this procedure will be conducted in accordance with the principles
outlined in the Procedure of the Investigation of Research Misconduct, published by the UK
Research Integrity Office.

1.6.For the purposes of this procedure, a student will be regarded as being in breach of the PGR
Academic and Research Integrity Policy if they act or behave in a manner that is inconsistent with
the definitions of Academic and Research Integrity given in 2.1.

1.7.Throughout these procedures, where reference is made to specific post-holders, the line
manager of that post-holder may nominate another person to act instead.

1.8.Throughout these procedures, indicative timescales are given in calendar days. However, where a
deadline (either for the appellant or for the University) falls on a Saturday, Sunday, English Bank
Holiday or any other day that the University is closed, the deadline is extended to 2pm the next
weekday (i.e. Monday — Friday).

2. Maintaining Academic and Research Integrity

2.1.In order to adhere to the University’s definition of academic and research integrity, students are
expected to abide by the following conventions when completing work during their period of
registration:

2.1.1. Acknowledge all sources of information, knowledge and ideas used when completing

work for submission by consistently and correctly using an acceptable referencing
system;
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2.1.2. Produce work that is the product of their own, individual efforts. An exception to this
is where a piece of work is the result of a joint or combined research effort (such as,
for example, a jointly authored research paper), whereby all contributing parties
should be appropriately acknowledged;

2.1.3. Declare whether they have used work before in a previous research output or
submission (whether successful or not) using an acceptable referencing system;

2.1.4. Present accurate information and data that has been obtained appropriately and
which is a fair representation of their own endeavours, knowledge and understanding;

2.1.5. Adhere and comply with all applicable regulatory, legal and professional obligations
and ethical requirements therein.

2.2.The University will make information on how to maintain academic and research integrity
available to students in ways that are appropriate and accessible. However, at all times, it is the
sole responsibility of the student to act in a way that is consistent with the principles set out in
2.1. and to seek advice and guidance if they are unclear.

2.3.The University draws no distinction between those who knowingly engaged in a practice
constituting a breach of academic and research integrity and those who may have done so
inadvertently by means of careless scholarship.

3. Allegations of Breaches of Academic and Research Integrity

3.1. Allegations of a student registered for a programme leading to the award of a postgraduate
research degree being in breach of academic and research integrity may be submitted by any
member of the University, Examiner, research sponsor, research participant, member of the
public or organisation.

3.2. Allegations should normally be made in writing to the relevant Head of Division or School as
soon as possible after suspicion arises. Any delays in reporting should be explained. If the
complainant is unable to ascertain who the relevant Head of Division or School is, the allegation
should be sent directly to the Head of Academic Standards & Governance who shall forward the
complaint.

3.3. Allegations should contain as much evidence as is available to the complainant.

3.4.The identity of the complainant will, as far as possible, remain confidential throughout the initial
stages of investigation.

3.5. Allegations of breaches of academic and research integrity may arise from the conduct of the
student and/or in relation to work created by the student. For example, this might include:
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3.5.1. Material created by the student for dissemination either internally or externally, where
the student identifies that work as being produced as a result of research or scholarly
activity being undertaken as part of their programme of study.

3.5.2. Work submitted as part of the annual progress monitoring cycle.
3.5.3. Thesis/dissertation/performance/exhibition presented for examination.

3.6.The University reserves the right to initiate an investigation, even if there is no specific
complainant, but where there exists good cause to suspect that a breach of academic and
research integrity might have occurred.

3.7.At any stage during a student’s period of registration, the relevant Head of Division or School, or
the Pro Vice-Chancellor (Research & Innovation), may require an electronic copy of any written
work be submitted for originality checking via Turnitin.

3.8.Where a student is required to submit an electronic copy of their written work, failure to do so in
a format that can be accepted by Turnitin for the purposes of originality checking, may constitute
a disciplinary matter.

3.9.Where the allegation arises during the course of the examination process, the examination shall
be suspended and the matter reported to the Head of Division or School. The point at which this
occurs shall be determined by the Examiners alone:

3.9.1. Inthe event that a breach of academic and research integrity is suspected prior to the
conduct of the viva voce, the Examiners may either suspend the examination at that
point, or may continue with the viva voce if they are of the opinion that the candidate
may be able to explain the aspects of their work which are thought to be problematic.

3.9.2. Inthe event that a breach of academic and research integrity is suspected during the
conduct of the viva voce, the Examiners shall determine an appropriate point at which

to conclude proceedings and suspend the examination.

3.9.3. lIrrespective of the point at which the examination is suspended, the Examiners shall
refrain from making any recommendation as to the outcome of the examination.

4. Academic Division Procedures

4.1.The Head of Division or School will consider any allegation of a breach of academic and research
integrity and give preliminary consideration as to whether there is sufficient concern to warrant
further investigation.

4.2.The Head of Division or School may, if they wish, require the student to submit an electronic
copy of any written work for the purposes of originality checking via Turnitin (see 3.7. and 3.8.).
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Such a request will be without prejudice to the decision on whether to undertake further
investigation.

4.3.The Head of Division or School will determine whether there is, prima facie, evidence of a breach
of academic and research integrity in the work. They make take advice from any member of the
University to make such a determination. Where the Head of Division or School believes that
such evidence does exist, the student will be invited to discuss the matter.

4.4.Following the meeting with the student, the Head of Division or School will decide whether or
not to refer the matter to the PGR Academic Integrity Review Panel. Where the matter is
referred, the Head of Division or School will:

4.4.1. Write to the Assistant Manager (Student Casework) and request the convening of the
PGR Academic Integrity Review Panel;

4.4.2. Provide a written report for the attention of the PGR Academic Integrity Review Panel
outlining the nature of the allegation and the actions taken in respect of it; and

4.4.3. Supply a copy of any evidence used to substantiate the allegation.

4.5.1n cases of plagiarism, where identical or very similar source material can be found in more than
one location, an example source shall be regarded as evidence.

4.6.Where the allegation has arisen during the course of the examination process, the Head of
Division or School shall, in every case, refer the matter to the PGR Academic Integrity Review
Panel following the procedure outlined at 4.4.

5. PGR Academic Integrity Review Panel

5.1.Cases referred to the PGR Academic Integrity Review Panel (the Panel) will normally be
scheduled for hearing within 28 days of the request for the convening of a meeting.

5.2.The student shall be informed of the date of the hearing as soon as reasonably practical and, in
all cases, will be given no less than 7 days’ notice.

5.3.The student shall be informed of their right to appear before the Panel and/or submit a written
statement to be circulated to members of the Panel in advance of the hearing.

5.4.No less than 7 days prior to the hearing, the student will be provided with a copy of the report of
the Head of Division or School and any other documents submitted to the Panel. At the same
time, the student shall also be notified of the names of any individuals invited to attend the
hearing (see 5.13.)

5.5.1f further evidence of a breach of academic and research integrity comes to light before or during
the hearing, but after the initial disclosure of evidence to the student, the University reserves the
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right to take this additional evidence into account. Where this happens, the student must be
provided with a copy of the additional evidence against them and be given an appropriate
amount of time to prepare a defence should they wish to do so.

5.6.0ther than through the presentation of their defence via the means explained in this procedure,
students against whom an allegation has been made, or any other individual, must not seek to
influence the Chair or members of the Panel or in any other way seek to sway the operation of
the procedure described here. Any attempt to do so may constitute a disciplinary matter.

5.7.Neither the University nor the student may be legally represented at meetings of the Panel.
5.8.The student may be accompanied by a member of the University of Chester, who should
normally be either a fellow student or an officer of Chester Students’ Union. The name and
status of any person accompanying the student must be notified to the Assistant Manager
(Student Casework) no less than 2 days prior to the hearing.
5.9.The student shall respond to the allegation personally and cannot delegate the response to a
third party, nor shall a third party be permitted to attend the hearing on behalf of a student
without their presence. No discussions will be entered into with a third party about the matter.
Notwithstanding this, where the student is accompanied at the hearing in accordance with 5.8.,
the Chair of the Panel has discretion to permit that person to make a statement on behalf of the
student.
5.10. The PGR Academic Integrity Review Panel will be composed as follows:
5.10.1. A Chair, who will normally be a Dean, Associate Dean or Head of School; and
5.10.2. Two members of academic staff, at least one of whom shall appear on the Accredited
PGR Supervisor List and neither of whom shall be from the division(s) in which the
student’s supervisors are based.
5.11. The Head of Academic Standards & Governance (or nominee) shall appoint a procedural
advisor who shall also take a formal record of proceedings, but who shall not be a member of the
Panel.

5.12. The Panel shall be deemed quorate when 100% of the membership is present.

5.13. Prior to the hearing, the Chair of the Panel shall normally request the attendance of the
Head of Division or School and, where appropriate:

5.13.1. The internal examiner;

5.13.2. Witnesses to any alleged breach of academic and research integrity;

5.13.3. The complainant.
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6. Conduct of the Hearing

6.1.The student may request a postponement of the hearing on one occasion only and for good
cause. Such a request must be submitted to the Chair of the Panel via the Assistant Manager
(Student Casework) no less than 24 hours prior to the meeting.

6.2. Where the student fails to notify of their intention to attend by a deadline stipulated, or having
given notice of their intention to attend, fails to do so, the hearing will normally go ahead in their
absence.

6.3.The student may request that the hearing goes ahead in their absence.

6.4.1n the event that a hearing has been conducted in the student’s absence, where the student is
later able to demonstrate good cause for their absence and failure to notify the Assistant
Manager (Student Casework) in advance of the meeting, the Chair of the Panel has discretion to
void any decisions made and convene a fresh meeting.

6.5.All hearings will normally take place online via Microsoft Teams, unless the Chair of the Panel
requires the hearing to be in person, or where Disability and Inclusion (Student Services) declare
it is required as a reasonable adjustment.

6.6.The hearing will normally be conducted in two parts:

6.6.1. The first part shall be devoted to the presentation of the case, the hearing of the
defence and questioning of relevant individuals. A recording of the first part shall
normally be made.

6.6.2. The second part shall be devoted to the deliberation of the Panel. The second part
shall be conducted in private with only the Panel members and procedural advisor
present. Only a written record shall normally be made.

6.7.1f further evidence has come to light before or during the hearing which the student has not

been provided with previously or has had insufficient time to consider it, the Chair of the Panel
shall normally adjourn the hearing to a later date.

7. Decisions of the PGR Academic Integrity Review Panel

7.1.1n respect of each allegation, the Panel shall determine either that it has been proven or not
proven.

Allegations that are not proven

7.2.1f an allegation of a breach of academic and research integrity is found not proven, no penalty
shall apply and the student must be returned to the position they were in before the allegation
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was made. The mechanism for doing this may vary depending on the stage that the student was
at when the complaint was received.

7.3.Where the complaint did not originate from the annual progress monitoring procedures, nor
the examiners, the student shall receive a letter from the Chair of the Panel confirming the
decision. The Panel shall normally invite the Academic Registrar (nominee) to consider whether it
would be appropriate to permit an extension to the student’s registration at least equivalent in
length to the period of time between the submission of the complaint and the decision of the
Panel.

7.4.Where the complaint originated from the annual progress monitoring procedures, the student
shall receive a letter from the Chair of the Panel confirming the decision. Where appropriate, the
student shall be given the opportunity to submit a new annual progress report for scrutiny. The
Panel shall normally invite the Academic Registrar (or nominee) to consider whether it would be
appropriate to permit an extension to the student’s registration at least equivalent in length to
the period of time between the submission of the complaint and the decision of the Panel.

7.5.Where the complaint originated from the examiners, the student shall receive a letter from the
Chair of the Panel confirming the decision and the examination shall recommence. The Panel
shall also normally recommend to the Senior Faculty PGR Tutor that new examiners should be
nominated in accordance with the procedure set out in the Postgraduate Research Degrees Code
of Practice.

7.6.Where the complaint was made following the conferment of a degree, the graduate shall receive
a letter from the Chair of the Panel confirming the decision.

Allegations that are proven

7.7.1f an allegation of a breach of academic and research integrity is found proven, the PGR
Academic Integrity Review Panel shall determine an appropriate penalty. Such a penalty shall
normally be determined by the stage that the student was at when the complaint was received.

7.8.1n each case, where an allegation is found proven, on the advice of the Panel, the University shall
issue a final written warning which may include any or all of the following (this shall not apply if
the Panel recommends that the student’s registration be terminated):

7.8.1. Arequirement to undertake some specified training;

7.8.2. Arequirement to comply with additional supervision requirements as specified by the
Panel;

7.8.3. Arequirement to undertake actions specified by the Panel to compensate for harm;

7.8.4. Arequirement to use their best endeavours to retract their publications.

7.9.Where the complaint did not originate from the examiners, the Panel may:

7.9.1. (in addition to the final writing warning at 7.8.) recommend to the Postgraduate
Research Degrees Awards and Progression Board that the student, registered on a
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programme leading to the award of the degree of Master of Philosophy, not be
permitted to upgrade their registration to a programme leading to the award of the
degree of Doctor of Philosophy; or

7.9.2. (in addition to the final writing warning at 7.8.) recommend to the Postgraduate
Research Degrees Awards and Progression Board that the student, registered on a
programme leading to the award of the degree of Doctor of Philosophy, have their
registration downgraded to a programme leading to the award of the degree of
Master of Philosophy and not be permitted to reapply for an upgrade at a later date;
or

7.9.3. (in addition to the final writing warning at 7.8.) recommend to the Postgraduate
Research Degrees Awards and Progression Board that the student, registered on a
programme leading to the award of a professional doctoral degree, not be permitted
to progress to, or continue with, the research phase and be limited to the award of
the degree of Master of Professional Studies, should they obtain sufficient credits
within the maximum registration period permitted; or

7.9.4. recommend to the Postgraduate Research Degrees Awards and Progression Board that
the student’s registration be terminated.

7.10. In addition to the provisions of 7.9., where the complaint originated from the annual
progress monitoring process or the confirmation of target award process, if the Panel does not
recommend the termination of the student’s registration, it shall normally instruct the student to
withdraw the piece of work in question and refer the matter back to the Independent Progress
Assessment Panel.

7.11.  Where the complaint originated from the examiners, the Panel may:

7.11.1. recommend to the Postgraduate Research Degrees Awards & Progression Board that
the candidate be permitted to make alterations to the thesis and re-present it for
examination. This outcome may only apply if, in the opinion of the Panel, the evidence
presented makes it reasonable to assume that the allegation has arisen because of
minor oversight and/or poor academic practice on the part of the candidate which can
be easily rectified, normally within no more than one month;

7.11.2. recommend to the Postgraduate Research Degrees Awards & Progression Board that
the outcome of the examination should be to permit the candidate to undertake
substantial revisions to the work and to make an application for the award on one
occasion only, provided that the application is made no later than one calendar year
from the date of the formal notification of the outcome;

7.11.3. recommend to the Postgraduate Research Degrees Awards & Progression Board that
the outcome of the examination should be to permit the candidate to undertake
substantial revisions to the work and to make an application for the degree of
Master of Philosophy with a further viva examination, on one occasion only, provided
that the application is made no later than one calendar year from the date of the
formal notification of the outcome; or
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7.11.4. recommend to the Postgraduate Research Degrees Awards & Progression Board that
the student’s registration be terminated. In the case of a student registered for a
professional doctoral degree, the Panel may determine their entitlement to the degree
of Master of Professional Studies in the event that the candidate has already obtained
sufficient credits.

7.12. In all cases where the Panel determines an outcome described in 7.11 the normal
expectation is that the original Examination Panel will be invited to re-examine the candidate.
However, at its discretion and providing sufficient justification, the Panel may recommend to the
Postgraduate Research Degrees Awards & Progression Board that the original Examination Panel
be dissolved and new examiners appointed in accordance with the procedure outlined in this the
Postgraduate Research Degrees Code of Practice.. Where this occurs, the Panel shall normally
also recommend that the new Examination Panel only be informed that it is examining a
resubmission, but not the reasons for that resubmission.

7.13.  Where the complaint was made following the conferment of a degree, a report shall be
made to Senate which may have recourse to the power to revoke the degree in accordance with
the Principles and Regulations.

Disciplinary matters

7.14. Irrespective of whether or not the PGR Academic Integrity Review Panel finds an allegation
proven, where it considers that the student’s actions or inactions may have brought the
University into disrepute, it may refer the matter to the University Proctor for consideration
under disciplinary procedures.

7.15. Ininstances where an allegation of a breach of academic and research integrity is found to

have been proven, the decision to refer the matter to the University Proctor may be in addition
to an academic penalty.

8. Appeals against decisions of the PGR Academic Integrity Review Panel

8.1.The decisions of the PGR Academic Integrity Review Panel are ones of academic judgement. A
student or graduate may not therefore appeal against the decision on the ground of
disagreement with the Panel’s decision.

8.2.The grounds for appeal and the procedure to be followed is outlined in the Academic Appeal
Procedure.

Supporting Forms and Documents
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Form AC-X
Form AC-1

Form AC-EX (Examinations)

Form AC-0

Letter AC Allegation

Viva Voce Guidance

Information for Staff

Information for Students

Standard Penalty Guidance
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https://portal1.chester.ac.uk/aqs/PublishingImages/Pages/aqs-information-staff-forms/Form%20AC-X.docx
https://portal1.chester.ac.uk/aqs/PublishingImages/Pages/aqs-information-staff-forms/Form%20AC-1.docx
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https://portal1.chester.ac.uk/aqs/PublishingImages/Pages/aqs-information-staff-forms/Letter%20AC%20Allegation.docx
https://portal1.chester.ac.uk/aqs/PublishingImages/Pages/aqs-information-staff-guidance-policy/Viva%20Voce%20Guidance.pdf
https://portal1.chester.ac.uk/aqs/Pages/aqss-academic-conduct-information-staff.aspx
https://portal1.chester.ac.uk/aqs/Pages/aqss-academic-conduct-information-students.aspx
https://portal1.chester.ac.uk/aqs/PublishingImages/Pages/aqs-information-staff-guidance-policy/Standard%20Penalty%20Guidance.pdf
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