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Part 1: INTRODUCTION

Excellence in research and scholarship depend$eriteativity, hard work, and dedication
of its practitioners. It also depends on integriyshonesty and fabrication fundamentally
undermine the worth and usefulness of researchostmet scholarly work.
(University of Alberta Research and Scholarshigdnity Policy)

This handbook is intended to provide basic resauf@elnstructors and Teaching
Assistants (TAs) to promote academic integrityhia €lassroom or lab and to
address any incidents of inappropriate academiaietr that may arise.

The regulations are set out in fiede of Student Behavio(fithe Code”).
Everything you need to know about the proceduresgdaling with academic
misconduct is outlined in Secti@&®.5.40f the Code.

To augment the Codghe Truth In EducatiofTIE) program focuses on prevention
of academic dishonesty by promoting integrity.

These two approaches are complementary and togethework to reduce the
number of incidents of inappropriate academic biehawand encourage a climate
of integrity.

Instructors and TAs are the
point of first contact and play
a key role in both prevention
and detection of inappropriate
academic behaviour. The
following information is
intended to guide you through
the process from prevention to
detection to reporting any
cases that do arise. A list of
resources is also provided for
further information.

Due to the shifting nature of
online materials, URLs are
not included in the print version of this documétur live links to all of the
resources mentioned in this Handbook, go to thetreleic version on the Truth In
Education website atww.ualberta.caltie
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Code of Student Behaviour

The official version of th€ode of Student Behavioig online, located on the
University Governanceebsite. It is organized into broad categoriesluiding
rights and offences under the Code, sanctionstaiditnpact, the discipline
process, and appeals.

Following is a summary of offenceshat relate tognappropriate academic
behaviour please check the Code online for the most detaifed current
information.

Plagiarism
Submitting the words, ideas, images or data ofterqterson’s as one’s own.

Cheating
There are five categories of cheating:

a) Possessing unauthorized material,

b) Misrepresenting one person as another for an exarasignment,
c) Substantial editorial or compositional assistance,

d) Resubmitting material already graded for credit| an

e) False or fabricated claims, data or references.

Misuse of Confidential Materials
Procuring, distributing or receiving any confidehticademic materials (e.g.
pending tests or assignments).

Research and Scholarship Misconduct

Refers to the Research and Scholarship IntegriligyPas it relates to students.

Inappropriate Behaviour in Professional Programs
Students in professional program are also bourntié¥Professional Code of
Ethics governing that profession. To violate thel€of Ethics is to violate the
Code of Student Behaviour.

Misrepresentation of Facts
Misrepresenting facts for the purpose of obtaininfair academic advantage.

Participation in an Offence
Knowingly helping or encouraging other studentsdmmit an offence under
the Code.

Bribery
Offering money or other benefits in exchange fadmmic advantage.

It is important to become familiar with the Codecantains valuable information
on charges, sanctions, and procedures for Instsjdbeans and Discipline
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Officers, as well as a full description of proceshifor the University Appeals
Board (UAB) in the few cases that are appealed.

Truth In Education: TIE Integrity into Learning

While the Code of Student Behaviour provides thesand regulations, thHidE
programprovides the education for prevention of academigconduct and the
promotion of academic integrity.

The program is based on a project undertaken b€émeer for Academic Integrity
(CAl). It promotes five values essential to acadeimiegrity as the means to
achieve a culture of integrity on post-secondammases across North America.
The five fundamental values at#®ONESTY, TRUST, FAIRNESS, RESPECT,
andRESPONSIBILITY .

The promotion of these values with respect to awécletegrity is a key part of the
educational process. While students, faculty amdiaidtration need to be informed
about the Code of Student Behaviour, it is berafic discussvhy we hold
ourselves to those standards. Humdamental Valueare a good starting place for
that conversation.

The TIE program also provides a comprehensive wehsth resources for
students and instructors on how to avoid, prevedtaddress academic dishonesty:
www. ualberta.ca/TIE
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Part 2: PREVENTION

Integrity Education

Whitley and Keith-Spiegel identify a connectionweén what happens in the
classroom and students’ attitudes about academeigrity. Students are more likely
to embrace academic integrity when they believe grefessors are fair,
respectful, trustworthy and honkst the same qualities we expect of them.
McCabe and Christenson-Hughes showed similar fgglin their academic
integrity study of Canadian universitiés.

An integrated approach to academic integrity shaudtide integrity education and
clear, fair, universally applied policies. Noah dfuksteiri propose four approaches
to minimizing academic misconduct:
a) Reduce incentives, or reducing the potential (ocgiged) benefits of
cheating,
b) Reduce opportunity and maximize probability foredtion, that is, set up
situational constraints,
c) Clarify, publicize and enforce sanctions, and
d) Build an academic community that regards acaderiscanduct as
unacceptable. Peer disapproval is one of the stsirdpterrents to
academic dishonesty.

There are some very simple ways to
build integrity education into the
classroom and demonstrate your
belief that this is an important issue.
Chances are good that your students
will follow your lead. The following
pages give some general suggestions
for preventing plagiarism and
cheating. Because the demands and
objectives of each course are
different, not all of the suggestions
are appropriate for all situations. Be
sure to customize your prevention program to tredsef your class for optimum

! Whitley, B.E. and Keith-Spiegel, P. (2002cademic Dishonesty: an Educator's Guitahwah, NJ:
Lawrence Erlbaum Associates.

2 Christensen Hughes, J.M. and McCabe, D.L. (2006ad&mic Misconduct within Higher Education in
CanadaThe Canadian Journal of Higher Educatid86)2, 1-21.

% Noah, H.J. and Eckstein, M.A. (200Fraud and Education: the Worm in the Appiéaryland, USA:
Rowman & Littlefield. 136.
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effectiveness. Students respond better to situapesific instructions than generic
ones. Choose whatever tips are usefyioar classroom and applicable to your
assignments and exams.

Tips for Promoting Academic Integrity
1. Make your expectationdear andexplicit. For example, discuss how the
Code’s definition of plagiarism applies to the sfie@assignments in your
class.

2. Discuss academic integrity with your students. Tivdlylikely remember
the conversation if they are the ones who genétates on why academic
integrity is important.

3. Make sure the academic integrity policy is expljcgtated on your
syllabus. The statement required by the Univeisitycluded in the
Marking and Grading Guidelined General Faculties Council Policy (also
available on the TIE websiteResources for Instructomage).

Situational Constraints:  Preventing Plagiarism on Papers

Discuss plagiarism and appropriate use of sourceRmss.

Assign essay topics that are specific to your amargd timely in nature,

and therefore impossible to find on the Internet.

Give clear guidelines for format.

Acknowledge that proper citation is a skill thaqu&es practice.

Provide bibliography resources (websites, textbpbiadouts, etc.).

Analyze a term paper from the Internet in classs phovides dual benefits

in that your students learn that you are awardé®paper mills, and they

also learn that the quality of the term papers i@ can be questionable

(see Resources section on page 16).

Make it clear that all sources — print or electconimust be cited.

Assign term papers in stages: outline, bibliograpbygh draft, final draft.

Use in-class writing assignments.

0. Give assignments in which the objective is to gué websites, thereby
avoiding the temptation for students to copy them.

11. Be explicit about possible sanctions, includinduia on the essay, failure

in the course and suspension or worse.

N e
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Situational Constraints: Preventing Cheating on Te  sts
1. Discuss cheating and academic integrity in class.
2. Change your exam every term.
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12.

13.

14.

Situational Constraints:

Use alternating formats so students seated nexadb other are not
writing identical exams.

Carefully proctor your exams. Be sure there arécseifit proctors for the
size of the class.

Check OneCards at the beginning of the exam. Ifstimgents are unable
to produce ID, make arrangements for them to ptakeir OneCards to
you before you mark their exams.

Wherever possible, seat students with a desk indzet them.

Provide scratch paper if required.

Record the seating arrangement where possible.

Where possible, use long answer/essay format.

. Formulate questions in which students are requoepply knowledge

rather than memorize and reproduce answers.

. Have students put all

bags/coats/hats/electronic

devices at the front or side

of the room.

If possible, have students

answer directly on the exam

rather than in an exam

booklet.

Be aware of technologies

that could allow cheating,

e.g. programmable

calculators, cell phones,

pagers, palm pilots, iPods, MP3 players, etc. 8sethe University of
Alberta Examinations policy in section 23.5 of 2@09/10 Calendar.
Be explicit about possible sanctions, includinduie on the exam, failure
in the course, suspension, and expulsion.

Preventing Inappropriate

Collaboration

1.

2.
3.
4

Be explicit about how much, if any, collaboratierailowed and how it
should be acknowledged.

Provide a protocol for group work specific to thesignment.

Clearly explain how group assignments will be assés

Make sure your students know that working togettieey they’'ve been
instructed to work individually is an offence undiee Code.

Be explicit about acceptable use of tutors, ediémd translators. Refer
students to the Section of the CodeGireating(Section 30.3.2(2)c).

7
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Part 3: DETECTION

Exams

Detecting cheating in an exam may be as simpleitagssing the act. However, it
is always best to call it to the attention of amotproctor if you witness cheating, so
that both of you can document what you see in ngitNote the seating
arrangement around the student you suspect ofingesid put his or her exam
aside when it is handed in, along with any examssuspect were being copied. Be
sure to allow the student to finish the exam. Unhatized materials (cheat sheets,
electronic devices) should be confiscated disgreteithout disrupting the class. If
the information is contained on a device (e.g. paognable calculator or cell
phone) confiscate the item only for the time itdako record the information in the
presence of a colleague before returning it tosthdent.

If two students are observed working together,rdisty separate them and clearly
mark on their exams (in ink) the point at whichythreere moved for later
comparison.

While observational data are helpful, they areatafys reliable. In some cases,
statistical evaluation of students’ exams may bealse. In considering evidence,
the University of Alberta uses a standard callethBeze of Probabilities, the same
standard of proof used in civil legal cases. Rathan the criminal system’s
‘beyond a reasonable doubt’ requirement, the Balarid®robabilities leads to the
most likely conclusion, given the evidence presgriidne more information you
can gather and document, the better.

Typical indicators are verbatim answers to longasrgjuestions or strings of
identical choices in multiple-choice exams, esgdbci@hen two students have the
same incorrect answer(s), unusual formulationsistakes.

It's a good idea, if possible, to photocopy or titly scan exams or assignments
before you hand them back. In the unlikely casedrsiudent changes the answers
and resubmits the assignment for extra marks, gowcompare the copy to the
original to be sure nothing was altered (Misrepnéstion of Facts).

Term Papers

The most common type of plagiarism on term papers ht the University of
Alberta tends to be the unacknowledged use of seeseor paragraphs from
websites. Robert Harris lists several ways to dgtlagiarized passages, including
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abrupt changes in style or diction, unusual or mststent formatting, and obvious
references to facts or people outside the scopieegapef.

The easiest way to check whether material was ddpien a website is to type a
suspect phrase (in quotation marks to find the tgx@a@se) into a search engine like
Google Start with a concise but distinctive phrase nathan an entire sentence. Be
alert to the possibility that some websites alsduite plagiarized material and you
might find several sites containing exactly the samords or ideas.

You may also find a phrase in a term paper thatdstamiliar. Keep copies of
previous term papers, just in case you run acroeshtat has been resubmitted or
plagiarized from another student.

Assignments

As always, prevention is better than detection.dtetlents know specifically what
you expect on labs and assignments concerning gvoup or collaboration. If you
allow collaboration, how much is acceptable? At iyt@int does collaboration
cross the line into Plagiarism, Cheating or Pgyéition in an Offence?

Detecting inappropriate collaboration may be agp&mas noting that two or more
assignments contain similar or identical responsgsecially in terms of diction,
formatting or unusual formulations or mistakes.

Part 4: INVESTIGATING & REPORTING

Guidelines for Meeting with Students about Inapprop riate

Academic Behaviour

Discovery of academic dishonesty of any kind castbessful. All charges of
academic dishonesty under the Code are adjudibgtédte Dean or designate. As
an instructor, the Codequires you to meet with the student(s) who halegedly
committed the offence before submitting the casbédDean. The following is a
guide to use in your conversation with your stud¥iou are not required to follow
this format, and deviations from this guide wilttzénly not result in legitimate
cases being dismissed. This is intended to easstré®s involved with this process
for both the instructor and the students. See thie®f Student Behaviotor the
section orProcedures for Instructors

4 Harris, Robert A. (2001Yhe Plagiarism Handbookos Angeles: Pyrczak Publishing.
9
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Before the meeting
- Make an appointment to speak to the student(spere their

confidentiality (e.g., do not make a general anmeuament to the class).
Email is an effective and discrete way to conthet.
Be clear about the reason for the meeting. For plgMi have noted some
problems with your use of sources in essay #2 anddiike to discuss
them with you.”
Provide a date by which you would like to meet.rBasonable, taking into
account that students may have exams, jobs, or ctimemitments that
may prevent them from meeting with you immediately.
If several students were involved in the same afemeet with them
individually.

Inform the students about ttudent OmbudServica neutral office that advises
students on their rights and responsibilities. AnlDdsperson can assist them
throughout the discipline process.

Since you do not impose sanctions under the Caxease not required to allow the
student to bring an advisor. When meeting withualeht, however, it may be
beneficial to have another person in the room.example, a student may not be
able to communicate effectively when nervous an@atbudsperson can help
prepare the student beforehand as well as providimgl support during the
meeting. The Ombuds can also offer information olicg and process, and provide
some consistency between the meeting with you apdabsequent discipline
meetings the student may face. If you do havérd farty in the meeting,
remember that you and the student are the two paaticipants in the discussion.

10
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During

the meeting
Treat the student with respect.

Allow the student to examine your evidence.
Explain what you suspect and why.

Give the student an opportunity to respond. S/hg Ineaable to provide a
plausible explanation. Conversely, this may be gpootunity for a student
who would like to take responsibility for the offanto do so.

Be prepared for possible false excuses, but opedeadienough to
consider plausible explanations.

If, at the end of the meeting, you believe thers wa&ode violation, advise
the student that you arequired to turn the case over to the Dean of the
Faculty and that you do not have the discretioimfmose any sanctions on
your own. You may wish to provide reasons for thigintaining
consistency across the Faculty and providing opipdst for appeal are

two of the principles behind our procedures.

If you are planning to send the case to the Desrhé student know that
the Dean’s office will be contacting him or hemtake an appointment.

Avoid threatening to send the evidence to the Detre student doesn't
confess. You are required to send the case oretBéananytime you
suspect inappropriate academic behaviour.

Avoid telling the student that you will simply agsia zero on the paper.
Our system is based on Natural Justiogeaning that a student has the
right to a full investigation before any sanctisrgiven. If you give a zero
on the paper without sending the information otheoDean, not only are
you acting without proper authority, but you ar@iling the student of
any right to appeal. It could also constitute validunds for a grade
appeal.

After the meeting

Provide enough information in your report to theaDéor him or her to
follow up. A checklist is provided on the followingage. If you prefer, you
can download the Reporting Form from the Truth du&tion website
under Resources for Instructors.

® See §30.1.1 of the Code of Student BehavidRights Under the Coglefor an example of
principles of natural justice.

11
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If a case is still unresolved at the end of a teaport the student’s grade
as IN (incomplete).

The course instructor receives copies of any datésinade in the case,
including those of the Dean, the Discipline Offiegrd the University
Appeal Board.

Guidelines for Reporting to the Dean

If you believe that there has been a violatiorhef €Code of Student Behaviour, you
are required to submit a separate written repatiéddean or designate (often an
Associate Dean) of your Faculty for each studevlved. The more details you are
able to provide, the more informed the Dean’s deciwill be. Following is a
checklist of information to include when reportitegthe Dean:

Student name and ID number
Course and section number
Nature of suspected offence
Record of meeting with student
Date
Who attended
Summary of discussion and notes from observeppfieable
Evidence — examples might include:
Assignment or examination sheet
Assignment, paper or other work in question, cresrenced
with suspected source
Student’s examination, areas of concern highlighted
Photocopy or print-out of source with areas of &nc
highlighted
Copies of other students’ relevant work
Proctor statements or other eye-witness accodrasailable
Entire course outline or syllabus
Any other relevant handouts or information you ggoer students (e.g. a
handout on proper citation or academic honesty)
Account of any discussions of academic integritglass
Recommendation for a sanction based on your assessifithe situation.
Sanctions can range from a letter of reprimandrecammendation for
suspension or expulsion. See §30.4.3 of the Cadaviglablesanctions
Your contact information, including name, telephomenber and/or email
address

12
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Anonymous Reports

On occasion, students report witnessing other stsdmgaging in dishonest
behaviour but wish to remain anonymous. While itriportant to take these
students seriously and follow up on their allegagiof misconduct, it is equally
important that the accused student has the opptrtorrespond to the allegations.
Part of knowing the case against oneself is knowihg has made the allegation.
Consequently, it goes against the principles ofiNdtJustice to lay Code charges
based solely on an anonymous report; it is necgssdind corroborating evidence
in order to proceed.

It takes courage and conviction, however, for desti to come forward with a
complaint, even if it's one you are unable to werifi the same way we want to
treat accused students fairly, it is importanttoadlienate the students who are
trying to do the right thing by bringing academishibnesty to our attention. We
should be sure to communicate some kind of resmiut the students who brought
the situation to light in the first place. Whilevyacy law prevents us from
disclosing the actual details and outcome of a,casecan thank them for coming
forward and assure them that the University takes toncerns seriously and is
doing all it can to address the issue of academbégrity.

In the end, while you may not have enough inforaratd proceed with charges
against a particular student, you may certainlyehsame ideas as to how to prevent
the same kind of activity in the future. Procedutzinges designed to prevent
academic dishonesty benefit everyone involved,thadtudents who initiate them
can know, at the very least, that they have mazctm#ibution to academic integrity
at the University of Alberta.

13
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Graduate Students

The Code applies equally to graduate and undergtadiiudents. The process is
also identical, with one exception: If a gradudtelent commits an act of
inappropriate academic behaviour in a course,gpert should be directed to the
Dean or designate of the Faculty in which the apisoffered. If the academic
dishonesty occurs in the context of activitiestadasolely to the degree (for
example, comprehensive exams, a thesis or digsejtahe report should be
directed to the Dean or designate of the Facul@raduate Studies and Research.

Natural Justice

The University of Alberta is dedicated to the pibes outlined in this handbook.
Because we demand honesty, trust, fairness, reapdaesponsibility from our
students, we are called upon to model those vallies. Code stipulates procedures
from the very beginning of the process througtofinal appeal. These procedures
are designed to ensure that all students are tré&zitdy as they go through the
discipline process. They also protect instructoasnfuncertainty and, when

followed properly, they protect the University frditigation.

The Code also outlines rights afforded to
the students, including the right to an
advisor, the right to be heard, the right to an
unbiased decision maker, and the right to
be presumed innocent until it has been
established on the balance of probabilities
that the student did commit the offence.
Instructors are advised to become familiar
with these rights to ensure that the
principles of natural justice are followed.

When in doubt, it's best to consult on the procBsgh theOffice of Student
Judicial Affairsand theStudent OmbudServicare available to provide information
on the discipline process. Because they are nethelDmbudService can provide
information and advice on procedure and naturaige$o instructors as well as to
students.

The following page contains a summary of the pre@esording to the Code of
Student Behaviour.

14
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PART 5: DISCIPLINE PROCESS

Fig. 1
Discipline
Process

Note: The
Code of
Student
Behaviour is
amended
periodically to
reflect new
policies. Always
check the Code
on-line for the
most up to date
information.
Thisis a
summary only.

TA suspects Code violation, alerts the instructor.

|

Instructor suspects Code violation, meets with student to
determine whether or not an offence has been committed. Before
meeting, lets student know the purpose of the meeting.

If yes:

;

Instructor forwards the case to the Dean or designate. Instructor
submits written report detailing case against student and

recommending sanction.

r
1
1
1
1

If no
further

sanctions

[N

Dean meets with student to investigate allegations and make
determination on whether charges will be laid. May assign grade
sanction and/or recommend severe sanctions to the Office of
Student Judicial Affairs. Student and instructor are notified in
writing.

If recommending further sanctions:

v

Discipline Officer in the Office of Student Judicial Affairs conducts
investigation as necessary and makes decision on charges and
sanctions. Student, instructor and Dean are notified in writing.

v

-»

Final decisions of the Discipline Officer and/or Dean may be
appealed to the University Appeal Board (UAB). Student may
appeal either the charges or the severity of sanction. Dean may
appeal the decision of the Discipline Officer. Instructor and/or TA
may be called as witnesses.

15
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Part 6: RESOURCES

Online resources:

10 Ways to Write Papers without
Plagiarism

Collaboration on Assignments
U of A Libraries’ Citation Guides

Truth In Education

Code of Student Behaviour

A Guide to Academic Integrity
for Graduate Students

The Undergraduates’ Guide to Center for Academic Integrity

Academic Integrity

Search Engines:

Cheating Sites:
School Sucks

Google

Hotbot AcaDemon
Altavista Free Essay Network
Dogpile Cheat House

Cheater.com
Academic Integrity.com

Books and Articles:

Blum, S. D. (2009)My Word! Plagiarism and College Culturghaca, NY: Cornell
University Press.

Carter, S.L. (1996)ntegrity. New York: HarperCollins.

Christensen-Hughes, J.M. and McCabe, D.L. (2006dgstanding Academic Misconduct.
Canadian Journal of Higher Education @§, 49-63.

Christensen-Hughes, J.M. and McCabe, D.L. (2006ad&mic Misconduct within Higher
Education in Canad&anadian Journal of Higher Education &, 1-21.

Cizek, G.J. (1999 Cheating on Tests: How to Do It, Detect It, and\rrat It. New Jersey:
Lawrence Erlbaum Associates.

Cizek, G.J. (2003Detecting and Preventing Classroom Cheating: Prongpintegrity in
AssessmentThousand Oaks, CA: Corwin Press.

Harris, R.A. (2001)The Plagiarism Handbook: Strategies for PreventiDgtecting and
Dealing with PlagiarismLos Angeles: Pyrczak Publishing.

Lipson, C. (2004)Doing Honest Work in Colleg€hicago: University of Chicago Press.

Noah, H.J. and Eckstein, M.A. (200Eraud and Education: The Worm in the Apple.
Maryland, USA: Rowman and Littlefield.

Whitley, B.E., Jr. and Keith-Spiegel, P. (2002cademic Dishonesty: an Educator’'s Guide.
Mahwah, NJ: Lawrence Erlbaum Associates.
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