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Familiarise yourself with the unfair practice Academic Quality Handbook( AQH) regulations as reported in the attached presentation which has been prepared by Kevin Brice in the Academic Office (AO).  Summary of key steps below.
Provide seminar time and activities that help students focus on those skills associated with good academic practice.
Steps for Considering Unfair Practice – 
	Assignment

	Examinations


	Step 1
	Module Tutor documents evidence as thoroughly as possible.  Be specific - State exact page number and paragraph etc.

	Step 1
	Invigilator informs student that circumstances will be reported

	Step 2
	Module tutor discusses with Module lead or year tutor or coordinator as appropriate.  Then discusses with PD.

	Step 2
	Student continues with examination

	Step 3
	Module tutor and PD completes relevant section of GA6 and submits this to Unfair Practice Co-ordinator (with all relevant evidence)

	Step 3
	Invigilator confiscates and retains evidence

	
	Step 4
	Invigilator reports to Unfair Practice Co-ordinator GA6




School Unfair Practice Co-Ordinator ;
1. undertakes initial investigation
2. determines whether or not there is sufficient evidence of unfair practice to proceed with the allegation
3. determines whether student suspected of not having produced the work him/herself), and may request the module team along with PD to convene an oral examination.   
1. Oral examination guidance on slide 8 (presentation) and 13.8.3 (3)
2. Report the Oral examination on the template (tbc by AO)
If findings of initial investigation determine ;
insufficient evidence to support the allegations  - Module Tutor will be instructed to mark the student’s work following normal procedures 13.8.3 (5)
sufficient evidence to support the allegations - 	School Unfair Practice Co-ordinator submits completed Unfair Practice Investigation Form (Appendix GA6) and relevant evidence to AO. 13.8.3 (6)
AO contact student and the student has 15 working days to respond to allegations.
· If student accepts allegations – penalty applied
· If student denies allegations – student must write an explanation as to why they deny the allegations and they must provide evidence.

Process to consider Allegations
The AO hold the names of faculty membership on the Unfair Practice Investigation Panel (UPIP).  
UPIP convene a subgroup.
Subgroup determine a decision based on forms and evidence provided.
If subgroup are unable to make a decision the case is referred to Panel of Inquiry 13.8.5 (4) – (5)
AO records the unfair practice decisions and sent to student ;
· If not substantiated – student informed that matter is closed 13.8.5 (7)
· If substantiated – student informed of decision and penalty applied 13.8.5 (8)
· Student has right to appeal decision and/or penalty applied 13.8.5 (10)

Examination boards informed of penalty applied.
