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Policy on Academic Integrity
Sample Academic Integrity Correspondence
This document contains three sample letters that should be used by faculty members to correspond with students when they are adjudicating non-separable violations of the Policy in Academic Integrity. Please note the specific instructions for each letter. If you choose a letter format, you should use departmental stationery. If you use email, you should send it to the student’s University account only. In either case, retain a copy for your records.
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Letter #1:  Letter/Email Informing Student of Allegation

(Choose the paragraph 2 option that applies to your situation; delete the other.The letter should be hand delivered or sent by email to the student’s University account.  Keep a copy for your records.)

Date:      
Student Name:      
Student RUID:      
Course name and number:      
Semester:      
Dear NAME:
The work you submitted on your recent QUIZ/PAPER/HOMEWORK/ASSIGNMENT has raised a question about a possible violation of the Policy on Academic Integrity .  This potential violation seems to be appropriately categorized as a non-separable violation and would, therefore, not involve suspension or expulsion from the University.  It is, nevertheless, a serious matter and requires a response from you.

[Paragraph 2 Option A] You have ten (10) working days from the date of this correspondence to respond and arrange a meeting to discuss this matter. If you do not respond within the time limit, I am required to make a decision without your response. I will also consider any written response to this allegation.

[Paragraph 2 Option B] I have referred this matter to an Academic Integrity Facilitator, FACILITATOR'S NAME, who will contact you shortly. You will need to respond to Mr./Ms. NAME directly.
Until this matter is resolved, you are not permitted to drop the course or withdraw from the University. You can find the Academic Integrity Policy online at http://academicintegrity.rutgers.edu.
SIGNATURE

Letter #2:  Letter/Email Informing Student of “Not Responsible” Finding
(This letter can be mailed, hand delivered, or emailed to the student’s University account.  Keep a copy for your records.)

Date:      
Student Name:      
Student RUID:      
Course name and number:      
Semester:      
Dear NAME:

During our meeting on DATE we discussed a possible violation of the Policy on Academic Integrity. I have concluded my investigation into the matter and have determined that there is no violation. This matter is now closed and all information regarding this matter will be discarded.

SIGNATURE
Letter #3:  Letter/Email Informing Student of “Responsible” Finding
The following letter does three things: 

1. It informs the student that you find him or her responsible for a violation of the Academic Integrity Policy, 

2. It tells the student the sanction you will impose, and 

3. It gives the student information about his or her rights of appeal. 

This is a standard letter and should be used in all similar cases, with only the sanction imposed changing from student to student.  

All possible sanctions permitted by the policy for non-separable violations are listed.  You will need to write a statement about which sanctions(s) you are imposing and substitute it for the list in the letter. You could, for example, say simply, “As a result of this violation you will receive an F on this quiz.” The most lenient sanction is a Disciplinary Warning, which would be issued by the Office of Student Conduct when the matter is concluded.  The most serious is failure in the course with additional requirements from the list.

There are two possible outcomes from this letter.  They are: 

1. The student either writes or tells you that he or she accepts the finding and sanction, or the student does nothing.  In either case, make copies of all documentation and send them to the Office of Student Conduct.

2. The student appeals the finding, the sanction, or both.  In this case, a representative of the Campus Appeals Committee will be in contact with you and will need your records, including copies of the documents in question and any notes you have taken.

This letter should be emailed to the student’s University account, mailed to his or her home address or hand delivered.
Letter #3:  Faculty Letter to Student With Notice of Decision That There Is a Violation 

Date:      
Student Name:      
Student RUID:      
Course name and number:      
Semester:      
Dear  NAME:
I have completed my review of the recent complaint that you violated the Academic Integrity Policy.  I have concluded that you have committed a non-separable violation. Consequently, I am recommending the following sanction:

[choose one or more of the following sanctions]
· Grade penalty on assignment or course, specifying the grade the student will receive

· Make-up assignment of a more difficult nature

· A paper on academic integrity

· Required attendance at a Student Conduct non-credit workshop

· Recommendation to Student Conduct for Disciplinary Warning or Disciplinary Probation

Please let me know if you accept responsibility for this violation and agree to this sanction.  If you do not accept this decision or sanction, you have ten working days from the date above to appeal to the Campus Appeals Committee (CAC).  If you do not accept responsibility and do not appeal to the CAC within the time limit, this decision will be considered final and reported to the Office of Student Conduct. Student Conduct may take additional action if you have a previous academic integrity violation.

Should you choose to appeal the finding, the sanction, or both, you must do so by filing a written appeal within ten working days of the date on this letter.  This should be sent to:

The Office of Student Conduct
Bishop House, 115 College Avenue
New Brunswick, N 08901

For additional information on the process, please see the Academic Integrity policy at: http://academicintegrity.rutgers.edu. 
SIGNATURE
