This Student Notification of Academic Integrity Violation form is the preferred method for a faculty member to report a student in his/her class for an apparent violation of the academic integrity (AI) policy of the University, and/or the class.  In accordance with our AI policy, this report form is addressed to the student, with copies sent by the teacher to the Department Head (of Dean if the teacher is a Head) and the Academic Integrity Council.  

Although the best way to communicate this information to the student is to directly put a hardcopy into his/her hand, in some cases, it may be necessary to send an email to the student’s campus email address, with a “delivery receipt” and a “read receipt” requested, or a certified letter by regular post.  
INSTRUCTIONS
· For bookkeeping purposes, the “date of violation” for a paper would be the date it was submitted.

· Some of the text fields in the form require test.  If the information requested does not apply, use a term such as “NA” or “none” to move to the next field.
· If you would like to attach supplemental documents (photocopies of exams, plagiarized pages and the original source of the text, etc.), or need more space than is provided to describe some aspect of the violation of subsequent events, check the box to indicate that there are additional pages.
· Copies of completed form that are sent from the instructor’s email do not need signatures.

· After completing the form, it can be “saved” for later use, or for emailing, by “printing” it to your hardrive in a pdf format by following these simple steps:
[Office 2007]

· Under “FILE”, click on the “PRINT” button

· Click on the down arrow to view the available printers and select Microsoft Office Document Image Writer.
· When the “Save As” window opens, select the “Save as type” for pdf
[Office 2010]

· Under “FILE”, click on the “PRINT” button

· Click on the down arrow to view the available printers and select Microsoft XPS Document Writer.

