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[bookmark: _GoBack]Finding by the Instructor of a Departure from Academic Integrity (DFAI) with a Referral to the Academic Integrity Lead for Sanctioning
In accordance with the Senate Academic Integrity Procedures – Requirements of Faculties and Schools (April 2025) (SAIP-RFS)
	[bookmark: _Hlk128336058]Date
	Click to choose today’s date from the calendar.
	Student’s Name
Student’s University ID Number
Student’s Queen’s Email Address
Student’s Enrollment Status
Student’s Home Faculty
	Click to type first & last name.
Click to type SUID.
Click to type Queen’s email.
Choose type of student from list. Not sure? Look at your class list which can be downloaded using Power BI. 
Choose the student’s home faculty from list. Not sure? See instructions above. NOTE: Students in most graduate programs, except JD, MD & professional masters in Smith Business, are students in SPSGA per the procedures.

	Instructor’s Name
Instructor’s Queen’s Email Address
	Click to type first & last name.
Click to type Queen’s email.

	Course Number, Section, Term, Year
Course Faculty or School
Value of Work Investigated
	Click to type course number, section, term & year.
Choose the course’s faculty or school from list. 
Click to type the numerical weight of the assessment(s)% of final grade

	
	

	
	SUMMARY OF THE FINDING AND SANCTION
	

	
	Finding
	Click to type the type(s) of finding that you selected in the list below. (e.g. “Plagiarism” or “Use of unauthorized materials & failure to abide by academic rules” (Section 2 explains why)
	



Response to the NOI
In the Notice of Investigation (NOI) dated Click to choose the date that was on the NOI., I explained why I thought the evidence suggested that you may have engaged in a departure from academic integrity. I then invited you to honestly and clearly explain the situation from your perspective before any decision was made. 
You accepted my invitation by (check all that apply):
☐ Meeting with me (summary below)
☐ Submitting a written statement (copy or copies attached)
☐ Exchanging emails with me (copy or copies attached)
☐ Submitting evidence to support your explanation (copy or copies attached)
☐ Other: Click to explain the other type of response. IF not relevant please enter a space to remove this note
Or,	
☐ You chose not to respond (if applicable, copies of reminders to contact me are attached)
Meeting Summary
Use this section to write a summary of the meeting.
IF THE STUDENT DID NOT MEET WITH YOU
Please indicate this clearly and include any relevant context. Here are some examples of how you might state this:
Not applicable. You submitted a written statement on September 26, 2025 and clearly indicated that you did not want to meet with me (see Appendices 1 and 2).
Not applicable. You submitted a written statement via email on September 26, 2025 (see Appendices 1 and 2). I replied to thank you and ask if you would like to meet to discuss your statement (See Appendix 3). When I saw you in class, I followed up in person and you confirmed that you did not want to meet.
Not applicable. You did not respond to my initial request on September 22, 2025 to meet and/or submit a written statement. You also did not respond to follow-up reminders on September 29 and October 6, 2025 (see Appendix 1).
IF THE STUDENT MET WITH YOU
Your summary should not be a transcript, but it should include the following details, as applicable:
Meeting details: date, time, location (e.g., Zoom, in-person) and attendees (including the name and role of any support person).
Student’s explanation: their response to the evidence and reasons they provided for their actions.
Student’s responses: their replies to questions that you asked during the meeting.
Your responses: your replies to questions that the student asked you during the meeting.
Next steps: any follow-up actions or information discussed.
Tips for writing your summary
Use subheadings to help organize your summary and make it easier for the student to follow.
Focus on reporting, not analysing. This section is meant to document what was said. You will have the opportunity to analyse the student’s responses in later sections.
If the student admits to departing from academic integrity, summarize their explanation of why they did so (e.g., illness, time management issues, misunderstanding of expectations). This context will help inform the sanction.
If the student denies departing from academic integrity, provide a detailed summary of their explanation. Ask clarifying questions if needed – especially if there are inconsistencies or gaps – and include both your questions and their responses. You will evaluate the credibility of their explanation in the next section.
Document any information you shared with the student, whether in response to their questions or as part of explaining next steps (e.g. definitions of plagiarism, fact checking you said that you would do, possible sanctions).
 
Additional Information
Most of the time your entry in this section will be “Not Applicable” which will clear these instructions. However, because each investigation is unique, there may be situations where you have relevant information that does not fit under the other headings. Below are two common reasons for why you might use this section. Regardless of the reason, you are strongly encouraged to consult your Academic Integrity Administrator before including additional information in this section.
POST-MEETING FACT CHECKING
Sometimes a student may make statements and/or provide you with documents that you want to verify. If so, this si the appropriate space to describe the steps you took to fact check those statements and/or documents. You should also list any evidence (e.g. emails, copies of D2L or OnQ logs) that you gathered and append copies of that evidence to this DFAI form.
Important: If your fact checking results in new evidence that the student has not seen (e.g. emails, copies of D2L or OnQ logs), please speak with your Academic Integrity Administrator. You may need to provide the student with an opportunity to respond to the new evidence before proceeding.
DEVIATIONS FROM TYPICAL TIMELINES OR PROCESSES
While instructors are expected to investigate potential departures from academic integrity promptly, on occasion there may be valid reasons for delays or procedural adjustments. For example,
The concern was discovered at the start of the final exam period and in consultation with the Academic Integrity Administrator a decision was made to delay sending the NOI until the student had completed their exams.
Additional instances of potential departures from academic integrity were discovered after the first NOI was sent resulting in a second NOI being sent to the student. A decision was made, however, to write one finding that addressed the concerns of both NOIs.
If your process deviated from standard timelines or procedures, use this section to document:
What changes were made
Who you consulted (e.g. the Academic Integrity Administrator) about the changes
Why the changes were necessary
How you communicated these changes to the student
This documentation is important not only for transparency with the student, but also for any appeal bodies that may later review the case.

[bookmark: _Details_about_the]Details about the academic integrity departure(s)
After carefully reviewing all information available to me related to this investigation, I have concluded that there is sufficient evidence to determine that a departure from academic integrity occurred in the following form(s):
	☐ Plagiarism
☐ Unauthorized content generation
☐ Contract cheating 
☐ Use of unauthorized materials
☐ Deception
	☐ Facilitation
☐ Unauthorized use of intellectual property
☐ Unauthorized collaboration
☐ Failure to abide by academic rules
☐ Departure from core values of academic integrity: Click to specify which value(s) IF not applicable, please enter a space to remove this note. 


[bookmark: _Why_I_conclude]Why I conclude that you departed from academic integrity
Use this section to explain the reasons why you have concluded that it is more likely than not that the student departed from academic integrity in the form(s) that you selected above. Your goal is to write a reasonable finding, which is described in Section 4.1 of SAIP-RFS as, 
“one that is rational in that its outcome and the reasoning process that led to that outcome are intelligible, justified based on evidence, and supported by facts and logical inferences from findings of fact. To be reasonable, the decision must also be transparent, meaning it must contain adequate reasons for the conclusions.”
IF THE STUDENT ADMITTED TO THE DEPARTURE:
This section can be brief. For example: 
Based on the evidence as described in the NOI and your admission in our meeting as described in Section 1, I have concluded that you departed from academic integrity by using unauthorized materials during your final exam.
IF THE STUDENT DENIED THE DEPARTURE:
This section will clearly outline why the evidence you shared with the student provides a more probable explanation of why a departure from academic integrity occurred than the student’s explanation for why a departure did not occur.
Tips for writing a clear and logical finding:
Use “balance of probabilities” language. Phrases like “it is more likely than not” or “the evidence leads me to include” help communicate the standard of proof.
Refer to specific evidence. Point to the key facts that influenced your decision (e.g., similarity in answers, metadata, student’s explanation). Avoid vague generalizations. 
The more significant the likely impact of a sanction (e.g. a letter-grade deduction in their final grade versus a learning experience), the more important it is to include detailed reasons for your decision.
Explain why the student’s explanation was not persuasive. Describe why their explanation did not outweigh the evidence that you presented by comparing the plausibility of their explanation with the evidence you presented. Be sure to address all the student’s points.
Cite relevant course or institutional policies. Refer to the rules or expectations that were not met. Quoting material directly if appropriate to ground your decision in established standards and provides additional support for the reasonableness of your response. 
State your finding clearly and directly. Avoid hedging or ambiguous language.
Maintain a respectful and educational tone. Focus on the evidence, not on personal opinions about the student or their motivations.
Taking these tips into consideration, here is an example of what such an explanation might look like: 
The quiz that you completed at the start of the term (Appendix 3 of NOI), the course syllabus (Appendix 1 of NOI) and the assignment guidelines (Appendix 2 of NOI) all clearly stated that the assignment must be completed individually. In Week 4’s class, which attendance records confirmed you attended, we discussed these guidelines in detail (see Appendix 4 of the NOI for the slides and Appendix 5 of the NOI for the OnQ log showing you viewed them).
In light of the multiple times and ways in which individual completion of the assignment was emphasized, your explanation that you were unaware that collaboration was unauthorized is, on the balance of probabilities, not a plausible explanation for why you worked with others. As a result, I conclude that you knowingly engaged in unauthorized collaboration.

 Supporting evidence
The evidence on which I based this decision included (check all that apply and attach copies to the DFAI):
☐ Documentary evidence provided with the NOI
☐ Your initial response to the NOI including any written statement or supporting evidence (see the list of documents and meeting summary in Section 1)
☐ Evidence gathered by me to verify statements that you made or documents that you shared as part of your response (See additional information in Section 1)
☐ Your response to the evidence I gathered while verifying your statements or documents (See additional information in Section 1)
Referral to AI lead for sanctioning
Per Sections 3.3.2.1 and 3.4.3 of the SAIP-RFS, following my consultation with the Choose the AI Administrator who coincides with course’s faculty or school from list., (who has consulted your home faculty AI administrator if appropriate), I have concluded that I must refer your case to the Choose the student’s home faculty from list. for sanctioning because (check all that apply)
☐ you have one or more prior findings of a departure from academic integrity on file.
☐ you are a student in the course’s faculty or school and the seriousness of your departure from academic integrity is such that I think that a reasonable sanction is one that only the Academic Integrity Lead may assign (see Section 3.4.3.1 of SAIP-RFS). 
[bookmark: _Hlk204869743]☐ you are a student in another faculty or school and the seriousness of your departure from academic integrity is such that I think that a reasonable sanction is one that only your home Academic Integrity Lead may assign (see Sections 3.4.3.1 and 5.1 of SAIP-RFS).
NOTE: When a case is referred to your Academic Integrity Lead for sanctioning, the Academic Integrity Lead may impose any of the sanctions available to the instructor (see Section 3.4.2 of SAIP-RFS) as well as the following sanctions, which an instructor is unable to assign: 
· One or more sanctions, which, when totalled together, exceed the percentage points required to pass the course (e.g. sanction(s) totalling more than 50 percentage points in a course where 50% (D-) or higher is a passing grade);
· the rescinding of University- or Faculty-awarded scholarships, prizes and/or bursaries;
· an official written warning that the penalty for a subsequent offence could be a requirement to withdraw from the University for a breach of academic integrity for a period of time; and/or
· a requirement to withdraw from the University for a breach of academic integrity (See Section 3.4.3.1 for more details)
In addition, if you are a student in another faculty or school only your home Academic Integrity Lead may assign a sanction that would prohibit you from passing the course based on your known grades at the time of the sanction (See Section 5.1 of SAIP-RFS).
[bookmark: _suggestions_for_preparing][bookmark: _Hlk128295709]Additional Information
Graduation and course status during the sanctioning Process
If this course is still in progress, please continue to participate fully in the course.  
[bookmark: _Hlk204886222]While you are waiting to receive your sanction, you cannot:
· [bookmark: _Hlk204886176][bookmark: _Hlk204886150]Drop or appeal to drop the course(s) associated with the investigation
· Request pass/fail status in the course(s) associated with the investigation
· Request credit standing in the course(s) associated with the investigation
· Apply to graduate or graduate
If you do any of the above and the instructor’s decision is later upheld, the university may reverse those changes. This includes your application to graduate if the assigned sanction means you no longer meet graduation requirements. (See Sections 1.9 and 1.10 of SAIP-RFS for more details.)
Appealing a decision
[bookmark: _Hlk203982152]Once you have received your sanction from your Academic Integrity Lead, you will have the right to appeal 1) the finding, 2) the sanction, or 3) both. 
Additional information on the appeal process, including the steps you must take to initiate an appeal, will be included along with the information that you receive from your Academic Integrity Lead about your sanction.
Policy authority
The most recent version of SAIP-RFS was approved by the Senate Committee on Academic Development Procedures on April 29, 2025 and took effect on September 1, 2025. 
If there is any discrepancy between these procedures and your faculty or school’s academic regulations, the most recently approved version of SAIP-RFS takes precedence. 
	Decisionmaker’s Name
Decisionmaker’s Title
Decisionmaker’s Faculty or School
Decisionmaker’s Queen’s Email Address
Decisionmaker’s Role
	Click to type first & last name.
Click to type title (e.g. Assistant Professor).
Choose your faculty or school from list. 
Click to type Queen’s email.
Choose a role.
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