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[bookmark: _GoBack]Finding and Sanctioning by the Instructor
of a Departure from Academic Integrity (DFAI)
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)
	

	
	Sanction
	Click to type a brief summary of the sanction that contains the following information:
Type of sanction (e.g. written warning, grade deduction on assessment)
Deadline for completing the sanction (if applicable).
Impact on the student’s final grade

Here are a few examples of how you might summarize the sanction:
Resubmission of your argumentative essay by January 5, 2026, following the instructions in Section 3. The grade on your resubmitted essay will be reduced by two letter grades (e.g. A+ to C+ or B+ to D+), which results in a 6 to 9 percentage point deduction in your final grade.
Written warning and a learning experience involving completing an academic integrity module and meeting with a writing tutor in SASS by October 31, 2025.
Zero on your weekly quiz which results in a 2 percentage point deduction in your final grade.

(Section 3 provides additional details and 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)
[bookmark: _Details_About_the_1]Details About the sanction(s)
Per Section 3.3.2.1 of of SAIP-RFS, I have contacted the Choose the AI Administrator who coincides with course’s faculty or school from list., who has confirmed (with your home faculty AI administrator if appropriate) that this is your first departure from academic integrity on file. I have then reviewed Section 3.4 of of SAIP-RFS, which describes the factors that I must consider when determining a sanction, and concluded that the appropriate sanction is one that I, as your instructor, may assign. The specific sanction(s) that I am assigning and why the sanction(s) is appropriate is explained below.
Sanction(s) that I am assigning
I am imposing the following sanction(s) from the list that are available to me (see Section 3.4.2 of SAIP-RFS) (check all that apply):
☐ a written warning that such infractions constitute unacceptable behaviour;
☐ the completion of an academic integrity module (see details below);
☐ a learning experience (e.g. revising original work within a stipulated time period, completing an activity aimed at enhancing the student’s understanding of academic integrity) (see details below);
☐ the submission of new or other work within a stipulated period of time (see details below); 
☐ a deduction of partial or complete loss of marks for the work or exam (see details below); 
☐ a deduction of a percentage of the final grade in the course (see details below).
Overall impact of the sanction(s) on your final grade: Enter “none” or a value in percentage points or letter grade as appropriate. Remember: If the deduction is to the work or exam rather than the course, please show the impact to the final grade rather than the assignment (e.g. a 10 percentage point deduction on an assignment worth 30% is a “3 percentage point reduction”).
NOTE: For students whose home faculty matches the course faculty, Instructors must not assign sanctions that, when totaled, make it mathematically impossible for any student in the course to pass.
· In most undergraduate courses, this means that the deduction(s) cannot exceed 50 percentage points. 
· In most research-based graduate courses, this means that the deduction(s) cannot exceed 30 percentage points.
As course and program requirements may vary, please refer to your course syllabus for details on the minimum requirements to pass. For example, some programs or courses include specific pass conditions (e.g. passing the final exam or individual assessments). If this is the case, then the sanction must not make it mathematically impossible for any student in the course to meet those specific requirements.
For students whose home faculty differs from the course faculty, instructors must not assign sanctions that, when totaled, make it mathematically impossible for you to pass the course based on your known grades at the time of the sanction. (See Section 5.1 of SAIP-RFS for more details).  
[bookmark: _suggestions_for_preparing]Additional information on your sanction
Use this section to clearly describe the details of the sanction you are assigning. What you write here will differ based on the type of sanction that you have assigned.
 WRITTEN WARNING
If you assigned a written warning, please write “Not applicable” to clear this guidance.
ACADEMIC INTEGRITY MODULE AND/OR LEARNING EXPERIENCE
If you are assigning the completion of an academic integrity module and/or a learning experience, please include:
Where to access the module or learning activity
How the student should provide proof of completion and/or submit the assignment
A specific deadline
The consequences for not completing the module and/or assignment by the deadline
Note: Each faculty or school may have different norms for tracking completion and determining consequences for not completing the sanction. If you concluded that an Academic Integrity module and/or learning experience is a reasonable sanction, please consult your AI Administrator for guidance.
SUBMISSION OF NEW OR REVISED WORK
If you are assigning the submission of new or revised work, please include:
Clear assignment guidelines 
How the student should submit the work (e.g. same folder in OnQ/D2L, a new folder, or by email)
A specific deadline
The consequence for missing the deadline (typically a zero on the work unless the student has approved academic accommodations for extenuating circumstances)
Any additional sanctions, such as a partial deduction on the new submission (see below for how to describe these clearly)
GRADE DEDUCTIONS
Clarify whether the deduction is relative (a percentage of the student’s earned grade) or absolute (a percentage point deduction from the total possible grade). Use actual values to avoid confusion. For example:
Your grade on the final assignment will be reduced by 10%. If you received 68/80, your final grade will be 61.2/80.
Your grade on the final assignment will be reduced by 10 percentage points. If you received 68/80, your final grade will be 60/80.
Also, if your syllabus includes conditions that affect how assignments are counted toward the final grade, please address them here. For example:
The zero on this weekly assignment will be included in your final grade. It will not be one of the ‘lowest three’ weekly assignment grades that are dropped.)

Why I concluded that the sanction was reasonable
Use this section to explain the reasons why the chosen sanction is reasonable. As defined in Section 4.1 of SAIP-RFS a reasonable sanction is, 
“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.”
In other words, it’s important that the student – and any appeal body – understands not just what the sanction is, but why it was chosen over other possible options. 
For example, simply stating, “You received a sanction of zero on your assignment because you engaged in plagiarism” is not sufficient. Instead, explain why a zero – rather than, for example, a learning experience or a partial grade deduction – is a reasonable sanction, given both the nature of the departure and the context in which it occurred.
Tip: Refer to the specific factors listed in the policy (below) that you considered when determining the sanction. If applicable, explain how any mitigating or aggravating circumstances influenced your decision.
Per Section 3.4.1 of SAIP-RFS factors that should be considered in deciding a remedy or sanction include:
the extent and seriousness of the departure;
any educational measures that may be undertaken to ensure that the student understands the departure and what should have been the appropriate conduct in such circumstances;
the value of the academic work in relation to the overall grade for the course;
the experience of the student (for example, a first-year or an upper-year student; a student experienced in the discipline or a student in an elective course); 
if and how the university’s reputation and/or other students were impacted as a result of the departure; and
any mitigating and/or aggravating circumstances
Per Section 3.4.1.1 of SAIP-RFS examples of mitigating circumstances that may be relevant include:
documented evidence from an appropriate health care professional of factors directly compromising the student’s capacity to understand or adhere to the standards of academic integrity at the time of the departure;
prompt admission to the alleged departure from academic integrity by the student and expression of contrition and willingness to undertake educative remedies; and/or
evidence that reasonable steps were not taken to bring the standards and expectations regarding academic integrity to the attention of the student (for example, expectations were not included in the course syllabus).
Per Section 3.4.1.2 of SAIP-RFS, examples of aggravating circumstances that may be relevant include, but are not limited to:
evidence of a deliberate attempt to gain advantage;
evidence of an active attempt to conceal the departure;
the departure has been committed by an upper-year student who ought to be familiar with the expectations for academic integrity in the discipline, department and/or Faculty/School;
conduct that intimidates others or provokes misconduct by others; or
harm to another student or to the University
In short, clearly explain your rationale so that the student – and any appeal body – can understand how your decision aligns with the policy and the context of the case.

[bookmark: _Hlk128295709]Information on your right to appeal
What you can appeal
You have the right to appeal 1) the finding, 2) the sanction, or 3) both.
Why you can appeal (i.e. grounds for appeal)
To initiate an appeal, you must be able to explain why 
1) the decisionmaker (e.g. instructor) failed to act in accordance of the rules of procedural fairness; and/or 
2) the decisionmaker (e.g. instructor) acted without, or exceeded, their jurisdiction. 
These grounds are explained in detail in Section 4.1 of the SAIP-RFS and also Office of the University Ombudsperson’s webpage on appealing an academic integrity decision.
How you appeal
Once you have determined the grounds on which you are eligible to appeal, you must submit the appeal form and your statement of appeal to the Choose the AI Administrator who coincides with course’s faculty or school from list. by Click to choose the date 10 BUSINESS days from today’s date. Don’t forget to account for holidays and university shut-down periods like between Christmas and New Year’s Day.
The Academic Integrity Administrator will then forward your appeal package and all relevant documentation (i.e. the NOI and DFAI forms and all appendices) to the appropriate individual in the Choose the student’s home faculty from the list who will contact you about next steps in the appeal process once they have reviewed your appeal package.
[bookmark: _Hlk204885888]Graduation and course status during the Appeal Process
If this course is still in progress, please continue to participate fully in the course.  
While the investigation is ongoing, you cannot:
· 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 while the investigation is underway or an appeal window is open, 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.)
Additional Information
Recordkeeping
[bookmark: _Hlk203982152]As this is your first finding on file and your sanction is one that an instructor can assign your finding of a departure from academic integrity has been categorized as a Level I finding. 
Once all avenues of appeal have expired or been exhausted, and if the finding is confirmed, Level I findings are stored separate from your Student Record, do not appear on your academic transcript, and are destroyed upon your graduation. (See Section 1.7 of SAIP-RFS for more details, including the specific circumstances when information in the separate file may be accessed internally.)
NOTE: If you are an Exchange student or studying at Queen’s on a Letter of Permission your home institution will not be informed of this departure from academic integrity. (See Section 3.6.1 of SAIP-RFS for more details.)
If you are registered in a collaborative degree program offered jointly with another post-secondary institution, once all avenues of appeal have expired or been exhausted and if the finding is confirmed, a copy of your finding will be forwarded to the partner institution. (See Section 3.6.2 of SAIP-RFS for more details.)
Changes to course status after decision is finalized
[bookmark: _Hlk206258569][bookmark: _Hlk206257588]Following the deadline to appeal the sanction, or after all avenues of appeal have been exhausted, you may drop the course or request pass/fail status or credit standing only if the assigned sanction did not impact your grade in the course (see Section 3.4.2 of SAIP-RFS).
If you are permitted to drop the course, the finding will remain on file and stored according to its Level I categorization (see Record keeping above).
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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