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Notice of an Investigation (NOI) 
of a Possible Departure from Academic Integrity
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 under Investigation

	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


[bookmark: _Details_about_the]Details about the possible academic integrity departure(s)
As your Choose role, I am letting you know that I have a concern that you may have departed from academic integrity. In the remainder of this section, I’ll explain why this concern has arisen and share the evidence that supports the concern. Once you have had a chance to review this information, I invite you to meet with me so we can discuss the concern together. You may also submit a written response if you are more comfortable with this option. Please see Section 3 in this letter for tips on preparing for our conversation and Section 2.2 of SAIP-RFS for definitions of the types of academic integrity departures.
Why I think there MAY be an academic integrity departure
Use this section to provide a brief explanation of the potential concern. 
Keep your description concise but clear enough for the student to understand the issue and respond appropriately. Refer to specific evidence where relevant (e.g. OnQ log, reminder posted to course website about the assessment) and be sure to include that evidence in the list below. 
Important Reminders: 
Stick to the facts. While you may have a theory about how and/or why the student may have departed from academic integrity, this section should focus only on what you can objectively support with evidence.
Include all relevant supporting evidence. When in doubt, it’s better to include more evidence than less. If a particular piece of evidence informed your concern – or you think it might influence your decision – it must be attached to this NOI, even if you don’t reference it directly in this section. 
For example, when explaining your concern with the student’s assessment, you might not mention a quiz the student took at the start of the term on academic integrity procedures, but it could still be relevant if the student later claims “I didn’t know.” In that case, the quiz could help you to explain in the decision letter why their explanation isn’t convincing. You could only use the quiz as evidence, however, if it was included as part of this NOI.

 Supporting evidence
The evidence I considered in my initial investigation (check all that apply and attach copies to NOI):
☐ Course syllabus which includes information on the assessment and/or academic integrity
☐ Assessment guidelines including formal guidelines, expectations regarding academic integrity, follow-up clarifications, information posted on the course website, etc.
☐ Emails exchanged with you regarding the assessment in question
☐ Copy of the assessment which you submitted
☐ Copy of Turnitin report
☐ Source(s) to which the work submitted is similar (deidentified if another student’s work)
☐ Copies of relevant logs from OnQ, D2L or another platform
☐ Other relevant documentation: Click to list other evidence (e.g. printout of websites or articles, PDFs of slides you shared that demonstrated the student had the tools (e.g. re: citation) to properly complete the assessment, printout of a quiz on academic integrity student completed at the start of the semester, screenshots of document properties that are in question, documents alleged to be altered). IF no additional evidence please enter a space to remove this note.
Assessment guidelines for the work under investigation
Click to provide a brief description of the assessment.
If you have assessment guidelines, you can attach the guidelines to the NOI instead of writing a full description here. If applicable, this is also a good place to include any special grading details (e.g. “best 8 of 10 assignments count toward your final grade.”).
Here are a few examples of how you might describe the work:
A written essay of approximately 5000 words. More details are available in the Course Syllabus and Assignment Guidelines (attached).
1-2 page weekly reflection. As the best 8 of 10 reflections will count toward the final grade, each included assignment is worth 2.5%. See the Course Syllabus and Assignment Guidelines (attached) for more information.
In-class, closed-book midterm. Depending on your performance, the midterm may count for 20 to 40% of the final grade. Please refer to the Course Syllabus and Midterm Guidelines (attached) for more information.

Details on responding to the concerns identified in this NOI
When and how to respond to me
Please contact me at Click to type Queen’s email and/or preferred phone number within ten business days of receiving this NOI to schedule a meeting and/or to submit your written submission. 
If you have information or supporting documentation you would like me to take into consideration (e.g., copies of your original work, emails regarding the assessment), please email these documents to me before the meeting, bring them to the meeting, or submit them alongside your written explanation. 
If you choose to meet with me, you are welcome to bring a support person, but you must tell me in advance and share their name and relationship to you. (See Section 3.2.3 of SAIP-RFS for more details.) In some cases, the AI Administrator or another individual in an administrative role may attend the meeting to chair it or provide guidance on the process. If this happens, you’ll be informed ahead of time.
If you choose to submit a written explanation, you have an additional five business days to submit your response after you have told me that you will respond in writing. (See Section 3.2.4 of SAIP-RFS for more details).
[bookmark: _suggestions_for_preparing]Suggestions for preparing for your meeting and/or written response
Please be assured that no decision has been made at this time. The meeting (and/or your written statement) is your opportunity to honestly and clearly explain the situation from your perspective. Once you have responded (or the deadline to respond has passed), only then will I review all the available evidence to make my decision.
If you did not depart from academic integrity, this is your opportunity to give your side of the story.
If you did depart from academic integrity, this is your opportunity to acknowledge that and explain why. Being honest and taking responsibility for your actions will be taken into consideration.
You may also share any mitigating circumstances (see Section 3.4.1.1 of SAIP-RFS) – verified, if appropriate, by documentation – that you believe should be considered.
Even if you don’t submit a formal written statement, you may find it helpful to bring notes to the meeting. These can include key points you want to raise and/or questions you’d like to ask. You are also welcome to leave a copy of your notes with me for future reference.
Finally, you may wish to contact the Office of the University Ombudsperson for guidance on your rights and responsibilities and for guidance on the academic integrity procedures. Their webpage on responding to a Notice of Investigation may be especially helpful.
[bookmark: _Hlk128295709]Important information about the investigation process
Possible outcomes of the investigation
Case dismissal: If I determine that you did not depart from academic integrity, you will receive written confirmation that the investigation has been dismissed (See Section 3.3.1 of SAIP-RFS).
Finding of a Departure from Academic Integrity: If I determine that you did depart from academic integrity, you will receive a written finding that explains the decision, outlines the sanction(s), and provides the rationale behind them. 
· As your instructor, I can assign sanctions ranging in severity from a written warning to a deduction of a percentage of the final grade in the course.
· More serious sanctions, ranging from course failure to a requirement to withdraw from the university, can only be imposed by your Academic Integrity Lead (AI Lead), who is a designated official within your Faculty or School responsible for overseeing significant aspects of academic integrity processes.
· [bookmark: _Hlk203982152]For a full explanation on how sanctions are determined, including the list of all possible sanctions, and when I must refer my finding to your AI Lead for sanctioning see Section 3.4 of SAIP-RFS.
NOTE: If my course is outside your home faculty, you may also want to review Section 5.1 of SAIP-RFS, which explains how the process works when your home faculty differs from the school faculty.
If you do not respond to this NOI
If I do not hear from you within ten business days, I will proceed with a decision based on the information included in Section 1 of this NOI. This means that I won’t be able to consider your explanation when determining the outcome or any sanction(s).
Graduation and course status during the investigation
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
[bookmark: _Hlk204886176][bookmark: _Hlk204886150]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.)
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. 
I look forward to hearing from you by the end of the day on 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.
	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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