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Recommendation to the VP(TL) for an RTW for a Departure from Academic Integrity (DFAI)
In accordance with the Senate Academic Integrity Procedures – Requirements of Faculties and Schools (April 2025) (SAIP-RFS)
Use this form to present the proposed requirement to withdraw (RTW) sanction to the Vice-Provost (Teaching and Learning) (VPTL) for approval. 
Please note:
· The VPTL may seek advice from the Academic Integrity Subcommittee of the Senate Committee on Academic Development and Procedures (SCADP) in considering the sanction. This subcommittee includes faculty, staff and student members. 
· An annual report is made to Senate on the proposed RTW sanctions that have been considered. A subset of non‑identifiable information from this form will be included in that public report.
Required Supporting Documents
As appropriate, please attach the following documents with student identifying information redacted. 
1) Notice of Investigation, with any attachments.[footnoteRef:1] [1:  If there are many attachments, contact the Provost’s Office staff at academic.integrity@queensu.ca to discuss whether they all need to be included.] 

2) Any supplementary documentation sent to the student (e.g. additional information disclosure)
3) Finding by the Instructor of a DFAI with a Referral to the Academic Integrity Lead for Sanctioning.
4) Sanctioning by the Academic Integrity Lead of a Referred Finding of a DFAI. 
a. Indicate clearly if this is a draft or final version that has been sent to the student.[footnoteRef:2] [2:  Some AI Leads notify the student of a recommended RTW before VPTL approval. While this may be appropriate in urgent cases, please note:
The RTW may not be approved which would require a retraction of the original notification and the issuing of a revised sanction.
The appeal window only begins after the VPTL decision is communicated.
For these reasons, unless necessary, it is recommended that the sanction be shared only after VPTL approval.] 

5) Finding and Sanctioning by the Academic Integrity Lead of a DFAI. 
a. Indicate clearly if this is a draft or final version that has been sent to the student.2
Retention of Documents
[bookmark: _Hlk128336058]This form, which contains no identifying information about the student, will be retained by the Provost’s Office for internal reference and consistency. It will not be shared publicly. All other documents (i.e. any attachments) will be retained by the Provost’s Office only until the case is resolved and then destroyed.
Recommendation to the VP(TL) for an RTW for a Departure from Academic Integrity (DFAI)
In accordance with the Senate Academic Integrity Procedures – Requirements of Faculties and Schools (April 2025) (SAIP-RFS)
	Date Submitted to VPTL:
	Choose today’s date.

	Decisionmaker’s Name
Decisionmaker’s Title
Decisionmaker’s Faculty or School
Decisionmaker’s Email Address
Decisionmaker’s Role
	Type first & last name.
Type title (e.g. Associate Dean).
Choose your faculty or school from list.
Type Queen’s email.
Choose a role.

	Student’s Year of Study*
Student’s Program Type*
Number of Prior Findings*
	Choose year of study from list.
Choose the type of program.
Choose the number of prior findings from list.

	Date initial NOI sent
Date of last response from student
Finding decisionmaker
Whether the AI Lead/Panel met with the student
	Choose the date the NOI was sent.
Choose the date of last written or oral response.
Choose a role.
Choose an option.

	Type of RTW recommended*
Length of RTW recommended*
Suggested start date of RTW
	Choose the type of RTW from list. 
Type the length of the RTW or N/A if conditions
Choose the suggested start date from the calendar.


* Information will be included in the report to Senate.
Information about the Finding(s)
Please select all that apply:
	☐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. 


Brief Description of the finding(s)
Provide 1-2 paragraphs using neutral language. State the finding type (e.g. deception (falsification)) and key relevant factors, but do not include information that would identify the student. 
Note: This description will be included in the report to senate, but may be edited by the VPTL for brevity and confidentiality. 
Information about the sanction
Please select the sanction(s) that you assigned to the student (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).
☐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;
☐an RTW from the University for a breach of academic integrity for Enter time period;
☐an RTW from the University for a breach of academic integrity for a minimum of Enter time period;
☐an RTW from the University for a breach of academic integrity until the conditions that are described in the additional information on your sanction are met. 
NOTE: The Policy on Transcript Terminology for Students Withdrawing from Queen’s University provides information on the differences between the three types of withdrawal notations, including which notations require the student to apply for readmission and which allow the student to resume their studies without applying for readmission.
[bookmark: _suggestions_for_preparing]Additional details on the student’s sanction
Clearly describe the sanction. You may reuse wording from the DFAI decision letter. 
Note: This information will not be included in the report to senate, but the types of sanctions (checked above) will be included.
mitigating and aggravating factors considered
Please select the mitigating factors that influenced the sanction (check all that apply):
☐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 from Academic Integrity.
☐ Prompt admission to the alleged Departure from Academic Integrity by the student and expression of contrition and willingness to undertake educative measures.
☐ 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).
☐ Other mitigating circumstances (see details below).
Please select the aggravating circumstance(s) that influenced the sanction (check all that apply):
☐ Evidence of a deliberate attempt to gain advantage.
☐ Evidence of an active attempt to conceal the Departure from Academic Integrity.
☐The Departure from Academic Integrity 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.
☐ Harm to another student or to the University.
☐ The similarity to and relative severity of the current departure as compared to one or more prior findings of departures from academic integrity by the student (see details below).
☐ Other aggravating circumstances (see details below).
Brief Description of any prior finding(s)
Provide a short, neutral description of prior finding(s), if applicable. Do not include identifying information. If none, enter: N/A.
Note: This information will not be included in the report to Senate, but the number of prior findings (provided above) will be included.
other Details that informed the reasonableness of the sanction
Provide any additional contextual information relevant to the reasonableness of the sanction. Examples may include verified circumstances or considerations not captured above. Do not include sensitive or identifying personal details. If not applicable, enter: N/A.
Note: This information will not be included in the report to Senate, but the categories of mitigating and/or aggravating circumstances (checked above) will be included. 
Additional information for the VPTL
Include any other relevant information for consideration. If not applicable, enter: N/A. 
Note: This information will not be included in the report to Senate.
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