	
	
	



[bookmark: _Toc186098779]Academic Misconduct Communication Guidelines

Contact with questions: Amy Ratto Parks, Academic Misconduct Case Manager, amy.ratto-parks@mso.umt.edu
· The Associate Director of Academic Assessment serves as the Academic Misconduct Case Manager, ensuring communications and procedures are followed. Please reach out if you have any questions regarding the process. 
· The following templates must be used when communicating with students regarding allegations of academic misconduct. They may be minimally adapted to the unique circumstances of the case.
· If multiple students are involved, each student’s conduct should be investigated and communicated independently with equal application of the Student Code of Conduct.
· All communications regarding academic misconduct should be objective, compassionate, and concise, with the understanding that all communications may become part of the official investigation record. 
· Include the following phrase on all notices if the end of the semester is 10 working days from the date of the notice: “A grade of ‘N’ will be assigned for the course pending resolution.”
· Referrals to the Dean for university sanctions should be directed to the dean responsible for the course or faculty member involved and not the dean of the student’s major.
· Communication can be transmitted in the body of an email or via UM letterhead. All communications sent to and received from the student regarding the investigation must be copied to the Academic Misconduct Case Manager.
· Opportunities for restorative measures should be included when appropriate. Students should be proactively referred to their advisor if the academic sanction will have consequences to their academic standing or graduation.


Academic Misconduct Process Chart










Process Chart, continued below.
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Step 1: Create Academic Misconduct Referral. 
Navigate to the orange button at the bottom of this page.

Step 2: Initial Notice of Allegations 
Subject: Notice of Academic Misconduct Allegations
Dear [Student Name],
This letter is to inform you of a concern regarding potential academic misconduct which is described below. I need to meet with you about this in order to: 
· talk about the possible misconduct
· explain how to access the Student Conduct Code to understand your rights
· ensure that you have a chance to share your perspective 

· Description of Alleged Academic Misconduct [Course name]
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Description: [Provide a concise description of the alleged behavior] 
· Evidence: [Provide evidence that supports the alleged misconduct.]
· Possible Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course. For example, “If you are found responsible for one or more of the above charges, possible sanctions range from XXX to XXXX" Something about cascading consequences]
Timeline and Meeting Details:
The Student Conduct Code requires you to contact me by [insert the date of the 10th working day from tomorrow] to schedule a meeting to discuss this matter. If you do not schedule a meeting, you may not have a chance to appeal the findings later. 
You may bring someone (an advisor, friend, parent, or legal counsel) for support, but only you may present your case.
You have the right to:
· Share your perspective and provide evidence responding to the allegations.
· Appeal the recommended sanctions. Review the Student Code of Conduct for more details.
In addition to this academic sanction, additional University-level sanctions may be reviewed, depending on the specific circumstances and your prior record. If such sanctions are recommended, the case will be referred to Dean [Insert Name and College] for review.

Sincerely,
[Instructor Name]
[Course Instructor, Title]
cc:
[Department Chair]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098781]Step 3: Notice of Findings after Initial Meeting
[bookmark: _Toc186098782]Template 3a: No Academic Misconduct Found
Subject: Notice of Resolution of Academic Misconduct
Dear [Student Name],
Following our meeting on [Insert Date], I have completed the review of allegations regarding academic misconduct in [Course Name]. Based on a preponderance of the evidence, I have determined that you were not responsible for violation(s) of the University of Montana Student Code of Conduct.
· Resolution: You were found not responsible for academic misconduct. [Describe the resolution and any substantive feedback that the student should consider in the future to mitigate potential misconduct.]
A record of this investigation and resolution will be retained for five years from the date of initial notice, per University policy. This record will remain confidential and is not subject to release or disclosure in any future reference check undertaken in your name.

Sincerely,
[Instructor Name]
[Course Instructor, Title]
cc:
[Department Chair]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098783]Template 3b: Notice of Findings, Academic Sanction, No Referral for University Sanction
Subject: Notice of Findings of Academic Misconduct
Dear [Student Name],
Following our meeting on [Insert Date], I have completed the review of allegations regarding academic misconduct in [Course Name]. Based on a preponderance of the evidence, I have found you responsible for the following violation(s) of the University of Montana Student Code of Conduct:
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Rationale: [Provide a concise description of the alleged behavior and supporting evidence.]
· Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course.]
· Possible consequences: [Course failure, withdrawal, talk to advisor if graduating.] 
You have the right to appeal this decision. An appeal must be submitted by [insert date that is 10 working days from tomorrow] to Dean [Insert Name and College]. The appeal should 1) include an argument on your own behalf and 2) respond to the evidence sent to you by your instructor. Review the Student Code of Conduct for more details.
If you do not appeal, it is assumed that you accept these findings and your sanction will be enacted.
Sincerely,
[Instructor Name]
[Course Instructor, Title]
cc:
[Department Chair]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098784]Template 3c: Misconduct Finding, Academic Sanction, Referral for University Sanction
Subject: Notice of Findings of Academic Misconduct
Dear [Student Name],
Following our meeting on [Insert Date], I have completed the review of allegations regarding academic misconduct in [Course Name]. Based on a preponderance of the evidence, I have determined that the following violation(s) of the University of Montana Student Code of Conduct occurred:
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Rationale: [Provide a concise description of the alleged behavior and supporting evidence.]
· Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course.]
· Possible consequences: [Course failure, withdrawal, talk to advisor if graduating.] 
Your case has been referred to Dean [Insert Name and College] for consideration of additional University-level sanctions, which may include probation, suspension, or expulsion.
You have the right to request a hearing by the University Conduct Board and the right to appeal this decision and any subsequent decision pending review by the Dean.  Review the Student Code of Conduct for more details. 

Sincerely,
[Instructor Name]
[Course Instructor, Title]
cc:
[Department Chair]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098785]Template 3d: No Response to Meeting Request
Subject: Notice of Findings of Academic Misconduct
Dear [Student Name],
Following my initial notice on [Insert Date], I have completed the review of allegations regarding academic misconduct in [Course Name]. Based on a preponderance of the evidence, I have determined that the following violation(s) of the University of Montana Student Code of Conduct occurred:
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Rationale: [Provide a concise description of the alleged behavior and supporting evidence.]
· Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course.]
· Possible consequences: [Course failure, withdrawal, talk to advisor if graduating.] 
Because you did not respond to the initial notice and request for a meeting, you have may have forfeited your right to appeal. Please review the Student Code of Conduct for more details. 


Sincerely,
[Instructor Name]
[Course Instructor, Title]
cc:
[Department Chair]
[Academic Dean]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098786]Template 5: Academic Dean’s Notice
Note on appeals: Deans can adapt Template 3a: No Academic Misconduct Found when reviewing a non-University Sanction appeal and finding for the student.  
[bookmark: _Toc186098787]Template 5a: No University Sanction
Subject: Notice of Findings of Academic Misconduct
Dear [Student Name],
After reviewing the case referred by [Instructor Name] regarding academic misconduct in [Course Name], I concur with the findings that a violation of the University of Montana Student Code of Conduct occurred:
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Rationale: [Provide a concise description of the alleged behavior and supporting evidence.]
· Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course.]
· Possible consequences: [Course failure, withdrawal, talk to advisor if graduating.] 
No additional university sanction is recommended. A record of this investigation and resolution will be retained for five years from the date of initial notice, per university policy, and may be consulted in future misconduct investigations. 

Sincerely,
[Academic Dean or Designee]
cc:
[Department Chair]
[Course Instructor]
[Academic Misconduct Case Manager (for records)]

[bookmark: _Toc186098788]Template 5b: University Sanction
Subject: Notice of Findings of Academic Misconduct and University Sanction
Dear [Student Name],
After reviewing the case referred by [Instructor Name] regarding academic misconduct in [Course Name], I concur with the findings that a violation of the University of Montana Student Code of Conduct occurred:
· Date: [Insert Date]
· Type: University of Montana Student Code of Conduct, Section IV.C [insert specific citation, e.g., "Plagiarism, Section IV.C.1"].
· Rationale: [Provide a concise description of the alleged behavior and supporting evidence.]
· Academic Sanction: [Describe the proposed academic penalty, such as a reduced grade on the assignment, failure for the assignment, or failure for the course.]
In addition to the academic penalty imposed by your course instructor, the following University sanctions will be implemented:
· University Sanction: [sanctions, e.g., "Disciplinary probation for one semester."]
· Possible consequences: [Course failure, withdrawal, talk to advisor if graduating.] 
You have the right to appeal this decision. The appeal should 1) include an argument on your own behalf and 2) reference to the evidence sent to you by your instructor. Appeals must be submitted within ten (10) working days of receiving this letter and should be sent to officeoftheprovost@umontana.edu. Please review the Student Code of Conduct for more details.

Sincerely,
[Academic Dean or Designee]
cc:
[Department Chair]
[Course Instructor]
[Academic Misconduct Case Manager (for records)]


Step 1: Complete Academic Misconduct Referral form: request for information


Step 2: Send Initial Notice of Allegations to student and request meeting. 


Step 3: Preliminary Meeting 


Step 3a: No Academic Misconduct finding. 


Send concluding letter. 


Step 3b: Academic misconduct finding. Academic Sanction, no referral for University sanction.


Send concluding letter.


Step 3c: Academic misconduct finding + referral for University sanction.


Step 3d: No response from student about meeting. Proceed with academic misconduct finding or referral. 


Send concluding letter. 



Step 4: Student accepts the finding. Upload resolution to Maxient.


Step 4a: Student appeals the finding. Refer to Dean.


Step 5: Academic misconduct finding + referral for University sanction.


Step 5a: Dean affirms misconduct finding, no university sanction.
Step 5b: Dean affirms misconduct finding, university sanction.


NOTE: Before formal investigation, student must be informed of their right to review by University Conduct Board instead of the Dean.


Step 5d:Dean sends concluding letter.


Student accepts the finding. Resolution uploaded to Maxient.


Student appeals the finding. Refer to Provost.


Step 5c: Dean reverses misconduct finding. Return to Step 3a.
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