
 

HOPWOOD HALL COLLEGE 

ACADEMIC 
MISCONDUCT 
2024-2025 

 

 

 

  



   

Page | 2 
 

Policy Cover Sheet  
Please fill in the following details: 

 
Policy Name Academic Misconduct 2024-2025 
Version Number V1 
Policy Owner Simon Farrar 
Release Date 05/08/2024 
Policy valid for 1 year 
 
Documents included: 
 
Completed Checklist (below) X 
Policy text X 
Filled in EIA X 
 
Where should this policy be shared? All policies will be shared on the HUB. 
  
The HUB X 
Net Consent X 
Website X 
 
Policy Checklist 
Have you completed the following tasks: 
 
Used the Microsoft Accessibility Checker X 
Used formatted headings X 
Used Arial 12pt font X 
Included numbered paragraphs X 
Included page numbers X 
Included alternative text for all images which accurately describe what’s in the picture X 
Checked for gender neutral language e.g. remove dinner ladies, workmen, he/she 
and replaced with servers, contractors, they. X 

Used the full phrase instead of the acronym at least the first time X 
Used the spelling and grammar check X 
Gained feedback from colleagues to ensure the policy is clear and accurate X 
Included any legal, social or organisational changes since the last policy review X 
Reviewed the connected policies to ensure they are still active X 
Filled in the change log X 
Listened to the policy using the accessible reader X 
Reviewed the policy flowchart X 
Informed the EDI Manager of upcoming policy deadlines X 
 
Sign Off: To be filled in by the named person only 
 
 Name Date 
SLT   Liz Duncan 05/08/2024 
Corporation (if required)   
Trade Union   
EIA Adam Carney 05/08/2024 



   

Page | 3 
 

Change log 

 

CONTENTS 
1. INTRODUCTION ................................................................................................. 4 
2. SCOPE ................................................................................................................ 4 
3. ROLES AND RESPONSIBILITIES ...................................................................... 4 
4. WHAT IS DEFINED AS ACADEMIC MISCONDUCT .......................................... 5 
5. SUPPORT FOR STUDENTS AND ADVICE ........................................................ 8 
6. ACADEMIC OFFENCES PROCEDURE ............................................................. 8 
7. CONSEQUENCES OF COMMITTING AN ACADEMIC OFFENCE .................. 10 
8. RECORD OF OFFENCES ................................................................................. 11 
9. RIGHT OF APPEAL ........................................................................................... 11 
 

  

Version 
number 

Changes 
description 

Major 
changes? 

Y/N 

Initiator Approval 
person/body 

Date of 
completion 

Date of next 
review 

New 
version 
number 

N/A New Policy Y Simon 
Farrar 

Vice Principal 
- Quality 

August 
2024 

August 
2025 

V1 



   

Page | 4 
 

1. INTRODUCTION 

1.1. This policy provides an overview of what the college considers constituting 

academic misconduct, the support available to avoid committing academic 

misconduct and the potential sanctions and outcomes of any student who is 

suspected of committing academic misconduct. 
 

1.2. This policy will not discriminate either directly or indirectly against any 

individual. Policies are inclusive of all HE students, Open University Students, 

Learners, Enquirers and Alumni, regardless of age, civil status, dependency 

or caring status, care experience, disability, family status, gender, gender 

identity, gender reassignment, marital status, marriage and civil partnerships, 

membership of the Traveller community, political opinion, pregnancy and 

maternity, race, religion or belief, socio-economic background, sex, sexual 

orientation or trades union membership status (ref. Equality Act 2010). 
 

2. SCOPE 

2.1. The scope of this policy applies to all students currently enrolled on higher 

education courses at Hopwood Hall College. 

 

2.2. Where a student is enrolled on a course validated by a partner Higher 

Education institute there may be additional policy rules that need to be 

considered or sanctions applied. For more information see the partner 

institutes academic regulation policies found on the website 

(www.hopwood.ac.uk). 

 

3. ROLES AND RESPONSIBILITIES 

3.1. The College will ensure that students have access to the HE Regulations and 

ancillary assessment policies and procedures. (The people responsible may 

include tutors, module leaders, course leaders and programme managers). 

These are available via the college website Hopwood Hall College and 

University Centre - Your Future Starts Here 

 

https://www.hopwood.ac.uk/
https://www.hopwood.ac.uk/
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3.2. The Course Team Leader will ensure that the assessment requirements for 

the course are published on the college Virtual Learning Environment (VLE) 

‘Its learning’ by the start of the course (itsLearning). This will also be available 

on the website at application stage.  

 

3.3. This will include:  

3.3.1. Student handbook linked to the programme specification and module 

descriptors 

3.3.2. Assessment schedule (including reassessment dates)  

3.3.3. Learning outcomes, assessment criteria, weightings and mode(s) of 

assessment for each unit  

3.3.4. Procedures for the submission of assignments including the procedure 

for dealing with late submission of work, and indicative feedback dates.  

3.3.5. Criteria relating to grading and marking schemes.  

 

3.4. It is the student’s responsibility to:  

3.4.1. Ensure they understand and comply with the assessment regulations 

for their course, ancillary policies and procedures set by partner 

universities or exam boards. 

3.4.2. Attend examinations and submit work for assessment as required.  

3.4.3. Submit any relevant information on exceptional and extenuating 

circumstances which they believe may have affected their performance in 

accordance with the HE Extenuating Circumstances Policy. 

 

4. WHAT IS DEFINED AS ACADEMIC MISCONDUCT 

4.1. Hopwood Hall college is committed to ensuring that all learners have access 

to fair assessment. This Academic Conduct Policy helps to maintain high 

standards of academic integrity within the College by defining what is 

academic misconduct and what the consequences are if a student is deemed 

to have breached this policy. This is important so that we can uphold the 

value of all college higher education programmes and safeguard the college’s 

reputation to the benefit of all students and staff. To have academic integrity 

at the College means that:  

https://www.hopwood.ac.uk/university-centre/legal/
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4.1.1. you are committed to honest study practices and shared values that 

ensure your work is a true expression of your own understanding and 

idea;  

4.1.2. you give credit to others where their work contributes to your 

understanding;  

4.1.3. you engage in good academic practice involving essential academic 

skills such as keeping track of where you find ideas and information and 

attributing and referencing these accurately in your work.  

 

4.2. This matters because as members of the college community, we are all 

committed to openness and honesty in our words and actions. These values 

are essential to academic study and research. When we act with integrity, we 

receive the credit that we deserve for our work and others receive the credit 

for theirs. This ensures that no students have an unfair advantage, for 

example by receiving credit for work that is not their own.  

 

4.3. The following list includes examples of behaviour that the college will deem 

academic misconduct. This list is not exhaustive and other instances of 

malpractice may be considered. 

 

4.4. Plagiarism, in which a student uses another persons work or ideas and 

presenting it as if it was their own. The work may be written, music, computer 

program, pictures etc. The source of the work may be: 

4.4.1. Published work e.g. book, magazine, play, photograph, painting, music 

etc. 

4.4.2. Unpublished work e.g. teacher’s notes, class handouts, another 

students work (used with or without permission) and material from the 

Internet. 

4.4.3. Contract Cheating, in which a student pays for or contracts a third party 

service (such as essay mills) or individual to complete the assessment on 

their behalf 

4.4.4. Cheating in examinations or controlled formal assessments. This could 

include bringing unsanctioned notes or other materials into exams or 
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accessing digital devices in exams or formal assessment where these 

are prohibited. 

4.4.5. Falsifying data. This could include but is not limited to falsifying witness 

statements, research data, work experience or placement logs or hours 

or any materials which will be factored into a students ongoing 

assessments. 

4.4.6. Collusion, in which students colluded or work together with other 

students or staff to cheat in an assessment. This includes knowingly 

making your own work available to other students to copy as if it were 

their own.  

4.4.7. Self plagiarism. Where students reuse significant identical or nearly 

identical portions of their own work without citing it as their own 

previously marked/used work. 

 

4.5. Generative Artificial Intelligence (Generative AI) is a type of artificial 

intelligence which generates content in response to prompts from the user, 

including text, images and code. Automated tools include:  

4.5.1. those offering automated answers or solutions to assignment 

questions, such as equation solvers, or automated writing tools; • those 

which reword or amend existing content such as translation tools, 

paraphrasing tools, or automated re-writing tools. Generative AI in your 

work, you must fully acknowledge any parts of your work where you have 

used Generative AI technology or automated software tools, including as 

a starting point or for reference, by specifying the tool and query-text 

used.  Unauthorised use of Generative AI or automated tools include:  

4.5.2. Use of Generative AI without referencing how it was used, including as 

a starting point to generate reference material, to plan or produce content 

that appears in your assignment;  

4.5.3. Use of Generative AI or automated tools when this is not permitted in 

the programme guidance;  

4.5.4.  Using Generative AI or other automated software tools to produce all 

or most of the content of your assignment, even when this is correctly 

referenced, unless the module permits this. 
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4.5.5. Use of Generative AI must be referenced using the guidelines for the 

referencing style specified in your module by specifying the AI tool used, 

the prompt-text (i.e., the question or instruction given to the AI tool) and 

the date the information was generated, as well as which parts of the 

assignment content were affected.  

 

5. SUPPORT FOR STUDENTS AND ADVICE 

5.1. During induction all students will be invited to attend a series of presentations 

and workshops that detail the definitions of academic misconduct and the 

support available to ensure that this can be avoided. Sometimes this 

plagiarism is done unintentionally due to poor research skills and a lack of 

understanding of referencing conventions Study skills workshops are 

available both in induction and throughout the year via the iLearn Centre to 

assist with good referencing techniques and to help with researching. 

ilearn@hopwood.ac.uk. 

 

5.2. Personal tutorials timetabled throughout the year will also support with 

techniques to avoid academic misconduct as well as topics such as time 

management and assessment writing. 

 

5.3. The student handbook contains information on academic misconduct and 

help is also available on the college Virtual learning environment. This 

includes where/how to access support and guidance on the process and 

procedures if you are investigated for academic misconduct. 

 

6. ACADEMIC OFFENCES PROCEDURE 

6.1. The College operates Academic Offence Panels to consider admitted or 

found cases of cheating, plagiarism and unfair practice across the institution. 

Prior to consideration at an Academic Offence Panel cases are investigated 

within the Curriculum area. Outcomes of the Academic Offence Panel are 

reported to the relevant assessment board for ratification. The student should 

be made aware that they are considered for a case of academic misconduct 

mailto:ilearn@hopwood.ac.uk
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6.2. The burden of proof for academic misconduct, within the balance of 

probabilities, lies with the college and any suspected cases of academic 

misconduct must be presented with supporting evidence by the tutors or 

departments who are making the allegation. This may include turnitin reports 

or other relevant sources. There are assessment boards termly for each 

curriculum area, and then these report into the Academic Offences Panels 

which operate across the college. Programme managers will be responsible 

for the investigation, create a report and then the panel this will be chaired by 

a member of The Quality Team.  

 

6.3. Written notice will be sent to the student at the outset of the investigation and 

at least 10 working days before the meeting, informing them of the process 

and staff members involved.  A meeting will be scheduled by the chair, at 

which the student will have the opportunity to provide a response and present 

any mitigating circumstances where relevant. The student can be 

accompanied to any meetings/ hearings for personal, emotional support at 

any and all points. Alternatively, the student may be supported by a 

representative (an individual who is authorised by a student to act on the 

student’s behalf through the provider’s processes), if needed or preferred. 

 

6.4. The investigator will produce a report outlining the process followed and their 

conclusions. Following the meeting, the student will receive the outcome in 

writing within 10 working days, including reason for the penalty selection as 

per 7.1 below, next steps, including the right to appeal and information on 

support.  

 

6.5. Any attempt to gain an unfair advantage may be considered as an offence 

and dealt with under these Regulations and the associated procedures. 

   

6.6. For the purpose of these Regulations, assessment includes the following 

forms of assessment:  

6.6.1. Coursework  

6.6.2. Examinations  

6.6.3. Other forms of Assessment 
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6.7. Procedures should be concluded as quickly as possible, and normally within 

30 calendar days of the start of an investigation, as per the OIA (Office for 

Independent Adjudicator) good practice.  

 

6.8. Each case will be considered on its own merits, and on the basis of  

6.8.1. The severity of the case  

6.8.2. The circumstances of the case  

6.8.3. The level at which the offence took place   

6.8.4. Whether the offence was a repeat offence 

6.8.5. Cases will be considered at Academic Misconduct Panel where the 

consequences of these decisions are agreed and recommendations are 

forwarded to the Assessment Board. The Academic Misconduct Panels 

are chaired by the Assistant Principal, Head of Quality, Centre Directors 

and Programme Managers, who have not previously been involved in the 

investigation or allegation stage. Potential outcomes are included in 7.1. 

 

7. CONSEQUENCES OF COMMITTING AN ACADEMIC OFFENCE  

7.1. For Open University courses, please see Appendix 1 for the points based 

AMBeR Tariff used to identify which series of outcomes could be applied, and 

then work through the outcomes in the relevant category, from least to most 

severe.  

 

7.2. For non-Open University courses, the following penalties may be applied in 

order of severity. The HE Positive Behaviour Policy may be used as part of 

this process:  

 

7.2.1. An advisory note: This will normally include further action to be 

undertaken relating to study skills and/or support to address the lack of 

understanding/inexperience. This will be confirmed to the student in 

writing, copied to the programme / course team leader for implementation 

and monitoring. This might be applied for a first offence of plagiarism at 

https://www.hopwood.ac.uk/university-centre/legal/
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between 20% and 50% OR more than two paragraphs but not more than 

five paragraphs.  

 

7.2.2. Resubmission of work: In addition to the above a student will be asked 

to resubmit the affected assignment/s. This will be either the same task 

or an alternative assessment method depending on the nature of the 

assignment. Depending on the severity of the case this resubmission 

might also be capped at a passing grade. 

 

7.2.3. A written warning: In addition to the above a written warning will be 

issued stating that any further offences committed while the student is 

registered with the College will normally lead to termination of registration 

and enrolment. 

 

7.2.4. Termination of registration and enrolment: this may be the outcome if it 

is considered that the student has repeatedly committed academic 

offences. This may include, but not be limited to repeated submissions 

where plagiarism is above 50% OR more than five paragraphs or 

Submission purchased from essay mill or ghost-writing service. 

 

7.2.5. Additional consequences may be considered by partner university or 

exam boards and students will be notified if these have been applied. 
 

8. RECORD OF OFFENCES  

8.1. A record of admitted or found offences will remain on the student’s file for the 

duration of their study in the College. 

 

9. RIGHT OF APPEAL   

9.1. A student has the right to appeal a finding of Assessment Board within a 

period of 10 working days. Grounds on which the appeal is made must be 

included in the notification of appeal. Simple request for a re-hearing does 

not constitute valid grounds for appeal. 
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9.2. Appeals can be submitted following an assessment if a student believes:   

9.2.1. That circumstances have affected their performance which the 

assessment board may not have been made aware of when an 

assessment decision was taken.  
9.2.2. That there was a material administrative error or procedural irregularity 

in the assessment process.  
9.2.3. That there is evidence of prejudice or bias or lack of proper 

assessment on the part of one or more of the assessors/examiners. 
  

9.3. All appeals should be submitted through the college’s compliments and 

complaints process. This is found online on the colleges website and detailed 

in induction and in student handbooks. As detailed in the Compliments and 

Complaints process, that after following all internal processes, there is also a 

right to complain to the OIA for review within 12 months of receiving the 

Completion of procedures (CoP) letter. 
 

9.4. Staff involved in the appeal should be independent and not involved at any 

earlier stage of the processes. 
  

https://www.hopwood.ac.uk/contact/how-to-make-a-complaint/
https://www.hopwood.ac.uk/contact/how-to-make-a-complaint/
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10. APPENDIX 1   

10.1. STEP 1 – Award points based on the following criteria. 
10.1.1. HISTORY 

1st Time 100 points 

2nd Time 150 points 

3rd Time or more 200 points 

 
10.1.2. AMOUNT / EXTENT 

Below 5% AND less than two sentences 80 points 

As above but with critical aspects* plagiarised 105 points 

Between 5% and 20% OR more than two sentences but not more 

than two paragraphs 
105 points 

As above but with critical aspects* plagiarised 130 points 

Between 20% and 50% OR more than two paragraphs but not 

more than five paragraphs 
130 points 

As above but with critical aspects* plagiarised 160 points 

Above 50% OR more than five paragraphs 160 points 

Submission purchased from essay mill or ghost-writing service 225 points 

*Critical aspects are key ideas central to the argument 

 
10.1.3. LEVEL / STAGE 

Level 4 70 points 

Level 5 115 points 

Level 6 or Postgraduate 140 points 

 
10.1.4. VALUE OF ASSIGNMENT 

Standard weighting 30 points 

Large project (e.g. final year 

dissertation) 
60 points 
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10.1.5. ADDITIONAL CHARACTERISTICS 
10.1.5.1. Evidence of deliberate attempt to disguise plagiarism by 

changing words, sentences, or references to avoid detection 40 
points. 
 

10.2. STEP 2 – Award penalties based on the points. 
10.2.1. PENALTIES (Summative Work) 

10.2.1.1. In all cases, a formal warning is given and a record made 

contributing to the student’s previous history. 
 

 

280 – 329 
• No further action beyond formal warning 

• Assignment awarded 0% - resubmission required with no penalty on 

mark. 

 

 

 

330 – 379 

• No further action beyond formal warning 

• Assignment awarded 0% - resubmission required with no penalty on 

mark. 

• Assignment awarded 0% - resubmission required but mark capped or 

reduced. 

 

380 - 479 
• Assignment awarded 0% - resubmission required but mark capped or 

reduced. 

• Assignment awarded 0% - no opportunity to resubmit. 

 

480 - 524 
• Assignment awarded 0% - no opportunity to resubmit. 

• Module awarded 0% - re-sit required, but mark capped or reduced. 

• Module awarded 0% - no opportunity to re-sit, but credit still awarded. 

 

 

 

 

525 - 559 

• Module awarded 0% - re-sit required, but mark capped or reduced. 

• Module awarded 0% - no opportunity to re-sit, but credit still awarded. 

• Module awarded 0% - no opportunity to re-sit, and credit lost. 

• Award classification reduced. 

• Qualification reduced (e.g. Honours to no Honours). 

• Expelled from institution but with credits retained. 

• Expelled from institution but credits withdrawn. 
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560+ 

• Module awarded 0% - no opportunity to re-sit, and credit lost. 

• Award classification reduced. 

• Qualification reduced (e.g. Honours to no Honours). 

• Expelled from institution but with credits retained. 

• Expelled from institution but credits withdrawn. 

 

10.2.2. PENALTIES (Formative Work) 
 

280 – 379 • Informal Warning. 

380+ • Formal warning, with record made contributing to student’s previous 

history. 
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