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Office of Student Conduct & Conflict Resolution Services
Academic Integrity Facilitator Checklist 

Section 1: Initial Review

· Review the case file you received from the Office of Student Conduct & Conflict Resolution Services (OSC-CRS). If you need additional information from the instructor, arrange to interview them.

· Make clear that the instructor should not penalize the student until the disciplinary process is complete. The student must be permitted to continue to attend class and complete all assignments and exams. If the instructor must issue a course grade before the process concludes, that grade should be “TZ.”
Section 2: Adjudicating the Case

· Using the letter templates available on the AIF Training and Resource Site (https://rutgers.instructure.com/courses/93817), notify the student that there has been an allegation of academic dishonesty. The templates include links to the Academic Integrity Policy and other relevant information.
· Request that the student respond by scheduling a meeting with you. The student will then have five (5) working days from the date of the letter to respond.

· If the student fails to respond within five working days, or chooses not to meet with you, you may decide the case based on all available evidence, including any written response from the student.  

· If the student meets with you, briefly describe the disciplinary process. Advise the student that any information they provide is voluntary.
· Share with the student the details of the complaint and any supporting evidence. Ask the student for their version of events, if they have chosen to provide information. 
· Review the information provided by the student and the instructor. Interview any witnesses.
· Determine whether a violation of academic integrity has occurred using the preponderance of evidence standard of proof. To meet this standard, you must be convinced that it is more likely than not that the allegations are true.
· If you determine that the student has not violated the policy:

· Send them the appropriate outcome letter using the templates on the AIF Training and Resource Site (https://rutgers.instructure.com/courses/93817), copying the instructor. Send the letter within ten (10) working days of your meeting with the student.

· Complete the Final Reporting Form (https://bit.ly/FinalReportingForm), which notifies the OSC-CRS of the outcome of the case. The matter is then closed.

· If you do find the student in violation:

· Recommend appropriate sanctions (see http://nbacademicintegrity.rutgers.edu/home/academic-integrity-policy/academic-integrity-sanctions/). 
· Send the student the appropriate outcome letter using the templates on the AIF Training and Resource Site (https://rutgers.instructure.com/courses/93817), copying the instructor. Send the letter within ten (10) working days of your meeting with the student.

· Notify the instructor that there should be no grade penalty until the student’s appeal options are exhausted.

· Complete the Final Reporting Form (https://bit.ly/FinalReportingForm), which notifies the OSC-CRS of the outcome of the case. [image: image2.png]
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