4/9/2008

York College
City University
of New York

Academic Integrity
Policy and Procedures

I

YORK COLLEGE

The City University of New York

Approved by the York College Senate
October 23, 2007

York Academic Integrity Policy-1



York College
City University of New York

Academic Integrity Policy and Procedures
Approved by York College Senate
October 23, 2007

Academic Integrity at York

Successful teaching and learning depend on trust in the integrity of all involved. York’s Academic
Integrity Policy and Procedures, developed to conform to the CUNY policy on Academic Integrity,
outline College protocol for (1) promoting academic integrity at the College; and (2) dealing with
violations of academic integrity.

A dual committee structure for academic integrity (Departmental and College) enables discussion
of academic integrity both within the disciplines and across the college at large. Departmental
and College Academic Integrity Committees should actively plan proactive measures for
promoting academic integrity, in addition to dealing with academic integrity violations. Such
initiatives might include documents on academic integrity; tutorials and/or teaching modules;
faculty development events; student forums; and other educational initiatives to support academic
integrity.

Academic integrity violations will be handled first at the departmental and then at the college
level, per the procedures outlined below and the flowchart on page 4. Appendix 1, Definition and
Examples of Academic Dishonesty, provides a non-exhaustive list of Academic Integrity violations
for which these procedures are relevant.

Department Academic Integrity  Procedures

Department Academic Integrity = Committee Constitution

Each department will constitute a three-member Department Academic Integrity Committee. The
Department Chair will either serve as or appoint a Department Academic Integrity Officer, and
two other full-time faculty members will be selected by the Department. (Academic Program
Coordinators will serve as their own Academic Integrity Officers but work with the Academic
Integrity Committee of their home departments.) Committee members will serve a term of two
years, staggered. Each fall, Department Chairs will apprise the Vice President of Academic
Affairs (OAA) of their Academic Integrity Officers and the membership of their Academic Integrity
Committees. Department Chairs will also appoint one member of the Department Academic
Integrity Committee to sit on the College Academic Integrity Committee.

The Department Committee will meet at least once per semester to discuss academic integrity in
the Department and to develop and implement, as appropriate, proactive initiatives to encourage
academic integrity. It will also meet as needed to review student appeals regarding academic
integrity violations within the department.

Academic Integri ty Case Initiation

Academic integrity cases may be initiated up to the end of the semester following the semester in
which the alleged offense occurred, which allows time for relevant information to come to light;
however, faculty members should initiate academic integrity cases within one week of knowledge
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of the alleged offense. To initiate the case, the faculty member will meet with the Department
Academic Integrity Officer to review charges and potential sanctions. Whenever possible, the
faculty member and/or Academic Integrity Officer will also discuss the case with the student.
Pursuant to these discussions, a decision on charges and academic sanctions will be made. The
Department Academic Integrity Officer will notify the student in writing, within one week following
the decision, of:

the nature of the charge;

the academic sanction;

the student’s right to request an appeal of the charge and/or sanction in
writing to the department’s Academic Integrity Committee within two weeks
of receiving the notification letter.

4. a statement that, in addition to the academic sanction, disciplinary sanctions
may also be sought by the College upon further review of the case.

L=

Appendix 2 provides a sample student notification letter.

If the recommended sanction is a failing grade for the course, the student may not file for an
official withdrawal from the course once a letter of notification has been issued. The Department
Academic Integrity Officer will hold the paperwork on the case for two weeks pending possible
student appeal. Ifitis necessary to submit a course grade while the case is pending, an
administrative placeholder grade (e.g., “Z”) will be assigned to the student until the Department
and College Academic Integrity Committee(s) has (have) concluded consideration of the case.

Student Appeals Procedure
If a student appeals the charge and/or sanction, the letter to the student and any case
documentation is forwarded to the department’s three-member Academic Integrity Committee,
which will review the case within two weeks of receipt. An opportunity for the student to attend a
meeting as part of this review will be provided. When the review is complete, the Committee will
either:
1. Deny the student’s appeal and notify the student of both the ruling and
his/her right to appeal the denial in writing to the College Academic Integrity
Committee within two weeks of receiving the letter; or
2. Uphold the student’s appeal; make necessary adjustments to the charge
and/or recommended sanctions in consultation with the Department
Academic Integrity Officer and faculty member bringing the charge; and
notify the student of the ruling.

Appendix 3 provides a Department Committee appeal ruling form.

Case Transmittal

After all department level action has been completed, the Department Academic Integrity Officer
reports final recommendations regarding the charge and academic sanction to the College
Academic Integrity Officer within one week, via the report form in Appendix 4.

College Academic Integrity Procedures

College Academic Integrity Committee Constitution

The College Academic Integrity Committee will be constituted as follows. The College Academic
Integrity Officer, appointed by the Vice President of Academic Affairs, will serve as the Chair of
the College Academic Integrity Committee. Each Department Chair will recommend one member
of his/her Department’s Academic Integrity Committee to sit on the College Academic Integrity
Committee. Additionally, student government will recommend three student representatives.
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Whenever possible, both student and faculty representatives on the College Academic Integrity
Committee will serve for a term of two years.

The College Academic Integrity Committee will have two functions. It will be responsible for
fostering academic integrity college-wide, meeting at least once per semester to maintain ongoing
consideration of academic integrity at the College and to develop specific initiatives for
encouraging academic integrity. The Committee will also meet as needed to review student
appeals of appeal denials made by Department Academic Integrity Committees.

Student Appeals of Appeal Denials

The College Academic Integrity Officer, who receives all case transmittals from Department
Academic Integrity Officers, will hold the case paperwork for a period of two weeks, to allow the
student sufficient time to appeal any appeal denials issued by Department Academic Integrity
Committees.

If a student appeal is filed within the two-week time period, the College Academic Integrity Officer
will bring the case to the College Academic Integrity Committee for review and provide the
student with an opportunity for a meeting with the Committee. The College Academic Integrity
Committee will rule on the appeal and inform the student in writing of the final decision regarding
the appeal, using the College Academic Integrity Committee appeal ruling report (Appendix 5).

If no appeal is filed within the specified time period, the College Academic Integrity Officer will
proceed with the case as outlined as outlined in the next two sections.

Procedures for Disciplinary Action Procedures (as appropriate)

For any cases where the College Academic Integrity Office has deemed disciplinary committee
review appropriate (e.g., when a student has violated academic integrity multiple times), the
College Academic Integrity Officer will forward a recommendation for student disciplinary
committee review, along with all case documentation, to the Vice President for Student
Development. The Vice President for Student Development will then handle the disciplinary
matter consistent with Article 15 of the CUNY by-laws.

Procedures for Executing Academic and Disciplinary Sanctions

If the College Academic Integrity Officer has recommended disciplinary action, execution of the
academic sanction will be held pending resolution of the disciplinary case. Otherwise, the
College Academic Integrity Officer will proceed with execution of the academic sanction. The
College Academic Integrity Officer will direct the Registrar to apply the grade of WF (or whatever
academic sanction is recommended) to the student’s official college record. This WF grade will
be computed into the Grade Point Average (GPA) and cannot be removed due to repetition.
When necessary (i.e., when a course grade or an administrative grade of “Z” was previously
issued), a Change of Grade form will be processed by the College Academic Integrity Officer to
assign the WF grade, with a note to the Registrar that the WF grade is being assigned because of
academic integrity violation and cannot be removed.

The College Academic Integrity Officer will then place a record of the executed academic
sanction, along with all original case documentation, to a permanent file of all academic integrity
charges and sanctions (filed by student name and social security number). This file will be held
confidential by the Office of Academic Affairs.

Disciplinary sanctions, if applicable, will be implemented in consultation with the Vice President of

Student Development. Upon completion of the case, the student will be notified in writing by the
College Academic Integrity Officer regarding the final resolution of the matter.
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Appendix I. D efinitions and Examples of Academic Dishonesty

Note: This list of academic dishonesty examples and definitions is not exhaustive; it is intended
to provide guidance regarding the kinds of activities that might be classified as academic
dishonesty.

Cheating is the unauthorized use or attempted use of material, information, notes, study

aids, devices or communication during an academic exercise. The following are some
examples of cheating, but by no  means is it an exhaustive list

e Copying from another student during an examination or allowing another to copy your
work.

* Unauthorized collaboration on a take home assignment or examination.

* Using notes during a closed book examination.

* Taking an examination for another student, or asking or allowing another student to take
an examination for you.

e Changing a graded exam and returning it for more credit.

e Submitting substantial portions of the same paper to more than one course without
consulting with each instructor.

* Preparing answers or writing notes in a blue book (exam booklet) before an examination.

* Allowing others to research and write assigned papers or do assigned projects, including
use of commercial term paper services.

* Giving assistance to acts of academic misconduct/ dishonesty.

* Fabricating data (all or in part).

e Submitting someone else’s work as your own.

* Unauthorized use during an examination of any electronic devices such as cell phones,
palm pilots, computers or other technologies to retrieve or send information.

Plagiarism is the act of presenting a  nother personQOs ideas, research or writings as your
own. The following are some examples of plagiarism, but by no means is it an exhaustive
list:
* Copying another person’s actual words without the use of quotation marks and footnotes
attributing the words to their source..
*  Presenting another person’s ideas or theories in your own words without acknowledging
the source.
e Using information that is not common knowledge without acknowledging the source.
* Failing to acknowledge collaborators on homework and laboratory assignments.
Internet plagiarism includes submitting downloaded term papers or parts of term papers,
paraphrasing or copying information from the internet without citing the source, and “cutting &
pasting” from various sources without proper attribution.

Obtaining Un fair Advantage is any activity that intentionally or unintentionally gives a
student an unfair advantage in his/her academic work over another student. The following
are some examples of obtaining an unfair advantage, but by no means it is an
exhaustive li st:
* Stealing, reproducing, circulating or otherwise gaining advance access to examination
materials.
*  Depriving other students of access to library materials by stealing, destroying, defacing,
or concealing them.
e Retaining, using or circulating examination materials which clearly indicate that they
should be returned at the end of the exam.
* Intentionally obstructing or interfering with another student’s work.

Falsification of Records and Official Documents The following are some examples of
falsification, but by no means is it an exhaustive list:
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* Forging signatures of authorization.

* Falsifying information on an official academic record.

*  Falsifying information on an official document such as a grade report, letter of
permission, drop/add form, ID card or other college document.

Adapted with permission from Baruch College: A Faculty Guide to Student Academic Integrity. The
Baruch College document includes excerpts from University of California’s web page entitled “The
Academic Dishonesty Question: A Guide to an Answer through Education, Prevention, Adjudication and
Obligation” by Prof. Harry Nelson.
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Appendix 2 Sample Student Notification Letter

[Department Letterhead]

[Date]

[Student Name]
[Student Address]

Dear [Student Name]:

This letter is to notify you that [Professor Name] has filed a charge of academic integrity regarding
your work in [Course Number, Title, Section, Semester]. Specifically, [description of charge].
[Professor Name] has recommended that [recommended academic sanction].

If you disagree with this decision, you can appeal it in writing, preferably via email, within ten
business days to the Department’s Academic Integrity Committee, which will then review the
case. Your request for an appeal should be addressed to [Department Academic Integrity Officer]
in [Departmental Office Room Number] [email address]. If you send your request letter via U.S.
mail, you should request delivery confirmation and keep a record of the confirmation. If you
submit the form in person, you should get a receipt-stamped copy of the request for your records
from the Department. Once [Department Academic Integrity Officer] receives your appeal
request, you will be contacted regarding a date and time for a meeting.

Violations of academic integrity are taken seriously by the College. Depending on the nature or
the violation, the College reserves the right to pursue disciplinary action for the offense,
consistent with student disciplinary procedures in Article 15 of the CUNY by-laws.

Sincerely,

[Department Academic Integrity Officer]

Cc: [Faculty member bringing the charge]
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Appendix 3 Academic Integrity Appeal Ruling Form (Departmental)

Department

Student Name Student ID

Instructor Name

Course Section Semester

Academic Integrity Incident Description

Academic Sanction Originally Recommended

Appeal Ruling

Appeal Denied

Explanation of Denial

Appeal Upheld

Recommended Action

Department Academic Integrity Officer Signature Date

Should you wish to appeal the decision of this committee, you may do so in writing, preferably via
email, within ten business days by writing a letter requesting a review of your case. Your request
should be addressed to [College Academic Integrity Officer], Room AC-2H07, [email address]. If
you send your request via U.S. mail, you should request delivery confirmation and keep a record
of the confirmation. If you submit the request in person, you should get a receipt-stamped copy of
the request for your records from the Office of Academic Affairs. Once [Academic Integrity
Officer] receives your appeal, you will be contacted regarding a date and time for a meeting.
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Appendix 5 Academic Integrity  Appeal Ruling Form (College)

Student Name Student ID

Instructor Name

Course Section Semester

Academic Integrity Incident Description

Academic Sanction Originally Recommended

Appeal Ruling

Appeal Denied

Explanation of Denial

Appeal Upheld

Recommended Action

College Academic Integrity Officer Signature Date

No further appeal may be made regarding the academic sanctions for this academic integrity
case.
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