Important Guidelines for Students

The University adopts the definition of academic integrity of the International Center for Academic
Integrity, which identifies five components of academic integrity: honesty, trust, fairness, respect
and responsibility. Furthermore, “the courage to act on [on these values] even in the face of
adversity, [is] truly foundational to the academy. Without them, everything that we do in our
capacities as teachers, learners, and researchers loses value [...] More than merely abstract
principles, the fundamental values serve to inform and improve ethical decision-making capacities
and behavior. They enable academic communities to translate ideals into action." (ICAl, The
Fundamental Values of Academic Integrity, third edition. 2021)

1. Academic dishonesty can take a number of forms, such as:

e Plagiarism - presenting the words, research findings or ideas of another person (or
an artificial intelligence) as your own.

e Cheating through the use of unauthorized assistance - the use of unauthorized
assistance, information or study aids on any academic exercise.

e Cheating through the use of unauthorized collaboration - working with others
without specific permission of the instructor.

(Please see the academic integrity violations document for additional examples and
explanations.)

2. Students should strictly avoid any appearance of academic dishonesty.

3. Students should be aware and adhere to instructor guidelines for projects, papers and
exam situations including use of appropriate citations and/or use of artificial intelligence.

4. Students who discover an apparent violation of this policy should report the matter to the
instructor or the AIC.

Meeting with your instructor and a designee from the AIC

1. A designee from the Academic Integrity Committee will be present during the meeting with
the student and course instructor. Any discussion of the details of the alleged violation or of
the sanctions should be reserved for the meeting.

e If the student fails to attend a scheduled initial meeting with the instructor without a
compelling excuse, the student may not appeal the violation report and/or sanction to
the AIC.

2. An academic integrity designee is a member of the AIC and is familiar with the academic
integrity policy and procedures. The role of the designee is to provide information about the
University’s academic integrity policy and procedures and serve as an impartial observer
during the initial meeting between the instructor and student.

During the meeting, the AIC designee will:

e Facilitate the meeting, yet they will not decide whether a violation has occurred nor
which sanction will be imposed. The instructor reaches their own conclusion after
they discuss the evidence supporting the alleged violation of academic integrity.

Page 1 of 5



e Ensure that the student knows where to find the Academic Integrity Policy and direct
the student to the catalog.

e Inform both the instructor and the student of the following steps after the meeting.

3. In the meeting, the instructor will present the student with the allegation and all evidence
supporting the charge against the student. The student will be given the opportunity to
respond and, if they wish, to submit evidence refuting the allegation.

4. At the conclusion of the meeting, the instructor determines if it is more likely than not that
the student has violated the Academic Integrity Policy.

e |[f the instructor charges the student with a violation of the Academic Integrity Policy:

o The instructor will impose a suitable sanction.

o The AIC designee will inform the student that they will receive a sanction letter
from the AIC.

o The sanction letter from the AIC will include a link to the university’s policy on
Academic Integrity. Within that policy, the student will learn their rights and the
appeal process with all deadlines should they wish to contest the finding
and/or sanction.

e If the instructor decides that a violation did not occur, the case will be closed, and no
further action will be required.

Appealing to the Academic Integrity Committee

If the student accepts responsibility for the charge and the imposed sanction, then the matter is
immediately resolved. If the violation represents a second violation of the Academic Integrity
Policy, the AIC will review the case regardless of whether the student decides to appeal the
violation report and/or sanction. The review of additional sanctions imposed by the committee for
a student with more than one violation will typically take place either after the window for the
student appealing the second violation has closed or after the appeal process has ended for the
second violation.

1. Any student who has received an AIC sanction letter is encouraged to schedule a
meeting with the Vice President for Student Affairs/Dean of Students or designee to discuss
the situation prior to appealing the case.

Students retain the right to appeal whether or not the instructor has submitted the case to
the AIC. Contact the AIC at aic@chapman.edu to initiate the appeal process.

2.If the student disagrees with the violation report, the sanction, and/or the prohibition to
withdraw, the student can appeal any of the above to the AIC by writing an appeal letter
addressed to the AIC chair. The appeal letter and any supporting documents should be
sent via e-mail to aic@chapman.edu.

e Appeals must be made within 10 Chapman University business days from the
date of the sanction letter.
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e In exceptional circumstances, a student may request additional time to appeal the
violation report and/or sanction by e-mailing aic@chapman.edu, addressed to the
AIC chair. Extensions are granted at the sole non—appealable discretion of the
AIC chair.

e Requests for extensions must be made within ten (10) Chapman University
business days of the date of the sanction letter.

3. Appeals are not granted automatically as they must be thoughtful, well-reasoned and
substantive and must demonstrate that at least one of the following criteria exists:

e New evidence not available at the time of the meeting with the faculty
member/administrator has become available and is potentially sufficient to alter
the faculty member/administrator decision.

e There was a substantive procedural error made in charging the student.

e The sanction(s) imposed was not appropriate for the violation of Academic
Integrity that occurred.

e The facts in the case were insufficient to establish that a violation of the policy
occurred.

Appeals must also include pertinent evidence supporting one of the above criteria and, when
available, names of witnesses the student requests be called who have first—hand information
about the matter. Evidence submitted will be reviewed by the AIC chair and may be denied if
cumulative or not probative of the disputed facts or to the determination of the case.

4. The AIC chair will notify the student via Chapman e-mail whether or not the AIC has
determined that there are grounds to conduct a hearing. Should the AIC determine there
are grounds to conduct a hearing, the AIC will notify the student of the hearing and where it
will be held at least five (5) Chapman University business days in advance of the scheduled
hearing date.

5. 1f the AIC decides to hear the student’s case, the following individuals will be invited to
participate:

e The AIC chair and the AIC faculty members.
e The student representatives on the AlC.

e The Vice President for Student Affairs/Dean of Students or their designee (ex—

officio, non—voting).

The student.

Any other persons called by the AIC chair, including material witnesses (such as
the faculty member) whom the student or the AIC members deem relevant to the
case.

e The student may also invite one person to provide support (e.g., friend or family
member). This support person may not speak for the student and this individual
may not be an (practicing or non—practicing) attorney.

e A quorum is necessary for all AIC business. A quorum is defined as three (3)
voting members of the AIC.
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6. Should the student fail to appear at the hearing before the AIC, the AIC shall have full
authority to proceed in the student’s absence. Any student that misses the scheduled
hearing with the AIC forfeits the right to appeal the AIC’s decision to the Office of the
Provost.

e If for any reason the student needs to reschedule the hearing with the AIC, the
student must provide the committee at least 24 hours’ notice. Hearings will be
rescheduled only for exceptional circumstances at the sole non—-appealable
discretion of the AIC chair.

7. During the hearing, the student is invited to present a brief, concise and organized
opening statement.

The student may present relevant evidence to the AIC supporting their claims that the
student previously provided with their appeal. . New evidence will not be accepted at the
hearing unless it can be demonstrated that it could not have been known or available to the
student at the time the student submitted the appeal.

e The AIC chair may conclude the hearing at any time should the committee feel that
the student is straying from the relevant facts of the case or reasons for the violation
report and/or sanction to be vacated.

e Although the committee may ask the student to review briefly the events of the case,
the student comments should focus primarily on specific reasons the violation report
and/or sanction meet one of the above specified grounds for appeal.

e AIC members may ask the student questions about the case for clarification.

e The student and witnesses are expected to maintain proper decorum during the
proceeding or risk being excused. If a student is excused, the hearing will continue
in their absence.

8. After the student has presented the case and all questions have been addressed, the
student and faculty member will be excused and the AIC will deliberate. Deliberation may
result in the following:

e Adecision to uphold, modify or overturn the initial sanction. The AIC reserves the
right to modify or overturn the instructor’s sanction.

e A determination that additional information is needed. In this case, the decision is
suspended until all necessary information has been obtained. The AIC should notify
the student of the suspension as soon as possible, but within a few days, after the
meeting.

9. After the AIC makes its decision, the chair will notify the student in writing and via
Chapman e-mail. The standard of proof applied by the AIC is preponderance of the evidence.

In applying this standard, the AIC will determine whether it is more likely than not that the
student violated the Academic Integrity Policy of Chapman University.

Appealing to the Provost
If unsatisfied with the outcome of the AIC hearing to contest the violation report and/or sanction,
the student may appeal the decision of the AIC to the Provost by e-mailing aic@chapman.edu
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within five (5) Chapman University business days of receiving the AIC decision letter. This period
is known as “the appeal period.” A review will be conducted by the Provost or their designee.

In exceptional circumstances, a student may file a request to the Provost for an extension to the
appeal period by e-mailing aic@chapman.edu. Requests for extensions must be made within
the appeal period.

Appeals are not granted automatically as they must be thoughtful, well-reasoned and
substantive and must demonstrate that at least one of the following criteria exists:

° New evidence not available at the time of the hearing has become available and is
potentially sufficient to alter a decision.

° There was a substantive procedural error that may have prohibited the hearing
from being conducted fairly in light of the violation report and/or sanction.

° The sanction(s) imposed was not appropriate for the violation of Academic
Integrity that occurred.

° The facts in the case were insufficient to establish that a violation of the policy
occurred.

Upon appeal, the Provost or their designee shall review the faculty member’s and/or the AIC’s
decision, sanctions and supporting evidence, and any evidence provided by the student, and
may confer with the faculty member and the student. The Provost or their designee shall have
the authority to uphold, modify, or overturn the AIC’s decision and sanctions.

The Provost or their designee shall notify the student, the faculty member and the Dean of

Students in writing of their decision. The Provost or their designee’s decision is final on all
Academic Integrity Policy violation cases. No further review or consideration will be granted
following this decision.
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