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Policy on Plagiarism and Collusion for UEA Validated 
Programmes 

Introduction 

The University of East Anglia expects that all its members including Partner Institutions, both staff 
and students, adhere to the principles of academic integrity, which have been defined by the 
International Center for Academic Integrity as a commitment to the values of honesty, trust, 
fairness, respect, responsibility, and courage*1.  Academic integrity requires people to use, 
generate, and communicate in an ethical, honest and accountable manner.  

 
This policy covers those forms of academic deception referred to as “plagiarism” and “collusion” 
including “contract cheating”. These forms of academic deception are breaches of the concept of 
academic integrity. We will explain what these concepts are, and how we deal with them, below. 

 
*1 T. Fishman (ed.) The Fundamental Values of Academic Integrity (2nd edn, Clemson 
University). 

Section A. Definitions and why we have this Policy 

 

1.  Why is Academic Integrity important? 

 The Institution takes allegations of plagiarism and collusion extremely seriously 
since such acts: 
 

 threaten the credibility, integrity and standards of the University’s awards if 
students gain credit for work which is not their own, or which does not 
demonstrate their own learning; 

 
 cast doubt on a student’s commitment and responsibility to their learning as 

well as their personal integrity; 

 
 represent an unfair advantage over those students who do not plagiarise or 

collude; 

 
 represent a serious attack on the values of academic integrity, values that 

are fundamental to universities and many other institutions. 
 

 For these reasons, suspected plagiarism, collusion or contract cheating, at any 
point of a student’s course, and whether discovered before or after graduation, will 
be investigated and dealt with appropriately and proportionately by the Institution. 
In some cases, an appropriate and proportional response will be expulsion from the 
Institution. 
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2.  To whom does this policy apply 
 
This policy applies to all students registered at the Institution on UEA validated 
courses.  From now on, we will refer to students as ‘you’ and the Institution as 
‘we/us’. 
 
If you are or were registered on an undergraduate or postgraduate taught 
programme or undertaking the taught components of professional doctorates, we 
will follow the procedure explained below. 
 
If you breached this policy, but have since graduated, the Senate has the authority 
to reduce the classification of a conferred Degree, or to revoke a Degree, Diploma 
or Certificate or other distinction conferred by the University. 

  

3. What happens if I have breached this policy? 

 If we find that you have breached this policy, we will penalise you for that although 
the level of penalty depends upon a number of things. For students on an 
undergraduate or a postgraduate taught programme, or who are undertaking the 
taught components of professional doctorates, the first stage will be a referral to 
the Plagiarism Officer. They may hold an investigative meeting and, if they find that 
you have breached the policy, may impose a penalty. The most serious cases can 
result in referral to a disciplinary interview with the Head of HE, or equivalent (this 
will be referred to as a disciplinary panel in this policy), who has wide-ranging 
powers including temporary suspension or permanent expulsion. Students on 
courses leading to a profession may also find that they are held to be unsuited to 
professional practice, meaning that they have to leave their course and may not be 
allowed to do a similar course elsewhere. 
 
Some professions such as the legal profession won’t let anyone qualify if they have 
been found guilty of academic misconduct such as plagiarism or collusion although 
sometimes this depends on whether the breach was accidental or dishonest. This 
means that breaching this policy can have really serious consequences. 
 

4. Does this policy apply to formative work as well as 
summative? 
 

 Plagiarism, collusion, or contract cheating in a piece of work that you submit as 
summative is a breach of this policy and a disciplinary offence. The default position 
under this policy is that plagiarism, collusion or contract cheating in formative work 
should not attract a disciplinary penalty, because we believe that formative work is 
an opportunity for you to understand how to properly use sources and reference 
your work, and academic integrity as an important value. 
 
However, because of the nature of formative work on some courses, they may 
choose to apply this policy to formative work. If they do this, it will say so in your 
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assessment brief. Moreover, where your course is regulated by a Professional 
Statutory or Regulatory Body, that body might require us to include formative work 
in this policy too. Again, this information should be in your assessment brief. 
 
On courses which don’t penalise formative work, you may nevertheless be sent a 
letter of warning if they spot plagiarism, collusion, or contract cheating in a 
formative submission. This is so you can ensure that you take further steps to 
understand where you have gone wrong and correct it before any summative 
submission. However, this is up to the module organiser, and if you cheat in a 
summative, we can discipline you under this policy even if your module organiser 
hasn’t sent a warning letter. Avoiding plagiarism, collusion, and contract cheating is 
your responsibility. 
 

5. What is Plagiarism? 

 Plagiarism occurs when, in an assessment, you use or reproduce material without 
any or without sufficient attribution to the original source. 
 
When you submit work, it is on the basis that it is your work, and the product of 
your own intellectual efforts without any form of falsification or fabrication (including 
fabrication by artificial intelligence software). This means that you must 
acknowledge (by referencing) material that is not your own, or which you have 
used. Put simply, you must reference the sources you use. 
 
You should either quote directly from the source (with a footnote or in-text citation 
giving the source) or rewrite it in your own words (again, with a footnote or in-text 
citation). It is not enough to swap out some, perhaps many, words or paraphrase 
closely. Words can have nuanced meanings and paraphrasing in this way leads to 
poor quality work, as well as being ‘paraplagiarism’.  
 
If you do not reference correctly, you have plagiarised.  
 
Some students plagiarise deliberately but some students do so unintentionally. It’s 
still plagiarism even if it is unintentional, but your intention and motivation is 
relevant to what penalty, if any, we impose. You can find more information about 
this below. 
 
You must not invent references.  This is particularly serious plagiarism because it 
will always be a dishonest act. 
 
Note that while you are permitted to use artificial intelligence software to help you 
understand material and how that can be expressed, you are not allowed to use 
that software to complete the assessment (or any part of it) for you.  If you use 
artificial intelligence software to complete the work for you, that will be plagiarism.  
In some cases, it will reach the level of contract cheating, which we discuss below.  
You should consider it a research tool, and you should ensure that you cite its use 
by inserting a footnote or endnote which acknowledges that you used such 
software and what it helped you with. 
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What do we mean by ‘material’? 
We mean all forms of attributable intellectual property (published or not) including, 
but not limited to, words, scientific formulae, program code, music, research data, 
tables, graphs, diagrams, images, web content and audio-visual resources as well 
as ideas and concepts. The sources of such content may include, but are not 
confined to, books, articles, theses, working and conference papers, posters, 
internal reports, plans or designs, your own previously published or assessed work, 
and teaching materials (e.g. lecture slides or handouts). 

 
Case study A 
Student A was a master’s student. In their first semester, they submitted a piece of work 
that contained large sections of work from Wikipedia and published journal articles, which 
had not been referenced. At the disciplinary panel, Student A said that they were new to 
the UK higher education system and were undertaking many hours of paid employment, 
affecting their ability to attend classes. As a result, they fell behind. The disciplinary panel 
suspended Student A for one semester, which meant that they had to redo the first 
semester the following year. In consideration of the student’s financial difficulties, the panel 
timed this suspension so that the student did not incur a full year of extra fees, by allowing 
them to finish out the second semester. This helped make the outcome proportional to the 
breach. The Panel also noted that the student would not be able to pursue a career in their 
chosen profession as they did not accept students who had committed plagiarism, due to 
the dishonesty involved. This was an additional consequence that the student paid. 
 

Case study B 
Student B submitted work that was very similar to some published sources but denied that 
they had plagiarised. The disciplinary panel decided that this similarity could not have 
arisen by chance and that Student B had therefore copied some sources and was 
dishonest in denying that. However, Student B was very worried about their family in their 
home country, as the family were experiencing significant difficulties and Student B was a 
long way away. The disciplinary panel thought that this had affected Student B’s judgement 
and rather than applying the starting point penalty of suspension, they decided that Student 
B would receive a mark of zero for the work and be sent to reassessment where their mark 
would be capped so that the maximum grade they could achieve would be the pass mark. 
 

6. What is Self-Plagiarism? 

 Self-plagiarism is when you reuse material that you’ve already submitted for a 
summative assessment here or at another institution, or you submit for a 
summative assessment some material that you have previously published. The 
effect of self-plagiarism is to mislead the reader into thinking that your work is new, 
when in fact it is (or part of it is) old. That would be dishonest and contrary to 
accepted academic conduct. 
 
For you as a student, self-plagiarism is a missed opportunity to expand your 
knowledge and writing skills and to add to the pool of knowledge. Where a student 
can write two similar pieces of work, but another student cannot, there is also an 
issue of fairness between students. 
 
It is not self-plagiarism to cite or refer to your own published work. However, the 
copyright in academic publications is more likely to be held by the publisher than 
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the writer, meaning that it can breach their intellectual property to actually reuse 
any material from that work – even if you wrote it. 
 
Some courses may allow students to resubmit work that they’ve previously 
submitted, for example by giving students the ability to revise and resubmit. If your 
assessment brief says you are allowed to revise and submit, then doing so would 
not constitute self-plagiarism.  
 

7. What is Collusion? 

 Collusion is when you and someone else work together to produce work that you 
or they submit for an assessment. This might involve interacting (in person, by 
phone, email, messaging, social media, or any other way) with another person (or 
company) to complete the assessment task, such as by sharing answers or parts 
of answers.  It can also involve attempting to collude with another person (or 
company), even if no collusion happens in the end. All students are encouraged to 
improve their academic work by learning from others and some students will also 
have reasonable adjustments for a disability or specific learning difficulty that 
provides them with specialised help.  It is important to distinguish this from 
collusion.  When we consider whether something is collusion, we will ask ourselves 
whether your submitted assessment  is the product of your own intellectual efforts, 
following a learning process, or whether you have tried to obtain an advantage 
dishonestly by submitting work that is partly or wholly done by someone else- or 
the product of their intellectual efforts.  
 
In some modules, group work or the sharing of sources will be allowed. If it is 
allowed, then your module organiser will let you know in the assessment briefing. 
Unless you are told explicitly by your module organiser that you can work with 
another person(s) then doing so would be collusion.  You must ask if you are 
unsure what is and is not permitted. 
 
Module organisers must use their assessment briefs to set out what level of 
collaboration is permitted and what is not permitted. 
 
See Partner Institution guidance on assessing group work. 
 
It is possible to commit both plagiarism and collusion. For example, if you copied 
another student’s work and they knew you might do that, this would be plagiarism 
by you, and collusion by you both. 
 

Case study C 
The module organiser found significant similarities between the work submitted by two 
students on the same module. In fact, they were virtually identical except that a few words 
had been changed in one, which suggested a deliberate intent to cheat. The students 
denied that they had colluded. The disciplinary panel found that on the balance of 
probabilities (‘more likely than not’) the students had colluded. It gave the students a mark 
of zero for the work, and were not allowed to reassess, meaning that they failed the 
module. In some cases, where the module is core or compulsory, this would mean that they 
would have to leave the course.  
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8. Collusion using Software or Websites 

 You must not use language-specific auto-complete or language prediction models 
for assessments in language modules (as this defeats the purpose of the 
assessments, which are assess your language skills). 
 
In other modules, the assessment brief may specifically prohibit the use of certain 
technologies where this would also defeat the purpose of the assessment.  
 

9. What is Contract Cheating? 

 Contract cheating occurs when your assessment has been completed for you 
partially or wholly by a third party or by artificial intelligence software. The third 
party might be a friend or family member, another student or an academic, or a 
commercial provider sometimes referred to as an ‘essay mill’. It is contract 
cheating whether you pay them or not and whether you acknowledge this source or 
not. 
 
Contract cheating may also involve a student uploading an assessment question to 
a website so that it can be answered, partly or wholly, by others, or by artificial 
intelligence, or where such answers are capable of providing an academic 
advantage to any student. Even if your question is not actually answered, it would 
still be contract cheating as you have intended to cheat.  
 
The Institution treats contract cheating as a distinct and especially serious form of 
misconduct since engaging a third party to complete your work can only be a 
deliberate, intentional action. It is likely that you will be referred to a disciplinary 
panel. It is very likely that a student engaged in contract cheating will be expelled 
from the Institution. 
 
In 2022, the UK Parliament made it a criminal offence to offer commercial (paid) 
contract cheating services. While a student won't be prosecuted for aiding and 
abetting this offence by hiring a contract cheater, they may find themselves caught 
up in proceedings against the service. 
 
 

10. Online Examinations 

 Where a student is alleged to have committed plagiarism, collusion, or contract 
cheating in an online assessment, this policy will apply. 
 
In addition to understanding that plagiarism, collusion and contract cheating 
constitute misconduct, you should also ensure that you understand how you must 
behave in an examination (see institution Assessment and Cheating policy, or 
equivalent).  
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Section B – Avoiding Plagiarism, Collusion and Contract Cheating 

11. How to avoid Plagiarism and Collusion 

 In this section we provide some guidance on how you can avoid plagiarism and 
collusion. If you have any questions about anything written here, please speak to 
an appropriate person at your Institution.  
 

Preventing plagiarism before you start 
You must ensure that you understand the nature of plagiarism and collusion as 
outlined in this Policy. Your Institution must offer you training, but if you do not 
understand something, the obligation is on you to ask for further guidance. We will 
treat all students as understanding plagiarism, collusion, and contract cheating. 
 
If you join a course or module late and have missed the training, you must make 
sure you catch up on the training. This is your responsibility. 
 
You must also ensure that you understand any discipline-specific conventions (e.g. 
referencing styles, which may vary from course to course). 
 
Some plagiarism is the result of pressure of time or poor note taking. You should 
ensure that you plan your work and make use of the extenuating circumstances 
policy or a break in studies if relevant. When you make notes, ensure that you note 
the original source and page number so that you don’t inadvertently pass someone 
else’s work off as your own. 
 

When writing 
You should avoid: 
 

 Copying work in whole or in part from another student 
 

 Reproducing your own previously submitted work (unless expressly 
permitted; see ‘self-plagiarism’ section) 

 
 Downloading/buying essays from the Internet 

 

 Using artificial intelligence software to write your work.  You may only use it 
as research to help understand material and demonstrate different ways of 
writing, and ensure you cite it. 

 
 Patchwork writing – cutting and pasting different sources together, 

especially when you use very few sources a lot 
 

 Non attribution – not referencing the ideas/research of others if you 
paraphrase a source 

 
 Incomplete referencing or mixed referencing systems 
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 Inventing references 
 

 Hidden quotation – ensure that for direct quotes you use quotation marks 
 

 Using a proof-reader who does not follow the policy on proof reading. 
  
You should avoid including a large amount of text from the same source. Even if it 
is appropriately referenced, and thus not plagiarism, doing this will mean you won’t 
have included your original voice, ideas, or critical comment on your sources, and 
those contribute to your mark. 
 
Unless your assessment brief says you cannot, you can use websites that help 
your written English, such as through identifying where your writing can be made 
clearer or where your grammar or punctuation needs correcting. However, do be 
aware that these sites are rough tools - they are not always correct and sometimes 
they can lead to paraplagiarism (paraphrasing too closely). Use them only to 
prompt you to check your work more thoroughly and as an indication that you may 
want to seek help on your written English from the Institution's student support 
teams. 
 

When can I use a proof-reader? 
Please refer to the Institution guidance on proof reading. 
 

Here are the key parts: 
Proof-reading is the systematic checking for and identification of errors in spelling, 
punctuation, grammar and sentence construction, formatting and layout in the text 
of a student script. The script might be an essay, report, project, dissertation, thesis 
or any other form of written assignment. A student should proof-read their own 
work but may also ask third parties to do so. 
 
You may use a proof-reader unless your assessment brief says that they are not 
permitted. You must never ask another student who is studying, or who has 
studied, the same module or assessment task as you to act as your proof-reader, 
as that would be collusion. 
 
A proof-reader must not materially amend text in such a way that the meaning of 
the original is changed. It is also inappropriate for a proof-reader to comment on 
the quality of analysis or understanding of content. Where there is a lack of clarity 
in the meaning of a passage, the proof-reader may indicate this in their comments 
and provide guidance in respect of the alternative ways in which the passage of 
text could be understood by a reader (but not provide suggested corrections). 
 

A proof-reader may:  
• identify a spelling mistake or typographical error 
 
• identify poor grammar with an indication of what the error is (e.g. “tense”) 
 
• point to formatting errors 
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• flag errors in the labelling of diagrams or figures 
 
• highlight a sentence or passage that is overly complex or where the intended 
meaning is unclear and include an explanation of the reason why the sentence or 
passage is unclear or what the alternate interpretations might be 
 
• note errors in cross referencing. 
 

A proof-reader must not:  
• rewrite passages of text in order to clarify meaning 
 
• rewrite formulae, equations or computer code 
 
• change the words or figures or notation used by the author (except to identify the 
correct spelling of the word used) 
 
• rearrange passages of text, sequence of code or section of other material 
 
• reformat the material 
 
• contribute additional material to the original 
 
• check calculations or formulae 
 
• re-label figures or diagrams. 
 
Students who elect to use a proof-reader (whether a friend or a professional 
service) must retain copies of all draft material sent to the proof-reader, showing 
their original material. Similarly, copies of the annotations/corrections made by the 
proof-reader must also be retained. Failure to retain copies of such drafts or to 
produce them when requested to do so as part of any plagiarism/collusion 
investigations may weigh against a student in any subsequent plagiarism meetings. 
 

When to use a reference 
You should add a reference any time you use material from someone else’s work in 
your writing (whether that be in exact words, or the ideas, data, theories, findings or 
research that resulted from someone else’s work). This includes: 
 
• When quoting directly from another source (and use quote marks too) 
 
• When reporting in your own words an idea, theory, research or findings from 
another source (paraphrase) 
 
• All material taken from all sources, published or unpublished, written or pictorial, 
printed or online, etc. 
 
• When you include a table, diagram, or image taken from another source 
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• When you re-work data taken from another source into a diagram etc. 
 
 When you have used artificial intelligence software to help understand material 
 
• To give authority, justification or evidence to a statement which might be 
contentious 
 
• To show the breadth of your reading, and how well informed your opinions are. 
 
 If in doubt, include a reference. 
  

When to paraphrase  
It’s fine to rewrite things in your own words but you should reference the original 
source of the idea, and you should avoid close paraphrase such as swapping out 
every few words (we call this ‘paraplagiphrasing’). In such circumstances either 
write it completely differently or use a direct quote. Some uses of paraphrasing are: 
 

 When you can communicate ideas more succinctly in your own words 

 
 When exact wording is not crucial to your analysis 

 
 When you want to summarise several authors (agreeing or disagreeing) on 

a single issue 

 
 To show you have understood the source to a high level 

 
 To put a badly expressed or convoluted source in a more comprehensible 

form 

 
 To leave out detail unnecessary to your point 

 

Avoiding collusion 
Check the assessment brief to see if group work is allowed. Unless it is, you should 
ensure that you prepare your summative work alone (including both research and 
writing) and do not share it with anyone else apart from someone allowed under the 
proof-reading policy. 
 

Avoiding contract cheating 
Contract cheating is always dishonest as it involves an intent to cheat. Remember 
that it can have very significant long-lasting repercussions on your life and it is 
always better to choose the honest route, which may include seeking an extension, 
taking a leave of absence, or reassessing. 
 

Seeking help 
Sometimes, students commit plagiarism, collusion, or contract cheating because 
they feel under pressure or have personal problems. There is always an alternative 
to deliberate or careless plagiarism, collusion, or contract cheating, such as making 
a request for an extension, seeking advice from your module organiser or your 
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adviser or supervisor, or the Institution’s student support teams, or applying for an 
interruption to studies. Unless you commit plagiarism by accident it is always a 
deliberate choice and thus dishonest.  
 

12. Institutional Training Obligations 

 All Institutions must provide students with training on plagiarism, collusion, and 
contract cheating, including the consequences of breaching this policy, and 
preferred referencing styles and expectations. Any live training provided must be 
recorded or supplemented by an online resource (to enable late joiners to access 
the training and students to continue to access it throughout their studies).  
 

13. How Assessment Briefs should be used 

 There are significant differences between academic disciplines in assessment 
expectations, such as sharing sources, working in groups, and submitting drafts. 
This means that it is impossible to draft a policy that captures all of these practices. 
In order to respect these differences and provide clarity to students, assessment 
briefs should set out the certain specific issues relating to this policy. A simple 
template brief which prompts module organisers about these things is available.  

Section C – Investigating Suspected Cases 

14. Role of the Plagiarism Officer 

 The Head of HE, or equivalent, must appoint a Plagiarism Officer who is 
responsible for investigation into potential breaches of this policy.  
 
A deputy plagiarism officer may also be appointed and when we refer to Plagiarism 
Officer in this policy we mean that person too. 
 

15. What the Marker should do 

 If a marker suspects plagiarism and/or collusion and/or contract cheating, they 
should continue to mark the work as if they had no such suspicion, keeping a 
separate copy of the annotated work as evidence.  
 
The marker should then notify the Plagiarism Officer and provide a note of the 
reasons for the suspicion and any supporting evidence already to hand, such as a 
text-matching report and/or copies of sources plagiarised. This is to help the 
Plagiarism Officer to decide whether an investigative meeting is required. If there is 
no supporting evidence, this does not preclude a referral as the Plagiarism Officer 
can then seek evidence and run a text-matching programme. 
 
Note that sometimes referrals may be sent to the Plagiarism Officer other than from 
a marker, for example through reports from other students.  
 

16. What the Plagiarism Officer should do 
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 The Plagiarism Officer will receive the information from the marker or other referrer 
and make further investigations as may be required. 
 
The Plagiarism Officer must call an investigative meeting in cases where there is a 
reasonable suspicion that there has been a breach of this policy that would be of 
medium or high level, or if they do not have sufficient information to decide. 
 
If the suspicion, taken at its highest, may constitute a medium or high level offence, 
the Plagiarism Officer may also collect other work completed by the student. 
 
This work may be screened using the software irrespective of whether or not the 
whole batch of the past assessment papers was screened at the time. If the 
outcome of that investigation is reasonably considered to be medium or high level, 
the Plagiarism Officer should proceed to an investigative meeting.  
 

17. Using text-matching software and A-I Screening Tools to 
detect Plagiarism 

 We may use text-matching software and tools that screen for the use of text written 
by artificial intelligence to help us find cases of plagiarism, collusion, or contract 
cheating on our undergraduate and postgraduate assessments. This is software 
that searches submitted work for matches against text contained in its databases or 
identifies work that is likely to have the characteristics of something not written by a 
person. Your work may at any time be subject to screening in this way. 
 
The text-matching software will identify text that is the same as other work, whether 
that is another student’s work or something available online or a published book or 
journal article. It can also find work that is similar, or which has some words 
swapped out. 
 
However, the report produced by the software requires careful interpretation since 
appropriately referenced texts or common turns of phrase will be highlighted 
alongside potentially plagiarised materials. This means that Institutions should 
ensure that the Plagiarism Officer is trained in how to use text-matching software 
and how to interpret these reports; and the Plagiarism Officer should not send 
reports to students without explaining how to interpret them or what is being 
alleged. 
 
Screening tools are capable of detecting the use of artificial intelligence to write 
material.  As with text-matching software, the results need interpretation. 

  

18. What Administrative/Professional Services should do 
 

Where the marker has returned marked work with a note that a breach of this policy 
is suspected, the administrative team should send the student a letter confirming 
that the matter is under investigation.  
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The team must also ensure that the Board of Examiners is aware that the student’s 
marks for that module cannot be compensated or approved until the case is 
resolved. 
 
Where the Plagiarism Officer has a reasonable suspicion that there has been a 
breach of this policy that would be of medium or high level, the administrative team 
should arrange an investigative meeting and notify the student. 
 

How long will this take? 
There are a number of stages to an investigation, from initial suspicion to referral 
and investigation, the holding of an investigative meeting and potentially referral to 
a disciplinary panel. During this period, you will not be able to have the marks for 
the relevant module approved by the Board of Examiners and nor can the Board 
compensate the mark.  While the process may take several months, we will try to 
deal with the situation as quickly as we can alongside our other obligations. If 
information is needed from an external third party, this may cause further delay. 

Section D – The Investigative meeting and afterwards 

19. Cases Assessed as being Low Level 

 Where the Plagiarism Officer, utilising the grid, is reasonably confident that the 
case is a low level incident, then they will apply the educative penalty outlined at 
32. There is no requirement that there be an investigative meeting.  
 
 

20. 
 

Other cases 

 Where the Plagiarism Officer has a reasonable suspicion that the case is medium 
or high level, or where the Plagiarism Officer has insufficient evidence to decide, 
they must call a virtual or in-person investigative meeting with you.  
 

21. Preparing for the Investigative Meeting 

 No fewer than 5 working days before the meeting, you will be notified of the 
meeting and, where appropriate, some or all of the evidence on which they intend 
to rely at the meeting. This evidence might include: 
 

 Your work 

 
 Copies of any sources you’ve used (which may include similar work by 

other students, published articles, internet sources etc.) 

 
 A report using text-matching software, showing the similarities to sources 

 
 An explanation of how to understand the report (which must be sent if the 

report is sent) 
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 A report about the potential use of artificial intelligence software 

 
 A note by the marker or module organiser explaining their concerns 

 
 The assessment brief. 

 
An investigative meeting should be held as soon as possible after the Plagiarism 
Officer has determined that one is required. 
 
The meeting will held by one Plagiarism Officer, plus the marker or module 
organiser, and secretary in attendance. The secretary may be someone from the 
Institution’s administrative team who will take the minutes of the meeting. 
 
You must attend an Investigative Meeting if one is called. In the event of a clash 
with your timetable or other obligations, then unless the timetable shows an 
examination or course test, you are expected to attend this meeting. Exceptionally, 
a meeting can be rearranged for other good reasons, such as a hospital 
appointment. 
 
You must bring with you any evidence you want to use to challenge the allegation 
of plagiarism, collusion, or contract cheating. If you have any mitigating 
circumstances you must bring evidence of those. A mitigating circumstance is one 
that makes the breach less serious than it would otherwise be, and is related to 
your personal circumstances. You can see what sort of things we may treat as 
mitigating any breach at paragraph 31. 
 
If you tell the Plagiarism Officer or administrative team in advance that you do not 
intend to attend, they can cancel the meeting. If you just do not turn up, then the 
meeting will be ended. However, the Plagiarism Officer will still deal with your case. 
If you do not turn up without a very good reason, we will treat you as having 
admitted that you have breached the policy and will apply a penalty or refer you to 
a disciplinary panel.  You will also have missed out on your chance to tell the 
Plagiarism Officer about any mitigating circumstances. 
 
If you are referred to a disciplinary panel, the fact that you did not turn up will also 
be considered.  
 

22. Bringing someone with you 

 If you want, you can bring a Companion with you to the meeting. The Companion 
must have no connection with the allegations and therefore no material interest in 
the situation and must not be a member of academic staff. Many students bring a 
Student Union advice worker or equivalent. 
 
You must tell the administrative team no later than 2 working days before the 
meeting of the identify and status (for example, Student Union advice worker) of 
the Companion. If you don’t tell the team within this timescale, the Chair of the 
meeting may decide that you are not allowed to bring a Companion at all. 
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Your Companion cannot answer questions for you (your testimony) but can present 
your arguments on your behalf and provide you with help and support. It’s your 
responsibility to tell your Companion about the date, time, and location of the 
meeting, and they cannot attend unless you also attend. The Companion may be 
excluded from the hearing if they are so disruptive as to impede the conduct of the 
hearing. In such a case, or if they fail to attend, the Plagiarism Officer will decide 
whether or not to continue with the hearing without them.  
 

23. At the Meeting 

 The meeting will be chaired by the Plagiarism Officer. If the Plagiarism Officer is 
also your Module Organiser or internal marker, then the Deputy Plagiarism Officer, 
or equivalent, will act as Plagiarism Officer for the case. 
 
The marker or module organiser will set out the allegations and they and the 
Plagiarism Officer will ask you about them. They may ask you a series of questions 
to examine your understanding of the subject matter of the work you have 
submitted. 
 
Note that where the allegations are of collusion, the meeting may involve the 
inclusion of other students alleged to be involved in the same breach or may 
involve you being recalled after the panel has had the opportunity to speak to other 
students. 
 
You will have the opportunity to respond to the allegations and to raise any 
mitigating circumstances. If you deny the allegation, it will be referred to a 
disciplinary panel for a formal hearing and decision. If you admit the allegation, the 
Chair will ask you about what led you to breach the policy, and it will ask you about 
certain things that will help decide what penalty to apply, such as your experience 
of the UK higher education system and any mitigating circumstances. 
 
When they have finished hearing from you and the marker/module organiser, the 
Chair will ask you both to leave. The Plagiarism Officer will then decide on the 
balance of probabilities whether or not you have breached this policy. Another way 
of saying this is ‘is it more likely than not that you have breached this policy?’ 
 

24. What if you admit breaching the Policy? 

 It is almost always better to admit it if you are, indeed, guilty. This is for several 
reasons. First, some breaches of this policy are inadvertent/accidental and that is 
less serious than deliberate cheating. In this situation, denying it just adds an 
element of dishonesty that makes it more serious. For some professions, it’s 
dishonesty that’s the important thing in deciding whether you can join the 
profession. Second, an early admission of guilt and an expression of remorse are 
relevant to the level of penalty to be applied. Thirdly, if you deny the allegation the 
case will be referred to a disciplinary panel which will hold a panel hearing about 
the case and has more serious penalties available, and may, if they find you have 
breached the policy, view denial as evidence that you are not remorseful and may 
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do the same thing again. We strongly recommend that you seek advice from the 
Student’s Advice Centre, or equivalent similar, if you want to discuss your options.  
 
If you have denied the plagiarism and change your mind about that after the 
meeting, you can let the Plagiarism Officer know within 5 working days of the 
meeting. If you do this, the Plagiarism Officer will treat this as though you had 
admitted the breach during the meeting and when deciding the appropriate penalty 
will give you credit for an early admission of guilt.  
 

25. After the meeting 

 The Plagiarism Officer will decide whether you have breached this policy. 
 
If they decide that you have, they will consider the outcome grid at paragraph 30 of 
this policy to help them decide the level of the breach (low, medium or high). 
 
If they classify the breach as low or medium level, they will apply an appropriate 

penalty. The administrative team will write to you and tell you the penalty and about 
how to appeal. 
 
They will refer the matter to a disciplinary panel and will not impose a penalty 
themselves if: 
 

 they classify the breach as high level, or 

 
 they cannot decide whether the policy has been breached or not because 

the matter is complex, or are worried about the proportionality of the 
outcome in particular circumstances; or 

 
 your denial is considered sufficient grounds to do so. 

 

Head of HE, or equivalent, adjudication 
In all cases, the administrative team will send the Head of HE the minutes of the 
meeting and the draft outcome letter. The Head of HE has the discretion to review 
that classification and/or outcome and may override that. Without limiting this 
discretion, this may be appropriate if there are relevant confidential considerations 
relating to the module or you which are unknown to the Plagiarism Officer. 
 

26. Timelines (Working Days) 

 The following timelines represent good practice and are not mandatory. However, 
delays may have a serious effect on your progression and wellbeing so we will try to 
work on each stage as quickly as we can among our other obligations. 

Day 0  Investigative Meeting 
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By day 
5  

Your deadline to change your mind and admit guilt if you did not do so at 
the meeting, and still get credit for an early admission 

By day 
15  

Draft meeting minutes to be prepared by the administrative team 
Documents to Head of HE 
Referral to Fitness to Practise Lead in professional courses 

By day 
20 

Head of HE deadline for reviewing 
The administrative team will draft the outcome letter and finalise the 
minutes and send them to you 
Referral to further disciplinary action (if relevant) 

 

27. Interrelationship with Fitness to Practice Process 

 Where programmes lead to professional qualifications, if you are found to have 
committed a High level breach of this policy, the administrative team must refer you 
to the Fitness to Practise Lead, or equivalent. 
 
This should happen prior to referral to disciplinary action as the referral may then 
include an allegation of a Fitness to Practice concern.  
 

28. Effect on Progression 

 The secretary to the investigative meeting must ensure that the correct mark is 
recorded for confirmation to the relevant Board of Examiners. The Board of 
Examiners may be made aware by the Chair of the Board of any marks recorded 
reflecting plagiarism and/or collusion.   
 
No mark may be confirmed or compensated, and nor may a student be sent to 
delayed assessment or reassessment, while proceedings relating to this policy are 
ongoing. 
 
No Board of Examiners may refer a student to a delayed assessment on a 
summative component on which the student’s marks for that component are the 
result of the imposition of a penalty for breach of this policy. This is because, as 
part of their functions, the Plagiarism Officer/disciplinary panel has already 
considered and weighed mitigating circumstances in the balance when determining 
the outcome.  
 
However, a Board may offer a student a further reassessment attempt (i.e. with a 
capped mark) where all of the following conditions are satisfied: 
 

 The Plagiarism Officer recommends this course of action as necessary to 
avoid a disproportionate outcome; 

 The student would otherwise be required to leave the institution by virtue of 
failing a module with no right to reassessment or compensation; 



  
 

Page | 20 
 

 But for the imposition of a plagiarism penalty the student would otherwise 
have been offered a delayed first sit on the basis of their extenuating 
circumstances; 

 The case has not been referred to a disciplinary panel. 
 

29. Record Keeping 

 The administrative team must keep a record of warnings in respect of formative 
work, in case of further breaches. These records must be made available to the 
Plagiarism Officer. 
 
For summative work, irrespective of the outcome, the administrative team must 
retain a copy of the (i) the record of the investigative meeting, (ii) the assessed 
work in question, (iii) the Plagiarism Officer’s findings and (iv) the penalty imposed 
on the student’s file. This shall be the case even where a student is found not to 
have plagiarised or colluded. The student should also be given a copy of these 
documents. 
 
The Plagiarism Officer/Heads of HE shall complete an annual report to the Joint 
Board of Study which should include information on referrals made to them, 
investigative meetings held, and outcomes.  

Section E – Classification Grid and Penalties 

30. Using the Classification Grid 

 The Plagiarism Officer must consider the following criteria which are an aid to 
decision-making. The weight and relevance of each criterion is a matter of 
professional judgement. 

  Low Level Medium Level High Level 

Experience 
of Student 

Description: 
The student 
is within the 
first six 
months of 
higher 
education in 
the UK 

Description:  
The student is not 
within the first six 
months of higher 
education in the UK 
but may genuinely 
not have fully 
understood the 
academic 
requirements. 
  

Description: 
The student fully 
understands the 
requirements and 
the rules governing 
plagiarism and 
collusion and is not 
within the first six 
months. 
The student has 
previously received 
a warning about 
plagiarism and/or 
collusion in a piece 
of work *,  and/or 
has been found to 
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have breached this 
policy previously ** 

Guidance on experience: Experience refers to the student’s familiarity with the 
presentation requirements of the relevant academic work. We assume all 
students are trained and that if they do not attend training they can’t benefit from 
that lapse under this policy. However, there is a difference between deliberate 
ignorance and trying but failing to understand. In particular, the Plagiarism 
Officer must be mindful of international differences in the seriousness with which 
plagiarism is treated. 

 
*Where the course has excluded formative work from disciplinary penalty, this nevertheless 
includes that work if a warning was issued. 
** Note that while a student may be found, as a result of going through prior submissions, to 
have committed plagiarism or collusion before, what matters for the purpose of the 
student’s experience is whether they have been advised about it previously. This does not 
affect the ability of the Plagiarism Officer to penalise breaches that are newly discovered in 
old work. 
  

  Low Level Medium Level High Level 

Extent of 
plagiarism 
or collusion 

Description: 
 Suspect 
element(s) 
only 
minimally 
impact on the 
ability to 
meet the 
learning 
outcomes of 
the 
assessment. 

Description: 
 Suspect element(s) 
moderately impact on 
the ability to meet the 
learning outcomes of 
the assessment. 

Description: 
 Suspect 
element(s) 
substantially 
impact on the 
ability to meet the 
learning 
outcomes of the 
assessment. 

Guidance on extent: The Plagiarism Officer should be guided by the 
marker/module organiser’s view of extent. This is because the extent refers to 
the ability to meet the outcomes of the assessment and thus is not necessarily 
the same as the proportion of the work that is plagiarised/the result of collusion. 
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  Low Level Medium Level High Level 

Intent of 
student to 
deceive  

Description:  
On the balance 
of probability, 
the act of 
plagiarism or 
collusion was 
unintentional. 

Description: 
On the balance of 
probability, the act of 
plagiarism or 
collusion was not 
intentional but the 
result of negligence 
or carelessness 
rather than an 
attempt to 
deliberately deceive. 

Description: 
On the balance 
of probability, 
the act of 
plagiarism or 
collusion was 
intentional and 
knowingly 
meant to 
deceive, or the 
student did not 
care whether it 
was likely to 
deceive.  

  
 
 

  Low Level Medium Level High Level  

Nature of 
plagiarism 
or 
collusion 

Description: 
Poor academic 
practice relative to 
the academic 
task. 
Plagiarism 
For example: 
Suspect element 
is incidental to the 
fundamental 
argument; 
referencing or 
attribution of work 
is not clear or has 
numerous errors. 
Collusion 
For example: 
Misunderstanding 
of what 
constitutes 
collective activity. 
  

Description: 
Unacceptable 
academic practice 
relative to the 
academic task. 
Plagiarism 
For example: 
 Suspect element 
contributes to or 
supports analysis, 
argument or 
conclusions but 
student’s own 
work can be 
identified and is of 
greater or at least 
comparable 
significance; 
 Failure to 
reference and/or 
cite appropriately. 
Collusion 
For example: 
Copying 

Description: 
Clear breach of 
acceptable 
academic 
practice. 
Plagiarism 
For 
example:  Suspec
t element 
contributes the 
sole or greater 
part of analysis 
argument or 
conclusion and 
the student’s own 
work cannot 
readily be 
discerned; 
absence of 
appropriate 
attribution. 
Collusion 
For example: 
Whole/substantial 
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segments of other 
students’ work; 
lending own work 
to another student 
where a 
reasonable 
student would 
believe that it may 
be copied. 
   
  

parts of the work 
is copied from 
other students 
without their 
knowledge/conse
nt; the sharing of 
work or content in 
the knowledge 
that it will be 
copied; deliberate 
concealment of 
the collective 
activity. 
Contract 
cheating  
  

Guidance on nature: Contract cheating must be classified as a high level 
offence and referred for disciplinary action. If there are mitigating 
circumstances, these can be considered at that stage. 

 

31. Consideration of mitigating circumstances 

 If the Plagiarism Officer decide that you have breached this policy, they may take 
into account the following circumstances when determining the outcome: 
 

 If you are suffering from an illness or other medical condition affecting your 
judgement (note that the effect is on your ability to exercise sound judgment 
about cheating, not merely that you have an illness or medical condition) 

 
 You are suffering from an illness or other medical condition which would 

exacerbate the effect of any penalty imposed so that it may not be 
proportionate to the breach 

 
 At the time you were experiencing family or relationship problems affecting 

your judgment (note that the effect is on your ability to exercise sound 
judgment about cheating, not merely that they have family or relationship 
problems). 

 
 You have felt under duress 

 
 You accepted guilt early and have shown remorse. 

 
. 
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32. The Outcomes to be applied 
 

 After classification of the offence, the following outcomes should apply: 
 

Low level cases 
Your assignment will not be subject to a mark penalty, but the Plagiarism Officer 
will issue an informal warning which will be noted on your student record 
In order to help you avoid plagiarism and/or collusion in future assignments, you 
should be offered support which may be in the form of an action plan and/or 
appropriate learning support package. A copy of the action plan/learning package 
will be retained on your file for as long as you are a student at the institution. 
 

In cases where you have denied plagiarism, the Plagiarism Officer will determine 
whether it is appropriate to make a referral to ta disciplinary panel.  

 
 

Medium level cases 
a. Plagiarism: 
The Plagiarism Officer must give you a mark which is based on the work 
excluding that which has been identified as plagiarism or collusion (or which 
treats a particular learning outcome as not having been satisfied). 
 

 In cases where you have denied plagiarism, the Plagiarism Officer will 
 determine whether it is appropriate to make a referral to a disciplinary panel  

 If the offence of plagiarism occurred during reassessment, the Plagiarism 
 Officer may recommend to the Board of Examiners that you be offered a 
 further reassessment attempt, where the impact of the mark penalty would 
 otherwise lead to your withdrawal from the course and would be 
 disproportionate to the offence.  

 
 

b. Collusion: 
Where two or more students have worked together, the pieces of work will be 
marked as they stand and the highest mark of those awarded will be divided 
equally among the number of students deemed to have colluded. If one student 
has lent their completed or almost-completed work to the others, the starting 
point remains equal division of the marks, to reflect the medium level of 
culpability. However, the Plagiarism Officer may record marks to take account 
of the effort put in by the student who produced the work, and the lack of effort 
from the other students who colluded, if they feel that this is merited. 

 In cases where you have denied collusion, the Plagiarism Officer will 
 determine whether it is appropriate to make a referral to a disciplinary panel.  

 If the offence of collusion occurred during reassessment, the Plagiarism 
 Officer may recommend to the Board of Examiners that you be offered a 
 further reassessment attempt, where the impact of the mark penalty would 
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 otherwise lead to your withdrawal from the course and would be 
 disproportionate to the offence.  

 
 

High level cases 
Where the Plagiarism Officer determines that the breach is of a high level, the case 
must be referred to a disciplinary panel for determination. Please see ‘Effect on 
Progression’ (section 28) for the consequences for the student’s progression in the 
interim. 
 
 

Case Study D 
Student F asked a family friend to research their essay, as they were struggling 
with a number of reassessments. The disciplinary panel held that this was contract 
cheating and that the starting point was expulsion. However, as Student F had very 
significant mental health difficulties, the panel did not expel them. Instead they 
gave Student F a suspended expulsion, allowing them to continue on their course 
subject to a number of conditions including regular contact with their adviser and 
student support teams, and compliance with all regulations in the future. If student 
F does not comply, the expulsion will come into effect. 
 

Appeals 
A student may appeal against a penalty (i.e. the level and consequences) except 
where they have been referred for disciplinary action and should do so by 
completing a Stage One Academic Appeal form within 10 working days of the 
notification of the outcome setting out the grounds for the appeal.  
 
The appeal shall be heard at Stage 1 of the Partner Institution Academic Appeals 
and Complaints Policy.  
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This policy applies to UEA validated Awards at the following institutions: 

City College Norwich  

Colchester Institute 

East Sussex College Group 

Mountview Academy of Theatre Arts 

South Essex College 

The Royal Marsden School  

West Suffolk College 

 

  


