Formal inquiry guidelines for school and division staff

Formal inquiry guidelines for school, division and central unit staff
Purpose 

These guidelines are for staff who occasionally attend a formal inquiry established under Section 9 of the Assessment Policies and Procedures Manual (APPM). Staff members who have specific role requirements relating to formal inquiries (e.g. to convene and serve as the Executive Officer for formal inquiry panels, or to chair formal inquiry panels) will follow specific procedures established by their school or unit, and these are not covered by these guidelines.  

While many formal inquiries will address academic integrity matters (for which detailed information is provided in Section 9 of the APPM), formal inquiries may also be convened to address: 
· misconduct during a practice based learning activity (see section 4.6 of the APPM), or
· breaches of examination procedures (see section 6.4 of the APPM)

Any staff member attending a formal inquiry should read Section 9 of the APPM in detail.  Section 9 will provide a contextual understanding of how and why a matter will proceed to formal inquiry, and staff should focus particularly on the formal inquiry information included in Section 9.6.  Staff members should also ensure they are familiar with Section 4.6 of the APPM if the formal inquiry relates to misconduct during a practice based learning activity, and Section 6.4 if the formal inquiry relates to a breach of an examination procedure.

The following guidelines provide a summary to support the more detailed information included in Section 9.6 of the APPM.
Formal inquiry committee membership

Clause 9.6.2 of the APPM specifies that when a formal inquiry is required, the relevant head of school will establish a formal inquiry committee that consists of: 

· the head of school as chair 
· a member of academic staff nominated by the division pro vice chancellor - usually an academic integrity officer from another school within the division 
· one other member of academic staff 
· a nominee of the Director: Student and Academic Services 

· a representative of Offshore Student Services, if applicable
· a member of USASA Board or their nominee
The head of school appoints an executive officer from within the school, and it is this executive officer who will communicate with panel members, provide them with the documentation they need for the formal inquiry, and provide them with a copy of the written outcome of the formal inquiry.
Formal inquiry process 
The formal inquiry process is outlined in Section 9.6 of the APPM. Staff should review this section in detail before each formal inquiry.
In addition to the information detailed in Section 9.6, staff should be aware that:  

· The student may accept an outcome proposed by an Academic Integrity officer, even after the matter is referred to the head of school for formal inquiry, and at any time before the formal inquiry panel is convened. The student must accept in writing.  This is in accordance with clause 9.5.8 of the APPM.
· As specified in clause 9.6.3, the formal inquiry may proceed when a quorum of three members is present, including the chair. Participating on a formal inquiry panel is an important responsibility though, and nominated panel members should make every effort to attend. An inability to attend should be communicated to the executive officer at the earliest opportunity, to allow time for alternative panel members to be arranged.   Following the formal inquiry, the executive officer communicates the outcomes to any members who are unable to attend. 
· The executive officer collects all information at the end of the formal inquiry and disposes of it confidentially. 
Documents required for a formal inquiry

In accordance with clause 9.6.5 of the APPM, a student who is the subject of a formal inquiry will receive a copy of all documentation relevant to the formal inquiry at least five working days before the formal inquiry is to take place.  Staff attending the formal inquiry should also receive all relevant documentation at least five working days before the formal inquiry commences. The executive officer should provide each panel member and the relevant student with the documents listed below, in either hard copy by registered post, or by email marked ‘Confidential’.    

1. copy of all documents/correspondence leading up to the formal inquiry, with a summary showing the correct chronological order. These documents should demonstrate whether all processes required by clauses 9.5 and 9.6.1 – 9.6.2 of the APPM, have been undertaken.   
2. copy of the relevant sections of the APPM as follows:
· Section 9 (most relevant for breaches of academic integrity, but this section includes detailed information relevant to formal inquiries of any nature and must be provided in all cases) 
· Section 4 for misconduct during a practice-based learning activity 
· Section 6 for breaches of examination procedures 
3. copy of the relevant course outline to clarify the course / assessment requirements

4. copy of the program schedule to clarify where the course fits in the program structure 

5. copy of the student’s academic transcript 
6. any other relevant information on the student’s file at Campus Central

7. any written submissions from the student

8. copy of the student’s relevant assignment/s

9. copy of Academic Integrity officer’s report

10. any communication provided by an academic about the student, including notes of telephone conversations, etc. 
What happens at a formal inquiry?

On the day of the formal inquiry, panel members will convene fifteen minutes before the student is due to arrive.  An academic integrity officer or other staff member who initiated the case will meet with the panel to discuss any written report they have provided, and to answer questions from panel members.  As specified in clause 9.6.4 of the APPM, the academic integrity officer or other staff member who initiated the case is not a member of the panel, and will leave before the student arrives.  

At the designated time, the student will be asked to join the formal inquiry panel members.  The student can choose to attend the formal inquiry alone, or may choose to be accompanied by another person who meets the requirements of APPM clause 9.6.7.  
The head of school (or nominee) will chair the proceedings, and will aim to facilitate a non-threatening environment.  The chair will outline the details of the case for the student, and the student will have an opportunity to provide further information about what happened from his/her perspective.  Sometimes, students will provide additional documentation at this time that has not been previously seen or considered by the panel.  If this documentation is particularly lengthy and determined by the chair to be of genuine importance to the inquiry, the formal inquiry may need to be reconvened at a later date to allow panel members to read and consider the documentation.  Generally, this does not happen though, and the formal inquiry will proceed. 

Once the student has had an opportunity to present their version of events, panel members will have an opportunity to ask questions of the student to clarify information about the circumstances that led to the academic misconduct concerns.  Questions asked of the student must be relevant to the matter at hand. The student will then leave the formal inquiry.  Panel members will discuss and consider all the facts of the case before them, and will decide on the most appropriate outcome.  
Formal inquiry outcomes

Any outcome determined as a result of a formal inquiry must be aligned with clause 9.6.9 of the APPM.  The severity of the outcome will be based on the specific facts of the case, and whether the student has previously engaged in similar behaviour.  

Once the panel agrees upon the most suitable outcome (with a majority agreement being enough to proceed), the executive officer will prepare a Formal Inquiry Outcome letter to be sent to the student.  This will be done in consultation with the chair of the panel.  In more complex cases, or outside of the Business School where formal inquiries are less frequent, there will sometimes be wider consultation with the panel to confirm the content of the Formal Inquiry Outcome letter.  

To support staff who are required to write or provide input into Formal Inquiry Outcome letters, a set of guideline templates has been developed.  These guideline templates are designed to cover the range of potential formal inquiry outcomes, and provide multiple example paragraphs that can be used to guide the development of an outcome letter appropriate to each case.  These guideline templates can be accessed via this link: Templates - Academic Integrity and Formal Inquiry Outcome Letters
Once the Formal Inquiry Outcome letter is finalised, it will be sent to the student, along with information to support the student’s right to appeal the outcome.  All formal inquiry panel members (even those not able to attend the formal inquiry) will also receive an electronic copy of the outcome letter and accompanying documentation that has been sent to the student.  

The executive officer may have collected all hard copy documents from panel members at the conclusion of the formal inquiry.  If not, you will be asked to destroy hard copy documents to protect confidentiality. 

The responsibilities of school, division and central unit staff relating to the formal inquiry conclude at this point. 
Quick Checklist for a formal inquiry attendance
	Read these guidelines and Section 9 of the APPM in detail
	

	Read all documentation sent to you by the Executive Officer for the formal inquiry panel
	

	If the academic misconduct relates to a practice-based learning activity, review section 4.6 of the APPM
	

	If the academic misconduct relates to examination procedures, review section 6.4 of the APPM
	

	Arrive on time to the formal inquiry (to ensure all panel members are there well before the student arrives).
	

	Listen to the facts presented by the Academic Integrity Officer and then by the student.  Discuss with the other panel members, and determine the most suitable outcome in line with the APPM and the context of the student’s academic misconduct matter
	

	Destroy any hard copy documents at the conclusion of the formal inquiry.
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