
 

Academic Misconduct Procedure 

Introduction 

This procedure is applicable for alleged academic misconduct by trainees only. It does 

not cover alleged academic misconduct by FIPC SCITT staff.  

Trainees needing help with their own case should contact the Students’ Union. 

What is academic misconduct? 

Academic misconduct is defined as any action or omission by a trainee that has the 

potential to give an unfair advantage in any assessment. 

Academic honesty means always giving full credit for any other people's 

contributions to our own achievements (i.e. by full and correct referencing) and never 

falsifying the results of any research. 

Academic honesty is promoted by the FIPC SCITT and no trainee should be allowed 

to obtain for themselves, or for someone else, an unfair advantage as a result of 

academic dishonesty, whether this is by plagiarism, collusion with another, or 

cheating. 

The FIPC SCITT takes any instances of academic misconduct very seriously and 

expects all of its trainees to behave in a manner which upholds the principles of 

academic honesty. 

Offences relating to the collection of evidence towards meeting the 

Teaching Standards  

Offences relating to the collection of evidence towards meeting the Teaching 

Standards include, but are not limited to: 

• the inclusion of falsified evidence to meet a particular Teaching Standard; 

• the inclusion of falsified data or data obtained by unfair means as evidence towards 

meeting a particular Teaching Standard; 

• use of evidence acquired by another trainee and used as one’s own; 

• the forging of signature(s) on pieces of evidence included in evidence file. 



Offences relating to assessed work 

Offences relating to assessed work, many of which will be regarded as plagiarism, 
include, but are not limited to, the following: 

• unacknowledged incorporation of another person’s work; 

• unacknowledged summarising of another person’s work; 

• unacknowledged and/or unauthorised use of the ideas of another person; 

• copying the work of another person with or without that person’s knowledge or 
agreement and presenting it as one’s own; 

• the representation of another person’s work, without acknowledgement of the source, 
as one’s own; 

• the presentation of data in reports, projects, Action Research etc. based on research 
work falsely purported to have been carried out by the trainee, falsified data or data 
obtained by unfair means; 

• the submission as entirely his/her own of collaborative work; 

• the completion of work with another person which is intended to be submitted as a 
candidate’s own unaided work; 

• actions which enable another trainee to access / copy all or part of his / her own work 

and to submit it as that trainee’s own unaided work; 

• the use of third parties and/or websites to attempt to buy assessments; 

• using materials created by others and passed off as the trainee’s own, including all 
forms of contract cheating, such as the use and running of, or participation in, auction 
sites and essay mills;  

• the inclusion in work of any material which is identical or similar to material which has 

already been submitted for any other assessment within the FIPC SCITT or elsewhere; 

• the provision of falsified information that has the potential to give a trainee an unfair 
advantage.  
 

Initial action to be taken if academic misconduct is suspected  
 
In all cases, suspected incidents of academic misconduct will be investigated by the 
member of staff marking the assignment. If, having reviewed the evidence, there is no 
case to answer, no record of academic misconduct will be reported on the mark sheet 
or on the trainee’s record. However, if having gathered the documentation relating to 
the case, there is evidence that a trainee has committed acts of academic misconduct, 
the full set of documentation must be referred to the FIPC SCITT Director. 



Documentation must include the relevant assignment (annotated if appropriate), an 
indication of where misconduct is believed to have occurred and additional evidence 
to support the case for misconduct. 
 

Stage 1 – Developmental Support 

For cases where academic misconduct is not extensive and is a first offence, the FIPC 
SCITT Director will meet with the trainee to inform him / her of the details of the 
academic malpractice that may have occurred. The trainee will be strongly advised to 

have a representative present at the meeting - normally from their teachers’ union. 

Prior to the meeting, the trainee will be informed of the nature of the issue and provided 

with supporting information. 

The trainee will be advised that the assignment in question should be resubmitted and 
if academic malpractice occurs in the future it will be dealt with through a formal 
meeting with the FIPC SCITT Director or the Strategic Group and penalties will be 
imposed. Trainees should be advised how to avoid malpractice in the future, or should 

be referred to a Professional Tutor for further support with assignment completion.  

The FIPC SCITT Director must complete a Developmental Support Record which will 
outline the advice given, and be signed by both the trainee and Director. A copy should 
be given to the trainee and a copy retained for filing. A log of such meetings will be 
maintained in order to take appropriate action if further offences occur and provide the 
basis for reporting on academic misconduct.  

Stage 2 – Formal Meeting with FIPC SCITT Director 

 

In the case of repeated or serious academic misconduct, the FIPC SCITT Director has 
the authority to impose penalties for academic misconduct. The FIPC SCITT Director 
will meet with the trainee to consider the case. Prior to the meeting with the Director, 
the trainee whose case is being considered shall be notified in writing of the following: 
 
• the alleged grounds on which academic misconduct is thought to have occurred; 
• the time, date and place fixed for the meeting which shall be held to consider the 
allegation; and 
• a direction to be present at the meeting; 
• the right to be accompanied/represented at the meeting by a person of his/her choice; 
• the content of any documentation intended to be used or referred to in the meeting. 
 
The trainee shall be given at least 5 working days’ notice of the meeting, which will be 
extended only in exceptional circumstances. If a trainee does not attend the meeting, 
the case shall proceed. 
 
The FIPC SCITT Director, when considering cases of academic misconduct, is 
required to: 
 
• determine the facts of the case before them; 
• consider any pleas in mitigation; 



• in cases where it is established that, on the balance of probability, an offence has 
been committed, use the relevant tariff to confirm the penalty that shall be applied; 
• maintain a report of the proceedings. 
 
The FIPC SCITT Deputy Director shall ensure that all offences dealt with under these 
tariffs (see table below) are formally recorded and decisions are reported to the 
Accounting Officer. Following publication of the decision of the FIPC SCITT Director, 
trainees retain the normal rights of appeal under the Academic Appeals Procedure. 
 

Stage 3 – Strategic Group 
 
Where an allegation of academic misconduct falls outside the remit of a formal meeting 
with the FIPC SCITT Director, the matter shall be investigated and determined by the 
Strategic Group committee.  
 

The Strategic Group shall, as a normal minimum, comprise: 
 
• the FIPC SCITT Accounting Officer, who shall be Chair; 
• the FIPC SCITT Director; and 
• two Professional Tutors, including the SCITT Deputy Director.  
 
The process 
 

A trainee whose case is to be considered by the SG shall be notified in writing.  
 

If, at the time appointed for the meeting, a trainee does not appear, the panel may 
proceed to hear the case if it is satisfied that proper notice of the meeting has been 
given to the trainee, and there are no grounds for believing that the trainee might have 
good reason for not attending; otherwise the meeting shall be adjourned and a new 
date shall be set.  
 
If it is decided to deal with the case in the absence of the trainee, no additional material 
shall be introduced which is not contained or referred to in the particulars notified to 
the trainee. 
 
In determining the facts of the case, the following stages are involved in the following 
sequence: 
 
• the finding of the primary facts of the case; 
• the hearing of any pleas in mitigation; 
• the finding of secondary facts, i.e., the reaching of a conclusion or conclusions which, 
in the judgement of the committee, can reasonably be drawn from the primary facts; 
• in cases where it has been established that an offence has been committed, report 
to the FIPC SCITT Manager as to the penalty/penalties which have been determined. 
 
Using the evidence before it, the SG will normally determine whether, on the balance 
of probabilities, an offence has been committed. In cases where it has been 
established that an offence has been committed and the SG has decided not to 
recommend expulsion or further disciplinary proceedings, then it can be recommended 
that no penalty be applied if it considers there are valid reasons for doing so. The 



recommendations shall take account of the Committee’s view of any evidence 
submitted in mitigation by the trainee or on his/her behalf. 
 
Recording of SG committee meetings 
 
The FIPC SCITT Manager shall ensure that all cases considered by the SG are 
formally recorded and a SG Academic Misconduct Report Form is completed. 
 
The report shall include the following: 
 
• a list of those present as members of the Committee; 
• a list of any other persons present for whatever purpose (which shall be specified); 
• the name of the trainee whose case was before the Committee; 
• a clear and unambiguous statement of the charge(s) against the trainee, which 
should be identical to that issued to the trainee previously; 
• a list of any items, documents or reports (which may be oral or in some other form) 
submitted by the trainee and staff members; 
• a clear and unambiguous statement as to the finding of facts by the Committee, both 
primary and secondary, and a declaration as to whether the trainee is found to have 
committed the offence relating to the alleged charge(s); 
• a full account and list of any items, documents or reports submitted or made in 
mitigation to the Committee by or on behalf of the trainee; 
• a statement as to whether or not the plea(s) in mitigation is/are accepted or otherwise 
by the Committee and the weight attached thereto; 
• the recommendation of the Committee made in the light of its findings and in the light 
of any mitigating plea(s) made and considered – these must be fully detailed together 
with the view/decision of the committee on the validity and degree of acceptability 
thereof; 
• a statement confirming that a trainee can appeal against the penalties imposed 
following publication of the decision of the SG (as set out in the ‘Appeals’ section 
below); 
• the signature of the Chair approving the report as accurate in every respect. 
 
Communication of the SG’s decision and penalties 
 
The trainee shall be given a copy of the SG’s Academic Misconduct Report within 5 
working days of the meeting and shall be informed that s/he may appeal the decision 
using the procedure outlined in the ‘Appeals’ section below. The report of the SG shall 
be retained on the trainee’s record.  

 
 
Tariff of penalties for academic misconduct  
 
The following tariff of penalties shall be applied to trainees found to have committed 
acts of academic misconduct in assessed work.  
 

Type of misconduct 
 

Penalty/Action 

First offence where the plagiarism or Implementation of Stage 1 



collusion does not represent more than 
50% of the assignment 
 

Re-submission of assignment 

First offence where the plagiarism or 
collusion is greater than 50% of the 
assignment 
 

Written warning (to be kept on trainee’s 
file).  
Implementation of Stage 2  
Re-submission of assignment 
 
 

Repeat offences Written warning (to be kept on trainee’s 
file) 
Implementation of Stage 2 or 3 
depending on severity of offences 
Consider if trainee should be put on 
‘Cause for Concern’ 
Re-submission of assignment 

Extensive misconduct Written warning (to be kept on trainee’s 
file) 
Implementation of Stage 2 or 3 
depending on severity of offences 
Begin Cause for Concern process. 
Consider expulsion from the course 

 

Mitigation 

When considering any case of academic misconduct, the trainee will be invited to 
submit a plea of mitigation, which they may either submit prior to or at the 
commencement of a formal hearing. Such a plea will be regarded as an admission of 
academic misconduct. 
 
Exceptional Factors submitted as mitigation after a meeting has taken place will not 
be considered. 
 
Where a trainee admits misconduct prior to a formal hearing, the meeting shall not 
normally be convened. In such cases, the FIPC SCITT Director will consider the matter 
and impose an appropriate penalty. If a trainee submits a plea of mitigation 
prior to a Stage 1 Developmental Support meeting that meeting will still take place, 
as its purpose is developmental and supportive. 
 
 
 
 
It is incumbent upon the Chair of the SG or the FIPC SCITT Director to consider 
whether or not a particular penalty should be applied or lessened in the light of any 
statement of mitigation submitted by a trainee and/or any other factors deemed 
relevant.  
 
Appeals  

The trainee shall be entitled to appeal against a decision of the SG.  This appeal should 
be lodged in writing to the FIPC SCITT Director within 15 days of notification of the 



decision.  The appeal shall be heard by the Academic Misconduct Appeals Committee 
(AMAC) within 15 days of its being lodged.  The trainee shall be given at least 10 days’ 
notice of the date, time and purpose of the appeal hearing. 
 

The AMAC shall comprise: 

● the FIPC SCITT Accounting Officer, who shall be Chair;  
● the FIPC SCITT Director;  
● two Professional Tutors, including the SCITT Deputy Director 
● one or two Headteachers from Partnership Schools (but not the head from the 

trainee’s placement school); and 
● one or two members of the FIPC SCITT QA Committee. 

 
The appeal may take the form of a rehearing or a submission upon the facts of the 
case as the trainee wishes. 
 
The AMAC shall be empowered to confirm the decision of the SG, impose a lesser 
penalty, or order that no action be taken.  The AMAC shall not be empowered to 
impose a more severe penalty than that originally imposed. The AMAC will complete 
an Appeal against Academic Misconduct report. The trainee will be notified of the 
outcome of the meeting within 5 working days of the appeal meeting. The report of the 
AMAC shall be retained on the trainee’s record. 
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Developmental Support Meeting Record Form 

Name of Trainee: 

 

Date of Meeting 



Details of alleged academic misconduct: 

 

 

 

 

 Advice given: 

 

 

 

 

 

Trainee response: 

Action points: 

 

 

 

 

 

Signed: 

Name: 

  (Trainee) 

Signed: 

Name: 

(FIPC SCITT Director) 
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Log of Academic Misconduct Incidents 

Name of Trainee Date of 
incident 

Brief details of alleged 
misconduct 

Action taken 
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Log of cases referred to SG 
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Name of 
trainee 

Date Details of 
alleged 

misconduct 

Completed 

Stage 1 

Yes/No  

Date of 
meeting 

Completed 

Stage 2 

Yes/No 

Date of 
meeting 

Reasons for 
referral to SG 

Action taken 

 

 

 

 

      

 

 

 

 

      

 

 

 

 

      

 

 

 

 

      



SG Academic Misconduct Meeting Report Form 

SG Academic Misconduct Meeting Report Form Date: 

Name of trainee: 
 

Details of alleged misconduct: 
 
 
 
 
 
 

Committee 
Members present: 

Others present (inc. 
reason for attending): 
 
 
 
 
 
 

Items/documents/reports submitted by trainee and/or 
staff members: 
 
 

Items/documents/reports submitted by/on behalf of 
trainee for mitigation purposes: 
 
 
 
 
 
 

Statement as to the finding of facts by the SG: 
 
Primary findings: 
 
 
 
Secondary findings: 
 
 
 
 

Mitigation plea(s) (circle as appropriate): 
 
                                                Accepted                            Not accepted 
 
Weight attached thereto: 
 
 

Declaration of the committee (circle as appropriate) : 
 
Charge of academic misconduct upheld  
 
Charge of academic misconduct dismissed 
 

Recommendation of the Committee/penalty to be 
imposed (if applicable): 
 
 
 

Signed: 
 
 
(SG Chair) 

Signed:  
 
 
(Trainee) 

Trainees have the right to appeal against the penalties imposed by the SG, as set out in the ‘ Appeals’ section 
above. 
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Appeal against Academic Misconduct Report Form 

Appeal against Academic Misconduct Report Form Date: 

Name of trainee: 
 

Details of alleged misconduct: 
 
 
 
 
 
 

Committee 
Members present: 

Others present (inc. 
reason for attending): 
 
 
 
 
 
 

Items/documents/reports submitted by trainee and/or 
staff members: 
 
 

Items/documents/reports submitted by/on behalf of 
trainee for mitigation purposes: 
 
 
 
 
 
 

Original penalty imposed by SG: 

Statement as to the finding of facts by the SG: 
 
Primary findings: 
 
 
 
 
 
Secondary findings: 
 
 
 
 
 

Declaration of the committee (circle as appropriate) : 
 
Appeal against academic misconduct upheld  
 
Appeal against academic misconduct dismissed 
 

Recommendation of the Committee of action to be taken 
(i.e. should original penalty be removed/reduced): 
 
 
 

Signed: 
 
 
(SG Chair) 

Signed:  
 
 
(Trainee) 

 

 

Written date: March 2025 

Renew date: March 2027  

 


