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Report on a case of suspected cheating in connection with [an exam, a submitted assignment or the academic task in question]

[Name], [personal identity number], [address, email], 
is hereby reported for suspected cheating by [e.g. plagiarism/unauthorised collaboration/use of unauthorised aids] in connection with 
[an exam, a submitted assignment or the academic task in question] comprising [x] credits in the 
course [course title in both Swedish and English, course code and number of credits] at the Department of [name] on [date] at [time]. 

[Describe the basis for the report]

[where applicable, contact details for witnesses, e.g. from the person observing the exam and who has provided oral information in the case] 
[Name, function, department and contact details of the reporter] 

Attachments

Appendix 1 – [describe the appendix]

Appendix 2 - [describe the appendix]

Appendix 3 
- [describe the appendix]
Below are some tips and support for the person writing the report.
If the student does not speak Swedish, this should be specified in the report.

If the student speaks Swedish, the report is to be written in Swedish, as the matter will normally be processed in Swedish. In cases concerning teaching in English and where the student in question does not speak Swedish, we recommend that the report be filed in both English and Swedish. This also applies if the course is taught in English. Likewise, in cases where the report concerns several students with different first languages including Swedish, the report should be filed in both Swedish and English.
Consider whether more than one student should be reported. For example, rather than one student plagiarising another, could it be a case of both students collaborating in an unauthorised way? Also remember that a student who helps another student to deceive may also be guilty of a disciplinary offence; the cheating must not have benefited the student him or herself. If there is uncertainty as to which of the two students plagiarised the other, for example, you should report both of them for plagiarism or unauthorised collaboration. It is then up to the vice-chancellor or the disciplinary board to assess whether one or both students are guilty of attempted deception.
Normally, one report per student is to be sent to the vice-chancellor. However, a joint report is to be filed if several students wrote a paper together, if you suspect plagiarism or unauthorised collaboration between students, or if one student is suspected of having received unauthorised help from a fellow student.

Assessment of what constitutes plagiarism can be difficult, even if there is evidence from URKUND, for example. Because this type of software only gives an indication of plagiarism, it is important that you conduct a manual review of the similarities between the texts. Similarities highlighted by URKUND may have an explanation other than plagiarism, e.g. proximity to a common source. After your manual review of the texts, we ask you to, in both the student’s work and in the relevant pages from the source, highlight the similarities that you believe indicate plagiarism. In addition, it may be difficult to draw the line between insufficient independence, carelessness or misunderstanding on the one hand and plagiarism on the other. If you suspect plagiarism, you should determine whether there has been a deliberate attempt to deceive or whether it is simply a case of the work not meeting the requirements in the course learning outcomes. In the latter case, no report is to be filed. Instead, the student should fail the assignment, or be given an opportunity to improve it.
If you suspect unauthorized collaboration, alternatively plagiarism, due to similarities between two or more students’ answers on an exam or assignment: Describe the similarities and what it is about them that raises the suspicion of cheating. Do the answers contain the same inaccuracies, and if so, which? Are the answers unique or uncommon relative to the other students’ answers, and if so, in what way? Or is it not the answers themselves that raises the suspicion, but the number of similarities?

Before filing the report, we encourage you to contact the student to inform them of your suspicion. In certain cases, it may be necessary to contact the student to determine whether there are grounds to suspect cheating, which require a report. A meeting or conversation provides an opportunity to eliminate any potential misunderstandings that may have arisen concerning the exam or assignment. It also enables the student to be informed of the imminent report and the process that will ensue. Such a meeting can also be of great value to determine early on whether there are other circumstances that need to be included in the report, or circumstances regarding, for example, the student’s health or work environment that may also need to be addressed at the department. If the student makes a statement, it is advisable to attach a copy of the email or notes from the conversation to the report. If you wish to comment on something in the student’s statement, you can do so in the report. 

Finally, we request that you leave any sensitive information about the student or personal data concerning third parties out of the report unless they are necessary to the case. Consider this particularly carefully when the report concerns several students.
We request that you follow our advice and tips in this template. The more complete the report is from the outset, the more efficient the rest of the process will be. If you are uncertain about anything, or have any comments, please don’t hesitate to get in touch with us at the Legal Division to discuss it!

XX Month 2021  





Vice-Chancellor 
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�Adapt the heading according to the content of the report 


�In cases where the department has different details from those registered in Ladok


� If unclear, write e.g. “plagiarism or unauthorised collaboration”. 


�The number of credits corresponding to this specific study performance. If this is not specified in the course syllabus, attach other documentation showing the number of credits for this study performance (if available). If the number of credits is not allocated in this way, state instead the scope of the study performance in hours, days or weeks.


�If the report concerns a submitted assignment or take-home exam, also state the deadline for submission.


�The facts of the case. 


Describe what happened and why you, as the reporter, deem there to be grounds for suspicion of a disciplinary offence on the part of the student. Bear in mind that the grounds for the suspicion must be clear both to the student and to the vice-chancellor/disciplinary board.


Also specify when the suspicion arose 


�If you want any questions in the case to be addressed to someone other than yourself, please specify this.


�Always attach:


Course syllabus


Any evidence depending on the content of the report. For example:


- assignment instructions 


- lecture material with instructions


- information received by the student about plagiarism and academic integrity 





- plagiarism: the student’s entire submitted assignment and relevant pages from the source (including pages enabling identification of the source) with similarities clearly marked. If there are other suspected similarities than the language used, describe them (e.g. structure, outline, research idea)





- invigilated written exam: toilet list, placement list, details of the number of students attending the exam, details of the number of invigilators, where they were positioned and whether they saw anything potentially significant, written statement from the invigilator 





- unauthorised aids: image of the unauthorised aid, instructions on authorised/unauthorised aids





- unauthorised collaboration: instructions on the extent to which collaboration was authorised 








�Remember also to write the appendix number on the appended document itself 





Postadress Box 117, 221 00 Lund  Telefon växel 046-222 00 00  

