JOHN JAY COLLEGE

OF CRIMINAL JUSTICE

Policy and Procedures: Academic Integrity

A. Summary of the CUNY Policy on Academic Integrity

Academic Dishonesty is prohibited in The City University of New York and is punishable by penalties,
including failing grades, suspension, and expulsion, as provided herein. The following text is excerpted
from The CUNY Policy on Academic Integrity.

Definitions and Examples of Academic Dishonesty*

Cheating is the unauthorized use or attempted use of material, information, notes, study aids, devices or
communication during an academic exercise.

The following are some examples of cheating, but by no means is it an exhaustive list:

Copying from another student during an examination or allowing another to copy your work.
Unauthorized collaboration on a take home assignment or examination.

Using notes during a closed book examination.

Taking an examination for another student, or asking or allowing another student to take an
examination for you.

Changing a graded exam and returning it for more credit.

Submitting substantial portions of the same paper to more than one course without consulting
with each instructor.

Preparing answers or writing notes in a blue book (exam booklet) before an examination.
Allowing others to research and write assigned papers or do assigned projects, including use of
commercial term paper services.

Giving assistance to acts of academic misconduct/ dishonesty.

Fabricating data (all or in part).

Submitting someone else’s work as your own.

Unauthorized use during an examination of any electronic devices such as cell phones, palm
pilots, computers or other technologies to retrieve or send information.

Plagiarism is the act of presenting another person’s ideas, research or writings as your own.

The following are some examples of plagiarism, but by no means is it an exhaustive list:

Copying another person’s actual words without the use of quotation marks and footnotes
attributing the words to their source.

Presenting another person’s ideas or theories in your own words without acknowledging the
source.

Using information that is not common knowledge without acknowledging the source.

Failing to acknowledge collaborators on homework and laboratory assignments.

! The cuny Policy is available on the College and CUNY websites, including commentary about sources.



Internet plagiarism includes submitting downloaded term papers or parts of term papers, paraphrasing
or copying information from the internet without citing the source, and “cutting & pasting” from various
sources without proper attribution.

Obtaining Unfair Advantage is any activity that intentionally or unintentionally gives a student an unfair
advantage in his/her academic work over another student.

The following are some examples of obtaining an unfair advantage, but by no means is it an exhaustive
list:

e Stealing, reproducing, circulating or otherwise gaining advance access to examination materials.

e Depriving other students of access to library materials by stealing, destroying, defacing, or
concealing them.

e Retaining, using or circulating examination materials, which clearly indicate that they should be
returned at the end of the exam.

e Intentionally obstructing or interfering with another student’s work.

Falsification of Records and Official Documents: The following are some examples of falsification, but
by no means is it an exhaustive list:

e Forging signatures of authorization.

o Falsifying information on an official academic record.

e Falsifying information on an official document such as a grade report, letter of permission,
drop/add form, ID card or other college document.

B. John Jay College Policies and Procedures: Academic Integrity
1. College Policy

John Jay College of Criminal Justice, as a campus of the City University of New York, is subject to CUNY
policy. Therefore, the CUNY Policy on Academic Integrity applies to the College and its faculty, students
and administration.

2. Responsibility for Implementation

The primary academic governance committee for undergraduate implementation of the policy is the
Committee on Standards. The primary academic governance committee for graduate implementation of
the policy is the Committee on Graduate Studies. These committees act by initially developing these
procedures and submitting them to the College Council for approval, and by proposing modifications to
the procedures as may become necessary. The committees will also develop and the College Council will
approve the associated documents and statements, such as statements in the College Bulletins.

This procedure also assigns or recognizes support responsibilities to the following academic and
administrative offices:

Maintenance of electronic plagiarism prevention services: Director of Educational Technology
Academic Integrity Official: Academic Integrity Officer (AlO), Division of Student Services
Faculty/Student Disciplinary Process: Dean of Students, Division of Student Services
Undergraduate Academic Sanction Appeals: Academic Departments

Graduate Academic Sanction Appeals: Committee on Graduate Studies

Faculty Orientation: The Office of the Provost

Student Orientation: The Dean of Students and the Dean of Graduate Studies



The committees should coordinate with academic and administrative units to ensure that the assigned
responsibilities are carried out.

The College will establish and maintain membership in the Center for Academic Integrity. Liaisons to the
Center shall be designated from the membership of the Standards Committee and the Committee on
Graduate Studies.

3. Informal Resolution by the Faculty Member

When a faculty member suspects or determines that a student has committed a violation of the CUNY
and/or the College Academic Integrity Policy, the faculty member shall review with the student the facts
and circumstances of the suspected violation whenever possible. The faculty member and the student
may arrive at an informal resolution appropriate to the facts and circumstances.

4. Faculty Report of Alleged Violation of Academic Integrity Policies

The Faculty Report of Alleged Violation of Academic Integrity Policies is a form to be completed by a
faculty member. The form shall be completed when the faculty member suspects that a violation of
academic integrity policy has taken place that warrants formal intervention.” The filing of the form is at the
discretion of the faculty member, except that in all cases of major violations, the faculty member is
strongly urged to file the form. The form is submitted to the Academic Integrity Officer (AlO.). Upon receipt
of the form, the AIO...

e sends a copy of the form to the Registrar, so that the Registrar can enter a PEN grade, as
explained below;

e sends a copy to the student by mail and by official college email, along with a written explanation
of the student’s opportunities to appeal the allegation;

o files the report in a confidential academic integrity file;

e reviews the AlO’s records of such forms for prior instances of academic integrity violations by the
student;

e sends a receipt to the faculty member; and informs the faculty member if the AIO’s records
include reports of prior instances;

e makes any records of prior violations available for review by the faculty member at the office of
the AIO; and

e resolves PEN grades, when not otherwise resolved though regular adjudication and appeal
processes by the deadline applicable for INC grades, by contacting the faculty member who shall
determine the final grade, and by notifying the Registrar of the faculty member’'s determination.

If either the grade appeals process or the Faculty-Student Disciplinary Committee finds that no violation
occurred, the Academic Integrity Official shall remove and destroy all material relating to that incident
from the student’s confidential academic integrity file.

The AIO will prepare an annual report, distributed to the College Council, Committee on Academic
Standards, Committee on Graduate Studies and the Department Chairs. The report shall include statistics
on numbers of cases and their dispositions.

5. PEN (Pending) Grade

The PEN (Pending) grade shall be assigned by the faculty member when there is an unresolved integrity
issue for a student in the faculty member’s course. A PEN grade is defined as follows:

2 During Fall 2004, a paper version of this form is available from the AlO, and an Acrobat version is available on the
College’s website. During Spring 2005 and thereafter, a version of this form shall be available that permits online
completion and submission.



e The PEN grade is recorded when a faculty member suspects or determines that an academic
integrity violation has taken place that warrants formal intervention. The grade is recorded by the
Registrar based on receipt, from the AlO, of a Faculty Report of Alleged Violation of Academic
Integrity Policies. The PEN grade is recorded, based on the report, under four circumstances.

°  The faculty member suspects a violation, but the assessment and faculty/student consultation
is not complete. The effect of the PEN grade is to bar withdrawal from the course pending
resolution of the suspected violation.

°  The faculty member and the student agree on a resolution of the situation, and the faculty
member elects to invoke the PEN grade to preserve the agreement by barring withdrawal
from the course.

°  The faculty member finds that a violation has occurred and the faculty member imposes an
academic sanction, and the student appeals the sanction.

°  The faculty member suspects an integrity violation and decides to refer the case to the
Student Discipline process, and the case is pending before that process.

e A PEN grade is removed or changed when the applicable consultation, appeal, and/or
adjudication processes are complete. When a PEN grade is not otherwise resolved though
regular adjudication and appeal processes by the deadline applicable for INC grades, the AIO
contacts the faculty member who shall determine the final grade, and then the AlO notifies the
Registrar of the faculty member’s determination.

When a faculty member suspects or determines that an academic integrity violation has taken place that
warrants formal intervention, the faculty member shall file the designated form with the Academic Integrity
Official. Upon receipt of the faculty member’s submission, the Official shall notify the Registrar, so that the
Registrar can file a PEN grade to prevent withdrawal from the course by a student seeking to evade
responsibility for the alleged violation. In the event that the alleged violation is withdrawn in the student’s
favor, the student will have the right to withdraw based on the time that the violation form was filed.

6. Electronic Plagiarism Prevention

The College has contracted with Turnitin.com for electronic plagiarism prevention services. The following
is the College’s official policy with respect to this service.

John Jay College of Criminal Justice is committed to the fundamental values of preserving
academic integrity as defined in CUNY and John Jay College policies. John Jay College has
contracted with Turnitin, a plagiarism prevention system that uses proprietary search technology
to check assignments against Internet resources, proprietary databases, and previously
submitted student assignments. Faculty members reserve the right to use this and other
electronic means to detect and help prevent plagiarism. By registering for courses offered by the
College, students consent that all assignments are subject to submission for textual similarity
review to Turnitin. Assignments submitted to Turnitin may be included in Turnitin restricted
access database solely for the purpose of detecting plagiarism. The faculty member may require
students to submit their assignments electronically to Turnitin, or the faculty member may submit
all or some student assignments to Turnitin. The terms that apply to the College’s use of the
Turnitin.com service are further described on the Turnitin website.

Faculty members are authorized to use this service, and the following procedures apply:

o The Director of Educational Technology is designated as the administrator of the Turnitin.com
service for the College.

e Faculty members must apply for accounts through the Director and obtain the College’s Turnitin
account ID and join password from the Director.



e The College’s Turnitin account ID and join password may not be further disclosed or distributed
without the written permission of the Director. Should the College’s Turnitin Account ID or join
password be inadvertently disclosed, the Director must be notified.

e Faculty members must notify students, in their course syllabi, how written assignments may be
subjected to review by Turnitin. The course syllabus should address the following points:

°  Whether the faculty member requires students to submit written assignments directly to
Turnitin and/or whether the faculty member may submit all or some written assignments to
Turnitin,

°  The faculty member’s decisions relating to other Turnitin options at the faculty member’s
discretion, such as the opportunity to submit papers to Turnitin for reporting in advance of the
final assignment deadline.

°  Whether students must be prepared to submit to Turnitin or to the faculty member electronic
file versions of their written assignments (Word, Wordperfect, RTF, PDF, or HTML format) in
addition to any paper version that may be required to be turned in to the faculty member.

°  The faculty member’s policy for the course with respect to use of the student’s original written
material that has been or is being used for written assignments in other courses — such as
the submission of a paper or report in multiple courses that contain the same or substantially
the same text.

If a faculty member suspects plagiarism based on a Turnitin originality report, and the faculty member
intends to base a grading decision substantially on the report or file disciplinary charges based on the
report, the faculty member will provide the student with access to the Turnitin report if the student does
not already have such access.

7. Notice

The College will publish the CUNY Policy on Academic Integrity, and related appropriate College policies,
procedures and forms in the following documents:

Undergraduate Bulletin, Graduate Bulletin, Student Handbook, Faculty Handbook, Orientation
Packet for New Full-time Faculty, and Orientation Packet for New Adjunct Faculty.

In addition, the College will maintain a web page that provides the policy summary as well as additional
information about student, faculty and administrative responsibilities under the procedure, along with
associated forms and documents.

All such notices and associated forms and procedures shall be approved in advance of posting or

publication by the undergraduate Committee on Academic Standards and the Committee on Graduate
Studies.

C. Procedure for Imposition of Sanctions for Violations

The following procedure is based on the CUNY procedure, adapted to John Jay College based on
specific assignments of responsibility to academic an administrative units in this procedure.

1. Introduction
These procedures provide for alternative approaches depending on the severity of the sanction(s) being
sought. If the instructor desires solely an “academic” sanction, that is, a grade reduction, less process is

due than if a “disciplinary” sanction, such as suspension or expulsion, is sought.

A faculty member who suspects that a student has committed a violation of the CUNY and/or the College
Academic Integrity Policy shall review with the student the facts and circumstances of the suspected



violation whenever possible. The decision whether to seek an academic sanction only, rather than a
disciplinary sanction or both types of sanctions, will rest with the faculty member in the first instance. The
college retains the right under extreme or unusual circumstances to bring disciplinary charges against the
student, even though neither the student nor the faculty member invoked the process.

Among the factors the college should consider in determining whether to seek a disciplinary sanction are
whether the student has committed one or more prior violations of the Academic Integrity Policy and
mitigating circumstances if any. Every instance of suspected violation should be reported to the Academic
Integrity Official on a form provided by the college. Among other things, this reporting will allow the
college to determine whether it wishes to seek a disciplinary sanction even where the instructor may not
wish to do so.

When the form is submitted, the AlO will provide a copy to the student, along with an explanation of the
student’s opportunity to provide a written explanation.

2. Procedures In Cases Where The Instructor Seeks An Academic Sanction Only

Student Accepts Guilt And Does Not Contest The Academic Sanction: If the faculty member wishes to
seek only an academic sanction (i.e., a reduced grade® only), and the student does not contest either
his/her guilt or the particular reduced grade the faculty member has chosen, then the student shall be
given the reduced grade, unless the college decides to seek a disciplinary sanction. The reduced grade
may apply to the particular assignment as to which the violation occurred or to the course grade, at the
faculty member’s discretion.

Student Denies Guilt And/Or Contests The Academic Sanction: If the student denies guilt or contests the
particular grade awarded by the faculty member, then the matter shall be handled using the college’s
grade appeals process, including departmental grading committees for undergraduate courses and the
Graduate Studies Committee for Graduate Courses. In either case, the process must, at a minimum,
provide the student with an opportunity to be heard and to present evidence.

When a faculty member determines that an academic integrity violation has taken place that warrants
formal intervention, the faculty member shall complete the “Faculty Report of Alleged Violation of
Academic Integrity Policies” (See 3.b above.) and submit the form to the Academic Integrity Officer, who
sends a copy to the student by mail and by official college email, along with a written explanation of the
student’s opportunities to appeal the allegation. If the form is submitted before the last 4 weeks of the
semester, the student may appeal the factual determination (as distinct from any sanction) through the
applicable grade appeal process. The departmental or Graduate Studies committee shall resolve with
appeal within 30 days. In the event that the factual determination is sustained or not appealed, the
student also may appeal the academic sanction after the course is completed, through the normal grade
appeal process.

3. Procedures In Cases Where A Disciplinary Sanction Is Sought

If a faculty member suspects a violation and seeks a disciplinary sanction, the faculty member shall refer
the matter to the college’s Academic Integrity Official using the Faculty Report form, as described in the
third Recommendation for Promoting Academic Integrity above, to be adjudicated by the college’s
Faculty-Student Disciplinary Committee under Article 15 of the CUNY Bylaws. As provided for therein, the
Faculty-Student Disciplinary may, among other things, investigate, conciliate, or hear evidence on cases
in which disciplinary charges are brought®. Under certain circumstances, college officials other than the
Academic Integrity Official may seek disciplinary sanctions following the procedures outlined above.

3 A reduced grade can be an “F,” a “D-,” or another grade that is lower than the grade that would have been given but
for the violation.

4 Typically, disciplinary sanctions would be sought in cases of the most egregious, or repeated, violations, for



If a reduced grade is also at issue, then that grade should be held in abeyance, pending the
Faculty-Student Disciplinary Committee’s action.

4. Procedures In Cases In Which Both A Disciplinary And An Academic Sanction Are Sought

If a faculty member or the college seeks to have both a disciplinary and an academic sanction imposed,
the process should begin with the disciplinary proceeding seeking imposition of a disciplinary sanction
and await its outcome before addressing the academic sanction. If the Faculty-Student Disciplinary
Committee finds that the alleged violation occurred, then the faculty member may reflect that finding in
the student’s grade. If the Faculty-Student Disciplinary Committee finds that the alleged violation did not
occur, then no sanction of any kind may be imposed. The decision whether to pursue both types of
sanctions will ordinarily rest with the faculty member.

5. Reporting Requirements

By The Faculty Member To The Academic Integrity Official: In cases where a violation of academic
integrity has been found to have occurred (whether by admission or a fact-finding process), the faculty
member shall promptly file with the Academic Integrity Official a report of the adjudication in writing on a
Faculty Report form (see 3.b) provided by the college as described above.

The Academic Integrity Official shall maintain a confidential file for each student about whom a suspected
or adjudicated violation is reported. If either the grade appeals process or the Faculty-Student Disciplinary
Committee finds that no violation occurred, the Academic Integrity Official shall remove and destroy all
material relating to that incident from the student’s confidential academic integrity file. Before determining
what sanction(s) to seek, the faculty member or the Academic Integrity Official may consult the student’s
confidential academic integrity file, if any, to determine whether the student has been found to have
previously committed a violation of the Academic Integrity Policy, the nature of the infraction, and the
sanction imposed or action taken.

By the Academic Integrity Official To the Faculty Member: Where a matter proceeds to the Faculty-
Student Disciplinary Committee, the Academic Integrity Official shall promptly report its resolution to the
faculty member and file a record of the resolution in the student’s confidential academic integrity file,
unless, as indicated above, the suspected violation was held to be unfounded, in which case all reporting
forms concerning that suspected violation shall be destroyed.

example: infraction in ways similar to criminal activity (such as forging a grade form; stealing an examination
from a professor or a university office; or forging a transcript); having a substitute take an examination or taking
an examination for someone else; sabotaging another student’s work through actions designed to prevent the
student from successfully completing an assignment; dishonesty that affects a major or essential portion of work
done to meet course requirements. [These examples have been taken from a list of violations compiled by
Rutgers University.]



