Reedley College
Academic Dishonesty, Plagiarism, or Cheating Incident Report

The purpose of this report is to help faculty resolve incidents of plagiarism as described  in Administrative Regulation 5500, Standards of Conduct:  Cheating, plagiarism (including plagiarism in a student publication), or engaging in other academic dishonesty as defined by the Office of Instruction.  
Step 1:  Complete the Incident Report form promptly after discovering the academic dishonesty and submit directly to the Dean of Instruction.  Do not copy other faculty members within the department.  

Step 2:   The Dean of Instruction will review the incident for legitimacy and verify with repeat incident list.  A hold will be placed on the student’s account until the meeting occurs. 
Step 3: The Dean of Instruction will meet with the student in person to discuss the charges. 
Step 4: If the student is found guilty of academic dishonesty, cheating, or plagiarism, the Dean of Instruction will compose a letter of reprimand, one copy of which will be sent to the student’s permanent address, and one copy of which will be filed in the student’s permanent file in student services.  The Dean of Instruction will notify the faculty member that the case has been resolved.  
Student’s Name: ____________________________________________________________  
Student’s ID Number:________________________________________________________   

Course:____________________________________________________________________   
Date of Incident:____________________________________________________________
Instructor’s Name: __________________________________________________________

1. Describe the incident that occurred:(Include scanned student paper and original source material or plagiarism report from turnitin.com or a similar service when submitting this form)
2. Describe the actions you have taken with the student and subsequent punishment:  (i.e. gave a zero grade on the assignment, student will be allowed to revise, student will fail the paper, student will fail the class, etc.)
3. Were the actions you have taken in compliance with your syllabus?  (Provide copy of the syllabus or assignment where policy is explained.)
4. Have you had similar problems with this student before? If so, please elaborate. 
Disciplinary Actions and Procedures 

A student may be disciplined, utilizing the procedures set out in Administrative Regulation 5520, for any conduct, which is related to college attendance or activity.

Reprimand 

Definition: An admonition to the student to cease and desist from conduct determined to violate the Standards of Student Conduct. Written reprimands may become part of a student's permanent record at the college. A record of the fact that a verbal reprimand has been given may become part of a student's record at the college for a period of up to one year.

Procedure: A reprimand may be a form of discipline to address any form of student misconduct. A reprimand may be issued verbally and/or in writing. As in any form of action taken by an instructor, it is advised that such action be documented at the office of the Dean of Instruction. If student misconduct behavior continues, or if the case was particularly egregious, other types of discipline may be issued.
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