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OUR MISSION

In support of the educational mission of the University and in collaboration with campus partners, Student Judicial Affairs (a component of the Office of Student Life) works to promote and maintain a high degree of academic integrity and standard of conduct, which are crucial in preserving a safe environment for students to pursue and accomplish their scholastic and personal goals.

The Berkeley Campus Code of Student Conduct outlines community standards and expectations of student behavior in and out of the classroom and articulates the process for students who do not meet these standards. The Code is available to all students online at – or in Student Judicial Affairs, 326 Sproul Hall.

OUR ROLE

· Disseminate, interpret, and enforce the Berkeley Campus Code of Student Conduct and other campus regulations 

· Investigate and resolve complaints of possible student violations, both academic and non-academic 

· Protect the rights of students 

· Address student behavioral issues in a fair and reasonable manner 

· Facilitate student learning opportunities for ethical growth and development 

· Provide educational outreach and consultation on academic integrity and responsible conduct 

· Promote respect for community standards

Contact Us

326 Sproul Hall # 2432

Berkeley CA  94720-2432

510-643-9069

510-643-3133 FAX

osc@ berkeley.edu

sja.berkeley.edu

This guide is intended to provide students with an overview of academic dishonesty and the process by which dishonest acts will be adjudicated by the campus. It does not constitute campus or University policy. The details of the procedures referenced here can be found, unedited, in the Code of Student Conduct, Rev. September 2004, available from Student Judicial Affairs, 326 Sproul Hall or on the web at  students.berkeley.edu/uga/conduct.asp.
Definitions of Academic Dishonesty

The following definitions were present in the 1989 Berkeley Campus Code of Student Conduct but are no longer present in the revised Code (September 2004). The following definitions are for information only.

Academic dishonesty is any action or attempted action that may result in creating an unfair academic advantage for oneself or an unfair academic advantage or disadvantage for any other member or members of the academic community.

Below are types of academic dishonesty with examples of each.  Please note that this list is not exhaustive.  

Cheating

Cheating is defined as fraud, deceit, or dishonesty in an academic assignment, or using or attempting to use materials, or assisting others in using materials that are prohibited or inappropriate in the context of the academic assignment in question, such as:

· Copying or attempting to copy from others during an exam or on an assignment.

· Communicating answers with another person during an exam.

· Preprogramming a calculator to contain answers or other unauthorized information for exams.

· Using unauthorized materials, prepared answers, written notes, or concealed information during an exam.

· Allowing others to do an assignment or portion of an assignment for you, including the use of a commercial term-paper service.

· Submission of the same assignment for more than one course without prior approval of all the instructors involved.

· Collaborating on an exam or assignment with any other person without prior approval from the instructor.

· Taking an exam for another person or having someone take an exam for you.

Plagiarism

Plagiarism is defined as use of intellectual material produced by another person without acknowledging its source, for example:

· Wholesale copying of passages from works of others into your homework, essay, term paper, or dissertation without acknowledgment.

· Use of the views, opinions, or insights of another without acknowledgment.

· Paraphrasing of another person’s characteristic or original phraseology, metaphor, or other literary device without acknowledgment.

Academic Misconduct

· Removing, defacing, or deliberately keeping from other students library materials that are on reserve for specific courses.

· Contaminating laboratory samples or altering indicators during a practical exam, such as moving a pin in a dissection specimen for an anatomy course.

False Information and Representation, Fabrication or Alteration of Information

· Furnishing false information in the context of an academic assignment.
· Failing to identify yourself honestly in the context of an academic obligation.

· Fabricating or altering information or data and presenting it as legitimate.

· Providing false or misleading information to an instructor or any other University official.

Theft or Damage of Intellectual Property

· Sabotaging or stealing another person’s assignment, book, paper, notes, experiment, project, electronic hardware or software.

· Improper access to, or electronically interfering with, the property of another person or the University via computer or other means.

· Obtaining a copy of an exam or assignment prior to its approved release by the instructor.

Distribution of Lecture Notes

Selling, distributing, website posting, or publishing course lecture notes, handouts, readers, recordings, or other information provided by an instructor, or using them for any commercial purpose without the express permission of the instructor.

Alteration of University Documents

· Forgery of an instructor’s signature on a letter of recommendation or any other document.

· Submitting an altered transcript of grades to or from another institution or employer.

· Putting your name on another person’s exam or assignment.

· Altering a previously graded exam or assignment for purposes of a grade appeal or of gaining points in a re-grading process.

Disturbances in the Classroom

Disturbances in the classroom can also serve to create an unfair academic advantage for oneself or disadvantage for another member of the academic community.  Below are some examples of events that may violate the Code of Student Conduct: 

· Interference with the course of instruction to the detriment of other students.

· Disruption of classes or other academic activities in an attempt to stifle academic freedom of speech.

· Failure to comply with the instructions or directives of the course instructor.

· Phoning in falsified bomb threats.
· Unnecessarily activating fire alarms.

Maintaining Your Integrity & Ensuring Success

Protect yourself from getting involved in cheating
· Be prepared for exams and assignments; preparing for a test can be an anxiety-producing experience.  It may help to study over a period of time and not cram the night before the exam.  

· Take the time to produce quality work of which you can be proud.

· Do not allow others to use your computer programs.  Keep computer passwords secret to avoid unauthorized access. 

· When using class notes for an assignment, ask yourself: Did this information come from me?  Always document where and from whom you got your information (e.g., other students, professor, journal article, textbook, web site).

· Refuse to allow others to copy your answers or assignments.

· Ask each instructor for a statement on academic dishonesty.  Refer to the class syllabus for course expectations.  

· Cite all source materials used in written assignments. Please visit the UC Berkeley Library at  http://www.lib.berkeley.edu/TeachingLib/Guides/Citations.html for more information on citing sources.

· Obtain permission before working collaboratively or re-using an assignment written for another course.

· Always do and turn in your own work.  Instructors may allow or even encourage working in groups; however, it is crucial that the work you submit be unique and exhibits your own thoughts.  

Preparing for an exam
· Review and/or rewrite your notes after each class.  Reading them soon after class will make remembering them easier.

· Try condensing your notes to one page.  This exercise will help you to organize the main ideas and to select the most important concepts and facts.

· If you do not understand the material, see your professor or the teaching assistant(s) during office hours or make an appointment.  The longer you wait, the less time you will have to prepare.

· Prepare for the style of exam being given.  Multiple choice, matching, and true-false questions tend to test for recollection of facts; short answers and "fill in the blank'' questions tend to test your ability to recall material; essay and oral exams tend to test your ability to recall material, synthesize material, and create your own conclusions (from Karen Martin, "Organizing Examinations," UCLA, 1987).

· Write some questions as if you were the professor.  This exercise may help you to focus on the most important material under examination.

· Budget your time.  Include time to watch your favorite television program as you schedule your time--chances are you'll watch it anyway.  If you budget time for it, you'll be able to watch it and still have adequate time to study (suggested by the Learning Resource Center, Miami University).  

Taking an exam
· Avoid looking in the direction of anyone's work during the exam.

· Take the initiative to shield your work to prevent other students from copying. 

· Do not sit next to friends or study partners.  Choose a desk in the exam room that is as remote as possible from other students whom you know.  It decreases distraction as well as the chance that copying may occur or be suspected.  This is particularly important if you studied together.

· Bring into the exam room only those materials, if any, that the instructor has expressly indicated as allowed.  Bringing in unauthorized materials, whether utilized or not, leaves you vulnerable to an allegation of cheating.

After taking an exam 

When your exam is returned, see what you can learn by reviewing your incorrect answers.  If you wish to submit your exam for re-grading, do not alter the original answers, since that could be interpreted as a dishonest attempt to receive additional credit.  Remember, instructors often photocopy your original exams and quizzes before returning them in order to compare them with those submitted for re-grading.

The Student Conduct Process: Faculty Resolution

If an instructor suspects that a student has committed academic dishonesty, the instructor may opt to resolve the incident on his or her own by approaching the student. In this case, the procedure is as follows:

· The student admits to the accusation:

With the student, the instructor will assign an academic sanction and complete a “Faculty Disposition for Academic Dishonesty”. Upon receipt of the Faculty Disposition, SJA will send the student a “notification” and file the Disposition for the purpose of information ONLY. The Disposition will not create an official conduct record with Student Judicial Affairs. If the student has previous violations on file or SJA deems the violation egregious, SJA may pursue more severe violations. In the event of future violations, SJA may consider the Disposition in assigning sanctions.

· The student does not admit to the accusation:

If the instructor still feels the student was in violation, the instructor will refer to the case directly to Student Judicial Affairs for administrative review and resolution.

· The student wishes the matter reviewed by Student Judicial Affairs:

At anytime during this process, students can request that the matter be forwarded directly to Student Judicial Affairs for review and resolution.

The Student Conduct Process: Student Judicial Affairs

If the instructor forwards the case to Student Judicial Affairs for administrative review and resolution, the diagram below represents the process in which the case will follow.
Visual Representation
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Verbal Description

Complaint

· A member of the faculty or staff, a student or any other person may file a complaint against a student in possible violation of the Code of Student Conduct. 

Investigation

· All incidents are assigned a conduct officer in SJA.

· When SJA opens an investigation into a complaint or report of misconduct, a conduct officer will send the accused student a formal notice indicating that the office will pursue an investigation of a possible violation. 

· SJA will conduct an investigation of complaints or reports of misconduct and determine whether sufficient evidence exists to pursue charges against the accused student. 

· Investigations generally begin when the student meets with the conduct officer. In this first meeting, the conduct officer will review policies, procedures and student rights and give the student the opportunity to review the details of the case

Charges

· After completing a thorough investigation, the conduct officer will decide if there is enough evidence to support official charges based on preponderance of evidence defined as “more likely than not”. 

Resolution: Informal or Formal

· Students charged are encouraged to explore an informal resolution by meeting with the conduct officer to come up with a fair resolution. If SJA and the student do not reach a mutually acceptable agreement, cases are resolved through a formal hearing.  

· Hearing Panels consist of members of the Committee on Student Conduct, membership includes students, faculty and staff. At a hearing, students and the University have the opportunity to present witnesses and evidence.

· The Hearing Panel will present findings of fact and a determination to the Dean of Students (DOS). If the Panel finds the student in violation, it will recommend sanctions to the DOS. The DOS will make the final decision on both responsibility for violation and sanctions. 

Sanctions

· Sanctions in both the formal and informal processes are intended to have the effect of discouraging violations of the rules of conduct and educating students about appropriate behavior within the community. Possible sanctions are listed in the Code of Student Conduct.
Appeals

· Students have the right to appeal the decisions of the hearing panel and the Dean of Students to the Vice Chancellor for Student Affairs.

Records
All disciplinary actions are recorded in a student conduct file which remains on record for a period of five years from the time the case is resolved.  Student conduct files are by law, strictly confidential, and only accessible to faculty and staff with a "legitimate educational interest." The records are governed by the Berkeley Campus Policy Governing Disclosure of Information from Student Records (Rev. April 15, 1997, on the Web at http://www.uga.berkeley.edu/uga/disclosure.stm).  Disciplinary actions are recorded on the official academic transcript only when a student is suspended or dismissed from the University.  The disciplinary notation remains on the academic transcript only for the time period in which the suspension or dismissal is in place.  

Confidentiality

In accordance with the provisions of the Federal Family Educational Rights and Privacy Act (FERPA) of 1974, any information related to an alleged violation of the campus’ Code of Student Conduct or the outcome of a conduct hearing must be treated as strictly confidential by the instructors and staff of the University of California at Berkeley.

Academic Dishonesty and Course Drops

Please check with your college or school regarding policies that determine whether a student can drop a course after dishonesty has been verified by established campus procedures. 

Campus Resources

In an educational community the pressure to succeed can often be intense. If you are feeling overwhelmed by your obligations as a student, don’t be tempted to take shortcuts.  Instead, use the services the campus has designed to help you through the most trying times.

Questions About Judicial Procedures
Student Judicial Affairs

643.9069 ( sja.berkeley.edu 

Your Academic Department

Each academic department manages issues of student conduct in different ways. Consult your department for specifics.

DIFFICULTIES MEETING ACADEMIC OBLIGATIONS

Academic Programs for Student-Athletes

642-8402 ( asc.berkeley.edu

Counseling & Psychological Services

642.9494 ( uhs.berkeley.edu

Disabled Students’ Program 

642-0518 ( dsp.berkeley.edu

Gender Equity Resource Center

642.4786 ( geneq.berkeley.edu

Re-entry Program
643-8070 ( reentry.berkeley.edu

Residence Hall Academic Centers 

www.reshall.berkeley.edu/academics

Student Learning Center 
642-7332 ( slc.berkeley.edu

Student Life Advising Services
642-7224 ( slas.berkeley.edu

University Health Services

642.2000 ( uhs.berkeley.edu

University of California Police Department

642.6760 ( police.berkeley.edu

For an extensive listing of campus resources that provide academic assistance services, check out the Academic Difficulty web site: students.berkeley.edu/success
Visit your instructor for extra help or explanation.  Instructors are often able to make accommodations in times of emergencies.

Form a study group with classmates.

Visit the Tang Center for assistance with test anxiety, stress management, procrastination, family troubles, personal issues, and much more, 642-9494, www.uhs.berkeley.edu/Students/

Helpful Resources for Written Assignments

· MLA Handbook for Writers of Research Papers, 3rd Edition.  New York: Modern Language Association, 1984.

· Li, X., and Crane, N.B. (1996).  Electronic Styles: A Handbook for Citing Electronic Information.  Medford, N.J.: Information Today.
· MLA citation style: http://www.mla.org

APA citation style: http://www.wisc.edu/writing/Handbook/DocAPA.html
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