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Appendix 2: Academic Integrity Notification Templates 

The following notification templates should be used when communicating (by letter 

and/or email) with a student in relation to suspected breaches of the Institute’s Policy 

on Academic Integrity (Section 9 of the Academic Integrity Policy found at  

https://www.dkit.ie/registrars-office/academic-policies/academic-integrity-policy-

procedures. 

Templates are provided for the following notifications which support the defined 

procedure (see Appendix 1 for flowchart): 

1. Interview Notification 

 

2. No Infringement Notification following Interview 

 

3. Infringement Notification following Interview 

 

4. Suspected Infringement Notification 

 

5. Departmental Disciplinary Hearing Decision 

 

1. Interview Notification 

Subject: Interview Notification 
From: Module lecturer(s) 
 
Dear <learner_name>, 
 
I am writing to you in relation to the following assessment:  
 

Module Name: <module name> 
Assessment Description: <assessment_description> 
Assessment %: <assessment_percentage> 
Deadline: <submission_deadline> 
Date submitted: <date_submitted> 

 
You are requested to attend an interview on <date> at <time> in <location> to discuss 
a suspected infringement of the Institute’s Academic Integrity Policy.   I/We may also 
conduct an oral verification interview in relation to the submitted work. 
 
Please confirm your attendance at this interview to me (<email_address>) on or before 
<date> at <time>. 
 
The DkIT’s Academic Integrity Policy can be found at: 
https://www.dkit.ie/registrar/policies/academic-integrity-policy  
 
Yours sincerely, 
 
<module lecturer(s)> 
 

https://www.dkit.ie/registrars-office/academic-policies/academic-integrity-policy-procedures
https://www.dkit.ie/registrars-office/academic-policies/academic-integrity-policy-procedures
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2. No Infringement Notification following Interview 

 

Subject: No Infringement Notification following Interview 
From: Module lecturing staff 
Dear <learner_name>, 
 
Thank you for attending the interview on <date> at <time>. 
 
I am writing to inform you that following the interview your work has been verified by 
the relevant lecturer(s) and no infringement of the Institute’s Policy on Academic 
Integrity has been established. No further action will be taken and this case is now 
closed. 
  
I thank you for your co-operation and wish your every success with your studies. 
 
Yours sincerely, 
 
<module lecturer(s)> 
 

 

3. Infringement Notification following Interview 

 

Subject: Infringement Notification following Interview 
From: Module lecturer(s) 
 
Dear <learner name>, 
 
Thank you for attending the interview on <date> at <time>.  
 
I am writing to inform you that following verification of your submitted work it has 
been determined that an infringement of the Institute’s Policy on Academic Integrity is 
has taken place.  I attach a copy of the Academic Integrity Report for your information. 
 
You will be referred for training on academic writing and referencing. The Head of 
Department of <department>, <name><email_address> will be in contact with you 
shortly with further information.  
 
The DkIT’s Academic Integrity Policy can be found at: 
https://www.dkit.ie/registrar/policies/academic-integrity-policy  
 
Yours sincerely, 
 
< module lecturer(s)> 
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4. Suspected Infringement Notification 

 

Subject: Suspected Infringement Notification 
From: Chair of Departmental Disciplinary Panel 
 
Dear <learner name>, 
 
Thank you for attending the interview on <date> at <time>.  
 
I am writing to inform you that following verification of your submitted work an 
infringement of the Institute’s Policy on Academic Integrity is suspected. I attach the 
following documents for your information (please read these documents carefully). 
 
 Academic Integrity Report 
 Alleged plagiarised work 
 Original source of alleged plagiarised work (if available) 
 Other evidence that supports the alleged infringement of the Academic Integrity 

Policy   
 

Departmental Disciplinary Hearing 
 
You are requested to attend a departmental disciplinary hearing on <date> at<time> 
in <location>. The purpose of this hearing is to establish whether a prima facia case 
exists, and if so, whether the infringement of the Academic Integrity Policy is a minor or 
major offence.  Minor infringements of the Academic Integrity Policy can be dealt with 
arising at this hearing.  Where a major offence is suspected arising at this hearing, the 
matter will be referred to the Institute’s Disciplinary Committee. 
 

This hearing will be chaired by <title and name of HOS/HOD from another discipline> 
and two Institute Plagiarism Advisors, <title and name> and <title and name> will also 
be present. The Head of Department will present the evidence of the case to the hearing. 
You are entitled to be accompanied and assisted at this hearing by a representative.  
 
Please confirm your attendance at this departmental disciplinary hearing to me 
(<email_address>) on or before <date> at <time>. If you fail to attend this hearing a 
second hearing will be convened.  Should you fail to attend this second hearing, a 
decision will be taken in your absence. 
 
The DkIT’s Academic Integrity Policy can be found at: 
https://www.dkit.ie/registrar/policies/academic-integrity-policy  
 
Yours sincerely, 
 
< Chair of Departmental Disciplinary Panel> 
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5. Departmental Disciplinary Hearing Decision 

 

Subject: Departmental Disciplinary Hearing Decision 
From: Chair of Departmental Disciplinary Panel 
 
Dear <learner_name>, 
 
Thank you for attending the departmental disciplinary hearing <date> at <time>. 
 
Please find attached a completed Academic Integrity Report relating to your case for 
your information.  
 
Decision 
 
The departmental disciplinary panel has determined that an infringement of the 
Institute’s Academic Integrity Policy has been established. 
 
OR 
 
The departmental disciplinary panel has determined that there has been no 
infringement of the Institute’s Policy on Academic Integrity. There will be no further 
action taken and the case is now closed.  
 
I thank you for your co-operation and wish your every success with your studies. 
 
<If infringement of policy has been determined include the following section as 
appropriate> 
 
Penalty 
 
<If minor infringement (score up to 524 on plagiarism penalty grid)> 
 
Following the application of the Plagiarism Penalty Grid the infringement has been 
classified as minor (the score using the grid was: <score>). 
 
The penalty is as follows: <penalty>. 
 
<else if major infringement (score in excess of 524 on the plagiarism penalty grid)> 
 
Following the application of the Plagiarism Penalty Grid the infringement has been 
classified as major (the score using the grid was: <score>). The case has now been 
referred to the Institute’s Disciplinary Committee. This committee will deal with the 
case in the same manner as it deals with all breaches of the Institute’s Student Code of 
Conduct (https://www.dkit.ie/documents/code-conduct). 
 
<if a penalty is applied> 
 
 
 
 
 



5 
 

Appeals 
 
The decision and associated penalty of the Departmental Disciplinary Panel can be 
appealed in writing to the Registrar (<email_address>) within 10 working days of the 
date of this letter. 
 
Yours sincerely, 
 
< Chair of Departmental Disciplinary Panel> 
 

 


