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Academic Conduct Tutorial
Aim: To invite first year students to consider what constitutes customary academic conduct and introduce them to agreed expectations around conduct.
Email Etiquette
Q What do students think are some of the courtesies/conventions when writing emails to academic staff.
It is worthwhile emphasising here that students should write only necessary emails. Specific information about programmes can be found in module guides and more general information, e.g. academic calendar, is on the University website. They should be encouraged to only use their LJMU account for sending emails to staff as it is authenticated. An email from joebloggs@gmail.com could be from anybody. A clear subject line helps, perhaps referencing the module code or the particular part of the course that has prompted the email. It is usual to address staff formally, e.g. Dear Dr Smith, in the first instance, and it will be clear from staff replies if a less formal greeting is acceptable in future.
Keep emails concise and to the point, avoiding slang (e.g. internet abbreviations) and capital letters. Use a proper closing line, such as 'Best regards' or 'Kind regards'. Again, staff replies may indicate a less formal sign-off is acceptable. Finish your email with your full name and programme of study, perhaps employing the ‘Signature’ tool within MS Outlook.
THE ‘PLAGIARISM GAME’: Rules and guidelines
Students are provided with numerous numbered scenarios of acceptable practice and academic misconduct, Appendix 1 (printed-off and cut into individual scenarios).  Prepare a large sheet of paper with the following column headings and invite students to assign the examples under each heading (alternatively, use a whiteboard and invite students to write the code numbers under each heading).
•	plagiarism (PL); 
•	collusion (CO); 
•	cheating (CH); 
•	potential disciplinary (PD)*; 
•	acceptable (AC). 
*Not covered explicitly by LJMU Academic Misconduct regulations but representing poor scholarship or behaviour and may result in an informal/formal intervention.
For large tutorial group, and for a competitive element divide into two teams. Explain what needs to be done and allow 15-20 min to complete. Note that the scenarios relating to students A & B are for individually assessed (i.e. not group) assignments. Follow with discussion and questions over what is/is not acceptable (Answers in Appendix 2, student recording sheet in Appendix 3), demonstrate and explain the specifics of the regulations, definitions and implications of offences, as well as good vs. bad practice. The interesting thing about the definitions is that it is not always apparent exactly where some of the examples should be placed and in some cases they may go into a number of categories depending on the context.


Q Are students aware of the Student Charter and University Student Code of Behaviour & Student Disciplinary Procedures?
All new students receive a copy of the student charter.  They will probably not be familiar with the detail of the Student Code of Behaviour, but the Charter makes reference to students, “… abiding by the University’s agreed policies on academic conduct.”
Student Behaviour
Students should be provided with the following statement.
The Faculty of Science acknowledges its obligation to provide an environment that helps to meet the academic and social needs of its students.  However, issues around behaviour can sometimes arise when a large number of people work together in a learning community.  We conduct our activities in a courteous and professional manner but it is necessary to develop regulations to ensure an orderly environment.  The LJMU Student Charter sets out your rights and responsibilities as an undergraduate within the Faculty of Science and your attention is draw to the expectation that you will study in a responsible manner.  The Charter also makes clear that unethical behaviour towards students and staff is not acceptable.  Such behaviours are classified as misconduct within the University Student Code of Behaviour & Student Disciplinary Procedures and can result in the application of a penalty or sanction.  
Q What examples can the group provide of studying in a responsible manner?
A range of answers are possible here, including regular attendance and meeting all deadlines.  Another theme that might emerge be considerations for others and you should draw particular attention to the potential for disrupting taught sessions through talking and the need to be punctual for classes i.e. arriving after the lecturer has formally started the session.  It may be worth emphasising that laboratory supervisors can forbid entry to latecomers due to Health and Safety requirements.
Q What examples can the group provide of unethical behaviour towards students and staff?
Bullying may be mentioned here and it could be highlighted that this may be through social media and online messenger services e.g. Yik Yak.  Unethical behaviour would also include not acting on directions from a member of staff e.g. failing to leave a classroom after been asked to do so by a member of staff (normally, a warning would be issued first).
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Appendix 1 Scenarios for printing and cutting out
	1
	Copying a paragraph from a book without acknowledging the author.
	
	
	17
	Obtaining and using an essay/assignment from a previous year's student.

	2
	Cutting and pasting a paragraph from an article with a few changes in word order. The paragraph is not in quotation marks but there is a reference both in-text and in the bibliography
	
	
	18
	Student A knows that student B is very good at the subject. Student A finds B's work on the printer and takes it. Student A retypes B's work and makes some changes.

	3
	Working together with a friend to get ideas and structure for an individual essay, then writing up the essay individually.
	
	
	19
	Copying a few sentences from a text book and putting it in your essay in quotation marks, referenced both in text and in the bibliography.

	4
	Copying another student's coursework with their knowledge.
	
	
	20
	Suggesting some useful references to a friend who is struggling with an essay.

	5
	Copying from a neighbour in an exam
	
	
	21
	Taking an exam for another student.

	6
	Submitting an essay as coursework that you have previously used in another module
	
	
	22
	Learning set answers to questions from a text book then reproducing them in an examination.

	7
	Lending another student your coursework to look at.
	
	
	23
	Not contributing a fair share to group work that is assessed for a group work.

	8
	Using verbatim text for most of your essay, but including references for the sources.
	
	
	24
	Submitting jointly written coursework as an individual piece of work.

	9
	Student A finds a good source of information and tells student B about the source. They talk about it. They write the assignment independently using this information and identify the source in their text.
	
	
	25
	Student A and student B find the same source of information independently. They write the assignment independently and both use exact words from the source without identifying the source in their text.

	10
	Making sure books are available in the library by deliberately mis-shelving/hiding them or removing pages from them.
	
	
	26
	Student A and student B talk about the assignment together and each makes their own notes. They write the assignment independently.

	11
	Student A knows that student B is very good at the subject and asks for some help. Student B goes through A's work pointing out mistakes and suggesting ways of tackling them. Student A changes his work using some of B's advice.
	
	
	27
	Student A doesn't know how to start the assignment and so asks student B who helps him and gives a disc of his own work. Student A changes student B's work and adds some of his own material.

	12
	Stealing another’s essay and submitting it.
	
	
	28
	Submitting an essay purchased online.

	13
	Making up references to put in the bibliography.
	
	
	29
	Having a mobile phone on person in exam hall.

	14
	Student A knows that student B is very good at the subject and so asks student B for some help. B goes through A's work pointing out mistakes and telling A the correct answer. A changes his work and puts in B's ideas.
	
	
	30
	A and B find the same source of information independently. Each writes an assignment independently, using the same source by changing a few words. They acknowledge the author without quotation marks around the text.

	15
	Student A and student B work together to produce the assignment, sharing an electronic copy of the work. They produce similar but not identical work.
	
	
	31
	Taking short phrases from several sources and combining them with phrases of your own to compose a paragraph. The references are included in the bibliography but not in the text.

	16
	Amending data collected in the laboratory when writing-up a practical report
	
	
	32
	Lying about personal circumstances for an extension.


Appendix 2 
	1
	Copying a paragraph from a book without acknowledging the author.
	PL
	
	17
	Obtaining and using an essay/assignment from a previous year's student.
	PL

	2
	Cutting and pasting a paragraph from an article with a few changes in word order. The paragraph is not in quotation marks but there is a reference both in-text and in the bibliography
	PL
	
	18
	Student A knows that student B is very good at the subject. Student A finds B's work on the printer and takes it. Student A retypes B's work and makes some changes.
	PL

	3
	Working together with a friend to get ideas and structure for an individual essay, then writing up the essay individually.
	AC
	
	19
	Copying a few sentences from a text book and putting it in your essay in quotation marks, referenced both in text and in the bibliography.
	AC

	4
	Copying another student's coursework with their knowledge.
	CO
	
	20
	Suggesting some useful references to a friend who is struggling with an essay.
	AC

	5
	Copying from a neighbour in an exam
	CH
	
	21
	Taking an exam for another student.
	CH

	6
	Submitting an essay as coursework that you have previously used in another module
	CH
	
	22
	Learning set answers to questions from a text book then reproducing them in an examination.
	AC

	7
	Lending another student your coursework to look at.
	CO
	
	23
	Not contributing a fair share to group work that is assessed for a group work.
	PD

	8
	Using verbatim text for most of your essay, but including references for the sources.
	PL
	
	24
	Submitting jointly written coursework as an individual piece of work.
	CO

	9
	Student A finds a good source of information and tells student B about the source. They talk about it. They write the assignment independently using this information and identify the source in their text.
	AC
	
	25
	Student A and student B find the same source of information independently. They write the assignment independently and both use exact words from the source without identifying the source in their text.
	PL

	10
	Making sure books are available in the library by deliberately mis-shelving/hiding them or removing pages from them.
	PD
	
	26
	Student A and student B talk about the assignment together and each makes their own notes. They write the assignment independently.
	AC

	11
	Student A knows that student B is very good at the subject and asks for some help. Student B goes through A's work pointing out mistakes and suggesting ways of tackling them. Student A changes his work using some of B's advice.
	
AC
	
	27
	Student A doesn't know how to start the assignment and so asks student B who helps him and gives a disc of his own work. Student A changes student B's work and adds some of his own material.
	CO

	12
	Stealing another’s essay and submitting it.
	PL
	
	28
	Submitting an essay purchased online.
	PL

	13
	Making up references to put in the bibliography.
	PD
	
	29
	Having a mobile phone on person in exam hall.
	PD

	14
	Student A knows that student B is very good at the subject and so asks student B for some help. B goes through A's work pointing out mistakes and telling A the correct answer. A changes his work and puts in B's ideas.
	CO
	
	30
	[bookmark: _GoBack]A and B find the same source of information independently. Each writes an assignment independently, using the same source by changing very few words. They acknowledge the author but do not use any quotation marks.
	PL

	15
	Student A and student B work together to produce the assignment, sharing an electronic copy of the work. They produce similar but not identical work.
	CO
	
	31
	Taking short phrases verbatim from several sources and combining them with phrases of your own to compose a paragraph. References are included in the bibliography but not in text.
	PL

	16
	Amending data collected in the laboratory when writing-up a practical report
	CH
	
	32
	Lying about personal circumstances for an extension.
	PD


 
Academic Conduct Key = plagiarism (PL); collusion (CO); cheating (CH); potential disciplinary (PD); acceptable (AC).
	1
	Copying a paragraph from a book without acknowledging the author.
	
	
	17
	Obtaining and using an essay/assignment from a previous year's student.
	

	2
	Cutting and pasting a paragraph from an article with a few changes in word order. The paragraph is not in quotation marks but there is a reference both in-text and in the bibliography
	
	
	18
	Student A knows that student B is very good at the subject. Student A finds B's work on the printer and takes it. Student A retypes B's work and makes some changes.
	

	3
	Working together with a friend to get ideas and structure for an individual essay, then writing up the essay individually.
	
	
	19
	Copying a few sentences from a text book and putting it in your essay in quotation marks, referenced both in text and in the bibliography.
	

	4
	Copying another student's coursework with their knowledge.
	
	
	20
	Suggesting some useful references to a friend who is struggling with an essay.
	

	5
	Copying from a neighbour in an exam
	
	
	21
	Taking an exam for another student.
	

	6
	Submitting an essay as coursework that you have previously used in another module
	
	
	22
	Learning set answers to questions from a text book then reproducing them in an examination.
	

	7
	Lending another student your coursework to look at.
	
	
	23
	Not contributing a fair share to group work that is assessed for a group work.
	

	8
	Using verbatim text for most of your essay, but including references for the sources.
	
	
	24
	Submitting jointly written coursework as an individual piece of work.
	

	9
	Student A finds a good source of information and tells student B about the source. They talk about it. They write the assignment independently using this information and identify the source in their text.
	
	
	25
	Student A and student B find the same source of information independently. They write the assignment independently and both use exact words from the source without identifying the source in their text.
	

	10
	Making sure books are available in the library by deliberately mis-shelving/hiding them or removing pages from them.
	
	
	26
	Student A and student B talk about the assignment together and each makes their own notes. They write the assignment independently.
	

	11
	Student A knows that student B is very good at the subject and asks for some help. Student B goes through A's work pointing out mistakes and suggesting ways of tackling them. Student A changes his work using some of B's advice.
	
	
	27
	Student A doesn't know how to start the assignment and so asks student B who helps him and gives a disc of his own work. Student A changes student B's work and adds some of his own material.
	

	12
	Stealing another’s essay and submitting it.
	
	
	28
	Submitting an essay purchased online.
	

	13
	Making up references to put in the bibliography.
	
	
	29
	Having a mobile phone on person in exam hall.
	

	14
	Student A knows that student B is very good at the subject and so asks student B for some help. B goes through A's work pointing out mistakes and telling A the correct answer. A changes his work and puts in B's ideas.
	
	
	30
	A and B find the same source of information independently. Each writes an assignment independently, using the same source by changing a few words. They acknowledge the author without quotation marks around the text.
	

	15
	Student A and student B work together to produce the assignment, sharing an electronic copy of the work. They produce similar but not identical work.
	
	
	31
	Taking short phrases from several sources and combining them with phrases of your own to compose a paragraph. The references are included in the bibliography but not in the text.
	

	16
	Amending data collected in the laboratory when writing-up a practical report
	
	
	32
	Lying about personal circumstances for an extension.
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