WESTERN SYDNEY
UNIVERSITY

W

Student Records:
Student Misconduct Folder (Misconduct Rule 2016)

Background information

The guidelines in this document support the University’s Student Misconduct Rule.
Access to misconduct records in TRIM is available only to staff involved with the
investigation of alleged student misconduct. Access groups in TRIM are maintained by
RAMS on advice from Schools etc. If membership of these groups change, RAMS must
be notified.

Misconduct (Access Group) includes:
e Director, Governance Services

e Company Secretary (Entities) and Associate Director, Secretariat

e Senior Governance Officer, Governance Officer (Office of Governance Services)
e Executive Governance Officer (Right to Information)

e TRIM Administrators/RAMS Liaison Officers

e Nominated School staff

Creating a Student Misconduct Folder

The following guidelines show how to create a Student Misconduct Folder.

Select: HPE Content Manager - New O b4
- New>
- Record > — 'i‘.i Name s Home ~
[ ] Secondary Storage ltem Records & Archives Ma
m "W Seconday Storage Records & Archives Ma
ﬁ HOME SEARCH VIEW MANAGE Bl Secretariat - Committee Folder Secretariat
+ H save Copy Record & Mail E_ B Secretariat Folder
o | Saveand Clear X Delete 5= San i Ml SEO - Course Folder Courses & Timetabling
Z fopeHics SEECGE Ml SEO - Student Systems Folder Student Systems
#1 Reverd |t - Wl SEO Folder
g ::E::w Record il Student - File Electronic Data Manage
B3 Document Queu Create anew Record [Hl student - Practicum File
+ Other I Bl Student Administration Folder Student Experience Offi

E Student Document - OAR
E Student Document - Restricted
ol Student Equity & Welfare Folder

- Student Misconduct - .

Bl Student Learning Unit Folder PVC (Learning Transfor|

Folder Rl e o oo |

4 Student Recruitment Folder Student Recruitment Ui
Cl |Ck w  |mf Student Services Folder Student Participation &

. v
OK < >
Cancel Help
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To the right of the

L S| & @ (== =]
Classification field v
Related Student File Optional notes about this file Provenance
Click on the quick Case Folder Details Breach and Outcome Modify Access
select button to o Case Folder Title [use yellow folder to select] o
select the title: # | Student Misconduct
[;] Select From Classifications - name:"Student Misconduct*" - 1 Classification Found O
Student Misconduct .
Classifications
Name Number
& Student Misconduct _[Ljoos ____|
< >
‘ - :
‘,Properties / Notes /
Cancel Search Help
NEE == |
v
Related Student File Optional notes about this file Provenance
Expand/dri” down using the + Case Folder Details Breach and Outcome Modify Access
Case Folder Title [use yellow folder to select] A
# | Student Misconduct
E;:] Select From Classifications - name:"Student Misconduct*" - 1 Classification Found O
Select the refevant Classifications
misconduct type ' T Number
-~ Academic Misconduct M swdenMiscondoct o
— Allegations + (zf Academic Misconduct 00501
Dismissed/Not referred + Allegations Dismissed / Not referred 00502
. [+ General Misconduct (=8 00503
— General Misconduct + [Z]l Inappropriate Behaviour 00504
— Ina ppropriate + Research Misconduct 00505
Behaviour
— Research Misconduct
Click:
OK to complete the < 2
[ = ]
. ', Properties / Notes /
Case Folder Title —
Cancel Search Help
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Complete remaining
fields on the first tab.

Student Name -
LAST NAME, First name

DO NOT add any space
or tabs after the name

Consistency in titling
allows more effective
searching

Student ID

Creates a link to the
Student File for future
reference

Contact for info -
Staff last name, First
name

Staff member to contact
for further information

School/Office/Business
Unit

Where did the alleged
misconduct occur

Dates: (Ignore time)
Misconduct identified
Received by AO
Referred to Misconduct
Committee

Related Student File Uptional notes about this Tile Provenance
Case Folder Details Breach and Outcome Meodify Access
Case Folder Title [use yellow folder to select]
#  Student Misconduct - Academic Misconduct
v B
Student Name [LAST NAME, First name]
# | Student Test, 01
‘a
Student ID
# 90910559 v B
Contact for info [staff sumame, first name]
# | Flynn, Sharon v |[B
School/Office/Business Unit
# Records & Archives Management Services v B
Date Misconduct Identified (ignore time)
¥ 31/10/2016 1:51:50 PM )
Received by Authorised Officer (Date)
7/10/2016 v B
If referred to Misconduct Cite (Date) If referred to Provost (Date)
v @ =

DO NOT CLICK OK

Proceed to Breach and Outcome Tab

NOTE: If you inadvertently click OK, you can return by highlighting the record just
created

Do not click OK yet
Right-click>
Properties>
Then complete details for Breach and Outcome Tab
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Complete all fields that = = =23
are relevant' Related Student File Optional notes about this file Provenance
U h ik Case Folder Details Breach and Qutcome Modify Access
se the quici
select Misconduct Type Unit Number -
button to reveal ol |Ac.ademic |v|- | 99999999 %
available options Year Session
Information captured in Campus
these fields will be used | | [a]
to generate reports
Breach
HINT: trv ¢t . A e | Al.a Plagiarism - Individual assessment | ~ |l
 try typing the firs
few letters/characters Breach (2) - Optional
into the field before | A4 Collusion =
clicking the quick select |Breach (3) - Optional |
ol
HINT: Click the down Breach (4) - Optional
arrow to reveal the most | |-
recently used option 15t Sanction Applied
| Cat 1.b. reduction of mark or fail | |
NOte added to StUdent 2nd Sanction Applied (Optional)
File (Date) | |_
3rd Sanction Applied (Optional)
ol
CLICK OK NOW TO | |
SAVE THE STUDENT 4th Sanction Applied (Optional)
MISCONDUCT FOLDER | E
Misconduct Proceedings Concluded (Date) MNote added to Student File (Date)
You MUST now add a | 4/06/2018 | = | 12/06/2018 | v|E| v
Misconduct Note to the
Student File, by following Carez Help
guidelines below.

NOTE: Referral to Misconduct Committee or Misconduct Appeal

When referring the case to Office of Governance Services, send the TRIM reference number.
See D07/238919 TRIM User Guide - Email a Record from TRIM

Creating a SD - Notes (Misconduct)

The following guidelines show how to create an SD - Notes (Misconduct) within the
Student Folder

WARNING: This note will be visible to all who have access to the Student File in TRIM,
however, will not hold any information about the matter - just a reference point to find
more information if necessary. Care should be taken not to add any further detail than
what is recommended in these guidelines.
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To Navigate to the
Student File to Add a
Misconduct note

Select the

Student Misconduct
Folder (purple icon) just
created.

- Right-click>
- MNavigation>
- Related Records

rds - Record Number is '16/011528" - 1 Record Found] “—
w Search Tools Window Help
3% 3 (3 €) SaveSearchAs g (B PRI D D EE 8T w8 00 B .

search By Equal To

Record Number [+[e] 16011528

Date Created

fudent, Test No. 1 3/10/2016 at 3:44 PM

v [53£=) Record Number  Title

¥ Tag All Ctrl+A
"m, Untag All Ctrl+U
,‘.’ Invert All Tags

1=

&) Copy Ctrl+C

New 4
Search »

‘ Navigation

-

| ‘E Related Records

Details Hj Records With Same Contacts

Locations
Workflow

Communications

Administrative Tools
Send To

»
3
4
»
Electronic »
4
»
4 Remove From »

Record Number @ 16/011528 Properties Alt+Enter
Title B3 Student Misconduct - Academic Misconduct - Sanction Category 2 - Student, Test No. 1
[Date Misconduct Identified  Monday, 3 October 2016 at 3:44 PM

Date Registered Friday, 4 November 2016 at 4:42 PM

Assignee Western Sydney University since Friday, 4 November 2016 at 3:45 PM

Latest Part [ 16/011528

The Student File is now
listed with the Student
Misconduct Folder

You are about to add a
Misconduct note to the
Student File

Highlight the Student
File (green icon)

- Right-click>
- New>
- New record>

J & HP TRIM - [Records - Records that '16/011528" is related to - 2 Records Found]

l]i‘\a, File Edit View Search Tools Window Help
INEmETBYY QO svesearchAs o (B PRIV EE G0N C30@ B .

g

Shortcut: X | Search By Equal To
Favarites Record Number B 16/011528
- Ricsm v [5[F) Record Num.. Title Date
ﬂ "-—'” B 90910559 Student, Test No.01 3 vy
. B E¥16/011528 (B Student Misconduct - Aca| ¢ 1ag All Ctrl+A lgory 2 - Student, Test No. 1 2/14
My "m, Untag All Ctrl+U
Containers & Inyert All Tags
\_é &) Copy Ctrl+C
Recent [ New »[  New Record
Documents
Search ¥ |F5] Copy Record
Navigation 4 g New Version
EF," Contained Records
Details »
] Locations »
Workflow »
Communications »
Electronic »
Administrative Tools »
4 Send To »
Record Number | (B 90910559 e i’
Disposition Schedule | & Click to display Properties Alt+Enter

Title [ Student, Test No.01

Record Type [B Student - File
Date Created Thursday, 21 February 2008 at 2:22 PM
Date Closed

) <+ “Properties £ Notes » Preview ) Previous

g Records - Records that '16/011528' is related to - 2 Recor

Trays g
New Record
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Select Create New Record X
SD - Notes Contain new Record within Student - File: 90910559: Student, Test No.01'
(Student Document -
Notes)
Select Record Type:
Click OK =9 Name ¥ Home &
=] SD - Intl Admissions
=] SD - Notes
=] SD - Residency 1
=| SD - SRS/Callista Review Student Systems
Secondary Storage Item Records & Archives |
Secondav Storane Records & Archives |~
< | 1 P M
To th? _rlghj[ of t_he |Z| New Record SD - Notes (o= =]
Classification field -
General |Notes | Provenance (Read Only)
C“Ck on the Classification #  Student Notes
quick select _
> @
button to ol
select the title: ,
Select From Classifications - name:"Student Motes*” - 1 Classification Found = 28 |
Misconduct Classifications
Expand/drill down using Name 13y Retention Schedule -
the + £ Admissions
to select the type of o AMS
i y + Assessmen‘[ & Progression
Misconduct + Change of Name/DOB/Gender 3
- Academic k£ Enrolments & Student Finance 3
_ General + Gr_aduation
| iat B Mlsconduc‘[
- nappr-oprla © + [} Academic
Behaviour +[33 General
- Research s Inappropriate Behaviour
:_ Research -
Click d )
Classification Title Student Notes - Misconduct - Academic -
Name Academic
OK Retention Schedule -
. . < + Properties / Notes
The title now appears in
the Classification field ok [ cancd | [ sean | [ rep
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=| Properties D16/1627118 & =] X |
Title (Free Text Part)
| Related Records | Requests Attached Thesaurus Terms | Additional
General | Notes | Provenance (Read Only) Record Actions | Contacts
Add a title that m.dlcates Classification # | Student Notes - Misconduct - Academic (]
the School/Location the
alleged misconduct v
occurred. L
Title (Free TextPart) % | Records & Archives Management Services (]
%@
Do not click ok yet, move
to the File (StudentiD) % | 90910559 v
Notes tab DateCreated % 4/11/2016 5:05:30 PM
If you do, you can return Enclosed?
by highlighting the
record just created
Right-click>
Properties>
. OK l [ Cancel l l Help
Complete details for
Notes Tab -
DO NOT CLICK OK YET
Proceed to Notes Tab
At the bottom right of the
Notes tab |Z| New Record SD - Notes [ = | =]
. | General ‘ Notes | Provenance (Read Only)|
Click
Add Notes PAdd Annotation = X
. Add New N
Enter a note indicating e Notes
who should be contacted R
X ; efer to Sharon Flynn
for further information
about the matter.
Click
OK I
( Add Notes ]
Place the new notes:
@) At the Start &) I l lelp l
At the End
Insert the new notes with a user stamp
OK ] l Cancel l I Help

(TRIM ID D16/1630262)

Student records - Student Misconduct Folder
Page 7

[Western Sydney University (Records & Archives Management Services)]



The Notes will appear,

El

New Record SD - Notes

Notes record will appear
in TRIM.

lo | & =]
along with a date stamp
and your name, as General | Notes |Pr0venance (Read Only)
creator of the Notes.
"Friday, 4 November 2016 at 5:11:35 PM (GMT+11:00) Flynn, Sharon:”
. Refer to Sharon Flynn
Click
OK
to save the Notes
User Stamp ] [ Spelling ] I Add MNotes ]
l OK l [ Cancel l l Help l
This is how the SD - [C=)Records - SD - Notes D16/1627118 - 1 Record Found o |l &= =]

e

v E‘j[: Record Num... Title
| |5 D16/1627118

111

-

Student Notes - Misconduct - Academic - Records & Archives Man

File (Student ID)
Record Number
Title

Date Created
Date Reqistered

[B 90910559: Student, Test No.01
= D16/1627118

El Student Notes - Misconduct - Academic - Records & Archives Management _

Services
Friday, 4 November 2016 at 5:05 PM
Friday, 4 November 2016 at 5:12 PM

Enclosed? v Yes
Assignee W& In Container '90910559 (At Home: Communications)' since Friday, 4 -
4+ “Properties /Motes » Preview » Previous
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To find the Misconduct
Note in future, search for
the Student File, then
navigate to the contents.

RAMS can provide
assistance to staff
wishing to create a
Saved Search, for future
reference.

g Records - Records that '16/011528' is related to - 2 Records Found ?EW

v 235 Record Number Title Date =
B =-Em 90910559 [B Student, Test No.01 2172,
E 2 D16/1627118 |2 Student Notes - Misconduct - Academic - Records & Archives Management Services 4111~
= laal D16/1609215 [l Test 2/11,
El |£) D16/1550474 |£) Student Notes - Misconduct - General - Dismissed - School of Recards 1771
=l ) D16/1550457 |2 Student Notes - Misconduct - Academic - School of Business 1771
Sl l2al D16/1519657 [ Test 4/10,
% laal D16/1519638 [l Test 4/10,
= 4 D16/1501715 i Test 28/9,
=l D16/1466071 [WESTERN Exams] Spring/2H Session exam timetable release 26/9,
= lasl D16/1449707 [l Test 20/9,
= la2l D16/1355013 [l Test 19/8,
=l 2l D16/1213214 [=al [WESTERN Enrolments] Reminder — finalise your enrolment before census 8/8/.
= lxd D16/1122957 [l Test 2/8/.
= 22l D16/1081476 [l Test 2711,
= [zl D16/1040264 [2al [WESTERN Enrolments] Action required to complete your course transfer 18/7,
=] [l D16/1040254 [2al [WESTERN Enrolments] Action required to complete your course transfer 18/7,
=l 24l D16/1037185 [2al [WESTERN] Library Study Smart — new academic literacy service 18/7,

&

= sl D1AANATTIR [oeld Toct
< M

File (Student ID) (B 90910559: Student, Test No.01

Record Number El D16/1627118

Title El Student Notes - Misconduct - Academic - Records & Archives Management Services
Date Created Friday, 4 November 2016 at 5:05 PM

Date Registered | Friday, 4 November 2016 at 5:12 PM

Enclosed? v Yes

Assignee & In Container "90910559 (At Home: Communications)' since Friday, 4 November 2016 at 5:05 PM
Author

Latest Part |5| D16/1627118

4+ “Properties / Notes » Preview » Previous

What to place on a Student Misconduct Folder

Use the University Documentrecord type to save relevant records to the Folder.

Include these documents in the TRIM Folder:

e Primary evidence - assignment and source materials/ exam reports etc.

e Unit Outline/ Learning Guide other assignment materials/ information

e Referrals (from Exams, or previous level, or as a student appeal letter)

e Correspondence with student/s- invitations, student response to the invitation,
outcome advices (includes emails);

e Information regarding organisation of meeting with the student (who attends, etc)

e Meeting notes and determination (at each level);

e Actions undertaken post meeting e.g.; communications about (if any) penalty/ies
imposed, follow up on resubmissions, etc; and

e Inallegations of collusion - the other assignment/s (one unaltered copy and a copy
of it which has been de- identified for privacy)

What to place on the Student File

Use the SD - Notesrecord type to add a Note indicating an allegation has been made, and
where to find further information. Do not add any other detail as further information is not

intended for open access.
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