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	PRIVATE AND CONFIDENTIAL
Student name
Student University email

Student Personal email



Date:
Ref: Student No
            

Date
Our 


Dear 

Academic Misconduct Meeting: Informal Stage
I would like to invite you to a meeting with me and (person suspecting misconduct)
to discuss an allegation of minor academic misconduct against you in the ‘insert module and element of assessment details’.  
Briefly explain what type of academic misconduct is suspected and why.
The meeting will take place as follows: 
Insert meeting details
The following documents will be considered at the meeting and are attached for your information.

Example of Document Listing

Doc 1. Academic Conduct Procedure and list of sanctions 
Doc 2. Academic Conduct Report
Doc 3. Piece of Work
Doc 4. Module Handbook

Doc 5. Assessment Brief

Doc 6. Source Documentation
You may bring a fellow student or Students’ Union representative with you and if you want to, you can write a statement regarding the allegation and e-mail it to me at XXXX@staffs.ac.uk no later than 48 hours before meeting.
Please confirm your attendance to me by email on XXXX@staffs.ac.uk no later than 48 hours before the meeting, and if you will be accompanied by a fellow student or a Students’ Union Advisor.  
If you do not attend the meeting or contact me with a valid and timely reason why you are unable to attend, the meeting will go ahead in your absence and we will make a recommendation of the appropriate sanction to the Head of Department, who will then confirm whether the sanction is appropriate. 
I understand this might be a difficult time for you and I encourage you to contact the Student Guidance Team on support@staffs.ac.uk or the Students’ Union on sac@staffs.ac.uk for practical guidance and support at this time.

Finally, if you have any questions about this process, please contact the Academic Regulations and Compliance Team on telephone number 01782 294069 or by email at regulations@staffs.ac.uk.   If you would like independent advice on how you can best prepare for this meeting, or would like a Students’ Union Advisor to attend with you depending on their availability (will usually need 5 working days’ notice) please contact the Students’ Union on sac@staffs.ac.uk
Yours sincerely

(Name of Course Leader)

Cc
(PA / School Administrator)

(Student and Course Administrator)

(OPadmin@staffs.ac.uk) for international partners
Enc Academic Conduct Report and Evidence

