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PROCEDURE

Procedure Title 
Academic Integrity MUELC Procedure 
 
Parent Policy 
Academic Integrity MUELC Policy 
 
Preamble 
The purpose of this document is to communicate the actions that Monash University English 
Language Centre (MUELC) will follow to ensure that high standards of academic integrity at 
Monash College are maintained and academic misconducted is managed in a consistent and 
fair manner.   
 
Definitions 
 
Academic 
Misconduct   

Academic misconduct is conduct or behaviour by which a student seeks to 
gain an unfair or unjustified academic advantage in a course or unit of 
study.   
This includes:    

• knowingly cheating in an exam or other form of assessment  
• knowing or recklessly breaching a condition under which an 

examination or other form of assessment is to be undertaken where 
the breach is to seek to gain an unfair academic advantage   

• plagiarism, contract cheating, academic collusion or recycling (see 
below) 

• exam substitution or  identity fraud  
• consciously providing your answers to another person and allowing 

them to ‘cheat’ from you 
 

Plagiarism Plagiarism is to use another person's ideas and or manner of expressing 
them, and then to suggest they are your own by failing to give appropriate 
acknowledgment. This includes material sourced from the internet, staff, 
other students, and from published and unpublished works. 
Plagiarism occurs when you fail to acknowledge that the ideas or work of 
others are being used, which includes: 

• paraphrasing and presenting work or ideas without a reference 
• copying work either in whole or in part 
 

  



 

 
 

Academic Integrity MUELC Procedure Page 2 of 26 

 
 

 • presenting designs, codes or images as your own work 
• using phrases and passages verbatim without quotation 

marks or referencing the author or web page 

• reproducing lecture notes without proper acknowledgement  
 

Contract Cheating Contract Cheating occurs when a student ‘contracts’ (pays or 
employs) another person to write an assignment or task and then 
submits that work as their own.  
Examples include: 

• purchasing an essay or report (or part thereof) from a past 
student or an online source 

• purchasing an essay or report (or part thereof) from another 
person (e.g. a former student) 

• asking or allowing someone to write part or all of a written 
assessment 

 
Academic 
Collusion 

Collusion is the submission of an assessment task which is the result 
in whole or in part of unauthorized collaboration with another person 
or persons. It is acceptable for students to plan together and 
cooperate when generating ideas, however, students MUST write 
their own work. Collusion occurs when students work without the 
authorisation of the teaching staff to: 

• work with one or more people to prepare and produce work 
• allow others to copy your work or share your answer to an 

assessment task 
• allow someone else to write or edit your work (except for the 

use of a scribe approved by the Monash Disability Liaison 
Unit)  

• write or edit work for another student 
• offer to complete work or seek payment for completing 

academic work 
 

Recycling Recycling is the submission of work that has previously been 
submitted. 
 

Substitution (or 
substitute exam 
sitters i.e. identity 
fraud) 
 

Employing, contracting, asking or agreeing to, another person sitting 
an assessment or exam on your behalf. 
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Cheating For example: 
• taking notes into any examination. 

• Assisting a student with an assessment or exam with the 
intention that the recipient of the information will obtain an 
unfair advantage. 
 

Unfair advantage Gaining an advantage through dishonest means. 
 

Draft 
Submissions 

A first submitted text for academic direction prior to the final 
submission. 
 

Assessed Final 
Submission 

A final submitted text for academic assessment that is or contributes to 
a student’s final mark. 
 

Turnitin Turnitin is a third-party software that detects similarity between a 
student’s submission, and thousands of digitised sources. 
Submissions are stored indefinitely on a cloud server. Turnitin 
produces a similarity report, which gives a percentage to show how 
much of a student’s work is found in other sources. 
 

Moodle Moodle is an open-source learner management system that houses 
MUELC curriculum and information. 
 

Director of 
Studies (or 
delegate) 

If and when the Director of Studies is unavailable for consultation, a 
suitable delegate will be appointed to attend the meeting. In most 
cases this will be the Program Coordinator. 
 

MUELC Academic 
Progress 
Committee 
 

Comprises of the Deputy Director, English, and Director of Studies, 
Coordinators and, on occasion, teaching staff. 

Independent 
Learning Plan 

An Independent Learning Plan is an individually tailored document 
outlining the goals a student is striving to achieve. The plan may 
include:  

• strategies to help them to achieve these goals  
• actions that the teachers will take to assist a student to make 

progress, and  
• a commitment by the student to follow the strategies 

 
Monitoring Refers to active checking of course progress. 
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Recording Means that there must be a documented record of the student’s 
achievement within each unit. 
Requires the provider to consider a student’s demonstrated 
achievement, progress or competency 
 

Assessing Requires the provider to consider a student’s demonstrated 
achievement, progress or competency. 
 

Callista Student management system used as a primary repository for student 
data at Monash College. 
 

Complaint An expression of dissatisfaction from a student with a process applied, 
decision made or service provided by Monash College. 
 

Grievance   A written notice from a Monash College student following an 
unresolved complaint lodged. 

Internal Informal 
Complaint 

An issue raised by a student to the relevant Director of Studies during 
an informal discussion. 
 

Internal Formal 
Complaint 

An issue raised by a student to the Manager, Learning and Teaching 
Quality in writing followed by a formal meeting, investigation and 
outcome. 
 

External Formal 
Grievance 

An issue raised by a student to the International Student Ombudsman 
in writing followed by a formal outcome. 
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Procedure 
 

Ref Steps Responsibility

1.0 General Information  

1.1 Course Structure 
The English Language Centre’s programs fall into two main 
categories:  Monash English and Monash English 
Bridging.  Plagiarism stipulations (section 2) do not apply to 
Monash English students. Assessment protocols (section 3) 
apply to both programs. 
 

 

1.2 Accessing Information 
The Academic Misconduct Policy and Procedure documents 
are made available to students via Moodle and the student 
portal throughout their course. Links are also available to the 
students via their course notebooks. Prior to assessment, 
teachers provide guidance about examination conditions and 
rules that constitute academic misconduct and reflect the 
policy and procedure documents.   
 

 

1.3 Register for plagiarism/cheating
Monash College English Language Centre maintains a 
confidential register for recording penalties or warnings that 
have been given to students in relation to academic 
misconduct (Academic Misconduct Register). The register is 
kept by the Director of Studies Monash English Bridging and 
Monash English, (or nominee) and may be accessed by the, 
Director English and Foundation Year, Deputy Director, 
English (or nominee). Students involved in plagiarism or 
cheating will have access to their own details in the register 
when requested.  
 
Where a student has received a penalty, warning or 
counselling regarding academic misconduct, a letter will be 
sent to the student and a copy of the letter will be filed on the 
register. 
 
When a student is suspected of academic misconduct under 
Monash University English Language Centre regulations, any 
previous record of misconducted will be used to inform any 
disciplinary action taken.  
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Ref Steps Responsibility

1.4 Penalties 
Academic misconduct will not be tolerated at Monash College 
and penalties will be issued according to the seriousness of 
the breach determined by the management staff of the 
relevant program. The range of penalties for breaching the 
policy include: 
 

• Application of a reduced mark 
• Reprimand or warning 
• Disallowing or annulling result of assessment task 
• Failure of a course 

 
Please see relevant sections below for application of these 
penalties. 
 

 

1.5 Academic Complaints and Appeals
If a student feels unjustly treated as a result of the academic 
misconduct process and wishes to appeal this decision, they 
may lodge an ‘academic complaint’ with the Manager, 
Learning and Teaching Quality. Failing the desired outcome, 
the student then has the right (one only and at no cost) to 
lodge a grievance with the International Student 
Ombudsman. 
 
If a student chooses to access the Monash College 
complaints and appeals process, Monash College will 
maintain the student’s enrolment while the process is 
ongoing. Standard 8 does not require providers to continue to 
offer learning opportunities throughout the complaints or 
appeals process. This will be determined by the Director, 
English and Foundation Year and/or the Associate Director, 
Learning and Teaching. 
 
Please refer to section four for full details on how to 
lodge an appeal. 
 

 

1.6 Privacy at MUELC 
MUELC follows Monash College Privacy Policy.  
 
Students at MUELC are clearly instructed not to include any 
personal information (for example name, 8-digit student ID 
number) on any documents submitted to third-party software 
or programs such as Turnitin. If MUELC students follow these 
instructions, MUELC can assure that the use of Turnitin is for 
educational purposes, and does not infringe on students’ 
privacy. 

 
 

Students 
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 MUELC cannot remove submissions from the Turnitin 
database once a student has submitted work, therefore it is 
expected and essential that students take responsibility for 
following directions from teachers at MUELC and information 
provided on Moodle. 
 

 

2.0 Academic Misconduct Course Submissions 
(Monash English Bridging Programs) 
Suspected plagiarism, contract cheating, recycling and 
academic collusion 
 

 

2.1 Turnitin at MUELC on Monash English Bridging 
programs 
Turnitin is a third-party software that detects similarity 
between a student’s submission and thousands of digitalised 
sources. Submissions are stored indefinitely on a cloud 
server. Turnitin produces a similarity report, which provides a 
percentage to show how much of a student’s work is found in 
other sources. 
 
In the Monash English Bridging course, students are required 
to submit work to Turnitin via Moodle for educational, rather 
than punitive, reasons. The Turnitin originality report assists 
students by identifying the areas of writing that require further 
work or editing. However, in instances where a student 
attempts to use sources and present the work as their own, 
the Turnitin report may be used as evidence to demonstrate 
that the student’s submission is not entirely his/her own.  
 
Turnitin does not determine whether plagiarism/collusion has 
occurred. This cannot be determined from a figure 
(percentage) and requires ‘human evaluation’ to decide 
whether an offence has occurred and whether it was 
intentional. To determine this, the following evidence is 
considered: 

• the student’s past performance and progress in the 
course 

• Student notes and drafts 
• the Turnitin report 
• consultation with the student 
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 When a Turnitin similarity report indicates that a student’s 
submission is very similar to another student’s work, an 
assessor can make a request, via Turnitin, to view another 
student’s work. Monash College will only honour such a 
request if it comes from another school within Monash 
College or any faculty of Monash University. 
 

 

2.2 Researched Assessment Tasks 
Throughout the Monash English Bridging courses, students 
are regularly provided with instruction on summarising and 
paraphrasing and the academic integrity standards 
associated with plagiarism.  
 
Methods provided to identify and avoid plagiarism/collusion 
include: 

• directing students to Monash Library’s iLearn online 
modules on Moodle (compulsory) 

• delivering lessons with dedicated academic integrity 
learning activities in the Monash English Bridging 
curriculum 

• integrating the use of Turnitin for writing assessment 
tasks on Moodle 

• providing detailed feedback on drafts 
• holding consultations with students 

 

 

 Tables 1 and 2 below outline the opportunities students are 
provided with during the Monash English Bridging program to 
develop their referencing practices and how to use Turnitin. 
Further to this, teaching staff are provided with professional 
development about how to provide feedback to students to 
ensure this message is communicated clearly. 
 

 

 As a confirmation of their understanding, students are 
required to sign and confirm that plagiarism/collusion has not 
occurred via an assessment cover sheet and a Moodle 
submission statement (online submissions). At this point the 
students are also made aware of the possible penalties that 
may be applied if they breach the regulations.   
 

Student 
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Table 1: Monash English Bridging for University Activities to Educate Students about 
Academic Integrity  
 

Week Task Content  Impact on assessment

7 Paraphrasing and 
referencing 

Skills development for summarising, 
paraphrasing and referencing including direct 
and indirect quotes.

Skills development, results do 
not impact final grade. 

8 Library Module Skills development for plagiarism and 
evaluation of sources- ilearn.

Skills development, results do 
not impact final grade. 

9 Annotated 
Bibliography 2 

Students submit completed task to Turnitin, to 
demonstrate use of program. 

Formative assessment, 
results do not impact final 
grade.

12 DRAFT 
Research Report / 
Essay  

Students have two opportunities to submit a 
draft essay or report to Turnitin. 
Students submit a Turnitin report with their draft.

Preparation for assessment,
results do not impact final 
grade

14 FINAL 
Research 
Report/Essay  

Students have three opportunities to submit a 
final version to Turnitin. 
Students submit a Turnitin report with their final 
version. 

Summative assessment 
Results impact final grade. 

 
Table 2: Monash English Bridging for Diploma Activities to Educate Students about 
Academic Integrity  
 

Week Task Content Impact on 
assessment 

6 Dedicated lesson on 
plagiarism  

Skills development for summarising, paraphrasing 
and referencing 

Skills development
Results do not 
impact final grade

10 Academic Integrity and 
Using Turnitin on Moodle  
(PowerPoint) 

Skills development lesson on plagiarism and cheating 
including discussion of various scenarios, practice 
tasks include using Turnitin

Skills development
Results do not 
impact final grade

11 DRAFT  
Writing Folio 2 

Review and direction provided by teacher Skills development
Results do not 
impact final grade

12 
FINAL 
Writing Folio 2 Students submit completed task to Turnitin, to 

demonstrate use of program
Results impact final 
grade 
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2.3 Determining intent
Monash College is fully aware that academic 
misconduct occurs both intentionally and 
unintentionally, even following extensive instruction. 
The stipulations and procedures below apply to 
cases where a student is suspected of any kind of 
intentional academic misconduct, not a lack of 
understanding of how to reference correctly.  
 

 

2.4 Intentional academic misconduct
Intentional academic misconduct is defined where no, 
or very little, attempt has been made to apply 
University standard referencing protocols that have 
been provided during attendance in the Monash 
English Bridging program. 
 
The breach of academic integrity may be more likely 
to have been intentional when: 

• the student has made an inadequate attempt 
at referencing 

• clear instructions about collaboration were 
given 

• the student has demonstrated in other tasks 
the ability to reference correctly 

• the students in the cohort were given 
information on how to acknowledge extracts 
and quotations  

• the student was presented with/ received 
written information and knew that the use of 
material without acknowledgement was 
unacceptable, or 

• the student had received a prior warning about 
plagiarism or collusion, or has been disciplined 
for plagiarism or collusion 

• In cases where a student is suspected of 
intentional academic misconduct, the class 
teacher (or Coordinator) will collect evidence 
to substantiate their claim.  

 
Evidence may include any of the following: 

• Previous examples of the student’s work that 
clearly illustrates that the student does not 
have the same fluency or linguistic capability 
as the work submitted, for example a low level 
student using native speaker fluency. 
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 • The student is unable to explain phrases or 
language used in the submission 

• Identical (or extremely similar) paragraphs or 
work submitted by another student on the 
course 

• Evidence and assessment via Turnitin (or 
other electronic tools used to detect 
plagiarism) 

 

 

2.5 Procedures and warnings
Throughout the course, students are provided with 
many and various opportunities to develop their skills 
and understanding of the standards expected at 
Monash College with regard to plagiarism. The 
following warnings will occur when academic 
misconduct has occurred. 
 

 

 

Reference Steps Responsibility

a) Unintentional 
academic 
misconduct 

Unintentional academic misconduct on any 
submission 
1. The student will be asked to attend a consultation 

with their class teacher where the issue will be 
addressed and the errors identified. 

2. The student will be provided with additional 
support and training including: reviewing course 
work materials and lessons on iLearn or other 
relevant materials. 

3. Actions will be documented in the student’s 
Independent Learning Plan.  

If time permits: 
4. The student will be permitted to resubmit the task 

to Turnitin and their teacher. 
5. The result (if appropriate) will be recorded. 

Teacher and 
Student 

b) Intentional 
academic 
misconduct 
 
 
 
 

Intentional academic misconduct on draft 
submissions 
Where a student is suspected of submitting a draft 
document (that leads to an assessed task) that is 
not their own work, the following will occur:  
1. The teacher will collect evidence to substantiate 

their claim.  

Teacher & 
Coordinator  
and Student 
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 2. The teacher will email the student advising them 
that they are required to attend a meeting to 
discuss a possible breach of academic integrity 

3. The student will attend the meeting with their 
class teacher and the Coordinator where the 
evidence will be presented to them.  
 

4. The student will then be given the opportunity to 
address the allegations of academic misconduct. 
 

5. At this point, the teacher and Coordinator will 
evaluate the evidence and determine if the 
student’s actions still constitute academic 
misconduct.  

Please note: the teacher and Coordinator may 
leave the room at this point to discuss the outcome if 
necessary. 
 
6. If the allegations are dismissed, the student will 

be provided with a written result for their 
submission and a letter confirming that the 
claims have been dismissed.  
 

7. If the allegations are substantiated, the student 
will be presented with (and emailed) warning 
letter 1 and the meeting will continue as follows: 

The student will then be advised that: 
• They have failed to meet the academic 

integrity standards expected at English 
Language Centre. 

• They have missed an opportunity to receive 
direction on their work. 

• If they fail the final report/essay they will not 
be granted another opportunity to re submit 
the task. 

• The details for the meeting and the warnings 
given will be recorded on the Academic 
Misconduct Register.  
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 • If they are suspected of breaching the 
MUELC Academic Integrity policy again, (by 
plagiarising, colluding or contract cheating) 
the information on the register will be used 
as evidence in further establishing intent. 

• If no further misdemeanour occurs (i.e. if the 
student submits their final piece without any 
instances of plagiarism/collusion), no further 
action will be taken. 

On conclusion of the meeting, the Coordinator will:  
• record the outcome  

• record all evidence on the academic 
misconduct register  

• inform the Director of Studies in writing 
(email) 

 

 Intentional Academic misconduct on an 
assessed submission  
When plagiarism, collusion or contract cheating is 
suspected during a final submission of a report, 
essay or any other summative assessment: 
1. The assessor/s will inform the Coordinator. 

2. The Coordinator will gather evidence that: 

• The student has been informed of academic 
best practice previously on the course. 

• The student may have offended in the past 
(e.g. during the draft submission stage or on 
a formative written task) via the Academic 
Misconduct Register 

• They have received written warning (where 
applicable) about the consequences of 
academic misconduct.  

3.  The Coordinator will email the student advising 
them that they are required to attend a meeting 
to discuss a possible breach of academic 
integrity.  

4.   The student will attend the meeting with their 
class teacher, Coordinator and Director of 
Studies who will: 
• Remind the student of the MUELC 

academic integrity policy 

 
 

Assessor and 
Coordinator  
 
 
 
 
 
 
 
 

Coordinator 
and Student 
 
Teacher, 
Coordinator & 
Director of 
Studies 
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 • Present evidence collected (and historical 
notes where applicable) to the student and 
specify where breaches of the policy have 
occurred based on the student's submission 

• Inform the student of the possible penalties 
including:  

a) no further opportunity to resubmit the 
task 
b) a reduced percentage  
b) the result they may be given for that task 
is zero  

5. The student will then be given an opportunity to 
present an explanation for their actions or refute 
the accusation 

6. The teacher or Coordinator will take notes 
7. The meeting will conclude   
8. Upon conclusion of the meeting, the Director of 

Studies will consider the student's circumstances 
and together with the evidence presented, 
determine an outcome 

9. If the accusations of academic misconduct are 
substantiated a penalty will be determined. 

 

Outcome and 
Penalty 

Dependent upon how much of the submission is 
plagiarised, two results are possible: 

1. A reduced percentage; the student will only 
be   graded on their work they have written 
independently.  
2. Zero; where available evidence clearly 
indicates it was the student’s intent to gain an 
unfair advantage.  

10. The student will be informed of the outcome     
within 2 working days. The student will be sent 
warning letter 2 inclusive of the penalty awarded.
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3.0 Academic Misconduct: Examinations - Monash English and 
Monash English Bridging programs 
Substitution, cheating and unauthorised materials during 
exams 

 

Cheating can be evidenced either before, during or after the assessment has been 
conducted. In cases where cheating has become suspected, teachers, assessors, 
administration staff or management will collect evidence to substantiate their claim.  
 
Evidence of cheating can be provided in any of the following forms: 

• Data from security cameras  
• Invigilator notes of the time, place, response and reaction to accusations of cheating 
• Any unauthorised materials that have been collected or confiscated during the 

assessment and kept as evidence that the student has cheated. 
• Student papers where by comparison, there is a similarity of correct and incorrect 

answers given. 
 
3.1 Examination rules 

Course specific ‘Student Guides’ (available on Moodle) provide 
students with clear and easily accessible information about 
formal assessments at the English Language Centre and the 
related conditions under which they will take place (see below 
2.1 for specifications). Teachers reinforce this information by 
informing students verbally about the English Language Centre 
examination regulations prior to the examinations taking place, 
and by directing their students again to the documents (policy 
and procedures) on Moodle.  
 

 

3.2 Examination Conditions 
Taking unauthorised material or equipment into exams, such as 
notes or unauthorised dictionaries, will be regarded as cheating. 
It should also be noted that when assessment documents are 
identical with, or similar to, another student’s work, an 
assumption of cheating may arise.  
 

 

3.3 Authorised items 
Students are permitted to bring specific items to their 
assessment that include:  

• student ID card 
• personal items in a closed bag that can be placed at the 

front of the exam room 
• a bottle of water 
• stationary items: pen, pencil, eraser, sharpener, 

correction fluid 
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3.4 Unauthorised items 
There are strict rules in place for conduct during exams. 
Possession of unauthorised material in an exam is an offence. 
 
Students are not permitted to use or have in their possession:  

• books 
• notes 
• paper 
• pencil cases 
• calculators 
• electronic devices (includes mobile phones, smart 

watches, electronic dictionaries, camera pens) 
 
Possession refers to items: 

• in a student’s pockets, clothing or on any part of their 
person 

• on a student’s desk or chair 
 

 

3.5 Mobile phones and smart watches
If a student brings a mobile phone or wearable digital technology 
(e.g. smart watch or similar) into an exam, they must turn them 
off (including the alarm) and put them in their bag at the front of 
the room. 
 

 

3.6 Substitute exam sitters 
Employing substitute exam sitters, cheating or assisting to cheat 
is regarded as a very serious offence. The range of penalties 
include: 

• a reprimand 
• disallowing or annulling the result in the assessment task 
• failure in the skill area 

 

 

3.7 Discipline  
Students will have to attend a meeting with senior MUELC staff, 
if they are charged with: 

• possession of unauthorised materials 
• attempting to cheat 
• cheating 

 
Please see the relevant sections below describing the 
infringement and the associated penalty  
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3.8 Procedures and warnings
Throughout the course, students are provided with various 
opportunities to develop their skills and understanding of the 
standards expected at Monash College with regard to academic 
integrity during assessment. The following warnings and penalties 
will occur when academic misconduct has occurred. 
 

 

 
   

Ref Steps Responsibility

a) During the 
assessment 

  

First instance  
In the first instance if an invigilator/teacher suspects 
a student is cheating during an assessment, they 
must undertake the following steps in such a manner 
as to limit any possible impact on other students in 
the exam venue: 
1. Non-verbally indicate to the student/s suspected 

of cheating that they are being carefully 
observed. 

2. Immediately collect any evidence such as 
unauthorised notes or material. 

3. Document the details of the incident in the 
Assessment Incident Log the time and details. 

4. Upon completion of the test, separate the 
student/s test booklet and answer sheet from 
other papers. 

6. Notify the Coordinator that an incident has 
occurred. 

7. Follow step (s) C below- ‘On conclusion of the 
Assessment’ 

Invigilator.→ 
Student 
 
 
 
 
 
 
 
 
 
 
 
 

Invigilator and 
Coordinator 

b) During the 
assessment  
 

Persistent behaviour 
Where inappropriate conduct persists, or in more 
serious cases of exam breaches such as substitute 
exam sitters, recording devices, or cheat sheets, the 
invigilator must still endeavour to maintain a non-
disruptive environment.  
 

Invigilator and
Coordinator 
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 Appropriate actions in this case are to: 
• Quietly advise the student/s they are being 

monitored and details recorded 

• Collect any unauthorised materials as 
evidence of cheating 

• Continue to document issues in the 
assessment log 

At the end of the exam the assessor will contact the 
Coordinator immediately. 

 

c) On 
conclusion of 
the assessment 
(for either 
occurrence)  

On conclusion of the assessment, the student will 
be notified in writing (emailed with attachment) of 
the alleged offence (including what was witnessed) 
and asked to attend a meeting with the invigilator, 
Director of Studies and the Coordinator.  
2. The Director of Studies will then provide the 

evidence and/or documentation to the student 
upon which he/she will be given an opportunity to 
respond and provide reasons for the misconduct.  

3. The Coordinator will document the comments.  
4. On conclusion of the meeting the Director of 

Studies and Coordinator will evaluate the 
evidence and the student’s comments and 
determine the disciplinary action that will be taken. 

5. The notification of outcome will be provided to the 
student after two working days after the 
conclusion of the meeting. See ‘section e’ below 
for process.  

Student 

Invigilator 

Coordinator 

Director of 
Studies 

d) During the 
marking 
process 

A marker who has reasonable grounds to believe 
that exam cheating has occurred must report the 
matter immediately to the Coordinator with evidence. 
The Coordinator will then review the documentation 
and/or evidence and confirm the allegations. 

Marker and 
Coordinator 
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 Upon confirmation the following will occur:  
1. The student will be notified (emailed with 

attachment) in writing of the alleged offence and 
asked to attend a meeting with the marker, 
Director of Studies and the Coordinator.  

2. At the meeting the Director of Studies will then 
provide the evidence and/or documentation to the 
student upon which he/she will be given an 
opportunity to respond and provide reasons for 
the misconduct.  

3. The Coordinator will document the comments.  
4. On conclusion of the meeting the Director of 

Studies and Coordinator will evaluate the 
evidence and the student’s comments and 
determine the disciplinary action that will be taken. 

Right to an appeal: 
If the student feels that they have been unfairly 
treated, they are able to appeal the decision and 
lodge an academic complaint with the Manager, 
Learning and Teaching Quality. 
Please see section 4 for full details 

Student. Marker 
Coordinator and 
Director of 
Studies 
 

 

 

 

 

Coordinator and 
Director of 
Studies 

e) Notification of 
outcome 

On conclusion of the meeting, the Director of 
Studies will: 
1. Provide to the student written notice of the 

outcome after two working days after the 
meeting.  

This written notice will advise that:  
• The student has been accused of cheating 

during an examination 

• The evidence has been collected and 
evaluated 

• The outcome that has been determined  

• The student may appeal within 48 hours of 
the date of the written notice.  

Director of 
Studies and 
Student 
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  2. A copy of the letter will be kept 
 in the student’s file and 
 may be used  as evidence if 
 the student is  charged in the
 future with cheating under 
 Monash College regulations.  

The incident will also be recorded on 
the Academic Misconduct Register, 
together with the meeting notes and 
outcome. 
 

 

f) Outcome and 
Penalty 

 

Dependent upon the seriousness of 
the offence, the Director of Studies 
may issue one of the  following 
penalties: 

• A reduced mark for the 
assessment task 

• A result of zero for the 
assessment task 

• Exclusion from Monash College 
• Failure of a course 

 

Director of Studies 

4.0 Lodging and appeal
Included within this section is the application of National Code 2007 Standard 8 – Complaints 
and Appeals.  Standard 6 (student support services) requires that students are given 
information about the complaints and appeals process during their orientation program. 
 
4.1 Internal Informal Complaint

In the first instance, a student can raise an 
informal complaint with the Director of 
Studies of their relevant program. Where 
the issue remains unresolved, the student 
has two further options. (Please note: the 
complaint and response does not have to 
be written, but record of the conversation 
will be made on the student's file.)  
 

 

4.2 Internal formal complaint
If a student wishes to appeal a decision, 
they may lodge a formal internal academic 
complaint where an investigation into the 
issues will be made. 
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4.3 External formal grievance
Again failing their desired outcome, the student 
then has the right (one only and at no cost) to lodge 
an academic grievance with the International 
Student Ombudsman. 
 
If a student chooses to access the Monash 
College complaints and appeals process, Monash 
College will maintain the student’s enrolment while 
the process is ongoing. Standard 8 does not 
require providers to continue to offer learning 
opportunities throughout the complaints or 
appeals process. This will be determined by the 
Director, English and Foundation Year and/or the 
Deputy Director, English. 
 

 

1. Academic 
Complaint  

 Option A 
Internal Formal 

Lodging an internal formal complaint 
 
Notification that a complaint is going to be lodged  
A complaint must be lodged within 2 working days 
upon the receipt of result to the Manager Learning 
and Teaching Quality in writing. 
1.1 Students may only lodge a complaint 

according to this policy by emailing: 
LTS@monashcollege.edu.au.  

1.2 The complaint letter to the Manager of 
Learning and Teaching Quality should contain the 
following information: 

• Student’s (complainant’s) full name and 
contact details 

• Who made the allegation (teacher’s name) 
• An outline of the allegation of misconduct:  

• Date and time of the alleged conduct 
• Location of where the alleged conduct 

occurred 
• Any witness to the alleged conduct or 

other parties involved – what has 
been experienced or observed 

• Any other relevant details to support the 
claimant’s case 

Refer to the Monash College Academic and Non-
Academic Complaint and Appeals Procedure 
available on the Monash College Website for full 
details: https://www.monashcollege.edu.au/policy  

Student and 
Manager of 
Learning and 
Teaching Quality 
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2. Determining 
 an outcome 

Upon receipt of the letter 
Within 10 working days the Manager of 
Learning and Teaching Quality will commence 
the process to determine an outcome. A 
resolution will be determined as soon as 
practicable. 
 
Process: 
• Students lodging a complaint will be made 

aware of relevant support services via an 
‘acknowledgement of letter of complaint’.  

• The relevant teacher, Coordinator and 
Director of Studies will collect evidence to 
be evaluated and provide to the Manager 
of Learning and Teaching Quality 

• The student and a representative* (if 
desired) will be invited to attend a meeting 
via email (and phone if required)  

• The Manager of Learning and Teaching 
Quality will meet with the student to 
discuss the situation.  

• After two working days of the conclusion 
of the meeting, an outcome will be 
determined and the student will be notified 
of the decision (by email with attached 
letter).  

 
*Students may be accompanied or assisted by 
one support person at any mediation, 
consultation or hearing. This person may be a 
student advisor, staff or student member of 
Monash College, a family member or any 
other person approved by the person 
conducting the mediation or consultation.  
The accompanying person however, is not to 
act as an advocate or a lawyer for the student 
or staff member. 
 
Withdrawal 
Students may withdraw a complaint at any 
stage by giving written notice to the Manager 
of Learning and Teaching Quality. 
 

Manager of 
Learning and 
Teaching Quality 

Coordinator 

Director of 
Studies 
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3. Possible 
outcomes  

3.1 Complaint dismissed 
a) Result supports MUELC’s initial 
decision 
If after the appeal has been lodged, the 
process has been completed and the 
final decision supports the English 
Language Centre’s initial decision, the 
Director of Studies will: 

• Submit the student’s results to Web 
Resulting System and then 
CALLISTA, after which Monash 
University Admissions will be 
informed 

• Notification of this results will be 
made on the student’s file and the 
Academic Misconduct Register. 

b) Complaint determined to be 
vexatious or frivolous 

• Where a complaint is determined to 
be frivolous or vexatious, it may 
also be dismissed.  

 
For either outcome, the student will be 
notified in writing of their right to appeal, 
the appeal process and support 
available. 
 
3.2 Complaint upheld 
Result supports the student’s appeal 
If the appeal results in supporting the 
student’s claims, the student will be 
notified in writing immediately and 
invited to meet with the Director of 
Studies and Manager Learning and 
Teaching Quality.  
The responsible management will 
implement any decision and or 
corrective and preventative action 
required. 

 
Director of Studies and 
Monash University 
Admissions 
 
 
 
 
 
 
 

Director of Studies 

Manager of Learning and 
Teaching Quality 
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 Please Note: The above process fulfils 
the requirements of the Monash College 
Academic and Non-Academic 
Complaints and Appeals Policy and 
procedure.  A student cannot lodge 
another internal appeal via the Monash 
College Appeals process.  A further 
appeal can only be made through the 
external formal process below. 

 

Academic 
Complaint  
Option B 

Not lodging a complaint  
Where the student has chosen not to 
access the complaints and appeals 
processes within 2 working days, or 
withdraws from the process, the matter 
will be considered finalised.   

 

Academic 
Grievance  

External Formal 

Lodging an external formal grievance

If a student is still dissatisfied with the 
outcome of the internal appeal process, 
they then have 20 working days to lodge 
an external academic grievance with the 
International Student Ombudsman from 
the receipt of the previous complaint. 
 
The Overseas Students Ombudsman 
GPO Box 442  
CANBERRA ACT 2601  
1300 362 072 (within Australia)  
or +612 6276 0111 (outside Australia)  
ombudsman@ombudsman.gov.au  
 
Please refer to the Monash College 
Website for full details. Monash College 
Academic and Non Academic Complaint 
and Appeals Policy and Academic and 
Non Academic Complaint and Appeals 
Procedure. 
 
Monash College is obliged to uphold the 
student’s visa during this process but is 
not obliged to offer tuition. 
 

Student  

Ombudsman 
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Upon completion 
of the 20 (working) 
day period 

Having not received notification of the 
grievance and upon completion of the 20 
(working) day period, the Monash 
University English Language Centre will 
consider the matter finalised.  
 
The English Language Centre will then 
notify student administration, the 
destination providers and the relevant 
Government Departments. 
 
All actions and notifications will be 
recorded on the student's file. 
 

Director of Studies (& 
Learning and Teaching 
Quality Administrator)→ 
Student  
Administration 

 
 

Legislation and Standards National Code 20017 Standard 8 – 
Complaints and appeals 

Reference Policies and Supporting 
Documentation 

Academic Integrity MUELC Policy 
Academic and Non Academic Complaint 
and Appeals Policy 

Academic and Non-Academic Complaint 
and Appeals Procedure 

Responsibility for Implementation Deputy Director, English 

Status New 

Key Stakeholders Monash University English Language 
Centre: 

• Students 

• Learning and Teaching staff  

• Directors of Studies  

• Manager Learning and Teaching 
Quality 

• Deputy Director, English 
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