
 
 
 
SAE Institute Quality Manual 

Academic Policy A03 Academic Honesty  

1. Policy Statement  
Academic integrity relies on the application of honesty as the foundation of excellence in 
scholarship and learning. Students and staff of SAE Institute will conduct themselves in their 
academic studies honestly and ethically and are expected to carefully acknowledge the work 
of others in all their academic activities, in creative endeavors, in the production of 
knowledge through research and in the reproduction of knowledge through scholarship and 
teaching.  

2. Purpose  
The purpose of this policy is to provide directions on matters of academic honesty and 
academic misconduct. Students and staff are expected to adhere to the provisions of 
relevant legislation, and to the rules, policies, regulations, procedures and guidelines at the 
Institute, the accepted ethical practices of the higher education community, and the 
standards of relevant academic disciplines and professional practice. SAE Institute will take 
action against any staff member or any student who breaches the provisions of this policy or 
contravenes any assessment rules or regulations through negligence or deliberate intent in 
any form of assessment.  

3. Scope  
This policy applies to all students and staff involved in SAE Institute campuses in Europe, 
Licensed territories and campuses.  

4. Associated Policies and Procedures  
This policy should be read in conjunction with the following policies and procedures:  

●​ G01 Code of Conduct  
●​ A07 Academic Grievance Policy  
●​ A04 Intellectual Property Policy  

5. Policy Definitions  

5.1. Definitions and Categories of Academic Misconduct  
Academic misconduct is behaviour that contravenes the values of academic integrity, which 
breaches rules, policies, direction and guide lines at SAE Institute in relation to assignment 
and assessment, and which normally includes action taken with the intention of gaining an 
unfair advantage for self or others. It includes, but is not limited to, plagiarism, collusion, 
cheating and fraud.  
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5.1.1. Plagiarism  
Plagiarism is using the work of others without due acknowledgement, deliberately or 
inadvertently, and proclaiming it or allowing it to be considered as one’s own for academic or 
other purposes.  

5.1.2. Collusion  
Collusion is a type of plagiarism that includes, but is not limited to presenting the product of 
unauthorized collaboration to an examiner as independent work. Collusion also occurs when 
a person knowingly allows his or her work to be copied and passed off as the work of another 
person.  

5.1.3. Cheating  
Cheating is improper conduct in examinations or other assessment tasks. It includes, but is 
not limited to taking unauthorised study material and a id s into an examination room, copying 
from another student; sitting an examination for another student; ‘recycling’ work that has 
been prepared for one unit by presenting it as original work for another unit or re-presenting 
work previously submitted for an incomplete or failed unit unless specific permission is given 
and/or the assignment is re-worked; and presenting a false reference list or bibliography.  

5.1.4. Fraud  
Fraud is a form of cheating that includes, but is not limited to creating false data, and 
falsifying collected data from systematic enquiry and research investigations.  

5.1.5 AI  
SAE recognises that, with the surge of Artificial Intelligence (AI) technologies, students may 
be tempted to use AI tools such as Chat GPT to generate text, or audio visual materials for 
assessments. We appreciate our responsibility to prepare students for an AI world and will 
therefore not ban the use of AI technologies at SAE for legitimate purposes (such as in-class 
exercises under the guidance of the lecturer). 

Concerning assessments and assignments, in order to preserve academic integrity, academic 
honesty, and fairness AI use must adhere to the following guidelines; 

1.​ AI may be used by students for research purposes; as a tool for confirmation or 
acquiring of information and/or data. 

2.​ AI may be used by students in written assessments only as a guide or to assist in 
document structuring and formatting, as well as grammatical correction. Henceforth, 
only assistive AI use is permitted for grammatical or expression purposes (e.g: 
Grammarly), otherwise, generative AI is not permitted.​
In case a student uses AI for the above mentioned purposes, the student must 
correctly cite the AI source according to the provided guidelines (). 

3.​ Students are not allowed to use AI generated text directly in their assessments in the 
form of copy and paste or rephrasing. Any detected and proven AI use in that manner 
will be considered plagiarism. In that case the student’s work will be subject to the 
outcomes of Academic Misconduct as outlined below. 
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4.​ AI may not be used in practical assignments whatsoever, unless specifically permitted 
or required by a unit’s provided assignment brief. 

5.2. Academic Misconduct  
Academic misconduct is taken to be deliberate when a person has had the opportunity to 
gain an understanding of the practice of academic integrity before the misconduct has 
occurred, but may be inadvertent when the person does not have an understanding of the 
practice of academic integrity. 

6. Need for Confidentiality  
Confidentiality is a vital element of all processes related to academic misconduct, as an 
accusation may result in disruption or failure of studies, in that person being unable to 
practice their profession or with serious consequences for an individual’s reputation and 
employment prospects.  

Therefore, confidentiality is essential in any matters relating to a suspicion of academic 
misconduct. Any person suspecting a person of a breach of this Policy should ensure that 
they have read the Policy thoroughly and must maintain confidentiality at all times.  

All records of information, proceedings and outcomes will be maintained with care as to their 
security and will be provided only to those who have a bona fide reason to know about them.  

6.1. Guidance for Students  
In the preparation of work submitted to meet course requirements, students must take great 
care to distinguish their own ideas and language from information derived from other 
sources. These include published primary and secondary materials, the Internet and 
information and opinions gained directly from other people. Whenever ideas or facts are 
derived from someone else’s work as part of reading and research, that material must be 
cited properly. In general students should provide references in the following circumstances:  

Direct quotation: whenever another author is quoted verbatim (i.e. word for word) by a phrase, a 
sentence or a paragraph, the words should be placed in single quotation marks and their 
source should be identified.  

Paraphrasing: whenever another person’s words are summed up in the student’s own words, 
they should be identified through an appropriate reference (e.g. Hasim El Masri stated …..)  

Multiple summation: similar to paraphrasing, it involves the summary of several authors’ 
works into a single paragraph in the student’s words (e.g. Tony Blair, George Bush and John 
Howard jointly declared …….)  

Statistics: indicate the sources of any statistics used in an assignment or project, e.g. 
Bureau of Meteorology (2004)  

Controversial facts: acknowledge the source since it is not a commonly accepted historical 
 
 
Academic Policy A03 Academic Honesty | 27 February 2025  

This is not a controlled document when printed.  
 



 
 
 
SAE Institute Quality Manual 

fact, e.g. there is life on Mars (Milligan, 2002).  

Students who are unsure of the acceptable standards of scholarly writing should seek 
guidance from their lecturers before beginning assignments and projects. 
 
Group work can be a useful form of learning, and directed or approved legitimate 
cooperation does not per se constitute plagiarism or collusion, but students working as a 
group must adhere to academic standards and any instructions provided in their unit outlines 
regarding collaboration in assessment items. It is not acceptable for members of a group to 
submit identical sections or answers to assignments or projects by simply copying the work 
done as a group.  

With the above exceptions, all assignments and projects must be submitted individually and 
the examiner is entitled to consider identical layout, identical mistakes, identical argument 
and identical presentation as evidence of possible collusion.  

Students may not copy another student’s assignment or project, computer program or parts 
of a program, or any part of another student’s examination paper. No communication is 
allowed between students during an examination and no student is permitted to keep books, 
papers, calculators, computers or notes during an examination except with the explicit 
permission of the unit coordinator.  

It is expected that all work submitted for an assignment will have been done solely for that 
assignment, unless formally approved otherwise. A student may not submit the same or 
similar work for another assignment without obtaining the prior written permission of the 
relevant coordinator.  

In any instances whereby work placements/industry engagement is used towards academic 
credit, appropriate evidence to support the submission may be requested by the Programme 
Coordinator, Academic Coordinator, Academic Manager or External Examiner. This can 
include but is not limited to employer references, samples of project work etc.  

7. Rights of Students  
Students at SAE Institute have the right:  

a)​ to have access to information and learning about academic integrity and the 
implications of academic misconduct;  

b)​ if suspected of academic misconduct, to have the case investigated in a way  that 
observes procedural fairness and confidentiality;  

c)​ to bring a support person (but not a legal representative) to any hearing into alleged 
academic misconduct. A support person does not have a role in the proceedings or 
the right to speak without approval, but may assist a student to clarify the processes 
involved during any hearing. 

8. Alleged Misconduct Investigation  
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1) The Academic Coordinator will normally conduct an investigation into any allegation of 
serious academic misconduct. If the Academic Coordinator has had any involvement 
with the assessment of the student’s work in the module, which is the subject of 
investigation, then the matter shall be referred for investigation to another Academic 
Coordinator, the Academic Manager or the Dean. The Academic Coordinator or the 
person conducting the investigation would normally meet informally with the student 
and separately with the relevant staff member to determine the facts of the matter. 
Ignorance of this policy is not a mitigating circumstance.  

In cases where apparent plagiarism is detected by electronic means (e.g. Turnitin), 
great care should be taken to distinguish between carelessness with respect to (1) 
the inclusion of inadequately referenced factual, contextual information, and (2) 
substantial plagiarism of the direct expression of others’ ideas or arguments. In many 
cases careless referencing will more appropriately be dealt with by tutorial advice 
than by formal proceedings, except where there are repeated incidents.  

2) If the person conducting the investigation finds that there are reasonable grounds to 
proceed with the allegation, then s/he shall consult with the Academic Manager, and 
after that consultation, s/he will write to the student(s) concerned:  

a)​ to put the allegation;  
b)​ to request a written statement from the student explaining their view of the matter, 

and giving the student the opportunity to state any mitigating circumstances which 
may be taken into account when considering a penalty (authenticated evidence to be 
provided where appropriate);  

c)​ to request a reply within 10 working days of the date on which the letter is sent and 
explaining the consequences of failure to reply;  

d)​ to enclose a copy of this policy;  
e)​ if appropriate, to provide the student with any relevant materials or other evidence 

that is available, at the discretion of the investigator in order to protect the rights of 
other students.  

3) If a written reply to the allegation is not received from the student within ten working days 
of the date when the letter was sent, or if the student replies accepting the allegation, 
then the investigator will recommend a penalty as appropriate to either the Academic 
Manager, or the Dean whose decision will be final.  

4) If the student does reply within the time limit denying the allegation, then a panel 
hearing will be convened expeditiously, and the student will be given at least five 
working-days notice of the time and place of the hearing.  

5) If it is decided to proceed to a panel hearing, the panel will comprise the person who has 
conducted the investigation thus far as Chair, together with two other members of 
staff who will have had no prior involvement in the matter. The student may attend 
the hearing or, if s/he requests, participate in the hearing through telephone 
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conferencing or similar facility (at his or her own cost). If the student declines to 
attend the hearing (or participate by other means) the hearing will proceed in the 
absence of the student.  

The student may be accompanied at the hearing by a companion, who may be either 
a relative or friend, or an SAE Institute staff member or student, but not a member of 
the legal profession. The companion is present as a support to the accused student 
and is not permitted to act as an advocate or spokesperson for the student. In 
exceptional cases, for example a student with a disability which affects his or her 
communication, permission may be granted by the Chair for the companion to speak 
on behalf of the student. Neither the student nor any other person participating in the 
hearing is entitled to be legally represented, and the Institute will not respond to any 
communications from legal representatives.  

The Chair may call witnesses to give evidence at a hearing or may call for and 
receive written statements of evidence. If the Chair deems it appropriate, or if the 
student requests it, the Chair may require persons to attend the hearing and to 
answer questions. The student may ask questions of any witnesses in attendance 
at the hearing.  

The student may make verbal submissions to the panel after the evidence of all 
witnesses has been given, but the student will not be present for the deliberations of 
the Chair or the panel following the student verbal submission at the end of 
proceedings.  

Notes of the investigation and/or hearing from the Chair will be held by the Registry 
Officer, but these will remain strictly confidential, and may not be disclosed to the 
student or any other party.  

Possible outcomes include:  

a)​ dismissing the allegation;  
b)​ seeking further information;  
c)​ providing the student with a warning together with advice about what is 

acceptable academic conduct;  
d)​ deciding that the student is guilty of academic misconduct and imposing an 

appropriate penalty.  

6) The student will be informed in writing of the decision, together with reasons, within five 
working days of the hearing, and may be informed by the Chair verbally at the end of 
the hearing.  

7) The penalties for academic misconduct may include one or more of the following, and the 
most serious penalties may be considered in the case of repeated misconduct:  
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a)​ the issue of a formal written warning;  
b)​ a reduction in marks or grade for the relevant assignment;  
c)​ a requirement for the student to resubmit the assignment by a specified date (the 

maximum mark possible being a Pass grade).  
d)​ the student may be required to undertake additional or alternative assessment (the 

maximum mark possible being a Pass grade);  
e)​ a grade of Fail may be recorded for the assessment task, with no resubmission; f) a 

grade of Fail may be recorded for the unit or module, with no resubmission; g) the 
student may be withdrawn from the course for a period of specified time; h) the 
student may be failed in the course overall and expelled from the SAEInstitute.  

9. Appeals  
A student may appeal any decision in relation to this policy in writing or by e-mail as 
appropriate either to the Regional Dean or the Academic Manager as appropriate and 
specified for students at the local level, within ten days of being notified of that decision, 
setting out the grounds for appeal. The recipient of the appeal will consult with the Chief 
Academic Officer or his or her nominee as appropriate, and will consider carefully and review 
all aspects of the case and the procedures followed in relation to this policy. The decision of 
the Chief Academic Officer or the designated nominee in relation to all matters in the case 
and the application of this policy will be timely and final.  

10. Records Kept  
Records will be kept of all academic dishonesty investigations as well as a profile of 
outcomes and the maintenance of conformity to this policy.  

11. Policy History  
Last Review: March 2016 

Policy Review Date: 27 February 2025   
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