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Sample investigation correspondence regarding plagiarism
…./…./… 

CHEATING INCIDENT REPORT (SAMPLE)


 	On … / … / 20… at … o’clock, during the “………..” midterm/final exam held in classroom no. ……, student no. ……, identified as (A), seated third row near the wall, was detected at 11:25 cheating/attempting to cheat using a sheet hidden under the desk. The cheating paper and answer sheet were confiscated, the student was asked to sign the attendance sheet, and removed from the classroom.


Supervisor 
(Signature)

Attachments: 
1-) Student answer sheet (1 page) 
2-) Copy paper (one sheet of copy paper)



…./…./…. 

T.C.
MUNZUR UNIVERSITY RECTORATE
DEAN OF THE FACULTY OF HEALTH SCIENCES

 	On …/…/2016, at … o'clock, during the … exam held in classroom …, it was determined that student number …, named …, cheated by …, and a report was filed against him/her. The report and the cheating documents are attached. 
I hereby submit this information for your consideration.
Supervisor 
(Signature)

Attachments: 
1-) Student answer sheet (1 page) 
2-) Copy document (one copy sheet) 
3-) Copy record




DISCIPLINARY INVESTIGATION ORDER
(If an investigator is to be appointed)
Number: 
Subject: Investigation

[bookmark: _GoBack] 	Dear; (Name and title of the person appointed as investigator)
Our university hereby reports that ……..., a student in the …….. program, committed the act of ………. on …………, as stated in the petition dated ………. A disciplinary investigation has been initiated in accordance with the provisions of the Higher Education Institutions Student Discipline Regulations due to .............................................................. (alleged act). You have been assigned to the disciplinary investigation/investigation committee in the disciplinary investigation that has been opened. I kindly request that you conduct the disciplinary investigation and submit two copies of the investigation file and report you will prepare on this matter to the Dean's/Director's Office within the specified time frame.
Dean 

Attactments:



 …./…./….


REQUEST FOR EXTENSION LETTER
T.C.
MUNZUR UNIVERSITY RECTORATE
DEAN OF THE FACULTY OF HEALTH SCIENCES
Re: Your letter dated … and numbered …
 	In response to the letter of interest dated …../…../20…. at …… o'clock in classroom no. ………. during the exam held on ….…, I was appointed as the investigator in the disciplinary investigation initiated on the grounds that student no. …… named ……… allegedly cheated by ………... (the act for which the investigation was initiated should be specified). Due to the reason for the request for an extension (e.g., the nature and difficulty of the investigation, intervening holidays, etc.), it does not appear possible to complete the investigation within the legal time limit, and an extension is required to complete the investigation. I hereby submit this information and request the necessary action.
Investigator 
(Signature)


 …./…./20.. 


STATEMENT INVITATION

Dear (student)
Re: Letter dated … and numbered … from the office of …
 	In response to the letter of reference dated …../…../20…, I have been appointed as the investigator in the disciplinary inquiry initiated on the grounds that you allegedly cheated during the ….. exam held on …… at …… in classroom no. ……. With this invitation, I hereby inform you that your statement must be taken in the disciplinary investigation conducted against you due to the alleged act, and that you must submit your statement in writing by ….. (or be present at the statement location on ……. at …… o'clock).
Investigator 
(Signature)


…./…./……


DEFENSE INVITATION

Dear student,
Re: Letter dated … and numbered … from the office of …
 	With reference to the letter dated …../…../20…, I have been appointed as the investigator in the disciplinary inquiry initiated on the grounds that you allegedly cheated in the … exam held on …….. at …….. in classroom no. …….. on …….. Pursuant to Article 16 of the Higher Education Institutions Student Discipline Regulations, you have the right to defend yourself. I hereby solemnly inform you that you must be present at ... on ... at ... to present your defense regarding the incident (the period given must not be less than 7 days); if you fail to comply with the summons without a valid excuse or if you do not report your excuse within the defense period, you will be deemed to have waived your right to defense, and an investigation report will be prepared based on the existing evidence against you.
Investigator 
(Signature)



DEFENSE STATEMENT

INVESTIGATOR: (investigator's name, surname, position) 
PERSON UNDER INVESTIGATION: 
Student name-surname 
Identity information: 
Address: 
SUBJECT OF INVESTIGATION: (Detailed description of the act constituting the disciplinary offense that is the subject of the disciplinary investigation) 
DATE AND PLACE OF DEFENSE: ... day, at ... o'clock, in ... place 
DEFENSE WRITTEN BY: Sworn Clerk (name, surname, position) 
FORM OF OATH: The clerk was sworn in according to procedure. 
 The student making the defense was not sworn in.

DEFENSE 
Question 1: The action that is the subject of the disciplinary investigation and constitutes a disciplinary offense was explained to the student. 
He was asked to explain what he knew about the incident that is the subject of the disciplinary investigation. 
Answer 1: 
Question 2: 
Answer 2: 
They were asked if they had anything else to say about the incident. 
They stated that they had nothing else to say. It was read, and their signature was obtained. (Date)
Student Under Investigation                                   				  Investigator 
         (signature)                                             				(signature) 

 …./…./……


STATEMENT INVITATION

Dear (student/faculty member)

Re: Letter dated … and numbered … from the office of …

 	In response to the letter of reference dated …../…../20…. at …… o'clock in classroom no. ……. during the exam held on ….…, I was appointed as the investigator in the disciplinary inquiry initiated on the grounds that the student named ………...cheated by …………. With this invitation, I hereby inform you that your statement regarding this matter is required in the ongoing disciplinary investigation. You are required to submit your statement in writing by ….. (or to be present at the statement location on ……. at …… o'clock).
Investigator 
(Signature)













WITNESS STATEMENT RECORD

In the context of the disciplinary investigation initiated regarding ………, ………, who was summoned as a witness to provide information, was brought before the relevant authority upon arriving at the ……… room at ……… on ……… at ……… o'clock.

Witness ………, son/daughter of ………. born in ………. currently residing at ………………………… address, employed/student at …………… . There is no impediment to his/her testimony. 
The investigator stated that he would be sworn in after explaining the subject of the investigation. Those present stood up and the investigator read aloud the following text, which was then repeated loudly by the witness: “I swear, without hiding anything, without adding anything, without fear of anyone, without being influenced, that I will tell the truth to the best of my knowledge and belief, on my honor and conscience.” The witness proceeded to give their statement regarding the incident.
Question 1: 
Answer 1: 
Question 2: 
Answer 2: 
Question 3: Is there anything else you would like to add? 
Answer 3: That is all I know; I have nothing else to add.

This witness statement has been read to the witness, and the witness has confirmed its accuracy with his signature.. 
Investigator                                                    	 Witness                 
Signature                                                                     Signature 						 
NOTE: If the witness wishes, they may simply submit their previously prepared written statement. However, in this case, the following statement is written in the question-and-answer section: “The witness has submitted their previously prepared written statement and has indicated that they will rely solely on this written statement.” This statement is then signed by the witness. The witness is then asked if there is anything they wish to add to the statement they have submitted in writing. 

 …../…../…..

T.C.
MUNZUR UNIVERSITY RECTORATE
STUDENT AFFAIRS DEPARTMENT

Re: Letter dated … and numbered … from the office of … 
 	I have been appointed as the investigator in the disciplinary inquiry initiated on the grounds that the student named ..., number ..., cheated in the exam held on ... day, at ... time, at ... location, as stated in the letter of interest. 
     I request that you promptly inform me whether the student has received any disciplinary penalties in the past as part of the investigation.
Investigator 
(Signature)



INVESTIGATION REPORT

INVESTIGATION APPROVAL: … letter dated … and numbered … from the … office. 
STUDENT UNDER INVESTIGATION:
Student's Identity Information: 
Address: 
SUBJECT OF INVESTIGATION: (detailed description of the alleged act committed by the student, which is the subject of the disciplinary investigation and constitutes a disciplinary offense) 
DATE OF OFFENSE:
DATE INVESTIGATION BEGAN:
EVIDENCE: Information and documents obtained during the investigation 
(defendant's defense, witness statements, etc.) 
STAGES OF THE INVESTIGATION: (the investigation process, the procedures carried out within the scope of the investigation are listed item by item) 
SUMMARY OF THE DEFENSE: 
EVALUATION AND CONCLUSION: 			          													  			Investigator 
(Signature)







…../…../20.. 

RETURN OF THE INVESTIGATION FILE
T.C.
MUNZUR UNIVERSITY RECTORATE
DEAN OF THE FACULTY OF HEALTH SCIENCES

Your letter dated … and numbered …

 		With reference to the letter dated …../…../2012, I was appointed as the investigator in the disciplinary inquiry initiated on the grounds that student number …….., named ………, allegedly cheated by ………... during the exam held on ……… at ……… in classroom number ……… at ……… on ………/…../2012. 
 	In accordance with the provisions of the Higher Education Institutions Student Discipline Regulations, the file and investigation report prepared as a result of the disciplinary investigation conducted regarding ……….. are attached. 
     I respectfully submit this information and request the necessary action.

Investigator 
(signature) 

Attachment: 
1-Investigation File (…Pages) 
(The investigation file shall be returned with all attachments and the index sheet.)
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