
Course Number_ ______________	 Course Name_____________________________________________ 	Term course was taken_ _____________

Student’s name_____________________________________________________________	 Student’s number _______________________________

Student’s email_______________________________________________________@sfu.ca

Instructor’s name___________________________________________________________	 Department/School_ ____________________________

Please indicate briefly the nature of the incident: 

 

 

 

 

 

 

 

STEP 1:	THE INSTRUCTOR MUST OUTLINE THE NATURE OF THE CONCERN TO THE STUDENT IN A TIMELY MANNER  
AND THE STUDENT MUST BE GIVEN THE OPPORTUNITY TO DISCUSS THE MATTER WITH THE INSTRUCTOR

	 discussion with the student held on (date) ______________________________________________________________

	 student unable/declined to discuss: date of email or other notification ________________________________________

STEP 2: PENALTY DECISION

	 gave student a warning

	 required the student to redo the work or do supplementary work

	 assigned a low grade for the work

	 assigned a grade of “F” for the work

	 referred the case to the Chair/Director of the Department/School for penalty. 

STEP 3: ADDITIONAL ACTION REQUIRED

	 I will give this report and supporting documentation to the Chair/Director  

of the Department/School, and a copy of the report to the Registrar.
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