
 

 

 

Self-Help Guide to preparing an Academic Conduct Panel statement – 2020-21 

For information about the University’s Academic Conduct Regulation, including what the 

University classes as academic misconduct and the processes the University may use in 

cases of suspected academic misconduct, please see: 

The Student Advice Centre’s Academic self-help resource: 

https://www.hallamstudentsunion.com/advice_help/advicehelp/academic/ 

The University’s Academic Conduct Regulation, which can be found here: 

https://students.shu.ac.uk/regulations/conduct_discipline/index.html 

If you have any questions, please contact us: 

https://www.hallamstudentsunion.com/advice_help/contactus/ 

 

This self-help guide relates to preparing a statement for an Academic Conduct Panel, but it 

is a good idea to prepare in the same way for an Academic Concern meeting, too. 

We strongly recommend that you prepare a statement ahead of the meeting. This is 

because if you are feeling nervous at your panel meeting you may not remember to say 

everything you want to say.  You must submit this statement no later than 2 working days 

before your meeting.   

You can use headings and bullet points if it makes it easier for you to lay it out.  

Before you begin, ensure that you read and understand the allegation pro-forma carefully, 

along with the Turnitin report and any other evidence provided. The Student Advice Centre 

can help you understand these documents if you are unsure about them.   

 

Suggested Structure of your Statement: 

1. Do you accept or disagree with the allegation and why? 

If you know that the allegation of academic misconduct is correct then honesty is best, you 

should take responsibility and admit the allegation is correct as this can have an impact on 

your sanction.   If you did plagiarise or collude then the evidence is likely to show this.  

If you disagree with the allegation, you should outline why and submit evidence alongside 

your statement.   

https://www.hallamstudentsunion.com/advice_help/advicehelp/academic/
https://students.shu.ac.uk/regulations/conduct_discipline/index.html
https://www.hallamstudentsunion.com/advice_help/contactus/


 

 

2. Can you explain any discrepancies and referencing errors in your Turnitin report?  

Even if you did not intend to plagiarise, for example you did not reference correctly, it still 

counts as plagiarism. You should explain what happened. You may find it helpful to go back 

and look at the sources you have used. For example, when re-reading your work can you see 

you have forgotten to reference some sections entirely.  Or did you attempt to paraphrase 

some copied text but had issues with this?  

You may be provided with your Turnitin report.  This can help highlight the sections the 

panel are concerned about.  An Adviser can help you understand your report if you have 

difficulties with this.   

You may also find it helpful to explain how you usually prepare and write your assignments, 

to explain how the plagiarism has taken place. For example, if you cut and paste directly 

from the internet, or you take notes from sources word for word and then use these notes 

to put your work together, this may explain how the problem has arisen.  If you wrote this 

piece of work differently than you would normally, explain this.   

3. Explain any circumstances that the panel might take into consideration when deciding 

what sanction to give you. 

This can include: 

Level of study: 

The panel will view cases more seriously where the student is a postgraduate student or a 

2nd or 3rd year undergraduate. If this is your first year at Sheffield Hallam and you have little 

experience of referencing, then if this has contributed to the plagiarism that has taken place 

you should explain this in your statement. 

Previous learning background of the student: 

If you are an international student with no experience of the UK academic conventions then 

you should explain this in your statement. If you have any learning difficulties which make it 

hard for you to reference, explain this.   If you asked for help, but still struggled or feel you 

didn’t receive the help you asked for, explain your barriers.  If you were unable to ask for 

help, what prevented you?   

Intent: 

The panel will consider if it was an act that was planned in advance.  If it appears that you 

planned and thought through your actions this will be taken more seriously.  It is important 

to explain what you were thinking whilst you wrote and submitted your work. However, if 



 

 

you have extenuating circumstances, explain why you were not thinking clearly at the time.  

See the section on this below. 

It is more serious to take someone else’s work without their knowledge or to falsify results 

than to obtain results from someone else with their agreement but without acknowledging 

them within your references. 

Also, some types of academic misconduct are less likely than others to be accepted as being 

a mistake that you were not aware of, or as being unplanned. 

Extent of plagiarism: 

For example, if you have copied a few sentences the panel are likely to take this less 

seriously than if you have copied several pages.  If large parts of your work are copied from 

other sources can you explain why this happened? If you feel that you made an error as you 

did not understand how to reference, it is important to acknowledge that you have made a 

mistake.  However, it is important not to be too dramatic or emotional in your apology as 

this can come across as insincere. 

Previous history or record: 

If you have attended a panel or concern meeting before, a further allegation will be taken 

more seriously.  If you have been through either of these processes you would need to 

explain how this allegation is different or address how you were expected to have learnt 

from your experiences and explain why you think you are in this situation again.   

Acknowledging that you have breached the Code of Academic Conduct:  

The University’s Academic Conduct Regulation can be located here:  

https://students.shu.ac.uk/regulations/conduct_discipline/index.html 

You should read this and refer to it within your statement.    

Extenuating circumstances:  

If something was happening in your life which impacted on the assessment that you have 

received the allegation for, you can include that in your statement.  You may have been 

experiencing something difficult which resulted in you working in a different way than you 

would normally, or which meant that you behaved differently to usual.  If you have 

extenuating circumstances it is advisable to include any evidence you have of this situation.  

If you are struggling with your evidence or how to explain the issues you had, you can seek 

support from the Student Advice Centre.   

https://students.shu.ac.uk/regulations/conduct_discipline/index.html


 

 

Note that extenuating circumstances will not affect whether the allegation is upheld or not, 

but may be taken into account when deciding the sanction that is applied if the allegation is 

upheld. 

Impact on other parties: 

You may wish to acknowledge in your statement that you are aware that acts of academic 

misconduct are not fair to students whose work is their own. 

 

4. Explain what steps you will put in place to demonstrate that you have learnt from this 

experience  

Some suggested ideas: 

 Working independently in the library 

 Not discussing or sharing with other students your assessed work, or the work that 

you are preparing for assessment  

 Attending study skills workshops at The Skills Centre 

 Familiarising yourself with the referencing rules 

 Working on your time management so that you do not run out of time to complete 

your work yourself 

 Finding out about the relevant support services that may be able to help if you are 

struggling with your work or life circumstances  

Information about The Skills Centre and the University’s support services can be found on 

My Hallam:  https://www.shu.ac.uk/myhallam 

 

5. Have you got any evidence to support your statement? 

This might be notes that you made when you prepared your assignment or evidence of your 

extenuating circumstances. 

 

If you would like further advice or help with your statement please contact the Student 

Advice Centre.  We can review a draft statement before you submit it to the panel.   

https://www.hallamstudentsunion.com/advicecentre 
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