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Before you start your response, check the date you need to respond by and keep a record of this date to 
ensure that you respond within this time. I also recommend reading the allegation email and any 
attachments carefully to understand the allegation(s) and potential penalties thoroughly. 

 
Your written response is an opportunity for you to explain what occurred in relation to the allegation(s) to the 
Academic Integrity Officer and provide any evidence that you think is relevant to the determination of the 
matter. There is no set format for your response, but we recommend using formal language to demonstrate 
that you understand the seriousness of the allegation(s). The dot points below provide some suggestions for 
how to structure your response and what you could address. 

 
• Address your response to the Academic Integrity Officer who sent you the allegation (e.g. ‘Dear 

John’) 

 
• Start your response with a statement indicating why you are writing to the Academic Integrity Officer 

and the allegations you are writing about. 

 
o For example, ‘Please accept the following response to the academic misconduct 

allegation(s) sent to me on [INSERT DATE OF WHEN YOU RECEIVED THE 
ALLEGATION]. 

 

o The allegations refer to Assessment X [Insert assessment no] in ABC123 [Insert subject 

code] in Session X 202X [insert session AND YEAR DETAILS] and it was alleged that 
I…[insert allegation type, e.g. plagiarism/collusion etc.].’ 

 
• Include a paragraph or two describing what happened with regard to the alleged misconduct from 

your perspective. Decide if you are going to admit to misconduct or dispute the allegation(s). 

 
o If you decide to dispute the allegations: ensure that you address the evidence and explain 

the issues highlighted in the Turnitin report and/or case document provided to you. Be 
specific and attach any relevant materials that explain your side of the story. Relevant 
materials may include: copies of drafts you used to complete your assignment or examples 
of how you researched your assignment. 

 
o If you decide to admit misconduct: Include a statement about the possible level and type of 

penalties that may be imposed for the misconduct. As per the  Student Misconduct Rule 
(2020) (clause 56), you will be invited to make a statement about the possible penalties if you 
admit misconduct. The possible penalties are listed in this rule and also in the allegation 
email. 

 
• If there are other relevant mitigating factors that impacted the allegation(s), summarise these so the 

Academic Integrity Officer can consider them as part of the investigation. 

 
o For example, were there other circumstances that impacted your approach to referencing or 

completing this assignment? Only include information that is relevant to the allegation(s). 
 

• If relevant, you may wish to outline any potential flow-on effects of penalties on your studies. For 
example, will the penalties impact your enrolment pattern significantly (e.g. graduation or 
undertaking placement)? 

 
• If you have admitted misconduct, describe any actions you’re going to take to ensure that this does 

not happen again. For example, working with the  Academic Skills team to build your referencing, 
paraphrasing and writing skills. 

 
Once you have drafted your response, you are welcome to email it to  studentadvocate@csu.edu.au and we 
can review it prior to you responding to the Academic Integrity Officer. Please try to send this as soon as 
possible to allow enough time to ensure that you will meet the deadline for your response. 
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