Student Conduct Database: How to Report an Incident

Q

Note: Wherever you see the
magnifying glass, you can select
it to locate the information you
need.

1. Term
Enter the semester associated
with the course.

2. Campus
Enter the campus associated
with the course.

New Record (S99): &89

*“Term:

"Lampus

Favorites Main Menu

i{f ST.CLAIR

Academic Group Complaint

New Record (999): 999

*Term: Q
*Campus: Q
Enter Conduct Violation Information and Default Penalty

*Conduct Code: Q
Conduct Code Status: Notification

*Date of Incident: W Time of Incident:

Location of Incident:

SCC Components ¥ Student Conduct ¥ Academic Group Complaint

Complaint Type: Academic - Advaniage
Eh e Sl Entered by: 00C

$ 5.5
Persan Type: .5 Skdent Entered Date: 10232021

Complaint Status: Initiated

‘Comp\ainll
Description:

*Default Penalty Code:

TestiAsgmt. Weight:

Default Date Assigned:

Select class number that the students are registered in

Term:
L Fetch Students
Clags Nbr o wourse ID:
Class Roster
Click to
penalize  Empl ID First Name Last Name
student
O
Update Complaint and Notify Quit Page
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Penalty to be enforced after:

Related Id:
Specific Location of Incident (Optional)
Location: Q Building:
Facility ID: @ Room:
¥  Complaint Resolution: ¥
Ve )
Mark Reduction (%):
Subject: Catalog Nbr: Section: Course Name:
TestAsgmt.  Hark
Enrolled Status *Penalty Code  Description n"’:. SOML.  Reduction Date Assigned
ight (%)



3. Look Up Conduct Code

This is where you will select
which offence is being reported
based on the policy. Click on the
magnifying glass.

Enter Conduct Viedation Info ion and Defaukt Penalty

_ho

"Conduct Code:

Look Up Conduct Code

Complaint Type

Conduct Code| bagins with »
Description| begins with v

Academic - Advantage

Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First (4 1-10of10 (k. Last

Conduct Code Description

ACHEA A - Cheating

ACOLL A - Unauthorized Collaboration
ACON A - Contract Cheating

ADIS A - Academic Dishonesty

AFAC A - Facilitating Academic Misconduct
AFALS A - Falsifying Information

AIMPR A - Impersonation

AINFL A - Attemnpting to Influence

AOWN A - Misappropriation of Own Work
APLAG A - Plagiarism

Favorites * Main Menu ~ SCC Components ~

Academic Group Complaint

New Record (999): 999
*Term: =t

*Campus: Q

Enter Conduct Violation Information and Default Penaity

*Conduct Code: Q o

Conduct Code Status: Nolification
*Date of Incident: W Time of Incident:

Location of Incident:

Student Conduct ¥

Academic Group Complaint

Complaint Type: Academic - Advantage

Person Type: 5 - Student

Complaint Status: Initiated

*Complaint
Description:

4

*Default Penalty Code: Q

Test/Asgmt. Weight:

Default Date Assigned:

Select class number that the students are registered in

Term:
# Fetch Students
e wourse ID:
Class Roster
Click to
penalize  Empl ID First Name Last Name
student
m]
Update Complaint and Mofify Quit Page

Penalty to be enforced after:

&

Entered by: 000
Entered Date: 10/232021

Mark Reduction (%):

Subject:

Enrolled Status

Related Id:
Specific Location of Incident (Optional)
Location: Q Building:
Facility 1D: Q. Room:
Complaint Resolution: 4
4
Catalog Nbr: Section: Course Name:
TestiAsgmt, Mok
*Penalty Code  Description O™ Reduction Date Assigned

To review classification of offences, click here.
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Weight (%)



4. Date of Incident

Enter the date of discovery of
the incident. For example, the
day you marked the
assessment.

5. Complaint Description

Note: Do not refer to student by
name or any other personal
identifiers in this section.

For sample complaint
descriptions, click here.

Conduct Code Status: Molificalion

‘Duate of Incident: i Time of Incident:

Location of Incident:

*Complaint

Description: o

Favorites Main Menu ¥

i{{‘- ST.I( JLIA{"\II{

Academic Group Complaint

New Record (999): 999
*Term:

Q
*Campus: Q
Enter Conduct Violation Information and Default Penaity

SCC Components Student Conduct ¥ Academic Group Complaint

int Type: A ic - Adv:
Complaint Type: Academic - Advantage Entered by: 000
Perscn Type: .5 Shident Entered Date: 102232021
Complaint Status: Initiated

*Conduct Code: Q Related Id:
Conduct Code Status: Notification Specific Location of Incident {Optional)
*Date of Incident: G Time of Incident: Location: Q Building:
Location of Incident: Facility ID: @ Room:
*Complaint Complaint Resolution:
Description: 6
Z V7
*Default Penalty Code: Q

Test/Asgmt. Weight:

Default Date Assigned:

Select class number that the students are registered in

Term:
*Clazs Nor : Fetch Shdonss Course ID:
Class Roster
Click to
penalize Empl ID First Name Last Name
student
O
Update Complaint and Notify Quit Page

You do not need to enter

Time of Incident or Location of Incident
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Penalty to be enforced after:

Mark Reduction (%):

Anything entered in “Complaint
Resolution” is not included in

Subject:

notification email (private).

Enrolled Status




Favorites ~ Main Menu SCC Components ¥ Student Conduct Academic Group Complaint

6. Look Up Default Penalty 4 ST.CLAIR
Code . —

Academic Group Complaint

New Record (999): 999 Complaint Type: . Acadepnic - Advaaizgs Entered by: 000
*Term: Q Beraon‘Type=. 3~ Shdent Entered Date: 10723/2021
| *Campus: Q Complaint Status: Initiated
Enter Conduct Violation Information and Default Penalty
*Defaulf Penalty Code: % | 6
*Conduct Code: Q gl -

Conduct Code Status: Nofification Specific Location of Incident (Optional)

*Date of Incident: W Time of Incident: Location: @ Building:
Location of Incident: Facility ID: A Room:
*Complaint &  Complaint Resolution: ¢
Description:
To review penalties, click here. i p
*Default Penalty Code: Q
TestAsgmt. Weight: Mark Reduction (%):
Default Date Assigned: Penalty to be enforced after:
Select class number that the students are registered in
Term:
iapddinel v Lfih Shdents Course ID: Subject: Catalog Nbr: Section: Course Name:
Class Roster
g!:::ul:e Empl ID First Name Last Name Enrolled Status *Penalty Code  Description Test/Asgmt. :?A::!:ction Date Assigned
student Weight )
Look Up Default Penalty Code =)
Complaint T‘;' De Academic - J"\d\."ﬂ ntage Update Complaint and Notify Quit Page
Penalty Code| begins with |
Description| begins with
Look Up Clear Cancel Basic Lookup
For difference between mark penalty and grade deduction,
Search Results refer to FAQ.
View 100 First (4
Penalty Code Description Academic Penalty Admi
FAIL FAILING GRADE IN COURSE Y N
GRAD GRADE DEDUCTION IN COURSE Y N
MARK MARK PENALTY ON ASSESSMENT Y N
RESU RESUEBMISSION OF ASSIGMMENT Y N
WARN WARNING Y N
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Favorites Main Menu * SCC Components ~ Student Conduct * Academic Group Complaint

7. Assessment Weight

A STCLAR

If you are assigning a mark
penalty or resubmission, enter

Academic Group Complaint ]

the Welght Of the assessment New Record (999): 999 Compiaint Type: Acaderic - Advantage Entered by: 000
as percentage in the course. Term: a OB [p:Eo: SR Entered Date: 1012372021
O Example' test Welghted *Campus: Q Complaint Status: Initiated

Enter Conduct Violation Information and Default Penaity

at 25% will be “25”.

*Conduct Code: Q Related Id:

8_ Mark Reduction Conduct Code Status: Nofification Specific Location of Incident (Optional)
*Date of Incident: W Time of Incident: Location: Q. Building:

Enter the degree Of mark Location of Incident: Facility ID: @ Room:

reduction. Dei:::gllzm , Complaint Resolution:

Example 1: y .

° Zero grade on an *Default Penalty Code: Q
q tis fulllmark Test/Asgmt. Weight: o Mark Reduction (%): o
;sesrlli Ililtr;] en Default Date Assigned: Penalty to be enforced after:

q Select class number that the students are registered in
e  100% mark reduction:

e Enter “100”

Term:
i . fretch Sticenis Course ID: Subject: Catalog Nbr: Section: Course Name:
Example 2: Class Roster
o 10 pO | nt ma rk d ed u Ct|0 n g:\i::ﬂl:e Empl ID First Name Last Name Enrolled Status *Penalty Code Description T&fit;:tswt g:;ltadion Date Assigned
student %)
on a test scored out of =
50 is a partial mark
Update Complaint and Nofify Quit Page
penalty

e 20% mark deduction:
e Enter “20”

If the penalty is resubmission with no

0 6 mark deduction, enter the weight of the
Test'Asgmit. Weight: Mark Reduction (%)

assessment (i.e. 10% assignment) and

enter “0” for mark deduction.
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Favorites Main Menu ~ SCC Components Student Conduct Academic Group Complaint

9. Look up course

i{f ST(LA!R

Academic Group Complaint

New Record (999): 999 Conmpleint Type  Acadic - Atvastage Entered by: 00C
. Q : 5.5
Ta *Term: -1 Peraou Type:.3.- Sl Entered Date: 10/23/2021
~ - * . Q Complaint Status: Initiated
*Class Nbr i | SRE Y g b h
Enter Conduct Violation Information and Default Penalty
*Conduct Code: Q ko Mi:
[}
Enter course COde Conduct Code Status: Nofification Specific Location of Incident (Optional)
g “ ”
C ClICk LOOk Up *Date of Incident: W Time of Incident: Location: @, Building:
e Select course & enter to R T Facility ID: & Room:
return to main screen Complaint #  Complaint Resolution: ¥
Description:
Look Up Class Mbr y /
efault Penalty Code: Q
Term
Test/Asgmt. Weight: Mark Reduction (%):
ClassNo=____ |
fault Date Assigned: Penalty to be enforced after:

Subject Area BUS
- - lect class number that the students are registered in
Catalog Nbr[begins with v || 300] !
Class Section
- - Term:
Course Name[begins with v | «<p Lot
IClass Nbr Fetch Students P irse D

Subject: Catalog Nbr: Section: Course Name:
. Class Roster
Look Up Clear Cancel | Basic Lookup Clickto Mark
penalize Empl ID First Name Last Name Enrolled Status *Penalty Code Deseription xz,ﬂﬁsw[' Reduction Date Assigned
student ight (%)
&
Update Complaint and Notify Quit Page

10. Click “Fetch Students”

This will return a complete list
of registered students.

Select applicable students.

You can modify weight of
assessment and mark
deduction to correspond to
particular student.
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