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Student Conduct Database: How to Report an Incident 

 

 

 

  

 
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. 
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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. 

 
      

 

To review classification of offences, click here. 
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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.  

      

 

You do not need to enter  

Time of Incident or Location of Incident 

Anything entered in “Complaint 
Resolution” is not included in 
notification email (private). 
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6. Look Up Default Penalty 
Code 

 
 
 
 
 
 
 
 
 
 
To review penalties, click here. 

 
      

 

 

For difference between mark penalty and grade deduction, 
refer to FAQ.  
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7. Assessment Weight 
 
If you are assigning a mark 
penalty or resubmission, enter 
the weight of the assessment 
as percentage in the course. 

• Example: test weighted 
at 25% will be “25”. 

 
8. Mark Reduction 
 
Enter the degree of mark 
reduction. 
 
Example 1: 

• Zero grade on an 
assignment is full mark 
penalty 

•  100% mark reduction: 
• Enter “100” 

 
Example 2: 

• 10 point mark deduction 
on a test scored out of 
50 is a partial mark 
penalty 

• 20% mark deduction: 
• Enter “20” 

 
 

 
 

      

 

If the penalty is resubmission with no 
mark deduction, enter the weight of the 

assessment (i.e. 10% assignment) and 
enter “0” for mark deduction. 
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9. Look up course 
 
 
 
 
 
 
 
• Enter course code 
• Click “Look Up” 
• Select course & enter to 

return to main screen 
 
 
 
 
 
 
 
 
 
 
 

 
 

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. 
 

      

 

 




