[First Offense, grade of E or F in course template]
[Please use your department’s letterhead]

Personal and Confidential

[Date]

[Student’s Name]
[Student UKID]
[Student’s College]
[Student’s local address]

Dear [Student’s Name]:

Administrative Regulation 6.3.6.1.5 grants students the right to appeal this determination within ten days. To appeal this determination, contact the Academic Ombud (ombud@uky.edu, 859-257-3737).

The purpose of this letter is to state that it has been determined that an academic offense has been committed.  All incidents of cheating and plagiarism are taken seriously at the University of Kentucky.  The minimum penalty for a first infraction, as mandated by the Administrative Regulations, is a zero on the assignment.  Penalties for subsequent offenses, or particularly egregious acts, increase in severity.

[bookmark: _Hlk526401543]We met on [date of meeting] with [chair of department or designee] to discuss my concerns with your work.  I have determined that on [date of offense] in [course number and section], you [cheated on a quiz or exam; plagiarized in an essay; collaborated on homework that was to be done alone; falsified laboratory data; or other — please be specific].  

Though according to the Registrar this is your first offense, cases that require significant premeditation should not be treated as a minor offense.  Therefore, I decided to impose a failing grade of E in the course.

Please note:  

1. Administrative Regulation 6.3.6.1.6 prohibits students from withdrawing from a course in which an academic offense has occurred.  If a student does withdraw, the Registrar will reinstate the student.  
2. Students have the right, with some exceptions, to continue in the course.  Students appealing the penalty should continue in the course if the course does not require contact with entities outside UK.

The grade of E will appear on your transcript.

Please be aware the Registrar will retain a record of this offense, but the offense will not appear on your transcript.  A record of the offense remains in the student’s academic files and is not available to third parties without the student’s permission or when such specific records are requested as part of a court-ordered subpoena.

The minimum penalty for a subsequent offense is a grade of XE in the course.  An XE is an academic offense notation that appears on a student’s transcript.  A harsher penalty, such as suspension, dismissal, expulsion, or revocation of a degree, could be imposed.

It is the student’s responsibility to ensure that any action taken cannot be construed as an academic offense.  Students who are in doubt as to whether an action is permitted should ask the course instructor.  Instructors are eager to make their expectations clear so that both they and their students can avoid becoming entangled in accusations of academic improprieties.  

Sincerely,

[Your name]

cc  Academic Ombud
     [Chair of Department]
