
Academic Misconduct Application – User Guide 

1. Introduction 
 

The Academic Misconduct Application is an internal case‑management system used to record, 

review and manage suspected cases of academic misconduct. For any queries on this system or 

academic misconduct in general, please contact conduct@bnu.ac.uk. 

 

BNU’s Academic Integrity Policy can be found here: 

https://www.bucks.ac.uk/sites/default/files/2025-09/Academic%20Integrity%20Policy.pdf. 

2. Accessing the System 
 

Open the Academic Misconduct Portal. This can be done through BNU Apps on the BEN website, 

and log in with your BNU email address and password. There may be two stages for the login 

process. The first may look as follows: For this tab, you will need to use your short username.  

 

Partner Academics need to log in following this link: https://bucksapps.bucks.ac.uk.  
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You may then be directed to this page. This page will need your full BNU email address and 

usual password, as shown below. 

 

 
 

 

You will then be taken to the dashboard, where a case management tab should be available. If 

You do not have this tab, please contact conduct@bnu.ac.uk 

 

 
 

 

Click on the case management tab, and you will be taken to another screen where you will find 

an academic misconduct tab. 

mailto:conduct@bnu.ac.uk


 
 

 

Click on the academic misconduct tab and you will be taken to the home screen. 

3. Academics / Identifiers 
 

Before submitting the case, ensure you have collected all necessary evidence regarding the 

potential Academic Misconduct. There must be substantive evidence to support the allegation. 

The advice from one of our Academic Integrity Leads is as follows:  

 

“If you are unsure whether it is academic misconduct – I would not submit. We often 

get cases where an academic is just asking the integrity lead as to ‘what do you think?’ 

You either believe there is a strong case for academic misconduct or not.” 

 

Please contact conduct@bnu.ac.uk. For any misconduct related queries. 

 

 

1. Put the student ID in the student search tab, and select the correct academic year. If the 

wrong academic year for the student is selected, then the wrong modules will be shown. 

Click search – the student's details will appear. 
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2. Check the student details are correct and complete the learner and identifier details. 

 

 
 

 

3. Complete the partner institution tab if from a partner college. 

 

 
 

4. Tick yes or no if the learner is registered with the Disability services – if yes, tick if their 

Disability is disclosed. 

 

 

 
 

5. Put in a concern date. 

 

 

 



6. Complete the section on how the concern was identified. 

 

 

 
 

 

7. Click: SAVE CHANGES. 

 

 
 

 

8. Scroll back to the top of the page and click on the assessment details tab. 

 

 

 
 

9. Complete all sections of the assessment information section. 

 



 
 

 

10. Complete the module attendance details and notes sections. 

 

 
 

 

11. Tick if an academic misconduct viva was or was not conducted. 

 

 
 

 

12. If you selected ‘Exam’ as the Assessment type, complete the Exam Details section. 

 

 
 

 

 

 

 



13. Complete the additional context section. 

 

 
 

 

14. Click: SAVE CHANGES. 

 

 
 

 

15. Scroll back to the top of the page and click on the allegation offence tab. 

 

 
 

 

16. Tick the types of alleged misconduct – only click one type; if more than one type applies, 

then explain why in the details of allegation section. 

 

 
 

 

 

 



17. If AI tools were used, tick the appropriate boxes in the Use of Artificial Intelligence section. 

 

 
 

 

18. Complete the details of allegation section, with all aspects of the allegation. 

 

 
 

 

19. Upload the relevant evidence to the system. You will not be able to submit the form unless 

all of the associated evidence is uploaded. You cannot save this as a draft, so all evidence 

should be accessible to you to upload at the same time. 

 

 
 

 



20. Click: SAVE CHANGES. 

 

 

 

 

21. An acknowledgement email will now go to the identifier, the conduct inbox, the learner and 

the college for a local decision to be made. 

 

 

4. Local Decision 
 

The academic integrity lead will be notified that there is a case to be assessed. 

 

 
 



The academic integrity lead will then review the evidence, and click on the local decision section 

in the system. 

 

 
 

If a local decision can be reached, then click Yes, and then complete the rationale section.  

 

 

Then move on to the decision and penalty tab. 

 

 

 
 

 

 



 
 

 

Select the Decision Outcome, provide a further summary of the reasoning for the decision and 

select a penalty to apply, as well as any further additional actions necessary. 

 

 

 
 

 

 

Click: SAVE CHANGES 

 

 
 

 

 

If a local decision is made, the outcome will be sent to Registry, Conduct, the identifier and the 

learner. 

 



 
 

If a local decision cannot be made, click No, and the case will be referred to a panel, a 

notification email will be sent to the learner for a learner response, the identifier and Conduct. 

 

 

 

 



 

5. The Learner 
 

The learner will need to log in to BNU Connect using their student email address to provide their 

response. Note that Partner students will need to use their BNU email address to log in. 

A link to the application will be included in the email notification that the learner receives. 

 

 



 

After logging in to BNU Connect the learner can click on the Learner Response section. Note that 

partner students will need to use their BNU student email, not their Partner institution email. 

 

 
 

The learner can request reasonable adjustments, upload a response, and submit evidence. 

 

 
 

 
 

Click: SUBMIT 

 

 
 

The learner will have 5 days to respond. A reminder email is sent to the learner to complete this 

section. 

Once the learner has uploaded all evidence, a notification is sent to conduct and the case is put 

into the next available Academic Integrity Panel. 



6. The College 
 

Each College can access their own caseloads. 

The Academic Integrity Lead for each college can complete a local decision and see case 

progress. 

 

 
 

Click on a case to view documents. 

 

 
 

 

 

 

 

 



7. Registry 
 

Registry has a caseload section where case statuses can be viewed. 

 

 
 

Registry staff can search cases using student ID’s, they cannot modify cases as this is a read only 

section. 

 

 

 
 

There is an archived section for closed cases. 

 



 
 

You can click on a case to view the full record. 

 

 

8. Panels 
 

The Conduct team reviews documentation and runs panels from this tab. 

Once a decision is made, an outcome letter is sent to Conduct, the identifier, the learner and 

Registry. 

9. Reporting 
 

A reporting section is in development and will be announced once complete. 

 

 

 


