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XXX (name)
The University of Manchester
Oxford Road
Manchester M13 9PL
Email: conductanddiscipline@manchester.ac.uk 

Student name (ID)
School of XXX (“School”)
XXX (“Programme”)

Sent by email: XXX	 

Date

PRIVATE & CONFIDENTIAL

Dear XXX

Viva Invitation

1. Background / introduction 

On xxx (date) you submitted a piece of work for the xxx credit xxx unit (unit code xxx).  Unfortunately, during the examination of your work, concerns relating to potential academic malpractice have arisen.  The marking of your work has therefore been paused.  However, this letter being sent does not mean there is academic malpractice in the work, just that it has led us to make further enquires with you.

It is important to highlight the definition of academic malpractice in the Academic Malpractice Procedure: “Academic malpractice is any attempt (intentional or otherwise) to gain, or assist others to gain, an unfair academic advantage in academic work or research. It includes plagiarism, collusion, fabrication or falsification of results, examination malpractice, contract cheating and anything else that could result in unearned or undeserved credit for those committing it. Academic malpractice can result from a deliberate act of cheating or may be committed unintentionally. Whether intended or not, all incidents of academic malpractice will be treated seriously by the University.” 

There are various types of potential academic malpractice, and enquiries to establish whether there is or isn’t malpractice may differ according to the case at hand.  Sometimes reviewing documentary materials is enough, other times further enquiries are needed, whether this is by email or a meeting.  The Academic Malpractice Procedure allows the use of vivas usually for, though not limited to, suspected Contract Cheating.  The School have identified the need to hold a viva in your case.  

2. The viva

For the purposes of the Academic Malpractice Procedure, a viva is an oral interview focussed on your academic work, where a panel of two members of academic staff in the School will speak to you to give you the opportunity to demonstrate that you:

· Produced the work
· Undertook the reading and research yourself
· Undertook the preparatory work yourself
· Understand what you have written

The panel will want to test your knowledge around the subject and understand the background to how you produced it.  You can have your work to hand in the viva but reading directly from the work is unlikely to satisfy what the panel need to explore with you.    

Your viva has been arranged for XXX (insert link, date, time).  The viva will last no longer than 45 minutes.  The viva will be attended by XXX (insert academic / PS staff).  A recording of the meeting may be made and notes and/or outcome letter produced afterwards, which set out what was enquired about, your responses, the panel’s review of the information you provided, and a decision on whether there is or isn’t a potential case of academic malpractice.

You may attend the meeting with someone for support purposes only, not speak on your behalf or contribute to the meeting.  Guidance on the Supporter role is available here.

The outcomes to the viva are:

1. The staff conducting the viva may confirm that they accept that you wrote the work in question; no further action will be taken. The work will then be marked on its own merit, if it has not already been marked.  The viva does not contribute to the mark you receive for the work. 

OR

2. If the staff conducting the viva remain doubtful of the authorship of the work in question, or you admit that it is not your work, then the case may be referred for disciplinary action. The viva, in itself, will not result in an academic penalty being applied; a penalty can only be applied by a disciplinary panel.

3. Student support 

[bookmark: _Hlk189743512]Should you require any counselling support following receipt of this letter, you may wish to approach the University’s Mental Health Support Team.  This link includes self-help resources that may be helpful for you and external 24/7 support.  

The School has a local welfare team and you have an allocated Academic Advisor who will be familiar with the topic of academic malpractice.  The University’s Student Support pages outline a broader range of general support topics (see the following video for an overview). 

You can seek free, confidential and independent advice from the Students’ Union Advice Service. 

If you are registered with the Disability, Advisory and Support Service, and require any reasonable adjustments to the meeting, please let me know.

4. Next steps

Please email me to confirm your attendance and who if anyone will be accompanying you.  If you do not reply or attend the meeting, without good reason, then the School will reach a decision on your case based on the information it has available. 

It is important to continue to monitor your student emails prior to, and after, the viva, as the panel may ask for additional information from you e.g. background data and you will be sent the outcome by email.

Yours sincerely
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