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APPENDIX 1 

 

MODEL FORM FOR OFFICIAL REPORT 

 

Notification by the examiner of irregularity, fraud or disturbance pursuant to Articles 4.6, 4.7 
and 6.3 of the Rules and Regulations 
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LEIDEN UNIVERSITY 

OFFICIAL REPORT OF IRREGULARITY – FRAUD – DISTURBANCE  

Examination: Date and time: 

Practical: Date and time: 

Location:  

DETAILS 

NAME AND INITIALS OF EXAMINER: 

Course/Practical: 

Study programme: 

Faculty: 

NAME AND INITIALS OF STUDENT: 

Student number: 

Study programme and year: 

Faculty: 

IRREGULARITY – FRAUD – DISTURBANCE 

NOTIFICATION OF IRREGULARITIES 

DESCRIPTION 

 

 

 

 

 

TIME  

 

COMMENTS 

 

 

 

 

CONFISCATED ITEMS 

 

 

 

This form has been completed truthfully by: 

 

Examiner 
 
 

Signature Date:  

Invigilator (if 
present) 
 
 

Signature Date:  

Student 
 
 

Signature (as ‘seen’) Date:  
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APPENDIX 2 

MODEL FORM FOR NOTIFICATION OF PLAGIARISM 

 

Notification by the examiner of plagiarism or fraud pursuant to Article 6.5 of the Rules and 
Regulations 
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The completed form must be sent (by email) to the Secretary of the Board of Examiners (include 

email address). 

Please note: a student’s product must be checked for plagiarism in a plagiarism programme (Turnitin, 

Ephorus) before an assessment of any kind is given or released. 

Date  

Person submitting the 
notification 

 
 
 

Email  

Tel.  

Student(s)  
 
 
 

Student number(s)  

Year of the study 
programme 

 Bachelor’s / 
Master’s 

 

Type of examination 
assignment 

 
 
 
 

Study programme 
component 

 

Summative test o Additional requirement 
o Counts towards the final grade (accounts for … %) 

Relates to: o Fraud 
o Plagiarism 

 

Description of (suspected) fraud/plagiarism and, if applicable, the form of plagiarism (see explanation 
at the end). 

 
 
 

If plagiarism: percentage plagiarism 
according to the programme used (if 
known): 

average …..   %, suspected section …. % 

Reaction of the student(s) to being informed that suspected fraud / plagiarism has been detected. 

 
 
 

 

Method of handling 

o Notification will be submitted to the Board of Examiners  further complete A and B  
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A 

Proposal for handling by Board of Examiners (more than one option can be selected) 

o Not serious plagiarism 

o First time this has been detected for this/these student(s) 

o Student was not aware of plagiarism 

o “Clumsiness” of the student 

o Cultural difference (for a student from a country other than the Netherlands) 

o Interview reveals that this is a learning moment for the student(s) and there will be 
improvement in the future 

o Seriousness of plagiarism  

o Second time this has been detected for this/these student(s) 

o Attitude of the student(s) 

o Other; i.e. …. 
 
 
 

o Interview with the student about the (suspected) plagiarism 

o Other; i.e. …. 
 
 

 

 

 

 

 

 

If applicable, additional information that may be relevant for the Board of Examiners 

 
 
 

B 

The student has been informed of this 
notification  
 

Yes / No 

Evidential material is appended 
 

Yes / No  

If yes: this material is ….. 
 
 

 

This form has been completed fully and truthfully by: 

Signature 

City     Date 

 

Name of person submitting the notification 
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APPENDIX 3 

 

LEIDEN UNIVERSITY CODE OF CONDUCT ON PLAGIARISM 

 

Plagiarism 

On these pages, Leiden University will explain its views on plagiarism, how it is defined, and what 
consequences may be faced by students who commit this offence. Generally, plagiarism is understood as 
presenting, intentionally or otherwise, someone else’s words, thoughts, analyses, argumentations, pictures, 
techniques, computer programmes, etc., as your own work. Most students will understand that cutting and 
pasting is not allowed without mentioning the source of the material, but plagiarism has a wider meaning. 
Paraphrasing someone else’s texts, e.g. by replacing a few words by synonyms or interchanging some 
sentences is also plagiarism. Even reproducing in your own words a reasoning or analysis made by someone 
else may constitute plagiarism if you do not add any content of your own; in so doing, you create the 
impression that you have invented the argumentation yourself while this is not the case. The same still 
applies if you bring together bits of work by various authors without mentioning the sources. 

 

Quoting sources 

Plagiarism is always a violation of someone else’s intellectual property rights. Obviously, each discipline 
advances by building on the knowledge and understanding gained and published earlier. There is no 
objection at all if you refer to previous work and quote it while mentioning the source. It must, however, 
remain clear where existing knowledge ends and where you start presenting the results of your own 
thinking or research. As long as you are not capable of contributing to the discipline by adding something 
essential to what others have already found, it is misleading and therefore wrong to pretend you have 
reached that level. It is very important for both the teacher and the student to have a correct impression of 
the knowledge, understanding and skills of the latter. 

 

Internet texts 

The rules concerning plagiarism apply to all data sources, not just books; extracts from internet pages may 
not be used without mentioning the source either. Contrary to what some people may think, internet texts 
are not public property; it is equally important here that you never present someone else’s work as your 
own.  

 

Dos and don’ts 

To help you to avoid committing plagiarism or related offences, we indicate below some dos and don’ts. 

1. When copying someone else’s texts, pictures, graphs, etc., obey the rules set out by your department, 
for example, in the thesis regulations. Sometimes you have to put them between quotes, or use a clearly 
different lay-out. Always mention their author and origin, using one of the common or prescribed ways to 
indicate references. 

2. If you want to reproduce someone else’s thoughts, considerations, ideas, etc., in your own words 
without using literal quotes, make unambiguously clear who is the source of these ideas and avoid giving 
the impression they may be attributed to you  
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3. Be even more cautious when copying texts from the internet. Take Wikipedia as an example: the author 
is usually unknown, but the article may well be plagiarised, in part or in full. Avoid copying texts from 
unknown authors, even if you mention the source you used. 

4. When you partially copy texts, be careful not to change their meaning by leaving out sentences or parts 
of sentences, or by turning them around, etc. If you do not have the original version of a text and therefore 
must rely on a reproduction by someone else, make this clear as well; if it turns out the original author has 
been quoted incorrectly, it will then be clear who made the mistake. 

5. If others have contributed to your work, for instance by carrying out experiments, preparing illustrations, 
etc., you should mention this too. This does not apply to advice and comments from your supervisor, nor if 
someone proofreads your text for style, grammar and spelling errors. In some cases, relevant rules are set 
out in departmental regulations. 

6. In some cases, even citing your own work may be considered plagiarism (sometimes called 
‘autoplagiarism’). When you largely copy a paper you have produced for a prior assignment and then 
submit it again for another assignment, you deliver only one performance instead of the  

required two. This will not always be considered problematic, but you should discuss it with the lecturer 
involved. 

7. Strictly speaking, composing a thesis, for example, largely from acknowledged quotations does not result 
in plagiarism. Yet, few teachers will accept your paper if your contribution is limited to cutting and pasting 
texts. Moreover, very long quotations may violate copyrights. If work by others in its entirety is essential for 
your paper, then refer to it, possibly with a short summary of its contents, without quoting from it. 

8. If a paper or thesis was written in co-operation between several students, make clear, as far as possible, 
who authored the various parts. 

9. In principle, the same set of rules applies to copying computer programmes. Using standardised 
procedures that are common to many applications, there is no question of plagiarism; in such cases, the 
original author is often unknown. It is a different matter if you copy the underlying idea or the approach of 
a whole programme, even if it is developed somewhat differently. When comparing it to ordinary language, 
the use of words and common sentences is not plagiarism, but copying whole paragraphs or the underlying 
ideas and thoughts is. 

 

Combatting plagiarism 

Plagiarism is a form of fraud and is therefore an offence. For some time now, the University has been taking 
active steps to combat plagiarism. Computer software is often used to analyse papers and theses. If 
plagiarism is proven, the relevant Board of Examiners will, as a rule, impose penalties. Their severity will 
depend on the seriousness of the offence, and may be influenced by previous infringements. The heaviest 
penalty that may be imposed is exclusion from all examinations for one full year. This might mean that you 
would have to wait for a year for your thesis to be marked; as a consequence, you cannot graduate during 
that year. The penalty may also relate to just one or a few examinations, or may apply for a shorter period. 

 

We hope to have clarified what is considered plagiarism, and also to have made clear that the University 
considers this a serious offence which may incur severe penalties. 

 

http://media.leidenuniv.nl/legacy/Plagiarism.pdf 

http://media.leidenuniv.nl/legacy/Plagiarism.pdf
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ANNUAL REPORT OF ACADEMIC YEAR <add date> 

of the BOARD OF EXAMINERS of the degree programme(s) in: 

 

Composition of Board of Examiners 

                                                 (as of dd/mm/yyyy) 

Chair elected by the Board of Examiners: 

Member 1: 

Member 2: 

Member 3: 

Member 4: 

External member: 

Official secretary:  

Term of appointment of the members: 

 

  

 

 

 

 

 

 

 

… years 

Number of meetings of the Board of Examiners 

in 2014-15 

 

Rules and Regulations of the Board of 

Examiners  

Adopted on 

Published on  

Training followed  

Procedure on how the Board of Examiners 

appoints examiners 

 

Approach and results of quality assurance (review of activities in annual report year: 

 Tests and examinations 

 Final assignments 

Which issues call for further investigation and more specific policy?  

 

Conclusions and actions points for the subsequent academic year. Also reflect on matters 

that appear on the programme cards such as degrees awarded and BSAs issued. 

 What will the Board of Examiners tackle in the current academic year? 

 Which topics require attention in the longer term?  

 Desired training and/or support 
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Plagiarism prevention by:  

Number of cases of plagiarism detected: 

Measures taken: 

Number of decisions concerning the enforcement 

of sanctions: 

 

Other fraud 

Number of cases:  

Types of fraud: 

Measures taken: 

Number of decisions concerning the enforcement 

of sanctions: 

 

Number of complaints lodged by students with 

the Board of Examiners: 

NB please also list complaints submitted to a 

separate complaints board. 

 

Number of students who lodged an 

objection/appeal with the Examination Appeals 

Board: 

 

Number of students who were granted exemption 

from one or more examinations and/or from 

practicals and assignments. Other decisions 

concerning exemptions:  

 

 

Number of students who were granted an 

extension of the period of validity of a pass result 

for an examination: 

 

Number of students who were granted permission 

to take an examination in a way other than that 

laid down in the Course and Examination 

Regulations (OER): 

 

Number of students for whom the Board of 

Examiners:  

a. verified that evidence had been supplied of an 

adequate command of the Dutch language, and  

b. granted exemption from this entry 

requirement: 

 

Number of students provided with a statement 

showing the number of examinations passed (= 

students who dropped out of the programme and 

do not receive a degree certificate): 

 

Number of students who were granted permission 

to follow an individual curriculum compiled by 

the student him/herself: 

 

 

This annual report of the Board of Examiners was: 

Drawn up by:  

 

Discussed by the Board of Examiners on: 

 

Adopted by the Board of Examiners on: 

The official secretary of the Board of Examiners 

.. 

 

.. 
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APPENDIX 5 

 

Action Points of the Board of Examiners 
   

    
Action point/Task Completed?* Documented Further explanation 

  

* if ‘no’, please explain in the 
column ‘further explanation’ 

 
  

Examiners       

Examiner(s) appointed for each component of the degree programme yes/no 
 

  

List of examiners recorded in writing yes/no 
 

  

Students informed of examiners yes/no 
 

  

Quality of the final papers       

Documented procedure for second examiner of BA final paper  yes/no 
 

  

Documented procedure for second examiner of MA final paper yes/no /not applicable 
 

  

Assessment criteria for BA final paper documented and 
communicated yes/no 

 
  

Assessment criteria for MA final paper documented and 
communicated yes/no /not applicable 

 
  

Assessment form for BA final paper documented and communicated  yes/no 
 

  

Assessment form for MA final paper documented and communicated  yes/no /not applicable 
 

  

Procedure to check that the assessment form has been completed 
correctly when establishing whether the student has met the 
requirements for the degree yes/no 
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Random evaluation of the assessment of the BA final papers by the 
Board of Examiners  yes/no 

 
  

Random evaluation of the assessment of the MA final papers by the 
Board of Examiners yes/no /not applicable 

 
  

Quality of examinations       

Quality requirements for examinations communicated yes/no 
 

  

Answer form/model introduced yes/no 
 

  

Assessment of assignments and model answers for a number of BA 
examinations  yes/no 

 
  

Further investigation of the quality of the assessment of a course on 
the basis of achieved results (grades, number of fails, and so on), for 
instance in the event of complaints from students or a great divergence 
in results (positive or negative)  yes/no 

 
  

Answer or assessment form to help examiners establish assessment 
criteria  yes/no 

 
  

Examiners helped one or more colleagues when establishing 
examination and assessment criteria  yes/no 

 
  

Registration and archiving       

Agreements on the retention of students’ written examination papers yes/no 
 

  

Agreements on the retention of digital copies of final papers and 
assessment forms  yes/no 

 
  

Written record of decisions made by the Board of Examiners in the 
form of a decision list  yes/no 
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Agreements on recording decisions made by a member of the Board 
of Examiners mandated to take such decisions yes/no 

 
  

Annual report of the Board of Examiners to the Faculty Board yes/no     

 


