JOINING INSTRUCTIONS

RAF JUNIOR OFFICERS’ COMMAND COURSE 

AIM

1. The aim of the RAF Junior Officers’ Command Course (JOCC) is to enhance the command and staff competencies required by Junior Officers to fulfil their roles in station and staff appointments.  Within this context, competencies are defined as a combination of skills, knowledge and attitudes.

COURSE CONTENT

2. The JOCC is undertaken at the Joint Services Command and Staff College (JSCSC) at Watchfield in Wiltshire.  The emphasis of JOCC is on Defence Studies, Air Power, Command, Leadership and Management, Communication Skills and Media Relations.  The Course is conducted through a combination of formal lectures, syndicate room discussions (SRDs), tutorials and private study.  Defence Studies lectures and SRDs are delivered by resident staff from King’s College, London.  Invited subject specialists deliver other lectures.
3. The JOCC is designed for a maximum of 40 students in syndicates of 8.  To develop confidence and the ability to speak effectively you will be required to participate in presentations, interviews, briefings and discussion both in syndicates and in larger groups.  You will complete 3 major exercises, 2 interviews, an appraisal narrative and a desktop brief.  A limited amount of time is allocated within the working day for these exercises.  Out-of-hours work will be necessary to prepare your analytical presentation, defence SRD lead, desktop brief and leadership case study, together with your syndicate presentation on a nominated air campaign.

PRE-COURSE PREPARATION

4. AP 3000.  Before your arrival, you must obtain and read AP3000 - Air Power Doctrine (3rd Edition).  It is essential reading and a knowledge of its contents will be assumed, and importantly tested, on day one of the Course.  
5. Effective Reading.  You are encouraged to work through the “Effective Reading Techniques for Speed Reading and Comprehension” handout, enclosed with these Joining Instructions.  The reading techniques demonstrated are intended to assist your learning processes and form part of the Staff Skills package that you will receive during the Course.  Two of the reading exercises use articles that are pertinent to the Defence Studies SRD on the first day of the Course; you must read these articles in advance of the SRD.

6. Public Speaking.  During the Course, you will be required to give a talk of 2 minutes duration, on any subject you wish, on the first day and an analytical presentation of 10 minutes duration at the beginning of week 2 of the Course.  Additionally, some students will be required to prepare and lead a Defence Studies SRD during the first week.  It is therefore important that your 2-minute talk is prepared in advance of the Course start date. 


7. Analysis.  The ability to apply analytical techniques is an important element of the Course.   A lecture on analytical techniques is delivered in syndicate in week 1 in preparation for the delivery of the analytical presentation in week 2.  The title of your 10-minute analytical presentation should be in the form of a question (eg “Are UAVs the future of the RAF?”, “Should the RAF be operating the UK’s attack helicopters?”, “Does the Admin(Sec) branch have a future following JPA?”).   We highly recommend that you complete a good deal of the research for your 10-minute analytical presentation prior to arriving, including the sourcing of relevant pictures and/or video clips.  We do not, however, recommend that you bring a finalised presentation, as students invariably end up having to completely reorganise their presentation when they have a better understanding of the analytical techniques taught and standards expected by the directing staff.

8. Plagiarism.   The JSCSC has a Plagiarism, Cheating, Collusion and Fraud (PCCF) policy embodied in a College Standard Operating Procedure (SOP), and this is included as Enclosure 1 to these instructions.   The SOP includes a number of requirements placed on all courses within the College, including the JOCC.  Please take time to read and understand the PCCF policy before signing the attached declaration certificate, included as Enclosure 2 to these instructions, confirming that you have read and understood the SOP.  The completed certificate should be handed to your assigned syndicate tutor during your first day on JOCC.
COURSE ADMINISTRATION
9. Travel Arrangements   The JSCSC is part of the Defence Academy of the United Kingdom, situated near the villages of Shrivenham and Watchfield, some 8 miles north east of Swindon, off the main A420 Swindon to Oxford trunk road.  The JSCSC web page http://www.da.mod.uk/JSCSC has links showing directions to the Defence Academy and a general plan of the JSCSC building.  The nearest railhead is Swindon.  The bus service from Swindon to the Defence Academy is infrequent and onward travel by Taxi is recommended (cost approx £13).

10. Documentation.  The finalised course programme, nominal roll and a College plan will be available for you in reception on your arrival at the JSCSC.

11. Accommodation.  Your accommodation will be booked on your behalf by the JOCC Admin Staff and will be available to you on the day prior to the start of the course.  

12. Meals.  Dinner will be served in the mess from 1830 to 1930 hrs on the day prior to the start of the course.  Details of other meal times are published on the Officers’ Mess notice boards and are contained in the Welcome Booklet in your accommodation.

13. Course Assembly.  You are to assemble by the reception desk in the College Forum by no later than 0805 hrs on the first Monday of the JOCC, dressed in No 2 uniform (long sleeved shirt and tie) for the course photograph
 and introduction to the college WO. Those who intend travelling to Shrivenham on the first morning of the course are advised to allow sufficient time so that they can be in the college building circa 0750 hrs; this will allow sufficient time to collect and read an individually addressed course Welcome Pack which includes, inter alia, a car pass and building proximity card which permits access to the building and also controls messing activities.
14. Dress.   Normal daily working dress for students and staff is No2 Dress.  A long-sleeved shirt and tie should be worn for the Course photograph.  Civilian dress should meet the normal Officers’ Mess convention.  Further information on dress can be obtained by contacting Course administration staff. 
15. Publications.  You will be issued with all necessary publications on arrival at the JOCC.  The JSCSC library has an extensive range of material, which may be used to illustrate your analytical and air campaign presentations.

16. Welcome Drinks.  SO1 JOCC and the JOCC DS invite you to welcome drinks at 1730 hrs on the first evening of the Course.  The dress will be normal working dress (No 2 Uniform for RAF students).
17. Security.  Identity cards (F1250 or national equivalent) will be required.  Presentations on the JOCC are not normally classified higher than RESTRICTED.  You should discuss any proposed use of classified or caveated material with the JOCC staff in advance to avoid disappointment and unnecessary effort. 

18. Parking.  Car parking spaces at JSCSC are limited, and all JOCC students are required to park their vehicles in the Northern Car Park.  You will be issued with a car pass which limits you to park in the Northern Car Park only; the Eastern and Western Car Parks are not to be used by JOCC students.  In the past, double parking and parking in non-designated parking areas has affected normal traffic flows and blocked emergency routes.  Security personnel regularly check the car parking areas, and sanctions will be imposed on those who fail to park their vehicles in the allocated areas.  You may temporarily park outside the Officers’ Mess main entrance to unload your luggage, but your vehicle must be moved to the Northern Car Park as soon as possible.
19. Laptop Computer.   You will be issued with a laptop computer for your use whilst on the course.  The laptop can either be used in the Syndicate Rooms or in your accommodation, whilst connected to the College LAN. .  The laptop PCs use the same operating system as the Desktop PCs, ie Windows XP Professional and Microsoft Office 2000.  Normally, your e-mail address will be your first initial and full surname followed by jscsc@jdefenceacademy.mod.uk, (eg  jbloggs.jscsc@defenceacademy.mod.uk).  Please note this account will not be activated until the first day of the course.  

20. Energy Saving Measures.   There is a need to reduce energy costs within JSCSC, and all personnel at the College should (as a matter of routine) be practicing good housekeeping.  You are requested to ensure that all Syndicate Room computers and printers are turned off each evening and that Lecture Theatre and Syndicate Room lights are extinguished when not required.  
21. Stationery.  The RAF Division budget does not make provision for the issue of stationery and computer consumables to students and only limited stocks are held in the Admin Office.  Students are therefore advised to bring the following items of stationery: pens (including a highlighter), pencil, notebook, index cards.  All lectures material is made available to you at the end of the Course.  We recommend that you bring blank CDs or a memory stick should you wish to copy the lecture material for future reference.  

22. Insurance.  You are strongly advised to have adequate insurance to cover loss or damage to personal belongings or equipment issued on loan whilst at the JSCSC.  In respect of loaned laptop computers, it is recommended that students take out personal insurance cover, to a maximum value of £3000, to protect against loss or damage other than for fair wear and tear.

23. Sports Activities.  Those students who wish to participate in outdoor running activities etc are advised that they will be required to wear high-visibility vests.  These items are not provided by the JSCSC, however, they may be purchased from the ‘Stop Gap’ shop located in the accommodation wing. 

Enclosures:

1.
JSCSC Policy on Plagiarism,Cheating, Collusion and Fraud (SOP T10).
2.
PCCF Declaration Certificate for the JOCC.
SOP T10
JSCSC POLICY ON PLAGIARISM,CHEATING, COLLUSION AND FRAUD

PART 1 – COLLEGE POLICY

GENERAL

1. The JSCSC and its academic partners place considerable emphasis on their joint and separate reputations and insist upon the highest standards of integrity.  They encourage wide-ranging research, collaborative learning and teamwork and welcome altruistic assistance rendered by one student to another.

2. It is important that all those involved understand that the following types of behaviour are unacceptable.

PLAGIARISM
3. Plagiarism is the presentation of another person's thoughts, opinions, ideas or words as though they were your own.  Plagiarism is forbidden and may result in administrative or disciplinary action.  Direct quotations from published or unpublished works of others (including lecture handouts) must always be correctly attributed in accordance with current conventions
.  Correct attribution of your work is part of your education at the JSCSC and constitutes good academic practice.  The following practices, if not attributed, are prohibited:

· Copying word for word directly from a text or other source.

· Paraphrasing another’s words or ideas.

· Using text from the Internet.

· Using diagrams produced by others.

· Copying from the notes, essays and Formal Exercises of a fellow student, from the current or previous courses.

· Self-plagiarism, by submitting the same piece of work (or a significant part thereof) twice.

COLLUSION

4. The JSCSC places a premium on students learning from each other in a co-operative environment, through activities such as group presentations and preparations for debates.  However, collusion is not permitted and the following activities are prohibited:

· Secret or illegal co-operation in order to cheat or deceive.

· Preparing a piece of work with others, then claiming it to be your own.

· Allowing someone to copy your work, which they then present as being their own.

CHEATING
5. Cheating is the use or attempted use of unauthorised assistance that seeks to deceive or does not comply with specified rules.  The following practices are prohibited:

· Copying coursework from another student.

· Communicating with any other student in an examination.

· Copying from any other student(s) in an examination.

· Bringing any unauthorised material or device into the examination room.

· Use of any unauthorised material or device during an examination.

· Obtaining and using an unauthorised copy of an examination paper or exercise.

· Impersonation.

· Plagiarism and collusion.

FRAUD

6. Fraud is deliberate, wilful deception.  The following are prohibited.

· The purchase of specially created submissions or solutions.

· The fabrication or invention of either text or data.

· The unauthorised alteration of work during the marking or appeal process.

· The unauthorised resubmission of work previously prepared for and used in another context.

FACILITATING DISHONESTY

7. Facilitating misconduct in others by assisting them, directly or indirectly, to commit any of the offences listed above is also misconduct and is prohibited.

SUMMARY

8. Plagiarism, cheating, collusion, fraud (PCCF) and facilitating dishonesty by others are serious offences that reflect directly on the integrity of the individual or individuals concerned.  Allegations will result in investigation and, if proven, formal action being taken by the chain of command and/or the academic partner.

9. Students will be asked to sign a statement saying that they understand what is unacceptable.  The Division will retain the signed statement on the student file.  Students will also be required to sign a separate declaration when submitting each piece of work.  If students are in any doubt about what is or is not permissible, they should consult their DSD
 or DS.

PART 2 – PREVENTION AND SUPPORT
Why Do Students Plagiarise, CHEAT, COLLUDE OR COMMIT FRAUD?
10.
In order to provide an effective support and prevention strategy, it is important to understand why some students seek to gain an unfair academic advantage.  The following list offers a variety of reasons; it is not exhaustive:

a.   Lack of clarity as to what is required.

b.   Poor personal English skills.

c.   Different national cultures – regarding what is, and what is not, acceptable.

d.   A misplaced sense of efficiency – by using the ideas of others to problem solve.

e.   A lack of knowledge or a simple misunderstanding of the rules – students do not know how to cite correctly and/or how to research effectively (poor English can exacerbate this).

f.      
Poor time management and planning skills.

g.   Fear of failure – the pressure of work is so great that cheating is perceived as the only way out.

h.   The benefits of cheating outweigh the chances (and consequences) of being caught.

GUIDANCE FOR COURSE DIRECTORS
11.
College PCCF Policy aims to cultivate a climate that discourages misconduct whilst promoting correct academic procedures, creativity and independence of thought.  Students must be taught that creative and independent thought is not difficult to achieve.  We are not asking for a completely new perspective on a given topic; a small incremental step will suffice.  Developing this attitude early during a course should promote confidence whilst encouraging students to shun dishonesty.  Consistency of approach across the College is fundamental to the success of this policy – Course Directors are to follow the guidance in the following paragraphs.

12. Course Joining Instructions.  Course joining instructions are to draw students’ attention to College PCCF Policy, and to the seriousness with which academic misconduct is viewed.
13. English Language Skills.  Poor English language skills have been a cause of difficulty in the past.  With the English language entry standard for international students set at IELTS 7.0
 (from ACSC 10) this problem should start to recede.  Where English language difficulties persist, Course Directors should (on a case-by-case basis) seek funding for English language training (the Defence Academy Language Centre offers one-on-one tutorial sessions and 2-hour group lessons).

14. Induction Training.  The induction package for all courses is to include:

a. College PCCF Policy.  DS and academic partners are encouraged to discuss College PCCF Policy at the start of each course in order to emphasise the importance attached to it and to promote a clearer understanding of what comprises PCCF.  A J7 sponsored PowerPoint presentation, illustrating the JSCSC PCCF Policy, is available at: S:\COS\J7(Trg)\1 Policy\1.1 Training Policy.

b. Advice on Citing Sources.  Detailed academic advice can be found within the JSCSC Essay Writing Guide.

c. Interactive PCCF Game.  Students are to be directed to use the simple PowerPoint based teach-yourself PCCF game, at S:\   [to follow].

d. Detection.  Students should be reminded that DS/DSD are trained to detect PCCF.

e. Sanctions for Non-Compliance.  Students are to be briefed on the penalties for non-compliance.

15. Written Statements.  Students are to sign a general statement following Induction, confirming that they understand PCCF Policy.

’I certify that I have read and understood the JSCSC Statement on plagiarism, cheating, collusion and fraud.’

They are also required to confirm their authorship of each formally assessed submission by signing the following statement on the cover sheet of every exercise:

‘I confirm that this is all my own work’.

16. PCT.  In order to provide for the particular needs of international ACSC students, PCT is to provide additional guidance on research techniques, time management and essay writing.
17. Deterrence and Detection.  Course Directors are to employ a blend of strategies for the deterrence and detection of PCCF – to include the change of exercise conditions, topic or exam question, the use of telltales, a Boolean Internet Search and/or the use of turnitin.com:

a. Telltales.  Subtle changes to questions and settings should be made when they are frequently used.  Students who copy from previous submissions are unlikely to pick up the changes and their dishonesty should be easy to detect.

b. Boolean Internet Search.  Should suspicion be raised that a string of words in a piece of work may have been plagiarised, an Internet search engine can be used to identify the potential source.  The ‘Advanced Search’ feature of such a search engine (www.altavista.com is a good example) should be accessed and the suspect words, surrounded by quotation marks, entered in the box marked ‘Boolean Search’.  It may be necessary to try more than one suspect phrase before the source is found.

c. Turnitin.  The JSCSC is licensed to access www.turnitin.org, an online plagiarism detection service.  Submitting papers to the Turnitin process will reveal any online or electronically stored source.

18. Support Measures.  Early detection of problems and appropriate support may prevent problems downstream – Course Directors should put a range of support measures in place to assist those students who have difficulty with referencing (which are likely to include coaching, one-to-one instruction and specific exercises).

19. Exercise Authors.  For each assignment it should be made clear (in the Purple) what is expected of the student.  Detailed Guidance for Writing Team Leaders is at Annex A.

SEEKING HELP
20. The academic rules surrounding PCCF are not particularly easy to understand – students should not therefore feel embarrassed about seeking help (in the first instance from their DS or DSD).

PART 3 – DETECTION

21.
Plagiarism detection may be achieved through 2 complementary mechanisms:

a. Mechanical, using anti-plagiarism software.

b. Human, in the form of the person(s) marking student work.

MECHANICAL
21. The JSCSC currently makes use of the turnitin.com anti-plagiarism software.  This has proved to be an effective means of detecting plagiarism, particularly from Internet sources and previously submitted
 work.

22. Course Directors should employ detection software in one of the following ways:

a.
100% Sampling of All Exercises.  Subject all electronic exercise submissions to 100% software check; particularly major submissions (for example, the ACSC Defence Research Paper), which should be considered mandatory.  Course Directors will need to balance the staff resource implications (typically 100 papers per day per administrator) when considering this option.

b.
100% Sampling of One or More Exercises.  Students should be informed that one or more exercise submissions will be subject to 100% check.  Course Directors and/or Writing Team Leaders should ensure that different exercises are checked each year.

c.
Reactive Sampling.  The third method of employing the software is reactive; where a piece of work that the markers judge to be suspect is run through the detection software.  

23. Student Use of turnitin.com.  There have been requests from some students to make use of turnitin so that they can avoid inadvertent plagiarism.  While this is laudable, it is not practical, and cannot be encouraged or permitted (since subsequent checks would return a result of 100% plagiarism against the earlier, independent submission – thus masking other plagiarised sources).  Students need to be reassured that they will not be accused of plagiarism if they follow the correct referencing and attributing conventions.

HUMAN
24. Detection frequently results from an individual marker’s familiarity with the plagiarised material, marked changes in the quality, tone or style of the submission, or differences in the quality of the written English, for example:

a.
Language Skills.  Use of language that appears to be beyond the capabilities of the student.  Typically (but not exclusively) associated with International students, the DS/DSD marker needs to be familiar with the standard of the student’s spoken and/or written work.

b. Variations in Quality.  Many plagiarised pieces contain a mixture of polished prose and sentences/paragraphs that are of notably lower quality.

c. Variations of Tone and Style.  Where plagiarism from several sources has occurred, this is often a common ‘tell-tale’.

d. Fake References.  Students may insert fake references to conceal their plagiarism – familiarity with the literature associated with the subject will counter to this.

25. Whilst these aids to detection are well known within academia, it is useful to hold occasional workshops to ensure that new DS are familiar with the requisite techniques.  The most important consideration is to ensure that all those involved in marking are cognisant of what constitutes plagiarism so that there is a consistent approach.
PART 4 – RESOLUTION

26. A flow chart depicting the courses of administrative action to be taken in the event of suspected PCCF is at Annex B.

27. Once suspected, DS and the academic partner are to investigate all cases to determine the degree of the alleged offence.  If there is a case to answer, students are to be reported to the student’s DD, DSD (QA) (or equivalent for academic partners other than KCL), Course Director and the DAS (or equivalent for academic partners other than KCL), prior to formal interview.  Based on the evidence, the student’s DD and DSD(QA) are to determine the extent of any offence and, as a consequence, the appropriate level of censure.  Major offences are to be referred to the Course Director.  The severity of any administrative action taken will depend upon the nature of the plagiarism and the student’s history in this context.

28. Sanctions available (see notes 5 and 6 to Annex B) range from mandatory formal interview to expulsion from the course.  Only in exceptional circumstances will permission being granted to resubmit the exercise.  In all cases, the personal record of the individual will be annotated accordingly.  In the case of an MA student, the academic provider’s PCCF procedures are invoked (to cease if the student voluntarily withdraws from the MA programme).

29. Where poor referencing, rather than deliberate misconduct, is discovered, the marks awarded for the submission are to be adjusted, the student de-briefed and additional support and/or tuition provided.
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GUIDANCE TO WRITING TEAM LEADERS
1. For each assignment it should be made clear (in the Purple or equivalent) what is expected of the student.  Some assignments will be based on coursework and in some attribution may not be required.  Furthermore collaboration may be permitted/encouraged in certain activities.  Clear guidelines on the assessment criteria must be given.

2. Courses that use the same assessment methods, demand work on the same topics and set the same questions year-on-year should anticipate cheating.  In designing the assessment regime, staff should consider the following:

a. Rewrite/modify the assessment task each time the course is taught.  This is the industry standard for deterring dishonesty.  Subtle changes to questions and slight modifications to the required student output may be feasible (rather than wholesale changes to course stages, which is unlikely to warrant the additional resources required).

b. Produce training objectives/enabling objectives that require analysis, evaluation and synthesis rather than those requiring knowledge and understanding; assessments should, logically, test these skills.

c. Intermediate checks should be made when the task requires individual study over an extended period.  These checks are not additional assessments; they may be informal, but should ensure that the student’s work is seen regularly.  Early identification of sloppy and/or dishonest work can prevent bigger problems downstream.  The check may be as simple as asking to see a bibliography or an outline of the work.
d. Link course work and exams and make that link known to the students.

e. Regular reviews of students' work should be conducted to check both the quantity and quality of the assessment process.
3. These strategies have varying resource implications and are not necessary or practical for all exercises/assessed activities.  However, at least one should be in use for each assessed activity.

4. Whilst a range of assessment techniques should be employed, thought should be given to ensuring that some part of the course should be assessed under examination conditions.

ANNEX B TO
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COURSES OF ACTION FLOW DIAGRAM



1 Marks in respect of academic work should be adjusted by DSD unless the lead lies with the military DS.

2 If an MA student, the academic provider’s plagiarism, collusion, cheating and fraud procedures are invoked (procedures to cease if the student voluntarily withdraws from the MA programme).

3 Or equivalent, for academic partners other than KCL.

4 Confidential case file raised by investigating officer.

5 In judging extent of the offence, the DD and QA(A) must consider the unique circumstances of each case, including the background, language skills and culture of the student concerned, together with the degree of suspected plagiarism, cheating, collusion or fraud.  As a benchmark, minor plagiarism usually encompasses such action as incorrect acknowledgement of an author’s work or the use of small amounts of material from another’s without formal acknowledgement; major plagiarism encompasses such action as the reproduction of large amounts of other people’s work, the importing of previous solutions, solutions completed other than by the student, undue collusion and collaboration with other students or personnel.

6 Suggested courses of administrative action include:

· DD’s formal interview (mandatory).

· Record of interview placed on personal file (mandatory).

· Resubmission of work with or without grading.

· Warning that reoccurrence will be reported to the Course Director for action.

7 Suggested courses of administrative action include:

· Course Director’s formal interview (may be delegated to DD level by exception*).

· Record of interview placed on personal file (mandatory).

· Resubmission of work with or without grading.

· Completion of course without award of psc(j) (or other JSCSC qualification).

· Letter of displeasure to be sent to Embassy (in case of International students).

· EOC report to reflect plagiarism offence (may be waived by exception*).

· Warning that recurrence will be reported to Commandant for action.

· Expulsion from course.

* Reason for exception to be recorded on personal file.
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I certify that I have read and understood the JSCSC statement on plagiarism, cheating, collusion and fraud as contained in JSCSC SOP T10.

Signature: ………………………………….

Name:  ……………………………………..

(Upper Case)

Service No:  ……………………………….

Date:  ………………………………………

This declaration certificate is to be completed and passed to your assigned syndicate tutor on the first day of the course.

or
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� If the course photograph is planned for a different day then it is that day on which a long sleeved shirt and tie should be worn.


� Detailed advice can be found within the JSCSC Essay Writing Guide.


� DSD is used throughout to refer to the member of staff of the academic partner for the course.  Where this is not the term employed, the appropriate term should be substituted.


� A good user.  Has operational command of the language, though with occasional inaccuracies, inappropriacies and misunderstandings in some situations.  Generally handles complex language well and understands detailed reasoning.


� It is necessary to keep the software situation under review.  For all its benefits, turnitin is labour intensive, demanding considerable administrative support to process material.  The academic community in the United States has recently become greatly exercised by the problem of plagiarism and, given disquiet about the problem in the UK, it is not inconceivable that more anti-plagiarism programmes will come on to the market in the near future.  Those offering capabilities similar to turnitin should be studied to see whether or not they are an improvement and/or less labour-intensive.  A more labour-intensive system offering relatively marginal improvements over turnitin would not be beneficial.
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