For admitting fault based on your genuine misunderstanding of an academic integrity policy:
Dear [instructor/TA],
I am following up with you regarding the [exam or assignment in question].
I realize that [the course/UBC] has a policy in the [syllabus/Academic Calendar] stating that [copy and paste the text of the policy here]. However, my impression was that [explain what you believed the policy meant]. I [mistakenly assumed that/did not realize that] [what behaviour you believed was permitted under this policy/what behaviour you did not realize was not permitted]. Now, it is clear to me that my behaviour was contrary to [this course‘s/UBC’s] academic integrity policy. I apologize for my behaviour, and I hope you understand it was not my intent to violate this policy. [If applicable, also explain what stressors, pressures, or other circumstances influenced your decision. If you explain, make clear that you understand this is situation does not excuse your behaviour.]
I would like to schedule a meeting with you to discuss my situation. Could we meet at your office on [date] at [time specified in the instructor/TA’s office hours]?
Thank you,
[your name]

