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Student Disciplinary Procedure
1. Introduction 
Cardiff Metropolitan University is committed to providing high quality programmes and services for students, staff and the general public. It has in place a variety of mechanisms to ensure all stakeholders can enjoy the facilities it offers within a safe and harmonious environment and that all have the opportunity to participate fully in the development and improvement of the provision. The Student Disciplinary Procedure (SDP) is one of these mechanisms. 
Good working relationships between students and the University are an essential ingredient for success of the academic and residential community. The need for disciplinary action should be rare and the University will always consider the need for giving advice and guidance to improve discipline and behaviour. The SDP is not only designed to act as a disincentive to inappropriate behaviour, but also to provide an incentive for improvement by discussion and positive action where behaviour falls short of required standards. 
At all stages of the SDP the student has the right to present their case in either English or Welsh, as long as prior notice of the preferred language is given (see para 10 below).

Purpose
The SDP is designed to provide a clearly formulated, effective and impartial process for dealing with non-academic problems of student discipline and behaviour. Its purpose is to ensure that, in taking disciplinary action against a student, Cardiff Metropolitan University acts fairly and consistently.
Disciplinary action may be taken if a student engages in activities or inappropriate behaviour on or off campus (including via social media), that are likely to disrupt, damage or otherwise adversely affect the normal functioning and/or reputation of Cardiff Metropolitan University and its academic or residential community, hereinafter referred to as ‘misconduct’.
The following constitutes a non-exhaustive list of the types of misbehaviour or misconduct that the University’s Student Code of Conduct is intended to cover (see also Appendix 1): 
· Behaviour that constitutes a criminal offence;
· Sexual misconduct;
· Possession or misuse of prohibited substances or weapons;
· Antisocial behaviour;
· Violent, indecent, disorderly, threatening, inappropriate, offensive behaviour or language (including via social media);
· Fraud, deceit, deception or dishonesty in relation to Cardiff Metropolitan University or its staff or in connection with holding any office in the University or in relation to being a student of the University;
· Action likely to cause harm or impair the health, safety, and well-being of any student, member of staff or other employee of Cardiff Metropolitan University or any authorised visitor to the University;
· Verbal abuse, bullying or any form of harassment, intimidation, victimisation or discrimination of any student, member of staff or authorised visitor to the University;
· Causing a health or safety concern;
· Damage to, defacement of, or abuse of Cardiff Metropolitan University property or the property of other members of the University community caused intentionally or recklessly and misappropriation of such property;
· Misuse or unauthorised use of Cardiff Metropolitan University premises or items of property, including misuse of computers or other electronic devices to transmit, receive, view or display offensive, defamatory, discriminatory, obscene or otherwise illegal material or to introduce any virus, worm or other harmful or nuisance programme or file into any IT facility;
· Failure to disclose a name and other relevant details to an employee of Cardiff Metropolitan University in circumstances when it is reasonable to require that such information is given;
· Failure to comply with a legitimate instruction of an employee of Cardiff Metropolitan University in circumstances when it is reasonable to require that instruction to be given;
· Failure to comply with a previously imposed penalty (sanction) under this Code; 
· Behaviour that has damaged or was likely to damage the reputation of the University.
Academic Misconduct is regulated under the Academic Handbook and not the SDP.

Application
The SDP applies to every enrolled student of Cardiff Metropolitan University.
The SDP, however, does not cover:
· Academic misconduct;
· Matters where the Students’ Union Disciplinary Procedure specifically applies;
· Matters where the Halls of Residence Disciplinary Procedure specifically applies, unless referred on from that procedure;
· Students enrolled on franchised programmes with partner institutions;
· Staff disciplinary issues;
· Freedom of Information and Environmental Information Regulations, where separate procedures apply. 
Once an applicant is enrolled at the University as a student, and the University has grounds to believe that a place was obtained on the basis of fraudulent, false, incorrect or misleading information then the student may be dealt with under this procedure or referred under the Policy on the Use of Fraudulent, False, Incorrect or Misleading Information to Gain Admission to the University.  
The SDP will apply where a student has been arrested for a criminal offence prior to enrolling at Cardiff Metropolitan University, but the result of any criminal investigation and/or criminal trial is not handed down until after they enrol as a student.
Where there may be doubt or areas of conflict with other disciplinary procedures, the Registry Operations Manager (Complaints and Conduct) (or nominee), in consultation with the Director of Registry Services, will determine the most appropriate procedure (see para 4).

Policy Ownership
Under the Articles of Government, the President and Vice-Chancellor is ultimately responsible for the maintenance of student discipline and for the suspension and permanent exclusion of students on disciplinary grounds or other causes. The President and Vice-Chancellor will normally delegate these powers to a nominee of the Vice-Chancellor, normally a member if the University’s Executive Group, either generally or in respect of a particular case, who will have responsibility for reviewing, monitoring and reporting on the implementation of the Procedure.
The day to day responsibility for the delivery and management of the SDP is the responsibility of the Registry Operations Manager (Complaints and Conduct), (denoted as the ‘Complaints Manager (or nominee)’ throughout this document), who is also the point of contact for advice on disciplinary procedural matters at all stages.

Office of Independent Adjudicator (OIA) and the Good Practice Framework
The framework for this SDP is based upon the OIA’s Good Practice Framework for handling complains and academic appeals that sets out the core principles and operational good practice for Higher Education Providers in England and Wales. The core principles are: accessibility; clarity; proportionality; timeliness; fairness; independence; confidentiality; and improving the student experience. 
The OIA has implemented a specific section of the good practice framework for “Disciplinary procedures (October 2018)”.
In following the OIA’s Good Practice Framework this SDP ensures the common law principles of ‘natural justice’ are applied. In disciplinary procedures, this means that: 
· Students understand any allegation made against them;
· The student and the person bringing the allegation have a fair opportunity to present their case and to hear and respond to what the other has said;
· Students are given reasonable notice of any hearing and are given in advance copies of all information to be considered by the decision maker;
· The burden and standard of proof are clearly explained;
· Decision makers are free from bias or any reasonable perception of bias;
· Reasons are given for decisions reached and any penalty (Sanction) imposed;
· A right of appeal is included at each stage;
· The investigation and any appeal is carried out as quickly as possible. Consistent with fairness.

Student Support
A student against whom an allegation of misconduct has been made or who is involved in a disciplinary investigation will be encouraged to seek advice from the Students’ Union and where relevant, Student Services.
If a student appears unable to engage effectively with the SDP an Investigating Officer, Dean of School (or nominee) and/or the Complaints Manager (or nominee) may suggest that the SDP be held in abeyance until the student has had opportunity to access appropriate support.
The University has duties under the Equalities Act 2010 to make reasonable adjustments for disabled students. If a student maintains that the behaviour giving rise to the ‘alleged misconduct’ is related to their disability, the University will consider whether to proceed with action under the SDP, or to refer the student for direct support from Student Services under the Fitness to Study Procedure.
For students with a disability under the Equalities Act 2010, support in navigating University procedures is specifically available from the Student Services department. Advice and representation are also available from the Students’ Union for any student subject to the SDP. The Complaints Manager (or nominee) can also provide assistance and information on the SDP.
In some cases, where there is evidence that the student’s ability to engage with the correct procedure is impaired, it may be reasonable for the University to make adjustments to this procedure to remove any disadvantage which the student may otherwise encounter. In such cases, these adjustments will be confirmed in writing.
If information or correspondence is required in an alternative format, students should email complaints@cardiffmet.ac.uk. 
Links with Other Procedures
In matters of allegations of Safeguarding (Child Protection or Protection of Vulnerable Adults), the Cardiff Metropolitan University policies on those subjects take precedence.
Students on professional courses may be subject to the University’s Fitness to Practise Procedure as well as/ instead of the SDP.
Allegations of bullying or harassment, or of discriminatory behaviour, will generally be investigated under the SDP. The definitions included in the University’s Harassment and Bullying procedure (staff) will be used and referred to in all cases of harassment and bullying to ensure consistency of definitions within the University’s community. This includes definitions of harassment, discrimination, and bullying.
The following principles will however apply to all allegations of harassment, discrimination and bullying:
· The recipient’s perception of the behaviour in question is of considerable importance;
· Behaviour does not have to be directed against a person or be intended for it to amount to harassment.
 A student’s conduct may be both academic and non-academic misconduct. A student may therefore be subject to the Academic Misconduct Procedure, and the SDP.
Where the student behaviour is to be considered under numerous procedures, the student will be informed by the Complaints Manager (or nominee) how the different procedures will be followed and in what order.
Confidentiality
In all disciplinary proceedings privacy and confidentiality will be maintained within Cardiff Metropolitan University, subject to exceptions contained within the General Data Protection Regulation and Data Protection Act 2018, Freedom of Information Act 2000 or where a criminal offence is alleged to have been committed. Third parties will be kept informed of the outcomes of the proceedings, as long as this does not contravene the Data Protection Act 2018.
Any person(s) against whom an allegation is made will be informed of the allegation and will be informed of the identity of the person making the allegation. 
If allegations are made about unidentified persons, for example as part of a group, and there is no evidence identifying the individuals, then it will not be possible to pursue the case further. However, where a defined group is identified as being involved (e.g. tenants of a house), but it is not possible to identify the individuals concerned, a letter may be issued to the members of the group, warning of potential disciplinary action, should individuals be identified.
The person making the allegation must be prepared to be interviewed by an Investigating Officer, and/or give a signed dated statement and to give evidence at a disciplinary appeal panel hearing, if required (provision of evidence by video link from a separate room will be considered in appropriate cases). The statement will be made available to the subject of the allegation. In appropriate cases, an Investigating Officer of the same gender, ethnicity or other protected characteristic will be appointed, where possible.
All witnesses must be prepared to be interviewed by an Investigating Officer, and/or give a signed dated statement and give evidence at a disciplinary appeal hearing, if required. The statement will be made available to the subject of the allegation.
If a witness is not prepared to give a signed statement or is not prepared for the statement to be shared with the subject of the allegation, they cannot be forced to do so. However, in those circumstances, that witness testimony cannot subsequently be used in the investigation.
No student will be penalised by reason of having been the subject of a disciplinary investigation, unless and until the allegations are proven. Only staff who need to know the details of the allegations and sanctions will be informed of the investigation and outcome.
At all stages of the SDP, any decisions that are reached will be communicated to the subject(s) of the allegation.
Where allegations are proved, the sanction will be both proportionate to the behaviour and will be one of the sanctions available under the SDP. The sanction will be communicated in writing to the student and relevant members of staff. 
Cardiff Metropolitan University reserves the right not to investigate or take action on anonymous disciplinary complaints or those raised on behalf of an anonymous third party. Any complaints that are also perceived by the University to be vexatious in nature will not be taken forward.
If any party is under the age of 18, subject to legal restrictions in force at the time, Cardiff Metropolitan University will notify the parent(s)/guardian(s) in writing and keep them informed of the progress of the case. The University will allow them to act on behalf of that student, provided the student agrees to this in writing.

Non-Engagement
If a student accused of a disciplinary issue declines to participate in the process or fails to respond to the first attempt to make contact, two further attempts will be made in one or all of the following ways : by email sent to the University email address, by personal email address listed on the Student System, and by telephone. It is the student’s responsibility alone to ensure that their most up to date contact details have been made known to Cardiff Metropolitan University.
In each case, the accused student will be advised that failure to respond will lead to the investigation continuing on the basis of the evidence available and may lead to disciplinary sanction being imposed, without their input. 

Welsh Language Standards
The University supports the principles of the Welsh Language (Wales) Measure 2011 and has adopted the principle of treating the English and Welsh language equally.
The University is fully committed to meeting the Welsh language standards set under the powers provided in the Welsh Language (Wales) Measure 2011 and to ensuring that the Welsh language has equal status.
In line with those standards, and taking account most allegations of ‘misconduct’ are received by the University through the University’s Complaints Policy and procedure the following principles apply:
This policy and procedure is available in Welsh.
Individuals can submit allegations of misconduct and correspondence in Welsh.
Where any allegation is made in Welsh any written response to that allegation will be provided in Welsh.
Where any person wishes for the investigation to be carried out in Welsh, any correspondence (including formal trigger letter) will be provided in Welsh. 

Where any formal meetings are required under the SDP the student will be offered the opportunity to use the Welsh language at the meeting.
A translation service from Welsh to English will be provided for any formal meetings that are requested through the medium of Welsh, with a simultaneous translation service from Welsh to English where meetings are conducted in the medium of Welsh.
When the University informs an individual of a decision and/or an outcome that has been reached, this will be made available in Welsh where an individual:
i. brought the allegation in Welsh; 
ii. asked for a formal meeting to be conducted in Welsh;
iii. asked to use the Welsh language at a meeting about the allegation.
Any individual who is involved in translation services, will treat any completed complaint form, correspondence, discussions and meetings that they are involved in, in strict confidence.

Timescales 
Allegations of misconduct should be reported promptly, confirmed in writing, and should include the identity of the person(s) against whom the allegations is/are made and potential witnesses, where possible, the nature of the misconduct, the time and location of the alleged offence and the details of any action already taken.
A student will be notified that they are subject to the SDP as soon as possible after the event giving rise to the allegation.
The timescales laid down in the SDP may need to be extended in certain circumstances, for example when a case is particularly complex, or where witnesses or the Investigating Officer are unavailable. Where this need arises, the University will inform all parties in writing.
Cardiff Metropolitan University reserves the right not to consider any misconduct allegation that is submitted more than three months after the event, unless there are exceptional circumstances, and to set a final deadline at any stage.
All persons involved in the formal stages should have access to any relevant written materials at least 5 working days before any interview or hearing. This right can be waived by any party, by giving notice in writing. 
A student who is made subject to the SDP will normally be notified of an outcome within 60 days of the allegation being made known to the student. The University will hear any appeal within 30 days of the student making the appeal.
Reasonable Adjustments
If an individual has a chronic health condition or disability under the Equalities Act 2010, they can request reasonable adjustments under the SDP. Where appropriate, advice will be sought from Student Services and evidence of these conditions and/or the requirement for reasonable adjustments may be requested.  
Mitigating Circumstances
If at any stage an individual involved in disciplinary procedures reports to the Investigating Officer and/or the Complaints Manager (or nominee) that they have been impacted by any unforeseen mitigating circumstances, then an adjournment of the investigation in order to obtain evidence is permitted as long as adequate arrangements for the health and safety of all concerned have been taken into account. Further consultation will be had with Student Services as to whether the Fitness to Study Policy and Procedure is more appropriate for the student than investigation under the SDP.
Suspension Pending Disciplinary Investigation
The President & Vice-Chancellor or their nominee may suspend a student from attendance at Cardiff Metropolitan University for a specified period of time pending investigation, or pending a decision on investigation, in the following circumstances:
· Where allegations of serious breaches of discipline have been made; or
· Where there is a risk that the student may interfere with witnesses; or
· Where the student is deemed to pose a risk to the health, safety or welfare of themselves or others.
Such a suspension should only be instituted in exceptional circumstances and will normally be reviewed on a fortnightly basis. Where a student is under police investigation or an investigation by another statutory or external body, it may be appropriate to extend this review to their next relevant bail review or sentencing date, a time where there is a change in their material circumstances or when new evidence comes to light. 
A student who is suspended may be prohibited from entering Cardiff Metropolitan University’s premises and from participating in the University’s activities, although exceptions can be allowed, such as taking examinations, and arrangements for continued learning should be made where possible. A student may also be asked to leave their Halls Accommodation. This will however be subject to the student’s legal rights as a tenant. Where appropriate, a student may be asked by the Students’ Union not to engage in extra-curricular activities (i.e. sports and societies) facilitated by the Students’ Union.
The Student Wellbeing Team (Student Services) should be consulted prior to the suspension of any student to ensure any reasonable adjustments that may be required are in place.
The terms of the suspension should be notified to the student in writing and may include a requirement that no contact is made with a named person(s). 
If an allegation is subsequently dismissed so that no disciplinary action is taken, then Cardiff Metropolitan University will ensure, as far as possible, that the student has not been disadvantaged in any way by the suspension.
Where a student under suspension is deemed to be in a state of health that is perceived to pose a threat to themselves or others, may affect the welfare of students or staff, or disrupt the learning and teaching process, Cardiff Metropolitan University reserves the right to refer the student for medical or occupational health assessment before any recommencement of studies can be considered.
Action Plan
Where a student is not suspended they may be asked by the Dean of School (or nominee) to agree an Action Plan containing a list of precautionary actions that would need to be complied with by the student to allow them to continue to remain as part of the University community.
The following constitutes a non-exhaustive list of examples of precautionary actions that could be included in an Action Plan:
· ensuring adherence to conditions to stay away from, and/or not to contact a particular student or group of students (including via social media);
· imposing conditions/restrictions requiring a student to move accommodation;
· restriction from IT or other University services;
· requiring a student attend a meeting or meetings with an appointed member of staff (including Student Services) or external agency. 
If a student fails to adhere to an agreed action plan, this may lead to further action being taken under the SDP.
An action plan may also be used as an agreement between a group of students to manage behaviour(s) towards each other e.g. students will agree to not make contact with each other, directly or indirectly (including social media). A breach by either party to the Action Plan may result in further formal action being taken under the SDP. This type of action plan is a neutral act and is not a disciplinary sanction. However, a breach by either party may result in further action being taken under the Student Disciplinary Procedure.
An Action Plan including conditions can also be imposed as a sanction at the formal stages of the SDP (see para 16.2).
Possible Outcomes and Sanctions
The outcome of the investigation will be one of the following:
· Case dismissed, as there is insufficient evidence to substantiate the allegation.
· The matter to be resolved in another way, for example through counselling, advice, apology or a compromise agreement (action plan under informal resolution).
· The allegation is not upheld.
· The allegation is partially upheld, and an appropriate type of sanction [see Para 15.2 below] will apply.
· Where the allegation is upheld, an appropriate type of sanction [see Para 15.2 below] will apply.
If the allegation is upheld or partially upheld, the person investigating the alleged offence can recommend one or more of the following sanctions (in increasing order of severity) as deemed appropriate to the gravity of the offence, the context of the misconduct, the means and personal circumstances of the student and whether the allegation is a first or repeated offence:
 First written warning
 Final written warning
 Reparation payment for quantifiable costs incurred
 Financial Penalty
 Action Plan
 Temporary Exclusion
 Permanent Exclusion
In cases of exclusion, the University reserves the right to award/not award any credits gained by the student, based on the individual circumstances of each case.
The outcome of any disciplinary investigation (or appeal panel hearing) will be determined on the balance of probability, i.e. that something is more likely than not to have happened, after considering all the evidence. The burden of proof, i.e. the responsibility, is on the University to determine whether the alleged misconduct is more likely to have taken place than not. Any appeal will review whether the decision reached at the previous stage was a reasonable outcome in the circumstances.
At the end of each stage the student will be informed of the outcome through an Investigating Officer’s Report and/or an outcome letter. Any sanction to be applied must be agreed by a Dean of School (or nominee), and agreed by a Level 2 member of the University’s Executive Group, (with the exception of the University Secretary). The Investigating Officer’s Report will include details of the alleged misconduct, a summary of the evidence received, the grounds for the finding of innocence or culpability, the penalty or sanction imposed if relevant, and any factors taken into account in determining the sanction. The terms and timeframe of any penalty or sanction will also be notified to the student. Information on an appeal and further support will also be included. Third Parties will also be advised of the conclusion of the investigation.
Written warnings remain on the student’s file for a specified period of time, normally between 12 months and the remainder of a student’s studies, and usually state the consequences if the offence is repeated.
Reparation payments and/or financial penalties must be quantifiable, should normally be supported by receipts, must pay due regard to the means of the student and may allow time for the payment to be made or to be discharged in instalments.
An Action Plan may include a number of preventative measures, and /or precautionary actions to address any identified risks of keeping the student as part of the learning community.
If the recommendation involves temporary or permanent exclusion, then verification must be sought from the nominee of the Vice Chancellor, normally a member of the University's Executive Group.
At any stage in the SDP Cardiff Metropolitan University reserves the right to take appropriate action to recover from the student any losses that it has incurred as a result of the student’s actions.
A student has the right of appeal at the conclusion of the formal stage of the SDP and against any form of recommended sanction.
If any allegations are found to be frivolous, vexatious or motivated by malice, Cardiff Metropolitan University reserves the right not to proceed with the disciplinary process and, if appropriate, take action against the person who made the allegations, where appropriate.
Procedure
An allegation of student misconduct may be received from: a complaint under the University Complaints Policy and Procedure; by a recommendation of the Dean of School (or nominee); or by a formalised report (in writing) from any member of staff, student, or member of the public.
A student accused of misconduct will be informed of the allegation(s) against them in writing. 
If the SDP was initiated following a complaint from another student under the University Complaints Policy and Procedure, the complainant will be informed when the investigation has been completed and an outcome sent. The complainant will also be notified of any subsequent appeal, and final outcome. The University will take external guidance into account when sharing outcomes with complainants, for example guidance on sharing data in harassment cases.
Help and support will be made available to students who bring forward a complaint or report of alleged ‘misconduct’ by another student. Students can contact the Students’ Union for independent and impartial advice on submitting an allegation. Support is also available from the University’s Student Services. Advice will be provided to a complainant on the options available to them when the allegation involves a potential criminal offence.
The Investigating Officer will be a senior member of the University who is independent from the student and matter complained of. 
Training is provided to Investigating Officers through the Complaints Manager (or nominee) and individual support is available to Investigating Officers in relation to the SDP throughout any investigation.
All potential witnesses will be contacted to determine whether they are prepared to be interviewed and provide a signed statement, unless the subject of the allegation admits the allegation in full, in which case the Investigating Officer may move directly to consider appropriate sanctions.
All parties, including witnesses, have the right to be accompanied by a support person (e.g. friend, family member, officer of the Students’ Union or a professional union). The role of this person is to support the student and they will not be able to speak for or represent the student unless it has been agreed in advance as a reasonable adjustment due to a disability. The name and status of the support person must be provided to the University at least two working days before the meeting.
Legal representation at a disciplinary meeting would only be appropriate in exceptional circumstances and must be agreed in advance by both parties. If a student’s chosen support person has legal qualifications, they must notify the University of their name and status at two working days before the meeting.
If any party is considering legal action, Cardiff Metropolitan University reserves the right to take necessary steps to ensure that its legal position is fully protected. 
The nature and gravity of the alleged misconduct will be used to determine whether an informal resolution can be used for the matter. 
Stages
0. Informal Resolution
Depending on the context and seriousness of the allegation, prior to deciding whether a Formal Investigation is required, a Dean of School (or nominee) may call a student to a meeting to discuss ongoing poor behaviour, or an allegation of misconduct and, if appropriate, provide advice about standards required in the future. 
· If it is decided that no further action is necessary, the student will be informed that at this stage no further disciplinary action under the SDP will be taken. The Dean of School (or nominee) may also use the meeting to check on the student’s welfare, and/or to sign post the support services that are available to them. A note of the discussion and any agreements made must be placed on the student’s case file for future reference, but does not represent a disciplinary sanction. The student will however be notified that if a further disciplinary matter is upheld against the student, for a similar misconduct then the student can expect to receive a more severe sanction having previously been afforded an informal resolution.
· The Dean of School (or nominee) may decide that further action is necessary through a formal investigation following the meeting with the student. The student will be informed of this decision, and its rationale, in writing.
If the Investigating Officer does not consider it necessary to invoke any sanctions, they must discuss the matter with the student and, if appropriate, provide advice about standards required in the future. The student will be informed that at this stage no further disciplinary action under the SDP will be taken. A note of the discussion and any agreements made must be placed on the student’s case file for future reference, but does not represent a disciplinary sanction. The student will however be notified as part of the discussion that if a further disciplinary matter is upheld against the student, for similar misconduct then the student can expect to receive a more severe sanction having previously been afforded an informal resolution.
The SDP is intended to address misconduct by students rather than to resolve disputes between individuals. Mediation is open as a tool to attempt to fix relationships, but all parties must agree to the mediation process being attempted. An Action Plan may be used to manage the behaviour(s) of a group of students towards each other e.g. students will agree not to make contact with each other, directly or indirectly (including social media). An action plan in this context is a neutral act, and not a disciplinary sanction. However, a breach by either party to the Action Plan may result in further formal action being taken under the SDP. 
Formal Investigation
Where a student’s misconduct is repeated or is considered to breach the SDP or Student Code of Conduct, the relevant Dean of School/ Head of Unit (or nominee) should be informed. The Dean of School/ Head of Unit (or nominee) will be responsible for arranging the investigation of the allegation(s) of misconduct, drawing on advice from the Complaints Manager (or nominee), including appointing an Investigating Officer, who will make a written record of the investigation and its outcomes normally within 30 working days of the alleged misconduct being reported to them.
A meeting will normally be arranged with an Investigating Officer to provide an opportunity for the student to answer the allegation(s) and to make representations on their behalf. A note taker will normally also be present. 
If the student admits the misconduct or there is sufficient evidence to conclude that the student acted in the manner alleged on the balance of probability, then the Investigating Officer will recommend the sanction to be imposed, if any.
Where a sanction is recommended, the Investigating Officer will lodge the report with the Complaints Manager (or nominee) who will then discuss the recommendations and seek the agreement of the Dean of School / Head of Unit (or nominee). Any sanction imposed must also be agreed by a Level 2 member of the University's Executive Group, (with the exception of the University Secretary). Once agreement has been reached on an appropriate sanction, this will be confirmed to the student in writing.
The Investigating Officer’s Report and/or outcome letter sent to the student will give a clear explanation of, and setting out the reasons for, each decision and any sanction. Further information will be provided on the student’s right to appeal, and where/how to access further support from the Students’ Union and/or Student Services.
Appeal Stage
The accused student has a right of appeal against any sanction imposed. The appeal must be lodged in writing with the Complaints Manager (or nominee)  within 30 working days of the notification of the outcome of the investigation being sent.
The appeal letter must provide grounds for appeal and appeals will only be accepted on the following grounds: 
· that there has been a procedural error in the constitution and/or conduct of the Procedure; 
· that new evidence is available, which the student could not reasonably have been expected to produce during the Formal Investigation; 
· that the penalty imposed could reasonably be seen as excessive.
Where these criteria are not met, the case will be closed and the student will be informed of the reasons in writing. Once the case is closed, the Student will be issued with a Completion of Procedures letter, which will allow the University’s decision to be reviewed by the OIAHE. The time limit for taking a complaint to the OIA is 12 months from the date of the Completion of Procedures (COP) Letter.
Where an appeal on the stated grounds is received within the time limit and accepted for consideration, the Complaints Manager (or nominee) will arrange a disciplinary appeal panel hearing under this Appeal Stage of procedure.
Student Disciplinary Appeal Panel
The Student Disciplinary Appeal Panel will normally have three members and be constituted as follows:
· One member of the University’s Executive Group (UEG) (or nominee), who will chair the Committee;
· One student member nominated by the Students’ Union, who does not have any prior knowledge of the case or any association with the student(s) concerned;
· One member of Academic Board experienced in disciplinary matters.
The Terms of Reference of the Panel are as follows:
· to establish, as far as possible, the facts of the case;
· to consider the report(s) of the Investigating Officer(s) at earlier Stages of the SDP where available;
· to receive any new evidence in line with the grounds of appeal;
· to determine, on the balance of probabilities, whether or not the grounds of appeal are substantiated and whether this has a material impact on the consideration and outcome of the case;
· to decide what action should be taken, including whether the outcome of the formal stage should be overturned, and what appropriate sanctions should be applied, if applicable.
The Panel will normally meet no more than 30 days after receiving notification from the student that they wish to appeal.
As in the earlier stages of the Procedure, the student has the right to be accompanied by a support person (e.g. friend, family member, officer of the Students’ Union or a professional union). The role of this person is to support the student and they will not be able to speak for or represent the student unless it has been agreed in advance as a reasonable adjustment due to a disability. The name and status of the support person must be provided to the University at least two working days before the meeting.

Legal representation at an appeal disciplinary hearing would only be appropriate in exceptional circumstances and must be agreed in advance by both parties. If a student’s chosen support person has legal qualifications, they must notify the University of their name and status at least two working days before the meeting.

If any party is considering legal action, Cardiff Metropolitan University reserves the right to take necessary steps to ensure that its legal position is fully protected.
 
If the student is not available for the chosen date, then the student must notify the Complaints Manager (or nominee) as soon as possible in order that a suitable alternative date can be arranged.
If a student fails to attend without good reason on the first occasion, provided all reasonable steps have been taken to contact the student (which may include student and personal email, telephone), the hearing may not proceed on that day if the Chair is satisfied that it is fair and reasonable to do so. The hearing will be adjourned and a new date set if it is not considered fair and reasonable to proceed on that day. 
If a student fails to attend on a second occasion, and all reasonable steps have been taken to contact the student (which may include student and personal email, telephone), then the Panel may, at its discretion:
· conduct the hearing in the absence of the student;
· adjourn the hearing to a later date.
N.B. It is the student’s responsibility alone to ensure that their current contact details have been made known to Cardiff Metropolitan University.
Not less than 10 working days before the hearing, the Complaints Manager (or nominee) will inform the student, in writing, of the following:
· the date, time and place of the hearing;
· the membership of the Panel and the procedure to be adopted;
· who will be presenting the case on behalf of Cardiff Metropolitan University;
· the evidence that been collated during the Formal Investigation stage, including full details of the allegation(s) and written statements in support of the allegation(s);
· the right of the student(s) to submit details of any mitigating circumstances;
· the right of the student(s) to be accompanied at the hearing (in line with paras 19.2.4 – 19.2.6 above).
When all available evidence has been considered, the panel will retire to consider its decision. The student will be informed of the outcome of the hearing in writing within 5 working days of the date of the hearing.
Where a sanction other than permanent or temporary exclusion is imposed, this will conclude the internal disciplinary procedure and a Completion of Procedures letter will be issued to the student by the Complaints Manager (or nominee), advising of the right to take the matter to the Office of the Independent Adjudicator. The time limit for taking a complaint to the OIA is 12 months from the date of the Completion of Procedures (COP) Letter.
A further appeal will be available to the student where a sanction of permanent / temporary exclusion is imposed.

Appeal to Vice Chancellor (Permanent / Temporary Exclusions Only) 
Where a sanction of permanent or temporary exclusion is imposed at any of the previous stages, the student may appeal to the President and Vice Chancellor. The appeal must be lodged in writing with the Complaints Manager (or nominee) within 30 days of the notification of the outcome of the Investigation / Appeal hearing being sent. The appeal letter must provide grounds for appeal and appeals will only be accepted on the following grounds:
· that there has been a procedural error in the conduct of the SDP;
· that new evidence is available, which the student could not reasonably have been expected to produce at the original hearing;
· that the penalty imposed could reasonably be seen as excessive.
If the appeal meets the stipulated grounds, the appeal shall be considered by the President and Vice Chancellor. The President and Vice Chancellor will conduct a review of the reasonableness of the original outcome and/or sanction as appropriate.
The Vice Chancellor may seek further information from the student, the Investigating Officer, and/or Appeal Panel.
The President and Vice Chancellor may confirm, vary or rescind the decision of the Investigating Officer and/or Appeal Panel, substituting any alternative sanction available under the SDP or no sanction at all, as appropriate, or refer the matter back to the Appeal Panel for re-hearing. A note of the decision and reason(s) for it, will be passed by the President and Vice Chancellor to the Complaints Manager (or nominee), to send onto the student.
The decision of the President and Vice Chancellor shall be final and shall be notified to the student within a period of 30 days of the student making the appeal. If the appeal is successful, Cardiff Metropolitan University will ensure, so far as is possible, that the student has not been disadvantaged by any disciplinary action. This will conclude the internal SDP and a Completion of Procedures letter will be issued to the student by the Complaints and Conduct Manager, advising of the right to take the matter to the Office of the Independent Adjudicator. The time limit for taking a complaint to the OIA is 12 months from the date of the Completion of Procedures (COP) Letter.

Misconduct that is also a Criminal Offence
Any incident that affects Cardiff Metropolitan University’s members, property or reputation or that may amount to the commission of a criminal offence may be reported to the police by Cardiff Metropolitan University, depending on the individual circumstances of each case.
Conduct that might constitute a criminal offence may also be dealt with as misconduct under the SDP if that conduct took place on Cardiff Metropolitan University premises and/or affected other members of the University and/or damaged or was likely to damage the reputation of the University.
The following clauses apply where the alleged misconduct would also constitute an offence under criminal law, if proved in a court of law:
· where the offence under the criminal law is considered by Cardiff Metropolitan University to be insufficiently serious, action under the SDP may continue, but such action may be deferred pending any police investigation or prosecution;
· in the case of all other offences under the criminal law, a letter instituting disciplinary proceedings will be sent, which will also explain that the internal proceedings will be deferred (other than investigatory suspension pursuant to Para 14 of the SDP) until the matter has been reported to the police and either prosecuted or a decision not to prosecute has been taken, at which time the President & Vice- Chancellor (or nominee) may decide whether disciplinary action under the SDP may be taken / continue;
· where a  student has been sentenced by a criminal court and a Formal Investigation is continued under the SDP based on the same facts, the court’s penalty shall be taken into consideration in determining the findings and any sanction by Cardiff Metropolitan University under the SDP.
Help and support will be provided to students who are subject to criminal investigation or court proceedings.
If a student discloses to a staff member that they are subject to criminal investigation or court proceedings, the staff member should take a note of that disclosure. They should record details of any initial allegation and what they told the student. Staff should be mindful that this note may be required as part of the criminal process, as well as any further investigation under the SDP. The staff member should seek further advice from the Complaints Manager (or nominee).

Monitoring and Review
The SDP will be reviewed at the end of each academic year. This is the responsibility of the Registry Operations Manager (Complaints and Conduct) (Registry Services). 
Monitoring of the process is undertaken by:
· maintaining a complete tracking system and record of each disciplinary case;
· feeding back details of actions and outcomes to relevant Schools and Units;
· ensuring all staff responsible for dealing with cases of student discipline are aware of the SDP and receive training;
· establishing a rigorous and effective system of dealing with any proven culpability or risks to prevent the same situation happening again.



Appendix 1
Student Code of Conduct
1. All students are expected to observe Cardiff Metropolitan University regulations, policies and procedures including, but not restricted to, those relating to financial requirements, health and safety, the use of IT and other facilities. Academic regulations and procedures are found within the University’s Academic Handbook. Other policies and procedures are available via the University’s Policy Hub.
2. The following constitutes a non-exhaustive list of the types of misbehaviour or misconduct that this Code is intended to cover, wherever this occurs (although, alleged criminal offences must be reported to the police immediately):
· Behaviour that constitutes a criminal offence.
· Possession or misuse of prohibited substances or weapons
· Violent, indecent, disorderly, threatening or offensive behaviour or language
· Fraud, deceit, deception or dishonesty in relation to Cardiff Metropolitan University or its staff or in connection with holding any office in the University or in relation to being a student of the University.
· Action likely to cause or impair the health, safety, and well-being of any student, member of staff or other employee of Cardiff Metropolitan University or any authorised visitor to the University.
· Verbal abuse, bullying or any form of harassment, intimidation, victimisation or discrimination of any student, member of staff or authorised visitor to the University
· Damage to, or defacement of, Cardiff Metropolitan University property or the property of other members of the University community caused intentionally or recklessly and misappropriation of such property. Misuse or unauthorised use of Cardiff Metropolitan University premises or items of property, including misuse of computers or other electronic devices to transmit, receive, view or display offensive, defamatory, discriminatory, obscene or otherwise illegal material or to introduce any virus, worm or other harmful or nuisance programme or file into any IT facility.
· Failure to disclose a name and other relevant details to an employee of Cardiff Metropolitan University in circumstances when it is reasonable to require that such information is given.
· Failure to comply with a previously imposed penalty under this Code.
· Behaviour that has damaged or was likely to damage the reputation of the University.

Academic Misconduct is regulated under the Academic Handbook and not the Student Disciplinary Procedure.

Appendix 2
Risk Action Panels

1. Purpose
The Student Disciplinary Procedure is designed to provide a clearly formulated, effective and impartial process for dealing with non-academic problems of student discipline and behaviour. Its purpose is to ensure that, in taking disciplinary action against a student, Cardiff Metropolitan University acts fairly and consistently.
The purpose of this Appendix is to outline to all members of the University community how Risk Action Panels (RAPs) will operate as a way of linking in to the Student Disciplinary Procedure.
Only the most relevant sections of the Student Disciplinary Procedure are cited in this Appendix. Further sections may however still be relevant and can be found within the Academic Handbook.

Application
The Student Disciplinary Procedure and this procedure applies to every enrolled student of Cardiff Metropolitan University. 

Risk Action Panels
A Risk Action Panel may be convened when the University is informed, or becomes aware that:

a student has disclosed that during the course of their studies, they have been arrested for a criminal offence, received a criminal caution, charge or conviction;
a student has disclosed that during the course of their studies that they have been the victim of a serious criminal offence, and the alleged perpetrator is a student of the University;
a student has been arrested and /or is being investigated by the police or statutory authorities on suspicion of having committed a criminal offence;
an investigation is about to commence;
a concern has been raised during an investigation into alleged misconduct under the Student Disciplinary Procedure that the student poses a risk to themselves or others;
any other circumstance where the actions of a student could cause a risk to the wellbeing of the University community or reputational damage to the institution.

Role of the Risk Action Panel
The role of the Risk Action Panel is to make recommendations and decisions in the context of exercising the University’s legal duty of care to each specific student, the Reporting Person [staff, student, or public] other members of the University community, and for protecting the University’s reputation. 
In exercising its function, it is not the role of the Risk Action Panel to investigate or determine whether an alleged incident has occurred as reported. The role of the Risk Action Panel is to identify and assess risks arising from an alleged incident on the basis of the allegation reported to the University. 
The Risk Action Panel will evaluate the circumstances as presented, identify particular risks, and agree a series of actions (if any) to mitigate or remove the risks.
Following assessment of the risks associated with an allegation the functions of the panel is to make initial determination on the following matters:
i. Ensuring the reporting and responding student has access to welfare support (finance or wellbeing) from Student Services and /or external support;
ii. What contact should be made with the responding student about the allegation;
iii. What (if any) preventative measures should be put in place regarding the student [paragraph 9];
iv. Whether a recommendation should be made for the student to be suspended under the Student Disciplinary Procedure [paragraph 8];
v. What considerations are there for accommodation of an alleged perpetrator or victim;
vi. What members of the University’s Executive Group should be informed about the matter;
vii. Ensuring the Marketing, Communications and Student Recruitment Team are informed of any matter that could potentially impact the reputation of the University.

Membership
The membership of a Risk Action Panel may comprise the following (or their nominees):
i. The Dean and /or Deputy Dean of School
ii. Registry Operations Manager (Complaints and Conduct) [Chair]
iii. Head of Student Wellbeing
iv. Reporting Person [if a member of staff]
v. Accommodation Manager
vi. Head of University Security
vii. Representative from Marketing, Communications and Student Recruitment
viii. Senior Registry Officer (Complaints and Appeals) [Secretary]

The Chair, in consultation with the Director of Registry Services, will confirm which staff are required to form a Risk Action Panel, depending on the nature of the case.
If it becomes apparent that a matter potentially involves either Prevent, or Safeguarding [Under 18 or Protection of Vulnerable Adults] considerations, then the Head of Compliance will also be invited to attend a Risk Action Panel.
The Chair may ask any other member of staff with specific expertise or particular knowledge of a student to attend a meeting, if it is deemed necessary.
The Responding Student will not normally be required to meet the Risk Action Panel. However, there may be circumstances where the Risk Action Panel considers this necessary.

Assessing Risks
In assessing risk and determining what actions / it will give as to what actions should be followed, the Risk Action Panel must consider the following factors:
i. The type of alleged misconduct; 
ii. The circumstances of the incident;
iii. The circumstances of the individuals involved;
iv. The views of the police, statutory services, probation service etc.

Misconduct
Paragraph 2.2 of the Student Disciplinary Procedure provides that disciplinary action may be taken if a student engages in activities or inappropriate behaviour on or off campus that are likely to disrupt, damage or otherwise adversely affect the normal functioning and /or reputation of Cardiff Metropolitan University and its academic or residential community, hereinafter referred to as ‘misconduct’.
Paragraph 2.3 provides a non-exhaustive list of the types of behaviour or misconduct that the Student code of conduct and Student Disciplinary Procedure is intended to cover.
It may be the case that as part of, or following a meeting of the Risk Action Panel, a recommendation is made by the Dean of School [or nominee] to instigate action under the Student Disciplinary Procedure. Alternatively, a recommendation to pursue another policy or procedure may be made.
The failure of a responding student to adhere to the decision of a Risk Action Panel, including any imposed measure of precautionary action will result in more severe precautionary action, and /or the matter being taken forward under Student Disciplinary Procedure.

Meeting
A meeting of the Risk Action Panel should normally be held within two working days of the University being informed of a matter under paragraph 3.1 (above).
Any report should be made immediately by a member of staff to the Registry Operations Manager (Complaints and Conduct), who will as Chair then convene a meeting of the Risk Action Panel. 
If considered appropriate under paragraph 4 [above] the Chair will write to the Responding Student with an outcome of the meeting, including any precautionary action.
If the actions of the Responding Student have affected another student or staff member, the Chair will also inform them of any precautionary action taken, should that be deemed necessary. 
Any considerations and final decisions of the Risk Action Panel shall be recorded by the Secretary to the Panel.

Precautionary Action
Any precautionary action imposed on a student by a Risk Action Panel must be both reasonable and proportionate. Such action is not a sanction but a neutral act to allow the University to apply its policy and procedures. 
The following constitutes a non-exhaustive list of examples of precautionary actions in respect of a Responding Student.
i. Enquiring adherence to conditions to stay away from, and /or not to contact a particular student or group of students (including via social media);
ii. Imposing conditions / restrictions / Action Plan requiring a student to move accommodation; 
iii. Restriction from IT or other University services, or particular areas of University campus; 
iv. Recommending temporary suspension from studies; this may be 
v. interpreted as temporary suspension from all University campus and its services, including residential accommodation;
vi. Recommending temporary suspension from a placement;
vii. Requiring a student attend a meeting or meetings with an appointed member of staff or external agency.
Any precautionary action (above) approved by a Risk Action Panel will be detailed in a letter that will be sent to the Responding Student as an outcome of the Risk Action Panel Meeting. 
A time period for review of any decision / precautionary action may be agreed by the Review Action Panel, taking the circumstances of the case into account. 
The Risk Action Panel will consider the impact or potential impact on the reporting / responding student or staff member of any measures taken as precautionary action, and support arrangements that need to be put in place. 
The Risk Action Panel will also consider any measures that need to be put in place to protect the investigation. 

Suspension
Under para 14 of the Student Disciplinary Procedure, the Vice Chancellor or their nominee may suspend a student from attendance at Cardiff Metropolitan University for a specified period of time pending investigation. The circumstances specified for imposing suspension incudes (but not limited to):
i. Where allegations of serious breaches of discipline have been made; 
or
ii. Where the student is deemed to pose a risk to the health, safety or welfare of themselves for others.
The full terms of the suspension should be notified to the student in writing to the student. A student who is suspended is generally prohibited from entering Cardiff Metropolitan University’s premises and from participating in the University’s activities, although exceptions can be allowed. 
Where a student under suspension is deemed to be in a state of health that is perceived to pose a threat to themselves or others, may affect the welfare of students or staff or disrupt the learning and teaching process, Cardiff Metropolitan University reserves the right to refer the student for medical or occupational health assessment before any recommencement of studies can be considered. This includes a Covid19 test.
If no action is subsequently taken under the Student Disciplinary Procedure, the University will ensure so far as possible that the Responding Student has not been disadvantaged by the suspension (paragraph 13.5 of the Student Disciplinary Procedure).

Review
The Responding Student may request a review of any measures imposed by the Panel as precautionary action. A request must be sent in writing to the Complaints Manager (or nominee) (complaints@cardiffmet.ac.uk), within five working days of notification of the outcome. 
The request for review will be considered within five working days of receipt of the request by Registry Services.
The Review Panel will comprise the following members:
i. A member of the University’s Executive Group (or nominee)
ii. Director of Registry Services
The Secretary of the Risk Action Panel will also assist the Review Panel but will not be involved in the actual decision.
In the event of disagreement between the Review Panel, the Member of the University’s Executive Group will have the deciding vote.
The Review Panel may request further information from the Reporting Party and /or Responding Student, and /or from the Risk Action Panel who made the original decision on precautionary action. 
In making a determination on the request for a review by the Responding Student, the Review Panel, may make the following decision:
i. Uphold the original decision of the Risk Action Panel;
ii. Replace the original decision of the Risk Action Panel, with their own decision.



Appendix 3
Tuition Fee Fraud Policy and Procedure
1. Purpose

1.1. Cardiff Metropolitan University is committed to minimising the University’s risks in relation to money laundering and has a zero tolerance approach to such practices, as set out in the University’s Anti Money Laundering Policy. The University is experiencing a rise in fraudulent cases from students and applicants trying to pay tuition fees. This is mostly through third parties (scammers) who pay fees to the University on behalf of a student/applicant using the student’s log in details, but when doing so use stolen and/or fraudulent payment details and/or provide fake receipts. Tuition Fee Fraud is a crime, and the University needs to ensure that students are making payments in line with its approved payment systems and processes.  

1.2. Prior to enrolment, students are provided substantial guidance on how to pay tuition fees and informed that tuition fees should only be paid directly to the University. Information of how to make a payment is available on the University website: Make a Payment

1.3. The University has also issued further guidance in the student document entitled: Beware of Tuition Fee Fraud – Don’t become a victim

1.4. The University will investigate cases where students/applicants are identified as being directly involved in such financial fraud. In doing so however, a distinction will be made between those cases where an individual has deliberately misled the University as opposed to those who have been an unfortunate victim of such financial fraud. 

1.5. Students are advised that if a fraudulent payment is identified, the funds that were transferred to the University will be returned via chargeback or refunded to the original bank or card provider. When this happens, the student debt is re-instated, so the student still owes their University tuition fees. It may therefore be the case that if the student does not make any further payment(s), the student may be subject to the University’s Student Fee & Debt Management Policy and Procedure.

1.6. The purpose of this appendix is to outline to all members of the University community how allegations of suspected Tuition Fee Fraud will be managed in relation to students and applicants.  

1.7. The position regarding students is set out in para 4 below. The position where an applicant has been involved in tuition fee fraud is covered in para 5 below.  
 
What is Tuition Fee Fraud?

Examples of Tuition Fee Fraud include (but are not limited to):
· Use of an unauthorised / fraudulent payment card.
· Payments made through an unauthorised third party. 
· Providing fraudulent receipts.
· Misuse of a Visa Purchasing card designed for business expenses.
· Attempted Money laundering through the request of a refund to a different payment card/bank account.
· Providing student log in details to a third party to enable them to make a payment. 
Outside of any financial procedure or system approved by the University which enables the nomination of an authorised user, a third party cannot make payments on a student's behalf. The actions of the authorised user will be the responsibility of the student. Students are not permitted to provide their own log in to a third party to enable them to make a payment.
Financial Controls 
Suspected Card Fraud: 

The University checks its online payment systems daily for evidence of fraudulent activity.
Where payments or attempted payments raise concerns, contact is made with the student or applicant to establish basic information about the transaction. Students should be aware that card providers may raise concerns about a transaction many weeks or months after the original transaction took place.
If the information set is not provided the following steps are taken:
· If a fraudulent payment has been processed, the funds are returned to the original source.
· Online payment access is revoked, no further online payments can be made.
· Suspicious Activity Report (SAR) report to the National Crime Agency (NCA) if appropriate.
· If payment receipts are provided as evidence these will be reconciled to University Systems and checked for fraudulent amendments. 
· The Finance Department will confirm whether or not a payment has been received. Further evidence may be requested to determine this. 
· The student may be asked to provide evidence of funds leaving their account.
· Fees being paid by an official sponsor or funder must be communicated to the University directly from the funder.

Student Disciplinary Procedure 
	
The Student Disciplinary Procedure applies to every enrolled student at Cardiff Metropolitan University. Where an allegation is received in relation to an enrolled student, the Student Disciplinary Procedure will be followed. The Procedure will seek to determine whether a student has been an alleged perpetrator of fraud and/or been a victim in such fraud committed by a third party.

As tuition fee fraud is a crime, the University reserves the right to share information with the police on offences. As outlined in Para 5.2 above, it may also be necessary to advise other national agencies of a tuition fee fraud case. 

The Police or other statutory agencies may also share information with the University on our students who have been reported for financial fraud. Information on all reported cases will be stored by the University. Any sharing of ‘personal information’ will be actioned in line with legal obligations and rights under GDPR / Data Protection Act.  

Applicants

As outlined in para 2 of the Student Disciplinary Procedure, the procedure applies to students enrolled at the University. If it is determined by the Finance Department that an applicant has been involved in potential tuition fee fraud, the applicant will be advised that their application/offer is withdrawn. 

The applicant will have the right to make use of the Complaints Policy and Procedure (Applicants) to appeal the decision and/or complain about the process used in making the decision. The position regarding the withdrawal of an offer will remain until any appeal/complaint has been completed. 

2

image1.jpeg
Cardiff Prifysgol
Metropolitan | Metropolitan

University Caerdydd





