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POLICIES & PROCEDURES

OPERATIONS MANUAL 

STUDENT PROCEDURE

STUDENT PROCEDURE NO:     1
PROCEDURE NAME:                                      DISCIPLINARY PROCEDURE 

Purpose of procedure: To provide fair procedures for ensuring a cohesive community and maintaining reasonable behaviour by students while they are living in Derby Student Living Halls of Residence.
INTRODUCTION 
· A student may bring a witness with them to each stage of a disciplinary. This witness could be either, another student who is independent of this particular incident, a student Union representative or if they are under 18, a parent or guardian.
· In extreme cases Derby Student Living and the University of Derby may consider a case together. In this case the University of Derby disciplinary procedure will take precedence. 
· The Formal procedure that follows must be followed through each stage and evidenced in order for the Disciplinary panel to look at the case. 
· In all cases and at all stages the students record sheet should be updated, the decisions and information should be followed up in writing to the student and a signed hard copy of this letter should be kept on the students file. The student record sheet should be signed by the member of staff recording on it.
· If the Hall Manager is off duty then another duty Hall Manager will carry out this procedure in their absence. 

FORMAL DISCIPLINARY PROCEDURE
In extreme cases DSL reserves the right to escalate a case and skip one or more levels of the disciplinary process in this case full evidence will be requested by the panel. If the Hall Manager is concerned that a student’s behaviour is being influenced by their mental health they should refer the matter to Student wellbeing before embarking on the disciplinary process.
1.1 STAGE ONE ‘Verbal Warning’: A meeting should be held with the student and their witness to discuss the behaviour and how that has affected other students. This meeting should be held ideally within 2 working days of the incident. If the Hall Manager deems appropriate a Verbal Warning should be issued. If the student does not turn up to the meeting then the meeting should be re-arranged. If they do not turn up on the second meeting then the warning can be issued in their absence. Room moves can also be discussed at this stage to see if the student feels it is appropriate. 
1.2 STAGE TWO ‘First Written Warning’: A meeting should be held between the Hall Manager and the student and their witness to discuss the continued behaviour and how it is affecting other students. This meeting should take place ideally within 2 working days of the incident.  If deemed appropriate a First written warning should be issued. The student should also be sent a copy of the formal disciplinary procedure. If the student does not turn up to the meeting the meeting should be re-arranged. If the student does not turn up on the second meeting then the warning can be issued in their absence. Room moves can be discussed at this stage to see if the student feels this is appropriate, but also to say that if they reach the next stage of disciplinary they will have no choice but to move. If it is felt appropriate the Hall Manager can impose a behavioural contract at this stage (see stage three for details of this)
1.3 STAGE THREE ‘Second Written Warning’: A meeting should be held between the Hall Manager and the student and their witness to discuss the continued behaviour and how it is affecting other students. This meeting should take place ideally within 2 working days of the incident. At this stage a behavioural contract should be drawn up depending on the type of behaviour being displayed. A copy of this should be given to the student and also be kept in the student’s personal file. A second written warning can also be issued if deemed appropriate. We also reserve the right to move a student to a different room, within the hall or at another hall of residence at this stage. If they student does not turn up or advise that they are unable to attend then the meeting should go ahead in their absence. The behavioural contract is still valid regardless of whether the student has signed it or not. 
1.4 STAGE FOUR Referral to Disciplinary Panel
· If the student breaches the behavioural contract the Hall Manager should meet with the Customer Service Manager to discuss the behaviour so far. The student should be advised of this fact with the standard letter. A decision should be made on whether to put the case before the disciplinary panel or whether other action needs to be taken first. The Hall Manager needs to have evidence of all behaviour leading up to this stage to present to the CSM.
If it is decided that additional action should be taken before they go before a panel and the student continues breaching regulations or refuses to follow this ‘additional action’ then the Hall Manager should refer back to stage four.

If it is decided that the case will be heard before the Disciplinary panel then the student must be informed in writing that this is the decision that has been made. 

· The student must be given seven days notice of the date that the panel will convene and that a witness can be taken to the hearing.
· The student should also at this time be given a copy of all paperwork which will be used to evidence the behaviour.  A list of all departments who will have a representative sitting on the panel along with an itinerary of what will take place. A copy of this pack should be given to the student and ask him/her to sign for it where possible on a ‘disciplinary pack received sheet’. That copy of the sheet should be kept in the students file. If unable to get the student to sign then a copy of the pack should be sent to their home address. An email should also be sent to the student to say that they have either signed for the pack or that the pack has been sent to their home address a copy of this should be kept in their file. 

· No information will be admissible to the panel which:

· Is not part of the case before the panel 

· Has not been seen by the student

· Has not been signed and dated by a member of staff

The disciplinary panel will have the right to terminate a student’s contract in halls or take any action up to this level. In addition, if the panel deem it appropriate after a student’s contract has been terminated then they can:

· Refuse future halls of residence accommodation to the student 

· Inform the student’s head of college of the panel’s decision (whether that be terminating a contract or anything up to that level)
· Refuse entry into any Derby Student Living premises.

The student will be informed in writing if any of the above has been decided within 48 hours of the disciplinary panel hearing.  They should be informed by a letter which should be signed for on the same ‘disciplinary pack received’ sheet as above. If they are unable to sign then the letter should be sent to their home address. An email should be sent to the student to inform them that they have signed for the letter or that it has been sent to their home address. A copy of this email should be kept in their file
1.5 APPEAL PROCESS: A student can appeal against the decision of the disciplinary panel within 14 days of the panel’s decision in writing. This appeal must be put in writing to the Director of Operations, Derby Student Living, Nunnery Court, Nuns Street, Derby, DE1 3LQ who will have been independent of all previous proceedings. The decision of the Director of Operations will be delivered personally to the student. This decision will be final and will be followed up in writing. 
1.6 MANAGING THE REMOVAL OF STUDENTS FOLLOWING A DISCIPLINARY. 
· Students must be sent a letter with a completed notice to quit giving them 4 weeks to leave halls and a specific time and date by which they must leave.

· Hall Managers should follow up the letter by person to ensure the student understands and that they will be moving out by the due date.

· In cases where a student refuses to leave, hall staff should explain the implications of the students actions and withdraw from the situation

· If the student still refuses to leave the Operations Manager will arrange for DSRL solicitors to send a letter giving notice that we intend to begin repossession proceedings. 

· The Dean of the student’s college should be notified with a request that further disciplinary action be taken by the University.. The student should be informed that this has taken place.

· During the period of dispute all normal services will be withdrawn from the student including maintenance repairs (except in cases where this poses a clear risk to life and limb), telephone, internet access, bike shed use and car parking access by the Hall Manager

1.7 RETURNING STUDENT WHO HAVE BEEN SUBJECT TO DISCIPLINARY PROCEDURES;
VERBAL WARNINGS

Verbal warnings will only be maintained for the academic year during which they were given, they will not follow over into the following academic year and will not prevent a student from reapplying to Halls of Residence.

FIRST WRITTEN WARNINGS

First written warnings will only be maintained, in full, for the academic year during which they were given, however, a note will remain on the student’s file that such a warning was issued and if appropriate may be taken into consideration should disciplinary action be required in the following year. A first written warning will not prevent a student reapplying to Halls of Residence. 

SECOND WRITTEN WARNINGS/ BEHAVIOURAL CONTRACTS OR FINAL WARNINGS

Second written warnings and final warnings (sometimes issued by Disciplinary Panels) will be transferred from year to year. The terms of any behavioural contract will also be transferred and students will be expected to keep to these terms throughout the following academic year.

DSRL reserves the right to refuse an application for accommodation from a student who has received a second written or final warning. These applications will be judged on a case by case basis by the relevant Hall Manager and a Senior Manager.

TERMINATED CONTRACTS

Students who have had their accommodation contracts terminated by the Disciplinary Panel will not be accepted into Halls of Residence in subsequent years. Any application from such a student will be refused. 

APPEALS

Any student who wishes to appeal against a refusal of accommodation should write to the Director of Operations whose decision is final.
EXCEPTIONS

DSRL reserves the right to make exceptions to this policy, particularly in relation to requests from Student wellbeing for students who may be ‘at risk’ in private housing. Any exception will be on the basis of a signed Support \ Conduct Agreement and may be revoked should the student not adhere to this Agreement.
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