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Glossary

The following definitions shall apply throughout the

x The Academic Practice Officer is a member of academic staff of the University
appointed by the PVC/Dean of Faculty concerned to advise the Faculty and its
students on academic offence issues and to deal with cases within the Faculty in
accordance with the terms of these regulations (Chapter 4).



X ‘The student’s representative ' means an NUS accredited Students’ Union
representative, or another student












2.11 Student name and change of name
Applicants must apply using their name as it appears on their birth certificate or
passport unless they can provide suitable evidence that their name has been
formally changed (for example by marriage, divorce or statutory declaration).
This name must be shown RQ WKH VWXGHQWYfY HQUROPHQW IRUP
documentation, including final award certificates, will be provided under the
name that the student declared on their enrolment form. The University is not
able to produce documentation in any other name, including any name change
which occurs after the student has graduated or otherwise left the University.




4.4  Students who hold a Tier 4 Visa
Students who hold a Tier 4 visa whose attendance falls below the required
standards will be reported as no longer attending the University to UK Visas &







The University will endeavour to work with students who fall in to debt in
relation to their accommodation fees and will pursue all methods of debt



Health and Safety

Each registered student is required to ensure that s/he is fully aware of Part 1 of the
8QLYHUVLW\YV +HDOWK DQG 6DIHW\ 3SROLF\ VWDWHPHQW DQ
DQG 6WXGHQWVY ZKLFK KDV SDUWLFXODU UHIHUHQFH WR VW
University in respect of health and safety. ExtractsfroP WKH 8QLYHUVLW\V +HDOW
Safety Policy, Parts 1 and 2 are reproduced in Chapter 9 of these Regulations. The full

Health and Safety Policy is published on the De Montfort University Intranet.

Policy on Gifts

The University takes its obligations under the Bribery Act 2010 very seriously, and in
light of this discourages all students from giving gifts to members of staff. It should
also be noted that a breach of this provision in certain circumstances could amount to
both a disciplinary and criminal offence.

Rescinding of an Award

The University reserves the right to rescind and deprive a person of any award granted
to him by or on behalf of the University in accordance with section 76(5)(c) of the
Further and Higher Education Act 1992. These provisions may be applied in cases
where allegations of a serious academic offence have been substantiated after an
award has been conferred or if a student has gained admission to the University via
deceptive or dishonest means.

The decision to rescind an award will be taken by the Vice-Chancellor on the
recommendation of the appropriate Assessment Board or Higher Degrees Committee.

The Director of Student & Academic Services, or nominee, will write to the student
accordingly. Any student who wishes to appeal such a decision should do so in writing
to the Director of Student & Academic Services who will arrange for a member of the
Board of Governors to review the decision.

Tier 4 Students

Students sponsored by the University under Tier 4 are subject to additional

responsibilities. Where a student fails to fulfil these responsibilities, the University will

take appropriate action, up to and including withdrawal of Tier 4 sponsorship, which

ZLOO OHDG WR FXUWDLOPHQW RI WKH VWXGHQWYV 7LHU YL
38.9,°

Tier 4 students must update the University of changes to their contact details. Failure
to respond to requests for confirmation of contact details will be deemed as students
not complying with a request from their Tier 4 sponsor and the University will withdraw
sponsorship. Students should note that the locality of their home address is not an
acceptable reason for missing University engagements.

It is the responsibility of the student to ensure that they have valid, in-date permission

tobein WKH 8. $W DQ\ WLPH GXULQJ D VWXGHQWYfVY HQUROPHQ
satisfied that a student has valid permission to be in the UK, the University will

withdraw sponsorship. Where there is failure to provide original documentation

demonstrating valid leave, the University will assume the student does not have valid

leave and will take action accordingly.
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The University will contact students from time to time regarding issues relating to a
VWXGHQWTTV 7LHU VWDWXYV 5H Sisfdatdri & réguests¥adH WR UHV SR C
information will be deemed as the student not complying with their Tier 4 sponsor, and

the University will withdraw sponsorship.

Should the University have concerns about a student failing to comply with any terms
of their Tier 4 visa, such as excessive employment, the University reserves the right to
report these concerns to UKVI and/or withdraw sponsorship.



Annex 1 Student Attendance Monitoring Policy

1

Students are required to attend and engage with their studies in the manner dictated
by the specifics of their programme of study. This policy applies to all taught students,
undergraduate and postgraduate, at all levels of study.

Unauthorised absence which causes concern to your Faculty will result in the following
action:

2.1 The Faculty will contact the student regarding their attendance; this
correspondence will contain appropriate advice and guidance for the student in
relation to engagement with their studies.

2.2 , I WKH VWXGHQWYV DWWHQGDQFH GRHV QRW LPSURYH D
provide a satisfactory explanation for non-attendance further correspondence
will be sent requiring the student to attend a meeting to discuss their
attendance.

2.3 Failure to respond to this correspondence will result in a final formal letter being
sent to the student on behalf of the appropriate Associate Dean Academic,
failure to respond to this correspondence and/or continued unauthorised
absencemay UHV XOW L Q registhatixhEigy Yéfiihated. In making such
GHFLVLRQV WKH +HDG RI 6WXGLHYV ZLOO WDNH LQ WR FR
internal attendance criteria.

This policy represents the minimum level of attendance monitoring required by the
University. Faculties and individual programmes may set more stringent requirements.
Where there is a Professional, Statutory or Regulatory Body (PSRB) requirement for
attendance, the PSRB requirement supersedes the University requirement.

For Tier 4 students this policyis DSSOLHG LQ DGGLWLRQ WR WKH 8QLYHUYV
Attendance Policy."

Any student whose registration is terminated for non-attendance will be permitted to
apply to rejoin the University after a period of two years.

Any student who wishes to appeala FacuOW\V GHFLVLRQ WR WHUPLQDWH Ul
do so in writing to the Student Appeals & Conduct Officer (within 10 days of formal

notification of the decision) who will review the case to ensure proper procedure (as

outlined above) was followed. The decision of the Student Appeals & Conduct Officer

is final and not subject to review by any other University body.

! please see paragraph 4.4, Chapter 1 of these Regulations

12



Chapter 2 http://www.oiahe.org.uk

Part A: Introduction , Definitions and General Principles

1

13

Introduction

11

1.2

15

1.6

1.7

The University’s disciplinary rules and procedures as set out in this Chapter of
the University’s General Regulations apply to all registered students of the
University. In addition, students attending De Montfort University programmes
in partner colleges or undertaking placement with approved providers as part of
their programme will be subject to codes of conduct and disciplinary regulations
in force in the college or placement provider.

The use of this Disciplinary Procedure against a student is a serious matter.
Any student subject to this Procedure is strongly advised to seek assistance
from the Students’ Union.

and his/her De Montfort University student email account. Each student is
responsible for ensuring that the University is notified promptly of any change
of address

Plea-bargaining is not permitted. Penalties should be appropriate to the
offence committed and decided only in accordance with these Disciplinary
Procedures.

All decisions with regard to these Disciplinary Procedures and outcomes shall
be made only by those persons with authority to do so. No negotiations or
discussions between the University and the student shall take place outside
these Procedures.

The University acknowledges that students may demonstrate behavioural
problems where it would be inappropriate to take disciplinary action. Provisions
for students who demonstrate such problems are contained in Chapter 3 of
these Regulations.
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1.7.2

1.7.3

1.74

1.7.5

Definitions

De Montfort University General Regulations and Procedures Affecting
Students shall apply in all cases apart from minor matters concerning
the use of the college premises or facilities, in which case local college
regulations shall take precedence.

Expulsion or suspension of a student can only be invoked through De
Montfort University General Regulations and Procedures Affecting
Students.

In disciplinary cases considered under college regulations findings
against students shall be reported by the Head of the College to the
appropriate Provost (for minor offences) or the Clerk to the Disciplinary
Committee (for major offences) who shall then inform the appropriate
Dean of Faculty.

Major offences committed at associate or franchise colleges overseas,
or parts of the University based overseas, will be dealt with under the
procedure set out in Annex 3.

2.1 These Regulations shall apply to all locations and premises of the University
and cover De Montfort University students at associate and franchise colleges

2.2 Definitions and some examples of minor and major offences are given in
Paragraphs 7 and 13 below.

2.3 For the purposes of these Regulations criminal convictions shall include
convictions in court, and police cautions, and fixed penalty notice for any
offence involving violence, antisocial behaviour, drunkenness, dishonesty or
drugs and restorative justice.

General principles

Whenever these disciplinary procedures are used the following general principles shall

apply.

3.1 Disciplinary incidents may be identified by staff, students or members of the
public. Any person who has reason to believe that a student has breached the
Disciplinary Code should notify the relevant Provost or the Head of Security.

3.2



3.6

PVC/Deans of Faculties will be fully informed of all disciplinary matters affecting
students within their respective areas of responsibility and will keep a record of
students who are proved to have committed disciplinary offences for the
duration of that student’s registration with the University.

Part B: Criminal offences

4

15

Criminal offences

4.1

Where it comes to the University’s attention that a registered student has been
convicted of® or is being investigated by other authorities for a criminal offence
or has been formally charged with a criminal offence which took place prior to
anrrre(or)4.9( t)-
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4.7

Notwithstanding the University’s right to deal with any offence against the
Disciplinary Code, the University may defer action under these Disciplinary
Procedures if to proceed might in any way hinder a criminal investigation or
prejudice the fair t
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5.11

5.12

5.13

5.14

5.15

5.16

5.17

5.18

5.19

Misuse or unauthorised use of the University’s intellectual property (including
the sale of essays or unauthorised sale of other work produced by a student as
part of their programme with the University®);

Conduct which constitutes a criminal offence (including conviction for, or being
formally charged with, an offence’) where that conduct or the offence is such,
in the reasonable opinion of the University, as to render the student unfit to
continue as a member of the University community.

The following are examples of factors which might be taken into account when
considering whether such an offence has rendered a student unfit to continue
in the University.

The University might consider whether the offence

» took place on University premises

» affected or concerned other members of the University community

» damaged the good name of the University

* itself constitutes misconduct within the terms of this Code

» is an offence of dishonesty, where the student holds an office of
responsibility in the University

» is such as to render the student unfit to practice any particular profession or
calling to which that student’s programme directly leads.

Behaviour which could bring the University into disrepute; this may include the
misuse or consumption of alcohol, “legal highs” or other psychoactive
substances. This includes any misbehaviour that may occur whilst students are
undertaking overseas travel as part of the DMU Global programme of events;

Possession, supply and production (or any attempt to do so) of illegal drugs
and or “legal highs” or other psychoactive substances;

Failure to disclose name or other relevant details, or to surrender a student
registration card, to an officer, or employee of the University in circumstances
when it is reasonable to require that information be given®;

Knowingly allowing the misuse or unauthorised use of a student ID card by
another student or another person; this may include (but is not limited to)
unauthorised entry in to the library or other University facilities;

Failure to co-operate with the University, its officers or employees in the
investigation of an alleged breach of the disciplinary code, and in any
subsequent disciplinary proceedings;

Failure to comply with University instructions, regulations and codes of practice
for the use of all University equipment, services, property and facilities such as
lifts, telephones, car parks, displays and exhibitions etc;

Failure to comply with all instructions, regulations and codes of practice in
operation at any organisation where the student may be placed as part of
his/her programme of study;

® See Chapter 12, paragraphs 1 and 2 of these Regulations. See also Chapter 4 of these Regulations. Such misuse
may also be regarded as an academic offence if there is any evidence of collusion, plagiarism or other inappropriate

use.

” See definition at Chapter 2, paragraph 2.3 of these Regulations.
8 See Chapter 1, paragraph 2.3 of these Regulations.
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5.20

5.21

5.22

5.23

Failure to comply with terms and conditions set out in a contract for University
managed or nominated accommodation;

Failure to immediately notify the Head of Security of either a criminal
conviction® which has not been spent under the Rehabilitation of Offenders Act
1974 or any investigation which might lead to a criminal conviction'®, including
being formally charged with such an offence by the police;

Failure to comply with any additional rules, regulations and codes of practice of
the University made by the Vice-Chancellor and approved by the Board of
Governors, including, but not restricted to, the following:

Fitness to Practice

Ethical Approval for research projects
Freedom of Speech

Faculties and Departments

University Student Housing

Fire and emergencies

Health and safety

Libraries

Licensed bars on University premises
Smoking

Computer and other information technology
Placements

lllegal drugs or “legal highs”

Weapons

» Students whose behaviour causes concern.

Failure to comply with a penalty previously imposed under the Disciplinary
Code by a Provost or the Disciplinary Committee. Should a matter arise which
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procedures of the Disciplinary Committee in such circumstances are explained
at Chapter 2, paragraphs 15 and 16.4 of these Regulations™.
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7.1

7.2

7.3

7.4

7.5

7.6

Minor offences against the regulations relating to the operation of the Students’
Union are dealt with by a standing committee of the Union.

Minor offences covered by other regulations (such as the Halls of Residence,
Libraries, etc) are dealt with under their local rules, which may allow designated
members of staff to initiate immediate disciplinary action for minor,
straightforward cases. Appeals against disciplinary findings and/or penalties
under these regulations are dealt with in the same way as appeals against
Provosts’ decisions.

Disputed cases and more serious offences may be referred to the Head of
Security or Provost who will then follow the steps set out in paragraph 6 above.

All other minor offences are dealt with under the Provosts’ Procedures as set
out in Section 9 of these Disciplinary Procedures.

Minor offences are divided into two categories:

X minor anti-social behaviour (including drunken behaviour), minor damage,
minor offensiveness to staff;

X any repetition of behaviour already identified to the student as a minor
offence not covered by the Disciplinary Code.

Where the investigation of an apparent minor offence under any University
regulations leads to a determination that the offence was a major offence, the
matter shall be dealt with under the procedure for major offences under the
jurisdiction of the Disciplinary Committee.

Any attempt by a student to interfere with, harass or otherwise influence in any
way any complainant or witness in a minor disciplinary case shall be
considered a major disciplinary offence and grounds for immediate transfer of
the case to the Disciplinary Committee. Under these circumstances the
Provost shall write formally to the Clerk to the Disciplinary Committee
requesting that a hearing of the Disciplinary Committee be convened.

Provosts and the Committee of Provosts

8.1

8.2

8.3

A Provost is a member of staff having responsibility for dealing with minor
disciplinary cases. Each Faculty shall have at least one Provost appointed by
the Dean. The Director of Library & Learning Services (or an appointed
nominee) shall act as Provost for minor cases within the University’s libraries.
At least one further Provost shall be appointed by the designated senior
member of staff to deal with minor cases within the University’s managed or
nominated student housing.

There shall be a Committee of Provosts, chaired by the designated senior
member of staff, and its membership shall be drawn from the Provosts, Deans
of Faculty, Students’ Union and other appropriate senior staff of the University.
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8.3.1
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10.4

10.5

10.6

10.7

A record of both the incident and the penalty shall be retained by the Provost.
The Provost will formally notify the student, the Dean of Faculty and the Head
of Security in writing of the outcome of the hearing.

In cases where the charge is not proven, the Provost shall ensure that
documentation in the Faculty relating to the matter is destroyed.

If, in the course of the investigation and the Provost’'s hearing, a matter related
to the student’s welfare is recognised, then the Provost may, in lieu of setting a
penalty, require a student to comply with conditions designed to address
positively or to resolve the welfare matter. This does not prejudice the
student’s right of appeal.

The Provost may, upon a student giving a firm undertaking to fulfil a condition
or conditions, withhold the imposition of a penalty for so long as the student
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11.4 Afine not exceeding £100.

Notwithstanding any penalty imposed by the Provost, the Provost may also order a
student found to have committed a disciplinary offence to reimburse the University for
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subject of police investigation. The decision of the designated senior member
of staff shall normally be take
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The Disciplinary Committee hearing

16.1

16.2

16.3

16.4

The Head of Security or other investigating officer'® shall lodge a formal written
complaint with the Clerk to the Disciplinary Committee immediately on
completion of a disciplinary investigation in cases where the student might be
required to appear before the Disciplinary Committee.

Where a student admits, in writing, an offence which would normally be put to
the Disciplinary Committee, the Chair of the Disciplinary Committee will
undertake a review of written submissions. The Chair may decide what
penalty, if any, is to be imposed, taking into account any written statements in
mitigation provided by the student. If the Chair believes the case to be
sufficiently serious as to require a hearing s/he may decide that a hearing
should be convened but this would be the exception. The Chair may consult
the designated senior member of staff in reaching his/her decision on penalty
or other matters. The student retains the usual right of appeal to the
Disciplinary Appeals Committee.

If the student denies the offence, or if the Chair of the Disciplinary Committee
believes that a hearing should be convened in the case of a student who
admits the offence, the Clerk to the Disciplinary Committee shall arrange a
hearing of the Disciplinary Committee. The accused student and the
complainant will be given notice in writing of the hearing, the charge and
statements and the members of the Disciplinary Committee who will attend the
hearing. Due notice will be considered to have been given on posting the
notice to the student’s last recorded address, not less than 16 days before the
date of the hearing.

If the date of the hearing is too soon to allow a student who has been granted
legal representation to arrange such representation, the student may request
that a new date be set.

If the student fails, without reasonable excuse, to attend the hearing, the
Disciplinary Committee will deal with the case in his/her absence.

In the case of a complaint concerning a student’s conduct in relation to his or
her suitability for admission to and/or to practise a profession or calling, the
Clerk to the Disciplinary
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16.6.1 The accused student has the right to appear, be heard, to call
witnesses and to question the complainant for the clarification of
matters of fact. Such questioning should be addressed through the
Committee Chair.

The student has the right to be accompanied by a representative (as



17 Penalties
17.1 The Disciplinary Committee will impose, as it in its absolute discretion thinks fit,
an appropriate penalty or penalties on a student found to have committed a
disciplinary offence by the Committee.

17.2 Some examples of penalties are:

17.2.1 Expulsion from the University; student will not be eligible for
readmission to the University at any time in the future.

17.2.2 Suspension for up to a year™.
17.2.3 Expulsion from University managed accommaodation.

17.2.4 Exclusion from particular University facilities, premises, services or
activities.

17.2.5 A severe reprimand to remain on the student’s record until the

29
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17.4
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22.8

229

22.7.4 The Disciplinary Appeals Committee may set aside, vary or confirm
the Disciplinary Committee’s (or Provost’s or Panel’s) findings and/or
may set aside, vary (including increasing) or confirm the penalty
imposed.

22.7.5 The Disciplinary Appeals Committee shall inform the appropriate
members of Senior Staff and the Chair of the Disciplinary Committee
of its decision.

The Disciplinary Appeals Committee may suspend any penalty for a given
period of time and may set terms for the suspension of the penalty.

The decision of the Disciplinary Appeals Committee is final and not subject to
review by any other University body.



Annex 1

Procedures for the investigation of serious disciplinary offences and any subsequent
disciplinary action for parts of the University based overseas or associate/franchise
colleges based overseas

This procedure is to be used where it appears that a serious offence has been committed by
any registered student of the University studying either at a part of the University based
overseas or any overseas associate/franchise college.

The categories of offences are set out in the General Regulations and Procedures Affecting
Students.

Minor offences should be dealt with under the Provost’s procedure (in the same set of
Regulations) if the student is studying at a part of the University based overseas; and by the
local college regulations if the student is studying at an associate/franchise college overseas.

The ‘how’ and ‘who’ should carry out the ‘administration’ of the disciplinary exercise; the
letters to the student convening the hearing, the notes of the hearing itself and the
communication of the outcome/penalty to the student are matters best left to each individual
location to manage within its own administration. It is vital however that the record of the
hearing is taken by someone who is clearly quite ‘separate’ from the University's
investigation.

1 When an allegation is made or an apparent disciplinary breach is found, a member of
staff in the location shall be charged with conducting a formal investigation into the
allegation.

2 The member of staff selected to conduct the investigation must be a senior member

of staff who does not have an academic relationship with the individual student (i.e.
they are not involved in the teaching or assessment of the student). Wherever
possible the same individual will conduct all investigations at that location.

3 The investigation will be carried out under the advice/guidance of the University's
Head of Security, based in the UK.

4 Having completed the investigation the member of staff concerned will forward a
report to the designated senior member of staff, who will review the report and
determine whether the University should press a disciplinary charge against the
student.

5 If it is decided that a charge should be brought then the designated senior member of
staff (or his/her nominee) will instruct the investigating member of staff to bring the
charge formally against the student.

6 A hearing shall then be convened in accordance with the procedure set out in the
Regulations (the student will be informed in writing according to the set timescales,
providing them with copies of evidence, advising them of withesses to be called and
their rights of representation and requiring them to disclose their evidence, name of
witnesses and so forth).

34






Annex 2

Student regulations for the use of information and communication technology and
associated software and media

The University wants students to make best use of the information technology facilities it
provides to support their learning and research. To do this the regulations below have been
produced which cover the use of IT equipment, facilities and networks by members of De
Montfort University.

In addition, students should be familiar with the following regulations, guidelines and codes of
practice for IT use available in campus libraries, campus offices and on the University
Internet pages.

» Regulations for using IT facilities
* Code of conduct for the use of software or datasets

36






Annex 3

38



Annex 4

Policy and guidelines on the misuse of illegal drugs and/or “legal highs”

1

39

Policy statement

The possession, supply and production of drugs covered by the Misuse of Drugs Act
1971 is against the law. Many drugs not covered by the Misuse of Drugs Act (including
some so called ‘legal highs’) are controlled through other legislation such as the
Medicines Act 1968, making their possession and/or supply without a licence unlawful.
Accordingly the University undertakes to deal with students who commit such offences
and who may thereby endanger themselves or others, or may bring the University into
disrepute. In addition to this, however, the University recognises that it has a duty of
care towards its student members. It will therefore endeavour to restrict availability of
dangerous or illicit substances at the University and provide health education and
information about the dangers of illicit drug use and will refer those who need help to
the appropriate support agencies.

Discipl inary issues

It is an offence under the Misuse of Drugs Act 1971 to possess, manufacture, produce,
sell or give controlled drugs to another or to knowingly allow anyone to possess, use,
manufacture, produce, sell or give controlled drugs to another. Other legislation
creates offences such as possessing prescription drugs without a prescription and
supplying certain drugs without a licence.

Disciplinary action will be taken against any student who commits any such offence on
University premises, or elsewhere in circumstances likely to endanger other students or
bring the University into disrepute.

Reporting suspected drug use

Details of any suspected illegal drug use must be reported to the Head of Security so
that, if appropriate, the matter may be referred to the Police for investigation™!



Annex 5
Weapons policy and practice
1 Weapons policy

1.1 Students or staff of the University or their guests must not keep or use guns,

40
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Archery

5.1

Archery may be conducted for sport and recreation on University premises. Staff,
students and guests of or visitors to the University may participate in organised
archery events only if the requirements of the Grand National Archery
Association are observed in respect of the holding, possessing, transit and use of
archery equipment. Students who are resident on University premises and who
wish to keep archery equipment on campus for use in organised events must
sign their archery equipment into a gun room and must not hold or keep such
equipment in residential accommodation or in vehicles. Such students must
obtain written authority from the University’s Head of Security to bring archery
equipment on to University premises.

Monitoring and review of the policy and regulatinos in relation to actual and
potential weapons

6.1

It is the responsibility of the Committee of Provosts to monitor and review the
application of regulations and policy relating to weapons on an annual basis.

Exemptions

7.1

7.2

In exceptional circumstances a student may apply for exemption from the
regulation concerning the possession of personal or privately-owned weapons on
University premises, eg if s/he is a sportsman or woman of a high order who
occasionally needs to carry firearms across University premises going to or from
an external gun club. In such instances, a written application must be made to
the Head of Security.

Any student who is granted an exemption from the Regulation forbidding the
holding, possession or use of personal or privately-owned weapons must carry
the exemption at all times when the weapon(s) is/are on University premises.

Replica weapons

8.1

A student may be permitted to possess and use replica firearms or other imitation
weapons on University premises in connection with their course of study, for
example for the purposes of a dramatic performance or piece of artwork,
provided they have written permission from their Faculty Dean obtained at least



Annex 6

Fitness to Practise Procedures

1
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4.3 The University has a statutory duty to refer a student to the Independent
Safeguarding Authority, the Disclosure and Barring Service and other relevant



Annex 7 Policy on Dignity and Respect (Students)
Scope and Purpose of the Policy

This policy relates to all students of DMU. Every student is personally liable under the
Equality Act and is expected to treat staff and students with dignity and respect and in turn to
be treated with the same. DMU has a firm commitment to equality and diversity and will not
tolerate the discrimination, harassment, bullying or victimisation of one member of the DMU
community by another. DMU believes that each individual should be afforded dignity and
respect and that each individual should in turn treat others with dignity and respect.

The purpose of this policy is to promote the development of a working environment in which
these unlawful actions are known to be unacceptable and where individuals have the
confidence to report these, should they arise, in the knowledge that their concerns will be
dealt with appropriately and fairly. The policy outlines procedures to be followed if a student
or potential student feels they are being discriminated against, harassed, bullied or victimised
during their engagement with DMU.

A separate policy on Bullying and Harassment at Work exists for staff and advice on this may
be obtained from the People and Organisational Development Directorate.

All students are reminded of the relevant clauses in the Disciplinary Code of the Student
Regulations, in particular paragraphs 5.3 and 5.4.

5.3 Violent, indecent, disorderly, threatening, abusive or offensive behaviour to
any student, employee of the University or the De Montfort Students’ Union or
any visitor to the University or any member of the local community or any
behavior which in the reasonable opinion of the designated senior member of
staff or relevant Provost is likely to be regarded as constituting such misconduct;

5.4 Abusive, threatening or offensive language (verbal or written — including
social media websites) to any student, employee of the University or the De
Montfort Students’ Union or any visitor to the University or any member of the
local community.

1 Definitions

1.1 The Equality Act 2010 identifies nine protected characteristics. These are: age,

disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex, sexual orientation.

1.2 Unlawful discrimination - is behaviour or a policy or procedure which intentionally

45
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Harassment is unwanted conduct that has the purpose or effect of creating an
intimidating, hostile, degrading, humiliating or offensive environment for the
complainant, or violating the complainant’s dignity. Individuals or groups may be
protected from harassment because they are from a protected group (Equality
Act 2010), or because they are associated with the protected group. For
example:

X Unwanted conduct of a sexual nature (sexual harassment).

x  Treating a person less favourably than another person because they have
either submitted to, or did not submit to, sexual harassment or harassment
related to sex, sexual orientation or gender reassignment.
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3.5

X  The Student Appeals & Conduct Officer

x Residence Officers in halls of residence.

x  Staff in the Leisure Centre.

x De Montfort Students’ Union.

Where an incident is not resolved through an informal route, students may place
a complaint through the Student Complaint Procedures (see
http://www.dmu.ac.uk/dmu- __students/student -and-academic-

services/academic- support -office/student -complaints/student -complaints -
procedure.aspx ) to the Student Appeals and Conduct Officer.

Informal Processes

4.1

4.2

4.3

4.4

4.5

Confidentiality is very important in dealing with cases of alleged discrimination,
harassment, bullying or victimisation as experience shows that they will be much
more difficult to resolve informally if information about the matter becomes
common knowledge. Anyone approaching a member of staff or other individual
for advice may, however, wish to be accompanied by a friend.

If, after having been approached, the adviser wishes to obtain guidance on how
to deal with an alleged case of discrimination, harassment, bullying or
victimisation they should seek the agreement of the person who has confided in
them to that course of action and then consult with the Student Appeals and
Conduct Officer. If the individual does not feel able to help in a particular case,
they should explain the reasons to the complainant and refer them to another
adviser.

Once the facts about the incident and the context of the action or behaviour that
caused concern are established, there are a number of informal options available
to the adviser to facilitate resolution of the matter. For example, the person who
has experienced discrimination, harassment, bullying or victimisation could be
encouraged to talk to the alleged perpetrator on their own or with a friend, who
should be a member of DMU, accompanying them. The purpose of the
conversation would be to make the perpetrator aware of the way their behaviour
has been perceived and ask them not to repeat it. Alternatively, the adviser could
facilitate a meeting between both parties to give the complainant the opportunity
to talk to the alleged perpetrator and explain their view of the offending
behaviour. Normally, the adviser should not take action following an informal
approach concerning discrimination, harassment, bullying or victimisation without
the agreement of the individual concerned.

As well as aiming to resolve matters informally, advisers should consider
appropriate action to facilitate the restoration of working relationships after the
event.

The action outlined above will be appropriate in many cases and will often be
sufficient to resolve the matter. If, however, an informal approach does not
achieve satisfactory results, or the nature of the incident(s) prompts the person
who feels harassed to take a more formal approach, a formal complaint can be
made in writing to the Student Appeals and Conduct Officer or the Head of
Security.



4.6 In order to ensure consistency of approach and accurate statistical data with
relation to cases of discrimination, harassment, bullying or victimisation all cases
(however minor) should be reported to the Student Appeals and Conduct Officer
by any member of staff who has counselled a student. Information should be
sent via email and detail the names of the students involved and basic facts
about the nature of the case. All such information will be treated with the utmost

confidentiality.
5 A Formal Complaint

5.1 Itis envisaged that the great majority of cases of discrimination, harassment,
bullying and victimisation will be resolved by the informal procedures outlined
above. However, Formal action may be considered where informal action proves
ineffective, or where a student feels that an informal approach is not appropriate.
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Monitoring of the Policy

7.1 The Director of Student and Academic Services will keep the implementation of
this policy under review and will monitor its use through the Academic Support
Office.

Personal Relationships at Work

8.1 DMU also has a Code of Conduct on personal relationships at work, which
applies in circumstances where personal and professional relationships overlap.
The Code can be found on the People and Organisational Development web site.

Use of DMU Computers and ID

9.1 Discrimination, harassment, bullying or victimisation may occur online and could
be considered as misuse of DMU's computing services where this takes place
using a DMU email account or from a DMU-provided piece of equipment or
network. This includes potentially discriminative or offensive material posted on
public access websites or social networking sites. Online harassment and
bullying (cyber bullying) will be dealt with under the procedures outlined above.
As well as infringing the DMU Policy on Dignity and Respect, such abuse of DMU
facilities will also breach the University’s IT Regulations and may be subject to
disciplinary procedure. The IT Regulations may be found on the DMU website.



Chapter 3 Provision for students whose behaviour causes concern

Students subject to this procedure may ask the Office of the Independent Adjudicator for
Higher Education (OIA) to review their case but only after the University’s procedure has
been exhausted. Information on the OIA scheme can be found at http://www.oiahe.org.uk.

Introduction

The University understands that an individual student may demonstrate behaviour which
causes concern for their own wellbeing or the wellbeing of the wider University community.
Such behaviour may be attributed to, for example, a medical condition, mental illness or
taking (or failing to take) prescribed medication. Intervention under these provisions may
also be appropriate in the case of a student who fails to recognise that s/he is suffering from
a communicable disease and/or fails to notify the University of their condition as soon as it is
practicable to do so. In these circumstances the University recognises that the student may
benefit from the University’s direct intervention and support. These provisions are intended
to provide a framework to help the student out of his/her difficulties while protecting the
student, the public and the work of the University.

Any student subject to these provisions is encouraged to seek advice and support from one
of the University’s support services located in Student Services such as the Counselling and
Personal Support or Disability Advice and Support services and/or an independent source,
for example the Leicester Action for Mental Health Project (LAMP), the Mental Health
Foundation, MIND, or the De Montfort Students’ Union (DSU).

The University reserves the right to invoke its general and/or other regulations and
disciplinary procedures, including in cases where behaviour which causes concern is in
contravention of The Disciplinary Code but is not directly attributable to a known medical
condition or disability (see Chapter 2 of these Regulations).

1 Invoking the procedure
engage with the appropriate support mechanism or has failed to do so as soon as is
practicable or has so engaged, and their behaviour continues to cause concern.

2 Reporting behavioural problems

Where a student demonstrates such behaviour, the PVC/Dean of the student’s
Faculty, the Student Appeals & Conduct Officer, the Director of Student & Academic
Services or the Head of Security, as appropriate, should inform the designated senior
member of staff in writing

! Such a written report must demonstrate that every
reasonable effort has been made to encourage the student to seek specialist support
and that the student has either refused to seek appropriate support or has done so but
their behaviour continues to cause concern.

When preparing such a report it must be borne in mind that written information
provided to the designated senior member of staff will be shared with the student
concerned.

! The reporting officer is advised to seek advice on whether to report a student and what his/her report should
contain from the Director of Student & Academic Services.
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If the report is made by the Director of Student & Academic Services, the Student
Appeals & Conduct Officer or the Head of Security, then the PVC/
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4.3

In giving his/her consent the student accepts that sensitive personal information
may be discussed at this and any subsequent meeting(s) held in accordance
with this regulation and/or any subsequent disciplinary procedure and consents
to such discussions occurring in the presence of any individuals it is agreed, or
decided by the designated senior member of staff, should be present. The
student also accepts that a record will be made of such discussions and kept
by the PVC/Dean of the relevant Faculty. The record will be held in confidence
by the PVC/Dean, separate from the student’s academic file and in compliance
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5.2

5.3

* A member of academic staff who knows the student, for example the
student’s mentor, Head of Studies or supervisor.

* A member of Student & Academic Services staff with relevant experience,
for example the Mental Health Inclusion Manager, a disability officer or a
counsellor.

Also present:
* The student.

 If the student so wishes, his/her representative (as defined in the Glossary
prefixed to the General Regulations and Procedures Affecting Students),
who may speak on the student’s behalf. If the student wishes to exercise
this right s/he shall inform the designated senior member of staff in advance
of the meeting, in writing, at least three clear working days before the
meeting.

* A note-taker.

In attending the meeting the student accepts that sensitive personal information
may be discussed at this and any subsequent meeting(s) and consents to such
discussions occurring in the presence of any individuals it is agreed, or decided
by the designated senior member of staff, should be present. The student also
accepts that a record will be made of such discussions and kept by the
PVC/Dean of the relevant Faculty. The record will be held in confidence by the
PVC/Dean, separate from the student’s academic file and in compliance with
the University's regulations and practice. A note will be placed in the academic
file that the PVC/Dean holds further information.

As this provision is intended to help students, the meeting should as far as
possible be conducted in a safe and supportive manner. Conduct of such a
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This record shall be lodged with the PVC/
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6.4.1

6.4.2

The student’s behaviour would not render them unfit for admission to
and/or to practise a profession or calling to which the new programme
directly leads.



Chapter 4 Academic offences and bad academic practice

1
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Introduction

Students are expected to write assignments in their own words and to reference the
sources they use in accordance with the conventions of their discipline. There are
occasional exceptions where the exact words from existing sources need to be used in
an assignment, including the use of direct quotations. However, students should note
that using the work of others word for word in any work submitted for assessment
should be done sparingly and only when absolutely necessary. Students should also
note that there are conventions when quoting the work of others which should be
followed.

Students who feel that they need assistance in writing appropriate English to help
them avoid accidentally committing an academic offence should, in the first instance,
seek guidance from their Module Leader or Supervisor. Further information and
guidance can be accessed via the Library pages on the University’s website.

Students subject to this procedure may ask the Office of the Independent Adjudicator
for Higher Education (OIA) to review their case but only after the University's
procedure has been exhausted. Information on the OIA scheme can be found at
http://www.oiahe.org. uk.

Definitions

Bad academic practice is the presentation of work that is not the student’s own as if it
were. It is the passing off of ideas, data or other information that are not within the
realm of common knowledge in the discipline as if such materials were originally
discovered by the student, or it is the word for word duplication of short phrases in
written work, in oral presentation, or equivalent duplication in non-written forms, where
the source is not mentioned, and where such duplication is minor in scale. The
expectation is that cases of bad academic practice are only likely to occur at the first
level of an undergraduate award. However, there may be instances to be found
throughout both undergraduate and postgraduate programmes.

It is an academic offence for a student to commit any act which is intended to modify
or evade, in an unauthorised manner and/or by unfair means, the condition of
assessment specified by the University in relation to a programme leading to a
University award or an award offered by an external body. The following are examples
of such an academic offence but do not represent an exhaustive definition:

2.1 Cheating in examinations
A candidate commits the offence of cheating in an examination if s/he:

» Deliberately acquires advance knowledge of the detailed content of the
examination

» Copies from the examination script of another candidate
* Allows another candidate to copy from his or her examination script
* Provides information to another candidate in an examination

« Communicates (or attempts to communicate) with another candidate in an
examination

* Obtains any other assistance from another candidate
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It is an academic offence for a candidate to claim to have carried out
experiments, observations, interviews or any form of research which s/he has
not, in fact, carried out.
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2.6

Collusion

Collusion is the deliberate attempt to gain advantage by presenting work that is
not solely the student’s own as if it were where the source of the unreferenced
work is that of another student who has connived to deceive. Being party to
collusion in providing material for another student is just as much an academic
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3.1.2  Cheating in examinations
In accordance with the requirements of the Instructions to Invigilators,
an invigilator shall, where a candidate is suspected of contravening the
‘Regulations for Candidates’, endorse the candidate’s script at the
appropriate point with the time and with a brief description of the
incident and shall inform the candidate that the circumstances will be
reported to the appropriate Academic Practice Officer and the Chair of
the relevant assessment board.

3.1.3 Plagiarism, fabrication of results, collusion, reuse of assessed material
and other academic offences other than bad academic practice

In the case of a student on a taught programme, when a supervisor,
tutor or examiner suspects plagiarism, collusion, the fabrication of
results, reuse of assessed material, or any academic offence other
than bad academic practice in any work which forms part or all of a
unit of assessment, s/he shall report the matter to the appropriate
Academic Practice Officer and notify the Chair of the candidate’s
assessment board for information.

3.1.4  Any student has the right to draw the attention of an Academic
Practice Officer to any suspicions of an academic offence.

3.2 Actions taken by the Academic Practice Officer

3.2.1 Consultation with the Director of Student & Academic Services
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The student is entitled to be accompanied by a representative (as
defined in the Glossary to these Regulations). The student can
choose to decline an invitation to attend the hearing and can make
written representations instead, in which case the matter will be
decided in the student’s absence.
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3.2.4

If the student has been failed in the work or module, then the
assessment board shall determine whether s/he has the right to be
reassessed in that work or module, subject to the University’s normal
re-assessment regulations and any specific subject, programme or
module regulations.

All re-assessments require that the student has sufficient re-
assessment credits remaining. If the student has insufficient
reassessment credits remaining then the marks presented to the
assessment board shall stand and an appropriate decision made.

Student’s right of appeal against a Decision of an Academic Practice

Officer
If a student believes that an Academic Practice Officer’'s decision was







6 Protocols for the conduct of an Academic Offences Panel hearing

6.1

6.2

6.3

6.4

6.5
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Panels must take steps to ensure that a student accused of an academic
offence is given a full and fair hearing. In disciplinary proceedings such as
these, the Panel need only determine whether or not an offence has occurred
‘on a balance of probabilities’. Members should demonstrate that the Panel
has been ‘both fair and reasonable’ in its handling of the case.

A Panel hearing is a formal event, which may have grave implications for the
student and for the University. The fact that the matter has reached the stage
of a full hearing means that the accusation against the student is serious. Itis
most important that the evidence, including all relevant documents and records
of communications between staff and students, should be carefully prepared in
advance of the hearing. Members of staff representing the University at a
hearing will wish to present themselves and their case in a professional
manner, commensurate with the seriousness of the occasion.

It is expected that the Academic Practice Officer or Faculty Head of Research
Students who has been involved in the case will normally attend the panel
hearing to present the faculty's case to the Panel.

The accused student will be given at least ten working days’ notice in writing of
the Panel meeting and of the procedures to be adopted at the hearing. The
case may then be heard whether or not the student attends for the hearing.

The procedure adopted by the Panel shall always accord with common fairness
and shall provide for the following:

6.5.1 The accused student has the right to appear and be heard and to be
accompanied by a representative (as outlined in the Glossary to these
Regulations), who may speak on the student’s behalf. If the student
intends to exercise the right to be accompanied by a representative,
s/he shall so inform the Academic Support Office in writing in advance
of the hearing.

6.5.2  The Panel has the right to call withess and to examine any
documentation it considers necessary.

6.5.3  The Panel will decide whether the charge is or is not proven and will
decide on the penalty if the charge is proven. It will pass its
conclusions to the relevant Assessment Board for recording.

6.5.4















Annex 1: Normal Tariffs for Bad Academic Practice and Academic Offences (Students on Taught Programmes)

Activity

Instance

Student Level

Action

Bad Academic Practice

a) Low level duplication without
citation, for example errors
made through carelessness
or misunderstanding

or

b) Passing off ideas, data or
other information as if
originally discovered by the
student

-
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Staff to discuss with student. Mark awarded to reflect

‘ Level 3/4 q proportion of work that is original content. Discussion

First instance

~ Levels

560r7@

recorded and reported to Academic Practice Officer
(APO). @

Staff refers to APO normally by email so there is a record
and informs student when feeding back on assignment.

APO decides whether to meet student — normally within
10 working days — issues a written warning and
recommends appropriate actions to avoid future
instances. Recorded and reported. ®




Annex 2

Academic offences committed overseas (taught courses)

Where an academic offence has been committed at an associated institution overseas and it
is not feasible to deal with the matter at a UK campus of the University the provisions
outlined below shall apply.

. The provisions of section 3, Chapter 4 above shall apply except that the Academic

Practice Officer shall take action to inform the student of the allegation within 14 days
of the offence being brought to his/her attention and will invite the student to make any
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Chapter 5 Deferral of assessment on grounds of extenuating circumstances

The assessment of work is an important milestone in a student’s academic career.
Assessments have to be scheduled for certain times during the University year, but the
University accepts that it is possible that, on exceptional occasions, an individual student’s
performance may be seriously impaired by severely adverse personal circumstances. In
such cases, it is fair to defer the assessment until a later time and/or to disregard the mark
awarded if the student completed the original assessment at a time when his or her
performance was seriously impaired by adverse personal circumstances.

Notes

Deferrals should not be seen as an opportunity for students to request deferrals in
assessments of their choice to enable them to improve on their performance at the next
sitting. Normally the University would expect deferrals due to on-going circumstances to be
for all assessments in the period affected by the circumstances on which a deferral request
is made.

The deferral of assessments is not an appropriate measure in respect of permanent or long-
term conditions. Students with prolonged chronic illnesses or disabilities should instead
contact Disability Advice and Support in Student & Academic Services for advice, which
might include special arrangements in examinations or interruption of studies. Examples of
such chronic conditions may include asthma, allergies, mental health difficulties or migraine.

Students are expected to take deferred assessments at the next available opportunity as per
the instructions from their Faculty.

Extenuating circumstances will not be considered by the University after a student’s marks
(and/or award) have been verified by an Assessment Board and officially released to the
student.’

1 Definitions

1.1 Deferral of assessment occurs when a student has permission from the
University to take an assessment at a later date than scheduled, without it
having an effect on his or her re-sit opportunities. This will be when the
assessment is next normally offered, or, in the case of coursework or
assignments, as determined by the relevant Panel (see paragraph 3 