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Chapter 6 is UCL'’s regulatory framework for Student Conduct, Complaints and related procedures.
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2  Disciplinary Code and Procedure in Respect
of Students

Contact: Casework Team, Student and Registry Services (casework@ucl.ac.uk)

UCL is a community and as members of this community students are expected to adhere to UCL's
rules and regulations, to show respect for persons and property, and to behave in a way that does not
interfere with the normal operations of UCL. Where there is reason to believe that rules and regulations
have been broken, and/or when the behaviour of a student falls below the expected standards, as
outlined below, the Disciplinary Code and Procedure will be instigated.

Section 1: Disciplinary Code

1. UCL Statute 13 (Jurisdiction over Students) provides as follows:

(1) The Council shall be responsible for maintaining good order within the College
and its precincts and other buildings and premises owned or occupied by the
College and shall have disciplinary powers over the conduct of Students of the
College which the Council considers to affect the interests of the College, its Staff
or Students.

(2) The Council, on the advice of the Academic Board, and after consulting the
Students’

Union, shall approve a Disciplinary Code and Disciplinary Procedure and
determine procedures, including a student complaints and appeals procedure,
which shall be published and made available to all Students of the College.
The Procedure shall provide for the arrangements governing the hearing of a
case of disciplinary action against a Student and of an appeal to the Discipline
Review Body prescribed in (3).

(3) There shall be a Discipline Review Body to which an appeal shall lie in cases
where the punishment imposed by the College is expulsion from the College
and its precincts and other buildings and premises owned or occupied by the
College, or temporary exclusion for more than four weeks.

2. The Provost has the following disciplinary powers under UCL Statute 11:

(4) The Provost shall have power, in accordance with Regulations made by the
Council on the advice of the Academic Board, to suspend a Student from any
or all of their studies in the College and to exclude a Student from the College
and its precincts and other buildings and premises owned or occupied by the
College. In the case of suspension or exclusion for reasons other than
academic insufficiency the Provost shall report such suspension or exclusion to
the Academic Board and to the Council and shall ensure that appropriate action
is taken forthwith under disciplinary or other appropriate procedure.

(5) The Provost shall have power to delegate any or all of the powers conferred by
[paragraph (3)] of this Statute (as above) to such Officer of the College or
persons or bodies as they may think fit.
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(d)

13.

14.

15.

16.

17.

18.

19.

Students involved in disciplinary procedures shall have the right to be
accompanied to any meeting or hearing by a ‘friend’, who must be a UCL student
or member of staff of UCL or Students' Union UCL. The role of the friend is to
provide moral support during a meeting or hearing. They cannot make
representations nor cross-examine witnesses and must also not be a witness.

UCL will wherever possible seek to adhere to the time limits outlined in this
procedure; however, in cases where there are special circumstances which
require variance from specified time limits, students will be advised of the
reasons for this by the Officer handling the investigation or hearing.

Students will be given the opportunity to attend disciplinary hearings in person. UCL
reserves the right, however, to proceed with any investigation or disciplinary hearing
in the absence of a student, subject to the student having been properly notified of
the date and time of the hearing, or in cases where criminal proceedings do not
allow the student to attend in person.

UCL reserves the right not to proceed with any investigation following an allegation
against the behaviour of a student if it is considered that there are insufficient
grounds or evidence to do so.

During the application of this Disciplinary Code and Procedure, UCL reserves the
right to adjourn any disciplinary investigation or hearing and reconvene at a later
date.

The standard of proof to be adopted during the application of this Disciplinary Code
and Procedure will be the balance of probability.

Where misconduct has occurred, and wherever appropriate, the intention will be
to provide a corrective response in addition to any reasonable and proportionate
punitive response.

Officers responsible for disciplinary matters

20.

The Executive Director of Student Services and Registrar of UCL has the
responsibility for dealing with disciplinary matters referred to her/him under the
authority and with the powers granted to them in this procedure. Authority to refer a
matter to the Discipline Committee rests with the Executive Director of Student
Services and Registrar. The Executive Director of Student Services and Registrar
may delegate this responsibility to the appropriate members of Student and Registry
Services and all references to the Executive Director of Student Services and
Registrar in this Code and Procedure should be understood to include also such
nominees.
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22. The Executive Director of Student Services and Registrar may also delegate authority
for discipline in UCL Libraries to the Director of UCL’s Library Service or their
nominee.

Section 3: Definition of Misconduct?

23. Misconduct which may be the subject of disciplinary procedures under this Code is
defined as improper interference with the proper functioning or activities of UCL, or
of those who work or study in UCL, or action which otherwise damages UCL and/or
its staff or students, including, but not limited to, the following:

(1)

)

®3)

(4)
(®)

(6)
()

(8)

9)

(10)

(11)

disruption or improper interference, whether on UCL premises or elsewhere,
with the academic, administrative, sporting, social, cultural or other activities

of UCL;

obstruction or improper interference on UCL premises or whilst engaged in any
UCL activity with the functions, duties or activities of any student, member of
staff or other employee of UCL or any authorised visitor of UCL,;

violent, indecent, disorderly, threatening or offensive behaviour or language on
UCL premises or whilst engaged in any UCL activity;

fraud, deceit, deception or dishonesty in relation to UCL or its staff or students;
action likely to cause injury to, or impair the safety of, either themselves or
others on UCL premises or whilst engaged in any UCL activity;

sexual, racial or other kind of harassment of any student, member of staff or
other employee of UCL or any authorised visitor to UCL;

breach of the provisions of UCL’s Code of Practice on Freedom of Speech or of
any other code or UCL rule or regulation which provides for breaches to
constitute misconduct under this code;

damage to or defacement, caused intentionally or recklessly, or
misappropriation of

UCL property? or the property of other members of UCL and/or the UCL
community, or any other property® into which the Student enters, or
misappropriation of such property whilst engaged in UCL activities;

misuse or unauthorised use of UCL premises or items of property,

including computer misuse;

distributing or publishing a poster, notice, sign or any publication which is
offensive, intimidating, threatening, indecent or illegal, including the
broadcasting and electronic distribution of such material,

conduct which constitutes a criminal offence where that conduct took place on
UCL premises or

(a) affected or concerned other members of the UCL community or

(b) damages the good name of UCL or

2 Examples of ‘minor’ or ‘major’ classifications of misconduct can be found at paragraphs 25 and

26 of this Procedure.

3 Within this document property is defined as, but not limited to: computers; software; data; web
pages; equipment (e.g. audio-visual equipment; laboratory equipment; instruments; tools); books;
furniture; and personal belongings of individuals



(c) itself constitutes misconduct within the terms of this Code or

(d) is an offence of dishonesty, where the Student holds an office of
responsibility in UCL, or

(e) involves a student registered on a programme leading to membership of a
professional body and where that conduct may fall short of the professional
codes of conduct such as to render the Student unfit to practise, or

(f) resulted in the acquisition of a criminal conviction for an offence not
involving members of UCL or its premises, which may affect the safety of a
member of UCL or the premises of UCL or which could bring UCL into
disrepute;

(12) failure to declare a criminal conviction to UCL, subject to the
Rehabilitation of Offenders Act;

(13) behaviour which brings UCL into disrepute;

(14) failure to disclose name and other relevant details to an officer or employee of
UCL in circumstances where it is reasonable to require that such information
be given;

(15) failure to comply with a previously imposed penalty under this Code.

24. For the purpose of this Procedure, misconduct as defined at paragraph 23 above
will be classified as either minor or major depending on the seriousness of the
alleged misconduct. Where it is not clear whether the alleged offence should be
classified as a minor or major offence the matter will be determined by the
Executive Director of Student Services and Registrar.

25. Examples of minor offences include but are not limited to:

e Anti-social behaviour

« Refusal to identify yourself to UCL staff or using false 1D
e Failure to vacate during fire alarms

e Excessive noise

« Misuse of the fire equipment

* Smoking in non-designated areas

26. Examples of major offences include but are not limited to:

» Possession of an offensive weapon

e Assault

e Threatening, offensive or indecent behaviour or language that causes
distress to others

e Harassment of any kind

« Misappropriation of or damage to the property of any student or member of
staff of UCL

e Any action likely to cause injury or impair the safety of others

e Use, possession, buying or selling of illegal drugs

e Excessive use of alcohol that is likely to endanger the health and safety of
others

e A serious breach of UCL-approved Regulations



Section 4: Disciplinary Procedure

(@)
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46.

47.

48.

(vii) arecommendation to the Executive Director of Student Services Registrar that
the student’s misconduct be referred to the Discipline Committee and/or that
UCL takes proceedings through the courts for eviction.

In a case where the Executive Director of Student Services and Registrar decides
there are grounds for eviction from a UCL House or Hall of Residence they will
request that the Director of Student Accommodation initiate court proceedings and
will inform the student that the matter has been referred to the Director of Student
Accommodation. The case may also be referred to the Discipline Committee.

In dealing with an allegation of misconduct the Warden will interview the student.
The Warden will inform the student that they may appeal to the Executive Director
of Student Services and Registrar against any penalty imposed by the Warden on
the following grounds:
() that the disciplinary process was not conducted in accordance with the
above procedures;
(i)  that new evidence has become available which was not, and which
could not reasonably have been made available at the time the case
was considered:;
(i)  the penalty imposed was disproportionate to the offence.

The appeal will be considered by the Executive Director of Student Services and
Registrar by a review of the relevant paperwork and must be submitted within ten
working days of the date of notification of the penalty.

(b) Misconduct Involving UCL Library Services

49.

50.

The Executive Director of Student Services and Registrar may delegate to the

Director of UCL Library Services (or their nominee) power to deal with disciplinary

matters within UCL Library Services and to impose penalties up to and including any

one or more of the following:

()  an oral or written reprimand;

(i)  an order for service for a specified period to be scheduled outside of teaching
time;

(i) an order for payment or compensation for damage to property

(iv) withdrawal of borrowing privileges

(v) afine of up to £100;

(vi) arecommendation to the Executive Director of Student Services and Registrar
that the Student’s misconduct be referred to the Discipline Committee.

In dealing with an allegation of misconduct the Director of UCL’s Library Services will

interview the student. The Director will inform the student that they may appeal to

the Executive Director of Student Services and Registrar against any penalty

imposed by the Director on the following grounds:

(i)  that the disciplinary process was not conducted in accordance with the above
procedures;

(i)  that new evidence has become available which was not, and which could not
reasonably have been made available at the time the case was considered;

(ii)  the penalty imposed was disproportionate to the offence.
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51.

The appeal will be considered by the Executive Director of Student Services and
Registrar by a review of the relevant paperwork and must be submitted within ten
working days of the date of notification of the penalty.

(c) Disciplinary Action taken by the Executive Director of Student Services and
Registrar

52.

53.

54.

Where the alleged offence is referred to the Executive Director of Student Services

and Registrar, the Executive Director of Student Services and Registrar will decide

upon the following course of action:

()  that the complaint be dismissed;

(i)  that the complaint should not be the subject of further action under the
Disciplinary Code, but such a ruling will not preclude informal action by way of
a caution or otherwise if appropriate which may be undertaken without
reference to the person submitting the complaint;

(ii)  that the alleged offence be classified as a minor offence and is a matter
for the Executive Director of Student Services and Registrar to deal with;

(iv) that the alleged offence be classified as major offence and should be referred
to the Discipline Committee.

At all times the Executive Director of Student Services and Registrar will be mindful
of any ongoing risk posed to students and staff relating to the alleged offence. In
cases where a risk assessment suggests this may be the case, the Executive
Director of Student Services and Registrar may consult the Director of Student
Support and Wellbeing (or nominee) in relation to the management of risk, and
where appropriate may take precautionary action as outlined in Section 4(b).
Amongst other possible actions, it may be necessary to agree a behavioural contract
or a limited exclusion from a specific facility or service.

Where a complaint of misconduct has been made, and unless it is immediately
dismissed, dealt with by way of informal action or referred to the Discipline
Committee, the Executive Director of Student Services and Registrar will hold a
meeting with the stude

14



(iif) a written reprimand recorded on the Student’s UCL file and copied to the Head
of the Student’s Department;

(iv) a payment of compensation for damages to person or property;

(v) afine of up to £300;

(vi) an order of service to UCL for a specified period;

(vii) require a student to enter into a ‘Good Behaviour’ agreement;

(viii)exclusion from a part or parts of UCL for a specified period provided that
such exclusion does not directly interfere with the student’'s academic
work;

(ix) imposing conditions on a student’s access to UCL facilities where the student
has been convicted of a criminal conviction and where such conditions are
deemed necessary for the safety and security of members of UCL provided
that such conditions do not directly interfere with the student’s academic work.
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Section 6: Major Offences

62.

63.

Where the alleged offence is referred to the Executive Director of Student Services
and Registrar and they believe that it should be classified as a major offence in line
with the guidance provided above, the Executive Director of Student Services and
Registrar will refer the case to the Secretary of UCL’s Discipline Committee.

The membership of the Discipline Committee shall comprise the following:

()  a Chair, who will be a senior member of staff (or their nominee) drawn from a
list approved by Academic Committee, usually a Faculty Tutor from a Faculty
other than that in which the student is registered;

(i)  asenior member of staff usually a Director or Head from a
Professional Services Division, Department or Faculty other than in

16



71.

72.

(iii)
(iv)
V)
(vi)

(vii)
(viii)

(ix)
(x)

(xi)

(xii)

The Executive Director of Student Services and Registrar will join the
meeting and outline the offence.

The student will be asked to make a statement in response to the
alleged offence.

The Committee may question the student and/or the Executive Director of
Student Services and Registrar.

Witnesses may be called by the Executive Director of Student Services and
Registrar.

Witnesses may be called by the student

In each case the witnesses will be asked to make a statement or confirm
the contents of a written statement, and may be questioned by the
Committee, the student and/or the Executive Director of Student Services
and Registrar.

Witness will be asked to withdraw.

The Committee will hear further statements from the student regarding
evidence submitted, witness statements etc.

The Committee will hear further statements and concluding remarks
from the Executive Director of Student Services and Registrar and the
student respectively.

The student (and friend), along with the Executive Director of Student
Services and Registrar, will be asked to withdraw to allow the Committee
to consider its decision.

At the conclusion of the hearing the Committee will determine the matter before it.
The Committee may either dismiss the complaint on the ground that no disciplinary
offence has been made out or may find on the evidence that a disciplinary offence
has been committed. If the Discipline Committee determines that a disciplinary
offence has been committed, it will have the power to impose one or more of the
following penalties:

(i)

(i)
(iii)
(iv)

(v)

(vi)

(vii)

a reprimand to be administered by the Discipline Committee and
conveyed to and recorded by the Head of the Student’s Department;

a fine not exceeding £600;

an order of service to UCL to be determined by the Discipline Committee;
exclusion, for such period or periods and subject to such conditions as the
Committee shall think fit, from UCL or its precincts or other buildings or
premises owned or occupied by UCL;

payment of compensation for any damage to person or property

which the Committee may find to have been occasioned by or in the
course of the disciplinary offence;

requirement that a Student agree to specific conditions, determined by the
Committee, to be necessary for their continued progress on their
programme of study at UCL;

permanent expulsion from UCL. Expulsion involves depriving a

student permanently of her or his membership of UCL.

If the Discipline Committee finds that a disciplinary offence has been committed, the
penalty to be imposed will be determined by a majority vote. If there is an equality of
votes, the Chair shall have a casting vote.

17



73.

74.

Section 7;

75.

76.

77.

78.

79.

The decision of the Committee shall normally be communicated orally by the Chair
to the student and the Executive Director of Student Services and Registrar
immediately at the conclusion of the hearing. The decision of the Committee will be
communicated in writing to the student within five working days after the date of the
hearing.

The implementation and consequences of a Discipline Committee hearing for the
student will be monitored by the Executive Director of Student Services and
Registrar in consultation with whomever the Executive Director of Student Services
and Registrar considers appropriate.

Discipline Review Body

UCL Statute 13(3) provides as follows:

‘There shall be a Discipline Review Body to which an appeal shall lie in cases where
the punishment imposed by the College is expulsion from the College and its
precincts and other buildings and premises owned or occupied by the College, or
temporary exclusion for more than four weeks.’

Appeals against other penalties imposed by the Discipline Committee may also be
made to the Discipline Review Body.

An appeal to the Discipline Review Body must be received by the Casework Team
via the ‘UCL Student Disciplinary - Appeal Form’ within twenty-eight days of the date
of notification of the written communication of the decision of the Discipline
Committee to the student concerned.

An appeal against a sanction or sanctions imposed by the Discipline Committee may
be made on one or more of the following grounds:

() that the disciplinary process was not conducted in accordance with the above
procedures;

(i) that new evidence has become available which was not, and which could not
reasonably have been made available at the time the case was considered;
(i) that the penalty imposed was disproportionate to the offence.

The membership of the Discipline Review Body will comprise:

(i) a Chair, who shall be the Vice-Provost (Education and Student
Experience) or nominee;

(i) a senior member of staff from a list approved by the Academic Committee with
no previous involvement in the case being considered, nor shall be from a
Faculty in which the student is registered;

(i) a Sabbatical Officer of UCL Students’ Union, with no previous involvement in
the case being considered to be appointed by the Vice- Provost as and when
the Discipline Review Body needs to be convened.

18



80.

81.

82.

The Secretary of the Discipline Review Body will be an appropriate officer nominated
by the Director of Education Services or Director of Student Operations as
appropriate. Such officer shall not have acted as Secretary to the Discipline
Committee in the case concerned.

Consideration of an appeal by the Discipline Review Body will be by way of a review
of the material/evidence considered by the Discipline Committee, along with its
findings and subsequent decision and/or penalties and will include the following, to
be supplied by the Secretary of the Discipline Committee:

() anote of evidence taken before the Discipline Committee;

(i) any documents submitted to the Discipline Committee as documentary evidence;
(i) a note of the submissions made by or on behalf of each party;

(iv) a note of the findings and decision of the Discipline Committee.

The Discipline Review Body will normally consider appeals by review of the relevant
paperwork, although it may, exceptionally, decide to arrange a hearing of the appeal.

Procedure for a meeting of the Discipline Review Body

83.

84.

85.

86.

87.

In the event of a hearing all parties will be notified of the date not less than seven
working days before the date of the hearing.

The Discipline Review Body will call the student and the chair of the Discipline
Committee as witnesses. Other witnesses may also be called by the Discipline
Review Body.

Copies of all documentation will be circulated to all parties not less than five working
days in advance of the hearing, although later circulation may be allowed at the
discretion of the Chair.

At the start of the hearing the Chair of the Discipline Review Body will invite the

student to summarise the grounds for their appeal against the decision of the
Discipline Committee.

19



92.

93.

94.

The Discipline Review Body, having completed its discussion of the appeal and
having reached a decision on the matter, the Chair shall recall the student and the
Chair of the Discipline Committee to the meeting.

The Chair shall then announce the decision of the Discipline Review Body to the
student and Chair of the Discipline Committee.

The Chair shall then declare the meeting of the Discipline Review Body closed.

20



3  Academic Insufficiency Procedure

3.1 Learning Agreements

1. If a student is experiencing significant, persistent or long-term difficulties, and UCL's
normal support mechanisms (such as Extenuating Circumstances, Reasonable
Adjustments or Interruptions) are not able to provide the right level of support, the
Department should normally refer the student for a Support Plan under the UCL Support

21
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Procedure, there must be compelling reasons with independent supporting evidence,
explaining why the student was unable to previously disclose the information through
the appropriate Procedure. There is a strong expectation that the circumstances
would have been considered through the Short-term Iliness and Extenuating
Circumstances Procedure prior to the meeting of a Board of Examiners or equivalent
academic body.

Matters that cannot be addressed under this Procedure

2.3 The following matters cannot be considered under this Procedure:

I. appeals against Informal Results which have not been ratified by a Board of
Examiners;

ii. appeals against Results considered at Interim Board of Examiners meetings;
iii. appeals that are more appropriately considered under a different procedure;
iv. appeals from third parties without written consent from the registered student;
v. disagreement with academic judgement, the examiners’ assessment of the
performance of a student in an assessment, or against academic decisions
properly arrived at in accordance with approved Procedures. In this context,

disparities in a student’s performance between assessments (or between
examinations and a student’s expectations) are not necessarily evidence of

29



3.4

and the ground(s) on which they are appealing. A clear and succinct explanation as to
how the student meets the appeal grounds should be provided. The appeal should

encompass all matters within the scope of this procedure that the student would like to
be considered. New aspects of an appeal cannot be introduced later in the procedure.

The Casework Team will acknowledge receipt and conduct an eligibility review of the

30



4.2

4.3

4.4

4.5

consider whether the grounds for Review have been met.

A student may request a review of the Stage 1 Appeal decision on the following
grounds:

i. that there is an administrative or procedural error in the handling of the appeal at
Stage 1,

ii. thereis new and relevant evidence to support the appeal which for good reason
was not available and could not reasonably have been provided at the time the
appeal was submitted;

iii. based on the evidence the outcome was not fair or reasonable in the
circumstances of the case.

Student Submission and Eligibility

A request for a review can only be submitted following the completion of the Stage 1
Appeal. A request for a review will not be considered if Stage 1 of the procedure has
not been completed.

A request for a review must be submitted within 10 working days of the date of the
notification of the Stage 1 decision via the Stage 2 Review Form and outline the
ground(s) on which they are requesting a review. A clear and succinct explanation as
to how the student meets the appeal review grounds must be provided. An appeal
review received beyond this timeframe will be deemed out of time and will not be taken
forward for consideration where there is no good reason which can be evidenced as to
why they could submit this in time.
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4.10

4.11

412

4.13

If any aspect of the Stage 2 Appeal Review has been found upheld in full or in parts,
then the outcome letter will make recommendations for what UCL will do to put things
right. This decision may not be in line with the desired outcome as requested by the
student. Recommendations by the Appeal Assessor are subject to confirmation from
the relevant Exam Board or equivalent academic body before implementation.

Where a review request is not upheld, then the outcome letter will explain how that
decision has been reached.

If an appeal outcome leads to a necessary revision in a student’s certificate or
transcript, the student must return any originals before updated versions can be
issued.

The outcome of the Stage 2 Review will conclude UCL'’s consideration of the appeal and
will be confirmed in the form of a Completion of Procedures letter.

5. Proceedings for an Appeals Panel and/or an Appeal Review

5.1

Panel Hearing

In cases where an in-person hearing is considered necessary, the process relating to
the proceedings of a hearing can be found in Annex 6.7.1.

6. Disclosure and Confidentiality

6.1

6.2

UCL will process all information in accordance with its Student Privacy Notice and the
principles of General Data Protection Regulation (GDPR). Appeals will be handled with
an appropriate level of confidentiality.

The outcomes and recommendations from appeals may be shared across the University
for institutional learning and reporting purposes. However, personal information will be
removed and handled in accordance with the Student Privacy Notice.
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8 UCL Student Complaints Procedure

Contact: Casework Team, Student and Registry Services (casework@ucl.ac.uk)

CONTENTS

THE PROCEDURE

1 Introduction

2 Scope and Time Limits

e Who may complain under this Procedure

* Matters which may not be considered under this Procedure

e Time Limits

Advice and Support

Disclosure and Confidentiality

g~ iw

Stage One: Submission and Consideration of Complaint
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4.1

4.2

4.3

We will deal with complaints discreetly and sensitively and students will be treated without
discrimination or disadvantage. It is nevertheless necessary to provide aspects of the written
complaint and supporting evidence to any relevant members of staff whose response is required
in order to address the complaint fully. Where a complaint is taken forward and concerns the
actions of an individual member of UCL staff, that individual will be given the opportunity to
respond. That individual will also have the right to be accompanied and/or assisted at any
related meeting by a ‘friend’, who must be a member of the UCL community!!. The role of the
friend is to provide moral support during a meeting or hearing. They cannot make
representations nor cross-examine any other party at a meeting of the Complaints Panel.

The outcome of the Procedure will be communicated to anyone who has been deemed the
subject of the complaint by the Casework Team, following the issue of the decision to the
student.

In some rare cases a duty to breach confidentiality may exist, typically where it is necessary for
the safety of the student or of other people. Students will be required, as part of their submission
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5.14 The response from the department concerned will be forwarded to the student, who will be given
five UCL working days to comment on any matters of factual accuracy. This does not constitute
an opportunity to introduce new elements into the complaint which have not previously been
considered and on which the members of staff concerned have not had an opportunity to
comment. This timescale may be subject to extension where circumstances require and on the
agreement of the Casework Team. The Casework Team may however proceed with tak841.930 1 36 to
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6.6

Where necessary, an independent expert in the field of study or related discipline may be
appointed, subject to the agreement of all parties, to advise the Panel either orally or in writing.

Conduct of Complaints Panel Meetings

6.7

6.8

6.9

6.10

6.11

6.12

The conduct of a Complaints Panel meeting will be determined by the Chair of the Panel in order
to ensure that the complaint is heard in such manner as s/he considers appropriate and fair.

All documentation relating to the complaint will normally be received by all parties no later than
ten UCL working days before the meeting of the Panel. No further communications of any sort
will be accepted for consideration by the Panel after this time except at the discretion of the
Chair.

A single written record of the meeting will normally be made by UCL for the purpose of providing
a factual record in the event of the decision going to Review.

Both the student and the member(s) of staff concerned are entitled to be present throughout a
Panel meeting except when the Panel deliberates on its decision. Only in exceptional
circumstances, and with the agreement of all parties, will individuals be heard separately. Each
party will be entitled to be accompanied® during the Panel meeting by a ‘friend’ as defined at
Paragraph 4.1.

Requests by either the student or member(s) of staff concerned to call witnesses will be decided
by the Chair of the Panel. Where agreed, the presence of either party (or of withesses) at a
Panel may be through virtual means such as video or telephone conferencing.

If any party fails to attend the Panel meeting, the Panel may proceed and determine the
complaint in the absence of that party.

The Decision of the Complaints Panel

6.13

6.14

6.15

6.16

The decision of a Panel will be reached by a majority vote of the members of the Panel, and
shall be announced as the decision of the Panel.

The votes of individual Panel members shall always be treated as confidential and there shall be
no disclosure either of such votes or of information showing whether the decision was reached
by a unanimous or a majority vote.

The Panel may adjourn for a period not exceeding five UCL working days for the purpose of
reaching its decision and/or deciding upon the appropriate action to be taken.

The Panel will complete a written statement of its findings and decision, in the form of an
Outcome Letter, normally to be issued within ten UCL working days of the date of the meeting.
The Panel is authorised to impose a solution on the officers of the area of UCL in which the
complaint occurred, including where appropriate a recommendation for a Suspension of the
Regulations. Any compensating action proposed in the light of the complaint will not be
implemented until it is clear if a review of the Pa
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7.10

7.11

7.12

advise the student that he/she may be able to make a complaint to the Office of the Independent
Adjudicator (OIA) for Higher Education.

Where the information submitted contains grounds for further consideration of the complaint by a
Complaints Review Panel, a member of the Casework Team with no previous involvement with
the case will refer the matter to the members of the Complaints Review Panel.
The constitution of the Panel will be as follows:

a) a Vice-Provost or the Chief Operating Officer (Chair), or nominee;

b) a Students’ Union UCL Sabbatical Officer;

c) a senior member of staff from a list approved by the Academic Commit