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Study Group is committed to fostering a culture of respect, where positive behaviour is
encouraged and supported. Students are expected to behave appropriately and safely
within this culture and be guided by the Student Behaviour Charter (Appendix 1) which is
provided to all students at the commencement of their study.

This policy covers all non-academic behaviour at all Study Group Centres in the UK
including any online sessions and using the VLE; students studying online through the
Digital Learning Hub and where appropriate in the wider community. It also applies to
students who are registered with a Centre but are studying remotely for reasons beyond
their control. Students are expected to represent themselves and Study Group positively
and any incident/s where students have failed to uphold this responsibility are managed
through this Student Disciplinary Policy.

This policy should be read alongside the Safeguarding Policy.

For the purposes of the policy, any reference to ‘Centre’ includes Study Centres and the
Digital Learning Programme.

This policy applies to all students studying face-to-face or on blended and digital learning
programmes.

The policy is implemented for all student behaviour that does not comply with the culture
of Study Group, and the expectations of the Student Behaviour Charter.

This policy also applies to all permanent, sessional, agency and supply staff who are
responsible for managing non-academic student behaviour.

This policy does not apply to those incidents requiring academic sanction which are dealt
with in the Centre via the Centre’s Academic Misconduct Policy.

This policy does not apply to attendance-related issues which are dealt with in the
Attendance Policy.

This policy does not apply to behaviour in third party accommodation, unless there is a
risk of gross misconduct by bringing the Centre or university into disrepute.

This policy has regard to the importance of lawful free speech and supports the Centre to
manage non-academic student behaviour or misconduct in a fair and consistent way through
disciplinary procedures as appropriate. As such the policy aims are to ensure:

o Positive student behaviour is encouraged in all aspects of life;
Student misconduct is identified and managed fairly by all staff;

e Students and staff are aware of the protocols for investigating possible cases of
behavioural misconduct;

o Staff are equipped to deal with disruptive and/or aggressive behaviour;
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Staff are aware of the procedures for managing student behaviour and misconduct;
Students are enabled to state their case in response to any allegation of non-
academic behavioural misconduct;

Vulnerable students are supported appropriately throughout;

There is accurate recording and reporting of disciplinary procedures and outcomes.

Study Group adopts a collaborative approach to behaviour management therefore both
staff and students are responsible for maintaining positive behaviours during the academic

year.

Students are responsible for ensuring:

They are aware of the positive behaviours expected of them as detailed in the Student
Behaviour Charter and Student Harassment and Sexual Misconduct Policy;

They exercise their right to free speech lawfully;

They report the poor behaviour of their peers to staff, as appropriate;

They always act appropriately in the classroom, in the Centre, in their
accommodations, online in the virtual learning environment and, where appropriate,
in the wider community;

They engage with disciplinary processes, as appropriate.

All staff members are responsible for ensuring that:

Students are aware of their responsibility to behave in a positive manner;

Student behaviour is managed fairly and in line with this policy, the Student
Harassment and Sexual Misconduct Policy and the Code of Practice for Freedom of
Speech;

Behaviours that go against the Student Behaviour Charter are challenged
immediately and directly, including the Student Harassment and Sexual Misconduct
Policy;

Continuing poor behaviours are addressed through this policy;

Wellbeing staff are engaged to support students who may be vulnerable;

Issues related to Safeguarding are escalated to the Designated Safeguarding Lead
(DSL) as per the Safeguarding Policy;

Issues related to the Prevent Duty are escalated to the Local Prevent Lead as per the
Safeguarding Policy.

The Director of Campus Operations (DoCO) is responsible for ensuring that:

Students are made aware of their responsibility for positive behaviour during induction
and thereafter;

Staff are aware of their responsibility for managing behaviour;

Disciplinary procedures are followed fairly and proportionately;

Students have an opportunity to disclose welfare and health issues that could impact
on their behaviour;

Risk assessments are completed when continuing poor behaviour could put other
students or staff at risk;
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Appeals processes are available, where appropriate;

e Records are taken and stored in line with the Data Retention Schedule;

Significant incidents of poor behaviour are escalated as per the Safeguarding
Escalation Policy.

e When a student has complained about the behaviour of another student, we owe the
same duties and obligations to each of the students involved and balance the interests
of each student when considering what action to take. Centres must take all
reasonable steps to ensure that each student is treated fairly and offered appropriate
support. Refer to the Student Harassment and Sexual Misconduct Policy where
relevant.

All students are made aware of the positive non-academic behaviours expected of them
whilst studying and will be issued a Student Behaviour Charter as part of their induction. All
students complete the mandatory Protecting Students from Harassment and Sexual
Misconduct training at the start of their course. The module includes, among other topics,
the forms of harassment in alignment with the Office for Students Condition E6, available
student support, how to report concerns, and how to be a positive bystander. Students will
also be made aware that all incidents involving behaviours that go against these will result
in disciplinary action and could, if considered gross misconduct, result in the termination of
studies.

Study Group acknowledges that student behaviour can vary, with some offences being
described as misconduct and more serious behaviours being considered gross misconduct.
For this policy to be applied fairly and consistently across all Centres, examples are given
as follows:

This list is not exhaustive but will give an indication of behaviour infraction considered as
behavioural misconduct:

e Failing to act in line with the Student Behaviour Charter,

Rude behaviour directed to staff and/or students;

Bullying including cyberbullying or harassing students and/or staff (first offense) that
is not deemed as a hate crime;

Minor criminal behaviour e.g. minor driving offences;

Recording staff in classes without their permission;

Anti-social behaviour that damages the reputation of the Centre or Study Group;
Smoking or vaping in the Centre and/or outside of designated areas;
Possession of drug paraphernalia;

Vandalism and/or deliberate minor damage to Study Group property e.g. graffiti;
Making continued unsubstantiated frivolous complaints.

The following are examples of behaviour that is considered gross misconduct (not exhaustive):

e Violent, or aggressive, or intimidating behaviour directed towards students and/or
staff;

e Bullying including cyberbullying or harassment that targets a protected characteristic
as per the Equality Act 2010;
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e Sexual harassment or sexually motivated bullying that impact on any other student or
member of staff;

o Sharing sexualized or inappropriate content to other students and/or staff via the
internet;

o Inappropriate use of another student’s image/photo via a screenshot, copying or
downloaded;

e  Submitting fraudulent documentation;

Serious criminal behaviour e.g. assault, sexual assault, rape, fraud, bribery, arson,

possession of an offensive weapon in public area or shared student spaces;

Significant damage to a Centre or accommodations;

Possession and/or supply or production of Class A or B drugs;

Malicious complaints that damage the reputation of staff and/or students;

Any act that puts other students and/or staff at risk e.g. safeguarding, Health & Safety

(H&S), fire safety and use of technology;

o Repeated cases of behavioural misconduct.

It is acknowledged that Study Group must apply a rebuttable presumption that being exposed
to lawful free speech is unlikely to amount to harassment. Students will not be subject to
disciplinary processes or termination because of exercising their right to freedom of speech
within the law.

5.3. Criminal Behaviourlf criminal behaviour has been reported to the Police they will conduct
a criminal investigation, not the Centre. If there are reasonable grounds to believe that a
criminal offence has been committed (e.g. seen on CCTV, witness) and could cause
reputational damage or risk others, then a risk assessment will be undertaken to determine
if an internal disciplinary investigation should be commenced.

In serious cases of alleged criminal behaviour, especially those involving sexual misconduct,
drug dealing or attacks on staff or students, where there is sufficient evidence to support the
allegation, this will result in immediate suspension and possible termination.

For those students studying exclusively online via the Digital Learning Hub, reported criminal
behaviour could have a detrimental impact on their ability to progress to face-to-face study
at their chosen university.

All students must disclose any existing criminal convictions as part of the application process
and any new ones during their course. All disclosures of criminal convictions are referred to
the DoCO as an exceptional case. The final decision is based on the following factors:

e The potential risk to other students or staff;
The course subject and the likelihood of progression to a university course;

e The severity of the criminal act (as judged against equivalent law where they are or
proposing to study);

e The length of time since the criminal conviction occurred and whether it is ‘spent’ or
not;

e A statement made by the student detailing the background and any extenuating
circumstances;

o The likelihood that the offence will be repeated whilst studying with Study Group.
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It should be noted that disciplinary action will be taken against any student who does not
disclose a previous or new criminal conviction while studying on a course. This may result in
the termination of studies depending on the severity of the conviction.

Please refer to the Criminal Conviction Procedure for more information.

Study Group expects all staff to address student behaviour proportionately, with minor,
one-off offences managed immediately and directly by the staff member involved, while
more serious or repeated behaviours may require further intervention.

For more serious or repeated behaviour offences the following steps should be taken:

All serious or repeated incidents of poor behaviour that relate to student wellbeing must be
logged on CPOMS following the local reporting procedure. If an incident cannot be managed
directly with the students at the time of it occurring, then the misconduct should be raised to
a line manager and/or Personal Tutor. If there is a safeguarding concern, this should be
reported to the DSL as per the Safeguarding Policy. For any accommodation or classroom
management issues log on SalesForce.

It should be noted that a concern will not stop the disciplinary process from proceeding but
may be taken into consideration when the outcome of the disciplinary is decided.

Any act that puts other students and/or staff at risk e.g. safeguarding, health and safety, fire
safety, use of technology or the reputation of Study Group or University Partner at risk will
be suspended. The suspension will commence immediately, and the student will be notified
as soon as possible. When behaviour occurs in a university-managed space (e.g. student
accommodation), Centre staff should coordinate with the relevant university personnel to
ensure any disciplinary action is aligned and that the student is not subject to duplicate
sanctions.

The suspension enables an investigation to be completed quickly and independently. It must
not be used as a punitive measure, however access to learning will be restored at the earliest
possible time and the student assisted throughout the suspension period by either a
Personal Tutor or equivalent, or a member of the Wellbeing Team.

All suspensions should be as short as possible and discontinue as soon as the internal
investigation outcome is known and/or sanction is applied, and the DSL should be notified.
However, there are some circumstances in which a suspension may continue, including
where:

e There is an on-going police investigation into a serious criminal offence; or
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e The student fails to engage in the disciplinary process and/or is disruptive to the
Centre; or

o The student poses a danger to other students and/or staff within the Centre, on their
course of study or in student accommodation.

In this case, suspensions will be reviewed by the DoCO every 5 working days. If a
suspension continues for 2 working weeks or more, the DoCO will consider the student’s
ability to continue with the course and, in some cases, this may result in the deferral of their
studies. Please note that students will be expected to maintain in contact with the Centre
throughout the suspension and support will be provided. Further information is available in
the Attendance Policy and Student Whereabouts Policy.

Where a student has been placed on bail for more than four weeks and bail conditions mean
they are unable to attend Centre activities, the decision to mandatorily defer studies will be
taken at the point bail has been issued. Please refer and follow the Procedure for
Managing Pre-Registration and Early Exits Incidents.

In cases of suspected behavioural misconduct, an internal disciplinary investigation will be
carried out to establish whether there is substantive evidence that the misconduct has (or has
not) been committed.

In cases where criminal offences are suspected of being committed and have been risk
assessed as requiring internal disciplinary investigation, it will focus on evidence that provides
a reasonable belief that a criminal offence has or has not occurred. It is not the responsibility
of the Centre to complete a police investigation nor does the misconduct need to be proven in
a court of law before disciplinary action takes place.

The investigation will be initiated by the staff member allocated to the case. This will usually
be the DoCO or delegate for gross misconduct. The DSL would not usually be involved in
investigations unless harassment or sexual misconduct are alleged. Ideally, the investigation
will be undertaken by a staff member who has not been involved in the incident. During the
investigations, all students involved will:

o Be treated with respect, listened to, and involved in decision making where possible;
Have a named member of staff to support them during the investigation;

o Where appropriate, be kept informed of next steps and if any extension to timeframes
is required and why;

o Be informed of their rights to confidentiality and told when and why this may not be
possible.

The investigation will be fully documented, and a report submitted to the DoCO for possible
further action. Unless there are exceptional circumstances, all internal investigations will be
completed within 5 working days of the initial behavioural misconduct being reported. The
investigation may include searches of accommodation (where appropriate and in line with
accommodation policy and process) or the student.

Staff who undertake investigations and make decisions around disciplinary cases require
further mandatory training in these areas. This training is provided annually by Study Group’s
Central Student Wellbeing Team and includes collaboration with approved external providers.
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The training is attended by the DSL and DoCO, and and other Centre staff identified by the
Centre as potentially being involved in investigations. It is a minimum requirement for
nominated staff to receive this training and for it to be refreshed at least annually.

Staff who undertake investigations are trained to adopt a trauma-informed approach to
responding to reports of harassment and/or sexual misconduct, recognising that trauma may
affect how students share experiences and engage with reporting, support, and disciplinary
processes.

Refer to the Student Harassment and Sexual Misconduct Policy.

If it is suspected or reported that a student is in possession of drugs (or other illegal
substance), weapons or other items that could cause harm to themselves or others on Study
Group premises, the DoCO may authorise a search of the student and

their belongings and who will carry out this search in line with the government guidance on
Searching, screening andconfiscation, July 2022.

If drugs, weapons or other illegal items are discovered then these will be confiscated, and the
police will be notified in accordance with the relevant legislation. If an electronic device has
been used, or suspected of being used to commit an offence, cause personal injury or damage
to property, the DoCO may authorise staff to view messages or information held on the device,
unless there is an accusation of Child Sexual Material (staff are explicitly instructed not to
review suspected Child Sexual Material). If a crime has been committed, the Police will be
notified.

The policies of the accommodation provider should be followed.

If you have concerns for a student and think a room search is needed, contact the
accommodation contact.

Cases of behavioural misconduct will be resolved in Centre without a disciplinary hearing.

Where there are multiple incidents of behavioural misconduct, this will be considered gross
misconduct and will result in a disciplinary hearing.

Please refer to Section 7: Disciplinary Sanctions for further information.

All instances of gross misconduct and/or criminal offences will result in a disciplinary
hearing. A student would be given 3 working days’ notice of a disciplinary meeting as well
as sufficient information to understand why the hearing is taking place. Where there is a
significant risk to others, the hearing can be held immediately. Where a student is unable
to attend the hearing, the hearing will take place in their absence. With prior agreement,
the student can bring a friend, family member, trusted contact, representative from their
sponsor, or member of the Wellbeing Team to the meeting for support. Legal
representation is not permitted. The hearing may take place online.
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The disciplinary hearing will be chaired by the DoCO or delegate where a conflict of
interest is identified. This should be another member of the Centre’s management team,
though not the DSL. A note taker must also be present to ensure an accurate record of
the meeting is maintained. This may be facilitated through the transcription function in
Microsoft Teams, where appropriate, in accordance with UK GDPR and our data
protection requirements.

The purpose of the hearing is to:

Ensure the investigation has been completed fully and fairly;
Review the evidence objectively;

Hear the student’s account;

Request further investigation if required;

Decide on the outcome and possible sanction.

Following a hearing, the chair will decide whether:

a. Gross misconduct has been found, in which case a higher-level sanction will apply;

b. Behavioural misconduct has been found, in which case a proportionate sanction will

apply;

c. There is insufficient evidence of misconduct at this time, in which case any suspension

will cease but the case will be reopened should further evidence be shared;
d. No misconduct has been found.

Where a student is reinstated following a period of suspension, the Centre is responsible
for ensuring that the student is supported so that any impact on their studies and
progression is minimised.

If an internal disciplinary investigation found no misconduct, but at a later stage a student
reports the same incident to the Police, then the case would be risk assessed and the
process may need to start again.

Where a peer-on-peer incident, the student who made the complaint should be given some
resolution to their complaint.

If, following a disciplinary investigation and/or hearing, it is decided that either gross
misconduct or behavioural misconduct has been found, a sanction should be applied. This
will be determined by the severity of the behaviour.

All sanctions must be logged on CPOMS.

To manage low-level behavioural issues, a verbal warning can be issued by nominated
members of staff for behavioural misconduct or incidents, and these should be recorded as
per local procedures. Nominated staff may differ from Centre to Centre but typically include
Personal Tutors, student experience staff and managers.

In the event a student is 17 years old, the DSL should be informed. The decision to report a
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verbal warning to the parent, agent or sponsor will be made in liaison with the DSL, and in
the case of a sponsor with the Central Sponsor Team.

A student may receive multiple verbal warnings however if a trend in behaviour is
identified, or the same misconduct is repeated more than once, then consideration should
be given to escalating the sanction to a written warning or a disciplinary hearing.

If verbal warnings are not effective, the behaviour is of a more serious nature (but not
considered gross misconduct), the student’s behaviour is repeated, or a trend of behaviour
is identified, then a written warning should be issued. All written warnings must be recorded
as per local procedures.

In the event a student is 17 years old, the DSL should be informed. The decision to report a
written warning to the parent, agent or sponsor will be made in liaison with the DSL, and in
the case of a sponsor with the Central Sponsor Team as per the Safeguarding Policy and
Information Sharing Principles.

Where the behaviour is of a more serious nature and a written warning is not deemed
appropriate (but not considered serious enough to result in a termination of studies), or if
there is a failure to amend behaviour after receiving a written warning, a final written warning
may be issued. In the event a student is 17 years old, the DSL should be informed. The
decision to report a final written warning to the parent, agent or sponsor will be made in
liaison with the DSL, and in the case of a sponsor with the Central Sponsor Team as per the
Safeguarding Policy and Information Sharing Principles.

If an incident is considered sufficiently serious as to constitute being gross behavioural
misconduct, the disciplinary hearing will consider all sanction options available, including
termination of the student’s studies (i.e. permanent exclusion from the Centre). Where a
student is enrolled on an ICAS the centre should communicate with the partner university
to ensure they agree with the termination withdrawal or deferral process. The student will
be informed of any decision to terminate their studies in writing and within 3 working days
of the disciplinary hearing unless there is a significant safeguarding risk to others and their
study plan is terminated immediately, at which time they are expected to comply with the
instruction and visa requirements.

Where a student is 17 years old the decision to report a termination of course to the parent,
agent or sponsor will be made in liaison with the DSL, and in the case of a sponsor with
the Central Sponsor Team. Where a student is 17 years old but there is a risk to their
safety, the trusted contact may be informed as per the Information Sharing Principles.
Further details would need the student’s consent to be shared unless there is a public
safety risk. Follow the Procedure for Pre-Registration and Early Exit Incidents to manage
the termination.

DSL should make the decision to inform the partner university DSL or accommodation if
the student is considered a risk.
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Termination of studies and Sponsorship Management System (SMS) reporting must not
take place until after the window for an appeal has been closed.

If a written warning, a final warning or termination of studies sanction is applied, then the
student will be informed of the right to appeal and the person to whom the appeal should be
raised.

For written and final written warnings, the appeal should be raised with the DoCO. In the
event the DoCO issued the written or final written warning, then the appeal will go to a DoCO
at another Centre or the Dean. The student will be informed of this.

For sanctions requiring the termination of the student’s studies, the appeal should be raised
with the Deans or delegate. All appeals must be raised in writing to
studentappeals@studygroup.com within 5 working days of the student being informed of
the sanction. The request should include reasons for the appeal. Any appeal lodged outside
of the 5 working days will not be considered. Appeals will be held online.

A student wishing to appeal a termination decision due to the Student Disciplinary Policy,
must ensure that their appeal is made on at least one of the following grounds:

e a procedural irregularity (i.e. the process was not followed correctly);
e prejudice or bias on the part of the staff considering the decision;
e an unreasonable to disproportionate outcome; and/or

e relevant additional material evidence which could not reasonably have been
submitted at the time the decision was made.

The appeal, put in writing, should include:
o What decision the student is appealing;
o The grounds for the appeal as set out above;
¢ What the student hopes to happen as a result of the appeal;

¢ A copy of the outcome of the decision and any additional evidence the student
wishes to be considered.

If a student meets the grounds for appeal, the following process will be followed.

The student will be invited to attend the online appeal hearing and may choose to bring a
support person with them who is a friend or family member. They cannot bring a legal

page | 13 | Student Disciplinary Policy — v2.0



O StudyGroup

representative. If the student prefers not to attend or is not able to attend, the online appeal
hearing will continue in their absence.

All documentation used by the Centre to determine the outcome of the decision and any
further evidence provided by the student will be reviewed objectively. The Dean or delegate
will convene a small panel of independent staff to assist in their decision. The panel may
request further information as required.

Following an appeal, the decision will be communicated to the student within 5 working days
in the form of a Completion of Procedures Letter (COP). This decision will be final and there
will be no further right to appeal.

Once a student’s appeal has been considered through all internal stages of the appeals
process, they have the right to lodge a complaint with the Office of the Independent
Adjudicator for Higher Education (OIA) should they remain unsatisfied with the final decision,
with the exception of those studying at Dublin ISC. The OIA will only consider student
complaints received within 12 months of the completion of the provider’s internal complaints
or appeals processes and where the student has been issued a COP letter. For full details of
the OIA’s processes and procedures, please refer to the OlA’s website: www.oiahe.org.uk.

If a student wishes to make a complaint about any part of the disciplinary process, then they
should refer to the Complaints Policy. 1t should be noted that a complaint being raised will
not alter or pause the outcome of a disciplinary or appeal hearing.

All disciplinary actions related to wellbeing, including verbal warnings, must be recorded on
CPOMS and as per local procedures.

To ensure a fair and consistent disciplinary process, the DoCO will be responsible forreviewing
disciplinary outcomes on a termly basis and any discrepancies acted upon.
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Appendix 1: Student Behaviour Charter
Study Group students:

e Engage positively in lessons and contribute to their own learning;

e Listen to the opinions of others with respect and tolerance;

e Treat all those that they come across with respect;

e Appreciate the differences that people have to offer;

e Seek to understand and develop respect for local customs and culture;

e Dress in a way that is respectful and suitable for a diverse learning
environment;

e Use their right to free speech lawfully so as not to harass, discriminate or
draw others into terrorism but understand that their own opinions may be
different from those of others;

e Are vigilant of their student peers and tell staff if they are concerned;

e Act safely at all times and do not put other students at risk (especially
those that are 17 years old);

e Engage positively with the support that is offered to them;
e Use the internet safely and appropriately;

e Do not attend the Centre whilst under the influence of alcohol or drugs
(including legal highs)

e Do not engage in violent or aggressive behaviour at any time;
e Do not wilfully disrupt classes or events;

e Do not bring the Centre or university into any form of disrepute at any
time;

e Do not damage Study Group or campus property or the belongings of
others;

e Understand and abide by the law of the country and their immigration
permissions;

e Comply with all reasonable requests made by Centre staff;

e Comply with all relevant Study Group policies and procedures and this
Student Behaviour Charter.
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O StudyGroup

Appendix 2: Disciplinary Reporting Form

The Disciplinary Reporting Form can be found here: Disciplinary Reporting Forms.
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https://studygrp.sharepoint.com/:f:/r/teams/AssetLibrary-StudentWellbeing/Shared%20Documents/General/Forms%20%26%20Templates%20and%20Support%20to%20Study/Disciplinary%20Reporting%20Forms?d=w35aaa8fc1cf24f5aa4a697f7dbcc1a36&csf=1&web=1&e=LSM8bX&xsdata=%3D&sdata=MWQ2Q2l0OWpETHFOUWxPbWljT1VSVSt6TTRmdnEyM3dyYVl5UHh1bStoYz0%3D&ovuser=f258014c-e9c7-4984-a47c-f08c4bc3ec49%2Crshields%40studygroup.com
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