Hetherington Research Club Disciplinary and Complaints Policy 

 
All stages of the investigation and disciplinary process will be strictly confidential. The release of material (including the written complaint) any formal or informal discussion and the minutes thereof shall be strictly controlled, and only made available as necessary.  All considerations of timings/reference to days in this club policy shall be taken to mean working days, within term time.  Should a complaint be instigated outside of normal term times, then initial action, such as initial investigation, informing the subject of the complaint and suspension of their membership, may be taken prior to the full instigation of this procedure.
 

Stage 1 – Instigation & Investigation

 

       Upon receipt of a formal written complaint addressed to the President or Honorary Secretary, concerning one or more members of the club, a minimum of two members of the Executive Committee (or one member of the Executive and one member of the CoM if the executive only numbers one active member) shall consider the matter.  If further Investigation/action is warranted a member of the Executive, or representative thereof, shall contact the party/parties cited in the complaint within five working days. Such contact shall be made in writing by post or email, and inform them in detail of the nature of the complaint, that the matter is to be investigated, and that if a disciplinary hearing is to be called, they shall be notified of such within 14 days from the date of the notifying letter. As per the Club Constitution, the Executive may impose suspension of membership pending further investigation and hearing, and if so, affected individuals shall be informed. The names of the complainants shall normally not be given.  Should a member of the Club and a member of the Club staff lodge complaints against each other for the same alleged incident, the complaint against the Club member shall normally be investigated first.
Should the complaint involve members of the Executive, or should members of the Executive potentially be called as witnesses in any disciplinary hearing, they shall not be involved at any stage of the investigation, as per constitutional requirements. In such instances, the CoM or Senate Representative may appoint other members of the CoM or other ordinary or honorary members of the Club. The objective shall be to secure an unbiased and fair investigation.
The originator(s) of the complaint will be informed within five working days of the complaint being received whether further action and investigation will be taken. If a disciplinary hearing is to be called, they shall be notified within fourteen (working days), and notified that they may be required as a witness.  

The subject(s) of the complaint shall be advised that all communication In relation to the matter shall be made to the appointed representative, or to the Executive.  In order to maintain confidentiality, no communication of any kind in relation to the matter should be made by the subject of the complaint to any member of the Disciplinary Committee or the Committee of Management. Contravention of this section shall be considered by the Disciplinary Committee in their proceedings.  

 

Stage 2 – Convening of Disciplinary Committee & Hearing

1.     If the complaint warrants further action, a disciplinary committee shall be convened. The CoM as a whole shall not be party to any details of the complaint.

2.      Normally, the CoM shall maintain a list of ordinary or honorary members who are willing and can be called upon to assist in this procedure.
4.     The chair of the disciplinary committee shall ensure that the disciplinary committee investigates the complaint and if a disciplinary hearing is required, ensure that such is called, and all necessary parties informed in accordance with the policy as outlined in Stage 1.

5.     The subject(s) of the complaint shall be notified in writing by post or email of the date and time of the hearing. Such letter will outline the procedure and shall be in accordance with current policies.
6.     The committee may decide that informal resolution has been reached to the satisfaction of all parties at any stage of the disciplinary process.

Stage 3 – Disciplinary Hearing & Outcome

1.     The chair shall appoint two independent minute takers from within club membership. These appointments shall be made on grounds of impartiality. These parties shall not be subject to any information pertaining to the complaint prior to the formal hearing.

2.     The chair shall convene the formal hearing at the time specified in the notifying letter. The absence of any party to the complaint shall not be an impediment to the hearing taking place.

3.     The chair shall ensure that no parties involved in the complaint formally meet, unless such a meeting is agreed by all parties.

4.     The complainant shall normally address the disciplinary committee first in any formal hearing.

5.     The chair shall conduct and direct all questioning.

6.     The chair shall inform the subject(s) of the compliant that they shall be notified of the decision of the disciplinary committee in writing by post or email within five university, term time, working days.

7.     The chair shall inform the CoM of the outcome of the complaint, whilst maintaining confidentiality of the details.

8.     At the termination of the disciplinary procedure, all materials related to the procedure shall be held on the club premises under the direction of the Hon Secretary.

9.     All material relating to a complaint shall normally be destroyed one year after the final decision was reached.

10.  Should the case against a member of the Committee of Management be upheld, with a penalty of suspension or termination of Club membership, the individual concerned may not stand for, or be co-opted to the Committee of Management for a period of three years.
Stage 4 – Appeals

1.     Appeals by the subject(s) of the complaint against the decision of the disciplinary committee shall be directed to the Secretary of the University Court.
2.      Such appeals must be made within fourteen days of the date of the letter referred to in Stage 3, Section 6. 

Appendix A
Information for Panelists - Disciplinary Hearings

1. The Executive or appointed representative shall appoint 5 individuals to convene the Disciplinary Panel, and two minute takers.

2. The Executive or appointed representative shall advise potential panel members of the names of the individuals involved, but not the nature of the allegations.

3. Should a panel member receive any communication from any of the parties involved in the complaint, or have any other reason why they may not be deemed impartial, they must report this to the Executive or appointed representative at the earliest possible opportunity.

4. The panel shall convene to review all materials relevant to the case directly prior to interviewing the parties involved in the case.

5. The panel shall decide on what action, if any, is to be taken, and the Executive or appointed representative will inform the parties in writing or by email, within 5 working days, of the outcome of the Disciplinary Hearing.

6. All materials presented in the case shall be returned to the Executive, and all details of the case shall be considered confidential by all members of the panel and minute takers.  These records shall only be made available to the Court Office should an appeal be lodged.  No further dissemination shall be allowed.
7. The Executive shall advise the Committee of Management of the outcome of the Disciplinary hearing, but none of the details.

Appendix B
Hetherington Research Club

Disciplinary Procedures – Timetable of Tasks

	Action
	Timescale
	Responsibility
	Done

	Complaint received
	
	
	

	Prof Moignard (or appropriate Court/Senate representative) advised
	Within 2 days
	President
	

	Responsibility from Court/Senate delegated to Investigator
	Within 3 days
	Court/Senate representative
	

	CoM advised complaint received
	Within 5 days
	President
	

	President to write to person cited
	Within 5 days 
	President
	

	If CoM member, President to advise party that a  representative has been appointed
	Within 5 days
	President
	

	Investigator writes to person cited to advise proceeding
	Within 5 days of 1st letter from President
	Investigator
	

	Panel selected and approached
	Within 5 days of 2nd letter 
	Investigator or Club Manager 
	

	Minute-takers appointed
	Within 5 days of 2nd letter
	Investigator or Club Manager
	

	Investigator writes to party cited – invite to Panel meeting
	Within 14 days of 2nd letter
	Investigator
	

	Agree meeting
	Within 4 days of 3rd letter
	Investigator, party cited, Panel
	

	Meeting convened
	Within c. 10 days of 3rd letter
	Investigator, party cited, Panel
	

	CoM advised of outcome
	Within 1 day of Panel meeting
	President
	


(As per the opening statement of the club policy all ‘considerations of timings/reference to days in this club policy shall be taken to mean working days, within term time.  Should a complaint be instigated outside of normal term times, then initial action, such as initial investigation, informing the subject of the complaint and suspension of their membership, may be taken prior to the full instigation of this procedure’).
Appendix C
Complaints Procedure – How to make a complaint
 

Complaints about Club Members

 
        A written complaint, detailing the nature of the alleged offence/s, with reference to any known witnesses, and preferably including the statement of such a person should be sent to the Honorary Secretary. All such statements must be signed by the complainant/witnesses. Full contact details for the complainant must be provided.

       The Club will initiate the policy on investigation and inform the complainant in writing by post or email within five working days of receipt of the complaint, of what further action may be taken.

 

Complaints about Committee Members

 

        Unless the subject of the complaint is the Honorary Secretary, the same procedure should be followed as complaints about Club Members.  If the Honorary Secretary is the subject of the complaint, then the complaint should be made to the President.  The President or appointed representative will review the allegations, and inform the complainant in writing by post or email within five working days of receipt of the complaint of what further action may be taken.

 

Complaints about Staff Members, both on and off duty

Members of the club who have concerns over the practices or behaviour of a member of staff should, in the first instance, address their complaints to the person with operational responsibility for the club, the key holder or the Bar Manager.  Members should not approach the member of staff and raise their concern with them directly.

It should be noted that all supervisory staff at the Club have legal rights and obligations.  These include the ability to ask any members of the Club, guests of members, and individuals otherwise on Club premises, to moderate their behavior, and/or leave the premises.  They are entitled to contact the police to aid them in this should the individual concerned refuse.

A written complaint detailing the nature of the alleged offence/s, with reference to any known witnesses, and preferably including the statement of such a person should be sent to the General Manager. All such statements must be signed by the complainant/witnesses. Full contact details for the complainant must be provided.

       The General Manager or their representative will review the allegations, and inform the complainant in writing by post or email within five working days of receipt of the complaint of what further action may be taken.

        If the General Manager is the subject of the complaint, then the complaint should be made to the Club President.

       The President or appointed representative will review the allegations, and inform the complainant in writing by post or email within five working days of receipt of the complaint of what further action may be taken.

 

Complaints about Guests of Members
        A written complaint, detailing the nature of the alleged offence/s, with reference to any known witnesses, and preferably including the statement of such a person should be sent to the Honorary Secretary. All such statements must be signed by the complainant/witnesses. Full contact details for the complainant must be provided.

The compliant shall be reviewed by the Executive, and discussed by the CoM, who shall decide upon an appropriate response.

 

 

 

