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Club and Society Member Relations Procedures 
Conduct Procedure – Summary Flowchart 

 
 
Stage 1 – Informal Resolution 
 
The Club/Society Member Conduct Procedures (this procedure) should be used to address 
internal club/society conduct issues. Misconduct is deemed to be improper interference, in 
the broadest sense, with the proper functioning or activities of the Club/Society, or members 
of the Club/Society, or those who work/study at the University; or behaviour which brings, or 
may bring, the Club/Society/Students’ Union/University into disrepute. These procedures are 
in place to protect the well-being of the members, wider community and the reputation of the 
Club/Society/Students’ Union/University. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A complaint of misconduct will be made to the 
Treasurer within 10 days of the misconduct occurring.  
The Treasurer shall record the details of the complaint 
on a central conduct register and shall advise the 
Clubs and Societies Coordinator.   

If appropriate the Treasurer (with the 
consent of any complainant and the 
member accused of the misconduct) may 
resolve the matter informally. The 
Treasurer should seek to resolve the matter 
within 5 working days.  

At the conclusion of this stage the Treasurer 
shall write to the complainant and the 
member accused of the misconduct 
informing them that the informal stage has 
concluded, setting out the terms of any 
resolution or agreement reached. The 
Treasurer should update the conduct 
register and advise the Clubs and Societies 
Coordinator of the outcome. 
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Stage 2 – Formal Procedure 
 

Chairperson dismisses case as there is no case to answer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

If it is not appropriate to deal with the alleged misconduct 
informally the matter should be referred to the 
President/Chair/Captain who shall initiate an investigation into 
the matter. The Clubs and Societies Coordinator must be 
informed that the formal procedure has been engaged and an 
investigation is being undertaken. The conduct register should 
also be updated. 

The President/Chair/Captain shall appoint the Secretary to be 
the Investigating Officer and will provide the Investigating 
Officer with clear and concise terms of reference for the 
investigation. If there is a complainant, the 
President/Chair/Captain shall advise them that the complaint is 
being dealt with under the Conduct Procedure and they shall 
be advised that it has been passed to the Investigating Officer.   

The Investigating Officer will carry out an investigation into the 
matter, including the examination of written evidence from the 
person or persons bringing the complaint against the member and 
evidence from the member concerned. Guidance for completing 
an investigation is set out in the ‘Guidance for Completing an 
Investigation’ document. 

The Investigating Officer shall make a written report of the results 
of the investigation, to the President/Chair/Captain detailing all 
evidence obtained during the investigation normally within 15 
days and may include recommendation(s) to the 
President/Chair/Captain as appropriate. 

If the President/Chair/Captain considers the 
circumstances warrant it (e.g. if the facts of a case 
are not contested), they may deal with the case 
summarily without proceeding to hearing. The 
member will also be advised of their right of 
appeal. The Clubs and Societies Coordinator must 
be informed of the decision and any sanction. 

If the President/Chair/Captain decides that there is 
no case to answer, then the 
President/Chair/Captain shall dismiss the case and 
inform the member in writing. The Clubs and 
Societies Coordinator must be informed of this 
decision and the conduct register should be 
updated.   

If the President/Chair/Captain decides that there is a 
case to answer the matter will proceed to hearing The 
hearing by the President/Chair/Captain shall, as 
appropriate, be in accordance with the protocol as set 
out in the Protocol for a President/Chair/Captain’s 
Hearing document. The President/Chair/Captain shall 
deal with the case and either dismiss the charge or 
impose one or more penalties. The Clubs and 
Societies Coordinator must be informed of the decision 
and any sanction and the conduct register should be 
updated.   
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Stage 3 – Appeal 
 

Chairperson dismisses case as there is no case to answer. 

 

 

 

 

 

 

 

 

A member may appeal the decision of the 
President/Chair/Captain on the following grounds: 

1 Procedural irregularity in the conduct of the 
investigation.  

2 Evidence is available which was not reasonably 
available at the time of the original determination.  

3 The decision of the President/Chair/Captain was too 
severe. 

The appeal should be made by email to the Director of the Students’ 
Union. All appeals must be within 10 working days of the written 
finding of President/Chair/Captain. Receipt of notification of the 
appeal and any supporting documentation shall be acknowledged by 
email within five working days of receipt of the appeal. The Clubs and 
Societies Coordinator must be advised of the appeal and the conduct 
register should be updated.   

The Appeal Panel shall have access to the investigation report, the 
records of the President/Chair/Captain’s hearing including the 
minutes, the papers considered by the President/Chair/Captain, 
the decision letter and any other information deemed appropriate. 
If new information, which was not available to the member at the 
time of the hearing decision, is presented by the member, the 
Appeal Panel will consider it. 

The decision of the Appeal Panel shall be communicated to the 
member in writing, normally within five working days of the decision 
having been made. The letter should refer to the date and time of 
the appeal meeting, and whether the appeal has been upheld or 
not. If alternative sanctions have been imposed they should be set 
out. The member should be advised that the appeal decision is 
final. The Clubs and Societies Coordinator must be advised of the 
appeal outcome and the conduct register should be updated.   

The Director of the Students’ Union will convene an Appeal 
Panel. 


