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Club and Society Member Relations Procedures 
Protocol for a President’s / Chair’s / Captain’s Hearing  

 
Opening 
 

 The President/Chair/Captain will explain the purpose of the meeting and the 
disciplinary sanctions which are a possible outcome to the proceedings.   

 The President/Chair/Captain will introduce those present, and will confirm 
why they are there. The names of the witnesses (if any) which either party 
proposes to call in support of their case will be communicated to everyone. 

 The President/Chair/Captain will remind those present of their right to be 
accompanied and of the requirements for confidentiality as set out in the 
‘Principles for Participants’ document.   

 The President/Chair/Captain will ask those present if any reasonable 
adjustments are required.   

 The President/Chair/Captain will explain the structure of the meeting.   
 The allegation(s) against the member will be read out by the 

President/Chair/Captain. 
 

Evidence from the Investigation 
 

 The Investigating Officer will be invited to summarise their report including 
their findings, conclusions, and any recommendations. 

 The Investigating Officer may call any witnesses that are relevant and may 
refer to any relevant documentation. Witnesses will be called individually and 
will leave the hearing once their evidence has been heard. 

 The Investigating Officer will question the witnesses on their evidence. 
Following this, the President/Chair/Captain and the member who is subject to 
proceedings will be allowed to question the witnesses on their oral evidence, 
and on any relevant written evidence. In situations where such cross-
examination may be deemed detrimental to the well-being of either party, the 
President/Chair/Captain may hear the witness evidence separately, and each 
party will be given the opportunity to respond to the evidence through the 
President/Chair/Captain. 

 
Evidence from the Member who is Subject of Proceedings 

 
 The member will present their case. 

 The member may call any witnesses that are relevant and may refer to any 
relevant documentation. Witnesses will be called individually and will leave 
the hearing once their evidence has been heard. 

 The President/Chair/Captain will remind the witnesses of the requirements for 
confidentiality as set out in the ‘Principles for Participants’ document. 

 The member will question their witnesses on their evidence. Following this, 
the President/Chair/Captain and the member who is subject to proceedings 
will be allowed to question the witnesses on their oral evidence, and on any 
relevant written evidence. In situations where such cross-examination may be 
deemed detrimental to the well-being of either party, the 
President/Chair/Captain may hear the witness evidence separately, and each 
party will be given the opportunity to respond to the evidence through the 
President/Chair/Captain. 

 The member’s representative will not be allowed to answer any questions on 
behalf of the member, but may question the witnesses on their behalf. 
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Summary 
 The President/Chair/Captain will invite the Investigating Officer and the 

member to sum up. 
 When the President/Chair/Captain is satisfied that all relevant information has 

been submitted, everyone, except the President/Chair/Captain, will withdraw 
from the room to allow the President/Chair/Captain to consider the case put 
by both sides and come to a decision. 

 If the member has a previous disciplinary record, this may be taken into 
account when considering the penalty or penalties to be applied. 

 
Dos and Don’ts 

 
 If any of the parties become distressed during the meeting the 

President/Chair/Captain should adjourn for a short period before continuing. 
 If further information/evidence/investigation is required the meeting should be 

postponed to another date. 
 The President/Chair/Captain should check if there are any special/mitigating 

circumstances.  
 The hearing should be stopped if there is a suitable explanation for the 

alleged misconduct or where there is no real evidence to support the 
allegation.  

 Remember that this procedure is a two-way process. 
 All participants should avoid arguments and the use of defamatory or 

derogatory language. The President/Chair/Captain should not allow any party 
to engage in this kind of behaviour during the procedure. 

 If the member or a witness does not attend without just cause the hearing 
may continue in their absence.   

 
Decision 
 

 The decision should be communicated to the member in writing within 5 days 
of the decision being made. 

 The decision should be based on the evidence presented and should be fair, 
appropriate to the findings. 

 The decision should identify: 
 Any expected improvements and the timeframes for such 
 The appropriate and fair sanction 
 How long the sanction should remain live 
 What the consequences of any further misconduct will be 

 
 

Advice and Guidance 
 

 If required, please seek advice on the operation of these procedures from the 
Students’ Union Clubs and Societies Coordinator.   

 


