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1. Document Overview
1.1 Purpose
This Procedure sets out the Students’ Union’s formal approach to managing disclosures and complaints relating to the conduct of members of Students’ Union–affiliated Student Groups and Student Leaders. It explains the roles, steps, potential outcomes and sanctions that may be applied where behaviours is alleged to be inappropriate within Students’ Union–affiliated activities or settings.
This Procedure does not apply to Executive Officers or Part‑Time Officers. Complaints concerning these roles must be submitted to su-complaints@le.ac.uk and will be managed through the appropriate democratic, governance or employment routes.
1.2 Scope
This Procedure may be used when a Student Leader or a member of a Students’ Union–affiliated Student Group is alleged to have acted inappropriately and/or outside the conduct expected of their role during an affiliated Students’ Union activity or within a Students’ Union setting.
Where conduct is deemed potentially to breach the University of Leicester’s Senate Regulation 11 (Student Discipline), the matter will ordinarily fall outside the scope of this Procedure and will be referred to the University’s Conduct Office and/or an appropriate external authority. The Complainant will be informed of this escalation.
1.3 Risk Management
A risk assessment will be completed and reviewed regularly by the appointed Caseworker throughout the process to safeguard all affected parties.
A copy of the completed risk assessment covering all parties involved and must be presented to the panel alongside other documentation as part of the formal panel meeting.
1.4 Review Cycle
This Procedure will be reviewed annually to ensure it continues to meet the needs of students, Student Groups and the Students’ Union. The review stages are:
1. Internal review by staff with oversight of the code.
2. Consultation with incoming Students’ Union Executive Officers.
3. Formal adoption of any changes by the Students’ Union via the Membership and Governance Sub‑Committee of the Board of Trustees.
1.5 Timeframes
The Students’ Union will endeavor to adhere to the timeframes set out in this Procedure. If delays arise due to unavoidable circumstances, the Complainant and the Reported Student will be notified in writing of the nature and anticipated length of the delay.
1.6 Conflicts of Interest
This Procedure must be fair and impartial. All individuals involved (including, but not limited to, the Caseworker, members of the Conduct Panel and members of the Appeal Panel) must confirm that they have no conflict of interest with the Complainant or the Reported Student. Where a conflict exists, the individual must recuse themselves and an alternative will be appointed.

2. Disclosure and Options Conversation
2.1 Submitting a Disclosure or Complaint
All formal disclosures and complaints must be submitted in writing to su-complaints@le.ac.uk. Receipt will be acknowledged by the Students’ Union within two working days.
2.2 Appointment of Caseworker
A Caseworker (a full‑time member of Students’ Union staff who is not a member of any Panel in the case) will be appointed to manage communications with the Complainant, the Reported Student and any witnesses.
2.3 Options Conversation
The Caseworker will invite the Complainant to an Options Conversation to explain the available routes and the steps involved in each. The Caseworker will empower the Complainant to choose how to proceed. If there is an immediate risk of harm, the Caseworker will refer the matter to the relevant University team and, if required, convene the Students’ Union Safeguarding Panel to consider temporary safeguarding actions (see Section 3).
Where there is no immediate risk of harm, the options may include:
Take no further action.
Request that the Students’ Union records the disclosure with no further action.
Attempt to resolve the matter directly with the Reported Student.
Request a facilitated discussion with the Reported Student.
Proceed under this Students’ Union Complaints Procedure (see Section 4).
Follow the University’s Complaints Procedure (commencing via Report and Support).
Report the matter to the Police or another appropriate authority.
2.4 Confirming the Chosen Route
Following the Options Conversation, the Complainant must confirm in writing to the Caseworker (or to su-complaints@le.ac.uk) how they wish to proceed. Where appropriate and with the Complainant’s consent, the Caseworker may provide a summary of the disclosure for the Complainant to verify.
The remainder of this document applies where the Complainant chooses to proceed under the Students’ Union Complaints Procedure.
2.5 – Safeguarding Panels
The Students’ Union has a duty to safeguard students and prioritise their safety. At any point during the complaints process or when a disclosure is received, a Safeguarding Panel may be convened to assess available information where there is an immediate or potential risk of harm3. Students’ Union Complaints Procedure. Details can be found in - Students’ Union Safeguarding Procedure for Student Groups, Members and Student Leaders
3. Students’ Union Complaints Procedure
3.1 Investigation and Evidence Gathering
The Complainant and the Reported Student will be invited to submit written statements, identify witnesses and provide any evidence they wish the Students’ Union to consider. All parties will be signposted to relevant support services.
The Caseworker will explain that information provided will be shared with the Conduct Panel, the Complainant and the Reported Student. Anonymity will not be granted unless exceptional safeguarding circumstances apply and anonymity is approved by the Conduct Panel.
Reasonable steps will be taken to obtain relevant evidence identified by either party and to pursue other reasonable lines of enquiry. After the investigation stage, all evidence gathered will be shared with both parties, who will be given a further opportunity to submit additional material. The Caseworker will redact names where they are not necessary for consideration.
3.2 Conduct Panel: Composition and Responsibilities
Once the investigation is complete, the Students’ Union will convene a Conduct Panel responsible for:
Reviewing all statements and evidence submitted by the Complainant, the Reported Student and witnesses.
Reaching a decision, on the balance of probabilities, on whether the complaint is upheld.
Recommending appropriate sanctions in line with Section 7 (Possible Sanctions) and the Conduct Matrix Guidance (Section 6).
The composition of the Conduct Panel will be communicated to both parties and will ordinarily include:
One member of Students’ Union staff or a relevant member of university staff.
A Students’ Union manager or deputy manager.
A relevant executive officer. *
*If the relevant Executive Officer is unavailable or conflicted, student representation will be provided in the following order: alternative Executive Officers; Part‑Time Officers; College Reps; a member of Leicester 100.
The Students’ Union is committed to diversity. Panels will, where possible, strive to include a mix of genders and representation from Black, Asian and Minority Ethnic (BAME) and LGBTQ+ communities.
3.3 Panel Meeting Process
The Conduct Panel will normally hold its first meeting within ten working days of receiving the Complainant’s account. Any delay will be communicated in line with Section 1.5 (Timeframes). Following its meeting(s), the Panel may:
Request additional information and reconvene.
Meet with the Complainant, the Reported Student and/or witnesses, as appropriate.
Reach a decision and, where applicable, determine sanctions to recommend.
Subject to the timely receipt of all required information, the Panel is expected to reach a decision within fifteen working days of its first meeting. Any delay will be communicated in line with Section 1.5.
3.4 Outcome and Communication
The Caseworker will communicate the Panel’s decision and any sanctions to the Reported Student by email, and will also inform the Complainant by email. Both parties will be advised of their right of appeal and the applicable timeframe.
Both the Complainant and the Reported Student may submit an appeal within ten working days of the decision (see Section 5).

4. Appeals
4.1 Grounds for Appeal
An appeal against a Conduct Panel decision must be submitted in writing to the Students’ Union Chief Executive Officer within ten working days of the outcome and may be made on one or both of the following grounds:
Procedural irregularity in the Conduct Panel process.
New evidence that could not reasonably have been provided earlier (with an explanation for the delay).
4.2 Appeal Panel Composition
An Appeal Panel will be assembled comprising individuals not involved in the original decision, ordinarily including:
A member of the Senior Management Team (or another manager if SMT are unavailable).
A member of the Students’ Union Executive Officer Team.
4.3 Appeal Process and Outcomes
The Appeal Panel will ordinarily meet within five working days of receipt of the appeal and will reach one of the following outcomes:
The process was followed; the original decision stands.
The new evidence is not accepted; the original decision stands.
A procedural irregularity occurred and/or the new evidence is accepted; the case is returned to the original Conduct Panel for reconsideration in its entirety, or the Appeal Panel may, where appropriate, consider the case itself.
The Appeal Panel may overturn the original decision. The Appeal Panel’s decision is final and not subject to further appeal within the Students’ Union.
5. Conduct Matrix Guidance
The Conduct Matrix provides guidance on assessing the seriousness of conduct by evaluating both the Severity of Breach and the Likely Severity of Harm. The combined score (1–12) informs the range of sanctions that may be considered.

	Severity of Breach
	Likely Severity of Harm (1)
	Likely Severity of Harm (2)
	Likely Severity of Harm (3/4)

	Minor Breach (1)
	1
	2
	3–4

	Moderate Breach (2)
	2
	4–6
	8

	Major Breach (3)
	3
	6–9
	12

	Note: Scores are indicative and guide sanction ranges (see Section 6).



5.1 Harm Level Descriptors
Harm Level (1) — Low
Minor or no harm to another individual(s).
No or low potential for reputational damage to the Students’ Union and/or the University.
Consented humiliation (e.g., self‑deprecating activity) with minimal impact on wellbeing.

Harm Level (2) — Moderate
Injury to another individual(s), possibly requiring medical attention.
Potential or actual local reputational damage to the Students’ Union and/or the University.
Minor abuse of power by a Student Leader.
Non‑consented humiliation; moderate impact on wellbeing.

Harm Level (3) — Significant
Injury resulting in hospitalisation or medical deferral.
Potential or actual regional reputational damage to the Students’ Union and/or the University.
Abuse of power by a Student Leader; non‑consented humiliation.
Large impact on wellbeing; professional help likely sought.

Harm Level (4) — Severe
Major injury.
Potential or actual national reputational damage to the Students’ Union and/or the University.
Extreme abuse of power by a Student Leader.
Severe impact on mental health; medical attention is required.
5.2 Breach Level Descriptors
Minor Breach (1): 
One to three minor breaches of this code.
Moderate Breach (2): 
Two or more breaches of this code and/or an assessed Harm Level of 2.
Major Breach (3): 
Three or more breaches of this code and/or an assessed Harm Level of 3 or 4.
6. Possible Sanctions
The Conduct Panel may impose one or more of the following sanctions, proportionate to the assessed score and circumstances. The ranges below are indicative and do not prevent the Panel from applying a lower or higher sanction where justified.
Score 1–2
Formal warning.
Letter of apology where another student was affected.
Mandatory training.
Score 3–4
Meeting with a Students’ Union Lead to discuss behaviour.
Possible ban from celebration events.
Possible suspension (1–8 academic weeks) from a Student Leader role.
Score 6–9
Temporary ban on group membership.
Ban from celebration events.
Suspension (8–16 academic weeks) from a Student Leader role.
Removal from position within the Students’ Union.
Score 12
Ban from celebration events.
Removal from position within the Students’ Union.
Ban on group membership.
Ineligibility to hold any Student Leader role in future (elected or non‑elected).
Referral to the University disciplinary process.
7. Definitions
Appeal Panel: A panel convened to consider an appeal against a Safeguarding or Conduct Panel decision. Members must not have been involved in the original decision.
Caseworker: A full‑time Students’ Union staff member appointed to manage the process and communications. The Caseworker must not sit on the Safeguarding, Conduct or Appeal Panels in the same case.
Complainant: The student who submits a disclosure or complaint to the Students’ Union under this Procedure (also referred to as the Reporting Student in some contexts).
Conduct Panel: The panel convened to consider evidence and determine, on the balance of probabilities, whether a complaint is upheld and, if so, recommend appropriate sanctions.
Reported Student: The student who is the subject of the disclosure or complaint (also referred to as the Respondent in some contexts).
Safeguarding Panel: A panel convened to assess immediate or potential risks of harm and, where necessary, to impose temporary safeguarding measures.
Student Group: A Students’ Union–affiliated society, club or equivalent student‑led organisation.
Student Leader: A student who holds a leadership role within the Students’ Union or a Students’ Union–affiliated Student Group.
Working Day: Monday to Friday, on which the University is open and excluding UK public holidays and University closure days.
Abuse of Power: The misuse of a leadership or positional authority to exclude, penalise or unfairly influence others without objective, evidenced justification under the applicable code(s) of conduct.
Wellbeing: A student’s ability to carry out day‑to‑day activities without detriment arising from the alleged conduct (e.g., avoidance of socials, feelings of exclusion, bullying or harassment). Such factors may not be conclusive alone but are contributory in investigations.
Note: This Procedure should be read alongside relevant University regulations and the Students’ Union constitution and by‑laws, as applicable.
