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Description automatically generated]				Breach of Code of Conduct - Reporting Form (‘Appendix A’) 				

Reporting a breach of the College and University’s codes of conduct occurring in Kellogg College or by Kellogg students when off College grounds.
Please use this form to report a Kellogg student or student on Kellogg College grounds, who you believe may have breached the codes of conduct, which can be found: here, [and currently: here] and the University’s code of conduct can be found here. You should first have considered raising this and resolving it informally with the contacts listed in Section 15 of the Code of Conduct. Section 16 of the Code of Conduct provides information about other reporting routes.
Information to note:
· Consider seeking support if you have been impacted by the behaviour you are reporting.  Sources of support are available at: https://handbook.kellogg.ox.ac.uk/health-wellbeing-and-disability/ 
· https://www.kellogg.ox.ac.uk/kellogg-college-experience/health-wellbeing-and-disability/ 
· https://www.ox.ac.uk/students/welfare 
· To be able to report misconduct you either need to have witnessed it, experienced it directly, or be able to provide evidence that it took place. For physical misconduct, sexual misconduct or abusive behaviour, the victim (if not yourself) or a witness must be willing to give an account of its impact on them.
· The Dean is happy to talk through any part of this process, and you should feel free to contact them before submitting a concern: email the Dean or Academic Office to arrange a meeting.
· The person who is named in the report will need to be made aware that you have made a report about them and your name except in exceptional circumstances. We will require a name of the person who has breached the code of conduct in order to proceed with next steps.
· If a police investigation is ongoing then the College will normally wait until the investigation and any criminal proceedings have been completed before beginning their own investigation. 
· If you’re a student at the College and unhappy with the College’s handling of your report, you will have recourse to the University’s complaints procedure.
· This process can take up to several months but during this time you will be kept updated. 
The stages of the procedure are as follows:

	1. Information About You

	Title:
	

	First Name:
	

	Last Name/Family Name:
	

	Preferred pronouns 
(e.g., she, her, they etc):
	

	Are you a (please select)?
	☐ Kellogg College Student
☐ University/College staff member
☐ Visitor/member of the Public

	Contact email address:
	

	Do you need us to make reasonable adjustments on the medical grounds, disability, or another protected characteristic?
	

	2. Information about the Incident

	Name of Student(s) you wish to report:
	

	Any other identifying information about the student: 
	

	Date that the incident took place:
Tell us when the incident took place. You can enter a range of dates if you are unsure of the exact date or if it’s been going on for a period of time.
	Start: Click or tap to enter a date. 
End: Click or tap to enter a date.

	Rules that may have been breached: 
Tick any boxes that apply. Alternatively use the ‘other’ option to add to the list.
	☐ Student resident matter
☐ Antisocial behaviour
☐ Drugs
☐ Health and Safety
☐ Property
☐ Physical behaviour
☐ Sexual misconduct
☐ Other, please specify 
Click or tap here to enter text.

	Has the incident been reported elsewhere: (e.g., University Department, Proctors’ office, police)?
	

	Names/details of any potential witnesses:
(please do not contact them yourself)
	

	3. Please provide a description of the incident that took place

	Guidance: you do not have to give a detailed account of the incident, there will be opportunity for you to provide a full account later in the process
	

	4. What would you like to happen as a result of your report?

	Guidance: please provide a range of outcomes if able (see section 62). For example, that you receive no further contact from those involved – you do not have to answer this question if you’re unsure:
	

	5. Please describe any evidence that you have, which you want included in the investigation

	Guidance: submit this at the same time as the form (this should be evidence already available to you – you should not attempt to investigate the matter yourself)
	

	Statement

	By signing below, I agree that: 
· I have read the Student Discipline Procedure available at https://www.kellogg.ox.ac.uk/kellogg-college-experience/health-wellbeing-and-disability/.
· The information I have provided is accurate to the best of my knowledge.
· I consent to this information being shared with others in the College or University, where necessary, for the purposes of investigation and consideration, as stated in the Student Discipline Procedure.


	Name:
	

	Signature:
	

	Date
	Click or tap to enter a date.


Submit this form to the Dean and the Academic Office.
Any personal data provided will be processed in accordance with the College and University’s data privacy notices found here and here and current data protection legislation.
The information you provide (excluding your contact details and personal information) is shared with the person(s) concerned, for reasons of transparency, unless we think some information should be withheld to safeguard the interests of another party. This means we cannot accept anonymous reports.
If you would like to discuss this confidentially with someone, please contact the Dean or Academic Administrator
If you would like detailed information about a reporting person’s rights, support available and other options then please access https://www.ox.ac.uk/students/academic/complaints 


You submit a completed form


You will recieve an email within 3 days confirming your form has been recieved


The Dean considers whether the behaviour: appears to breach the code of conduct; would be most appropriately investigated under this procedure; -has not already been investigated; and, if so, commissions an investigation.


You will receive a response via email confirming the decision and the reasons for the decision; where an investigation is commissioned it will describe the next steps.


An investigation is conducted


You will normally be invited to meet with the investigator first and you will be able to bring someone to support you to the meeting.  You can provide further evidence and/or an Impact Statement.


The Dean will consider the investigation report and: Dismiss the concern; uphold the concern and impose a minor sanction;  refer the case to a Discipline Committee


You will receive a response via email confirming the decision and the reasons for the decision; where a case is referred to the Discipline Committee it will describe the next steps.


The Discipline Committee will meet to consider the investigation report; you may be requested to attend; the committee will either dismiss the concern or uphold the concern and impose a sanction


You will receive a response via email confirming the decision and the reasons for the decision
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