THE UNIVERSITY OF SHEFFIELD
Notes on the procedure of case review panels 

concerned with student complaints
1.
Membership and attendance at Case Review Panels
The consideration of matters relating to student complaints is a reserved area.  Student members of Faculty Boards, Senate and Council are not eligible, therefore, to be members of Case Review Panels, although the student whose case is being reviewed may invite a friend or adviser (who may also be a student) to attend the review meeting (see below).

Case Review Panels shall consist of three persons, one of them acting as Chairman (as specified in the Procedure).  A Secretary to the Panel (and an assistant where appropriate) shall be appointed by the Director of Student Services.  

Where practicable, persons who have already been involved in the investigation of the complaint should not be members of the Case Review Panel.  A representative of the relevant department or service and any members of staff named in a complaint (or their representative) will be invited to the meeting and may be accompanied by a colleague or adviser.  These representatives will leave the meeting after all the facts have been presented, before a decision on the case is reached by the Panel.
2.
Procedure for a Case Review Panel
a)
Where it has been decided to establish a Case Review Panel, the student must first be given notice in writing of:-

(i)
the date, time and place when the case will be reviewed by the Panel;

(ii)
the right to attend the meeting and to bring a friend or adviser and witnesses and to submit documentation;
(iii)
the right to put their case forward in writing to the Panel;
(iv)
the procedure to be adopted.

(The student shall receive a copy of these notes.)

b)
The student will be asked to state, in advance of the meeting, an intention to adopt one of the following courses of action:-


(i)
to attend in person with or without a friend or adviser;


(ii)
for the review to be dealt with by written submissions.

The student will also be asked if they wish to submit a further statement (for consideration by the Panel).
c)
If the student wishes to bring a friend or adviser to the meeting, the status of the friend or adviser and an indication of whether that friend or adviser is legally qualified, should be provided in writing not later than three days before the date fixed for the meeting.  

3.
Procedure when the student wishes to appear in person
a)
The date arranged for the meeting must give the student reasonable time to prepare the case (normally 14 days).  Papers will normally be circulated to all parties involved at least five working days before the meeting.  The student may ask for an adjournment which may be granted or refused at the discretion of the Chairman of the Panel.

b)
The student must be informed by the Secretary of the membership of the Panel before the meeting.  If the student objects to a member, the reasons for that objection should be provided in writing to the Secretary and the Chairman will determine whether the member objected to should be excluded from consideration of the case.  If the student objects to the Chairman, the Secretary should be informed in writing and the members shall determine whether the student’s objection should be upheld.

c)
At the start of the meeting the Chairman will summarise the procedure to be adopted and give the student an opportunity to:-

(i) raise any procedural questions;

(ii) request an adjournment, which may be granted or refused at the discretion of the Chairman of the Panel.

d)
The following order of proceedings will be observed:-

(i) The student and/or adviser will summarise the reasons why a case review has been requested and any other facts relevant to the case.  The student and/or adviser may also call witnesses to give evidence on their behalf.  Representative/s of the relevant department or service (and/or their adviser) or the staff member(s) named in the complaint (and/or their adviser) may be questioned by the student, by the student’s adviser and by members of the Panel.

(ii) The representative/s of the department or service (and/or their adviser) may make a statement and the staff member(s) named in the complaint (and/or their adviser).

(iii) The student and/or adviser may draw any further information to the attention of the Panel and may call witnesses; any person giving evidence may be questioned by the Panel.

(iv) When all the facts have been presented, the members of the Panel will then proceed in the absence of all other persons except the Secretary to take a decision on the case.  The student will not be present while the Panel makes its decision.

(v) No fresh matters will be discussed after the student has left the room.
4.
Procedure where the student has indicated a wish to have the review dealt with by written submissions 

a)
Where the review is to be dealt with by written submissions, the student will be required to submit these by a specified date.  The Secretary should obtain the written comments of the Department on the written submissions of the student, by a specified date.  These comments should be supplied to the student, with an invitation to submit any response to those comments by a specified date. 

b)
Papers will normally be circulated to all parties involved at least five working days before the meeting.  
c)
The student must be informed by the Secretary of the membership of the Panel before the meeting.  If the student objects to a member, the reasons for that objection should be provided in writing to the Secretary and the Chairman will determine whether the member objected to should be excluded from consideration of the case.  If the student objects to the Chairman, the Secretary should be informed in writing and the members shall determine whether the student’s objection should be upheld.
d)
A preliminary meeting of the Panel may be held, in the absence of the student and all other persons except for the Secretary, in order that the Panel may formulate written questions to be put to the student and/or the department(s) or service(s) to be answered in writing by a specified date.

e)
A meeting of the Panel will be held, in the absence of the student and all other persons except for the Secretary, to consider the papers (together with any written questions and answers) and to make a decision on the case.
5.
The Secretary shall notify the student in writing of the decision of the Case Review Panel, drawing their attention to their recourse to external review (if eligible) via the Office of the Independent Adjudicator for Higher Education (OIA). 
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