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Student Code of Conduct Policy and Procedure 

Category: Student Affairs (SA) 

Number: SA-032 

Responsibility: Vice-President, Academic and Vice-President of Student Experience and 

Success 

Approval: Executive Team - 2024 

Amendments:  

1. Purpose  

The primary purpose of the Student Code of Conduct Policy (the Code) is to ensure that 

students are not only aware of their rights, but also their responsibilities by virtue of their 

membership in the College community and can successfully complete their program in a safe 

and inclusive learning environment free from discrimination, harassment, disruptive, and 

inappropriate behaviour. This policy will uphold the rights of all people and reinforces Ontario 

College of Business and Technology’s (hereafter referred to as “OCBT” or “the College”) 

commitment to diversity, equity and inclusion by acknowledging the rights of all College 

members to be treated with dignity and respect. 

 

Where the Code has been violated, this policy establishes fair and efficient procedures to 

address non-academic disciplinary matters.  

2. Scope 

The Code applies to student conduct of all students from admission to a course or program until 

that person has completed the course or graduated from the program, even though the conduct 

may occur before classes begin or after classes end, as well as during the academic year and 

during periods between terms of actual enrolment. The Code also applies to visitors whom the 

student invited to the College facility or failure to report misconduct by the visitor.  

3. Definitions 

Appellant: An accused student who is initiating an appeal of OCBT’s initial decision about a 

case involving student conduct. 

 

Behavioral contract: An agreement between a student who has engaged in prohibited 

behaviour and OCBT that outlines conditions the student must follow to continue their studies. 

The contract may be for a specified period or for the full duration of the student’s program. 
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Complainant: The individual bringing forth a complaint about a student’s behaviour(s). 

 

Involuntary Withdrawal: An order which immediately and permanently terminates any 

relationship with the College and terminates all College activities. 

 

Loss of privileges: The revoking of privileges for a student who has engaged in prohibited 

behaviour to access or use OCBT facilities and services for a designated period of time. 

 

Probation: A written reprimand in effect for a period of time with clear written conditions for a 

student who has engaged in prohibited behaviour to maintain their status at OCBT. 

 

Respondent: The student against whom the complaint is directed. 

 

Restitution: Compensation paid by a student who has engaged in prohibited behaviour to 

make up for loss, damage, or injury. This may include service, payment of money, or 

replacement of property. 

 

Student: For the purposes of this policy, an individual who has accepted admission to a course 

or program at the College remains active until that person has completed, successfully or 

unsuccessfully, the course or has graduated from the program. Notwithstanding the foregoing, 

where a complaint has been made against an individual for behaviour that is alleged to have 

occurred while the individual was a student, the individual will be deemed to be a student for the 

purposes of the Code. 

 

Suspension: A written notification that a student who has engaged in prohibited behaviour is 

excluded from classes and/or activities for a specific period of time. It may also exclude the 

student from a campus or OCBT-owned or controlled property. 

 

Termination: An order requiring a student to be removed from one or more courses in which 

the student is enrolled, and which prohibits participation in any College activities.  

 

Warning: A written notification that continuing or repeating certain conduct will result in further 

disciplinary action up to and including mandatory withdrawal from OCBT. 
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4. Policy 

I. Nothing in this Code shall be construed to limit freedom of expression as provided by 

law, provided such activities are orderly, do not disrupt College operations, and do not 

unreasonably interfere with the right of other members of the College community to use 

and enjoy the College’s learning and working environment and facilities.  

 

II. Whenever appropriate, the College encourages informal resolution of minor misconduct. 

 

III. The College will identify and respond quickly and effectively to instances of non-

academic misconduct.   

 

IV. When the circumstances giving rise to a complaint are also the subject matter of another 

College policy (e.g., academic misconduct, sexual harassment), the College will 

determine under which policy or code the matter shall first be dealt with.  

 

V. The College will allow the pursuit of multiple proceedings against (an) individual(s).  

 

VI. The College will ensure that during any investigation of misconduct, the individual(s) will 

be treated fairly and equitably. 

 

VII. Any student who engages in misconduct directly, indirectly, or as an accomplice is 

subject to the disciplinary sanctions of the Code, regardless of the action or inaction of 

civil authorities. Nothing in this Code precludes the College from referring an incident to 

the appropriate law enforcement agency during or after disciplinary action is taken by the 

College under this Code. 

5. Procedure: 

In general, anyone with a complaint against a student, based on a breach of this Code, should 

contact the Office of the Director of Student Support Services (ODSSS) to seek advice. The 

guiding principle followed is one of “procedural fairness” meaning a range of rights and 

procedures which guarantees fairness, including the right to be heard and the right to a fair 

decision. 

 

I. Dealing with a Complaint Under the Code 

a. Informal and formal processes are in place to assess and deal with complaints. OCBT 

encourages the informal resolution of disputes, which may be achieved with or without 

the assistance of the ODSSS.  
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b. In most instances, it is reasonable to assume that disputes will be resolved without 

invoking the provisions of the formal procedures of the Code outlined below. However, 

where a formal process is considered necessary, complaints should be referred first to 

the ODSSS for the necessary action except in cases involving violence. Incidents of 

violence shall be referred to the Vice-President of Student Experience and Success, who 

will then notify the office of the President and CEO. 

 

c. Breaches of the Code may be investigated independently by the College and external 

agencies, such as the police. The College may choose to continue to pursue a matter 

under the Code regardless of the actions of external agencies, including the police. 

 

d. If a conflict involving students may be the result of a misunderstanding or where the 

ODSSS feels that the conflict can be resolved through communication, an informal 

process may be initiated. This may involve speaking with the parties separately first and 

then bringing together all parties to the dispute to help them identify and evaluate 

options for resolution.  

 

e. Resolution could involve the following:  

i. Complaint dismissed because there was no breach of Code. Where there is no 

breach of Code, the complainant and respondent shall be notified in writing.  

ii. Informal Mediation through the ODSSS.  

iii. Applying one or more of the following and providing written notification as such to 

the complainant and respondent from the ODSSS:  

• reprimand,  

• warning (verbal or written), 

• apology to the respondent (verbal or written),  

• behavioral contract, or  

• restitution – including replacement of damaged property.  

iv. A report of findings shall be made to the Vice-President of Student Experience 

and Success and the Vice-President, Academic to approve recommendations for 

resolution. 

 

f. If the complaint cannot be resolved through the Informal Process or if the complaint is of 

a serious nature, the complainant shall make a formal complaint in writing and shall 

include the name and contact information of the person filing the complaint (the 

complainant), and witnesses, if any; the nature of the complaint; and, where possible, 

the resolution sought. 
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g. Most formal complaints against students will be handled initially by the ODSSS. The 

process for handling complaints of harassment and discrimination can be found in the 

Harassment, Discrimination and Violence Prevention Policy and Procedure.  

 

h. The person who the complaint is being filed against (the respondent) shall be notified of 

the complaint and be provided with a copy of the complaint, including the name of the 

complainant. The respondent shall be given ten (10) days to respond to the complaint. 

The response shall be submitted in writing to the ODSSS, along with the names and 

contact information of any witnesses. 

 

i. The ODSSS shall conduct a preliminary review, which may involve speaking or meeting 

separately with the complainant and the respondent and shall decide whether the 

complaint should be for minor or major incidents. 

 

j. For minor incidents, decisions can include the following:  

i. Complaint dismissed because there was no breach of Code. Where there is no 

breach of Code, the complainant and respondent shall be notified in writing.  

ii. Informal Mediation (through the OSSS).  

iii. Applying one or more of the following and providing written notification as such to 

the complainant and respondent:  

• reprimand,  

• warning (verbal or written),  

• apology to the respondent (verbal or written),  

• behavioral contract, or  

• restitution – including replacement of damaged property.  

iv. A report of findings shall be made to the Vice-President of Student Experience 

and Success and will be communicated to the Vice-President ,Academic. Both 

Vice-Presidents will then consult with regard to the report to approve 

recommendations for resolution. 

 

k. In the case of a major incident, discipline may be imposed on an interim basis while a 

formal investigation is taking place. Discipline for serious breaches may include an 

emergency suspension, for up to 60 days, imposed by the ODSSS in consultation with 

the Vice-President of Student Experience and Success and the Vice-President, 

Academic. The Office of the President and CEO will be notified of any decision relating 

to any major incident. 

 

l. In OCBT’s effort to resolve a major incident, and if both parties agree, the College can 

seek formal mediation using a College designate/appointed mediator or other 
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appropriate dispute resolution mechanism. If the matter is resolved, the mediator or 

facilitator shall send a written copy of the resolution to the parties involved, with a copy 

to the ODSSS. 

 

m. In instances where the matter is assigned for further investigation by a College 

designated/appointed investigator, that person, upon completion of the investigation, 

shall forward the investigative report to the ODSSS depending on the nature of the 

sanction. The ODSSS shall review the report and if the findings conclude that a student 

is in breach of the Code, the ODSSS shall confer with both the Vice-President of Student 

Experience and Success and the Vice-President, Academic in assigning a penalty as 

per the Student Code of Conduct Policy. The respondent shall be notified in writing with 

copy of notification sent to the Vice-President of Student Experience and Success. The 

respondent has the right to appeal as per the Student Code of Conduct – Appeals 

Procedures.  

 

n. Copies of the investigator’s report shall be sent to the complainant and the respondent. 

 

o. Students involved in any College process related to behavioral issues have the right to 

request that a support person/adviser attend with them. This support person shall serve 

as a silent observer. This support person can be a family member, friend, or an OCBT 

student advocate. The name of the support person/adviser shall be provided to the 

person managing the process at least two days in advance. Legal professionals acting 

on behalf of students shall not attend College processes. 

 

p. A record of decisions and all corresponding documents shall be retained by the ODSSS 

and does not become part of the student’s academic file. Only in cases where 

breach of the Code has been determined can such prior breaches be accessed. Access 

to prior breaches shall be obtained from the ODSSS by the student’s home school (chair 

or dean) or, in the case of a hearing, the Chair of College Appeals Committee. Past 

conduct and/or sanctions may influence the application of any new sanction(s). 

 

II. Appeals Process 

a. A student who has been found to have engaged in prohibited conduct may request a 

disciplinary decision under this Code that has been overturned or changed by 

submitting a completed Request for Student Code of Conduct Appeal form. 

 

b. Within 10 working days of receiving notice of the decision, the respondent may request 

an appeal in writing to the office of the Vice-President of Student Experience and 
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Success (or alternative modes for persons with disabilities) using a Request for 

Student Conduct Appeal form. 

 

c. Students may only launch appeals on the following basis:  

i. a substantial procedural error was committed by the ODSSS that has denied the 

student a fair outcome; 

ii. new evidence is available that, through no fault of the student, was not available 

at the time of the investigation; 

iii. the sanctions imposed by the ODSSS are unreasonable or substantially 

disproportionate to the circumstances or offence. 

 

d. A private, in-person hearing will take place in front of the Appeals Committee, with all 

proceedings remaining confidential. The Director of Student Support Services, or 

designate, shall convene the Appeal Committee consisting of three (3) panelists, 

including at least one student, and will chair the appeal proceedings as a non-voting 

member of the Committee. All parties to the complaint will have an opportunity to 

present information to the Committee on the day of the hearing and may be asked 

follow-up questions by the Committee. The Committee shall review documentation 

related to the ODSSS decision and may seek information from other sources as it 

deems relevant. 

 

e. A complainant will receive written notification of an appeal that explains the basis of the 

appeal, the procedure that will apply and any other details necessary for an expeditious 

and fair hearing. 

 

f. An appellant may have a support person of their choosing in an advisory capacity 

present throughout the proceedings, or they may choose from a roster of trained 

student leaders maintained by ODSSS. 

 

g. The decision of the Discipline Appeal Committee will be final and binding on all parties 

with no further right of appeal within OCBT. 

 

h. ODSSS shall maintain records of complaints and appeals under this Code for a period 

of 10 years. However, in cases where a person is found responsible for a violent act or 

an incident that put the community at high risk, the ODSSS shall maintain the records 

for a period of up to 25 years. 
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III. Types of Conflict Situations 

 

a. Where a faculty or staff member has a conflict with a student: 

i. If the complaint or dispute has arisen in an academic context (i.e., the classroom, 

examination room, placement setting, etc.), the faculty member or academic 

manager(s) shall be the first point of contact in resolving the issue as per 

applicable policies (e.g. Academic Integrity). The ODSSS can be consulted for 

advice.  

ii. If a complaint or dispute has arisen in an administrative unit, the presiding 

manager of the unit shall be informed. The manager shall consult with the 

ODSSS as deemed necessary or for advice. 

iii. For complaints against student conduct of a non-academic nature, the ODSSS 

shall be the primary contact. 

 

b. Where a dispute exists between students: 

i. The complaint shall be made to the ODSSS by either or both students.  

ii. The ODSSS shall attempt to understand the situation and assess whether the 

complaint can be resolved informally. 

iii. The ODSSS may refer to the complaint to another policy or process as 

appropriate, seek to find a resolution directly with the parties, or initiate formal 

proceedings under the Code. 

iv. Complaints of a serious nature shall result in formal proceedings. Examples of 

complaints of serious nature include, but are not limited to, behaviours 

considered a crime under the criminal code. Complaints and/or incidents of 

harassment, discrimination, or violence shall be handled under the Harassment, 

Discrimination and Violence Prevention Policy. 

 

c. Where a student has a conflict with a faculty or staff member: 

i. If the complaint or dispute has arisen in an academic context (i.e., the classroom, 

examination room, placement setting, etc.), the academic manager(s) shall be 

the first point of contact in resolving the issue as per applicable policies (e.g., 

Academic Integrity, etc.). The ODSSS can be consulted for advice. 

ii. If a complaint or dispute has arisen in an administrative unit, the presiding 

manager of the unit shall be informed. The ODSSS may be consulted by either 

party for advice. 
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iii. In complaints against faculty or staff conduct of a non-academic nature, the 

ODSSS shall refer the student to the appropriate process and may provide a 

facilitative or advisory role. 

6. Related Policy and Procedures 

AC-002 Academic Integrity Policy and Procedure 

AC-004 Academic Withdrawal Policy and Procedure 

AC-039 Student Progression and Promotion Policy and Procedure 

AD-009 Anti-Violence, Harassment and Discrimination Policy and Procedure 

AD-015 Diversity and Inclusion Statement 

AD-023 Information Technology Acceptable Use Policy and Procedure 

AD-026 Privacy Policy and Procedure 

AD-028 Sexual Violence and Harassment Policy and Procedure 

AD-029 Smoke Free Campus Enforcement Policy and Procedure 

AD-036 Tuition Fee Refund Policy and Procedure 

AD-037 Whistleblower Policy and Procedure 

SA-007 Accommodation for Students with Disabilities Policy and Procedure 

SA-030 Student Academic Appeal Policy and Procedure 

SA-031 Student Attendance Policy and Procedure 

SA-033 Student Complaint Policy and Procedure 

SA-034 Student Rights and Responsibility Statement 

SA-038 Graduation Policy and Procedure 

SA-041 Student Contract 
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The development of this policy and procedure was informed by the review of similar policies 

and procedures developed by Ontario Colleges of Applied Arts and Technology and Ontario 

registered career colleges. 
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