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[bookmark: _Toc235775890]Purpose Statement
This document is designed to help individuals who are serving as advisors or a support person for a student who is navigating the Office of Student Support and Accountability (OSSA) individual student conduct process. While the academic dishonesty (ADR) process is similar in nature, this document focuses only on individual misconduct. This document includes an overview of the student conduct process at MSU including definitions, ways you can encourage your student to engage in the conduct process and opportunities to support your student through the conduct process. This guide is meant as a complement to the Student Rights and Responsibilities, the official document outlining student conduct processes at Michigan State University. All policies are outlined officially in the Student Rights and Responsibilities.
[bookmark: _Toc235775891]Learning Goals
After reviewing this guide, you should have a better sense of:  
· An overview of the individual student conduct process including the student experience
· How to encourage active participation from your student 
· Ways you can support your student when they are participating in the conduct process (including how you can be involved)
· How to navigate this document to find answers to questions you may have about the MSU conduct process  
[bookmark: _Toc235775892]Basic Information
[bookmark: _Toc235775893]Definitions of Key Participants
Below are definitions of several key terms you will see throughout this document. These definitions come from the Michigan State University Student Rights and Responsibilities. Accompanying each definition is an explanation of the parts of the process in which the role is expected to participate.
· Administrator: University employees who manage University budgets, direct work units, or formulate, evaluate, and/or administer University policy.
· Administrative meetings 
· Hearings
· Appeals

· Advisor for Complainant or Respondent: Any individual chosen by a party to advise, support, and/or consult with throughout a resolution process. Any time an advisor is present, a signed FERPA release must be on file prior to meeting. Contact conduct@msu.edu for form.
· Administrative meetings
· Hearings
· Submitting Appeals

· Advisor for Hearing Board: In the case of a hearing before a board, an advisor to the board will also be present. The advisor has no role in decision making and is present to support the board’s facilitation of the hearing and ensure procedures are followed.
· Hearings
· Appeals

· Complainant: A member of the University community who initiates a complaint against another member of the MSU community. Learn more about the complainant role by downloading the Process Guide for Complainants in the Individual Student Conduct Process.
· Report submission
· Hearings
· Appeals

· Hearing Board: A group of people who make decisions and assign sanctions (if applicable) for conduct cases if requested by the student. The jurisdiction and composition can be found in Section 7. II, A-G in the Student Rights and Responsibilities. 
· Hearings
· Appeals

· Respondent: An individual or group against whom or which a complaint is filed. Learn more about the respondent role by downloading the Process Guide for Respondents in the Individual Student Conduct Process.
· Administrative meetings
· Hearings
· Appeals

· Witness: A member of the University community, unless the hearing determines otherwise, who has direct knowledge of the facts pertaining to the incident report. Expert or character witnesses are not allowed, except as deemed necessary by the hearing body. 
· Hearings

For additional information regarding definitions and acronyms, see Section 11 in the Student Rights and Responsibilities.
Students are either a respondent or a complainant. A designated individual can serve as an advisor to the student.
[bookmark: _Toc235775894]Overview of Conduct Process 
This is a brief overview of the Individual Student Conduct Process. For a visual representation of the individual student conduct process, please view the flowchart located on the OSSA website. For more information on what a student may be experiencing, please review the Complainant Guide or Respondent Guide. 
[bookmark: _Toc235775895]Report Submitted 
A complainant submits a report to OSSA regarding a respondent that outlines behaviors that may have violated policy for review.  
[bookmark: _Toc235775896]Notification of Complaint 
Upon review of the complaint, OSSA will communicate with the respondent via their MSU email address, notifying them of the report, sharing the alleged violation and offering a time to meet with an OSSA-designated administrator.  
[bookmark: _Toc235775897]Administrative Meeting
The administrative meeting is an initial meeting that is focused on reviewing a respondent’s rights and responsibilities as well as ensuring the respondent understands the process.  OSSA-designated administrators will lead a conversation with respondents that includes reviewing the incident report submitted to OSSA, providing the respondents with an opportunity to share their perspective, discussing the alleged policy violations, and outlining the available resolution options.
A respondent does not need to decide on a resolution pathway during the meeting and can have five class days to respond to the OSSA-designated administrator.  
If a respondent takes responsibility for all cited policy violations related to an incident in an administrative meeting, the respondent will select to either have their sanctions assigned by the OSSA-designated administrator who is leading the administrative meeting or by a hearing board.
If a respondent denies responsibility for any cited policy violations in their administrative meeting with an OSSA-designated administrator, a hearing (with an OSSA-designated administrator or hearing board) will be held at a later date.    
[bookmark: _Toc235775898]Hearing (if Applicable) 
A hearing is a space in which the complainant and respondent each present information about the incident and share their perspectives on whether the policies at issue were violated. The respondent selects the hearing type, and an OSSA-designated administrator or hearing board then conducts the hearing accordingly.
Only those directly involved in the incident may attend and participate in the hearing. This includes complainants, respondents, witnesses, and advisors, along with the hearing body. The hearing body reviews the information and perspectives presented by both parties and determines whether each policy or regulation was violated. Decisions are based on the preponderance of the evidence standard, meaning it is more likely than not that a violation occurred. If the respondent is found responsible, the hearing body assigns sanctions that align with the findings and the circumstances of the case.
[bookmark: _Int_KMeVFTGA]Hearings begin with the hearing body reviewing the hearing procedures, nature of the complaint and hearing any special motions. Then each party, beginning with the complainant, has 30 minutes to present all relevant information on why the respondent violated or did not violate the policies in question. A break is typically offered after opening presentations have concluded. The hearing will then move to a question-and-answer period, where only the respondent, complainant and the hearing body may ask questions of each other or any witnesses present. After the question-and-answer period, a break is typically offered. Lastly, the complainant and respondent will each have ten minutes to provide a closing statement that summarizes the information shared in the hearing and connects that information specifically to the cited policies and why they were or were not violated. The hearing body will conclude the hearing by explaining the next steps and when the complainant and respondent can expect a decision.
[bookmark: _Toc235775899]Appeal (if Applicable) 
Upon receiving a decision letter, both the complainant and the respondent have five class days to submit a written appeal of the decision or sanctions. If an appeal is submitted, all direct parties to the case, including the hearing body, will be notified by email. If no appeal is filed within five class days, the case will be considered closed.
A respondent may appeal any decision based on one or more of the following:
· The information presented does not support the decision reached.  
· The sanction recommended is not commensurate with the seriousness of the offense.
· Applicable procedures were not followed.
· There was a conflict of interest involving a member of the hearing body.

A complainant may appeal based on one or more of the following:
· Applicable procedures were not followed.
· There was a conflict of interest involving a member of the hearing body.

The University Student Appeals Board will review the appeal and any responses, along with the incident report and the hearing body’s decision letter. The board is comprised of students, faculty, and staff members from the University. Only the University Student Appeals Board and the board’s advisor will be present at their meeting to review an appeal. The University Student Appeals Board’s decisions are final. Appeal decisions are communicated to the complainant and respondent by MSU email.
[bookmark: _Toc235775900]Family Educational Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) is a federal law that gives students who enter a post-secondary institution the right to have access to their education records, the right to seek to have the records amended, and the right to have some control over the disclosure of personally identifiable information from their education records.  With limited exceptions, FERPA prohibits the release of personally identifiable information from a student's education record without the student's prior written consent.
At postsecondary institutions, all FERPA rights belong to the student, regardless of age. Therefore, advisors do not have any rights to inspect or review the students education (i.e. conduct) records. Michigan State University only releases information to advisors when the student has provided written consent. 
A signed FERPA release form is required to gain access to these records, learn specific information about the incident via phone or email, or participate in the process as an advisor.  The student must obtain the FERPA Release form that is included with the administrative meeting scheduling letter or can request it by contacting conduct@msu.edu. The form must be filled out, designate who and what records they would like to release, and be emailed to conduct@msu.edu from the student’s MSU email address.  Without this form, we are unable to share any information with you. For more information on FERPA, please visit MSU’s FERPA website.  
[bookmark: _Toc235775901]Best Practices for Students Participating in the Conduct Process
Whether your student is a respondent or a complainant, below are some best practices to guide your student to fully interact with OSSA, the conduct process, and you as their supporter. You can encourage your student to engage by:   
[bookmark: _Toc235775902]Checking Email 
All students should check their email regularly for the duration of their enrollment at MSU, per the MSU Student Email Communications Notice, which states: “Students must check email regularly in order to read important messages and notifications. Certain communications may be time-sensitive. Failure to read official university communications sent to the students’ official MSU email addresses does not absolve students from knowing and complying with the content of those communications.”
Many parts of the student conduct process are time sensitive as outlined in the Student Rights and Responsibilities. As such, it is extremely important for your student to read their email promptly and follow all instructions provided.
Emails regarding the conduct process will come to the student’s MSU email address from conduct@msu.edu. Additionally, some messages will have students log-in with their MSU credentials to view their letters. If a student is looking for an email regarding a meeting, sanction, hold, or anything regarding the conduct process, they should start by searching conduct@msu.edu in their email box and follow-up with OSSA with any additional questions.
[bookmark: _Toc235775903]Attending all scheduled meetings 
Advisors should encourage their student to participate in meetings and hearings as these meetings provide key information about the process and present an opportunity to ask questions to help inform their decision-making. Non-participation in the student conduct process as a student will not prevent the process from moving forward. Therefore, it is beneficial for the student to engage in the process and follow instructions in a timely manner and attend all meetings and hearings.
When meetings are scheduled with the student, consideration is given to the availability and obligations of involved parties, and OSSA will make reasonable efforts to accommodate scheduling needs when possible.
Meetings are scheduled based on the availability of the administrator, respondent, complainant, and hearing body.  Class schedules of the involved parties will be reviewed prior to scheduling to ensure there are no conflicts with academics, class schedules, or exams. If parties do not currently have an academic schedule to consider, complainants and respondents will be consulted about their availability via email.  Academic conflicts are the only circumstances for which OSSA will make exceptions for scheduling. As a result, students may need to miss work or adjust other personal obligations to attend their scheduled meeting.
 If the student receives a meeting notice, the student will be given the opportunity to let the administrator or board advisor know if they are bringing a witness or advisor. It is the student's responsibility to communicate with these parties about the date, time, and location of the hearing.
[bookmark: _Toc235775904]Reviewing all communication, policies, and procedures
When a student receives a letter, it is important to read the letter in its entirety and click any links contained within it for additional context and support. If the student has questions after reviewing their letter(s), please contact the Office of Student Support and Accountability.
[bookmark: _Toc235775905]Responding to prompts in letters
Throughout the process, students will be asked to respond to prompts in the letters they receive. It is important that students review letters in their entirety and reply to those messages in a timely fashion. By responding to their letters, students will be able to communicate their availability, their advisor and witnesses, and any accommodations they need to fully engage in their meetings/hearings. 
[bookmark: _Toc235775906]Being Honest 
The student conduct process is an educational tool to help students learn, grow, and develop. The process is restorative in nature, focused on helping the student address the impacts of their actions so they can be successful members of their communities both at MSU and beyond. 
Throughout the student conduct process, students will be asked to be honest. Honesty and integrity are guiding principles of the academic environment and are valued highly in this process. Students will have the opportunity to present their perspective, engage in restorative dialogues, and take accountability for their actions. Being honest will help your student understand the process, make decisions on what is best for them, and create resolution pathways that support both their individual and their community's needs
[bookmark: _Toc235775907]Supporting Your Student During the Process
[bookmark: _Toc235775908]Emotional Support 
[bookmark: _Toc235775909]Acknowledge Common Feelings and Emotions
Participating in the student conduct process can bring a wide variety of feelings and emotions to students. The most common include: 
· Anxiety – Worrying about potential outcomes, sanctions, and impacts on their academics or future career. 
· Stress – Managing the conduct process while balancing class, schoolwork, a job, social life, etc. 
· Frustration or Anger – Experiencing emotions toward the situation, involved parties, OSSA, or the conduct process
· Confusion – Not understanding the process and policies, terminology, timeline, or what their role and responsibility is during the process.
· Shame – Feel embarrassed by their actions or that they are going through the process or concerned about how they may be perceived as post–incident. 

[bookmark: _Toc235775910]How to Help
These feelings are all completely normal for students navigating the conduct process. As the advisor you can assist by: 
· Actively listening to their concerns and situation without judgement 
· Ask questions to allow the student to engage in thoughtful reflection and dialogue about the situation.
· What were you thinking about at the time of the incident?
· What have you thought about since the incident? 
· Who was affected by the decision you made in this incident and how? 
· What can you do to make amends/repair harm? 
· What support do you need to navigate this situation?
· Review the communication and resources sent to your student to help both of you better understand the conduct process and available resources. If there are more questions and concerns that these resources do not address, please reach out to the Office of Student Support and Accountability.
· Acknowledging that the process can be isolating, overwhelming, and stressful, and reinforce that your student does not have to navigate this process alone. Share that there are resources including yourself that can support. 
· Encourage your student to use MSU support resources. These can be found on the OSSA Website under the Care and Support Resources page or in the support resources section at the bottom of this guide.
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[bookmark: _Toc235775912]Serving as an Advisor
Advisors are individuals selected by students to support them throughout the student conduct process. Examples of advisors include but are not limited to parents, family members, guardians, academic advisors, college representatives, professors, mentors, pastors, attorneys, friends, etc. These could be individuals both within and outside of the University.  Having an advisor in the conduct process is optional and strictly voluntary.  Students are only permitted to have 1 advisor present at meetings or hearings unless requested and granted permission for additional advisors prior to the meeting. 
[bookmark: _Toc235775913]The Role of an Advisor
Advisors may support their student by: 
· Providing counsel, a calm presence, and support throughout the process
· Attending meetings and formal hearings with the student
· Prompting their student to share more information about an incident or their experience.  
· Assisting the student with organizing thoughts, understanding the conduct process, and gathering relevant documentation
· Asking questions about the conduct process and helping the student self-advocate
· Preparing students for meetings and hearings
Advisors are not permitted to: 
· Speak for the student - The advisor does not have a speaking role, and students must directly answer questions and present their own case.
· Delay or Disrupt - Advisors who interrupt, interfere, or delay the process can be dismissed from meetings and hearings.
· Act as a Witness - An advisor cannot be directly involved in the case or serve in any other role.
· Bring Additional Representation - Students must communicate to the OSSA-designated administrator who they will be bringing as an advisor and are limited to one individual for this role unless given prior approval.
We acknowledge that you also may be experiencing a variety of thoughts and feelings toward the process or the alleged behavior. We encourage you to seek out support channels to help you navigate your emotions and to minimize the impact of sharing your personal reactions with your student directly. 
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Attending an administrative meeting or hearing can be intimidating for students. Family members can help students confidently prepare for meetings by:
· Helping them understand what to expect during an administrative meeting or hearing. Some helpful resources to review with the student include: 
· The letters that they are receiving from OSSA 
· Student Rights and Responsibilities 
· Complainant Guide 
· Respondent Guide 
· Reflecting and organizing their thoughts around the incident and what happened. Some helpful questions to ask to guide this conversation may include: 
· Can you walk me through what happened? 
· Who are the key players in this incident? Could they serve as a witness? 
· What do you want the OSSA-designated administrator or hearing board to know most about the incident? 
· Do you have any supporting materials that you need to bring to the meeting/hearing? 
· Prepare questions to ask in the meetings or hearings. 
[bookmark: _Toc235775156][bookmark: _Toc235775915]Supporting Your Student After The Conduct Process
[bookmark: _Int_PLgtvHMx]Once your student receives the outcome of their case, we encourage advisors to help their student find closure and focus on moving forward in a positive manner. While the process can be challenging for students to navigate, it is intended to create opportunities for students to learn, grow, and thrive. 
[bookmark: _Toc235775157][bookmark: _Toc235775916]Emotional Support 
· Actively listening to their concerns and situation without judgement
· Ask questions to allow the student to engage in thoughtful reflection and dialogue about how they are going to move forward. Some examples include: 
· What have you learned from the conduct process?
· If you were to be in this situation again, how would you handle it differently? 
· How has this experience changed your perspective and decision making? 
· What skills are you going to use from what you learned during the conduct process?
· What support systems do you need in order to be successful going forward?
· Remind the student that one mistake does not define their worth or value as a person. Encourage them to view the experience as a learning opportunity and one piece of their collegiate journey. 
· Acknowledge that receiving their outcome and/or sanctions can be just as isolating, overwhelming, and stressful as going through the conduct process. Continue to reinforce that your student does not have to navigate this alone. Share that there are resources including yourself that can continue to support. 
· Encourage your student to use MSU support resources. These can be found on the OSSA Website under the Care and Support Resources page or in the support resources section at the bottom of this guide.
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If the student receives a responsible finding and is assigned sanctions as a part of their outcome, some ways family advisors may provide support could look like: 
· Review the decision letter with your student to ensure they understand any sanctions, requirements, and the associated deadline. If anything is unclear, contact OSSA for further clarification. 
· Work with the student to create a timeline for submitting the sanction(s) and periodically follow up with your student to check their progress.
· Remind the student that completing the sanction(s) is the final step toward bringing this process to a close and moving forward. Incomplete sanctions will result in a hold being placed on the students' account which prevents them from enrollment, registering for classes, admission, diploma and certificate processing, financial aid processing, and other university services. 
· Assist your student in identifying the factors that contributed to the behavior and develop an action plan to prevent the behavior from reoccurring.
[bookmark: _Toc235775918]Resources and Support
As you prepare to engage in the conduct process, you may also find the following information about student support resources to be helpful, Student Support Resources. 
MSU is committed to providing equal opportunity for participation in all educational programs, services and activities. Requests for accommodations by persons with disabilities may be made by contacting the Resource Center for Persons with Disabilities (RCPD) at 517-884-7273 or via Resource Center for Persons with Disabilities .
[bookmark: _Toc235775919]Questions
If you have further questions about anything in this document or the OSSA Process as a respondent, please reach out to conduct@msu.edu or call (517) 884-0789 between 8:00 a.m. and 5:00 p.m. EST, Monday through Friday.
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