16 JULY 2018

FO!{ Coordinator

Office of the Chief Executive
Canberra Institute of Technology
GPO Box 826

CANBERRA ACT 2601

To the Freedom of Information Officer, Canberra Institute of Technology

FREEDOM QF INFORMATION REQUEST

This is a freedom of information request for information held and heing used, stored reflective
of my rights fo the information about myself that the Canberra Institute of Technology. | state
my rights to access information pertaining to, as directly expressed by Director of Technology
and Design in an action actioned by herself and refusing to provide said information to assert
my rights to not be defamed, slandered or be a victim of misrepresentations and fraud. My
rights to this information is provided and expressed within the Freedom of Information Act 2016
(including any amendment made under the Legislation Act 2001, part 11.3 (Editorial changes)
put into force on 1 January 2018. Per link

hitp:/imaww . legislation.act.gov.au/a/2016-55/default.asp.

I rely on information communicated to me by— Director College of Technology
and Design (Attachment A).

| formally request said information that—has and is holding, which she openly
have admitted to be relying without any reply, equity, natural justice, or right ta reply in making
a decision which is forcing, | say applying duress, in forcing me to participate in agreeing to a
‘contract’ which provides a platform for defamation and slander by proxy, by:

{a) request me to sign a CIT contract

{b) providing, as written, said contract to in-industry business practitioners which are not
companies | am in competition andfor have outside of CIT dealings

(c) participating and making a decision outside of applying natural justice

(d) or following CIT procedures and policies and applying what | say is double jeopardy
ta past issues that were resolved

(&) applying policies on a non-CIT enrolled person




(f) applying a policy of refusing to deal, allowing for enrollment in courses, by a in market
practitioner, to compete by accessing skills training through the Canberra institute of
Technology from the media section

(@) using misleading and deceptive information constructed AFTER information was
provided to her and her staff about complaints to me submitted.

I rely also on the email communications from—to- an informal

request to, reasonably, supply the information (Attachment B). | evoke my rights to examine

and test, counter, the suggestions/communications that—is using to make a
decision, where she has based in isolation said information, which is 1 say is breaching not only
CIT policies and procedures but that regulations and laws for natural justice..

| also request, as a separate request, as a move ta get to the basis of the action by the.
-Enformation emails as an example that relate, or was/has been communicated
about me held and/or communicated by CIT tutors and staff, encompassing and not exclusive
to: (D - -G - i cdia administration. This will

include correspondence to and from external parties to said tutors and staff.

Sincerely

o Ombudsman's Offce, (D



via email QD
peaQEED

Freedom of Information request: 16 July 2018

| refer to your application under section 30 of the Freedom of Information Act 2016 {the
Act), received by Canberra institute of Technology (CIT) on 16 July 2018.

Specifically you wrote as follows, seeking information relating to:

“information tho Y o5 ond is holding, which she openly have

admitted to be relying without any reply, equity, natural justice, or right to

reply in making a decision which is forcing, | say applying duress, in forcing

me to participate In agreeing to a ‘contract’ which provides a platform for

defamation and slander by proxy, by:

(a) request me to sign a CIT contract

(b) providing as written, said contract to in-industry business practitioners
which are not companies | am in competition and/or have outside CIT
dealings

{c} participating and making a decision outside of applying natural justice

{d) or following CIT procedures and policies and applying what I say is
double jeopardy to past issues that were resolved

(e} applving policies on a non-CIT enrolled person

{f} applying a policy of refusing to deal, allowing for enrollment in courses,
by a in market practitioner, to compete by accessing skills training
through the Canberra Institute of Technology from the media section.

(g) Using misleading and deceptive information constructed AFTER
information was provided to her and her staff about complaints to me
submitted......

| also request as a separate request, as a move to get to the basis of the

action b)d information emails as an example that relate, or

was/has been communicated about me held and/or communicated by CIT

tutors and staff, encompassing and not exclusive to:

G ;o in media administration. This will include

correspondence to and from external parties to said tutors and staff.”

I am an Information Officer appointed by the CIT Chief Executive Officer under section 18 of
the Act to deal with access applications made under Part 5 of the Act.

Canberra Inslitette of Technology | GPO Box 826, Canberra, 2601 Australla | T +{61) 02 6207 3188 | cli.edu.au
GIT Bruee | CIT Fyshwick | GIT Gungalifin | CIT Reid | CIT Tuggeranong | CIT Woden | ABN 432 737 96 930 | CRICOS No. 00001K




CIT was required to provide a decision on your access application by 13 August 2018,

Decision on Access

Searches were completed for relevant documents and 50 documents were identified that
falt within the scope of your request.

{ have included as Attachment A to this decision the schedule of relevant documents. This
provides a description of each document that falls within the scope of your request and the
access decision for each of these documents.

I have decided to grant full access to all relevant documents. The documents released to you
are provided as Attachment B to this letter,

Charges

Processing charges have been walved for this request in accordance with section 107 (2)(b}
of the Act.

On line Publishing

Under section 28 of the Act, CIT maintains an online record of access applications called a
disclosure log, Your original application, my decision and documents released to you in
response to your access application will be published in the CiT disclosure log after 10
August 2018. Your personal contact details and documents containing your personal
information will not be published.

Ombudsman Review

My decision on your access request is a reviewable decision as identified in Schedule 3 of
the Act. You have the right to seek Ombudsman review of this outcome under section 73 of
the Act within 20 working days from the day that my decision is published in The CIT
disclosure log, or a longer period allowed by the Ombudsman.

if you wish to request a review of my decision you may write to the Ombudsman at:

The ACT Ombudsman
GPO Box 442
CANBERRA ACT 2601

Via email: ombudsman@ombudsman.gov.au

Canberra Inslitute of Technology | GPC Box 626, Canbarra, 2601 Auslralia | T +(61) 02 6207 3188 | cil.adu.au
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ACT Civil and Administrative Tribunal {ACAT) review

Under section 84 of the Act, if a decision is made under section 82(1) on an Ombudsman
review, you may apply to the ACAT for review of the Ombudsman decision.

Further information may be obtained from the ACAT at:

ACT Civil and Administrative Tribunal
Level 4, 1 Moore Street

GPO Box 370

Canberra City ACT 2601

Telephone: (02} 6207 1740
http://www.acat.act.gov.au/

i you have any queries concerning CIT’s processing of your request, or would like further
information, please contact me at the following email address: paul.ryan@cit.edu.au.

Yours singerely

Paul Rya

Im‘ormatgl Officer

Canberra Institute of Technology
7 August 2018

Ganberra Institute of Technology | GPO Box 826, Canbarra, 2601 Australia | T +(61) 02 6207 3188 | cR.edu.au
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Canberra Institute of Technology &
cli.edu.au

Bullying and Harassment Prevention Policy

1. Purpose

The purpose of this pollcy Is to demonstrate CIT's commitment to an environment where al! people are
treated falrly with dignity and respect.

2. Scope

This policy applies to all CIT staff, contractors, visitors and students.

3. Principles

31

3.2

33

3.4
3.5
3.6

3.7

3.8
3.9
3.10

311

CIT Is committed to providing a working environment that Is free from harassment, bullying and
violence of any kind.

All staff, students and visitors are entitled to be treated with dignity and respect and therefore
bullying, all types of discrimination and harassment are unacceptable and will not he tolerated
at CIT.

Al staff, students and visitors to CIT must take personal responsibility to create a posltive,
working and learning environment and to ensure that thelr conduct does not include behaviours
which could constitute discrimination, harassment including sexual harassment, bullying or
increase the risk to another person’s physical or psychological health or safety.

All students must abide by the CIT Student Code of Conduct.
All staff must abide by sectlon 9 Public Sector Managerent and ACT Code of Conduct.

Staff, students and/or visitors who experlence or witness harassment or bullying behaviour
should report the Incident as soon as possible, All incidents of bullying and harassment will be
dealt with In accordance with the Student and Community Members Complaints Policy for
students and the Resolving Workplace lssues Policy and Procedures and enterprise agreements
for staff. A single Incident of unreasohable behaviour may have the potential to escalate Into
bullying and therefore should not be lgnored.

All reports of alleged bullylng, harassment or violence will be treated in & fair, timely, sensitlve
manner and procedural falrmess/natural justice will apply to the complainant and respondent for
all matters raised,

Reported clrcumstances may result In disciplinary actions,
Where criminal laws may apply, CIT will refer such matters to ACT Pollcing.

Supervisors and managers have a leadership role and are responsible for preventing Incidents
and taking prompt actlon if breaches do oceur,

The ACTPS Respect, Equity and Diversity {RED) Framework aims to ensure that all ACT public
servants valie and conslder others at work, CIT Is required to comply with this Framewotk and
encourages staff and management to use this In conjunction with the attached Procedures.

Polley Dwner - Exacutlve Blractor Corporate Seivices Polloy No. 2016/2452
Date for next major review January 2021 Verslon 2
Please chack S1S/wabslte to ensura you have the latest versien Pagelofd




3.45

316

317

Canberra Institufe of Technalogy

ciledunau =5 B

in line with the Fair Work Act an employee experlencing bullying may male application to the
Fair Work Commisston for a stop order, For mare Information see the Falr Work Commisslon
Anti-bullying web page.

CIT will ensure support and assistance Is available to any student or staff member In cases of
diserimination, bullying and harassment,

Suspected risk of harm to a child or young person will be dealt with in accordance with the
mandatory reporting requirements in the Children and Young People Act 2008.

4, Documentation

Work Health and Safety Act 2011

Public Sector Management Act 1994 (in particular section 6 and 9 of the Code of Conduct)
Discrimination Act 1991

Human Rights Act 2004

Ombudsman Act 1989

Children and Youna People Act 2008

Information Privacy Act 2014

5. Definitions

Bullying Bullying behaviour {s a form of harassment and Is based on a misuse of power in human

relationships. From a workplace health and safety petspective, bullying Is defined as;
repeated, unreasonable behaviour directed toward a person, or group of people, which,
creates a risk to health, safety and welfare.
Bullying Is not:
e expressing differences of opinion in an approptiate manner;
s glving lawful instructions;
» giving feedback in an approprlate manner; or
*» taking reasonable actlon to equitably manage the learning environment such as:
o allocation of work to a student, and setting reasonahle goals, standards
and deadlines;
o warning students about unsatisfactory behaviour;
o appropriate management of a student's unsatisfactory behaviour;
o appropriate management of the learning environment,

What is “reasonable” will depend on the clrcumstances of each case but must be
assessed objectively.

Complainant A person who makes a complaint

Harassment  Harassment is any form of behaviour that is unwelcome, unsolicited, unreclprocated and

usually {but not always} repeated and may be blased. Itis behaviour that is Ilkely to
offend, humiliate or intimidate,

Procedural Procedural fairness, also called natural Justice, applies to any decislon (action or
Palicy Owner - Executive Director Corporate Sarvices Policy No, 2016/2452
Bate for next major review January 2021 Verslon 2

Please check 5i5/webhslte to ensure you have the latest version Page 2 of3
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Falrness/ inaction) that can affect the rlghts, Interests or expectations of an Individual In a divect
Natural Justice or immedlate way. it requires that:
» individuals are given an oppottunity to be heard;

o declsion makers act without bias or self-Interest;
« dacision makers base their declsions on evidence that is relevant to the facts in

issue Le.
o all relevant matters are consldered when reaching a

recommendation/decision
o Irrelevant matters are not glven welght in reaching a declsion

Respondent Person about whom a complaint is lodged

Sexual Sexual harassment is any unwanted or unwelcome sexual behaviout, which
Harassment makes a person feal offended, humiliated or intimldated.

6. Contact

For more Informatlon about this policy contact Manager, Workplace Culture.

7. Procedures

This policy is Implemented through the associated procedures. Authorlty to make changes to the
procedures rests with the policy owner.

Palley Owner - Exacutive Direstor Corporate Seyvices Polley No, 2016/2452
Date for next major review January 2021 Verslon 2
Please check $15/webslte to ensure you have the [atest versian Page 3 of3
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Bullying and Harassment Prevention Procedures

Associated Policy - Bullying and Harassment Prevention Policy
How to raise your concerns as a student

L. All concerns in relation to discrimination, bullying or harassment should be raised as early as
possible. Advice and/or support may be sought initially and at any point of the process. This
may be obtained from a number of different sources including:

* a CIT teacher or staff member
¢ 3 CiT Student Counsellor
* CITSA

2. Al CIT Students have the right to make a complaint, regarding anything they feel is unreasohable
or unfair. Student Counsellors will suppori students to consider the optlons avallable and choose
what they prefer to do. If a student chooses to access the complaints process, the student’s
entelment or academic progress will not be jeopardised.

3. Complaints relating to bullying or harassment should be made in writlng on the CIT Complaint
Form and submitted to the Executive Director, People and Organisational Governance.

4.  Your complaint should include:
» what happened
s when it happened
¢ how the hehavicur made you feei
s any witnesses to the incident.

5. CIT will manage student complaints in accordance with the Complaints Students and Community
Members Policy and procedures. This includes:

s the Executive Director, People and Organisational Governance acknowledging the
complaint in writing within five working days of receipt and identifying a complaint
manager (a CIT senior manager who has not previously been involved) who will look inta
the matters raised; ‘

» applying natural justice/procedural fairness to the complalnant and respondent for all
matters ralsed; ‘

* the complaint manager making recommendations to the Executive Director, People and
Organisational Governance on actions CIT should take in response to the complaint; and

¢ the Executive Director, People and Organisationat Goverhance providing writien
notification to all parties when the complaint has been finalised.

Pracedure Contact Officer ~ Manager, Workplace Culture Verslon 2
Please check SIS to ensure you have the latest version Page 1 of2

April 2038
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How to raise your concerns as a staff member

6. Staff complaints will be managed in accordance with the Resalving Workplace Issues Policy.

Definitions

Builying Builying hehaviour is a form of harassment and is based on a misuse of power in human
relationships. From a workplace health and safety perspective, bullying is defined as:
repeated, unreasonable behaviour directed toward a person, or group of people, which,
creates a risk to health, safety and welfare.

Bullying is not:
s expressing differences of oplinion in an appropriate manner;
+ glving fawful instructions;
+ giving feedback in an appropriate manner; or
taking reasonable action to equitably manage the learning environment such as:
o allocation of work to a student, and setting reasonable goals, standards
and deadlines;
warning students about unsatisfactory behaviour;
appropriate management of a student’s unsatisfactory behaviour;
appropriate management of the learning environment.

*

What is “reasonable” will depend on the circumstances of each case but must be
assessed objectively.

Complainant A person who makes a complaint

Harassment  Harassment is any form of behaviour that is unwelcome, unsolicited, unreciprocated and
usually (but not always} repeated and may be biased, It is behaviour that is likely to
offend, humiliate or intimidate.

Procedural Pracedural fairhess, also called natural justice, applies to any decision {action or
Fairness/ inaction) that can affect the rights, Interests or expectations of an individual in a direct
Natural Justice or immediate way. [t requires that:
« Individuals are given an opportunity to be heard;
» declsion makers act without bias or self-interest;
+ declslon makers base their decisions on evidence that is relevant to the facts in
issuei.e.
o all relevant matters are considered when reaching a
recommendation/decision
o irrelevant matters are not given weight in reaching a decision

Respondent Person about whom a complaint is lodged

Sexual Sexual harassment is any unwanted or unwelcome sexual behaviour, which
Harassment makes a person feel offended, humiliated or intimidated.

Procedure Contact Officer — Manager, Workplace Culture Version 2
Please check 1S to ensure you have the latest version Page 20f 2
April 2018
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Unsatisfactory Student Behaviour Policy

1. Pu Ipose

To define unsatisfactory student behaviour as a breach of expected standards of behavlour for CIT
students and outline the CIT response when a breach of the standards occuys,

Unsatisfactory student behaviour is defined as behaviour that:

Himits CIT's capacity to provide a learning environment which is free from discrimination and
hatassment;

Interferes with the potentlal of other CIT students to learn;

interferes with the rights of CIT staff and students to be safe; treated falrly and with respect;
results In damage to CIT propetty or other property on CIT premises; and

Is hot academic misconduct under the Academic Miscenduct by CIT Students Policy.

2. Scope

This policy covers all CIT students in relation o thelr behaviour towards CIT students, staff and visltors.
This policy does not cover criminal offences which need to be referred to police, however may cover
Interim measures for safety,

3. Principles

3.1 CIT students, while on CIT premises or engaged in CIT activitles assoclated or In contact with a
staff member or another student, must not engage in unsatisfactory student behaviour, as
defined by this policy. CIT has a zero tolerance policy on acts or serfous threats of violence
including sexual assault and sexual harassment,

3.2 CIT will make appropriate support services available to students and staff to assist them when
dealing with unsatisfactory student behaviour,

Student support services include:
o CIT Counselling services
s  CIT Dlsability Support
*  CIT Youth Advisor
e CIT Equlty Offlcers within Student Suppott
s CIT Student Assoclation (CITSA)

Staff support services Include:
CIT Human Resotirces
CIT Employee Asslstance Program {EAP)

s relevant CIT supervisor/manager

3.3 Unsatisfactory student behaviour should be dealt with according to the degree of risk involved
and be consistent with ensuring that the behaviour ceases and that the needs of all interested
parties ate met, apatt from Immediate action taken under principle 3.9,

3,4 Classroom management is the responsibllity of the teacher. This policy however, can assist In
dealing with unsatisfactory behavlour both within and outside of the classroom on CIT premises
of during activities associated with CIT,

policy Dwner; Exacutive Director, Education and Tralning Servicas Pollcy Mo. 2016/581
Next major review: March 2022 Version 1
Plaase check SiS/website to ensire you have the lotest verslon Page L of 3
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3.5 Staffare encouraged to note and report any incidents of unsatisfactory student behaviour,
utillsing avalfable mechanisms such as: the Report of Student Behaviour Incldent Form: notes in
roll books; emails to HoDs; emailing CiTSaferCommunity@clt.edu.au

3.6 Staff should consider inviting CIT Student Support Caunsellors or staff into the classroom to
address Issues and behavlouts that may be affecting the whole group.

3.7 Inassessing an [ncldent of unsatisfactory student behaviour, CIT will take Into account the
requlrements of the Bullylng and Harassment Prevention Policy, and the Responstbilities in
Learning and Student Code of Conduct,

3.8 Where the behaviour is unsatlsfactory, but deemed low risk, the Stage One disciplinary process
should be followed. Stage Two Is for continuing or escalating behaviour, Where a student’s
behaviour Is considered serious or a high risk in terms of physically or emotionally harming
others, the Stage Three or Four disciplinary process should be foliowed (see attached
Unsatlsfactory Student Behaviour Procedures).

3.2 Unsatisfactory student hehavlour will be managed in accordance with the principles of
procedural falrness and natural justice,

3.10 Allegations of unacceptable behaviour which have been referred {o the police for criminal
investigation will not be dealt with under this policy until the legal process has been completed.
In this case, fnterim arrangements to support student safety will be enacted where necessary:
referto Procedures

3,11 Unsatisfactory behaviour may result in exclustion from CIT, classes or other activities and all CIT
campuses. Respansibility for excluding students is as follows:

» ateacher or Head of Department may exclude a student from a learning activity or
Individual class;

¢ & Head of Department or Director/ Manager Student Support can impose, (for serious
threats or acts of violence}, an iImmediate time out for the student of up to two weeks while
the stage four disciplinary process Is conducted;

s the Director may exclude a student from a partlcular class for a period such as the rest of the
semestar where the disciplinaty action is stage four due to serlous threats or an act of
vlolence; this may Include axcluslon from all CIT premises/programs untll the end of the

semaester;
o the Executive Director, Education and Tralning Services may exclude a studentfrom a

subject or program;
e the Chief Executive may exclude a student from CIT.

3.2 Ifastudentis a trainee or apprentice and engages in unsatisfactory student behaviour, their
etmployer must be informed of the outcome of the disciplinary process. Duty of care
requirements for all students under 18 years of age may require specific action as per CIT palicy.

3.13  Astaff member who witnesses a student engaging In unhsatisfactory student behaviour on CIT
premises may direct that student to leave that immediate area orto leave CIT premises.

3.14 Staff may also notify the Campus Manager to direct student/s away from CIT premises, but
Facillties staff are not to be relied on to deal with students’ problem behaviours alone.

3,15 Disciplinary action has the purpose of ensuring that unsatisfactory student behaviour ceases and
does not reoccur, and to keep the student and others safe, Disciplinary action may include:

¢ Exclusion or timeout from CIT
¢ excluslon from a program or subject

»  exclusion from one or more CIT activities
¢+ arequirement to enter into a contract that includes conditions for continued enrolment

Pollcy Owner: Executlve Director, Education and Training Setvices Policy No, 2016/581
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o the Issulng of a reprimand
+ acomblnation of ohe or more of these or other actions that is approprlate under the

dreumstances.
3.16 I an exclusion or timeout occurs, consideration should be given to providing advice on pathways

options, For these occurrences an Institute flle must be created.

3.17 Where a student has been excluded they wili be invited o attend a meeting to discuss and
address the behaviour incldent/s and to provide their response to the issues, At thls meeting,
potentlal outcomes such as behaviout contracts ar disclplinary actions can be discussed and If
required a behaviour risl analysls can be undertaken,

3.1.8 Notification of exclusion or timeout of under 17s must e made to Manager, Student Support via
CiTunder17Alert@clt.edu.ay who will then notify the Education and Tralning Directorate (ETD).

3.19 Directors must hotify the Chief Executlve of all Instances of time outs or exclusion and send
notification to CiTSaferCommunity@clt.edu.au .

3.20 All staff will treat matters that are the subject of disciplinary action In accordance with the CIT
Privacy Pollcy,

3.21 Where a behaviour contract [s developed or potential exclusion consldered as patt of
disciplinary action, a CIT Counsellor will be included in all meetings.

3.22 Any consequent serlous behavioural issues will be escalated to the Executive Director Education
and Training Services for further action, )

3,23 Where a student wishes to appeal an excluslon cutcome they need to contact the office of the
Executive Director, Corporate Services. Time outs cannot be appealad,

3.24 Where an international Student is recelving a timeout or exclusion, staff at CITSOL ISU
(international Students Unlt) must also be Informed and the procedures used must comply with

the ESOS National Code, .

4. Documentation

Responsibllity in the Learning Environment in the Student Information Guide
Student Code of Conduct

Bullving and Harassment Prevention Policy

Student Behavioura] Risk Policy

Unsatisfactory Student Behaviour Procedures

5. Definitions

All termineclogy used in this poficy is conslstent with definitions in the CIT Policy Glossary,

6. Contact

For more Iinformation about this policy contact Manager, Student Support.

7. Procedures

This policy ls iImplemented through the assoclated procedures, Authority to make changes to the
procedures rests with the policy owner,

Policy Ownar: Executive Director, Education and Tralhing Services Policy No. 2016/581
Next major review: March 2022 Version 1
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Unsatisfactory Student Behaviour Procedures

Associated Policy

These Unsatisfactory Student Behaviour Procedures have been developed in conjunction with the
Unsatisfactory Student Behaviour Policy . These procedures outline steps to take In dealing with
unsatisfactory behaviour from students both In and outside of tha classroom.

Stages of Disciplinary Actions

STAGE ONE DISCIPLINARY PROCEDURES — FIRST OR MINOR OFFENCE
in most cases student discipline problems can and should be dealt with directly with the student.

1. Staff should discuss the unsatisfactory behaviour with the student as soon as possible and privately
in the first instance, unless there are safely concerns. Remind students of the rights and
responsibilities of students as outlined in the Student information Guide on the Website and the
Student Code of Conduct, request that the unsatisfactory behaviour ceases, and inform student of
potential consequences of disciplinary action. Staff should make a note of the incident/chat; notein
roll book (if teacher); amail note to yourself; emall to CiTSaferCommunity@cit.edu.au.

2. Ateacher who determines a student is engaging in unsatisfactory behaviour may exclude that
student from a learning activity or individua] ¢lass. If the student is a trainee or apprentice the
teacher must notify the employer and the student directed to return to work. If the student is less
than 18 years of age duty of care requirements may require specific action as per the CIT
Commitment to Tralning for Young People Aged to 24 Years Policy. Where the student is an
international student, the departmental pastoral care coordinator should be contacted and CIT
international student policies followed. Where the behaviour occurs outside the classroom the staff
member who sees it or to whom it is reported, should follow step 1 above and may also request the
student to move away from the location of the issue.

3. Averbal agreement of expected behaviour is made or clarified for the student and if by a teacher,
this is noted in the roll book. The teacher/staff member may also make a record of the incldent using
the ‘Report of Student Behavioural Incident’ form attached to these procadures.

4, If the behaviour or similar behaviour issues continue — speak to them again, and let them know it is
not ok and you may be referring this to the HoD. NB: if student behaviour is just low grade
annoying- you may give them a few warnings BUT always note it in the roll book or email
ClTSaferCommunity @cli.edu.au. if the unsatisfactory behaviour is more than low grade and
gontinues or escalates the second ot third stage procedure is commenced,

5. If there are any concerns at this stage, staff should consider having another staff member with them
when they explain to the student/s that their behaviour is unsatisfactory. With potentially difficult
cases withesses could be important. Students may also bring a support person.

6. Where an agreement can’t be reached, escalate to stage two.

STAGE TWO DiSCIPLINARY PROCEDURES ~ REPEATED OR CONTINUQUS
“UNSATISFACTORY BEHAVIOUR

if behaviour being addressed in Stage One Disciplinary Procedure continues this more formal
pracedure should be used,

1. To commence stage two disciplinary procedures, staff must complete the ‘Report of Student
Behavioural incident Form’ (attached to these procedures).
2. The student is informed that the unsatlsfactory behaviour remains or is an issue.

Procedure Contact Officer : Managet, Student Support Version 1
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3. The Head of Department is informed and a meeting is arranged between the Head of the
Department and the student. The student is advised that they may bring a support person and/or a
CIT counselior can be requested to attend.

4. A written Behavlour Contract/Action Plan will be drawn up in consultation with the student and staff
member, which outlines the expected behaviour and conditions for the student. The contract should
Include consequences of any breaches of the hehaviour contract,

5. Staff should offer the student support and inform them of the support services available as stated in
Principle 3.2 of the Unsatisfactory Student Behaviour Palicy,

6. Arecord of this Is kept on file in the teaching area and noted in roll book. If the unacceptable
behaviour continues the third stage disciplinary procadure is commenced.

STAGE THREE DISCIPLINARY PROCEDURES ~ SERIQOUS OFFENCE

The stage three disciplinary procedures are intended for unsatisfactory behaviour considered to be
serious, a high risk or a breach of a behavioural contract previously agreed to. Where the behaviour
involves acts or serlous threats of violence it must be dealt with by the Stage Four procedure.

1. Inform the student

L.1. The staff member involved should explain to the student why their hehaviour Is unsatisfactory
and that they are taking disciplinary proceedings. 1tis recommended that another staff
member be present and a record of the conversation be kept.

1.2. The staff member should advise the student that part of the disciplinary procedures is to keep a
record of the incident and all subsequent actions.

1.3. Advise student of their right to get support and the role of the Student Counsellor which is to
provide support for the student in the following ways:

» establish a rapport with the student prior to the meeting if possible
* assist the student/s to present their case
* accompany the student/s to meeting/s to ensure they are given an opportunity to
present their case, clarifying points in the discussion and checking that records are an
accurate and falr reftection of the outcomes of the meeting.
1.4, Advise of possible consequences of thelr actions.

2. Report the incident
2.1 The staff member must complete a Report of Student Behavioural Incident form describing the
incident. The report should be given to the Head of Department and the Director. Relevant staff
members will be asked to prepare an account of the incident and collect any relevant witness
statements.
2.2 if required, staff may seek support as outlined in Principle 3.2 of the policy.

3. Arrange ameeting

3.1 The Director will contact the student/s as soon as possible and request their attendance at the
meeting to discuss their behaviour. The student/s will be informed of the nature of the
issue/incident and advised that they may bring a support person to the meeting,

3.2 The meeting will he with at least two staff members Including the Director and a CIT student
counsellor and the student and their support person if reguired.

3.3 Before a meeting is arranged any cultural diversity and equity issues should be considered. For
example if the student is an Aboriginal or Torres Strait Islander, one of the staff members
should be of Aberiginal or Torres Strait Islander origin if possible,

3.4 Prior to the meeting the student will be given the opportunity to provide a written response or
they may respond verbally at the meeting.

3.5 All evidence will be provided to the Director who will assess and review the facts to determine
whether further information gathering is required; breaches of policy or the Student Code of

Conduct have occurred; and identify appropriate disciplinary action. Behaviour Risk Assessment

Procedure Contact Officer : Manager, Student Support Version 1
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Team can be convened through contacting Manager, Student Support or Head of Counseiling
see Student Behavioural Risk Policy to offer advice to Director.

4. The meeting

4,1 At the meeting:
»  discuss what occurred
= give the student an opportunity to explain their behaviour
= clarify the points of difference between the student’s account and the other information
provided by the staff and witnesses
= develop a contract with the student that includes undertakings, limits and
consequences, copies of which should be distributed to the student, the teacher, the
Head of Department, the Director and the Counsellor, signed by all partles
» discuss proposed sanctions .
w gstablish support strategies and options to give the student the best opportunity to
succeed.
4.2 All proceedings and outcomes of the meeting must be recorded and filed in the office of the
Director.

5. Outcomes
A written letter will be provided to the student advising of the outcome of the disciplinary process,
including any agreements, within five days of the meeting where possible, The Head of
Department/teacher or Director as appropriate will monitor the outcomes.

If the contract of agreement is broken, the Head of Department should inform the Director, who will
commence further disciplinary action as deemed appropriate.

6. Right of appeal
if a student is unhappy with the outcome of a disciplinary process they may appeal in writing to the
Executive Director, CIT People and Organisational Governance at CiT,

STAGE FOUR DISCIPLINARY PROCEDURE — ACT OF VIOLENCE OR SERIOUS
THREAT OF VIOLENCE

This stage is to be used in cases where an act of violence or a serious threat of violence has occurred at
CIT or during a CIT event/activity if off campus. This stage requires a fast response to ensure safety to all.
An exclusion period will be imposed for acts of this nature that may be up to the end of the semester or
potentially longer.

1. Student is informed the incident will have disciplinary action and a timeout of two weeks is
issued. Head of Department or Director/Senior Manager will inform student the incident of
violence or serious threat of viclence is unacceptable and that an immediate timeout from CIT
and CIT activities is in force for a period of twe weeks and that the student will be invited to a
meeting 1o discuss the issue,

2. Staff must complete the ‘Report of Student Behavioural Incident Form’ {attached to these
procedures) and forward to Head of Department and Director. A Riskman incident should be
recorded.

3. If the matter has been referred to the police for criminal investigation, CIT disciplinary processes
will be suspended until the matter is legally resolved. Interim measures may be taken to protect
the safety of others on campus following the timeout period. This may include arranging for the
student to change classes to separate them from another student or staff member who has
made the allegation, or that they may use gnline study options where this is possible. If these
options are not possible, it may be necessary to suspend the student’s study until they can join a
different class. it may involve arranging alternative accommodation for the student facing the
allegations, if a complainant student is in the same CIT Accommodation facility. If interim

Procedure Contact Officer : Manager, Student Support Version 1
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measures will not assure the safety of others at CIT, the student may be suspended from
attendance at CIT pending the outcome of the legal processes.

4. The Director or nominated person will contact the student/s as soon as possible and request
their attendance at a meeting to discuss their behaviour or, where the matter is under Police
investigation, to discuss interim arrangements untli the matter Is resolved, The student/s will be
informed of the nature of the issue/Incident and advised that they may bring a support person
1o the meeting.

5. Where the matter has not been referred for criminal investigation, the student may respond to
the incident tn writing prior to the meeting or verbally at the meeting with the Director.

6. The meeting will include the Director and possibly staff member or Head of Department, a
Student Counsellor and the student and an advocate of their choice. Cultural diversity and
equity Issues will be considered prior to the meeting, At the meeting discuss what occurred;
¢  Give the student an opportunity to explain their behaviour.

o  Clarify the polnts of difference between the student’s account and the other information
provided by the staff and withesses,
» Inform student of consequence of behaviour,

7. Outcome of meeting - All proceedings and outcomes of the meeting must he recorded and filed
in the office of the Director. Where the incident is verified and exclusion applied the Director is
to request Banner to apply a Hold to the student’s account and that the student will need to
attend a re-entry meeting prior to re enrolment, at which time a behaviour contract may be
developed as a condition of re enrolment.

8. Exclusion Delegations:

« Directors can exclude a student from a particular learning activity/class for a period up
to end of semester. Can also exclude a student from all CIT locations for the rest of the
semester for a stage 4 incident

s HoDs, Directors, Senior Managers can impose an immediate ‘time out’ of up to 2 weeks
for a stage 4 incident

e [xecutive Director, Education and Training Services can exclude a student from a subject
or program for unsatisfactory student behaviour

¢ Chief Executlve Officer can exclude a student for any length of time from the Institute

for unsatisfactory student behaviour.

9. An Institute file will be created and the Chief Executive and Executive Director, Education and

Training Services will be notified where any student has been excluded by a Director in this

ptocess. Notification form attached at end of these procedures.

{f the timecut or exclusion involves an under 18 year old, the Manager, Student Support must be

notified, who will then notify ETD and the General Manager Student and Academic Services

where under 17 year olds are involved. Notification forms at end of these procedures.

11. If after an exclusion period the same behaviour Is exhibited, the situation will be escalated to the
Executive Director, Education and Training Services for recommended actien.

10
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OUTSIDE THE CLASSROOM:

If students or other people on CIT locations are observed behaving inappropriately staff
should, if safe, approach and inform them the behaviour is unacceptable and request it
ceases.

Where behaviour issues have arisen outside of the classroom the Campus Manager should be
informed as well as the Head of Department and or Director/Senior Manager if known,

1. If the inappropriate behaviour Is serious enough that staff feels physically threatened or will be
seeking medical advice/treatment due to the hehaviour, then staff must fill in the Riskman Incident
Report and this will be dealt with in a stage four process,

2. Campus Facilities staff are not trained as security personnel, however, staff can call on them to
provide assistance in difficult situations such as issuing appropriate warnings or to request student/s
to leave the premises.

3. Where a student refuses to leave and Is continuing to behave in a manner that Is disturbing the
classes or other students or is percelved as inappropriate or threatening, the relevant Campus
Manager should be cantacted, If there is an immediate risk to safety, ACT Police should be contacted
on 000; if not an emergency, police attendance can be requested on 131444,

Fee Refunds: Arefund or partial refund of fees may be considered where a student is being excluded
from their program of study. Each case will need to be considered individually to determine if any refund
is reasonable and this may require approval from the Director of Finance and/or the Executive Director
Corporate Services.

Procedure Contact Officer : Manager, Student Support Version 1
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REPORT OF STUDENT BEHAVIOURAL INCIDENT FORM

Who should use this
report?

Any staff member who
has been part of or
withessed unacceptable
student behaviour

When should it be
used?

If you feel
uncomfortable or
concerned about the
behaviour of o student
fill in the report gs seon
as possibfe after the
incident,

Why should you use it?
CIT can only take action
if there is a record of
any unsatisfactory
behaviour. This report
records the information
CIT needs to follow up
on unsatisfactory
behaviour,

What do you do with it
ohce you've filled it in?
Send it to your Head of

Department or Director.

How is it useful?

If students are infringing
CiT’s policies you need
to record exactly what
they are doing and what
impact their hehaviour
has on others so we can
take appropriate steps,

Date of report:

Your name:

Date of incident:

Time of incldent:

Location of incident:

Names of CIT
staff/students directly
involved:

Description of incident;
*Where the Incident involves
unsatisfactory student
behaviour, identlfy the
unsatisfactory behaviour
consistent with the CIT Student
Rights and Responsibliities
polley, Le. Tick which of these
responsibiiities did they fafl to
carry out?

to treat other students and staff with respect
and falrness

to behave in a non-discriminatory, non-
harasslng manher to ather students and
staff

o behave so as not to offend, embarrass or
threaten others

other — describe e.g. drug, alcohol, OH&S
issue

What did you say to the
student?

What did the student
say to you?

If possible record the
actual words; otherwise
summarise the content

Describe the student’s
actions

Procedure Contact Officer : Manager, Student Support
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Describe the student’s
tone of voice

if relevant, please
attach any wriitten
correspondence to
students e.g. emails,
letters

Please attach student’s
reply if relevant

Names of people who
witnessed the incident

if any
Did you fill this form in O Yes
yourself? 1 No

If Nowho filled In the
form

NB You should read the attached policy for advice on when it may be appropriate to complete the ACT
Public Service Riskman Incident Report,

SIGNATURE;

DATE:

ACTION: - Send to Head of Department or Director

Procedure Cortact Officer | Manager, Student Support Verslon 1
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Reporting Students on Timeout or Exclusions

This form Is completed when a student has been given a Timeout or Exclusion form CIT in accordance
with the CIT Unsatisfactory Student Behaviour Policy.

This form must be forwarded to the Chief Executive’s Office and where the student is under 17 years
of age a copy to be sent to CiTUnderl7Alerts@cit.edu.au. Print a copy for your Institute file

Student Details

Student name

[s the student Under
177 Click here to select

College  Click here to select College

Disciplinary Stage:

Action imposed by; HoD or Director
name

Exclusion
type Timeout

Start Date Click here to enter a date.

Subject/activity/program
name/s

Review
Date Click here to enter a date.

Other information you may want to provide:

Student
ID CiT

Student
Type Apprentice/Trainee

Enrolled
program

End date Clicl here to enter a date,

Procedure Contact Officer : Manager, Student Support Varsion 1
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Review outcome:
This part of form to be completed after review and forwarded again to the Chief Executive’s Office and where the student is under
17 vegrs of age o copy to be sent to CiTUnderl7Alerts@cit.edu.au. Print a copy for vour institute file,

Review Date  Click here to enter a date.

Review attended
by

Quicome  Click here to select outcome

Conditions, if
applicable Behaviour contract

End date of exclusion or
return date Click here to enter a date.

Other information you may want to provide:

Institute File Banner Hold L]
number applied
Procedure Contact Officer : Manager, Student Support Version 1
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Student Behaviour Agreement

This agreement I8 made on ... e e (iNSe date)
Betwesn ... e o e one (Hlead of Department)

ARG o s e (NAME OF
student/potential student)

{insert hame of student/potential student ) agrees to the following In respect to future
conduct:

t will abide by the CIT Student Code of Conduct, in particular:

o Not using offensive lahguage
» Speaking with respectiul language and fene of voice to CIT students and staff
» Notengaglng In sexual harassment behaviour which affects CIT students or staff

CIT agrees to the following in respect to future conduct:

CIT Student Support is available to provide free confidential counselling.

Cantarra instilute of Tochnolegy | GPO Box 826, Ganbarra, 2601 Ausiralla | ¥ 4(61) 02 6267 3188 | clt.edw.oy
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Breach

if (insert name of student/potential student ) breaches this agreement (inserf name of Head
of Deparfment} will organise a meeting with the College Director, (insett hame of Colflege

Director ), and the student to discuss conditions for continued participation in the class and
entolment at CIT. :

Declaration

|, (inseil hame of student/potential student) confirm that | understand the meaning of this
agresment, and that the consequences of a breach of this agreement have been explained

to ms,

Slgned: ..., OO UTPOI ceerns (Student/potential student)
Date: ..o
SIGNE: L1t i i e e {Head of Department)

Date: vvviviiiii i

Review

This agreement will be reviewed by (insert name of student/potential student and Head of
Department ) on (insert date)

Canberra hailluts of Technology | GPO Bax 826, Ganberra, 2601 Ausiralia [ T-+{61) 02 6207 3188 | clt.edu.an
CIT Bruee | CIT Fyshwink | GIT Gungahiin § CIT Rekd | OIV Tigperanony | GIT Woden | ABN 432 737 96 900 | CRIGOS No. 00D01K



CIT
Student
Code of Conduct

Canberra Institute
of Technology I
RTO Code 0101 |CRICOS No. 00001K L




Canberra Institute BB
of Technology

BT Cosde (101 |C£0COS He, 00001 K L

Purpose

The Canberra institute of Technology (CIT} ts committed to upholding the CIT values of
respect, integrity, collaboration and innovation and to changing lives through quality
education and skills development for indlviduals, industry and community.

The CIT Student Code of Conduct has been formulated to provide a clear statement of CIT's
expectations for student behavlour. The Student Code of Conduct has been developed in
collaboration with the CIT Student Association (CITSA) who are able to assist you in
furthering your understanding of the Student Code of Conduct if required.

Student rights and responsibifities

As CITis an adult learning environment with a focus on delivering vocational cutcomes vou
are expected to conduct yourself in a manner that is appropriate for industry. All students
are protected by CIT Student Policles that provide a professional learning environment and
students are expected to adhere to their responsibilities as outlined in the Student
Information Guide.

Prevention of Discrimination, Bullying and Harassment

CIT is committed to providing students and staff with a healthy learning environment that is
free from discrimination, harassment, bullying and violence of any kind. All staff, students
and visitors are entitled to be treated with dignity and respect and therefore bullying, all
types of discrimination and harassment are unacceptable and wili not be tolersted at CIT.

You must take personal responsibility to contribute to a positive, healthy learning
environment and to ensure that your conduct does not include behaviours which could
constitute discrimination, harassment, bullying or impact on another person’s physical or
psychological health or safety. More detailed information is provided in the Bullying and
Harassment Prevention Policy.

Unsatisfactory Behaviour

Unsatisfactory Behaviour, managed by the Unsatisfactory Student Behaviour Policy,
will not be tolerated and may impact your enrolment at CIT. This includes any behaviour
which:

« limits CIT’s capacity to provide a study environment which is free from discrimination

and harassment;
» Jnterferes with the potential of other CIT students to learn; and
* interferes with the rights of CIT staff and students to be safe, treated falrly and with

respect,

lllegal behaviour, including physical violence, will not be tolerated at CIT and may he
referred to the police.

Academic Misconduct

Academic misconduct is any actlon undertaken by a student that unfairly advances his, her
or another student’s progress in a subject and/or program. This includes plagiarism,
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cheating and copyright violations, Academic misconduct is managed through the Academic
Misconduct policy.

Worlk heaith and safety

o You must comply with the Work Health and Safety policies, procedures and guidelines,
and conduct yourself in a safe manner and not place yourself or others at risk.

« You should dress appropriately as in industry, for example appropriate footwear must
be worn and Personal Protective Equipment (PPE) used where required and/or directed.

» Any medical management pians or medication you are taking which may affect your
performance should be disclosed to your teacher.

 CiThas a duty of care to provide First Aid assistance, however should it be deemed you
require further medical assistance such as a Paramedic and/or Ambulance, you are
required to pay for the associated costs. CIT strongly encourages you to have ambulance
insurance, CITSA has information on ambulance insurance
http://www.citsa.com.au/ambulance-cover-for-students.

«  Students with infectious diseases must advise their teaching college of their condition
and remove themselves from CIT until a medical clearance certificate is provided.

«  CITis Smoke Free and encourages the appropriate disposal of cigarette butts,

Do you meet adult education and industry expectations in the following areas?

Attendance and punctuality

« Youshould be on time, return from breaks at the agreed times and notify your
teacher or supervisor beforehand if you need to leave early.

+  Ifyou cannot attend an activity you should contact the teacher or supervisor directly
or the department office.

«  You should follow-up an absence by elther speaking with the teacher or obtaining
the necessary notes from another student or eLearn {if available).

 ifyou are regularly late or absent and cannot fulfil the requirements for participation
you should discuss your options with the class teacher or supervisor.

Effective and respectful communication

»  You should address other students, staff and teachers in a courteous and civil
manner at ali times, for example this means one person speaking at a time and
everyone having the right to speak.

« |t's OK to disagree with an idea, not the person. Be aware that the group is made up
of diverse cultures, ages and backgrounds - be sensitive and tolerant to differences,

» |nappropriate swearing, jokes and ‘put downs’ must be avoided.

« The safety and wellbeing of all students in all work areas including the classroom is
paramount. No student, CIT staff member or any other class participant (i.e. guest
speaker) should feel threatened by another or tolerate unwelcome attention.
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* Be respectful and maintain confidentiality for all sensitive information obtained
whiie studying at CIT. This includes information about other students and
information accessed as part of your work placements.

* Video and voice recording is not acceptable in the class unless permission is granted
from the teacher and all participants. |

Effective participation

* Youshould participate effectively and support and encourage the participation of
others,

* Wearing headphonhes or using a moblle phoneftablet/laptop (for either calls/emalls
or games other than those prescribed in class) is not appropriate.

* You should came to work or class with the necessary materials and be aware of your
responsibilities towards the materials of others.

* Ifyou have any concerns about your ability to participate effectively you can seek
support from CIT Student Support or CITSA.

* Negativity can affect the participation and enjoyment of others so feedback should
he constructive.

* You are required to take responsibility for your learning. Unsatisfactory Academic
Progress may result in you not being able to complete or re-enrol in the course.

Studentcomplaints

You have the right to make a complaint about a particular situation in which you have been
involved or witnessed. Guidance, referral and support are available at CIT through CIT
Student Support while independent support is available through CITSA. More information Is
provided in the Complaints Students and Community Mernbers Policy.

feedback

Your feedback is valued and is an important part of continuous improvement and
maintaining a positive learning environment at CIT. If you have any feedback, either positive
or negative, you are encouraged to contact:

» arelevant staff member

* CIT Student Support,

+  CITSA phone (02) 62073600
« CIT-Feedback
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