University of Kent
Appeals, Conduct and Complaints Office (ACCO)
Student Conduct Meetings: Guidance for Reporting and Responding Students

Introduction
The University of Kent is committed to maintaining a respectful, safe, and inclusive learning environment. If you have been invited to a meeting with the Appeals, Conduct and Complaints Office (ACCO) — whether because a report has been made about you or by you — this guide is designed to help you understand what to expect and how to prepare.
The initial meetings are not disciplinary hearings however do form part of a formal investigation, and notes would be taken during the meeting. They are information-sharing discussions to support a fair and transparent process.

Confidentiality
All matters discussed are treated confidentially, unless you or others are considered to be at risk (imminent threat to life, risks to under 18s, and risks relating to terror). Only the relevant people involved in managing the process will be informed. Disclosures are handled sensitively, in line with university policy and safeguarding responsibilities.

Time Scales 
The Appeals, Conduct and Complaints office try to ensure that cases are concluded within a reasonable timeframe and no later than 90 days for the whole Student Disciplinary Process to take place. Case can sometimes be complex or have external factors that mean that processes cannot be concluded in that time. In these instances, then the investigating officer will contact you and advise you of expected timeframes.  

SECTION A: IF YOU HAVE BEEN REPORTED (RESPONDING STUDENT)
Purpose of the Meeting
The meeting is a preliminary, fact-finding discussion to:
· Inform you that a report has been made against you.
· Explain the University's procedures.
· Assess any potential risks and outline mitigation steps (if necessary).
· Offer you a chance to respond to the allegation (optional).
· Provide information on support services.
· Discuss possible next steps.
Who Will Be Present
· An ACCO Officer (trained and impartial).
· You (the responding student).
· Optionally, a support person:
· Kent Union Adviser
· Friend or trusted individual
· A staff member from Student Support and Wellbeing

Your Rights
· Be treated with dignity and respect.
· Know the nature of the allegation(s).
· Access support and advice before and during the meeting.
· Decline to answer any questions.
· Request a pause or to reschedule.
· Ask for a male or female officer (where possible).
· Request reasonable adjustments (e.g., for disability, neurodiversity, or mental health/trauma).
Before the Meeting
· You’ll receive a formal invitation with the meeting details.
· Contact the Kent Student Union Advice Centre for preparation help.
· Prepare a concise written statement (if desired), explaining your account of events.
· If accepting the allegation: Express accountability and remorse.
· If denying the allegation: Present facts and evidence (e.g., witness names, messages).
· Gather relevant documentation (e.g., health or personal circumstances).
During the Meeting
· The ACCO Officer will outline the allegation.
· You can share your version of events.
· Notes will be taken but are not shared with the person who reported the incident.
· A summary may be shared later—with your knowledge.
· The tone will be respectful, and you can stop or pause the meeting anytime.
After the Meeting
· You’ll receive written confirmation summarising the discussion and next steps.
· Possible outcomes:
· No further action.
· Informal resolution.
· Escalation to a Student Disciplinary Panel (for serious or contested cases).

SECTION B: IF YOU HAVE REPORTED A STUDENT (REPORTING STUDENT)
Purpose of the Meeting
This meeting is a space to:
· Clarify details of your report.
· Gather any additional relevant information.
· Explain the University's response process.
· Help you understand your options.
· Answer any questions or concerns.
This is not a formal hearing or investigative interview, but meeting notes are taken.
Who Will Be Present
· An ACCO Officer (trained and impartial).
· You (the reporting student).
· Optionally, a support person:
· A friend or trusted individual
· Kent Students’ Union representative
· A staff member from Student Support and Wellbeing
What May Be Discussed
· The incident as described in your report.
· Any further details you're comfortable sharing.
· Any support or actions you've already taken (e.g., police involvement, counselling).
· Your preferences on how you’d like the University to proceed (informal vs. formal process).
· Impact on your wellbeing and academic life.
Your Rights
· Be heard in a safe and supportive environment.
· To not have to repeat yourself more times than necessary.
· Control how much you choose to share.
· Request a male or female officer (where possible).
· Ask for reasonable adjustments.
· Pause or end the meeting at any time.
How to Prepare
· Bring a support person if possible.
· Write down key points you’d like to raise or questions you want answered.
· Know that reliving the incident in detail is not required unless you choose to.
After the Meeting
· You will receive a written summary of what was discussed and any potential next steps.
· You may ask questions or request clarification at any time following the meeting.
· Please note: Making a report does not automatically determine an outcome; the University must review all information in line with its procedures.

Support Services Available
· Kent Students’ Union Advice Centre
Independent, confidential advice and representation.
https://kentunion.co.uk/advice
· Student Support and Wellbeing
Emotional, mental health, counselling, and wellbeing services.
https://www.kent.ac.uk/student-support
· Report + Support Platform
For anonymous or named disclosures.
https://reportandsupport.kent.ac.uk
· External Legal Advice
Optional and at your own cost. Legal representation is not required for university processes.
