
X. Policies and Procedures

Queen’s University Belfast
Guidelines on Fitness to Study on the Grounds of Health and/or Safety
These Guidelines and other relevant University procedures and protocols are developed with the underlying principle that a student leads the management of their own wellbeing.   However, these Guidelines also recognise that the University may need to act at times when a student is unwilling or unable to manage their wellbeing in a way that supports their own health and safety, and which may affect people around them.   The University has a duty of care to all students and staff, and this should be balanced against the duty of care to an individual student.   Variance from the Guidelines may be undertaken with agreement from the Director of Academic and Student Affairs.  Also see Section IX: Other Regulations: Student Health in the University General Regulations.
The behaviours of a student displayed within the context of fitness to study on the grounds of health and/or safety sit alongside the University’s Conduct Regulations.   There are occasions where a student’s behaviour is such that under normal circumstances, they would be subject to disciplinary procedures.   However, if there is evidence that the student has an identified mental health difficulty or other diagnosed condition, the processes set out below may be an appropriate course of action.   
A student who voluntarily withdraws, or who is required to withdraw temporarily on health and safety grounds, is subject to the University’s Regulations for Students, including limits on temporary withdrawals and accommodation regulations.

1. Introduction

1.1 The following Guidelines apply to situations where the University needs to respond appropriately to situations where significant concerns are identified about a student’s health or behaviour which has a negative impact on the health, safety and wellbeing of themselves or others around them.   This behaviour is considered independently to academic achievement.   
1.2 The University is committed to promoting the wellbeing of all students including those with mental and/or physical ill health.   This includes working to promote positive attitudes and reduce discrimination.   The University recognises that there may be occasions when it may be in the best interest of a student to take a break from their studies in order to concentrate on their health and wellbeing.    Any action taken under this procedure will only take place if it is deemed to be in the best interest of the student and/or others around them.

1.3 It is important to establish that the cause of such concerns may relate to the manifestation of a diagnosed illness, or with behaviours deemed to be consistent with illness or disability.   It is also important where an illness or disability is involved, that decisions are based on evidence, and that assumptions about an illness or disability are avoided.   Such assumptions may give rise to instances of direct unlawful discrimination on the grounds of a student’s disability.   The University is committed to combating disability discrimination and promoting equality, and this procedure applies equally to all students where there is concern for their wellbeing impacting on the health and safety of themselves or others around them.

1.4 The University will make reasonable efforts to engage the student at all steps of the process.   If the student fails to co-operate or absents themselves from engaging with the University at any point in the procedure the University has the right to continue with the process in their absence.

The process outlined in these Guidelines is set out in a flow chart in Annex 1.

2. Informal Stage: Student Care 

2.1 Ordinarily the first step relating to issues concerning the wellbeing of a student should be to raise them with the Head of Student Welfare or another member of the Student Care Forum and, if appropriate, manage the situation using the Student Care Protocol (Annex 2).    A Student Care Forum meets on a fortnightly basis during semester time to discuss in confidence students whose overall wellbeing is of concern to colleagues in Schools and/or central support services.   The Student Care Forum’s role is to ensure appropriate communication about concerns between support areas, and oversee a supportive framework that enables the student to have support in managing their own wellbeing.

Consideration for emergency situations is given in section 6 below.

2.2 The Student Care Forum normally identifies a Lead Contact, who offers to meet with the student to discuss the concerns raised, agree steps to be undertaken and a point of review.   This discussion will include outlining the University’s concerns and expectations around the student’s behaviour and management of their wellbeing, and consider appropriate referrals and ongoing support.   If the student chooses not to attend a meeting with the Lead Contact, the student will be made aware of support available to them.   
2.3 The Student Care Forum may refer a student to the Senior Medical Officer and Occupational Health Physician.   If a student chooses to not accept this referral, the Senior Medical Officer and Occupational Health Physician may review the student’s situation and require a medical examination, under the Student Health Regulations (IX 4.1).   This may include seeking access to medical records or a discussion with the student’s medical support team.   Normally a student will be requested to attend a medical examination with the Senior Medical Officer and Occupational Health Physician prior to proceeding with formal stages of the procedure.

2.4 The Senior Medical Officer and Occupational Health Physician is able to support a student to undertake a temporary withdrawal on medical grounds, and develop a timeline for review of a student’s status.   The Senior Medical Officer and Occupational Health Physician may also direct a student to withdraw temporarily on medical grounds, in line with University regulations.

2.5 Outcomes from the Student Care Protocol seek to support the normal work of School Student Progress Committees and will be made known to Schools where there is consent from the student, or where risk to the safety or wellbeing of the student or those around them has been identified.    Academic progression remains the responsibility of the School.  
3. Formal Stage

3.1 As a general rule proceeding to the Formal Stage is only intended for use in cases in which the behaviour, disruption or risk presented by the student is perceived to be of a serious or potentially serious nature.

3.2 Because of the serious nature of the behaviour leading to instigation of the Formal Stage, it is recognised that consideration must be given at all times for the wellbeing of the student, and how the process is impacting on their wellbeing.   
3.3 Where there are particular and ongoing concerns about a student, their behaviour and their overall wellbeing, and where there is no engagement, no improvement or a further deterioration despite supportive interventions, the Student Care Forum or Head of Student Affairs may recommend instigating the Formal Stage.

In such instances the Student Care Forum will meet and compile a report of the facts known about the situation, for submission to the School Student Progress Committee.   
Progress Committee Meeting

3.4 A meeting of a School Student Progress Committee / School Postgraduate Research Committee will be convened as soon as possible and within three weeks of receiving the report from the Student Care Forum, consisting of at least three and no more than five members.   
In attendance will be at least one of the following:

· Head of Student Affairs or delegate

· Head of Student Welfare or delegate

· Head of Disability Services or delegate

· Senior Counsellor or delegate

· Representative from Accommodation

· Head of International Student Support or delegate

· Head of Community Affairs

The member representing central support services should not be the same person who was assigned as the student’s Lead Contact through the Student Care Protocol.

Representatives from Occupational Health, Academic Affairs, Legal Services, Security, Student Records and Examinations, Income and Student Finance may be asked to attend at specific points during the meeting in an advisory capacity, to provide further information or to clarify a policy or procedure.

External representatives may be invited to provide information that is not specific to the student, but to provide general information and advice on support and care that can be accessed:

· Representative from the University Health Centre or other GP practice as appropriate

· Appropriate representative from Health and Social Care

· Professionals in disability or mental health fields

Notes of the meeting and any supporting information will be maintained by Student Affairs.   
3.5 A student will be given five days notice of the Progress Committee Meeting, and the student may be accompanied by a registered student of the University (which includes a Students’ Union Sabbatical Officer), or by a member of staff of the University or University Chaplaincy.   The student will be provided with any documentation to be considered at the Review Meeting.  
In the event that the student feels unable to attend the meeting as arranged, the University will make every reasonable effort to enable the meeting to take place, for example by moving the meeting to a time or location with which the student feels comfortable.

The student may ask the Progress Committee to consider a written statement from the student.  This may be in addition to attendance at the Committee, or if the student wishes, instead of attendance.

If, despite the University's best endeavours, the student feels unable to attend a Progress Committee to discuss their specific circumstances regarding fitness to study, the meeting may take place in their absence with the outcome communicated to the student as set out below.  
3.6 The meeting will seek to ensure that all possible support has been put in place to support the student and that the limits of reasonableness have been reached, including consideration for obligations under the Disability Discrimination Act 1995 and SENDO 2005.

3.7 The Progress Committee may ask the student for medical evidence that they are fit to study.  Where external medical evidence is being considered, the University’s Senior Medical Officer and Occupational Health Physician shall make clear to health care professionals the level of reasonable support the University can implement and the limitations of this support.

3.8 The Progress Committee may choose one of the following options:

· No further action required;

· Continue with the current support plan and review student progress on a more frequent basis;

· Seek further medical information or professional advice on which the basis of further action should be undertaken;

· Recommend that a student be temporarily withdrawn from studies to concentrate on their wellbeing.  
3.9 The student will be informed in writing of the Progress Committee’s decision and shall be invited to meet the Head of Student Affairs and a representative from the student’s School to discuss any recommendations made.  The student may bring along another student or member of staff of the University (including a Sabbatical Officer) or University Chaplain for support.

If appropriate, reasonable efforts will be made to allow the student access to University support services during their period of withdrawal, which will be discussed at this meeting.  It may also be appropriate to allow the student access to some learning material to help them feel connected to their studies and feel that returning is achievable, unless a complete break has been recommended by medical professionals.

The Return to Study procedure will be discussed with the student at this meeting.  
3.10 Where appropriate the outcome of the Progress Committee and discussion with the student will be communicated to the Head of Accommodation and Hospitality.  All students who have agreed a contract for accommodation with the University are subject to the regulations relating to Student Accommodation, including those relating to withdrawal from the University and requesting release from contracts.   
4. Student Appeals Process

4.1 The student will have the right of appeal against the outcome of the fitness to study case review to the Central Student Appeals Committee, using the normal processes for handling an appeal.  
5. Return to Study

5.1 A student required to temporarily withdraw will be subject to periodic review in the light of further developments or improvements in the student’s wellbeing.  
5.2 Each situation is different therefore at the point of withdrawal a ‘withdrawal review date’ will be agreed with the student and the University’s Senior Medical Officer and Occupational Health Physician.  
5.3 Where a student has been required to withdraw, or voluntarily withdraws after the Formal Stage of this process has been undertaken, their return to the University must be considered by the Head of Student Affairs and Senior Medical Officer and Occupational Health Physician and a representative from the student’s School, who will invite the student to meet with them in person, or provide the option for the student to provide written information.  The student may bring along another student or member of staff of the University (including a Sabbatical Officer) or University Chaplaincy for support.  The purpose of this discussion is to review actions the student had taken to improve their situation, what support they were accessing, what support they would find helpful in ensuring a successful return to study, plus information about confidentiality/sharing of information.

5.4 Outcomes from this meeting may include:

· Recommend that the student’s return to study be approved;

· Seek further medical information on which the basis of further action should be undertaken;

· Continued temporary withdrawal and review student progress after a set period of time.

In line with Regulation 5.14 (Regulations for Students) approval from the student’s Head of School must be obtained before re-registration.

5.5 The student will be informed of the outcome of the meeting, with specific recommendations and suggestions about the support that they are recommended to access if they return to studies.   The student will also remain under the care of the Student Care Protocol for the remainder of the academic session, subject to ongoing review.  
5.6 All withdrawn students are subject to University regulations relating to withdrawals defined under Regulations for Students.  This may include limits on applications for temporary withdrawal.

6. Emergency Situations / serious incidents involving a student

6.1 Emergency incidents involving students are rare and the immediate situation should be dealt with by calling Security on extension 2222 or 028 9097 5099.  Security will contact appropriate emergency services, respond to the scene and contact other relevant support providers, including the Head of Student Welfare.

6.2 To prevent reoccurrence of any action and to protect the members of the University community in general, or a particular member or members, the Vice-Chancellor may apply a precautionary suspension as set out in the Conduct Regulations, where it is urgent and necessary to take such action pending outcomes from the formal process.  This may include temporarily suspending a student’s access to University information systems or buildings, or prohibit contact with specific students or members of staff, on health and safety grounds.

7. Record Keeping

Records and information relating to specific students will be held as follows:

· Individual support services accessed by a student maintain their own records, in accordance with the University’s data protection policy.  
· Records and information held under the Student Care Protocol normally reside within the office of the Head of Student Welfare.  However, information relating to a student’s interactions with support services and Accommodation and Hospitality will be held within the Service, shared with the Student Care Forum as appropriate and within the Service’s confidentiality policy.

· Records and information relating to Review Meetings will be held within Student Affairs.

· Records and information relating to Appeals will be held within the office of the Director of Academic and Student Affairs.

All information held about a specific student is subject to Data Protection and Freedom of Information legislation.  Information will be stored and discarded in line with University records management policies.
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1. Introduction

As part of its focus on supporting student attainment, the University established a Students at Risk Review Group in 2007.  The Group brought forward a proposed Protocol for the identification of risk and categories of risk in June 2008, with implementation pending the appointment of the Head of Student Welfare.  This role was established to act as a central co-ordinating point between Schools and Services, operating a University-wide Protocol that: 

(a) Enables early identification of students potentially needing additional support to maximise their academic attainment while at Queen’s

(b) Sets out a clear process for responding to concerns raised about students within Schools or service areas, and

(c) Establishes the steps taken when a student is identified as being at risk of harm to self or others.

The Protocol is intended to sit alongside School procedures for addressing student academic progression and student well-being, ensuring appropriate communication and intervention.  
2. Principles of the Protocol

The following principles underpin the development and implementation of Queen’s Student Care Protocol:

· As far as possible, actions will be undertaken with the student’s knowledge and where practicable, the student’s involvement.

· As adult learners, students should be supported in making decisions about their welfare.  The University will only act on their behalf when it is clear that the student is not capable of making a rational decision for themselves, and if there is a risk perceived to the student and/or others.

· Responses to academic progress concerns will be led by Schools and their established procedures.  The Protocol enables the Head of Student Welfare to identify factors which may impact on a student’s academic performance, which may be appropriate to share with a School, or may require direct communication with a student to preserve confidentiality.

· All staff working with students will apply appropriate confidentiality, as outlined in section 3.

· Every situation and student is individual, and therefore there is no one solution to a concern or crisis.  The Protocol attempts to ensure appropriate staff involvement and flexibility to respond to circumstances.

· All staff listed as key contacts operate on the basis of 24 hour availability to a crisis situation.  They can be contacted through the University Security Control.

· The Protocol may be overtaken by the University’s Serious Incident Protocols, though it is intended that the processes are able to sit within the wider University response as much as possible.

3. Confidentiality Policy

All staff must comply with the Data Protection Act 1998 and the University’s Data Protection Policy.  This includes the handling of sensitive personal data, which includes information on:

· medical conditions and disabilities

· racial or ethnic origin, 

· political opinions, religious or similar beliefs, 

· trade union membership, 

· physical or mental health, 

· sexual life, 

· the (alleged) commission of any offence, subsequent proceedings or sentence.  
Disclosure of sensitive personal data without consent is permitted only where relevant in "life or death" circumstances, e.g., if a data subject is unconscious, a tutor can tell medical staff that the data subject has a medical condition.
There are particular confidentiality issues relating to students attending the Counselling Service or registered with Disability Services, which are established through professional requirements and law.  In most instances, staff in these areas will not be able to confirm whether a student is using the service if the student has not disclosed this themselves.  The Head of Student Welfare has oversight of these two areas, and can take decisions informed by her knowledge of services accessed, working closely with relevant staff.

In following the procedures set out in this protocol, a circle of confidentiality is required to enable relevant and appropriate staff to meet and determine an appropriate course of action.  This means that members of staff involved in interdisciplinary meetings may be party to confidential information relating to the student, and are expected to maintain confidentiality.  This includes not disclosing information to other members of staff, friends and relatives of the student.

Wherever possible, a member of staff should try in the first instance to gain the student’s permission to discuss their concerns with another member of staff, indicating that they are worried about the student and would like to seek advice.

To protect confidentiality, records relating to the Student Care Protocol are held within Student Affairs, with access only possible by the Head of Student Welfare, Head of Student Affairs or their designate.  
4. Identifying Concerns

The table below sets out the potential indicators and interfaces where a concern about student progress or well-being may be identified.  Actions and processes are in place to handle each of these elements individually (e.g.  visa difficulties, breach of conduct regulations), though these processes may not take into account implications for a student’s academic performance or personal well-being.  
Indicators and Interfaces

	
	Potential Indicator
	Interface

	Red
	One/several of:

Self-harm actions

Violent threat to others

Anti-social behaviour (repeated)

Criminal Conviction (not previously dealt with)

Missing (out of contact with friends / family)

AND

Student thought to be at risk of harm to self or others.


	Schools

Accommodation & Hospitality

Community Youth Workers

Students’ Union

Counselling Service

Chaplains

Community Liaison Officer

Occupational Health

Chaplaincies

External person (parent, friend)

	Amber
	A combination of factors including:

Poor attendance at scheduled classes

Absence from formal exams

Poor performance in assessments / exams

Recurrent sickness

Breach of Conduct Regulations

Recurrent Accident Reports

Non-payment of Tuition fees

Visa difficulties

Absence from Halls of Residence or private accommodation


	Schools

Student Administrative Services 

Community Liaison Officer

Accommodation & Hospitality

Community Youth Workers

Income and Student Finance

International Office

Occupational Health

External person (parent, friend)

Chaplaincies

	Green
	Engaging with University or external support services

Improved attendance or academic performance


	


The use of the indicators allows the University to proactively identify students who may be facing difficulties which may be impacting on their studies, and make them aware of support available to them.  This is especially true when a number of indicators are triangulated, recognising that the presence of any one indicator may not equate to a student at risk.  In addition to concerns being raised by Schools or Services, the Head of Student Welfare will collate data relating to the potential indicators and target information about support available to those students with more than one indicator.

A combination of a number of indicators may cause concern on the part of a member of staff and lead to commencement of the University-level process set out in section 5 and related appendices.  Staff can contact the Head of Student Welfare to discuss an appropriate course of action, and to determine whether the student should be recorded and monitored through the Student Care Protocol.

5. Acting on Concerns 

A table and flow chart of the process for taking forward concerns about student well-being (Student Care Protocol) are set out in Appendix A.  This process tries to recognise that every situation will be unique, and that responses must take into account the individual situation faced by the student.

These processes are intended to operate as an extension of School procedures and processes for monitoring academic performance and progression, providing School staff with a clear mechanism for communicating their concerns to support providers.  
Many support services will monitor and manage certain levels of concern before escalating through the Student Care Protocol.  These services include Accommodation Services, Counselling Service, Disability Services, International Student Support, Occupational Health and the Students’ Union.  It is important that staff in these areas are aware of the boundaries and limitations around their roles, and seek support and guidance from other staff in similar roles.  
The processes and monitoring established by the Student Care Protocol are intended to ensure that while Schools or support services may be supporting a student to manage a particular incident or situation, the University (through the Head of Student Welfare) has an overview of a range of difficulties a student may be facing, and can facilitate appropriate actions being taken.   

If there is a situation where staff feel there is an immediate risk to the student or others, student incident procedures should be engaged.  This process is set out in the University’s incident procedures, but is replicated in Appendix B, along with practical advice for staff handling the immediate situation and making referrals to sources of student support (Appendix C).  
6. Monitoring Concerns

All processes include a step that requires identification of a person with responsibility for on-going monitoring, a requirement to report regularly to the Head of Student Welfare (while the concern is active, and less regularly once it has been managed) and a requirement to establish future points of contact with a student.

Members of staff undertaking such monitoring may wish to record their points of contact in a ‘Keep in Touch’ template (Appendix D).  The most important elements of this are:
· That it ensures confidentiality for individual students

· That there is a means of ongoing contact/monitoring established and recorded

· That students are aware that you will be keeping in touch with them to check how they are getting on

· That information about a student is deleted when it is no longer needed.

The Head of Student Welfare will enter relevant information, actions and points of contact into the Student Care list, as reported by the ongoing Lead Contact.  These will be monitored by the Student Care Forum, in consultation with relevant staff.  
The Student Care list is a way of bringing together information held in different areas, with the intention of identifying students experiencing substantial difficulties before it becomes a risk situation.  It is held confidentially, only accessible by the Head of Student Affairs and Head of Student Welfare, and is re-established on an annual basis, with carry-over only if there is reason to believe that there is an ongoing concern.  A student’s name is removed from the list and any historical lists upon graduation or withdrawal from the University.  

Key Contact details:


Security				x5099


Head of Student Welfare		x2806


Elms Village				x4525


International Student Support		x3899


Counselling Service			x2774


Disability Services			x5251


Occupational Health			x5520


SU Advice Centre			x1049 or


					x1135 or


					x1166


QSIS helpdesk (student emergency information)					x2884





Lifeline 24 hour support  0808 808 8000











x4525
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Determine next point that could raise concerns for student progress and/or well-being









NO:

Ensure student is aware of who to speak to within School and the University if further help is needed

Report  basic information to HoSW using ‘Keep in Touch’ template (Appendix C)



NO:

Is there a need for ongoing check-in/monitoring of student well-being?





Is there reason to believe that the student is at risk of harm to self or others?







Student Care Forum

Role:

Meets every 2 weeks during term time to review Student Care List, assign monitoring level, determine a Lead Contact (where necessary), agree actions and undertake ongoing monitoring

Look at Student Risk indicators to try to proactively identify where interventions may be helpful

Principles:

Members are bound by confidentiality

Discussions to protect identity of students as far as possible.

Students should be aware of the University’s concern for their well-being



Membership:

		Head of Student Welfare (Chair)

		Representative of Accommodation

		Community Liaison Officer

		Counsellor

		Head of Disability Services

		University Medical Officer

		SU Education & Welfare Advisor

		International Student Advisor

		Member of academic staff (tbd)





Other members of staff may be invited to attend as appropriate

Records to be maintained by a member of staff within Student Affairs












