Procedure for handling cases of Harassment and Bullying
Step 1:
 Student complains in person or in writing, to the Pro-Rector, an academic, the Registrar, the Senior
Executive Student Welfare or an administrator.
 Student referred to Advisor

Step 2:
Student meets Advisor and is encouraged to resolve the
complaint directly with the harasser. If student does not
wish to do so or if this has already been done, student
submits a formal complaint in writing within five (5)
working days or more as Advisor deems necessary.

Student:
 within five (5) working days from the meeting with the Advisor,
the student sends a complaint in writing, indicating if informal
or formal procedures should be followed
Formal Procedures
Advisor:
 forwards the original written
complainant or a more detailed
one (if the complainant so
wishes) to the Rector.
 Includes his opinion on whether
the complaint is justified or not.

If Advisor considers
that the complaint is
justified
 Recommends to
Rector to refer to
Committee
of
Discipline.

Informal Procedures

Within ten (10) working days, if
complainant or alleged perpetrator do not
agree to solve the matter through the
informal
procedures,
the
formal
procedures should commence.

If Advisor does not consider that the
complaint is justified, consult with one
alternate Advisor and submit a joint
recommendation to Rector.
Rector to write to complainant to
inform that the complaint is not
justified.

Rector:
 Within two (2) working days, refers the
matter to the Committee.

Advisor:
 within five (5) working days,
informs alleged perpetrator of
the allegation and provides him
with a copy of the complaint.
 within twenty (20) working
days investigates complaint in
more detail and interviews
complainant
and
alleged
perpetrator.
Matter Resolved

A
copy
of
the
resolution is signed by
the complainant and
the alleged perpetrator.
No further action is
required.

A copy of the signed
resolution is to be kept
by to Advisor and
Registrar.

Matter not Resolved

Advisor informs complainant and
alleged perpetrator in writing that
he will be recommending to the
Rector that formal procedures
should commence.

