CODE OF CONDUCT FOR STUDENTS

STUDENT NAME:

You are expected to conduct yourself responsibly on the Institution premises. Misconduct may result in you being suspended from
the Institution. In such cases no refund of fees will be given and any outstanding tuition fees will be payable.

Disciplinary Procedures

When you enrol on a programme of learning at the Institution you sign and commit to a Code of Conduct. If your behaviour,
attendance record or academic standards are persistently below the standards set by the college, your parents or guardian will be
immediately informed. If these issues are not resolved by informal discussion and negotiation, then disciplinary proceedings may be
started against you.

The disciplinary procedure is a formal process which applies to all learners enrolled at the Institution. There are two types of activity
in which disciplinary action may be required:

General Misconduct

This covers student’s behaviour such as refusal to show the Institution ID Card (if any), breach of health and safety regulations,
being under the influence of drink or drugs, bullying and harassment of others, or carrying weapons. It also includes misuse of
Institution computers and other equipment or any other action or incident considered to be of a similar nature to the above
examples.

Academic Misconduct

This covers students’ behaviour in relation to their programme of learning such as copying, plagiarism, collusion, cheating etc or any
other action or incident considered to be of a similar nature to the above examples.

In addition, each has three levels of seriousness: Level 1 Minor; Level 2 Serious and Level 3 Major.
Reasons for immediate suspension — some examples are below:

e  Assault, fighting or other acts of violence, vandalism, bullying and harassment, theft, being in possession of illegal drugs,
firearms or other weapons, committing or attempting to commit any act of arson, behaving in a way that brings the
Institution into disrepute.

. Computer hacking, cheating in exams, extensive and/or persistent plagiarism or use of model answers, buying, selling or
stealing of work.

Complaints Procedure

HTC endeavours to create a positive learning environment for students, one in which each student has the opportunity to achieve
their personal best. To maintain a high level of student satisfaction, a positive environment is vital. As a result, a fair and open
complaints procedure is made available to all students.

Informal Complaint

This is a less formal procedure where a complainant may raise his or her concern about the way the services were provided. The
complainant simply may see the Complaint Officer and orally inform the matter which will be dealt with immediately. However, if the
matter is serious and the complainant is utterly dissatisfied, the compliant officer will rather accept the complaint as a formal one.
Formal Complaint

If a student or a visitor wants to bring a serious complaint about any matter in relation to the way the services are provided, the

complainant may bring a formal complaint. It requires the complainant to take a complaint form from the reception. The complainant
may also additionally write his or her allegations in addition to filling the complaint form.
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