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Division of Campus Life 

Record of tasks or services undertaken for the benefit of the University community (“Community Service”) (penalty 3.8 of the Guidance on Applying Student Discipline Penalties)


	Student Name


	
	University ID No.
	

	Total number of Hours required
	
	Completion Date
	

	Reason the penalty was imposed





Community Service arrangements

[bookmark: _GoBack]It is expected that the student against whom the penalty is imposed will take the initiative to arrange their own Community Service.  The period of time to complete the Community Service will allow for the student to make such arrangements.  A disciplinary panel may however direct the area expected to benefit from the Community Service and may give instructions as to how to go about this.  

Students have in the past approached charity shops to volunteer their time.  If, the student is struggling to arrange the Community Service themselves, then the disciplinary panel Secretary may be able to assist.  For example, students in the past have undertaken tasks (such as litter picking) for the University’s Directorate of Estates and Facilities or assisting with shelving in the Library.  

It is important for the student to have a supervisor for the Community Service.  This person will be able to allocate them any tasks and authorise their timesheet (see table below).  In some instances, depending on the nature of the tasks or services, as risk assessment (http://www.healthandsafety.manchester.ac.uk/toolkits/ra/example-ras/) may be required.  However, in most cases any risks associated with the tasks or services should be minimal and students should highlight if they believe any risks to be apparent.  

Failure to complete the Community Service could put the student at risk of further disciplinary action for breach of paragraph 2(s) of Regulation XVII: ‘constitutes a failure to comply with a previously imposed penalty or reasonable instruction under this Regulation or any other University Code, rule or regulation’.  If a student is having difficulties meeting the deadline set for a credible reason, then they will need to relay this to the disciplinary panel contact, e.g. Secretary, who in turn may seek an extension from the Chair.  Unfortunately, no extensions can be given that are beyond the student’s graduation date.  

After the Community Service

After the completion of the Community Service the student is required to write a report, which should include the following information:

a) Signed timesheet(s) proving that they have worked the correct number of hours.
b) Background as to why the penalty was imposed and for what offence.
c) A description of the volunteer or community task or service provided, i.e. duties, roles, what took place, etc.
d) An explanation why and how the student’s voluntary work benefited the community.
e) A reflection on what the student learned from the experience.
f) Reflection on the overall misconduct and the voluntary activity, and how the student may conduct themselves in the future.
g) Photos of the student having undertaken the work.
h) Any supporting statement from the Community Service supervisor.

The report should then be sent to the student’s Community Service supervisor and the administrative officer who supported the disciplinary process (e.g. UDP Secretary (Matthew Valentine, Division of Campus Life matthew.valentine@manchester.ac.uk).  

Timesheet

	Date

	Description of Task / Activities

	Start time
	End Time
	Total hours
	Comments / Supervisor Signature
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