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Letter of Resolution

[bookmark: _Hlk73531436]Click or tap to enter a date.  (date) 

Click or tap here to enter text., (name of Respondent)

Click or tap here to enter text.  (name of Complainant) has reported an alleged violation of the Code of Conduct.  It is an allegation involving Click or tap here to enter text. (list appropriate involvement), and according to policy, has been placed in my office as Vice Chancellor of Academic Affairs.  It is my understanding you have conceded to the allegations and will be accepting the following sanction(s):

· Click or tap here to enter text.  (list sanction)
· Click or tap here to enter text.  (list sanction)

Your signature on this form and its submission will halt progression of this Code of Conduct process and no further action will be taken. Please understand this occurrence will be noted in your file and any additional occurrence(s) will be viewed as subsequent and, as such, will be given the appropriate consideration. 

If these sanctions are agreeable, please print and sign this letter and return to me within three (3) business days. If this letter is not received within three (3) business days and we have not heard from you, we will move forward with the Code of Conduct process which can be found in the Methodist College Student Handbook.

Your cooperation and integrity are valued and appreciated. We look forward to continuing to support you in your education.

Thank you,


(Name)
Vice Chancellor of Academic Affairs


Respondent Name (print): _________________________________________	 


Respondent Signature: ____________________________________________	Date: ______________



Complainant Name (print): ________________________________________	 


Complainant Signature: ___________________________________________	Date: ______________


Record of Due Process
Please include more information to accommodate the appeal process or additional steps unique to this particular case.  All dates are recorded as business days.  

Faculty Reporting: Click or tap here to enter text.
Student (Respondent) Involved: Click or tap here to enter text.
Course: Click or tap here to enter text.
Session: Click or tap here to enter text.
Administrator: Click or tap here to enter text.
Investigating Committee Members: Click or tap here to enter text.

	Step in Due Process
	Date
	Timeline Notes

	Code of Conduct Initiation Form Submitted 
	Click or tap to enter a date.	Must be within 5 days of alleged event

	VCAA Letter to Respondent
	Click or tap to enter a date.	Must be within 5 days of receipt of Code of Conduct Initiation Form

	Letter of Resolution
	Click or tap to enter a date.	Must be within 5 days of receipt of VCAA Letter to Respondent

	VCAA to Administrator Letter
	Click or tap to enter a date.	

	Administrator Dismissal Letter
	
	Must be within 10 days from VCAA assigning to Administrator

	Administrator Letter to the Investigation Committee
	Click or tap to enter a date.	Must be within 10 days from VCAA assigning to Administrator 

	Investigation Committee Notification Letter to Respondent
	Click or tap to enter a date.	To be sent the same day as Administrator Letter to the Investigation Committee

	Committee Met with Complainant
	Click or tap to enter a date.	

	Committee Met with Respondent 
	Click or tap to enter a date.	

	Investigation Committee Chair Report to Administrator
	Click or tap to enter a date.	Must be within 15 days from Committee’s creation

	Letter of Sanction
	Click or tap to enter a date.	Must be within 5 days of Administrator receiving Committee’s report

	Administrator Notification to Complainant Letter
	Click or tap to enter a date.	To be sent the same day as Letter of Sanction

	Appeal to VCAA Letter
	Click or tap to enter a date.	Must be within 5 days of Respondent receiving Letter of Sanction

	VCAA Decision Letter 
	Click or tap to enter a date.	Must be within 15 days of receiving Respondent appeal

	Complete Records Submitted to Chancellor’s Office by VCAA
	Click or tap to enter a date.	
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