DISCIPLINARY ADVISORS:
POSITION DESCRIPTION

Disciplinary Advisors assist students who face a possible hearing before a panel of the Student Conduct Board (SCB) or a Student Conduct dean (an administrative hearing) in response to allegations of university policy violations.

Assistance is provided to accused students by:

· Offering information about the undergraduate disciplinary process, from initial inquiry to conclusion. 

· Giving feedback and advice to students as they prepare a written response to an investigation.

· Informing students about possible sanctions for a finding of “responsible.”

· Providing feedback to students in preparation for and during the course of a SCB hearing.

· Reviewing students’ written appeals prior to submission. 

Disciplinary Advisors become knowledgeable about the undergraduate disciplinary process at Duke University. They also offer support to students who experience a range of emotions as they go through the disciplinary process. 

Essential requirements for this position include the ability to:

· Hold information in the strictest of confidence;

· Offer empathy to students;

· Remain nonjudgmental;

· Listen effectively;

· Evaluate the progress of a hearing in order to provide feedback; and

· Take an active role in helping students take responsibility, process their behaviors, and learn from their actions.

DISCIPLINARY ADVISORS: POSITION EXPECTATIONS

Disciplinary Advisors serve an important role in the campus community. Each of the expectations below is designed so that the integrity of this position is not compromised. Violations of these expectations may result in dismissal from Disciplinary Advisor role. 

· Disciplinary Advisors are expected to adhere to the strictest standards of confidentiality. Specific details of cases may only be discussed with the student(s) involved, the Student Conduct staff, and the other Disciplinary Advisor assigned to the case. Other Disciplinary Advisors may be consulted for procedural types of questions or advice, but nothing should be revealed that would identify the parties involved. Any notes Disciplinary Advisors make during the course of a case should be destroyed once a case is concluded. The Office of Student Conduct has a shredder for this purpose.

Disciplinary Advisors are bound by the Family Educational Rights and Privacy Act (FERPA), which prohibits the disclosure of student education records without that student’s consent. Disciplinary records are considered education records.

· Disciplinary Advisors should remain professional with the students with whom they work during the course of an investigation/hearing/appeal.

· Advisors have an ethical obligation to remove themselves from cases in which they feel they cannot effectively work with the student(s) involved. Examples include students with whom you have a strained or negative relationship, a case in which you were involved (such as being a witness or bystander to an incident) or situations in which it may be difficult for you to remain neutral. 

· As a participant in the disciplinary system of Duke University, you are a representative of the Office of Student Conduct. Please try to remain positive about our office and the disciplinary process—of course, nothing is perfect, and we continually strive for improvement.  Please share any suggestions for improvement.

· Disciplinary Advisors are role models and are expected to abide by university policies. Advisors who are found responsible for a violation of a university policy may be removed from this position.

· Once a Disciplinary Advisor begins working with an accused student, the Disciplinary Advisor has an ethical obligation to see the student through the end of the process (through appeal, if one is made). Thus, if timing of a case is bad for you based on your schedule, please ask that another advisor be assigned to the case.

· When in doubt, ask! Never give out information or advice for which you are unsure.

· Disciplinary Advisors are expected to attend on-going training sessions and one-on-one conversations with the Assistant Dean of Students in order to improve their skills and quality of service.

