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WELCOME TO NATIONAL SOFTWARE ENGINEERING ACADEMY!  

New students, welcome to NSEA and returning students, welcome back! In 

the next few months new students will be transitioning rapidly – intellectually, 

socially, and psychologically. Though our new students may find themselves 

making difficult decisions about choosing classes and majors, or experiencing 

their first Academy final exams, our experienced students will lead the way as 

knowledgeable mentors, assistants, and friends.  

 

You will find that our office staff is committed to the holistic development of 

our students through the delivery of innovative programs and services which 

are responsive to the needs of students, address emerging issues, and foster 

community-building. Our office supports the academic mission of the 

Academy by enhancing student living and learning beyond the classroom 

that prepares you to thrive in a complex scientific, technological, and diverse 

world.  

While you are here, I encourage you to get active, and NSEA has a variety of 

ways for you to become engaged on campus. In fact, research has shown 

that students who participate in meaningful out-of-class activities feel a 

stronger sense of connection with the Academy and perform better 

academically. From student organizations, sports, club sports, and athletics, 

there is no shortage of ways for you to be involved in campus life. Moreover, 

your involvement will benefit the rest of the NSEA community by contributing 

to the intellectually and culturally diverse environment we all value.  

Please take a few moments to familiarize yourself with this Student Handbook. 

It contains information about your rights and responsibilities as a NSEA 

student. Additionally, it contains important information about resources and 

Academy policies that will assist you as you navigate your Academy 

experience. Read it and keep it as a reference.  

Best wishes for a successful and enjoyable academic year.  

 

Sincerely,  

 

Executive Director 

 

The Academy Student Handbook is published by the Office of Student Affairs. 

It is a compendium of policies and procedures, including the Code of 

Student Conduct, for NSEA students and a reference for student life at NSEA. 

The information contained in this Student Handbook is subject to change 

without published notice. For the most current copy of the Academy Student 

Handbook, please refer to the online version at 

www.natsoftacademy.com/handbook/  

Such changes may result from action by the Office of Student Affairs, the 

Managing Director, Trustees or the Academy Council of NSEA.Welcome to 

NSEA. 

 

Preamble  



 

©September 2014    Student Handbook 

 

NSEA has a high respect for individuality among its students and 

acknowledges the right to explore, clarify and adopt individual values. The 

Academy makes no attempt to stand in loco parentis or to be responsible for 

the total life of its students. The Academy does, however, have the 

responsibility of encouraging an atmosphere where students, staff and 

faculty can effectively pursue the goals of education and community living. 

All students are responsible for their own behaviour and how this behaviour 

impacts the community. The Code of Student Conduct seeks to protect the 

rights of the individual and the rights of the community with fairness, integrity 

and respect for the goals of all.  

The NSEA Code of Student Conduct sets out definitions of rules and fair 

procedures within the NSEA community. As members of this community, 

students are required to abide by all the policies and procedures of NSEAas 

well as all local and state laws. It is each student‘s responsibility to be aware 

of the content of the Code of Student Conduct as well as other policies of 

the Academy, which are published in the Student Handbook.  
 

This Code is reviewed periodically by the Disciplinary Council, which is composed of 

five students and five faculty members to reflect changes in community standards 

and is then adopted by Academy Council.  

 

Disciplinary authority for the Code of Student Conduct originates in the Board of 

Trustees, the Managing Director and the By-Laws of the Academy. The Disciplinary 

Council has authority to conduct hearings on charges of violations of the NSEA 

Code of Student Conduct, while the Office of Student Affairs is responsible for 

enforcing the disciplinary policies of the Academy. Decisions made by the 

Disciplinary Council or an administrative review are generally final. However, an 

appeal may be made on specified grounds by the respondent, and in sexual 

misconduct and sexual harassment cases, by the complainant as well. The sanctions 

imposed by the disciplinary process will remain in place unless and until the 

appeal is successful and the sanctions are overturned.  

 

I. Definition of Terms  

1. The term ―Academy‖ means NSEA.  

2. The term ―student‖ includes all persons taking courses at NSEA, both full 

and part- time. Persons who are not officially enrolled for a particular term but 

who have a continuing relationship with NSEA are considered students.  

3. The term ―faculty member‖ means any person hired by NSEA and 

appointed by recommendation of Executive Committee to conduct 

classroom or teaching activities.  
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4. The term ―member of NSEA community‖ includes any person who is a 

student, faculty, or staff member, Academy official or any other person 

employed by the Academy(s).  

5. The term ―intercollegiate policy‖ means any jointly adopted policies which 

guide but do not supersede the procedures and policies of NSEA 

6. The term ―Academy-owned property‖ includes land, buildings, facilities 

and other property owned jointly or individually by NSEA or property of any 

facility or institution owned by or affiliated with NSEA.  

7. The term ―Disciplinary Council‖ means the group of both faculty members 

appointed by the NSEA Faculty Executive Committee and student members 

elected by the student body of NSEA, who are authorised to hold hearings to 

determine whether a student has violated the Code of Student Conduct and 

to impose sanctions.  

8. The ―Dean of Students Office‖ is the official or the designees of the 

Academy appointed by the NSEAManaging Director and empowered by 

the Disciplinary Council through the Academy By- Laws to be responsible for 

administration of the Student Code.  

9. The term ―disciplinary proceeding‖ means the procedures of a student 

disciplinary action, (either a Disciplinary Council hearing or Administrative 

Review) after a formal charge of a specific alleged violation of the Code of 

Student Conduct is made. 

10. The term ―shall‖ is used in the imperative sense.  

11. The term ―may‖ is used in the permissive sense.  

12. The term ―policy‖ is defined as the written regulations of the Academy as 

found in, but not limited to, the ―Code of Student Conduct,‖ the Student 

Handbook and the Academy Prospectus.  

13. The term ―complaint‖ means the set of circumstances or events reported 

to or being investigated by the Dean of Students Office, which may or may 

not lead to a written charge.  

14. The term ―complainant‖ refers to the individual(s) initiating a complaint of 

a violation of the Code of Student Conduct, which may or may not result in a 

charge.  

15. The term ―respondent‖ refers to the person against whom an alleged 

violation of the Code of Student Conduct is charged.  

16. The term ―victim‖ refers to the individual(s) who has been harmed by the 

alleged violation of the Code of Student Conduct.  

17. The term ―charge‖ means a written statement of the provisions of the 

Student Code alleged to be violated and the factual circumstances 

surrounding the alleged violation.  

 

II. Disciplinary Authority: Dean of Students Office  

A. Investigation and Resolution of Disputes:  

1. Investigating. The Dean of Students Office is responsible for enforcement of 

the Code of Student Conduct and for ensuring that the rights of all students 

are upheld. When a complaint is made against a student, the Dean of 

Students Office shall conduct an investigation to determine if the alleged 
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violation(s) has merit. Any student against whom there might be a charge of 

a violation of the Code of Student Conduct has all the rights enumerated in 

this code. In addition to these rights, the Dean of Students will provide the 

student(s) who is (are) being investigated or charged with a copy of the 

Code of Student Conduct as well as a sheet that points out the student‘s right 

to consult an adviser and that offers a short list, prepared by SRC, of potential 

advisers (faculty, students and staff) who have volunteered to provide 

students with information about the Code of Student Conduct and advice 

during the disciplinary process.  

2. Severity of disciplinary cases. A student charged with violating the Code of 

Student Conduct has the right to have a hearing before the Disciplinary 

Council for any alleged violation. However, in cases of alleged minor 

violations, complaints can often be resolved without a full Disciplinary Council 

hearing. Generally, there are three levels of disciplinary action depending on 

the seriousness of the alleged violation.  

a) Basic life complaints: Complaints about student behaviour and reports of 

alleged violations of student life policies, such as noise policy, etc. normally 

are first addressed by the Dean of Students Office. Such complaints are 

reviewed by an Associate Dean of Students and examined in aCode of 

Student Conduct conference with the student(s). Many matters can be 

resolved at this level. Attempts at conflict mediation and reconciliation as 

well as resolution by imposition of sanctions for admitted violations may make 

unnecessary a formal disciplinary proceeding and bringing a charge. 

Resolution may entail a variety of responses, including no action, a warning, 

an educational or community service assignment, a fine, probation, 

restitution or some combination, depending on the severity of the case. A 

respondent may appeal the decision. 

b) Administrative review option: In the event of repeated complaints, such as 

those above, about the same person or somewhat more serious alleged 

violations, but where the potential sanction would not usually be suspension 

or expulsion, the respondent has the choice of either an administrative review 

within the Dean of Students Office, as provided for below, or to have the 

case reviewed by the Disciplinary Council.  

An administrative review offers privacy and possibility of negotiation of the 

case. When offered this option, the student has five class days to decide. If 

the student chooses an administrative review, the student does not have the 

right to a hearing before Disciplinary Council for the same alleged 

violation(s). Once the student decides, a charge is issued and a date and 

time is set for the administrative review or Disciplinary Council hearing.  

c) Cases in which the possible sanction could be suspension or expulsion from 

the Academy will be referred directly to the Disciplinary Council by the Dean 

of Students Office.  

d) For alleged violations in either case b) or c) above, the Dean of Students 

Office meets separately with the complainant(s) and/or the alleged victim(s) 

to notify each of his or her rights and to provide each with a copy of the 

Student Code.  
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Mediation- Mediation is intended to allow the two people involved to discuss 

their respective understandings of the incident through the assistance of a 

trained professional. Mediation is designed to encourage each person to be 

honest and direct with the other and to accept personal responsibility where 

appropriate. Its goal is to facilitate the resolution of the incident to the 

satisfaction of both persons involved and to produce a written agreement 

that is binding on both parties. Mediation is not a procedural option for cases 

of sexual misconduct. Requests for mediation should be filed with the Dean of 

Students by the complainant and/ or respondent and both parties must 

agree to enter into mediation. In addition, the Dean or his/her designee must 

agree that mediation is a desirable method for resolution of the case. All 

parties have to agree to the choice of the mediator. If the process proves 

unsatisfactory at any time during the mediation before an agreement is 

reached, the complainant may pursue other courses of action.  

4. Admitted Violations. When a student admits to the facts of a case and to 

responsibility for a violation of the Code of Student Conduct (and it does not 

warrant suspension or expulsion), he or she can choose to be sanctioned 

administratively. If the student is not satisfied with the sanctions levied against 

him or her, he or she can appeal to the Disciplinary Council for review of the 

appropriateness of the sanctions only.  

B. Procedures for an Administrative Review: If the respondent chooses to 

have an administrative review, the Dean of Students will notify the 

respondent in writing of the alleged violation(s) including the specific 

circumstances or behaviours alleged to have violated that policy or 

regulation. An Associate or Assistant Dean of Students (or in severe cases, the 

Dean) will review the case. The review will include individual interview(s) with 

the respondent, the complainant, the victim, any witnesses and the review of 

other documentation or materials relevant to the case. Advisers to the 

respondent, claimant, or victim may be consulted beforehand, but will not 

be permitted to be present during the administrative review. The official who 

conducts the review will make a decision based on a preponderance of the 

evidence. That is, is it more likely than not that the respondent(s) is responsible 

for violating the Code of Student Conduct.  

When a student is found responsible for a violation through an administrative 

review, the Dean of Students Office will impose sanctions. The range of 

sanctions that may be imposed includes, but is not limited to: community 

service, educational sanctions, referral to drug or alcohol counselling or 

rehabilitation, warning, probation, monetary fines, restitution, revoking of on-

campus privileges but does not include expulsion or suspension from the 

Academy. The respondent will be notified in writing of the results of the 

review.When a violation of the Code of Student Conduct is determined in an 

administrative review and sanction is imposed by the Dean of Students 

Office, appeal, if any, is directed to the Managing Director. Grounds of 

appeal include violations of the student‘s rights as set forth in the Code of 
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Student Conduct, insufficient or compelling new evidence, and/or severity of 

the sanction.  

C. Procedures for Mediation: The only parties present at the mediation 

session(s) are the two persons involved in the incident, their advisers if they 

wish (a student, faculty or staff member of the Academy) and a trained 

mediator who should not be a student. The parties shall be offered the 

opportunity to participate without physically facing each other. If so 

requested, the mediator shall work out an acceptable arrangement. The 

mediator will listen to the parties and work with them to develop a written 

agreement on the key issues emerging from the incident, which may include 

an activity or restraints on behaviour that one or both parties agree to 

following the mediation. The outcome will be communicated to the Dean of 

Students or his/her designee immediately. The written agreement will be kept 

in both students‘ discipline files located in the Office of Student Affairs and 

may be used for purposes of sanctioning in subsequent disciplinary matters. 

Charges of violations of the agreement should be heard by the Disciplinary 

Council. There is no statute of limitations on the mediation process.  

Note: If a hearing to consider an alleged violation(s) is submitted to the 

Disciplinary Council, whether because it is chosen by the respondent or 

referred by the Dean of Students Office, the hearing procedures described in 

below will apply. In either case, preparation of charges and notification of 

the Disciplinary Council Chair will be the responsibility of the Dean of Students 

Office.  

Proscribed Conduct  

Violations of the Code of Student Conduct include:  

A. Offenses against persons and property:  

1. Threatening or endangering other persons. No NSEA student shall threaten 

or endanger the safety and/or well-being of others.  

2. Physical assault. No NSEA student shall attack or physically injure any 

member of the campus community or visitor to the campus.  

3. Harassment.  

 

Student Code of Conduct: Rules and Regulations 

The following is a summary and explanation of the rights, responsibilities, and 

rules governing student conduct at National Software Engineering Academy. 

This statement serves as a general framework and is not intended to provide 

an exhaustive list of all possible infractions. Students violating any of the 

following are subject to disciplinary action. All sanctions imposed by the 

student conduct system must be obeyed or additional sanctions may be 

levied. For a complete description of the Academy‘s student conduct 

process, please see the section on Student Conduct Policies and Procedures. 

 

Alcohol and Other Drugs 

The unlawful possession, use, purchase, or distribution of alcohol on Academy 

property or as part of any Academy activity is prohibited. The unlawful 
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possession, use, purchase, or distribution of illicit drugs, controlled substances 

(including stimulants, depressants, narcotics, or hallucinogenic drugs), or 

paraphernalia—or the misuse of prescription drugs, including sharing, 

procuring, buying, or using in a manner different from the prescribed use, or 

by someone other than the person for whom it was prescribed—is prohibited 

on Academy property or as part of any Academy activity.  

 

Objectives 

The objectives of these policies reflect the Academy‘s desire to create an 

intentional community based on principles of respect for oneself and others. 

The Alcohol and Other Drugs Policy has several objectives: 

• To promote the safety and well-being of the NSEA community and its 

members;  

• To maintain a safe campus, where students can enjoy their social lives amid 

a comfortable and coercion-free atmosphere;  

• To provide information about alcohol and other drugs so that students can 

make responsible, healthy choices;  

• To provide confidential support for community members seeking treatment 

for alcohol- and/or drug-related problems; and  

• To be in compliance with local and national lawsthat regulate the 

consumption of alcohol. 

Available Assistance for Abuse Problems 

The Academy‘s Counsellor and Educator provides mandatory training 

sessions during orientation each year to educate students about the 

ramifications of drug and alcohol use and to help students identify 

substance-abuse problems in themselves and their friends. Alcohol and drugs 

can interfere with academics, friendships, jobs, family, and, most importantly, 

one‘s health, as well as create legal problems including warnings, citations, 

arrest, and jail. 

Students needing help responding to alcohol or drug problems are 

encouraged to speak with the school Counselling Department or deans,. 

These professionals can help review the situation and make referrals to 

outside agencies or inside resources that respond to alcohol and drug abuse. 

Health Risks 

All drugs, including alcohol, can cause marked changes in behaviour and 

have side effects. Their influences can affect the safety and well-being of the 

users as well as those around them. 
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Alcohol is a central nervous system depressant that is absorbed into the 

blood stream and transmitted to all parts of the body. Even low doses 

significantly impair the judgment and coordination required to drive a car 

safely, increasing the likelihood that a driver will be involved in an accident. 

Low to moderate doses reduce physical coordination and mental alertness, 

while increasing the incidence of aggressive behaviour. Moderate to high 

doses of alcohol drastically impair an individual‘s ability to function, 

sometimes rendering them unconscious. Long-term drinking of large 

quantities of alcohol can increase the risk of developing liver and heart 

disease, circulatory and stomach problems, various forms of cancer, and 

may cause irreversible brain damage. 

Illicit drugs can interfere with important brain activities, including 

coordination, memory, and learning. They increase the risk of lung cancer, 

destroy liver cells, initiate severe weight loss, and may weaken the immune 

system. Users may also experience abdominal pain, nausea, vomiting, rapid 

heartbeat, and irregular breathing. Convulsions, coma, and death are also 

possible. Combining drugs can be fatal. 

Regulation of Alcohol at NSEA 

The presence of alcoholic beverages on campus is limited in two ways. First, it 

is limited by state, and local laws. Second, Academy rules specify the 

circumstances under which alcohol may legitimately be served on campus. 

Assault, Endangerment, of Infliction of Physical Harm 

Physical restraint, assault, or any other act of violence or use of physical force 

against any member of the community, or any act that threatens the use of 

physical force is forbidden. Conduct—whether reckless or intentional—that a 

person knows, or which any reasonable person under the circumstances 

would know, places oneself or another at risk of bodily harm is subject to 

disciplinary action, whether or not the risk is realized. The director of students, 

in consultation with the dean of students, will review the conduct and the 

circumstances in which it occurred and decide whether it falls under a minor 

or major adjudication, or to refer it to the Academy Disciplinary Committee 

for adjudication. The more reckless the conduct and the greater the risk of 

serious bodily harm and/or the greater the actual bodily harm caused, the 

greater the likelihood of a severe sanction. 

Bannersand Posters 

Banners may only be hung on notice boards and gazetted areas. Banners 

hung elsewhere will be removed. The standard maximum duration for banner 

display is one (1) week; groups are limited to one (1) banner reservation per 

month. Priority is given to student organizations or community-wide events 

Requests for banner space must be made to the Dean of Students Office five 
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(5) business days in advance of the requested starting display date. All 

banner designs must be reviewed by the Dean of Students Office prior to 

installation. Once approved, students must deliver their banner to the before 

the start of the reservation to ensure their banner is hung according to the 

schedule. Installations will not occur on weekends. 

Banners must be; made of vinyl or durable plastic or colour-fast 

printed/painted fabric (hemmed); grommets should be present on the 

banner corners to ensure secure attachment to the wall; and a few short slits 

should be cut in the banner to inhibit the wind from catching and ripping the 

material. 

Banners will be taken down by after the events advertised or within 2 days of 

the end of the function/activity for which the banner was put up. Failure to 

do so could result in banner disposal. Students acknowledge that a banner is 

at risk of being stolen, and the Academy is not responsible for such loss or 

damage. Free speech guidelines and policies apply to all banner spaces. 

Harassing, demeaning, uncivil expression, or threats of violence, whether 

anonymous or signed, will not be permitted. External advertisements and 

solicitations are prohibited. 

Posters. All advertisements, flyers, notices, etc., constitute posters and may 

only be posted on public bulletin boards. Out-dated posters must be 

promptly removed; anyone may remove out-dated posters from public 

boards. 

Masking or painter‘s tape is approved for use for securing the posters—duct 

tape is not allowed. Posters may not be placed on light posts, trash cans, 

buildings, walls, floors, doors, windows in doors, walkways, bike racks, hand 

rails, stairs, or trees 

Posters need to be ―signed‖ with a recognized student organization or the 

individual name of a matriculated student. No mentions or images of alcohol 

are allowed. If posters do not conform to these rules, they may be removed, 

and the individual or group may be fined or held financially responsible for 

damage. 

Bullying and Intimidation 

Bullying includes any intentional electronic, written, verbal, or physical act or 

a series of acts of physical, social, or emotional domination that cause 

physical or emotional harm to another student or group of students. Bullying 

conduct may not only cause a negative effect on individuals targeted, but 

also others who observe the conduct. Bullying conduct is severe, persistent, or 

pervasive and has the effect of doing any of the following: 
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(i) Substantially interfering with a community member‘s education, 

employment, or full enjoyment of the Academy;  

(ii) Creating a threatening or intimidating environment; or  

(iii) Substantially disrupting the orderly operation of the Academy. Bullying is 

prohibited, and participating in such acts will result in disciplinary action. 

 

Intimidation 

Intimidation is any verbal, written, or electronic threats of violence or other 

threatening behaviour directed toward another person or group that 

reasonably leads the person(s) in the group to fear for her/his physical well-

being constitutes intimidation, is prohibited, and will result in disciplinary 

action. 

Anyone who attempts to use bullying or intimidation to retaliate against 

someone who reports an incident, brings a complaint, or participates in an 

investigation in an attempt to influence the disciplinary process will be 

subject to disciplinary action. 

When bullying or acts of intimidation occur in the context of intimate-partner 

violence or when the behaviour is perpetrated on the basis of sex or gender, 

the conduct will be resolved under the Sexual Assault and Harassment Policy. 

Disorderly Conduct 

Students at National Software Engineering Academy have the right to 

express their views, feelings, and beliefs inside and outside the classroom and 

to support causes publicly, including by demonstrations and other means. 

These freedoms of expression extend so far as conduct does not impinge on 

the rights of other members of the community or the orderly and essential 

operations of the Academy. Disorderly conduct is not permitted. 

Violation of the orderly operation of the Academy includes, but is not limited 

to: 

1. Excessive noise, which interferes with classes, Academy offices, residence hall 

neighbours, or other campus and community activities; 

2. Unauthorised entry into or occupation of a private work area; 

3. Conduct that restricts or prevents faculty or staff members or student 

employees from performing their duties, including interruption of meetings, 

classes, or events; 

4. Failure to maintain clear passage into or out of any Academy building or 

passageway; and 

5. Failure to disperse when a building, office, or campus space is closed. 
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Events and Parties 

The Academy defines an event as an academic, intellectual, cultural, and/or 

social gathering, which is open to all, current NSEA students, in a designated 

campus space in which alcohol may/may not be present for the entirety of 

the event. Funds and approval for Academy events can be obtained 

through the Student Representative Council (SRC) and approved through the 

Executive Director‘s office at least one (1) week in advance of the event. 

The Academy defines a party as a private social function where alcohol may 

be served, in a designated campus party space and more than ten (10) 

students are present. Under no circumstances may any Academy funding be 

used to purchase alcoholic beverages. 

Academy party may be held on or off campus and may only be sponsored 

by NSEA students. All parties held on campus are automatically subject to this 

policy. If held off campus, a party becomes subject to this policy if either of 

the following conditions are met: 

1. Academy funds or funds from the Social Affairs Committee (SAC) of 

Student Council or the SRC, or from any approved student organization, are 

used in whole or in part to sponsor the event. This includes expenses that are 

reimbursed at a later time. 

2. The social function is broadly advertised on campus in such a way as to 

invite student attendance. This includes verbal, written, or electronic personal 

invitations to individual students.Read the full policy.  

Failure to Comply 

The Academy expects students to comply with the directions of law 

enforcement officers or Academy officials acting in the performance of their 

duties. 

Furthermore, the Academy expects students held responsible for Student 

Code of Conduct violations to fully comply with all disciplinary sanctions 

imposed by the Academy. A responsible student‘s failure to comply with 

imposed sanctions or any related directions of anAcademy official in the 

performance of their duties will be subject to further disciplinary action. 

False Representation 

A student may not knowingly provide false information or make 

misrepresentation to any Academy office.  In addition, the forgery, 

alteration, or unauthorized possession or use of Academy documents, 

http://www.swarthmore.edu/student-handbook/events-and-parties-policies
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records, or instruments of identification, forged or fraudulent communications 

(paper or electronic mail) are prohibited. 

Fire Safety 

Open flames are not permitted at institution offices. Any student with an 

open flame (e.g., candle, incense, etc.) will be subject to aN$300.00 fine. 

Students are financially responsible for damages resulting from reckless 

conduct or violation of Academy rules regulating safety. 

Tampering, interference, misuse, or destruction of fire safety and fire 

prevention equipment is prohibited and is a violation of state law. Damage or 

misuse of fire safety equipment will result in replacement costs plus a 

minimum N$500.00 fine, and further disciplinary action may be taken. Any 

student who causes an alarm to be set off for improper purposes is liable for 

the expenses incurred by the fire department(s) in responding to the alarm. If 

no individuals accept responsibility when a violation of this policy occurs in a 

classroom/office, all students present at that time when the alarm was 

switched on are subject to fines and charges for costs incurred by the 

Academy and/or fire department(s). 

Fire drills are held on a regular basis. Directions for fire drill procedures are 

posted on notice boards. Hallways and stairwells must be kept clear of 

bicycles, trunks, and furniture, and may not be used for storage. Items 

impinging on free movement in public spaces, including classrooms and 

office and stairways, will be removed (including cutting locks, when 

necessary) and their owners may be charged for their removal. 

Harassment 

Harassment is defined as unwelcome conduct that is based on an 

individual‘s sex, race, colour, age, religion, national or ethnic origin, sexual 

orientation, gender identity or expression, pregnancy, marital status, medical 

condition, health status, disability, or any other Academy-recognized 

protected classification. This type of harassment can occur in any form and 

can be directed at individuals or groups. When appropriate, minor 

infractions can be resolved informally and with remedial steps, including 

training, counselling, or mediation. When this harassment harms the person by 

severely, persistently, or pervasively interfering with the person‘s educational 

opportunities, peaceful enjoyment and community, or terms of employment, 

it is subject to disciplinary action, up to and including expulsion. In all cases, 

the Academy encourages individuals to seek support and assistance as soon 

as harassing conduct occurs. Before any conduct can be considered for 

possible formal grievance procedures, it must be clear that no substantial 

free expression interests are threatened by bringing a formal charge of 
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harassment. If a student has been subject to harassment or discrimination on 

the basis of anAcademy-recognized protected classification as described 

above, the student should consult with the Director for guidance. 

The Academy‘s Sexual Assault and Harassment Policy applies to all forms of 

sexual and gender-based harassment and sexual misconduct including 

sexual violence, assault, stalking, and intimate-partner violence. If a student 

has been subject to sexual assault or harassment, the student should consult 

with the coordinator for guidance. 

Hazing 

This policy defines hazing as ―any action or situation which recklessly or 

intentionally endangers the mental or physical health of a student or wilfully 

destroys or removes public or private property for the purpose of initiation or 

admission into or affiliation with, or as a condition for continued membership 

in any organization operating under the sanction of or recognized as an 

organization by an institution of higher education. The term shall include but 

not be limited to any brutality of a physical nature, such as whipping, 

beating, branding, forced calisthenics, exposure to the elements, forced 

consumption of any food, liquor, drug, or other substance, or other forced 

physical activity which could adversely affect the physical health and safety 

of the individual and shall include any activity which would subject the 

individual to extreme mental stress, such as sleep deprivation, forced 

exclusion from social contact, forced conduct which could result in extreme 

embarrassment, or any other forced activity which could adversely affect the 

mental health or dignity of the individual, or any wilful destruction or removal 

of public or private property. 

For the purposes of this definition, any activity as described in this definition 

upon which the initiation or admission into or affiliation with or continued 

membership in an organization is directly or indirectly conditioned shall be 

presumed to be ‗forced‘ activity, the willingness of an individual to 

participate in such activity notwithstanding.‖ Individuals and/or organizations 

as a whole found in violation of this policy will be subject to disciplinary 

action, in addition to any liabilities faced under Namibian Laws. 

Retaliation 

The Academy will not tolerate retaliation. Retaliation against any person or 

group who makes a complaint, cooperates with an investigation, or 

participates in a resolution process is a violation of Academy policy. 

Retaliation can take many forms, including continued abuse or violence, 

bullying, threats, and intimidation. Any individual or group of individuals, not 

just a complainant or respondent, can engage in retaliation. 
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Retaliation should be reported promptly to the director of student affairsand 

may result in disciplinary action independent of any sanction or interim 

measures imposed in response to the underlying allegation of misconduct. 

Sexual Assault and Harassment 

National Software Engineering Academy is committed to establishing and 

maintaining a community rich in equality and free from all forms of 

discrimination and harassment. The Academy seeks to create an 

environment in which the greatest academic potential of students and 

professional potential of employees may be realised. In order to create and 

maintain such an environment, the Academy recognises that all who work 

and learn at the Academy are responsible for ensuring that the community is 

free from discrimination based on sex or gender, including sexual assault, 

sexual harassment, stalking, and intimate-partner violence. These behaviours 

threaten our learning, living, and work environments and will not be tolerated. 

The Academy‘s Sexual Assault and Harassment Policy applies to all forms of 

sexual and gender-based harassment and sexual misconduct including 

sexual violence, assault, stalking, and intimate-partner violence.Read the full 

policy.  

Smoking 

Smoking is prohibited in all indoor spaces throughout the Academy, including 

meeting rooms, classrooms and offices. A N$50.00 fine in addition to other 

potential penalties, will be charged for violating this policy. Altering smoke 

detectors creates danger for all building occupants and will be met with 

disciplinary action. 

Smoking is allowed outdoors at a minimum distance of 25 metres from all 

buildings. 

Theft and Vandalism 

Theft and negligent or intentional damage to personal or Academy property 

is prohibited, as is possession of stolen property. Repair and replacement 

costs will be charged to the appropriate students and may warrant 

disciplinary action. In the event that damage occurs in common spaces for 

which no one assumes responsibility, payment for damages will be divided 

equally among all students who were present at that time. Administrative 

fees will be added if students do not pay the vandalism cost by the end of 

the semester. 

http://www.swarthmore.edu/sexual-assault-and-harassment-resources/interim-swarthmore-college-sexual-assault-and-harassment
http://www.swarthmore.edu/sexual-assault-and-harassment-resources/interim-swarthmore-college-sexual-assault-and-harassment
http://www.swarthmore.edu/sexual-assault-and-harassment-resources/interim-swarthmore-college-sexual-assault-and-harassment
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For damage that occurs during a student event in a space for which no 

individual student(s) accept(s) responsibility, the sponsoring students and/or 

organization will be held accountable for the money for replacement or 

repair of the damaged property and may be subject to further disciplinary 

action. 

Unauthorized Entry or Access 

Unauthorised entry into or presence within enclosed Academy buildings or 

areas or offices, even when unlocked, is prohibited. Tampering with locks to 

Academy buildings, unauthorised possession or use of Academy keys, and 

alteration or duplication of Academy keys is against Academy policy. 

Climbing on any Academy building or Academy-owned structure or being 

present on building roofs is not allowed. Participation in any of these activities 

may subject a student to fines and other sanctions. 

Unauthorized Use of Academy Facilities or Services 

Students may not possess Academy records, official communications, 

stationery, or other official documents or blank official materials. Personal 

academic materials such as tests and personal electronic messages 

belonging to someone else are included in unauthorised possession. 

 

Violation of Local, State Law 

Whether local, state, when on foreign study) foreign, violation of the laws of 

any jurisdiction may at the discretion of the dean subject a student to 

Academy disciplinary action. A pending appeal of a conviction shall not 

affect the application of this rule. 

 

Weapons and Fireworks 

No student may possess or use a firearm on National Software Engineering 

Academy property or its environs. Firearms, including rifles, shotguns, 

handguns, air guns, and gas-powered guns and all ammunition or hand-

loading equipment and supplies for the same, are not allowed. No student 

may possess or use fireworks, dangerous devices, chemicals, or explosives on 

National Software Engineering Academy property or its environs. Items such 

as knives that could be viewed as weapons are forbidden. 

 

1. All-Academy events 

Individual students or student organizations may apply to SRC or to the 

Executive Director to obtain funds to assist in sponsoring an All-Academy 

event, to be held by those students or student organizations. Executive meets 

one every two weeks to review event proposals and allocate funding if 

available. Under no circumstances may any Academy funding be used to 

purchase alcoholic beverages. There may not be a charge for All-Academy 

events, and they must be open to all members of the student body. It is 
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customary to admit other students from other colleges and personal guests 

with proper ID, but that is at the discretion of the hosts. 

2. Fundraisers 

Students holding an event to raise funds for a non-profit or humanitarian 

cause may advertise that donations are encouraged, but they must not 

serve as an entry fee to the event. Advertisements for the event may mention 

that it is a fundraiser. No amounts of the donations may be used to purchase 

alcohol. 

Authorised Campus Locations and Times 

Students over the age of 18 are permitted to possess and consume alcohol 

without special approval, provided fewer than thirty (30) people are present; 

and there is no disorder. Designated campus party locations may be 

authorised by a member of the Dean‘s staff. 

Alcoholic beverages are specifically excluded at all athletic contests or 

related events. Alcoholic beverages may not be served at parties or other 

events that take place during orientation periods, vacation periods, reading 

days, or final examination periods. 

Duration 

Social functions are expected to begin and end at a reasonable, specified 

time. Undue noise or unwanted guests may nullify previous agreements. 

 

Alcohol Permits. After reserving space for a social function, the student must 

register the function by obtaining and submitting an Alcohol Permit from the 

SRC to the Dean of Student Affairs. An Alcohol Permit is required if: a) there 

are more than thirty (30) people will attend; b) there is a keg/tub/drum;  

This permit must indicate the name of two (2) responsible hosts who must be 

at least 21 years of age. Alcohol Permits are due at least one (1) week in 

advance of the proposed party.  Alcohol that is present at the party and not 

included on the Alcohol Permit will result in a referral to the Academy 

disciplinary process. No Alcohol Permits will be issued during New Student 

Orientation, vacation periods, or final examination periods. Detailed 

instructions for hosting a private party may be obtained from the Dean of 

Students Office. 

Publicising  

Private parties may not be advertised on campus. These events are by 

invitation only. However, all Student Activities funded events are required to 

be publicised on campus and must be open to all students. Generally, 

advertising is permitted for any party that is open to all students and is free of 
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charge. Advertising (posters, flyers, table tents, email, written, and verbal 

invitations) for All-Academy social functions must NOT refer to availability of 

alcoholic beverages, either graphically or in words. If there is any question as 

to whether or not some form of advertising meets this criterion, it should be 

cleared in advance with a dean or the Dean of Students Office. AN$50 fine 

will be imposed for any illegal advertising or inappropriate signs. 

 

Host Responsibilities 

By signing the party permit, the hosts agree to be responsible for compliance 

with party guidelines before, during, and following the event; they will be 

held accountable for any violations. Failure to obtain a permit and display it 

at the event will result in the illegal party being closed down.  Both party hosts 

must meet with Police /Security representatives before the party can begin. 

In addition, the Dean‘s Office may subject the hosts to further sanctions. 

During the party. While the social function is in progress and when alcoholic 

beverages are available (whichever is longer), the hosts and Police /Security 

must be in attendance, at all times. It is ultimately the responsibility of the 

hosts to regulate the serving of alcoholic beverages and to observe all 

Academy guidelines regarding social events. Failure to provide the proper 

number of security members for a party will result in the function being shut 

down. 

The serving of alcoholic beverages must be controlled responsibly to: 

i) refrain from serving alcoholic beverages to underage persons; 

ii) Prohibit non-college persons, except authorised guests, from entering the 

party; and 

iii) Prohibit visibly intoxicated persons from obtaining alcoholic beverages at 

the party. 

It is the responsibility of the host(s) to ensure that the following regulations are 

adhered to: 

1. The Alcohol Permit must be displayed clearly for the duration of the event, 

and hosts must indicate what type/how much alcohol is being served on the 

permit. If the permit is not displayed, the party cannot begin. 

2. Police/ Security/ID checkers must be stationed at the doors to regulate entry 

into the party and to ensure that alcoholic beverages are not carried out of 

the party. Guests over the age of 21 will be provided a wristband indicating 

they are of the legal drinking age. 

3. AnNSEA student is generally permitted to bring two (2) non-Academy guest 

to a party (this includes other students from other colleges as well).  For 

private parties, the hosts must generate a guest list to be provided to the 

Security members before the party begins.  Failure to produce such list will 

result in guests not being allowed into the space. The guest and the student 

responsible for the guest must sign in at the door. Other students from other 
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colleges are usually welcome to NSEA events; they must bring ID and are not 

allowed to bring a guest. Faculty and staff members are not permitted to 

attend student parties unless attendance is required for a job-related 

function. 

4. Signs must be posted at all times during a party at which alcoholic beverages 

are served stating, ―You must be 18 years of age to consume alcoholic 

beverages in Namibia.‖ 

5. At any social function where alcoholic beverages are served, alternative 

non-alcoholic beverages must be served at the same location with equal 

prominence. These alternative beverages will include drinks such as cider, 

sparkling grape juice, soda, or water that are appealing to a wide variety of 

tastes. 

6. At any social function where alcoholic beverages are served, substantial 

food, such as fruits, vegetablesmust also be served. 

7. If non-alcoholic beverages or food run out during the course of the party, 

alcoholic beverages may no longer be served. 

8. There is to be no smoking at indoor parties. 

If, in any event, the hosts are unable to uphold the guidelines and keep the 

party under control, they should call the Local Police. Public Safety officers 

are free to enter registered and unregistered parties, at any time. 

After the party 

Clean-up is the responsibility of the host(s) or sponsoring organisation and 

must be done immediately following the event. The Academy will impose a 

monetary fine, ranging from a minimum of $50 to several thousand dollars 

(depending on the scope of the damage) for failure to comply with 

agreements regarding space clean-up and/or destruction to 

Academyproperty.  In addition, hosts and/or sponsoring student organisations 

will be help responsible for any damages to the facility or equipment in that 

space. 

 

Local Police /Security 

A student-sponsored event with more than thirty (30) people generally should 

be staffed by police/ security members to help check IDs, provide crowd 

control, and serve as a liaison to public safety in the event that safety issues 

should arise. Police / security will be delegated to parties and assigned 

specific duties by the Dean of Students Office and Police/Security Managers, 

based upon the size and scale of the party: 

Security members are required to be present and on the scene  in order for a 

party to be held. However, the event remains that of the host and the hosts 

are ultimately responsible for what happens during their event. Security 

members are also responsible for checking in with the party hosts at least 

twice during the evening. In the event that event/party protocol is not being 

followed and/or an emergency arises, security members will be in contact 

with Police/ Fire Brigade to address the safety issues/concerns. 
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The organisers or sponsors of the party are responsible for security and any 

security costs. Security members must wear their uniforms/ reflectors while 

working and may not consume alcohol before or during the party. 

Their duties will include:  

1. door/ID-checking, wrist banding guests, and crowd control;  

2. Refusing entry to visibly intoxicated persons; 

3. Ensuring that party guidelines (party permits and required food and drink) 

are followed;  

4. Support hosts in enforcing non-smoking policies; 

5. Regulating alcohol that is brought into or taken out of the party (when 

allowed);  

6. Enforcing the end time for parties;  

7. Alerting hosts to visibly intoxicated students;  

8. Contactingrelevant public safety office if they require assistance or in any 

emergency situations. 

 

Damage and Vandalism 

Please note that a great deal of extra time and paperwork is required to 

repair unnecessary damage, so there is a minimum charge of N$50 for each 

damage-related incident. In addition, damage, vandalism or misuse of any 

life safety, security or emergency outlet equipment carries a minimum fine of 

N$250. 

 

Public Areas: We expect some ―wear and tear‖ to buildings where a large 

number of students live and work. However, repairs necessitated by damage 

or theft will result in associated charges being prorated among the 

students. When and how repair or replacement is subsequently made is the 

prerogative of the Academy, regardless of damage billing procedure and 

practice.   

Alcohol and Drug Amnesty  

National Software Engineering Academy seeks to remove any barriers to 

reporting incidents of sexual assault and/or harassment and for providing 

assistance to students in need of medical attention. The Academy will 

generally offer any student, whether the complainant or a third party, who 

reports sexual assault or harassment limited immunity from being charged for 

policy violations related to the personal ingestion of alcohol or other drugs, 

provided that any such violations did not and do not place the health and 

safety of any person at risk. The Academy may choose, however, to pursue 

educational or therapeutic remedies for those individuals. 

Additionally, the Academy recognises that there may be situations in which 

students would be in need of swift medical assistance for themselves or 

others, as a result of alcohol and/or drug use.  The Academy expects each 
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student to share in the safety and wellbeing of their fellow students and to 

seek out assistance from Academy officials (Dean‘s Office Staff) and/or 

medical emergency services without fear of Academy disciplinary action. 

Under the Academy’s Alcohol and Drug Amnesty policy, neither the student 

in need nor the student or student organization requesting assistance will 

ordinarily be subject to disciplinary action as a result of a violation of the 

Alcohol and/or Drug Policy.  

Though a student or student organisation participating in the Academy‘s 

Amnesty policy will not normally be subject to disciplinary action, they will be 

required to meet with anAcademy official to discuss the incident and/or 

participate in anAcademy educational programme.  In order to avoid a 

disciplinary consequence, the student(s) involved in the Amnesty policy will 

need to meet with the Academy’s Counsellor & Educator and comply with 

any suggested recommendations.  Information discussed in any session with 

the Counsellor & Educator is considered confidential.  Failure to meet with 

the Counsellor & Educator and comply with any recommendations will result 

in the reinstatement of the Academy disciplinary process for this incident 

and/or further sanctions from the Academy. 

Although a student involved in the Amnesty program may not submit to 

disciplinary action from the Academy for an incident, they should be aware 

that an Amnesty incident could be taken into consideration, should they be 

found responsible for any other student conduct incidents in the future.  

The Amnesty policy only applies to violations of the Academy‘s Alcohol 

and/or Drug policy and does not apply to other violations of the Student 

Code of Conduct.  In incidents where other violations of the Student Code of 

Conduct have occurred (e.g., assault, hazing, harassment, vandalism), one‘s 

decision to call for assist for an individual in need of medical attention may 

be considered a mitigating factor in any disciplinary process (similarly, one‘s 

failure to request medical assistance for someone in need may be 

considered an aggravating factor in any disciplinary process).  

Students who participate in the Academy‘s Amnesty policy are not immune 

from any legal or other law enforcement actions that may result from any 

given incident.      

Academy Disciplinary Sanctions Regarding Violations of the Alcohol and 

Drugs Policy 

The Academy will impose disciplinary sanctions on students (consistent with 

the local, state, laws described below) for violations of the Alcohol and Other 
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Drugs Policy. Disciplinary action, including, but not limited to, warnings, fines, 

probation, suspension, expulsion, or referral for prosecution may result from 

any of the following violations: 

• the possession or consumption of alcoholic beverages by anyone under 18 

on property owned, leased, or controlled by National Software Engineering 

Academy;  

• The furnishing of alcoholic beverages to individuals under the age of 18;  

• The consumption, possession, or furnishing of hard alcohol at registered 

campus events; 

• The use of common sources of hard alcohol, especially punches and party 

bowls;  

• engaging in or coercing others into activities, games, and/or other 

behaviours designed for the purpose of rapid ingestion or abusive use of 

alcohol (e.g., use of paraphernalia/stuff such as funnels, keg stands, flip cup, 

quarters, beer pong, power hour, and other alcohol consumption based on 

speed and/or volume, etc.);  

• the sale, possession, production, purchase, distribution, or use of any 

controlled substance or illegal drug on Academy premises or at Academy- 

sponsored activities;  

• Abuse or illegal distribution of prescription medication;  

• Violent acts against persons or property  

• Drunkenness and disorderly conduct;  

• Driving under the influence;  

• The use of grain alcohol; and  

• The violation of rules governing the permitted use of alcohol at Academy 

events. 

Note: Sanctions may be assessed against individuals and organizations, as 

well as guests and their host. 

Violations of the Alcohol and Other Drugs Policy regarding both individual 

behaviour and party guidelines will be referred to the dean of student 

affairs/executive director for review, adjudication, and referral when 

appropriate. 

Penalties will depend on the nature of the violation. First violation: a warning 

and referral to the counsellor (minimum penalty). Second violation: probation 
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and/or a requirement to attend an alcohol education programme. 

Subsequent violations: suspension, expulsion, and penalties imposed by 

outside authorities. Fines may be imposed for any violation to cover expenses 

related to repair or replacement of damaged items or for clean-up. 

Local, StateLegal Sanctions 

A student who violates the Academy‘s Alcohol and Other Drugs policy is 

subject to both to the Academy‘s sanctions and to criminal sanctions 

provided by state, and local law. 

 

Drugs 

Both local and state laws impose sanctions for the possession, use, and 

distribution of illegal drugs. The sanctions for any given offense depend on 

the type and quantity of the drug involved and whether the offense is 

possession, use, or distribution. 

Under national law, simple possession of a controlled substance carries a 

penalty of imprisonment plus a minimum fine. If the controlled substance 

contains a cocaine base and the amount exceeds five (5) grams, the first-

time offender will be imprisoned for not less than five (5) years and not more 

than twenty (20) years and fined.  

 

Also under state law, any person 18 or more years old who distributes drugs to 

anyone under age 18 will be imprisoned or fined, or both, up to twice what is 

otherwise provided by law, with a minimum prison sentence. This same 

penalty applies to any person who distributes or possesses with intent to 

distribute drugs to anyone within 1,000 metres of Academy campus. 

 

Academic dishonesty: Any member of the NSEA community who is aware of 

academic dishonesty by a student has the responsibility to try to halt it, either 

by intervening immediately, or by speaking with the person committing it and 

by reporting it to the Dean of Students Office for possible referral to 

Disciplinary Council. If an instructor concludes that the standards of 

academic honesty have been disregarded, it is his or her responsibility to 

make the information available to the student, to report the incident to the 

Dean of Students Office and to tell the student that a report is being made. 

The faculty member may handle the case and impose any academic 

penalty including failure in the course. The faculty member should report the 

outcome to the Dean of Students Office. If a student disputes the incident or 

the severity of the penalty, he or she may have a hearing before Disciplinary 

Council.  

 

1. Plagiarism. No NSEA student shall appropriate the work of another—for 

example, parts of passages of another‘s writings, the ideas and language of 

another, the artistic compositions of another—and pass them off as his/her 
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own work. Students may not use substantial extracts from books, journals, or 

other sources without citation.  

2. Cheating. No NSEA student may intentionally use or attempt to use 

unauthorized materials, information, or study aids in an academic exercise or 

examination.  

3. Duplicate papers. No student may hand in the same paper in more than 

one course without obtaining prior permission in writing from the instructor(s) 

and stipulating the conditions (such as extra research, length of paper, etc.)  

4. Facilitating Academic Dishonesty. Intentionally or knowingly helping or 

attempting to help another to violate this code of academic integrity.  

5. Claiming Credit Falsely. Intentional fraud is in which a student seeks to 

claim credit for the work or effort of another without authorisation or uses 

unauthorised materials or fabricated information in any academic exercise. 

Academic dishonesty can include forgery of academic documents, 

intentionally impeding or damaging the academic work of others or assisting 

other students in acts of dishonesty.  

6. Faculty Decision Student Appeal. A student who wishes to challenge a 

faculty‘s determination in violation of academic dishonesty or the severity of 

the penalty may appeal to the Disciplinary Council. The appeal must:  

• Be made in writing within thirty calendar days of the faculty‘s notice to the 

student;  

• State specific grounds for any claim that the finding of guilt was 

unwarranted or the penalty unjust; and  

• Exception—students going abroad or on a leave of absence have thirty 

calendar days from the beginning of the semester upon their return for an 

appeal if the review hearing is not able to be completed within the semester 

of the occurrence.  

• Be delivered to the Office of Student Affairs.  

 

A Dean will work with the Disciplinary Council Chair to notify the faculty of the 

student‘s appeal. Evidence and arguments relevant to the appeal will be 

presented to the Disciplinary Council, faculty and the petitioning student.  

Under normal circumstances, the review hearing should be scheduled for a 

date not fewer than 5 or more than 25 class days from the time of the 

petitioner‘s formal appeal. The Disciplinary Council shall inform both the 

petitioner and the faculty of the time, place and date of the review hearing.  

Under extreme circumstances, either the respondent or the complainant may 

request waiver of the time limit for a hearing in writing to the Disciplinary 

Council Chair. A decision on the request will be made by the Disciplinary 

Council. All parties will then be notified of the date, time and location of the 

rescheduled hearing.  

 

D. Sexual Misconduct.  

1. Non-consensual sexual contact.  

Non-consensual sexual contact is:  

• Any intentional sexual touching, however slight,  
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• With any object or body part,  

• By a person upon a person,  

• That is by force or without consent.  

 

Sexual contact includes: Intentional contact with the breasts, buttock, groin, 

or genitals, or touching another with any of these body parts, or making 

another touch you or themselves with or on any of these body parts; any 

intentional bodily contact in a sexual manner, though not involving contact 

with/of/by breasts, buttocks, groin, genitals, mouth, or other orifice.  

 

2. Non-consensual sexual intercourse.  

Non-consensual sexual intercourse is:  

• Any sexual intercourse however slight,  

• With any object or body part,  

• By a person upon a person,  

• That is by force or without consent.  

 

Intercourse includes: vaginal penetration by a penis, object, tongue or finger, 

anal penetration by a penis, object, tongue, or finger, and oral copulation 

(mouth to genital contact or genital to mouth contact), no matter how slight 

the penetration or contact.  

3. Intimate Partner Violence: The following alleged conduct will be addressed 

through the Complaint Procedures outlined in this Document when the 

conduct is gender-based.  

a. Dating violence is violence committed by a person i. who is or has been in 

a social relationship of a romantic or intimate nature with the victim; and  

ii. where the existence of such a relationship shall be determined based on a 

consideration of (1) the length of the relationship, (2) the type of the 

relationship, and (3) the frequency of interaction between the persons 

involved in the relationship.  

 

b. Domestic violence is the use of physical, sexual or emotional abuse or 

threats to control another person who is a current or former spouse or other 

intimate partner. It includes felony or misdemeanour crimes of violence 

committed by a current or former spouse of the victim, by a person with 

whom the victim shares a child in common, by a person who is cohabitating 

with or has cohabitated with the victim as a spouse, by a person similarly 

situated to a spouse of the victim under the domestic or family violence laws 

of the jurisdiction receiving grant monies, or by any other person against an 

adult or youth victim who is protected from that person‘s acts under the 

domestic or family violence laws of the jurisdiction.  

 

4. Sexual Exploitation: Sexual Exploitation is a form of sexual misconduct 

which occurs when a person takes non‐consensual or abusive sexual 

advantage of another for his/her own advantage or benefit, or to benefit or 

advantage anyone other than the one being exploited, and that behaviour 
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does not otherwise constitute one of the other sexual misconduct offenses. 

Examples of sexual exploitation include, but are not limited to:  

i. Invasion of sexual privacy;  

ii. Prostituting another person;  

iii. Non-consensual video or audio-taping of sexual activity;  

iv. Going beyond the boundaries of consent (such as letting your friends hide 

in the closet to watch you having consensual sex);  

v. Engaging in voyeurism;  

vi. Knowingly transmitting a sexually transmitted inHODtion, a sexually 

transmitted disease, or HIV to another person;  

vii. Exposing one‘s genitals in non-consensual circumstances; inducing 

another to expose their genitals;  

viii. Sexually-based stalking.  

 

5. Sexual Assault: ―Sexual assault‖ means an offense classified as a forcible or 

nonforcible sex offense. Generally, a sexual assault has been committed 

when an individual engages in sexual activity without the effective consent 

of the other individual involved. Sexual activity is any touching of a sexual or 

other intimate part of a person for the purpose of gratifying sexual desire of 

either party. This includes coerced touching of the actor by the victim as well 

as the touching of the victim by the actor, whether directly or through 

clothing.  

Consent Defined: Effective consent is clear, knowing and voluntary. Consent 

is active, not passive. Silence, in and of itself, cannot be interpreted as 

consent. Consent can be given by words or actions, as long as those words 

or actions create mutually understandable and clear permission regarding 

willingness to engage in (and the conditions of) sexual activity. In order to 

give effective consent, one must be of legal age and have the capacity to 

give consent. The legal age of consent in Namibia is 18 years.  

• Consent to any one form of sexual activity does not imply consent to any 

other form(s) of sexual activity.  

• A previous relationship or prior consent does not imply consent to future 

sexual acts.  

• Consent can be withdrawn. Thus, even if a person agreed to sexual 

interaction or continued sexual interaction, that person has the right to 

change their mind, irrespective of how much sexual interaction may have 

already taken place. 

Force and Coercion: Consent obtained through force is not effective 

consent. Force is the use of physical violence and/or imposing on someone 

physically to gain sexual access. Force includes the use of threats, 

intimidation (implied threats) and/or coercion to produce consent. Coercion 

is unreasonable pressure for sexual activity (―Have sex with me or I‘ll hit you.‖ 

―Okay, don‘t hit me; I‘ll do what you want.‖). Coercive behaviour differs from 

seductive behaviour based on the type of pressure used to get consent. 

When someone makes it clear that they do not want sex, that they want to 
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stop, or that they do not want to go past a certain point of sexual interaction, 

continued pressure beyond that point can be coercive.  

NOTE: There is no requirement that a party resists a sexual advance or 

request, but resistance is a clear demonstration of non‐consent. The presence 

of forceis not demonstrated by the absence of resistance.  

2. Capacity/Incapacitation: Incapacitation is a state where someone cannot 

make rational, reasonable decisions because they lack the capacity to give 

knowing effective consent (e.g., to understand the ―who, what, when, 

where, why or how‖ of their sexual interaction). Sexual activity with someone 

who one should have known to be ‐‐or based on the circumstances should 

reasonably have known to be ‐‐mentally or physically incapacitated (i.e. by 

alcohol or other drug use, unconsciousness, asleep, or blacked out), 

constitutes a violation of this policy.  

i. Incapacitation due to alcohol or other drugs: Because alcohol or other drug 

use can place an individual‘s capacity to consent in question, sober sex is 

less likely to raise such questions. Being under the influence of alcohol or other 

drugs does not in and of itself indicate incapacitation. When alcohol or other 

drugs, including date rape drugs (such as Rohypnol, Ketamine, GHB, etc.), 

are involved, a person will be considered unable to give valid consent if they 

cannot fully understand the details of a sexual interaction (the who, what, 

when, where, why, or how) because they lack the capacity to reasonably 

understand the situation. Administering a date rape drug to another 

individual is a violation of this policy. 

 

ii. Incapacitation due to other reasons: This policy also covers a person whose 

incapacity results from mental or physical disabilities, sleep, unconsciousness, 

or physical restraint 

E. Misuse, theft, or abuse of Academy computer time or accounts. Violations 

of Academy computer policy will be heard as normal disciplinary or 

disciplinary proceedings.  

F. Violating Academy policies and relevant laws described in the Student 

Handbook, including but not limited to policies on:  

1. Alcoholic beverages: See the Academy Alcohol and Drug Policy section of 

this handbook and the section on state and local alcohol laws.  

Students are always encouraged to seek immediate and appropriate 

assistance and medical attention in alcohol or other drug related 

emergencies. Students that experience an alcohol and/or other drug related 

hospitalization will not be subject to punitive measures; this does not preclude 

educational or rehabilitative measures.  

1. Students who appropriately and cooperatively assist another student in 

receiving medical attention will not be subject to disciplinary proceedings for 

their actions.  

2. Illegal drugs: See Academy Alcohol and Drug Policy section of this 

handbook and the section on state and local drug laws.  

3. Computer use policy: See Computer User Agreement.  

4. Fire and safety: See Fire Safety Regulations.  
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5. Outdoor art: See Public Art Policy.  

6. Other Academy or Consortium Policies.  

 

Knowingly aiding another person in any violation of the Code of Student 

Conduct: No student shall knowingly aid another person in the violation of 

any rules contained in this Student Handbook. 

 

Special Powers  

A. Violations of Law: Whether through administrative or Disciplinary Council 

action, the Academy reserves the right to impose sanctions against students 

for conduct that may violate any state, or local law on or off campus, even 

though such crimes may also be tried in the local courts. When a student is 

charged with a legal violation and Academy disciplinary action is also taken, 

campus proceedings may be carried out prior to, simultaneously with or 

following civil or criminal proceedings. The Academy‘s proceedings are not 

bound by any determinations of fact or law made in any civil or criminal 

proceedings.  

B. Interim Suspension: Any student who, in the judgment of the Dean of 

Students or his/her designee, presents a clear and present danger to the 

health, safety and/or welfare of the Academy community is subject to 

suspension from the Academy by the Dean of Students or his/her designee 

on an interim basis, pending a hearing by the Disciplinary Council. Such a 

suspension does not prejudge that a violation has occurred. Interim 

suspension will be followed by speedy access to a full and fair hearing.  

1. A student whom a Dean of Students or his/her designee has placed on 

interim suspension pending a hearing may appeal such suspension to the 

Managing Director. The Managing Director shall issue her/ his decision on 

such an appeal to the student in writing.  

2. Should Disciplinary Council in a hearing find that no violation of the Student 

Code occurred, the interim suspension shall be lifted.  

 

D. Campus Emergency Policy: The Managing Director of NSEA and in his/her 

absence the Head of Department (HOD) or Vice Managing Director for 

Administration shall have authority to deal with any emergency that may 

arise on campus and to employ such means including the employment of 

counsel for this purpose.  

 

The AcademyDisciplinary Council 

A. Jurisdiction: The Disciplinary Council shall hold hearings, make 

determinations of fact and impose sanctions on those determined to be in 

violation of the Code of Student Conduct. The AcademyDisciplinary Council 

shall not have appellate jurisdiction. If having completed a hearing, the 

Disciplinary Council finds that the respondent should be sanctioned for 

violating the Code of Student Conduct, the respondent may ask for a review 

of that decision by the Managing Director. In sexual misconduct and sexual 
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harassment cases only, the complainant may ask for a review of the decision 

by the Managing Director.  

1. Any member of NSEA community may bring a complaint against a NSEA 

student to the NSEA Dean of Students Office. The Dean of Students Office will 

attempt to resolve the case, if possible, including in some instances offering 

the respondent the option of having an administrative review (see relevant 

Section). If the complaint cannot be resolved, or if the respondent or the 

Dean of Students elects a Disciplinary Council hearing, the Dean of Students 

will forward the case by preparing a written charge to the Disciplinary 

Council.  

2. Intercampus complaints. When NSEA students are on the campus of 

another college/university, they are expected to respect the regulations of 

that Academy as well as those of their own Academy. If a student of another 

Academy violates the regulations of the host Academy, disciplinary action 

may be brought against that student at his/her home Academy. The name of 

any students concerned, along with all pertinent information, will be sent to 

the Dean of Students of the Academy involved.  

3. As a temporary measure, the administration of the host Academy may, at 

its own discretion, prohibit a student from coming onto its campus until 

disciplinary proceeding at the student‘s home Academy is complete. Such a 

prohibition shall be communicated to the student through his/her home 

Academy at the request of the host Academy.  

4. In cases coming before the Disciplinary Council the Dean of Students 

Office shall formulate the charge, which shall be a written statement giving 

the relevant regulation or policy that has been allegedly violated and the 

specific behaviour or sequence of behaviours alleged to have violated that 

regulation or policy. The respondent will receive written notice of any 

violation according to the procedures outlined in the relevant Section 

B. Composition: The AcademyDisciplinary Council shall consist of five student 

members in good academic and disciplinary standing, not subject to recall 

(who shall be elected by the student body). Faculty members will be 

selected for disciplinary hearings based on those that are available and not 

currently serving on the Faculty Executive or Appointments Committees. As 

much as possible, faculty and student members should represent the diversity 

of the student population. To that effect SRC should make every effort to 

seek appropriate gender balance and ethnic and other forms of diversity in 

the slate of student candidates for Disciplinary Council. Similarly, faculty 

members should be chosen with the goal of ensuring approximate gender 

balance and ethnic diversity. The Chair shall be elected from among the 

voting membership of the Council. A Dean from the Office of Student Affairs 

will sit with the Council as an adviser on process and to represent the views of 

the Academy.  

1. Quorum. Five members shall constitute a quorum of the Disciplinary Council 

for the purpose of meeting. For a hearing, a quorum shall consist of five 

members, including at least two faculty members and two student members.  
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2. Prior to the hearing, the respondent and the complainant will be notified of 

the names of those members of the Disciplinary Council who will be hearing 

the case. If either objects to any member or members of the board, he or she 

may write to the Head of Department (HOD) requesting that those members 

be replaced. The letter must include an explanation for the objections. 

Removal from the hearing board will occur if and only if the Dean is 

convinced after investigating that absence of impartiality would result in an 

unfair hearing by allowing that member/those members of the Disciplinary 

Council to adjudicate the incident. Requests for removal shall not be 

revealed to members of the Disciplinary Council. If there are insufficient 

numbers of faculty/ students to reach a quorum, the Deans of 

Faculty/Students shall appoint an ad hoc replacement from among the 

faculty/students who have received Disciplinary Council training before the 

hearing.  

3. Notification. The NSEA Code of Student Conduct and rights of students will 

be published in the Student Handbook each year.  

4. Reports. The Disciplinary Council shall report at least once a year to the 

Academy Council the numbers and types of cases heard, the difficulties it 

has encountered, the recommendations made and sanctions imposed, the 

appeals made to the Managing Director, and the decisions of the Managing 

Director. These reports are for the purpose of informing the NSEA community 

of the general nature of its disciplinary problems and shall avoid identifying 

the persons involved.  

5. Training. The Dean of Students Office shall design and be responsible for 

providing on-going comprehensive training, in consultation with appropriate 

professional external agencies, in sexualmisconduct, hate crimes, and other 

relevant topics to members of the Disciplinary Council.  

 

Rights of Students Charged. Each respondent involved in a disciplinary 

proceeding shall have the following rights:  

• Right to be presumed innocent until proven guilty.  

• Right to be informed, in writing, of the charges against her/him and in 

sufficient time to prepare for disciplinary proceedings. 

• Right to a speedy hearing or administrative procedure.  

• Right to have a formal hearing before Disciplinary Council for any alleged 

violation of the Code of Student Conduct.  

• Right to a hearing separate from that of another respondent.  

• Right to be assisted in her/his defence during a Disciplinary Council hearing 

by an adviser of her/his choice who must be a student, faculty, or staff 

member of NSEA. 

• Right to consult an adviser of her/his choice prior to an administrative 

hearing, who is a member of NSEA and is knowledgeable about the Code of 

Student Conduct.  

• Right to face the person who has brought complaints against him/her (the 

―complainant‖).  

• Right to refuse to respond to questions that are self-incriminating.  
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• Right to call material and up to two character witnesses from the Academy 

community.  

• Right to be free from a re-hearing for the same alleged violation.  

• Right to be free of penalty or sanction if found not responsible for violation 

of the Student Code.  

• Right to reconsideration of a decision on specific grounds (grounds for 

appeal are violation of a student‘s rights as set forth in the Code of Student 

Conduct, insufficient or compelling new information, and/or severity of the 

sanction).  

 

Disciplinary Council Hearing Procedures  

A. Purpose: The following are guidelines for conduct of NSEADisciplinary 

Council hearings. This process does not intend to duplicate or imitate criminal 

or civil legal procedures. Instead, the guidelines are meant: (a) to provide 

constructive, just and prompt investigations and resolutions of complaints 

alleging violations of NSEA Code of Student Conduct, and (b) to provide fair 

treatment for all parties involved in disputes, those who have complaints as 

well as those against whom complaints are made.  

B. Pre-Hearing Procedures:  

1. Complaints of alleged violations that are being referred to Disciplinary 

Council for hearing shall be written and delivered to the Disciplinary Council 

Chair by the Dean of Students. Within two class days, the Disciplinary Council 

Chair shall arrange for a copy of the charge to be delivered in person to the 

respondent, as well as to the complainant(s) or victim(s). The copy to the 

respondent will constitute his/her formal notification of the charge(s) against 

him/her and the intent to hold a Disciplinary Council hearing. This written 

notification will include the complaint(s) against the respondent; the specific 

policies and portions of the Code of Student Conduct the respondent has 

allegedly violated; his/her rights as guaranteed in relevant section 

NSEA Bylaws; the nature of the information which will be presented against 

him/her, as well as any written or recorded statements obtained during the 

Dean of Students Office investigation, and the sanctions which could be 

applied if he/she were found in violation of the Code of Student Conduct. 

 

2. The respondent has the right to have an adviser NSEA at the hearing who 

may be faculty, student, or staff. In order to aid in obtaining support, the 

respondent may request that the Head of Department (HOD) appoint a 

faculty member to advise him or her in contacting witnesses and in other 

matters related to the complaints. If the charges are serious enough that they 

might result in suspension or expulsion from the Academy, the respondent is 

particularly advised to select an adviser to be present during the Disciplinary 

Council hearing.  

3. The Disciplinary Council Chair sets a date for the hearing. Under normal 

circumstances the hearing should be scheduled for a date not fewer than 

five or more than twenty-five (25) class days from the time the respondent 

was first formally notified of the charge(s) against him/her. The Disciplinary 
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Council Chair shall inform both the respondent and the complainant(s) or 

victim(s) of the time, place and date of the hearing. It is the responsibility of 

the parties to inform their respective advisers of this information. The victim(s) 

or complainant(s) will have available to them all information sent to the 

respondent by the Disciplinary Council Chair at the same time as the 

respondent is notified.  

4. Under extreme circumstances, either the respondent or the complainant 

may request waiver of the time limit for a hearing in writing to the Disciplinary 

Council Chair. A decision on the request will be made by the Disciplinary 

Council. All parties will then be notified of the date, time and location of the 

rescheduled hearing.  

 

C. Hearing Procedures:  

1. The respondent shall be informed of his/her rights and shall have an 

opportunity to speak and to present information in his/her behalf. Should the 

respondent, having been properly notified of the date, time and place of the 

hearing, fail to appear at the time and place specified, the hearing shall 

proceed in the same manner as if s/he were present, unless the Disciplinary 

Council decides by majority vote to postpone the hearing.  

2. No member of Disciplinary Council shall join or re-join deliberations after a 

hearing has begun. No member may be excused from a hearing once it has 

begun except for good cause and by a majority vote of the other members 

present, and then only if such action does not violate the quorum provisions 

of Section above. No member of Disciplinary Council who has not been 

present for the entire hearing shall participate in the decision or in subsequent 

discussion of sanctions.  

3. Disciplinary Council shall consider only information introduced at the 

hearing, before Council. Normally this will include a written statement from 

the complainant, from the respondent, and from any witnesses; it may also 

include responses to questions given during the hearing. Written statements 

will be considered only when the respondent is aware of their content and of 

the names of those individuals who have made the statements and only 

when the student making the statements appears before the Disciplinary 

Council to answer questions about the statements. Character witnesses, if 

any, may state their knowledge of the character of the respondent, but must 

refrain from comments on the character of the claimant(s).  

4. Except as provided under Section below, only one witness shall be allowed 

in a Disciplinary Council hearing at any one time. 

 

5. All questions during the hearing shall be asked by or to Disciplinary Council 

members. The purpose of the hearing is not to conduct a trial but to gain as 

full and fair an account as possible about the alleged violation and to 

determine whether a violation of the Student Code of Conduct has 

occurred. The respondent and the complainant(s) shall have the right to 

suggest questions to the Chair to be asked by Disciplinary Council members, 

but only Disciplinary Council members shall directly question the respondent, 
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complainant, or the witnesses. The Chair, in consultation with the Disciplinary 

Council, may modify the question process to facilitate the proceedings. The 

Chair may exclude irrelevant and unduly repetitious information. Normally, 

the hearing conforms to the following order of procedure: a. Presentation of 

the written charge from the Dean of Students Office, questions from 

Disciplinary Council members to the Dean of Students designee and/or the 

complainant(s) regarding the complaint.  

b. Statements of witnesses on behalf of the complainant(s); questions from 

Council members to the witnesses.  

c. Statement of the respondent; questions from Council members to the 

respondent.  

d. Statements of witnesses on behalf of the respondent; questions from 

Disciplinary Council members to the witnesses.  

e. At the option of the Council, a second round of questioning of the 

complainant(s) and any supporting witnesses a majority of the Council wishes 

to hear in rebuttal.  

f. At the option of the Council, a second round of questioning of the 

respondent and any supporting witnesses a majority of the Council wishes to 

hear in rebuttal.  

g. Close of the hearing.  

 

6. The person(s) bringing the complaint and the respondent shall have the 

right to be present during presentation of evidence and questioning of 

witnesses. S/he also shall have the right to be accompanied by an adviser of 

her/his choice, who must be a student, faculty, or staff member of NSEA.  

7. In all Sexual Misconduct and Sexual Harassment cases, the complainant 

shall be offered the opportunity to participate in the hearing without directly 

facing the respondent. If so requested, the Disciplinary Council Chair shall 

make appropriate arrangements. For example, the room may be partitioned 

so that the complainant and the respondent do not see each other. In any 

case, the respondent and the complainant and/or their advisers shall have 

the opportunity to hear the testimony, have questions asked of the other 

party during the hearing process, and to hear responses.  

8. No actions shall be taken in a Disciplinary Council hearing which would 

impede the orderly conduct of the hearing. Disruption of the Disciplinary 

Council is a violation of the Code of Student Conduct. The Chair may at any 

time recess a hearing to provide for gathering additional information or 

simply to provide a break in the hearing or deliberation.  

9. A verbatim record (such as a tape recording) shall be made of every 

Disciplinary Council hearing. This record shall be kept in the Dean of Students 

Office and shall remain confidential, although it may be made available 

upon request to the respondent. The record shall be destroyed five years 

after the respondent‘s graduation or withdrawal from NSEA.  

10. The hearing shall be closed.  

 

D. Decision and Sanctions:  
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1. The decisions of the Disciplinary Council shall be based solely upon 

information introduced at the hearing, before the Council. In determining 

sanctions the Council shall consider the nature of the violation and the 

circumstances under which the violation occurred. The Council may consider 

the previous conduct record of the respondent with respect to the 

application of sanctions only.  

2. When a sanction requires a period of time for completion, the deadline for 

completion shall be specified. The respondent must report to a designee of 

the Dean of Students when he or she has completed the sanction. The case is 

not complete until the sanction has been completed and cleared by the 

Dean of Students Office. The Disciplinary Council will not monitor or 

reconsider a sanction once it is imposed.  

3. The decisions of the Disciplinary Council shall be based on a standard of a 

preponderance / majority of the evidence presented. The direct statement 

of a witness, including the complainant, the victim, and the respondent may 

be taken as sufficient proof of any act. Statements made by any witness must 

be evaluated for bias, plausibility, credibility, and consistency along with 

other available information. Any relevant information may be admitted if it is 

the type on which reasonable persons are accustomed to rely in the 

conduct of serious affairs. Unruly, irrelevant or unduly repetitious information 

may be ruled out of order by the Chair. The decisions of the Disciplinary 

Council and its imposition of sanctions shall be reached in closed session by a 

majority vote. The Chair shall vote only in case of a tie.  

4. If it finds that a violation of the Code of Student Conduct has occurred, 

Disciplinary Council shall consider the nature of sanctions to be imposed. At 

this phase of deliberation, the Dean of Students or designee may provide the 

Council with historical information on the past conduct record of the 

respondent and the history of sanctions in similar cases.  

5. Sanctions normally considered include (but are not limited to) the 

following: a. Disciplinary probation: Formal notice compelling a student to 

exhibit good behaviour during a specified probationary period. Violations 

during the probationary period may result in temporary or permanent 

separation from the Academy.  

b.Revoking, for specific period of time, certain privileges of on-campus  

c. Full Suspension: Temporary separation from the Academy for a specified 

period of time. The terms of the suspension shall be set by the Council and 

may include special conditions which must be satisfied during the suspension 

and/or special conditions which would be in efHODt upon the student‘s 

return to the Academy 

d. Expulsion: Permanent separation from the Academy.  

6. Other sanctions. In addition to the sanctions above, the Disciplinary 

Council may impose disciplinary sanctions which are not listed above. 

7. Expulsion is mandatory when a student is found in violation of the code on 

the charge of rape. A sanction of expulsion will be strongly considered in 

cases of gender-related physical assault.  
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8. Rehabilitative activities. In addition to any sanction, the Council may 

recommend rehabilitative activities undertaken by a student, including 

community service, participation in drug or alcohol abuse programmes, etc.  

9. Notification of decision. The respondent shall be notified in writing, within 

two class days following the hearing, of the Disciplinary Council‘s decision 

and recommended sanctions, if any. Written notification shall include a 

summary of the reasons for the decision and an explanation of any sanctions 

imposed. In sexual misconduct and sexual harassment charges only, both the 

respondent and the complainant will receive written notification of the 

allegations investigated, a description of the investigative steps that were 

conducted, a summary of the facts of the matter, the basis for the 

determination, and remedial actions that will be required if the respondent 

was found responsible for violating the policy. Furthermore, the Academy will 

offer counselling services and academic support to all parties involved.  

 

In cases of alleged physical assault or alleged harassment, the complainant 

will be notified of the outcome and relevant sanctions (if the respondent is 

found responsible) within three days of the conclusion of the hearing.  

E. Appeals Procedure:  

1. Disciplinary Council decisions and sanctions are expected to be final. On 

specific grounds, the respondent may request that the Managing Director 

reconsider the Disciplinary Council‘s decision. The appeal must be made in 

writing, and must be made within five class days of written notification to the 

student of the Disciplinary Council‘s decision. Grounds of appeal include 

violations of the student‘s rights as set forth in the Code of Student Conduct, 

insufficient or compelling new evidence, and/or severity of the sanction. For 

sexual misconduct and sexual harassment charges only, the complainant 

may request that the Managing Director reconsider the Disciplinary Council‘s 

decision as described below.  

2. No more than five class days after receiving the written appeal and a 

completed transcript of the hearing, the Managing Director shall 

communicate her/ his decision on any appeal to the respondent, the 

complainant and the Disciplinary Council Chair. If the Managing Director 

modifies the imposed sanction in any way, she/he shall communicate that 

fact and the reasons for making such a modification to the respondent, the 

complainant and the Disciplinary Council Chair. The decision of the 

Managing Director shall be final.  

3. Except as required to explain the basis of new evidence, an appeal shall 

be limited to review of the verbatim record of the initial hearing and 

supporting documents for one or more of the following purposes: 

a. To determine whether the original hearing was conducted fairly in light of 

the charges and evidence presented and in conformity with prescribed 

procedures giving the complainant a reasonable opportunity to prepare and 

present evidence that a violation occurred and giving the respondent 

reasonable opportunity to prepare and present a rebuttal of these 

allegations.  
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b. To determine whether the decision reached regarding the charged 

student was based on substantial evidence, that is whether the facts were 

sufficient to establish that a violation of the Code of Student Conduct 

occurred.  

c. To determine whether the sanction(s) imposed was appropriate for the 

violation.  

d. To consider whether there is new evidence, sufficient to alter a decision, or 

other relevant facts not brought out in the original hearing, because such 

evidence and/or facts were not known to the person appealing at the time 

of the original hearing.  

e. Confidentiality: All information pertaining to investigations and hearing 

proceedings is confidential and shall be shared only by Disciplinary Council 

members. The Disciplinary Council Chair may, however, share such 

information with individual members of the Academy administration and staff 

on a need-to-know basis. ―Need-to-know‖ is defined as information 

necessary to carry out the Academydisciplinary process.  

f. Community Notification: Within five class days after completion of a 

disciplinary hearing and appeal (if any) to the Managing Director, the 

Disciplinary Council may publicly inform the NSEA community of its decision, 

sanctions imposed and the action of the Managing Director. In cases in 

which the respondent has been found in violation of the Code of Student 

Conduct, publicity (including the name of the student) shall be at the 

discretion of the Managing Director. In cases in which the respondent was 

found not to have violated the code, such publicity shall be at the discretion 

of the respondent.  

H. Records and Enforcement of Disciplinary Action:  

1. Records of Disciplinary Council decisions and sanctions shall become part 

of the student‘s disciplinary files (those maintained in the Dean of Students 

Office) and shall be kept for a period of five (5) years after the student‘s 

graduation or separation from the Academy.  

2. At the discretion of the Dean of Students in consultation with the 

Disciplinary Council, proceedings may continue without the student being 

currently enrolled.  

3. No student shall be graduated while a complaint brought against him/her 

is pending before Disciplinary Council. No student shall be graduated without 

first fulfilling the terms of a disciplinary sanction.  

4. The Dean of Students Office shall be responsible for enforcing disciplinary 

sanctions.  

5. Any student on whom a sanction has been imposed may include in her/his 

student record a written response concerning the decision and sanction. 

 

Additional Information and Resources:  

The Academy encourages any member of the Academy community who 

experiences any form of violence to immediately contact the Windhoek 

Police Department. 
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An individual who wishes for the details of the incident to remain completely 

confidential may speak with certain Academy officials who, by law, may 

maintain confidentiality and may not disclose the details of an incident. 

These officials include:  

 Counselling and Psychological Services  

 Student Health Services staff  

Individuals who have experienced sexual misconduct, including sexual 

assault may also seek confidential support from a local or national rape crisis 

hotline, including:  
 

Demonstrations  

NSEA respects the rights of free speech and peaceful assembly and supports 

their exercise. However, when the exercise of speech and assembly 

becomes disruptive or non-peaceful, and infringes upon the rights of others, 

threatens property or public safety, or impedes the business of the members. 

 

We have instituted procedures for presenting and peacefully resolving 

disagreements about policies. Officials at NSEA are willing to examine, discuss 

and explain institutional policies to any member of the academy. However, 

participation in a demonstration that ismaterially disruptive and non-peaceful 

or involves the substantial disorder or invasion of the rights of others on the 

property is prohibited.  

Determination of when a demonstration or action is non-peaceful or 

disruptive may be difficult, but the Academy individually and collectively 

subscribe to the general guidelines listed below.  

• Non-peaceful actions or demonstrations are those that endanger or injure, 

or threaten to endanger or injure, any person, or that damage or threaten to 

damage property.  

• Disruptive actions or demonstrations are those that restrict free movement 

on any of the campuses, or interfere with, or impede access to, regular 

activities or facilities of the academy.  

 

If an officer or designee of NSEA informs individuals in a given area that their 

collective actions are judged non-peaceful or disruptive and that they should 

disperse, individuals remaining may be charged, with a violation of this 

policy.  

Any individual action in a non-peaceful or disruptive manner, whether he or 

she is acting individually or within a group, may be charged on the basis of 

the individual‘s or group‘s behaviour with a violation of this policy. Ignorance 

of this policy or lack of intent to violate this policy is not acceptable 

justification for violating it. Lack of intent or lack of awareness of the existence 

of Academy policy will not excuse violations.  

 

Managing Director or designee, or the Executive Director, or designee, on the 

property of NSEA, is authorized to take action against any individual violating 

this policy. Actions may include arrest, or other legal action, or notice of 
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disciplinary charges and handled through the Academy‘s disciplinary 

procedures. The Managing Director and the Executive Director may 

delegate their authority to act.  

Enforcement Policy: In the event of a non-peaceful or disruptive action on 

the property of NSEA or any of their affiliated offices or programs, the 

affected Academy will act according to the following procedures:  

1. The Managing Director(s) of the Academy(s) where activities are disrupted 

will determine whether or not negotiation will take place with those involved 

in the demonstration or disruption. S/he will also determine the actions to be 

taken including, but not limited to, provisional or summary suspension or 

arrest.  

2. The Academy agree that cases of student disruption or non-peaceful 

action normally will be treated as violation of the student‘s conduct code 

and will be adjudicated by the normal disciplinary process. Appropriate 

officials at the affected institution(s) may put disruptive or non-peaceful 

individuals on notice that they are in violation of this policy and file charges 

against them. Officials at the home campus agree toacknowledge requests 

for disciplinary action—including requests for suspension—and take action 

that is consistent with and/or allowed by disciplinary procedures at the home 

campus.  

3. All individuals who engage in disruptive or non-peaceful action will be 

notified that they are trespassing. Persons who continue to trespass after 

notification are subject to arrest (by a Police Officer or by Private Person,  

5. NSEA may bill students or file civil suits to recover damage and costs.  

6. While officials at NSEA may temporarily revoke any or all student privileges 

or take steps to end disruptive or non-peaceful protests, the Academy may 

adjudicate complaints and make final decisions about alleged violations of 

conduct, apart from those decisions made by a court of law.  

 

COMPLAINT PROCEDURES  

I. Introduction  

These complaint procedures have been adopted by the Academy to 

provide a prompt and equitable method for reporting, investigating, and 

resolving complaints of alleged violations of the Academy‘s discrimination, 

harassment, and sexual misconduct policies when they involve NSEA faculty, 

staff, students, and/or third parties.  

Anyone who believes they have been subjected to discrimination, 

harassment, retaliation and/or sexual misconduct is encouraged to report 

such conduct pursuant to the procedures set forth below. The Academy is 

obligated to act on any report of alleged discrimination, harassment, or 

sexual misconduct and will do so pursuant to these complaint procedures. 

Any Academy official (e.g., faculty member, administrative staff members) 

who receives information of an alleged discrimination, harassment, retaliation 

misconduct is required to file a report with one of the Academy 

representatives set forth below.  
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II. Reporting an Alleged Violation  

A. Reporting to the Academy 

1. Individuals who believe that they have been the subject of or have 

witnessed alleged discrimination, harassment, retaliation and/or sexual 

misconduct are encouraged to contact the appropriate Academy 

representative. Under no circumstances is an individual required to report 

discrimination, harassment, retaliation and/or sexual misconduct to a 

supervisor or academic instructor who is the alleged perpetrator.  

 

For reports or complaints against a student, contact:  

Director for Student Affairs  

For reports or complaints against a faculty member, contact:  

Head of Department (HOD) 

For reports or complaints against a staff member or third party, contact:  

Director of Human Resources  

The Academy encourages any member of the Academy community who 

experiences any form of violence to immediately contact the Windhoek 

Police Department .Upon receipt of a report, the Academy will activate 

these complaint procedures. Prompt reporting is encouraged, because facts 

often become more difficult to establish as times passes. However, the 

Academy will investigate and take appropriate action in response to all 

reports regardless of when the alleged conduct occurred. The ability of the 

Academy to respond to the conduct is limited if the Respondent is no longer 

a member of the Academy community. If anAcademy staff member, faculty 

member or student leaves the Academy with a pending complaint against 

them they will not be permitted to return to the Academy until the case is 

resolved through these complaint procedures.  

2. Confidentiality of Reports to the Academy -The Academy will make all 

reasonable efforts to maintain the confidentiality and privacy of the parties 

involved in an investigation and/or hearing for a complaint as well as the 

confidentiality of the details of an investigation, any hearing, and except 

where permitted by law, the sanctions imposed. The Academy will inform all 

individuals involved in the complaint process of the critical importance and 

expectation that they maintain the confidentiality of the process and any 

information shared with them as a result of their participation. Complainants 

and Respondents are not prohibited from sharing details of complaints with 

family, counsel, or a support person/advisor as defined in paragraph, below. 

If at any point the Complainant requests confidentiality with respect to the 

Respondent and/or decides not to pursue action by the Academy, the 

Academy will make all reasonable attempts to comply with this request. A 

Complainant is the student, faculty, or staff member who files a report on 

their own behalf or the person on whose behalf a report is filed by a third 

party. In these situations, the Academy‘s ability to investigate and respond to 

the conduct may be limited. The Academy is required to weigh the 

Complainant‘s request for confidentiality with the Academy‘s commitment to 

provide a reasonably safe and non-discriminatory environment. Moreover, 
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the Academy may have an independent legal obligation to investigate a 

complaint once it has been made and in those circumstances the 

investigation will continue through completion and appropriate action. If the 

Academy cannot maintain a Complainant‘s confidentiality, or determines to 

continue with the investigation, the Complainant will be notified by the 

Coordinator.  

3. Confidential Resources at the Academy and in the Community An 

individual who wishes for the details of the incident to remain completely 

confidential may speak with certain Academy officials who, by law, may 

maintain confidentiality and may not disclose the details of an incident. 

These officials include:  

 

In addition, NGOs are available to assist students, including NSEA Students, 

who have experienced sexual misconduct, including sexual assault. The 

Advocates can be contacted at any stage of the processes discussed 

herein.  

Individuals who have experienced sexual misconduct, including sexual 

assault may also seek confidential support from a local or national rape crisis 

hotline,  

 

4. Reporting Options Outside of the Academy: State and Local Enforcement 

Agencies and the Windhoek Police Department  

a. The Academy‘s complaint procedures are administrative in nature and are 

separate and distinct from the state and local criminal, civil, and 

administrative legal systems. Pursuing resolution through these procedures 

does not preclude someone from pursuing legal action now or in the future.  

b. Reporting Potential Criminal Violations to the Police Department: In cases 

involving potential criminal misconduct, individuals are encouraged to file a 

report with the police. The Academy‘s complaint procedures and the legal 

system work independently from one another and the Academy will proceed 

with its process, regardless of action or inaction by outside authorities. 

Decisions made or sanctions imposed through these complaint procedures 

are not subject to change because criminal or civil charges arising from the 

same conduct are dismissed, reduced, or rejected in favour of or against the 

Respondent.  

c. Reporting to State and Local Enforcement Agencies: In addition to the 

Academy‘s internal remedies, employees and students should also be aware 

that the police investigate and prosecute complaints of prohibited 

harassment, discrimination, and retaliation in employment.  

 

Truthfulness  

All participants in an investigation and/or hearing are expected to 

cooperate fully and provide truthful information in all meetings and/or 

hearings related to these complaint procedures. Individuals may be hesitant 

to report conduct which they have experienced or witnessed or participate 

in an investigation and/or hearing because they fear that they themselves 
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may be charged with a policy violation, such as underage drinking at the 

time of the incident. To encourage truthfulness and reporting, the Academy 

pursues a policy of offering Complainants and witnesses limited immunity 

from being charged for policy violations related to an alleged incident (such 

as policies prohibiting the use of alcohol or drugs) which is reported in good 

faith. While violations cannot be completely overlooked, the Academy will 

provide educational rather than punitive responses, in such cases. Employees 

can be disciplined, up to and including termination, for not being truthful 

during an investigation. Students who are untruthful in an investigation and/or 

hearing will be subject to procedures and penalties in the Student Code of 

Conduct.  

Specific Complaint Procedures when the Respondent is a Student, Staff, or 

Faculty Member1  

1 Investigators and/or Hearing Panel are trained to use a ‗preponderance of 

evidence‘ standard of proof when making recommendations or 

implementing appropriate sanctions when a complaint is filed. 

The Academy has adopted three parallel procedures for investigating and 

hearing complaints, depending upon whether the Respondent (or accused) 

is a student, a staff member (including administrators and third parties), or a 

faculty member. In the case of a staff member (other than a work-study 

student) who is also enrolled as a student at the Academy, the procedures to 

be followed will be those for a staff member. In the case of an administrator 

who has faculty status, the procedures to be followed will be based on 

whether the complaint concerns her/his conduct as an administrator or a 

faculty member, as determined jointly by the three complaint officers. In the 

case of students who also have part-time employment at the Academy 

(whether work-study employment or otherwise), the procedures to be 

followed will be based on whether the complaint concerns her/his conduct 

as a student or employee, as determined jointly by the three complaint 

officers.  

A. Procedures if a Student is the Respondent:  

1. Complaints Involving Allegations of Sexual Misconduct, including Sexual 

Harassment and Assault  

 

Individuals making reports of sexual misconduct shall be informed about 

options for resolving potential violations of the NSEA Discrimination and 

Harassment Policies and Complaint Procedures. All cases involving sexual 

misconduct, except cases of sexual harassment, in which a student is 

accused, shall follow the procedures outlined in the NSEA Student Handbook, 

Code of Student Conduct, rather than the procedures set for in this 

Document. There are two procedural options for allegations of sexual 

harassment in which a student is accused. These options are Early Resolution 

and Formal Investigation. NSEA shall respond to the greatest extent possible 

to reports of sexual misconduct brought anonymously or brought by third 

parties not directly involved in the misconduct. However, the response to 
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such reports may be limited if information contained in the report cannot be 

verified by independent facts.  

Individuals bringing reports of sexual misconduct shall be informed about the 

range of possible outcomes of the report, including interim protections, 

remedies for the individual harmed by the harassment, and disciplinary 

actions that might be taken against the accused as a result of the report, 

including information about the procedures leading to such General 

outcomes. An individual who is subjected to retaliation (e.g., threats, 

intimidation, reprisals, or adverse employment or educational actions) for 

having made a report of sexual misconduct in good faith, who assisted 

someone with a report of sexual harassment, or who participated in any 

manner in an investigation or resolution of a report of sexual harassment, may 

make a report of retaliation under these procedures. The report of retaliation 

shall be treated as a report of sexual harassment and will be subject to the 

same procedures.  

2. Procedures for Early Resolution in Sexual Harassment Cases -The goal of 

Early Resolution is to resolve concerns at the earliest stage possible, with the 

cooperation of all parties involved. The Academy will explore options for Early 

Resolution when the parties desire to resolve the situation cooperatively 

and/or when a Formal Investigation is not likely to lead to a satisfactory 

outcome. Early Resolution may include an inquiry into the facts, but typically 

does not include a Formal Investigation. Means for Early Resolution shall be 

flexible and encompass a full range of possible appropriate outcomes. Early 

Resolution includes options such as mediating an agreement between the 

parties, separating the parties, referring the parties to counselling programs, 

negotiating an agreement for disciplinary action, conducting targeted 

educational and training programs, or providing remedies for the individual 

harmed by the harassment. Early Resolution also includes options such as 

discussions with the parties, making recommendations for resolution, and 

conducting a follow-up review after a period of time to assure that the 

resolution has been implemented effectively. Early Resolution may be 

appropriate for responding to anonymous reports and/or third party reports. 

Steps taken to encourage Early Resolution and agreements reached through 

early resolution efforts should be documented. While the Academy 

encourages early resolution of a complaint, the Academy does not require 

that parties participate in Early Resolution prior to the Academy‘s decision to 

initiate a Formal Investigation. Some reports of sexual harassment may not be 

appropriate for Early Resolution, but may require a Formal Investigation at the 

discretion of the Investigating Officer, or other appropriate official designated 

to review and investigate sexual harassment complaints.  

3. Procedures for Formal Investigation in Sexual Harassment Case In response 

to reports of sexual harassment in cases where Early Resolution is 

inappropriate (such as when the facts are in dispute in reports of serious 

misconduct, or when reports involve individuals with a pattern of 

inappropriate behaviour or allege criminal acts such as stalking, sexual 

assault or physical assault) or in cases where Early Resolution is unsuccessful, 
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the Academy may conduct a Formal Investigation. In such cases, the 

individual making the report shall be encouraged to file a written request for 

Formal Investigation. The wishes of the individual making the request shall be 

considered, but are not determinative, in the decision to initiate a Formal 

Investigation of a report of sexual harassment. In cases where there is no 

written request, the Investigating Officer, or other appropriate official 

designated to review and investigate sexual harassment complaints may 

initiate a Formal Investigation after making a preliminary inquiry into the facts. 

When a student is accused of sexual harassment, regardless of the status of 

the alleged victim (i.e., another student, a faculty member, etc.), the 

relevant student disciplinary procedures set forth in the NSEA Student 

Handbook, Code of Student Conduct shall constitute the Formal 

Investigation and not the procedures contained in this Document.  

 

 

A. Procedures if a Faculty Member is the Respondent:  

Upon receipt of a complaint, the Complaint Officer will consult with the 

Complainant. If the Complainant requests confidentiality or requests that the 

complaint not be pursued, the Academy will take all reasonable steps to 

investigate and respond to the complaint consistent with the request for 

confidentiality. However, such a request for confidentiality may limit the 

Academy‘s ability to respond to the complaint. The Academy may also 

weigh the Complainant‘s request for confidentiality against such factors as 

the seriousness of the alleged conduct, whether there have been other 

complaints of a similar nature against the same individual, the Respondent‘s 

rights to receive information about allegations if the information is maintained 

by the school as an ―education record‖ and other factors otherwise required 

by applicable law. The Academy thus may decide to begin an investigation 

despite a request from the Complainant not to pursue the complaint, in 

cases where either issues of campus safety, or independent legal obligations 

to investigate or to protect the rights of other members of the community, 

pertain. The investigators (collectively the ―Investigators‖) will meet with the 

Complainant to review the complaint, related policies, and these complaint 

procedures. The Investigators will also identify support resources and 

interventions or interim measures available to the Complainant.  

1. Complaints of Sexual Harassment: The Coordinator shall be advised of any 

complaints of Sexual Harassment received by Complaint Officers. The 

Coordinator will, with the advice and consent of Dean of students, select 

three faculty investigators from the pool of trained investigators.  

2. Complaints of Harassment and Discrimination, other than Sexual 

Harassment: the Complaint Officer will consult with Coordinator and will, with 

select three faculty investigators from the pool of trained investigators. The 

investigators (collectively the ―Investigators‖) will meet with the Complainant 

to review the complaint, related policies, and these complaint procedures. 

The Investigators will also identify support resources and interventions or 

interim measures available to the Complainant.  
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a. The Complaint Officer may, after speaking with Complainant, determine 

that the conduct complained about clearly does not constitute harassment 

or discrimination and so inform the Complainant. The Complaint Officer may 

also determine that although the conduct does not constitute harassment or 

discrimination, if left unchecked it could develop into harassment or 

discrimination. In this case the Complaint Officer will speak with the 

individual(s) engaging in this conduct and/or take other steps to prevent 

such harassment or discrimination from occurring. In either case, Dean of 

students will be informed, in writing, of the judgment of the Complaint Officer, 

and Dean of students will make the final determination in regard to any 

remedies for conduct that is judged by the Complaint Officer to not have 

been harassment or discrimination.  

 

3. The pool of trained investigators will include six faculty members jointly 

appointed by the Head of Department (HOD). Faculty who enter the pool will 

remain in the pool for up to five years or until they serve on a case. Faculty 

will temporarily leave the pool when they take a leave from the Academy, 

whether a sabbatical leave or an unpaid leave.  

4. The Complainant and Respondent will each have the opportunity to 

dismiss at least one of the investigators, and can submit reasons for dismissing 

more than one. If HOD finds the case for dismissing more investigators 

compelling, and insufficient investigators are available in the pool, the Dean 

and HOD will add faculty to the pool, providing them the training they need 

on a timely basis.  

5. Every complaint will be investigated promptly and thoroughly. In 

conducting an investigation, the Investigators will be sensitive to the possibility 

of retaliation by the Respondent as the result of the initiation of an 

investigation. The Investigators will conduct interviews as needed with all 

appropriate individuals, including the Complainant and Respondent, and will 

gather any pertinent evidentiary materials.  

6. The Investigators will normally complete their investigation within 60 

calendar days, except in instances where there are a great number of 

witnesses, the investigation commences in close proximity to a holiday, 

break, or the end of an academic term, or other circumstances compel a 

longer timeframe for the investigation. After concluding their investigation, 

the Investigators will write an Investigation Report summarizing witnesses 

interviewed, evidentiary materials gathered, determination concerning any 

potential violations of Academy policies, and recommendations for 

remedies.  

7. For all Sexual Harassment complaints, the Investigators will submit for review 

the Investigation Report to the Coordinator and the Executive Director. For all 

other complaints, the Investigators will submit for review the Investigation 

Report to the Director of Human Resources and the Executive Director. The 

Coordinator/Director of Human Resources or Executive Director may refer 

back to the Investigators any questions concerning the report‘s contents or 

conclusions. After the Investigators successfully answer or resolve pertinent 
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questions or concerns, or if the Executive Director agrees with the 

Investigators‘ conclusions, the Executive Directorwill prepare a Statement of 

Alleged Violation which will summarize if the alleged conduct did or did not 

occur and if the Respondent is or is not responsible for violating Academy 

policy. The Executive Director will also propose the remedies and/or sanctions 

to be imposed and include them in the Statement of Alleged Violation.  

8. The Executive Directorwill meet with the Complainant and Respondent, 

separately, to discuss the content of the Statement of Alleged Violation, and 

to provide them with copies of the document along with copies of the 

Investigators‘ report. The Executive Director will be responsible for redacting, 

or providing summaries of portions of the report, to the extent needed to 

maintain the identity of witnesses in regard to specific testimony, to the extent 

that is not otherwise publically visible; any such alterations will be the 

minimum needed to preclude the identification of a witness. To protect the 

integrity of the investigation and potential hearing process, these documents 

should be kept confidential by the parties involved and not shared with 

witnesses or persons not involved in the matter. However, complainants and 

respondents are not prohibited from sharing these documents with family, 

counsel, or a support person/advisor as defined in paragraph below. Neither 

the Complainant nor the Respondent are required to meet with the 

Executive Director, and may decline to do so.  

9. The Complainant and Respondent have the opportunity to respond, in 

writing, to the Statement of Alleged Violation within a set time period. The 

parties will have ten (10) business days after meeting with the Executive 

Director, or after the Statement is provided in instances where they decline to 

meet with the Executive Director, to submit a written response to both the 

Executive Director and Coordinator/Director of Human Resources.  

10. After that period of 10 business days, all of the relevant documents will be 

forwarded to HOD. HOD will then determine which aspects of the 

Statementof Alleged Violation, inclusive of the proposed remedies and/or 

sanctions.  

11. Either the Complainant or Respondent may appeal adverse rulings of 

HOD to the Managing Director, based on one of two reasons: improper 

procedural issues or new evidence D). Sanction(s) or other interim measures 

may be imposed pending the outcome of any appeal filed as well as during 

the ten (10) day period in which an appeal may be filed. The 

Coordinator/Director of Human Resources will be notified by the Managing 

Director of any such response.  

 

12. Managing Director’s Actions on Appeal  

a. If a determination is made by the Managing Director that an appeal is 

warranted due to ―improper procedural issues,‖ then the initial investigative 

panel will be dismissed and a new one will be convened.  

b. If a determination is made by the Managing Director than an appeal is 

warranted due to ―new evidence,‖ then the case will be returned to the 
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initial investigative panel for further investigation, building on the initial 

investigation as appropriate.  

 

13. Interim Measures: The Academy may take interim measures deemed 

necessary in response to an allegation in order to protect an individual‘s 

rights and personal safety and the safety of the Academy community. All 

such interim measures against a faculty member will be proposed to HOD, 

which will determine whether to implement them before they began, except 

in cases in which the Managing Director and Executive Director determine 

that there is a clear and present danger to safety of community members or 

an immediate need to protect an individual‘s rights. In cases, where the 

Managing Director and Executive Directoract without prior approval of HOD, 

they will refer their decisions to HOD, within one week, for HOD to review and 

either confirm, modify, or overturn.  

 

Such measures include, but are not limited to, an interim suspension 

(immediate, temporary suspension pending the outcome of complaint 

process), a no contact order (an order that an individual refrain from direct or 

indirect contact with another person or persons), restrictions on access to 

campus or areas of campus, and/or appropriate changes in academic 

schedule. Interim measures may include reporting the matter to the local 

police. Failure by the Respondent to adhere to the parameters of any interim 

measure is a violation of Academy policy and may lead to additional 

disciplinary action.  

Such interim measures may be imposed:  

• In instances where it is determined that the Respondent poses a potential 

threat to another;  

• To ensure the safety and well-being of members of the Academy 

community and/or preservation of Academy property; 

• To ensure the Respondent‘s own physical or emotional safety and well-

being; or  

• If the Respondent poses a threat of disruption or interference with the 

normal operations of the Academy.  

14. Support Person/Advisor: The Complainant and Respondent may each 

have a support person present with them at all meetings and any hearing 

associated with a complaint and in which the respective individual is 

participating. The support person must be a current member of the 

NSEAcommunity and shall not have involvement in the underlying case. The 

support person may attend, but shall not participate in, meetings or the 

hearing. Because this is an administrative process, legal counsel will not be 

permitted, except when required by applicable law. In such cases an 

attorney will only be permitted in a non-participatory advisory role for the 

Complainant and/or Respondent at that individual‘s expense.  

 

Institutional Review Board (IRB) 



 

©September 2014    Student Handbook 

 

NSEA maintains an Institutional Review Board (IRB) in order to ensure (1) that 

researchers who are part of the Academy community protect the dignity, 

privacy, and safety of the participants they recruit for their research, and (2) 

that the dignity, privacy, and safety of members of the NSEA community are 

protected when they choose to participate in research. NSEA‘s IRB deals only 

with research involving human participants; research involving nonhuman 

subjects must be reviewed elsewhere.  

Academy policy requires that all research involving human participants and 

all information-gathering regarding individual human beings carried out by 

the students and faculty of NSEA or taking place on campus should follow 

the principles set forward and that all such research and information-

gathering must be submitted for IRB review, with the exception of procedures 

carried out by students under the direction of their instructors and involving, in 

the view of the instructor, neither greater than minimal risk, conflicts of interest 

regarding his or her own research, nor participants who may be unable to 

give informed consent.  

Research Involving Human Subjects —Research is defined by law as ―a 

systematic investigation designed to develop or contribute to generalisable 

knowledge. A ‗systematic investigation‘ is any methodical collection of data. 

This includes interviews, surveys, tests, observations, or other experiments, 

regardless of content, even if it is a pilot study.‖  

A research project is considered to have human subjects if it involves ―a living 

individual about whom an investigator obtains data through intervention or 

interaction with the individual or identifiable private information.‖  

The only exceptions are procedures carried out by students under the 

direction of their instructors and, in the view of the instructor, does not pose 

greater than minimal risk to the human participants, does not create conflicts 

of interest regarding the instructor‘s own research, or does not involve human 

participants who may not be unable to give informed consent.  

Application Procedure—All projects that involve data collection at NSEA must 

be approved by the NSEA IRB regardless of whether the principal investigator 

(i.e. the primary faculty, staff, or student conducting the research) is affiliated 

with NSEA or some other institution. Principal investigators affiliated with NSEA 

who wish to collect data at other institutions must gain IRB approval at NSEA 

and at those institutions.  

 

For application forms, instructions and more information, visit. Please allow a 

minimum of two weeks for your application to be processed and reviewed. 

Only complete applications will be reviewed.  

 

Leave of Absence and Academy Withdrawal  

Students may sometimes find it necessary to interrupt their Academy 

education. When a financial, medical or other situation makes it impossible or 

unwise for students to continue enrollment, they may apply to the Registrar‘s 

Office for a leave of absence or withdrawal for personal reasons.  
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A leave of absence permits students to return to NSEA without applying for 

readmission to the Academy. Leaves will normally be approved for no more 

than two consecutive semesters. If students decide not to return to the 

Academy after a leave of two semesters, they will automatically be 

withdrawn from the Academy and must reapply for admission to return 

thereafter. Students may request an extension of a leave for one additional 

semester in case of extenuating circumstances.  

Students returning from a leave of absence are eligible to participate in pre-

registration.  

For information on refunds in case of leaves or withdrawals, please refer to 

the section on ―Refund Policies‖ in the NSEA Catalogue.  

Involuntary Leave of Absence: When there are indications that a student‘s 

behaviour could result in psychological or physical harm to her/himself or to 

others, prompt and decisive action is in the best interest of everyone. The 

Executive Director and/or the Assistant Executive Directormay place a 

student on involuntary leave of absence for a specified period or until such 

time the danger may be shown to no longer exist. Any student arrested for a 

felony or a misdemeanour involving crimes of violence, dishonesty, or moral 

turpitude may be immediately placed on involuntary leave. The Academy 

shall retain discretion to determine when it would be appropriate for the 

student to return to study.  

 

Missing Student Notification Policy  

Students are encouraged to identify a person to be contacted if it is 

determined that the student has been missing for more than 24 hours, and to 

register that person‘s emergency contact information, confidentially, with the 

Office of Student. If a student is determined to have been missing for 24 

hours, the Academy and/ or Department will, within 24 hours, notify the 

appropriate law enforcement agency, and, if the missing student is under 18 

years of age, and not an emancipated individual, the Academy and/or 

Department will also notify a custodial parent or guardian.  

If amember of the Academy community believes that is missing, it should be 

reported to the Dean of Student Affairs, so that appropriate action can be 

taken.  

Non-Discrimination Policy Statement  

NSEA adheres to both the letter and the spirit of Equal Employment 

Opportunity and Affirmative Action. It does not discriminate on the basis of 

race, colour, creed, religion, national or ethnic origin, sex, gender, age, 

sexual orientation, marital status, pregnancy, disability, medical condition, or 

veteran/ ‗struggle kids‘ status, in the administration of its admission policies, 

educational policies, athletic and other Academy-administered programs, 

and employment policies.  

Notifications  

The Office of Student Affairs considers communication through the student 

NSEA email account to be the official and formal way of contacting students.  
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Protocol for Contacting Local Law Enforcement for Assistance  

1. When a disruptive situation on a campus or campuses reaches a stage 

where a police presence is deemed necessary to restore normal Academy 

operations, the Managing Director, Managing Director‘s designee may seek 

police intervention.  

2. When police intervention is required and arrests ensue, the police assume 

that the Academy will bring trespass or other legally appropriate charges 

against those arrested.  

3. In a non-peaceful situation that poses a threat to public safety, the police 

role is altered. Actions that endanger or threaten to endanger persons or 

property may result in police intervention, arrests and charges even if not 

initiated by Academy officials. Non-peaceful situations may be policed and 

prosecuted without Academy involvement.  

4. When police are called to manage or to intervene in a disruptive or non-

peaceful incident, the situation becomes a police matter. The police will 

determine appropriate action -what steps it is necessary to take and what 

level of force should be used.  

 

Returned Cheque 
If a cheque remitted to pay a student account is returned unpaid, aN$600 returned cheque charge is 

assessed.  

Soliciting  

The Academy does not allow soliciting, promoting, or selling any product or 

service by anyone from outside the Academy unless they have written 

permission from the Office of Student Affairs.  

 

Student Records 

Students at NSEA are assigned the following rights in regard to education 

records maintained by the Academy.  

1. Students have the right to inspect and review education records. 

Education records, which are maintained by offices throughout the 

Academy, are defined as records in any format that directly identify the 

student and are maintained by the various offices of the Academy. Some 

records may be administered by additional privacy laws and regulations that 

supersede this policy and, therefore, may not be available under this policy. 

Requests for the inspection and review of education records must be 

submitted direct to the custodian of the record, following policy and 

procedure of the office in whose custody the record is maintained.  

2. Students have the right to seek to amend education records. Under this 

policy, grades are exempt from this provision. Students with concerns about 

individual grades are referred to the Head of Department (HOD) Office.  

3. Students have the right to have some control over the disclosure of 

information from education records. Students may request that the Academy 

restrict the release of directory information by submitting a written request to 
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the Registrar‘s Office. Such restrictions remain in effect until cancelled in 

writing by the student.  

4. In compliance NSEA has designated the following items of information as 

directory information: name and student user name; local and permanent 

address; local, cell, and permanent phone number; email address; date and 

place of birth; major field of study; dates of attendance; enrollment status; 

certificate, diploma,degrees and awards received; most recent previous 

institution attended; photographs; participation in officially recognised 

activities and sports; and the height and weight of members of athletic 

teams.  

 

Directory information is defined as information that would not generally be 

considered harmful or an invasion of privacy if released. Unless restricted by 

the written request of a student, the Academy may release directory 

information without the prior consent of a student. Directory information 

required for course or classroom participation in courses may not be withheld 

from faculty and students connected with the particular course. Information 

that is not directory information is non-directory information and requires the 

prior written consent of the student for release. Further details and a full 

description of student records privacy is available from the Registrar‘s Office 

and in the Office of Student Affairs. 

 

 

Student Records, Rights of Students  

Right to Inspect: Students have the right to review and inspect all of the 

education records maintained by NSEA.  

Right to Prevent Disclosures: Students have the right to prevent disclosure of 

personally identifiable information contained in their education records to 

third parties and with certain exceptions allowed by law.  

Right to Request Amendment: Students have the right to seek to have 

corrected any parts of an education record which they believe to be 

inaccurate, misleading or otherwise in violation of their rights.  

 

Students with Disabilities  

NSEA complies with applicable state and local law prohibiting discrimination 

against individuals with disabilities.  

Any admitted student, seeking adjustments to his/ her residential and/or 

academic environment or programme based on a physical, psychiatric, 

and/or learning disability, should make arrangements to speak with the 

Associate Dean of Students or his/her designee. The student should submit to 

the Associate Dean of Students recent medical testing, which documents the 

disability, as well as specific recommendations regarding accommodation 

from appropriate medical and/or therapeutic personnel.  

Also of interest to the Associate Dean of Students would be information 

regarding the manner in which the disability was accommodated at the 

student‘s previous academic institutions.  
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Based on the information provided, the Associate Dean of Students will utilise 

the resources available to determine the accommodations for each 

individual.  

Each request is reviewed on a case by case basis. When appropriate, NSEA is 

prepared to modify rooms, provide technological assistance and ask faculty 

to adjust assignment/ examination specifications to meet the needs of 

disabled students. However, the Academy is not prepared to modify 

academic requirements, which are essential components of a NSEAcourse. 

Executive Director                                                             Managing Director 

 

………………………………      

Signature                                                                            Signature 

 

Date:14th November    Date: 14th November 

 

 


