
Guidance notes for Disciplinary regulations 

These guidance notes describe the procedures for all aspects of the disciplinary regulations, 

in order to assist those who wish to use the regulations or have duties as part of the process. 

They do not purport to interpret the regulations and in the event of any conflict between this 

guidance and the regulations the disciplinary regulations take precedence. 

The disciplinary regulations are a six-stage process 

 an assessment either of whether an allegation is frivolous or vexatious ,is appropriate for 
the disciplinary procedure or whether information that comes to the attention of the 
Institute might lead it to make its own allegation (clauses 1-10) 

 

 an investigation of a formal allegation to determine the evidence for and against the 
allegation and make recommendation to Executive Committee (clauses 11-19) 

 

 decision on the allegation by the Executive committee  (clauses 20-24) 
 

 determination of the sanctions by a Sanctions panel (clauses 25-29) 
 

  appeal process (clauses 30-38) 
 

 reporting and review (clauses 39-43) 
 
These guidance notes follow the stages of the procedures and the clauses of the 

regulations. Not all clauses are listed in the guidance as they are self explanatory. 

 
Disciplinary procedure  
 
Raising a complaint under the Disciplinary regulations 
 
Clause 1  
An allegation against an individual member may be brought if the individual was a member 
at the time of the alleged breach. The Disciplinary process will continue even if the individual 
has since ceased to be a member, or ceases to be a member during the process.   
 
Complaints against Registered Organisations are covered by the REGISTER OF 
ORGANISATIONS Guidance and Procedures (July 2012) 
 
Clause 2  
The IfA has the right to nominate an individual to bring a disciplinary complaint against any 
member of the IfA on its behalf if it learns of any potential case from whatever source.  That 
individual should prepare an allegation in line with Clause 3 and will be handled in the same 
way as any other allegations (Clause 4).  
 
Clause 3 
All allegations received against IfA members should be accompanied by a standard 
‘Allegation of improper conduct form’ from the IfA office with supporting evidence and details 
of any attempt to resolve the matter before completing the ‘allegation’ form (see Clause 5). 
 
An allegation should refer to the relevant clauses of the IfA Code of conduct or other by-laws 
which the member has been alleged to have breached. Each alleged breach is an ‘element’ 
of the allegation and each element is assessed separately as part of a whole allegation. 



 
Any allegation of improper conduct should be signed by the complainant; it is not possible to 
bring an anonymous complaint although it may be possible for complainants’ contact details 
not to be made available to the respondent. Allegations may be brought via the committee of 
a Special Interest or Area Group 
 
Clause 5 
For an assessment to be made on the allegation the IfA expects every member who is the 

subject of an allegation to follow the processes in the Disciplinary Regulations. If the 

member does not respond the process will go ahead using the evidence available. 

As part of the allegation process the complainant must provide examples and if possible 

evidence of how they have tried to resolve the matter through discussion (Clause 3). If the 

assessor does not feel that this has been demonstrated or that the matter may be better 

resolved through mediation they can make this determination under Clause 8. 

Clause 6 
All allegations are reported to Council on a quarterly basis. Details of the parties concerned 
are not normally disclosed. 
 
Receipt of an allegation 
All allegations will be appropriately acknowledged by a member of IfA staff 
 
The Chief Executive will be notified of any allegation of misconduct.  If an allegation is made 
against the Chief Executive it will then be referred to the Honorary Chair. 
 
Stage 1 Assessment 
Clause 8 
Assessment is intended primarily to separate out matters that may not best be resolved 
through the disciplinary process.  A not uncommon example would be a dispute of a 
contractual nature that appears not to relate to professional ethics. 
 
The assessor is usually the Standards Compliance Manager unless he/she is in a potentially 
prejudicial position.  
 
Copies of all documentation relating to the case will be kept in the IfA office and each file 
should have a numbered log sheet to track evidence 
 
The assessment should not take up much time as it is a process to assess whether the 
alleged allegation has been completed properly and is relevant to be processed under the 
Disciplinary Regulations.    
 
The assessment may not involve any contact with the individual against whom the complaint 
is made. 
 
The assessor will review the following 

 whether the allegation has been completed correctly  

 whether the allegation received appears to be frivolous or vexatious  

 whether there appears to have been sufficient attempt to resolve any disputes, 
if appropriate before submitting the allegation 

 whether the Disciplinary Regulations are the appropriate procedure to follow, 
which may not be on circumstances such as 

 matters which have already been dealt with by the IfA or are materially 
similar to those which have already been dealt with by the IfA 



 matters which are best considered in an alternative forum 
 disputes about matters of legitimate academic judgement or professional 

opinion 
 contractual disputes  
 

Clause 9 
If the assessor determines to reject the allegation they will notify the complainant of their 
decision within 14 days.  

 
If the assessor determines that the allegation should more appropriately be resolved by 
discussion the assessor will report this to the Chief Executive and contact the complainant 
and respondent accordingly. The allegation can be resubmitted if attempts to advance 
discussion prove fruitless. 
 
If the assessor determines that the Disciplinary Regulations are the appropriate process to 
hear the allegation then the allegation will be investigated as a formal allegation and 
reported to the Chief Executive.  
 
Stage 2 Investigation 
Clause 11 
The appointment of a Disciplinary panel does not indicate that the assessor believes that the 
allegation is true. It is the role of the Disciplinary panel to carry out the full investigation of an 
allegation and recommend one of the following 

 
a. the allegation is inappropriate for the Disciplinary Regulations and reject the 

allegation 
 

b. there is no case to answer 
 
c. there has been no significant breach of the Code of conduct but conduct warrants 

an advisory recommendation 
 
d. that there has been a breach of the code of conduct  

 
Clause 12 
The investigator will be appointed to lead the investigation with the other members of the 
panel advising on matters of archaeology or archaeological practice. 
 
Clause 15 
The Disciplinary panel may agree administrative and procedural matters as seem 
appropriate by telephone, e-mail, fax or correspondence.  
 
The investigator will contact the member against who the allegation is made (the 
respondent) within 28 days of appointment unless exceptional circumstances apply.   
 
Clause 17 
The role of the investigator is to contact all parties to collate all evidence and statements 
concerning the allegation and with the assistance of the specialist advisor to make a 
determination on this evidence. A recommendation will be made on the basis of the 
evidence presented whether the respondent has submitted a reply or not (Clause 5). 
The Disciplinary Panel may that there is insufficient evidence to determine and to hear the 
parties concerned. 
 
Clause 18 



The Disciplinary panel will assess the evidence and statements provided and will make a 
determination of one of the following to be recommended to Executive committee for each 
element of the allegation 
 

a.  the allegation is inappropriate for the Disciplinary regulations and reject the allegation 
 

b.  there is no case to answer (from the evidence provided in support of the allegation) 
 

c. that there has been no breach of the Code of conduct and the allegation should be 
rejected 

 
d.  there has been no significant breach of the Code of conduct but conduct warrants an 

advisory recommendation 
 

e.  that there has been a breach of the Code of conduct  
 
To clarify the difference between clause 18b and 18c 

 18b – no case to answer from the evidence provided in support of the allegation 

 18c – the evidence for the allegation has been disproved by the evidence from the 
respondent 

 
If the Disciplinary panel investigator determines that there is insufficient evidence to 
determine and to hear the parties concerned then both parties will be contacted and offered 
the opportunity to discuss the matter further with the investigator and the specialist advisor. 
The Disciplinary panel will then make their determination. 
 
The Disciplinary panel may at any stage decide to cease or suspend their work due to 
anticipated or actual civil or criminal proceedings, serious illness, or any other 
compassionate ground and report to Executive Committee. 
 
Clause 19 
The Disciplinary panel will report their findings to the Executive committee as a summary 
report with recommendations 

 
 
Clause 22 
Three members of Executive committee must be present to vote on a disciplinary 
recommendation. 
 
Executive committee may review the investigation and raise questions or advise on 
circumstances. 
 
Stage 3 Sanctions 
 
Clause 24 
If Executive committee agrees that a Sanctions panel should be convened to consider 
sanctions the Honorary Chair or nominated deputy will appoint 6 people as outlined in clause 
24. 
 
The Sanctions panel shall be able to act if four or more of the panel is present. A Chair of the 
panel shall be elected at the first meeting, and if the Chair is absent at any subsequent 
meeting then an acting Chair shall be appointed for that meeting only. 
 
A member of IfA staff will be appointed to carry out the administrative duties for the panel 
which will include arranging meeting dates and venues, taking minutes and drafting letters 



 
The Sanctions panel may agree administrative and procedural matters as seem appropriate 
to the members of the panel by telephone, e-mail, fax or correspondence.  
 

Clause 27 
The Sanctions panel will be provided with the investigator’s summary report, the case file, 
and the respondent’s representation to enable them to make one of the following five 
findings on each element of the allegation 
 

a. in the event that there does not appear to have been any significant breach of the 
Code of Conduct, that investigations have revealed opportunities for improvement 
in specified areas, whether the subject of the allegation or not. The finding shall 
make advisory recommendations regarding any potential for improvements or 
redress, eg using the Institute’s arbitration scheme, redoing a piece of work, 
apologising, or making a compensatory payment not exceeding £2000 

 

b. that the Executive Committee should issue a formal reprimand (normally drafted 
by the disciplinary panel) 

 

c. that the Executive Committee should suspend the member against who the 
allegation is made from membership of the Institute for at least one year and no 
more than three years 

 

d. that the Executive Committee should expel the member against who the allegation 
is made from membership of the Institute 

 
Stage 4 Appeals Process 
Clause 30 
Any such appeal must be made in writing to the Council within 28 days of the date of the 
relevant decision, and must state the grounds for the appeal and state the facts or matters 
relied on in support of the appeal. If an allegation and resultant findings consisted of more 
than one part then it must be made clear which part is being appealed against by completing 
an appeal form for each element.  
 
If the grounds of the appeal is Clause 26c then the respondent must state why the 
information was not available at the time of the investigation and if possible provide evidence 
of this. 
The information provided will be used by Council to assess whether an appeal should be 
taken forward and the Appeal panel to make their determination. 
 
Clause 31 
The grounds on which an appeal may be made are that 

a. the determination is flawed because the defined process for considering a 
complaint was not followed 

b. that the determination was wrong in that insufficient weight was given, or 
incorrect conclusions were made from the evidence provided 

c. that  the respondent has acquired new information, which could not have 
been submitted to the investigator during the initial investigation which would 
have been likely to have influenced the decision of Executive committee 

d. that the sanction imposed was excessive in the light of the determination 
 

Clause 32  



Council will assess the merits of the appeal based on the submitted grounds of appeal and 
supporting evidence provided by the respondent. 
 
Clause 35 
Council will determine whether the appeal 
 a. is frivolous or vexatious and reject the appeal 

b. that there is insufficient cause given in the appeal to take the matter further and reject 
the appeal 

c. that there is sufficient cause to set up an appeal panel 
 
 
Clause 36 & 37 
The appeal panel may agree administrative and procedural matters as seem appropriate to 
the members of the panel by telephone, e-mail, fax or correspondence.  
 

The appeal panel may at any stage decide to cease or suspend its work due to anticipated 
or actual civil or criminal proceedings, serious illness, or any other compassionate ground. 
 
There are clear processes for assessing the appeal which are dependent on the grounds on 
which the appeal has been made. 
 

 If the appeal has been made on the grounds of Clause 29a  

“the determination is flawed because the defined process for considering a complaint was 
not followed” 

 
The appeal panel shall review the process carried out in relation to the evidence provided in 
the notice of appeal.  
The appeal panel shall determine either  

a. confirm the finding of Executive committee  (and therefore the subsequent sanction) 
b. rescind the finding of Executive committee  (and therefore the subsequent sanction) 

 
 
If the appeal has been made on the grounds of Clause 29b  

 “that the determination was wrong in that insufficient weight was given, or incorrect 
conclusions were made from the evidence provided” 

 
The appeal panel shall review the evidence provided in the notice of appeal by the 
respondent and if required review any related evidence from the Investigation.  
The appeal panel shall determine either 

a. confirm the finding of Executive committee  (and therefore the subsequent sanction) 
b. rescind the finding of Executive committee  (and therefore the subsequent sanction) 
c. to substitute the finding of Executive committee with another from Clause 15 c, d, or e, 

and to substitute a sanction from  Clause 24 
 

If the appeal has been made on the grounds of Clause 29c  

“that the respondent has acquired new information, which could not have been submitted 
to the investigator during the initial investigation which would have been likely to have 
influenced the decision of Executive committee” 

 
The appeal panel shall assess the evidence provided in the notice of appeal by the 
respondent.   



The Appeal panel shall determine either 
 a. that the new evidence was unlikely to affect the decision by Executive Committee and 
confirm the finding of Executive Committee  
 b. that the new evidence was likely to affect the decision by Executive Committee and 
that the disciplinary process (under a new investigator and specialist advisor) should start 
again from Clause 11 
 
If the appeal has been made on the grounds of Clause 29d  

 “that the sanction imposed was excessive in the light of the determination” 
 
The appeal panel shall assess the evidence provided in the notice of appeal by the 
respondent and if required to make a determination the report from Disciplinary panel. 
 
The Appeal panel shall determine either 
 a. confirm the sanction of the Disciplinary panel 
 b. to substitute the sanction of the Disciplinary panel with another from Clause 22 
 
 
Clause 38 
All Appeal panel decisions are final. 
 
 


