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Introduction  

  

The key priority of the Student Positive Behaviour and Disciplinary Policy is ensuring the safety of all 

students and staff.  The policy aims to encourage positive behaviour and responsibility for learning and 

to ensure that all students are able to study and achieve success, free from disruption. The College is 

preparing students for work and therefore work place behaviours and attitudes are expected from all 

students.  

  

This procedure applies to all students on all programmes including; Study Programmes across all ages 

from Apprenticeships, under 16s, Adult Programmes and Higher Education. University Partner 

Institution procedures will be referred to where necessary.  

  

All our students are entitled to:  

  

• High quality training and education that meets their needs and enables them to enjoy their learning, 
be safe and healthy and make a positive contribution to the College and the wider community;  

  

• Learn in an environment that is conducive to learning and free from interruption and disruption;  

  

• Learn in an environment free from bullying including child on child/peer on peer abuse  which 

includes sexual harassment, sexual violence, prejudice based and discriminatory based bullying;  

  

• Have their voices heard and listened to and know they are being taken seriously and supported to 

be kept safe;  

  

• Know how to report any concerns including the use of the report concern method located on Cloud;  

  

• Learn in a healthy and safe environment.  

  

Our students have an individual and collective responsibility to:  

  

• Come to the College to learn, be fully prepared and work to the best of their ability;  

  

• Be punctual to all timetabled classes and activities, whether on campus or online. This includes 

tutorial, Careers Coaching Programme, English and maths, Digital Skills and industry 

placements/work experience. Days of employment forms part of an apprenticeship programme;  

  

• Achieve 100% attendance;  

  

• Show through their behaviour and their language, respect and consideration for all staff, other 

students and visitors;  

  

• Demonstrate through their behaviour consideration for the health and safety of staff, other students 

and visitors; including for example not spitting, exhibiting good hand hygiene; 

  

• Complete and hand work in that meets the requirements of the course and do this on time;  

  

• Respect resources, equipment and the College environment;  

  

• Never use technology as an instrument for bullying or harassment directed against students and  

staff;  

  

• Always wear and be able to produce a valid College ID badge;   
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• Dress appropriately at all times of the year for the course of study enrolled for;  

  

• Work safely, ensuring that their behaviour does not compromise the safety of others; 

 

• Sign and adhere to the Student Code of Conduct;   

 

Teachers have the responsibility to:  

  

• Respect and value the students they teach;  

  

• Be committed and have high expectations and standards of students’ learning;  

  

• Provide stimulating lessons where students are actively involved;  

  

• Encourage good behaviour and respect for others;  

  

• Prevent all forms of bullying amongst students;   

  

• Keep their students safe;  

  

• Seek support, advice and training about how to promote positive behaviour;  

  

• Keep students and parents (where appropriate) informed of their progress;  

  

• Work as part of a team with other teachers and support staff;  

  

• Understand and adhere to the College Student Disciplinary Procedures.   

  

• Ensure they understand the Education, Health and Care Plans (EHCPs) of the students they teach 

so that any warning issued should be appropriate with support strategies put in place.   

Implementation of the Procedure  

  

The Procedure is divided into 3 sections:  

  

1) Procedures for dealing with student disciplinary under student participation and academic progress 

after the first six weeks.  

  

Student participation and academic progress within the first six weeks of term is underpinned by the 

Positive Behaviour Guidance and Six Week Strategy.   

  

2) Procedures for dealing with student disciplinary under student misconduct  

  

3) Procedures for dealing with student disciplinary under serious and single acts of student misconduct  

  

For students aged under 16, the Student Positive Behaviour and Disciplinary Policy will be implemented 

in liaison with the local authority.  

  

It is vital that at all stages of the disciplinary process, accurate records are maintained and that the 

standard Student Disciplinary letter templates are used.  

  

Depending on the seriousness of misconduct, a student can enter the process at any stage and by-pass 

any formal stage of the disciplinary procedure, escalating the outcome of an investigation to a more 
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serious decision at the recommendation of the investigating officer and the final decision of the relevant 

Faculty Director.  

  

Failure to attend a meeting for any stage of the disciplinary does not necessarily mean it will be 

postponed. If there is no genuine reason for non-attendance, the disciplinary procedure can go ahead 

without the student’s presence. The student will be notified of any decision made.  

 

Section 1: Procedures for dealing with student disciplinary under student participation and 

academic progress after the first six weeks   

  

This procedure should only be used once all normal classroom management measures have been 

exhausted:  

  

1.1  Informal Stage – Strike 1, 2, 3 (Informal Sanction)  

  

A student whose attendance, punctuality or progress fails to meet the required standard will be reported 

to his/her Course Leader or Assessor who will discuss and agree with him/her how the problem will be 

resolved. A sanction of a strike will be issued and added to ProMonitor by the Course Leader or 

Assessor. 

  

At this point the student will receive feedback on the improvements required for attendance, punctuality 

or progress and will be expected to attend attendance awareness sessions where they will be reminded 

of the disciplinary procedure. The student will be issued with a ‘Strike 1’ informal sanction. A fresh start 

agreement should be completed and added to ProMonitor by the Course Leader or Assessor. 

  

 * These improvement targets should be short (no longer than two weeks) and followed up by the Course 

Leader or Assessor. The student then has two further opportunities to improve their attendance, 

punctuality or progress.  If no improvements are made, students can be issued 2 further informal 

sanctions (strike 2 and 3).  At each sanction, a fresh start agreement should be completed and added 

to ProMonitor by the Course Leader or Assessor before continuing to the formal disciplinary procedures.  

 

A student that receives 3 strikes should be informed that they will now need to attend a restorative 

practice meeting with further improvement targets.  If a student does not complete the targets 

successfully within the two week timeframe then they will be placed on a formal disciplinary. Parents 

and employers should be involved from the outset as a duty of care.  This should be recorded on 

ProMonitor and monitored by the Course Leader or Assessor and all relevant parties throughout the 

process.  Any sanctions will be valid for the academic year in which they are issued.  

  
Parents/carer of students under 18s on full time Study Programmes must be informed at every stage 

of any policy.   

  

1.2  Restorative Practice Intervention   

  
If following 3 strikes, a student fails to meet the College’s required standard for attendance, punctuality 

or progress, the Curriculum Manager will hold a restorative practice intervention meeting with the student, 

Course Leader and parents/carers.  The aim of this intervention is to prevent escalation to a formal 

sanction.  In the meeting, another fresh start agreement will be completed with clear improvement targets 

set which will need to be reviewed after two weeks.  This meeting must be recorded on ProMonitor by 

the Curriculum Manager.  A Fresh Start Agreement must be issued and a copy uploaded to ProMonitor 

by the Course Leader or Assessor. 

 

Whilst the strikes aim to address concerns with regards to attendance, punctuality or progress, before 

any formal disciplinary is issued, the student should be given the opportunity to improve their 

performance. 
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1.3  Formal Stage 1 - Verbal Warning and Restorative Practice Intervention  

  

Following the Restorative Practice Intervention meeting, if a student continues to fail to meet the required 

standard, a formal verbal disciplinary will be issued by the Course Leader with time-specified targets for 

improvement (timescale to be no more than 2 weeks). *  
  

At this stage, another Restorative Practice Intervention meeting will be chaired by the Curriculum 

Manager and the student must be informed of the consequences for non-improvement including the 

possibility of withdrawal from the programme.  A new Fresh Start Agreement should be completed and 

added to ProMonitor by the Course Leader or Assessor. 

  

The student’s parents/carers and/or employers (where applicable) will be informed in writing that a 

formal verbal warning and new Fresh Start Agreement have been issued.  

  

Notes for formal verbal warnings will be recorded on ProMonitor by the Course Leader or Assessor.   A 
copy of the Fresh Start Agreement must be uploaded to ProMonitor.  This will be valid for the 
academic year in which they are issued.   

  

* Agreed targets and deadlines for improvement should be recorded on the student’s Individual 

Learning Plan on ProMonitor.  

  

Where a student has an EHCP, the Head of Learning Support should be informed of a verbal warning 

being issued in order to maintain communication with Buckinghamshire Council representatives as 

appropriate.   

  

A letter summarising these arrangements and a copy of the Fresh Start Agreement will be sent to the 

student, the student’s parents/carers and/or employers (where applicable). 

   

1.4  Formal Stage 2 - Written Warning and Restorative Practice Intervention  

  

A student who consistently fails to meet the required standard will be invited to attend a Restorative 

Practice Intervention meeting chaired by the Curriculum Manager; a written warning and a new Fresh 

Start Agreement will be issued. Parents will be invited to attend the meeting. The warning will include a 

summary of the standards not being achieved, the agreed actions and a specified time-scale (timescale 

to be no more than two weeks) within which these improvements should be made. * A follow up 

monitoring and review meeting should be arranged within two weeks of the issue date.  

  

Where a student has an EHCP, the Head of Learning Support should be informed of a written warning 

being issued in order to maintain communication with Buckinghamshire Council representatives as 

appropriate.   

  

A letter summarising these arrangements and a copy of the Fresh Start Agreement will be sent to the 

student, the student’s parents/carers and/or employers (where applicable).  

  

A copy of the written warning and Fresh Start Agreement will be placed on the student’s file and a note 
entered by the Curriculum Manager on ProMonitor. This will be valid for the duration of time the 
student attends College.  

  

1.5  Formal Stage 3 - Final Written Warning  

  

A student who continues to fail to meet the required standard will be invited to a Restorative Practice 

Intervention by the Faculty Director who will issue a final written warning. Parents will be encouraged to 

attend this meeting. The warning will include a summary of the standards not being achieved, the agreed 
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actions and the timescale in which these improvements should be made (timescale to be no more than 

two weeks). * Students should be reminded at the meeting that failure to achieve the improvements 

may lead to withdrawal from the course.  

  

A letter summarising these arrangements will be sent to the student, the student’s parents/carers and/or 

employers (where applicable).  

  

A copy of the final written warning will be placed on the student’s file and a note entered on to the central 

database by the Faculty Director. This will be valid for the duration of time the student attends College.  

  

Where a student has an EHCP, the Head of Learning Support should be informed of a final written 

warning being issued in order to maintain communication with Buckinghamshire Council representatives 

as appropriate.  

  

1.6  Formal Stage 4 - Possible Withdrawal from Course  

  

If, following a final written warning, the student continues to fail to meet the required standard; he/she 

will be interviewed by the Faculty Director and Curriculum Manager for the area and if appropriate, the 

Head of Student Services. Prior to the interview, the Faculty Director should review alternative provision 

to be discussed at the meeting.  A letter will be sent to the parents, carer, or employer (as applicable) 

summarising the reasons for the interview, the possible outcomes of the interview, and encouraging 

them to attend the meeting.     

  

Following the meeting, the Faculty Director may extend the time-scale for improvement* outlined in the 

final formal written warning letter or recommend immediate withdrawal from the course in consultation 

with the Vice Principal for Learning and Quality.  

  

The student, the student’s parents/carers and/or employers (where applicable) will be informed in writing 
of the outcome of the interview.  
  

* Agreed targets and deadlines for improvement should be recorded on the student’s Individual 

Learning Plan on ProMonitor.  

The Principal will be informed immediately of a decision to withdraw a student through the Student 

Positive Behaviour and Disciplinary Policy.  

  

Where a student has an EHCP, the Head of Learning Support should be informed in order to maintain 

communication with Buckinghamshire Council representatives as appropriate. An emergency annual 

review will need to be scheduled by the Senior Educational Health and Care Coordinator.  

  

1.7  Rights and Appeals  

  

A decision to withdraw a student from their course through the Student Positive Behaviour and 

Disciplinary Policy shall be subject to a right of appeal. The student should write to the Vice Principal 

Learning and Quality, within 10 working days of the decision to withdraw from the course, stating the 

reasons for appeal. The Vice Principal will review all evidence submitted during the investigation. The 

Vice Principal will make the final decision as to whether the student will be withdrawn from the course.  

   

1.8  Future and Subsequent Applications  

  

A student who has been withdrawn from a course through the Student Positive Behaviour and 

Disciplinary Policy may apply for a future course at the College, but will be required to be interviewed 

by the Curriculum Manager and Faculty Director prior to any offer being received and may be subject 
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to additional conditions. Any student returning to College will automatically be monitored as ‘At Risk’ 

within the curriculum area.  

  

Section 2: Procedures for dealing with student misconduct  

  

The College has a set of value driven behaviours that it expects students, staff and visitors to adhere to 

at all times. These are:  

  

• Show a high level of courtesy, self-discipline and respect for others  

• Give equal value to all people at the College, whether they are students, staff or visitors  

• Accept personal responsibility for our actions at all times  

• Show respect for others, their beliefs and traditions, way of life and dress  

• Demonstrate honesty and integrity in our dealings with others  

• Show respect for the standards, traditions and the regulations of the College.  

Student misconduct normally occurs when these values are ignored or disregarded. The student 

misconduct disciplinary procedures will be used when a student:  

• Behaves in a way that disrupts any activity or antagonises other members of the College 

community  

• Behaves in a way that disrupts the activity of an employer providing work placement or 

apprenticeship training  

• Damages the property of the College, its staff, students or other users (depending on the severity 

of the damage; offense also could come under section 3)  

• Behaves in an offensive manner towards other College users  

• Fails to disclose any criminal offence  

• Commits a criminal offence whilst a college student  

• Drives without due care and attention whilst on College property  

• Behaves in a way that compromises their and/or others’ health or safety  

• Misuses or fails to produce a valid College ID card  

• Refuses to wear the College lanyard  

• Refuses to remove inappropriate head wear, for example, a hood, beanie hat or non-black durag  

• Fails to adhere to the College’s Smoke Free Site Policy  

• Acts of behaviour that could endanger the health and safety of others including spitting   

  

Incidents dealt with by the duty manager will be referred to the Curriculum Manager via email to follow 

the next stage of the student disciplinary process.  

  

2.1 Formal Stage 1 – Verbal Warning and Restorative Practice Intervention  

  

A student whose conduct fails to meet the required standard will be reported to his/her Course Leader or 

Assessor who will discuss and agree the standards of conduct required. At this stage, the Restorative 

Practice Intervention meeting will be chaired by the Curriculum Manager and the student will be reminded 

of the stages of the Student Disciplinary Procedures and possible consequences including possible 

exclusion from the programme. A follow up monitoring and review meeting should be arranged within 4 

weeks.  

  

The student’s parents/carers, and/or employers (where applicable) will be informed in writing that a formal 

verbal warning and new Fresh Start Agreement have been issued.  

  

Notes for formal verbal warnings will be recorded on ProMonitor by the Course Leader or Assessor. A 
copy of the Fresh Start Agreement must be uploaded to ProMonitor.  This will be valid for the academic 
year in which they are issued.  
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Where a student has an EHCP, the Head of Learning Support should be informed in order to maintain 

communication with Buckinghamshire Council representatives as appropriate.   

  

A letter summarising these arrangements and a copy of the Fresh Start Agreement will be sent to the 
student, the student’s parents/carers, and/or employers (where applicable). 
  

2.2 Formal Stage 2 – Written Warning and Restorative Practice Intervention  

  

A student who consistently fails to meet the required standard will be invited to attend a Restorative 

Practice Intervention meeting chaired by the Curriculum Manager; a written warning and a new Fresh 

Start Agreement will be issued. Parents will be encouraged to attend this meeting. The warning will 

specify the standards of conduct not being achieved with clear timescales for improvement (timescale to 

be no more than two weeks) within which these improvements should be made. * A follow up monitoring 

and review meeting should be arranged within two weeks of the issue date.  

  

Where a student has an EHCP, the Head of Learning Support should be informed in order to maintain 

communication with Buckinghamshire Council representatives as appropriate.   

  

A letter summarising these arrangements and a copy of the Fresh Start Agreement will be sent to the 

student, the student’s parents/carers, and/or employers (where applicable).  

  

A copy of the written warning and Fresh Start Agreement will be placed on the student’s file and a note 

entered by the Curriculum Manager on ProMonitor. This will be valid for the duration of time the student 

attends College.  

  

2.3  Formal Stage 3 – Final Written Warning  

  

A student whose conduct continues to fail to meet the required standard will be interviewed by the Faculty 

Director who will issue a final written warning. Parents/carers will be encouraged to attend the meeting. 

The warning will include a summary of standards not being achieved, the agreed actions and the 

timescale in which improvements should be made (timescale to be no more than four weeks). The student 

should be reminded that failure to improve the required conduct may result in permanent exclusion from 

the College.  

  

Where the student has an EHCP, a letter summarising these arrangements will be sent to the student, 

the student’s parents/carers, and employers (where applicable) and copied to the Head of Learning 

Support.  

  

A copy of the final written warning will be placed on the student’s file and a note entered onto the central 

database by the Faculty Director. This warning will be valid for the duration of time that the student attends 

College.   

  

* Agreed targets and deadlines for improvement should be recorded on the student’s Individual 

Learning Plan on ProMonitor.  

  

 2.4  Formal Stage 4 – Possible Withdrawal from the course   

  

If, following a final written warning, the student’s conduct fails to meet the required standard, he/she will 

be interviewed by the Faculty Director. Prior to the interview, a letter will be sent to the student, the 

student’s parents/carer and/or employer summarising the reasons for interview and encouraging them to 

attend the meeting. Following the interview, the Faculty Director may either extend the timescale for 

improvement or recommend to the Principal a permanent exclusion. The student, the student’s 

parents/carers and/or employers (where applicable) will be informed of the outcome of the interview in 

writing.  
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Where a student has an EHCP, the Head of Learning Support should be informed in order to maintain 

communication with Buckinghamshire Council representatives as appropriate. An emergency annual 

review will need to be scheduled by the senior Educational Health and Care Coordinator. 

  

2.5  Rights and Appeals  

  

A decision to withdraw a student permanently shall be subject to a right of appeal. The student should 

write to the Vice Principal Learning & Quality, within 10 working days of the decision to withdraw, stating 

the reasons for the appeal. The Vice Principal Learning & Quality will review all the evidence submitted 

during the investigation and will make the final decision as to whether the student should be withdrawn. 

The Vice Principal Learning and Quality’s decision will be final.  

  

2.6  Smoking Policy  

  

Any student caught smoking on College premises will have their name and ID number recorded by 

College Security Services. If a student is caught smoking on campus three times (Strike 1, 2, 3) within an 

academic year, this will automatically result in the student being placed on the Formal Stage 1 – Verbal 

Warning of the Student Disciplinary Procedure. If, when challenged about smoking on campus, any 

student resists the challenge or is verbally abusive to any member of the College staff, this will result in 

an automatic Formal Stage 2 – Written Warning.  

  

Section 3: Procedures for dealing with serious student misconduct  

  

Serious misconduct includes but not exhaustive:  

  

• Violence to students, staff or visitors  

• Theft of property  

• Vandalism  

• Threats to students, staff or visitors  

• Racial or sexual harassment  

• Discrimination of any form  

• Bullying or harassment (including peer on child on child/peer on peer abuse, sexual harassment 

and violence, prejudice based and discriminatory bullying and cyber-bullying)  

• Possession of drugs or weapons  

• Alcohol or substance misuse on any premises or activities that come under the responsibility of 

the Buckinghamshire College Group see Substance Abuse Policy  

• Acts of behaviour that could endanger the health and safety of others including deliberately 

spitting or threatening to spit  

• Acts of behaviour that lead to a breach of security including unauthorised opening of fire exits  

• Similar offences that take place outside of College for which a student is arrested and charged  

• Sharing of indecent/inappropriate materials   

 

3.1  Suspension - Misconduct in College  

 

Suspension is only used to ensure the safety of staff and students and implemented when all other 

avenues have been exhausted. 
 

There are three categories of suspension  

 

 Suspension  

 Welfare break on mainstream programmes 

 Welfare break for students with an EHCP/vulnerable students  
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Suspension  

For serious acts of misconduct in College, in the majority of cases, a student will be immediately 

suspended by a member of the Executive Team or Faculty Director, pending an investigation. As a duty 

of care, all parties involved in an incident will be suspended as advised by the member of senior 

management issuing the suspension.  The College may report any incident to the police if required to do 

so. At the time of suspension, the student will be given a fact sheet on suspensions.  

  

Parents/carers of students under the age of 18 will be informed and asked to collect the suspended 

student if available. Any student under 16 will not be allowed to leave the building until collected by a 

parent/carer or a substituted responsible adult as provided by the parent/carer.  

  

The investigation will normally be undertaken by an Executive Director/Faculty Director/Head of 

Department who will interview all relevant parties. As part of the formal investigation, the Safeguarding 

and Prevent Officer must be informed to ensure additional student support needs are considered. The 

student’s parents/carers and/or employers (where applicable) will be informed.  

  

At the time of suspension, the student will have their ID card blocked and be told not to return to the 

College campus until the suspension is lifted, unless they are required to do so as part of the investigation.  

 

The member of the Executive Team or Faculty Director issuing the suspension will inform the EA to the  

Vice Principal Learning and Quality who will in turn inform the Course Leader or Assessor, Curriculum 

Manager and Faculty Director of the action taken. The EA to Vice Principal Learning and Quality will also 

inform Reception/Security, MIS, Safeguarding and Prevent Officers and the Learning Centre Manager 

who will, if notified, temporarily suspend the student’s IT access. The student will not be allowed access 

into the Learning Centres. At the same time, the student will be told that their Course Leader or Assessor 

will send them work to complete.  Whilst under suspension, the student will be treated as a College visitor 

and when attending an interview will be requested to sign in as a visitor.  

  

Following the outcome of the investigation, the student will be interviewed by the relevant Executive or 

Faculty Director for the area who may recommend a formal disciplinary verbal warning, a written warning 

or a final written warning.  At this stage a Restorative Practice Intervention meeting will be recommended 

to all parties involved if appropriate. Parents/carers will be invited to attend the meeting. The warning will 

include a summary of standards not being achieved, the agreed actions and the timescale in which 

improvements should be made. The student should be reminded that failure to improve the required 

conduct may result in withdrawal from the programme or permanent exclusion from the College. The 

student, student’s parents/carers and/or employer (where applicable) will be notified of the outcome of 

the interview.  

  

Where a permanent exclusion is recommended following an investigation, the student will be interviewed 

and a final decision made by the Vice Principal for Learning and Quality.  

  

Students who are permanently excluded are not permitted access to the College as a visitor or to use the 

College’s services.  

  

The Principal will be immediately informed of a decision to exclude a student permanently.  

  

If, following the investigation and final interview, the suspension is lifted with agreed actions and expected 

outcomes, the EA to the Vice Principal Learning and Quality will inform the Curriculum Manager and 

Faculty Director, the Course Leader or Assessor, Reception/Security, MIS, Safeguarding and Prevent 

Officer and the Learning Centre.  

 

A letter summarising these arrangements will be sent to the student, the student’s parents/carers and/or 

employers (where applicable).  
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A copy of the final outcome meeting will be placed on the student’s file and a note entered onto ProMonitor 

by the EA to the Vice Principal Learning and Quality. This warning will be valid for the duration of time 

that the student attends College.  

 

Welfare Break for Mainstream Programmes 

Where there has been an allegation of peer on peer /child on child abuse, a student may be given a 

welfare break of up to two working days by a member of the Executive Team or Faculty Director to allow 

the Curriculum Manager time to carry out a ‘fact-find’ and decide on the next course of action. The next 

steps would be decided by a member of the Executive Team or Faculty Director. 

 

The campus Faculty Director or Executive will inform the student and parent/carer of the incident which 

resulted in a welfare break.  The Curriculum Manager of the area will investigate and gather evidence 

within 2 working days and will liaise with their Faculty Director on the next course of action (suspension, 

formal warning or no further action). 

 

The Faculty Director will contact the parent/carer to inform them of the next steps.  The Faculty Director 

will record the outcome of the welfare break on ProMonitor.   

  

Welfare break for Students with an EHCP/Vulnerable Students 

Where a student has an EHCP or is considered vulnerable, the Curriculum Manager may request that 

the student is granted up to 5 working days ‘welfare break’ whilst a review is undertaken of the ‘triggers’ 

that may have led to the incident. Within those 5 working days, the Faculty Director for the area will 

investigate and submit a risk assessment which will be reviewed with Head of Learning Support and Head 

of Student Services where a managed return to College will be planned.  If an extension of 5 working 

days is needed to ensure the right levels of support can be put in place or that an emergency Annual 

Review is required, this can only be actioned by the Faculty Director of Learning Support in conversation 

with the Vice Principal of Learning and Quality.  A welfare break is not appropriate for acts of serious 

misconduct.  

 

The campus Faculty Director or Executive will inform the student and parent/carer of the incident which 

resulted in a welfare break.  The Faculty Director will discuss the welfare break for Learning Support who 

will inform the local authority. 

 

The Faculty Director will contact the parent/carer to discuss integration back into College, if appropriate.  

The Faculty Director will record the outcome of the welfare break on ProMonitor. 

  

3.2  Suspension – Misconduct resulting in police involvement  

  

For serious acts of misconduct that take place, which result in arrest and charges being made, a student 

will be suspended by a member of the Executive Team or Faculty Director, pending a risk assessment 

and advice from the police. The student’s parents/carers and/or employers (where applicable) will be 

informed at this stage. The risk assessment will be under-taken by the Head of Student Services or 

allocated safeguarding lead who will determine if the health and safety of other students, staff and visitors 

is at risk by the return of the students. The student, student’s parents/carers and/or employer (where 

applicable) will be informed of the findings of the risk assessment.  

  

The risk assessment, with advice from the police will determine one of the following next steps:  

  

• Whether the student should be suspended until the outcome of the Police investigation;  

• If suspension from College pending police investigation is deemed to be the most appropriate 
course of action, the student will be expected to continue to study at home with work provided by 
teaching staff;  

• Whether an independent College investigation should take place once the Police investigation is 

complete.  
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At the time of suspension, the student will have their ID card blocked and be told not to return to the 

College campus until the suspension is lifted, unless they are required to do so to collect or hand-in work.  

  

The member of the Executive Team or Faculty Director issuing the suspension will inform the EA to the  

Vice Principal Learning and Quality who will in turn inform the Course Leader or Assessor, the Curriculum 

Manager and Faculty Director of the action taken. The EA to Vice Principal Learning and Quality will also 

inform Reception/Security, MIS, Safeguarding and Prevent Officer and the Learning Centre Manager who 

will temporarily suspend the student’s IT access and membership of the Learning Centre. At the same 

time, the student will be told that their Course Leader or Assessor will send them work to complete.   

Whilst under suspension, the student will be treated as a College visitor and when attending an interview 

will be requested to sign in as a visitor.  

  

3.3  Permanent Exclusion  

  

If the recommendation of the risk assessment is permanent exclusion, the student will be interviewed by 

the Vice Principal Learning and Quality. Students suspended by any other member of the Executive Team 

or Faculty Director will be interviewed by the Vice Principal Learning and Quality, who may confirm the 

permanent exclusion or issue a final written warning. The student, the student’s parents/carers and/or 

employers (where applicable) will be informed of the outcome of the interview.  

  

The Principal will be informed immediately of a decision to exclude a student permanently.  

  

Students who are permanently excluded are not permitted access to the College as a visitor or to use the 

College’s services.  

  

3.4  Rights and Appeals  

  

A decision to exclude a student permanently shall be subject to a right of appeal. The student should 

write to the Principal, within 10 working days of the decision to exclude, stating the reasons for the appeal. 

The Principal will review all the evidence submitted during the investigation. The Principal will make the 

final decision as to whether the student should be permanently excluded.  

  

3.5  Discretionary Removal Permanent Exclusion Status  

  

The College recognises that circumstances can change; an individual may apply to the Principal to have 

their permanent exclusion status removed. A letter should be written to the Principal outlining the reasons 

and provide evidence for this change in status. The Principal will review all the evidence and interview 

the student. The Principal will make the final decision as to whether the student should be permitted to 

apply to study at the College.  

  

3.6  Student Rights and Responsibilities  

  

• For disciplinary hearings and appeals hearings, students under the age of 18 are expected to be 

accompanied by their parent(s) or appropriate adult (e.g. guardian or carer). For under 16s 

parent/carer will be in attendance  

  

• Students aged 19 and over have the right to be accompanied by a friend or relative  

  

• Students have the right to see any documentation used during disciplinary hearings unless such 
documentation is of a confidential nature. Documentation will be included in the correspondence 
confirming the date of the hearing. If further information becomes available before the hearing, 
the student will be given time to consider it prior to the start of the hearing  

  

• Students have the right to attend a hearing with a member of Student Services team in addition 

to their parent/guardian/carer or representative  
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Parents/Guardians Rights (and sponsoring employers)  

  

• Parents or guardians of students less than 18 years of age (at the commencement of their 
course programme) will be kept informed at all stages of the procedure and have the right to 
attend disciplinary and appeal hearings. The College reserves the right to withhold information 
from parents only on the grounds that such information is likely to affect the safety and 
wellbeing of the young person. Such action must be authorised by the Head of Student 
Services  

  
• For Stage 3 disciplinary meetings, a copy of the invitation letter will be sent to the employer (if 

applicable) 

  

• Sponsoring employers will be kept informed of any disciplinary action, regardless of the age of 

the student and, where appropriate, may be involved as a representative in the disciplinary 

meetings 

  

4. Associated Policies and Procedures  

  

The Student Positive Behaviour and Disciplinary Policy 2022-23 should be read in conjunction with:  

  

• Safeguarding Child Protection and Vulnerable Adults Policy  

• Equality and Diversity Policy  

• Student Anti-bullying Policy  

• Student Substance Abuse Policy (Alcohol, Drugs, Solvents) 

• Social Media Reputational Management Policy 

• Acceptable use of Computing Facilities Policy  

• Academic Misconduct Policy  

• Six Week Strategy  

• Attendance and Engagement Policy and Strategy  

• Student Code of Conduct   

  
5. Equality and Diversity Monitoring  

  

The implementation of the formal stages of the Student Positive Behaviour and Disciplinary Policy will be 

monitored with regard for equality, diversity and inclusion. An annual report will be produced for 

monitoring by the College’s Equality, Diversity and Inclusion group and presented to Corporation.  
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Equality Impact Statement  

  

We have a duty to consider the impact of changes on groups with Protected Characteristics (race, 

disability, age, sexual orientation, religion or belief, gender reassignment, pregnancy and maternity, 

marriage and civil partnership)  

  

  

What are the overall aims of the change? Why 

are you proposing it?  

The aim of this policy is to provide a framework to 
ensure that the policy has the procedures and 
guidelines in place to support all stakeholders  
  

Given the aims of your proposal, what issues 

does your data/information highlight?  

Everybody is included within this policy, and all 
groups are given equal status in regards to their 
needs and provisions  
  

How could the proposed change affect 

positively/negatively on groups with protected 

characteristics?  

This has a positive impact on all groups with 
protected characteristics, as they are ensured equal 
treatment and provision based on their needs. Risk 
assessments may be carried out to ensure that this 
is the case and provisions maybe altered to 
accommodate specific needs  
  

What actions will you take to mitigate any negative 

impact?  

No negative impact to having this policy  

Is there any potential negative impact justified in 

light of wider benefits of the Proposal?  

No negative impact to having this policy  

Recording final decision  This policy requires Executive approval  

Has the policy taken into consideration the 

requirements of GDPR regulations? Are there 

any actions that need addressing, e.g.; data 

sharing agreement; has data consent been 

considered; data retention timescales?  

GDPR regulations have been considered and 

actions comply with data protection requirements.  

  


