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Student Disciplinary Policy and Procedures

Introduction

The policy aims to clarify:

· the behaviour which is unacceptable or inappropriate

· the disciplinary action and appeals procedures.

The policy also aims to ensure that a positive working environment, conducive to learning, for staff and students, is provided and maintained.  The policy will endeavour to ensure consistent, fair and equal treatment for all students when the College Code of Conduct is broken.  

The College acknowledges that the majority of students behave in an exemplary manner.  This policy and procedure is designed to set the highest standards at all times.

Codes of Conduct

The agreements listed below clearly explain the standards of conduct, attendance and performance expected from all students.

· The Student Agreement

· The Learning Agreement

· The Acceptable Use of Computers Agreement

Students agree to abide by these Rules when they enrol at the College.

The Codes of Conduct are applicable at all times whenever students are involved or engaged in College activities irrespective of where those activities take place.

Definitions of Unacceptable Conduct

Gross Misconduct

This means misconduct involving behaviour of a serious nature where for example threats to safety or criminal activity are involved.  Where gross misconduct is alleged, it will result in immediate disciplinary action.  

Examples:

· Bullying and harassment of others, including harassment via electronic means

· Abuse towards, or assault upon, staff, students or members of the public on College grounds, including sexual, racial and verbal abuse

· Misusing, damaging or vandalising College property 

· Theft

· Fraud and falsification of College Records and Data

· Committing any criminal offence while on a College site or during any College activity

· Seriously unruly or disruptive behaviour in a classroom, Common Room, Library, Learning Resource Centre, workshop etc.

· Any activity involving the use of drugs or alcohol.

Other Levels of Misconduct

Misconduct at a lesser level than gross misconduct can occur.  This can be in the form of repetitive minor actions or more serious actions falling short of gross misconduct.

Disciplinary Procedures

There are two separate procedures to cover:

· Inappropriate behaviour which breaches the College’s Codes of Conduct

· Unacceptable Conduct

Inappropriate Behaviour which breaches the College’s Codes of Conduct

It is vital that students who break aspects of the Code of Conduct be dealt with according to the College Disciplinary Policy.

All issues not deemed to be Gross Misconduct should be dealt with by the Subject or Personal Tutor involved and action will take the form of guidance, help or advice in the first instance. If the problem persists, then the more formal arrangements described below will be used.

Attendance and Punctuality

Students with poor or erratic attendance and punctuality must be identified as soon as possible and action needs to be taken EARLY.

Disruptive Behaviour

The Learning Agreement and Student Agreement lay down clear guidelines for standards of behaviour.  There will be an expectation that the Disciplinary Policy will be invoked to deal with disruptive students who persistently breach these standards.

Non-Completion of Assignments/Coursework

Non-completion of assignments etc can lead to dropout and/or non-achievement.  It is important that staff keep students to deadlines by monitoring progress with assignments carefully and taking action at an early stage if there is little evidence of progress.

Outline of Procedure for dealing with Inappropriate Behaviour

The purpose of this procedure is to bring to the student’s attention the fact that their behaviour is unacceptable and to achieve an improvement in attitude and performance.  It is not in anyone’s interest for this procedure to be applied to its conclusion.  However, students should be informed at all times of the stage at which they are currently.  

At each stage all relevant tutors and managers can be alerted to the details recorded on an electronic Referral via the Spotlight system on Alliance.

Cause for Concern: Subject Tutor Action
The Subject Tutor must always address the issue with the student and endeavour to resolve the problem.  The cause for concern and action taken must be recorded on a Spotlight.  The Head of Subject should be consulted where appropriate.  This must be completed before any further action can be taken.  If the student is absent and cannot be contacted by the Subject Tutor, Registry must be asked to telephone the student to discover the reason for the absence and the expected return date.  “Discussions” must ALWAYS be checked before telephoning.  Registry will record the outcome of the telephone call on “Discussions” immediately.

Stage 1 – Formal Warning by Personal Tutor 

If there is no improvement in, for example, attendance, production of work, behaviour etc, then

1.a.
details of repeated or continuing inappropriate behaviour should be recorded as a Stage 1 Referral which is sent to the student’s Personal Tutor and indicates any further action the Subject Tutor has taken.

1.b.
The Personal Tutor and the student meet to identify how the behaviour can be improved and agree specific improvement targets.  The improvement targets are recorded on the Stage 1 Referral. It is the Personal Tutor’s role to discuss progress towards these targets with the student at subsequent tutorials.  If the student is absent the Personal Tutor should contact the parent(s)/guardian by telephone.  It is vital that the Personal Tutor is involved from the outset giving support and guidance.  


It may be appropriate for the Personal Tutor to refer the student to the Learning Mentor, Progression Mentor, the College Counsellor, the Connexions Personal Adviser or Additional Support.

Stage 2 – Written Warning 

2.a.
Persistent inappropriate behaviour should be recorded on a Stage 2 Referral and sent to the Personal Tutor’s Head of Department.  Improvement targets are agreed between the Head of Department and the student, recorded on the Referral and included as a separate paragraph in the standard letter (sent by Mary Reed at the HoD’s request).

2.b.
This written warning about future conduct is issued by the Personal Tutor’s Head of Department.  Parents of all students under 18 will receive a  copy of the written warning and can be  invited into College for an interview at the discretion of the Head of Department or Personal Tutor.  All interested parties will be made aware of the details recorded on the Stage 2 Referral via the Spotlight system.

Stage 3 – Final Written Warning

3.a.
Subsequent persistent or serious inappropriate behaviour should be recorded on a final written 

warning referral which is sent to the Assistant Principal, Student Services who will interview the student and send a copy of the Formal Warning Referral to the parent/guardian.

3.b.
Any subsequent repetition of inappropriate behaviour will result in a Disciplinary Hearing.

Stage 4 – Disciplinary Hearing for Gross Misconduct

A student accused of behaviour deemed to be gross misconduct will be suspended from the College immediately, pending an investigation.  If, on completion of the investigation into the allegation, the College is satisfied that gross misconduct has occurred, appropriate disciplinary action will be taken.  The gravity of the incident and previous disciplinary record, together with any mitigating circumstances will be taken into account.  The outcome may lead to suspension or exclusion.

Suspension or Exclusion

4.a.
In the case of gross misconduct, the Principal is informed by the Assistant Principal, Student Services, of the incident and may suspend the student pending an investigation.  The Principal determines the terms and duration of the suspension and informs the student orally and, as soon as possible, in writing.  Parents/guardians are also informed in writing.

4.b.
The Assistant Principal, Student Services, leads an investigation into the circumstances relating to the 

unacceptable conduct.  The investigation should be completed within five working days.

4.c.
The Assistant Principal will give the student at least seven days’ notice of a Disciplinary Hearing.  

At the hearing the Assistant Principal and the student will have the right to:

(i) be accompanied by a friend, parent(s) or guardian (name and status of student’s “friend” to be communicated at least 48 hours prior to the meeting)

(ii)
produce written evidence

(iii)
call witnesses

(iv)
make an oral statement

Each may be questioned by the other and his/her friend.

4.d.
The Assistant Principal may then, if appropriate, exclude the student from the College.  The student 

and parent/guardian will be informed in writing within seven days of the hearing.  Students have the 

right to appeal.

Appeals Procedure

The student may appeal to the Principal against the Assistant Principal’s decision.  The appeal must be made in writing within seven days of receiving the Assistant Principal’s letter.

The appeal can only be made on the following grounds:

1. There are circumstances or evidence which was not known at the time of the investigation.

2. Unfair discrimination is alleged

3. The procedure was not followed

The Principal will appoint an Appeals Panel who will meet within five working days of the appeal being received.  The Appeals Panel will consist of two members who will be the Principal and an Assistant Principal, other than the Assistant Principal, Student Services.

Process:

1) The student will be invited to attend the Appeals Panel meeting and may be accompanied by a ‘friend’, or parent(s) or guardian

2) The Appeals Panel will review the written appeal together with evidence from the previous investigation

3) The Appeals Panel will either

(i) 
approve the earlier decision or

(ii) 
replace the decision with a more appropriate resolution

4) The decision of the Appeals Panel is final and the student and parent/guardian will be informed, in writing, of the decision within two working days.
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