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1 Introduction

It is essential for the College to create and maintain an atmosphere which is conducive to the academic and social well-being of the College community and to discourage behaviour which will adversely affect this well-being.

1.1 Scope and Purpose

The College is committed to fair, equitable and practical Disciplinary Procedures which at all times will be carried out in a professional manner by the appropriate members of staff.

2 Delegation of Authority

The Principal shall normally delegate responsibility for disciplinary matters to one of the Directors or his/her nominee, who may be required to chair a disciplinary hearing.
2.1 Governance Involvement

The Head of School (HOS) or his/her nominee must be informed of all formal written student disciplinary matters and the Director of Curriculum and Information Services must be informed above STAGE 2. The member of staff presenting the case against the student will be advised by the Director of Curriculum and Information Services or his / her nominee. 
The Director of Curriculum and Information Services shall be responsible for ensuring that Disciplinary Procedures operate equitably throughout the College, that time limits set for Disciplinary Procedures are followed and that no arbitrary local variations exist which may lead to unfair treatment of any individual.
3 Suspension 

Definition of Suspension:  
Suspension is a precautionary measure which is used to remove a student from the College premises and activities so that an investigation can take place without prejudice. Suspension is not a disciplinary sanction and will be invoked only where it is considered essential to do so.
Only the Principal has the authority to suspend a student but this task will normally be delegated to one of the Directors.
Suspension will allow time to ensure full and appropriate investigation of the allegations, such investigations will be conducted as quickly as possible.
The formal notification of suspension and the exact and entire reasons, including an explanation will normally be given to the individual student in the presence of a person of his/her choice who must a parental guardians (for those students under 18) or a friend, or the College SU representative (for those over 18). At the same time the student will be told that the decision will be reviewed, in the first instance by the Director of Curriculum and Information Services (or his/her nominee) within five (5) working days, and thereafter at four (4) weekly intervals. Written confirmation from the Director of Curriculum and Information Services (or his/her nominee) will be sent within three (3) working days of the suspension meeting.
The student will have the right to make written representations which will be taken into account when the suspension is being reviewed.
No discussion of the detail of potential disciplinary allegations will occur at the time of suspension.
The fact of suspension shall not be taken into account by any subsequent disciplinary hearing.
NOTE
(i) 'Suspension' means total removal from all College premises and activities.
(ii) Wherever possible, subject to the safety and welfare of other students and staff, arrangements will be made to minimise the disruption to the student's programme of study, e.g. as far as possible arrangements will be made to allow suspended student to complete outstanding academic work and sit examinations.
(iii) An order of suspension may include a requirement that the student should have no contact of any kind with a named person or persons.
4 Exclusion

Definition of Exclusion:

A student may be excluded from the College if his/her behaviour is deemed to be serious enough (level 4) that they cannot continue in their programme of studies. The recommendation from the HOS will state the duration of the exclusion order.  This may vary from one week up to the remainder of the academic year or beyond. After the expulsion has expired the student may return and enrol on a programme of study at the College. 

Only the Principal has the authority to exclude a student but this task will normally be delegated to one of the Directors..
There may be a number of pre-conditions attached to the exclusion order such as successful completion of an anger management course. Exclusion will allow time to ensure full compliance with any pre-conditions.
The formal notification of exclusion and the exact and entire reasons, including an explanation will normally be given to the individual student in the presence of a person of his/her choice who must a parental guardians (for those students under 18) or a friend, or the College SU representative (for those over 18). Written confirmation from one of the Directors will be sent within three (3) working days of the exclusion meeting.
The student will have the right to make written representations which will be taken into account when the exclusion is being reviewed.
5 Explusion

Definition of Explusion:

A student may be expelled from the College if his/her behaviour is deemed to be very serious (level 4) such that they cannot continue in their programme of studies and are unsuitable to enrol on any other College provision for the foreseeable future or for life. The recommendation from the HOS will state the duration of the explusion order.  This may vary from one year to life. In the case where an expulsion is not for life the student may return and enrol on a programme of study at the College after the specified time has expired. 

Only the Principal has the authority to expel a student but this task will normally be delegated to one of the Directors.
There may be a number of pre-conditions attached to the explusion order such as successful completion of an anger management course. Explusion will allow time to ensure full compliance with any pre-conditions.
The formal notification of explusion and the exact and entire reasons, including an explanation will normally be given to the individual student in the presence of a person of his/her choice who must a parental guardians (for those students under 18) or a friend, or the College SU representative (for those over 18). Written confirmation from one of the Directors will be sent within three (3) working days of the disciplinary meeting.
6 The Disciplinary Process
6.1 Notification of Misconduct

Any student(s) subject to disciplinary procedure shall be entitled to:-
· A clear statement in writing from the Director of Curriculum and Information Services (or his/her nominee) of the alleged misconduct;
· Be advised by the Director of Curriculum and Information Services (or his/her nominee) of his/her right to arrange representation;
· The opportunity to make representations (orally and in writing);
· Be accompanied and represented by a person of his/her choice (who may be a representative from the College SU, any student 18 and under the parent / guardian will be contacted and invited to attend. 

The Chair of the Disciplinary Committee must be informed by the student or his / her representative at least 24hrs in advance of the disciplinary hearing who is attending as their representative.
NOTE
A student who is subject to disciplinary action has the right to make representations (orally and in writing) and to be accompanied and represented by a person of his/her choice at STAGE 2 and above of the procedure but must make his/her own arrangements in this matter.
6.2 Notice of Disciplinary Hearing

A student against whom an allegation of misconduct has been made shall receive at least five (5) working days written notice of the disciplinary hearing.
6.3 Composition of Disciplinary Hearings

In normal circumstances disciplinary hearings will involve the staff identified in Appendix A, and will involve an appropriate member of the College, with full delegated authority as designated by the Director of Curriculum and Information Services. At STAGE 3 and above disciplinary hearings will be held bi-weekly and will be chaired by a Head of School. At STAGE 4 a disciplinary hearing will be held monthly and will be chaired by the Principal or his nominee from SMT. The outcome of the Disciplinary Hearing will reported to the Director of Curriculum and Information Services.
Staff involved in a Disciplinary Hearing is outlined in APPENDIX 1 
Disciplinary Hearing Protocol is in APPENDIX 2.
NOTE
(i) If the student against whom the allegation is made chooses not to attend, the hearing may, at the discretion of the Chair, continue in his/her absence.
 (ii) Witnesses may also be called by either party and/or the Chair as appropriate.
(iii) It is not necessary to convene a disciplinary hearing in order to issue an oral warning.
7 Outcomes

7.1 Minor Infringements  
If the College decides in its discretion, it may not always be necessary to convene a Disciplinary Hearing for minor infringements of the College’s code of conduct if there is no dispute as to the facts. In such an event the appropriate Coordinator/Training Support Officer (TSO) member could:- 
· dismiss the case or otherwise take no further action and/or
· warn/counsel the student informally 
7.2 Stage 1 or Stage 2 Formal Warnings
In instances other than minor breaches of the College code of conduct, the issuing of a Stage 1 or Stage 2 Formal Warning may be appropriate.
Normally the Stage 1 or Stage 2 Formal Warning shall be effective for 3 months (the Warning Period) unless otherwise stated at the time of issue. 
If the decision of the Chair is that a Stage 1 or Stage 2 Formal Warning is appropriate, notification of the decision will be given to the student at the hearing and the notice itself will be sent to the student by the AHOS / Co-coordinator / TO Administrator (or his/her nominee) normally within three (3) working days of the hearing. The co-coordinator will also retain for FT students and substantial PT students on file on the E-ISLA a note of the written warning until the Written Warning Period has expired. All other PT students warning records will be held on file in the School Support Office’s.
7.3 Stage 3 – Formal Warning

In instances of a serious breach of College rules it may be appropriate for a stage 3 formal warning to be used without prior warnings; otherwise:-
If during the currency of a Stage 1-2 Formal Warning a student commits a further disciplinary offence, a Stage 3 Formal  Warning may be issued (after a disciplinary hearing).
Unless the College decides otherwise a Stage 3 Formal Warning shall normally be effective for 6 months (the Warning Period) and further breach(es) during this period may lead to STAGE 4 exclusion or expulsion (after a disciplinary hearing). 
If the decision of the HOS / AHOT is that a Stage 3 Formal  Warning is appropriate, notification of the decision will be given to the student at the hearing and the notice itself will be sent to the student by the HOS / AHOT (or his/her nominee) normally within three (3) working days of the hearing. The HOS / AHOT will also retain for FT students and substantial PT students on file on the E-ISLA a note of the Stage 3 Formal Warning until the Warning Period has expired. All other PT students Stage 3 Formal Warning records will be held on file in the School Support Office’s.
7.4 Other Penalties

In addition to, or in substitution for, any formal warning a disciplinary hearing may impose one or more of the following penalties:-
· that the student gives a written undertaking as to his/her subsequent conduct within the College;
· that the student gives a written or verbal apology;
· that the student pays for any damage to property he/she has caused, or recompenses the College for any loss it may have suffered or for any costs incurred directly or indirectly from the student's misconduct;
· a fine up to a maximum of £100;
· withdrawal of privileges, e.g. exclusion from the College services, Learning Resources Centre or computer network, or such other sanction which the College considers appropriate.
7.5 Stage 4 - Expulsion / Exclusion for Gross Misconduct

The Principal or his/her nominee may exclude or expel any student because of the gross misconduct of that student. 
7.6 Other Expulsions / Exclusions
In certain circumstances the decision to expel may be the outcome of an unsatisfactory disciplinary record over a period of time, in which no individual incident warrants immediate expulsion. In such cases the formal warning procedure will have been followed. An offence during the currency of a final written warning may lead to expulsion.
7.7 Notice to the Board of Governors

Any expulsion / exclusion shall be reported by the Principal to the Board of Governors at the next meeting of the Board following the expulsion.
8 Appeals
A student against whom disciplinary action has been taken shall have the right of appeal. 
8.1 Appeal other than against expulsion / exclusion  - STAGE 1-3
The appeal shall be heard by the representatives as indicated for each STAGE 1-3, or his/her nominee who shall not have been involved in the original hearing.
· STAGE 1 will be heard by the AHOS/TO Administrator
· STAGE 2 will be heard by the HOS/Assistant Head of Training (TO)

· STAGE 3 will be heard by the Principal/Director of Curriculum and Information Services
The request for such an appeal shall be made in writing, giving full supporting evidence, to the Director of Curriculum and Information Services within five working days of receipt of the decision, and stating the grounds for appeal.
8.2 Appeal against expulsion / exclusion – STAGE 4
Where a student has been notified of a decision to expel / exclude the individual will have a right of appeal to the Principal. 
The request for such an appeal shall be made in writing, giving full supporting evidence, to the Principal within five working days of receipt of the decision and giving the grounds for appeal. 
The Principal will normally chair a Disciplinary Appeals Committee consisting of the following members who will have no connection with, or prior knowledge of the case:
· The Principal

· A Director other than the Director who confirmed the original expulsion order
· A Head of school other that the Head of School who was involved in the original disciplinary hearing
In these circumstances, the expulsion / exclusion shall not be confirmed until the appeal has been determined, but the student will be suspended from the College until the appeal has been determined.
Normally appeals will be heard within 28 working days of being lodged, unless varied by mutual agreement.
After consideration of the appeal the Disciplinary Appeals Committee shall annul or confirm the decision.
The decision of the Board of Governors via its Disciplinary Appeals Committee shall be final and the student and the Principal shall be notified in writing of the decision and the grounds, by the Chair of the Disciplinary Appeals panel within five working days of the decision.
8.3 Re-admission after expulsion / exclusion
Any student expelled /excluded from the College following a disciplinary hearing and who wishes to reapply to the College must disclose that information to the Director of Curriculum and Information Services for the programme for which he/she wishes to apply. The Director of Curriculum and Information Services will decide in each case whether the student may be re-admitted and will immediately report the decision to the HOS. Failure of the applicant to disclose such information shall constitute gross misconduct. 
9 Records

Notes (not verbatim minutes) will be taken at all relevant stages of the disciplinary process. The Director of Curriculum and Information Services (or his/her nominee) will make these available to all parties, if requested.
All files relating to an individual student's disciplinary process will be held by the Director of Curriculum and Information Services for the Disciplinary Sanction Period during which time they will form part of the student's record. Following expiry of the Disciplinary Sanction Period the files may be archived but will no longer form part of the student's extant record.
10  Criminal Offences

When a student is alleged to have behaved in such a way that, if proved in a court of law, he/she would have committed a criminal offence capable of attracting a custodial sentence and if the College considers that the matter should not be dealt with under its Disciplinary Procedures but should be referred to the Police then, in those circumstances, the allegations shall not be considered any further by the College, even if the student and/or the complainant expresses a strong preference for the matter to be dealt with internally.

When a student is alleged to have committed a criminal offence and the matter is in the hands of the police, the College taking account of the particular circumstances, may decide to suspend/ exclude the student, pending the outcome of the police investigations.
Following the imposition of a penalty by the court, the College will give careful consideration as to whether or not it is appropriate or necessary to initiate disciplinary proceedings in these circumstances in order to reach a decision on any appropriate disciplinary action.
11  Illness

In cases where illness is perceived to be the cause of behaviour which would normally warrant Disciplinary Procedures to be invoked, the College has the right to exclude/suspend the student until such time as it is satisfied that he/she is fit to resume his/her studies. In these circumstances the College will normally require that medical evidence is presented confirming that the student is fit to return. The College will reserve the right to continue the disciplinary process.
12  Notes

(i) Any periods referred to in this Policy shall not include the day from which the period is said to run.
(ii) If in any case it has not been possible (for whatever reason) to comply fully with this Policy, then provided that both sides in the case are aware of the non-compliance and are nonetheless willing for the procedure to continue then such non-compliance shall not invalidate the decision reached.
(iii) These Disciplinary Procedures shall from time to time be subject to review in the light of operating experience and/or changing circumstances.
(iv) The disciplinary process, once entered into, is confidential to all parties. Therefore, it is essential that any individuals involved in the process respect this paramount need for confidentiality. Breaches of such confidentiality may amount to gross misconduct which would lead to disciplinary action being taken.
APPENDIX 1 – DISCIPLINARY FORMAL WARNINGS STAGES 1-4

· Associated level of formal warning and examples of behaviour (the list is not exhaustive). 

· Repeated misconduct will result in a student moving through the levels sequentially. 
· Students/ trainee may be placed at any level dependant in light of the full circumstances pertaining and judgement which will rest with the College . 
	Disciplinary level 
	Staff responsible for issuing warning 
	Investigator
	Exemplars of misconduct , pertinent to level  

	Formal Warning 1

Disciplinary Stage  1
	Coordinator/ Training Support Officer (TSO)
	Lecturer/ Coordinator/ TSO / SERC Extra Support
	· Repeated absence / lack of Punctuality

· Examination offences, as defined in the College Assessment Regulations
· Refusing to follow Staff instructions

	Formal Warning 2

Disciplinary Stage  2


	Ass HOS/ TO Administrator
	Coordinator/ TSO / SERC Extra Support
	· Regular unacceptable language to staff

· Examination offences, as defined in the College Assessment Regulations
· Discrimination  (racial, religious, gender,  learning disability or sexual nature)

	Formal Warning  3

Disciplinary Stage  3


	HOS/ Assistant Head of Training (TO)
	Coordinator/ TSO/TO Administrator / SERC Extra Support

	· Aggressive behaviour or body language

· Smoking within the buildings

· Examination offences, as defined in the College Assessment Regulations
· Discrimination (racial, religious, gender,  learning disability or sexual nature)

	Exclusion or
Expulsion 

Disciplinary Stage 4
	Director
	Coordinator/ TSO/TO Administrator / SERC Extra Support

	· Violent, indecent, disorderly, threatening or offensive behaviour or language whilst on the College premises or whilst engaged in any College activity
· Action which causes injury or impairs safety on the college  premises
· Theft or damage to the College property, caused intentionally or recklessly
· Criminal offences where these offences involve other members of the College or directly affect the interests of the College
· Misuse or unauthorised use of the College premises or items of property, including computer misuse
· Behaviour which brings, or may bring, the College into disrepute
· Examination offences, as defined in the College Assessment Regulations


APPENDIX 2 - Disciplinary Hearings: Protocol

1. The Disciplinary Panel will consist of the Chair and Adviser. It is this panel only which will reach a decision, having heard both sides.
2. The Chair will explain the purpose of the hearing and the extent of his/her delegated powers in taking decisions on behalf of the College, the disciplinary sanctions which are a possible outcome to the hearing, and his/her right, where appropriate, to refer the hearing to a higher authority.
3. The Chair will ascertain the names and roles of all present and confirm the names of the witnesses (if any) which either party proposes to call in support of their case. The Chair will confirm who is to be the spokesperson for the student (him/herself or a representative) throughout the hearing. Where appropriate the Chair will confirm, for the record, that a student has chosen not to be represented by a friend or representative or that a representative is to speak on behalf of an individual in his/her absence. In certain instances, the hearing will proceed in the absence of both the student and his/her representative. Where this occurs, it will be confirmed and explained for the record.
4. The allegation(s) against the student will be read out by the Chair.
5. Following this the case against the student will be made by the relevant member of staff, calling witnesses or written evidence from witnesses, as appropriate. The person(s) providing written evidence should normally be available to answer questions if required.
6. The student (or representative) may then ask the person presenting the case and/or witnesses questions at appropriate stages. The Chair may ask questions for clarification at appropriate stages.
7. The student (or representative) may then put his/her case and the person presenting the case against the student may then ask questions at appropriate stages. The Chair may ask questions for clarification at appropriate stages.
8. The Chair will invite the person presenting the case against the student to sum up.
9. The Chair will invite the student (or representative) to sum up.
10. When the Chair is satisfied that all relevant information has been submitted everyone, except the Chair and Adviser, will withdraw from the room to allow the panel to consider the case put by both sides.
11. If the Chair is of the mind that the disciplinary action which may be required is beyond his/her delegated powers, the hearing will be adjourned and reconvened with the appropriate authority in the Chair.
12. The Chair will announce the decision to the person presenting the case against the student and the student (and representative, if present). This will also be communicated in writing to all participants. In the event of a sanction being taken, the student will be informed of his/her right to appeal.
13. Alternatively the person presenting the case and the student (and representative) will be told when the decision will be given.
APPENDIX 3 –Warning Letters

STAGE 1 - FORMAL WARNING

	                Name of Trainee/Student


	                            Course

	This is to confirm that a STAGE  1 FORMAL WARNING was given to you on ________________ 

and has been noted on your record. This warning was in respect of:   

It is hoped that there will be no need for further action, but if there is not an immediate and sustained improvement in your conduct/performance you will receive a further warning or other action as detailed in the disciplinary procedures. 

If your conduct/performance remains satisfactory over the next 3 months as required the copy of this warning will be removed from your record at your request.

If you disagree and wish to appeal you may to do so by writing to the Director of Curriculum and Information Services, in accordance with the Appeals procedure.



	Actions Agreed:



	I acknowledge receipt of this warning given to me on and understand its implications.

Signed ___________________________________________     Date____________________ 
STUDENT / TRAINEE

	Signed _____________________________________________  Date_________________                                
College REPRESENTATIVE


STAGE 2- FORMAL WARNING

	                Name of Trainee/Student


	                            Course

	This is to confirm that a STAGE 2 FORMAL WARNING was given to you on ________________ 

and has been noted on your record. This warning was in respect of:   

It is hoped that there will be no need for further action, but if there is not an immediate and sustained improvement in your conduct/performance you will receive a further warning or other action as detailed in the disciplinary procedures. 

If your conduct/performance remains satisfactory over the next 6 months as required the copy of this warning will be removed from your record at your request.

If you disagree and wish to appeal you may to do so by writing to the Director of Curriculum and Information Services, in accordance with the Appeals procedure..



	Actions Agreed:



	I acknowledge receipt of this warning given to me on and understand its implications.

Signed ___________________________________________     Date____________________ 
STUDENT / TRAINEE

	Signed _____________________________________________  Date_________________                                
COLLEGE REPRESENTATIVE


STAGE 3 - FORMAL WARNING

	                Name of Trainee/Student


	                            Course

	This is to confirm that a STAGE  3 FORMAL WARNING was given to you on ________________ 

and has been noted on your record. This warning was in respect of:   

It is hoped that there will be no need for further action, but if there is not an immediate and sustained improvement in your conduct/performance you will receive a further warning or other action as detailed in the disciplinary procedures. 

If your conduct/performance remains satisfactory over the next 6 months as required the copy of this warning will be removed from your record at your request.

If you disagree and wish to appeal you may to do so by writing to the Director of Curriculum and Information Services, in accordance with the Appeals procedure..



	Actions Agreed:



	I acknowledge receipt of this warning given to me on and understand its implications.

Signed ___________________________________________     Date____________________ 
STUDENT / TRAINEE

	Signed _____________________________________________  Date_________________                                
COLLEGE REPRESENTATIVE


STAGE 4 -  EXPULSION / EXCLUSION LETTER 
(All students except Training Organisation students)
Dear

I regret to inform you that it has become necessary to EXPEL/EXCLUDE (delete as appropriate) you with effect from

_____________________________________  due to:  
                            Date  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________
_______________________________________________________________  

_______________________________________________________________
If you disagree and wish to appeal you may to do so by writing to the Principal within 5 working days of the issue of this letter, in accordance with the Appeals procedure.

Yours sincerely

_______________________

STAGE 4 -  EXPULSION / EXCLUSION LETTER 
(Training Organisation students only)
Dear

I regret to inform you that it has become necessary to end your period of training at:

………………………………………………………………………………………………

with effect from …………………………………… due to……………………………...

………………………………………………………………………………………………

………………………………………………………………………………………………

Because of this you will not be permitted to re-enter training under Training for Success until a period of 8 weeks has elapsed since your last day of training. If, at that stage, you are eligible to rejoin and wish to do so, you will be required to sign an undertaking that you will abide by the normal code of conduct and attendance stipulated by the Training Organisation.

You have a right to appeal against this decision. If you wish to do so, you should write to the local JobCentre/Jobs & Benefits Office Manager stating the full grounds of your appeal.

Your appeal must be received within 21 days of issue of this letter.

I have arranged for you to see a Careers officer at  ……………………………..…
on ………………………………… at ………………. am / pm

Alternatively you may wish to appeal directly to the College Principal and Chief Executive. If you wish to do so, you should write to the Principal’s Personal Assistant within 5 days of the issue of this letter so that an appointment can be made to discuss the matter.

Yours sincerely

___________________________

STUDENT CODE OF CONDUCT THAT THEY SIGN UP TO
My Code of Conduct

As a student / Trainee of SERC – l will
1. I understand that I must conduct myself at all times in a manner which demonstrates respect for the College, its staff, fellow students and property. I understand that serious breaches of my code could amount to gross misconduct which may lead to expulsion / suspension or termination from the College.

2. Examples of gross misconduct include :-
2.1 Violent, indecent, disorderly, threatening or offensive behaviour or language whilst on the College premises or whilst engaged in any College activity. 
2.2 I will not carry out any action to cause injury or impair safety on the College premises.

2.3 I understand that I will not cause Theft or damage to College property, or the property of other members of the College community, intentionally or recklessly. 

2.4 Criminal offences where these offences involve other members of the College or directly affect the interests of the College. 

2.5 Misuse or unauthorised use of College premises or items of property, including computer misuse 

2.6 Disruption or improper interference with the academic or administrative processes of the College.

2.7 Examination offences, as defined in the College Assessment Regulations.

2.8 Breaches of the College’s Equal Opportunities Policy in respect of other members of the College, or any person engaged in College business.

2.9 Failure to comply with a previously imposed penalty under this code.

2.10 Behaviour which brings, or may bring, the College into disrepute.
3. The above list is not exhaustive nor will any example necessarily constitute gross misconduct. Judgement as to whether an instance of gross misconduct has occurred will rest with the College with each case being decided in the light of the full circumstances pertaining.
SERC STUDENT / TRAINEE
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