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[image: ]STUDENT DISCIPLINARY PROCEDURES
REVISION HISTORY
INTRODUCTION
The purpose of Hull College’s Disciplinary Procedure is to help and encourage all students to achieve and maintain acceptable standards of conduct, attendance and performance and to ensure consistent and fair treatment for all in relation
to disciplinary action taken in response to allegations of unacceptable conduct, attendance and performance.
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· This document sets out the code of conduct to which all college students are expected to adhere in return for being provided with high quality teaching and learning and the opportunity to achieve qualifications. The code applies to academic matters [such as attendance and submission of work] and to matters relating to conduct. It sets out the procedures to be followed when the code of conduct is breached.

· Breach of the code of conduct may lead to disciplinary action being taken and repeated breaches or a single gross breach may result in a learner being suspended or excluded from the college. This code applies to all students at the college whether they study full time, part time or apprentices (college own
and subcontracted) and applies at all locations, including college trips and work placements.

The procedure is based on the following principles:
· Complaints of student misconduct should, wherever possible, be dealt with informally by consultation between the student(s) and the appropriate staff concerned. The formal procedure should only be invoked where informal action has failed, or the misconduct is of a serious nature to warrant direct access to the formal route.
· The primary purpose of the disciplinary procedure is to help the student rather than impose sanctions.
· The procedure should work as quickly as possible, consistent with a thorough investigation of the circumstances of the case. Students will be given an opportunity to explain their conduct before disciplinary action is invoked.
· Students will be informed of, and provided with a copy of the disciplinary procedure when the formal procedure is invoked.
· Written records are to be compiled and maintained at each stage of the proceedings.
· Where a student is under the age of eighteen years copies of all correspondence, originating from the college will be sent to the parents or guardians.
· Where a student is studying at the college via a training provider, or employer, then all copies of correspondence, originating from the college will be sent to the training provider or employer.
· Students will have the right of appeal against action up to and including exclusion

CODE OF CONDUCT	GROSS MISCONDUCT
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This code will be issued to all students at the start of their course and is applicable at all times whenever the students are engaged in college activities irrespective of where they take place.
Failure to observe the code may result in disciplinary action being taken.

Students are expected:
· To wear their ID Lanyards at all times and present them when required by any member of staff
· To behave in a courteous, considerate and respectful manner towards all members of the college community.
· To behave in a way that does not endanger themselves or others, observing the college’s Health and Safety Policy.
· To attend all classes punctually and notify the college of reasons for non-attendance in advance or on the day of absence if this is not possible.
· For apprentices to notify their employer if they are unable to attend college on their day release.
· To comply with course requirements in terms of wearing uniforms, PPE or other required standards of professional dress, submitting coursework and homework to meet deadlines and required standards.
· To behave in an appropriate manner in all college environments and on trips and visits etc [including buses].
· To not eat in any learning environments and the only drink permitted is water.
· To refrain from using offensive and abusive language to others.
· Not to litter, spit or be overly noisy.
· To respect college property.
· To refrain from inappropriate use of computer and electronic equipment and comply with computer network policy.
· Not to attend college while under the influence of alcohol or drugs, and not to bring them onto college property.
· To adhere to British Values. (Democracy, The Rule of Law, individual liberty, mutual respect, tolerance of those of different faiths and beliefs)
· To behave as above when on work placement, trip, visit, residential or on an apprenticeship.

Any major breach of the code could be deemed gross misconduct. Gross misconduct will result in temporary or permanent exclusion it is a serious breach of college rules and Examples include:

· Deliberate damage to property/resources
· Theft and fraud
· Misuse of computer network
· Criminal activities affecting the college or other students
· Abuse towards, or assault upon, staff, students or members of the public on college grounds, including sexual and racial abuse
· Promoting radical and/or extremist views
· Activities bringing the college into disrepute
· Instances of violence, bullying or harassment, including via electronic mail
· Substance abuse related offences
· Reckless driving
· Seriously disruptive behaviour
· Refusal to show ID to a member of college staff when requested
· Non-payment of fees due to the college.
· Evidence of significant risk of gross misconduct relating to matters inside or outside college may lead to temporary or permanent suspension or exclusion on a preventative basis.

Hull college will permanently exclude when the following occurs:
Acts of violence, racism, sexual harassment, sexual assault, possession of controlled substances with the intent to sell and hate crime.

DISCIPLINARY PROCEDURE
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The disciplinary process at the college will consist of the following formal stages: Failure to observe the code may result in disciplinary action being taken.
For a minor breach of college regulations, a verbal warning may be considered sufficient. If so, it should be delivered in private by the student’s Course Leader / Tutor. The student will be told why their behaviour does not meet an acceptable standard and made aware of what they have to do in order to meet that standard.
Such issues as disruptive behaviour in the classroom, persistent unexplained absence (see attendance policy), repeated failure to carry a college identity card may need to be dealt with in this way. A record is uploaded onto Pro Monitor.

Stage 1 - Written warning
If a student’s behaviour or performance does not meet acceptable standards, his/ her teacher and/or leaders and managers will arrange to meet with the student to discuss the action required for improvement and any support needed. The student will be given a formal warning. The student will be informed of the improvement required and the timescales to improve by.
This will be confirmed in writing in the students’ eILP and the letter will be sent to parents, guardian and/or carer (if under the age of 18). It will warn that the next Stage (Stage 2) will be invoked if there is no satisfactory improvement. Possible reasons for a Stage 1 Disciplinary could include the following minor misconduct:
· Poor attendance
· Poor punctuality
· Poor work rate
· Repeated failure to submit work
· Minor academic misconduct
· Disruption of learning
· Use of offensive language
It is not intended that students will be issued with multiple Stage 1 warnings for different matters of minor misconduct. Such matters will affect the student’s ability to achieve and will contribute to the overall performance of the student. Therefore, if a student has been issued with a Stage 1 Warning previously during their time at the College, any further issue will automatically escalate to a Stage 2.

Stage 2 - Second written warning
If there is a more serious cause for concern or is a student fails to respond positively to the Stage 1 warning from the teacher or manager, a second formal warning will be given to the student by the Head of Institute.
The Head of Institute will arrange a meeting with the student who will be advised of the improvement required and the timescales to improve by. This will be confirmed in writing and the letter will be sent to the student’s parents, employers, guardian or carer (if under the age of 18). It will warn that the next Stage (Stage 3) will be invoked if there is no satisfactory improvement within the given timescale.

Stage 3 - Final written warning
A final written warning will be given by the Assistant Principal/ Executive Director of learner Services when either:
· Stage 2 has been invoked and there is no improvement within the given timescales; or
· The breach of college discipline is serious enough to warrant only one written warning, but not serious enough to require the student to leave the College.

The Assistant Principal will meet with the student and in the case of 16–18-year-olds, parents, guardian and/or carer will be invited to the disciplinary meeting.
The Assistant Principal will give details of the concerns/allegations and will make it clear that the student will be asked to leave College if there is no immediate satisfactory improvement. This will be confirmed in writing and the letter will be sent to the student’s parent, guardian or carer. Possible reasons for a Stage 3 Disciplinary could include the following serious misconduct:
No improvement despite Action at Stage 2
· Vandalism
· Threatening behaviour
· Alcohol or drugs related incident
· Accessing inappropriate material onto the IT network
· Serious breach of Health and Safety policy and legislation
· Serious academic misconduct
· Serious misconduct that damages the reputation of the College

EXCLUSION	APPEALS
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If the behaviour or performance is still unsatisfactory (see section 5. Gross Misconduct) and the student still fails to reach the agreed standards, he/she will be asked to leave the College. Only a member of the College Executive Team may take this action.
The student and his/her parents, guardian or carer will be invited to a disciplinary hearing and the outcome confirmed in writing.
The student has the right of appeal to the Principal of the College.

SUSPENSION

In cases of suspected/alleged gross misconduct, a student may be suspended pending an investigation and a Stage 4 meeting. Suspension may only be carried out on the authority of a member of the senior or executive leadership team.
A written account of the reasons for suspension and formal confirmation of the suspension will be sent to the student and the parent/guardian/carer if under the age of 18. A Stage 4 hearing will be held within 10 working days.

The appeal must be submitted in writing to the Principal of the College within 10 days of the exclusion letter. Appeals against exclusion will only normally be heard for one of the following reasons:
· The college has not followed its own disciplinary process or
· That new evidence has become available which may change the initial judgement and was not available at the time of the initial decision.
The principal has the right to amend the sanction initially imposed at the disciplinary meeting. In some cases, this may result in an increased penalty.

QUALITY AND MONITORING

Monitoring of Stages 2, 3 and 4 disciplinary records will take place by Heads of Institute and Assistant Principals to ensure that students are receiving equitable treatment under the procedures.
An annual report will be made to the College Executive Team and to the Board of Governors, providing information regarding numbers, action and outcomes of the application of the disciplinary procedure.

Student Disciplinary Policy – Flowchart

APPENDICES

14 | FE, Apprenticeships and HE Disciplinary Procedure
www.hull-college.ac.uk | 15

[image: ]STAGE 3
Final written warning	Issued by Assistant Principal
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Issued by Assistant Principal


STANDARD DOCUMENTATION AND LETTERSIf a student’s behaviour or performance does not meet acceptable standards, his/her teacher and/or leaders and managers will arrange to meet with the student to discuss the action required for improvement and any support needed. The student will be given a formal warning. The student will be informed of the improvement required and the timescales to improve by.
Issued by Staff
Written WarningI
STAGE 1


STATEMENT OF CASE - FORMAL DISCIPLINARY MEETING
Issued by Head of Department
2nd Written WarningI
STAGE 2
If there is a more serious cause for concern or is a student fails to respond positively to the Stage 1 warning from the teacher or manager, a second formal warning will be given to the student by the Head of Institute.
Issued by Executive Director
Final written warning
STAGE 3
A final written warning will be given by the Assistant Principal / Director of Learner Services when either -
- Stage 2 has been invoked and there is no improvement within the given timescales; or
- The breach of College discipline is serious enough to warrant only one written warning, but not serious enough to require the student to leave the College
Issued by
Member of the Senior Management Team
Exclusion
STAGE 4
If the behaviour or performance is still unsatisfactory (see section 5. Gross Misconduct) and the student still fails to reach the agreed standards, he/she will be asked to leave the College. Only a member of the College Executive Team may take this action. The student and his/her parents, guardian or carer will be invited to a disciplinary hearing and the outcome confirmed in writing.
The student has the right of appeal to the Principal of the College.







Suspension
In cases of suspected/alleged gross misconduct, a student may be suspended pending an investigation and a Stage 4 meeting. Suspension may only be carried out on the authority of a member of the senior or executive leadership team.
A written account of the reasons for suspension and formal confirmation of the suspension will be sent to the student and the parent/guardian/carer if under the age of 18. A Stage 4 hearing will be held within 10 working days
Exclusion
Hull college will permanently exclude when the following occurs:
Acts of violence, racism, sexual harassment, sexual assault, possession of controlled substances with the intent to sell and hate crime.



STATEMENT OF CASE - FORMAL DISCIPLINARY MEETING

FIRST WRITTEN WARNING LETTER
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Course:
[INSERT STUDENT NAME] is accused of:
· Add in details.







Such behaviour is a serious breach of College regulations. The College’s Disciplinary Policy Statement which says:

The College is an environment where we want to prepare all our students for the world of work. All students are expected to observe the various College regulations and conform to a high standard of discipline, general behaviour and the normally accepted rules which apply to society as a whole.

The possible sanctions in this case are a written warning, suspension or expulsion.

Teacher: [Insert name] Head: [Insert name] Date:

[INSERT DATE]

[INSERT NAME / ADDRESS] Dear [SALUTATION]
First Written Warning

This letter constitutes a first written warning following concerns raised by staff at the [Insert Campus] of Hull College regarding [Insert Student name].

[Give explanation of what took place].




This first written warning constitutes Stage 1 of the Hull College Student Disciplinary Procedure and will be kept on record.

No further action will be taken as long as [Insert Student name] makes the improvements noted by the deadline set.

Any further incidents will be dealt with in line with our ‘Policy and Procedures Relating to the Conduct of Students at Hull College’.

Yours sincerely,

[Approved member of staff – Manager] Copies: [NAME], Head of Institute [Name], Assistant Principal

SECOND WRITTEN WARNING LETTER

FINAL WRITTEN WARNING LETTER
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[INSERT DATE]

[INSERT NAME / ADDRESS] Dear [SALUTATION]

Second Written Warning

This letter constitutes a second written warning following concerns raised by staff at the [Insert Campus] of Hull College regarding [Insert student name]

[Give explanation of what took place].



This second written warning constitutes Stage 2 of the Hull College Student Disciplinary Procedure and will be kept on record.

No further action will be taken as long as [Insert Student name] makes the improvements noted by the deadline set.

Any further incidents will be dealt with in line with our ‘Policy and Procedures Relating to the Conduct of Students at Hull College’.

Yours sincerely,

[Approved member of staff – Head of Institute]
Copies: [Name], Assistant Principal

FINAL WRITTEN WARNING LETTER

[INSERT DATE]

[INSERT NAME / ADDRESS] Dear [SALUTATION]

Final Written Warning

Further to our recent meeting, I write to confirm that I have invoked Stage 3 – Final Written Warning of the Students’ Disciplinary Procedure.

The actions and timescales for improvement were agreed as [INSERT DETAILS].

This warning will stay on file for the duration of your course. However, I must advise you that if there are any further breaches of College regulations, you can expect to face Stage 4 of the Disciplinary Procedure, which may result in you being asked to leave the College.

Yours sincerely,

[Approved member of staff –Assistant Principal]
Copies: [Name], Head of Institute Parents / Guardian [if appropriate]

SECOND WRITTEN WARNING LETTER

FORMAL DISCIPLINARY MEETING LETTER
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SUSPENSION FROM COLLEGE LETTER

[INSERT DATE]

[INSERT NAME / ADDRESS] Dear [SALUTATION]

Suspension from College

I am writing to inform you that you are suspended from attending College with effect from [insert date]. Your suspension will not normally exceed 10 days and, therefore, you should not return to College premises until [insert date], unless requested by either myself, as Presenting Officer, or a member of the Executive leadership team.

The reason for your suspension is that you are accused of [Insert full reason as described in the Policy/Procedure). The incident will be dealt with using the ‘Policy and Procedures relating to the Conduct of Students at Hull College’, a copy of which is enclosed.

At a later date you will be required to attend a disciplinary meeting. I, or another senior member of College staff, will write to you again informing you when the disciplinary meeting will take place. You will be given at least five days’ notice, in writing, of the date of the disciplinary meeting. At that time, you will receive all the relevant documents that may be referred to at the meeting – please bring these with you.

You are strongly encouraged to attend the meeting and you have the right to bring a parent/ guardian.

I remind you that you may not enter College premises until invited to do so. Yours sincerely,
[Enter name] Presenting Officer
Copies: [Name], [Name], Vice or Assistant Principal [Name], Head of Institute
Parents / Guardian [if appropriate]

[INSERT DATE]

[INSERT NAME / ADDRESS]

BY RECORDED DELIVERY
Dear [SALUTATION]

Formal Disciplinary Meeting

Further to my letter of [insert date of suspension letter], please find enclosed the following:
· A statement of the case, which sets out the alleged offences.
· The papers resulting from the investigation, which will be referred to at the meeting.
· A copy of the Policy and Procedures relating to the Conduct of Students at Hull College.
The meeting will take place on [Insert date, time and location]. You should arrive at reception 15 minutes prior to the meeting.
You can be accompanied by a parent/ guardian, who can represent you at the meeting. The formal disciplinary meeting will be attended by:
· [Insert name], Presenting Officer
· [Insert name], Executive Director of …..
· Any witness called by the College
· [Insert name], note taker

You are strongly advised to attend this meeting. Should you decide not to attend, the meeting will take place in your absence and the sanctions decided on the evidence presented in the enclosed papers.
I must bring to your attention that the possible outcomes, if the case is found against you are a written warning, a suspension or expulsion.
Please email [Insert name and email address] to confirm your attendance at the above meeting. Yours sincerely,
[Enter name] Presenting Officer
Copies: [Name], Vice or Assistant Principal [Name], Head of Institute
Parents / Guardian [if appropriate]

FORMAL DISCIPLINARY MEETING OUTCOME LETTER

NOTES
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FORMAL DSCIPLINARY MEETING OUTCOME LETTER

[INSERT DATE]

[INSERT NAME / ADDRESS]


BY RECORDED DELIVERY

Dear [SALUTATION]


Formal Disciplinary Meeting Decision

Further to the disciplinary meeting held on [insert date], I am writing to confirm that you have been [insert decision and reason (same reason for suspension)].

You do have the right of appeal against the decision to the Principal. If you wish to appeal you must do so in writing within 5 days of the date of this letter, to the Principal, you must state in your letter the reason for your appeal. This must be for one of the following reasons:

· The college has not followed its process.
· You have new evidence in connection with your case that was not discussed at the formal disciplinary meeting.

Please note that the Principal has the right to amend the sanction originally imposed. In some cases, this may result in an increase in the penalty.

Yours sincerely,

[Enter name] Job title
Copies:[Name] Vice or Assistant Principal [Name], Head of Institute
Parents / Guardian [if appropriate]
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