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Scope of Policy 
 
This policy applies to all students at the College (including Higher Education) with the 
exception of 14-16 full time direct entry provision.  Students aged 14-16 studying full 
time at the College are subject to the 14-16 Academy Behaviour Policy.  
 
 
Behaviour Policy Statement 
 
The College is committed to creating an environment where exemplary behaviour is at 
the heart of productive learning. Everyone is expected to maintain the highest standards 
of personal conduct, to accept responsibility for their behaviour and encourage others to 
do the same.  These are set out in the Standards for Learning which are issued in 
Programme Handbooks at Induction and detailed below. 
 
The Standards for Learning support the Behaviour Policy and identify the expectations 
the College Group has of students in order to allow them to achieve in a supportive and 
non-threatening environment. 
 
Aim of the Behaviour Policy 
 

• To create a culture of excellent behaviour in college; 
• To ensure that all students are treated fairly, shown respect and to promote good 

relationships; 
• To help students take control over their behaviour and be responsible for the 

consequences of it; 
• To promote community cohesion through improved relationships; 
• To ensure that excellent behaviour is a minimum expectation for all. 

 
Purpose of the Behaviour Policy 
 
To provide simple, practical procedures for staff and students that: 
 

• Recognise behavioural norms;  
• Positively reinforce behavioural norms; 
• Promote self-esteem and self-discipline; 
• Teach appropriate behaviour through positive interventions. 

 
Student Standards for Learning  
 

1. All absences from College must be reported. 
a. 100% attendance is expected.  Students are required to attend college for 

every timetabled session and activity; 
b. Students should notify their Personal Tutor of any unavoidable absences 

which will result in their attendance dropping below 100% before the start 
of their first session of the day for each day they are absent.   

c. An attendance rate that falls below 95% is a risk to retention and 
achievement and will instigate intervention processes; 
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d. Students should notify their Personal Tutor of any planned absences and 
present evidence, where required, for any absence; 

e. Students should notify their Personal Tutor if they have been into college 
and have to leave the college due to illness; 

f. If students are absent for more than 3 consecutive weeks without an 
acceptable explanation, they may be deemed to have left the programme. 

2. Students should be on time - 100% punctuality is required for all sessions and 
activities related to their personal timetable including: 

a. Lessons and other timetabled activities; 
b. Work or industry placements;  
c. Appointments with College staff; 
d. Internal and external interviews. 
 

3. Lateness is unacceptable and students will be required, at a convenient point 
during or after your lesson, to explain their reason for lateness.  Sanctions may 
also be applied depending upon the circumstances and frequency of lateness. 
 
To achieve success on their programme of study, students must: 
 

a. Complete work for learning and assessment activities within and outside 
the learning environment to the best of their ability to meet their 
Aspirational Target Grades; 

b. Meet deadlines for learning and assessment activities to ensure they meet 
their Aspirational Targets; 

c. Take responsibility for their own learning and seek support from their 
personal tutor or lecturers when needed; 

d. Students are expected to attend any planned work or industry placement 
that the College organises as part of their programme of study in order to 
develop and apply appropriate employability skills; 

e.  Agree with their tutor what they need to do to catch up if they have been 
absent; 

 

 

f. Make sure all work produced for assignments and exams are their own 
work. Where information is used from another source this must be 
referenced appropriately. Plagiarism and/or cheating may lead to 
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disciplinary action by the College and/or Awarding Organisation/ 
Examinations Board (including exclusion from the College); 

g. Attend Learner Support/HE study support sessions as agreed in their 
Individual Learning Plan; 

h. Students are encouraged to undertake part-time employment; however, 
this cannot interfere with College commitments. 

4. Students should ensure their learning experience is enabling them to progress, 
develop and enjoy their programme of study and maximise their potential.  If 
students have any concerns, considerations or suggestions as to how their 
learning experience can be improved: 

a. Raise them with their Personal Tutor; 
b. Raise them with their Class Representative; 
c. Record their views on the ‘Have your Say’ section of the Virtual Learning 

Environment (VLE); 
d. Complete the termly surveys/questionnaires and record their views. 
 

5. Students should use considerate and respectful language at all times in all areas 
of the College and at all times when they are representing the College.  The 
following are examples of what is not acceptable and will not be tolerated:  

a. Swearing, sexist, racist or homophobic language; 
b. General abusive language or abusive language directed towards anyone 

on college premises. 
 

6. Students should behave in a way that is acceptable and does not offend or 
intimidate others in all areas of the College and at all times when representing the 
College, for example, students must not: 

a. Use physical, emotional or psychological intimidation or aggression; 
b. Spit; 
c. Misuse College facilities, equipment and furniture; 
d. Sit on the floor in corridors where this causes an obstruction and potential 

Health and Safety risk; 
 
 
 
 

7. Students should dress in a way that does not offend others. Students should not 
wear: 

a. Revealing clothes or clothes with offensive images or words; 
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b. Hooded tops with the hood up in College; 
c. Any form of headgear (this includes beanies, caps, hats or scarves) in any 

areas of the College, unless for medical, religious, cultural or uniform 
reasons; 

d. Do wear - appropriate protective clothing or uniform as required by their 
programme of study. 

 
8. Students should treat everyone with respect. Any form of bullying or harassment 

will be treated seriously and may lead to exclusion from the College. 

 
9. To maximise the learning experience for everyone within the learning 

environment: 

a. Mobile phones should be switched off during lessons (only to be used in 
context with the educational content of learning, if the tutor requires you to 
do so); 

b. Do not use portable audio devices or wear earphones during teaching and 
learning sessions unless approved by a member of College staff; 

c. Social networking and use of the internet is only permitted as part of the 
learning process and with the agreement of the tutor; 

d. Respect the contribution everyone makes to the learning process, for 
example, listening, responding and participating appropriately. 

10. Respect the learning environment including equipment and resources, for 
example: 

a. Use all equipment and resources in a way which will keep it in good 
condition for continued use; 

b. Keep the areas tidy and free from litter at all times; 

c. Food is not permitted in any learning environment; 

d. Drinks are not permitted in any learning environment (still water may be 
permitted in rooms, if it has been identified that spillage would not damage 
equipment, cause a health and safety issue, and this has been agreed by 
a College Director). 

11. Smoking is strictly forbidden on any College campus; 

12. Chewing gum on College premises is not permitted; 

13. Students must wear their College ID badge at all times and it must be clearly 
visible when students are on College premises.  For safeguarding reasons, 
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students will be asked to obtain another ID badge (at the current cost) or 
otherwise leave the premises if they are not wearing their ID badge. 

 
STAGES OF MANAGING AND MODIFYING POOR BEHAVIOUR 
 
STAGE ONE - PERSONAL LEVEL 
 
Students are held responsible for their behaviour and attendance. Staff will deal with 
behaviour without delegating.  Staff will use these steps in behaviour management for 
dealing with poor conduct. 
 
Cases of serious misconduct in lessons and around the sites will be dealt with at the 
appropriate time without the need to progress through the steps from beginning to end. 
The behaviours which are unacceptable or not tolerated include, but are not limited to: 
violence, racism, homophobia, dangerous conduct and threats to other students or staff.  
 
In an emergency staff must act immediately to keep the student, other students and staff 
safe.  
 
Step One: The Reminder 
A reminder of the Standards for Learning delivered privately to the student. The tutor 
makes them aware of their behaviour. The student has a choice to do the right thing. 
The reminder should be logged on ProMonitor. 
 
Step Two: The Caution 
A clear verbal caution delivered privately to the student making them aware of their 
behaviour and clearly outlining the consequences if they continue. The student has a 
choice to do the right thing. Students will be reminded of their previous good conduct to 
prove that they can make good choices. The caution should be logged on ProMonitor. 
 
Step Three: The time-out 
The student is asked to speak to the tutor away from other students.  Boundaries are 
reset.  Student is asked to consider their next step.  Again, they are reminded of their 
previous conduct/attitude/learning.  Student is given a final opportunity to re-engage with 
the learning/follow instructions. 
 
It is essential that any information in respect of behaviour, behaviour 
management and conduct of individual students is recorded on ProMonitor. 
 
If the step above is unsuccessful or if a student refuses to take a time out, then the student 
will be asked to leave the learning environment and report to the Curriculum/Section 
Manager. 
 
Students who reach step 3 will be expected to attend a Performance Improvement 
Meeting (PIM) at a mutually agreed time. The student should be given 5 college days’ 
notice of the PIM which should also state what the allegation is, who will be at the meeting, 
and possible outcomes. Students may also request a PIM if they feel they have been 
unfairly treated, but must do so within 5 college days of any incident.  
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For the vast majority of students, a gentle reminder or nudge in the right direction is all 
that is needed. If students choose to ignore early interventions, then a more formal 
process is required. Staff will always deliver sanctions calmly and with care. It is in 
nobody’s interest to confront poor behaviour with anger. 
 
STAGE TWO – DISCIPLINARY ACTION 
 
Verbal Warning 
The Stage Two will be implemented where there is a cause for concern e.g. poor 
attendance, behaviour or progress issues.  The student’s Personal Tutor will: 
 

• Support, and if necessary, facilitate a Performance Improvement Meeting; 
• Develop appropriate SMART targets with the student;  
• Monitor, review and mentor using SMART targets; 
• Discuss both the consequences for the student if not meeting the required action, 

and the positive outcomes for everyone if conduct improves; 
• If a student does not achieve the required change in conduct agreed within the 

Action Plan, and within the agreed timescale, a verbal warning will be issued by 
the Personal Tutor; 

• Students must be given a second chance to achieve the targets agreed on the 
Action Plan following the verbal warning. 

 
All of these matters will be detailed in ProMonitor. A verbal warning is the first 
stage in the College’s formal disciplinary procedure. 
 
Written Warning 
The College may issue a written warning if: 
 
• The required improvement is not achieved within any timescale stated in the verbal 

warning; or 
• Further misconduct takes place during the currency of a verbal warning, whether or 

not involving misconduct which was the subject of the verbal warning; or 
• The seriousness of the misconduct merits it, regardless of whether a verbal warning 

has already been issued. 
 

A written warning may be issued by a Curriculum/Section Manager or a Director at a 
Performance Improvement Meeting (PIM). Where the Curriculum/Section Manager or 
Director decides to issue a written warning, the student will be informed of the following: 
 

• The reason for the warning; 
• That it is the second stage of the College’s disciplinary procedure; 
• The action or improvement, if any, which is required of the student; 
• If appropriate, the timescale for implementing any such action; 

o The consequences for the student of not implementing required action or of 
further misconduct; 

• When the warning will cease to have effect, subject to satisfactory conduct.  This 
will normally be for the duration of the programme of study. 
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All of these matters will be confirmed to the student and parent/carer if under the age of 
18 in writing. 
 
Pastoral Leads will continue working with students throughout the disciplinary stages.  
 
Final Written Warning 
The College may issue a Final Written Warning if: 
 
• The required improvement is not achieved within any timescale stated in the written 

warning, for example, continued poor attendance; or 
• Further misconduct takes place during the currency of a written warning, whether or 

not involving a repetition of conduct which was the subject of a previous warning; or 
• The seriousness of the misconduct merits it, regardless of whether it has issued any 

previous warnings. 
 

A Final Written Warning will be issued by a Director at a Performance Improvement 
Meeting (PIM).  Where a Director decides to issue a Final Written Warning he or she will 
inform the student of: 
 

• The reason for the warning; 
• That it is the third stage of the College’s disciplinary procedure; 
• The action or improvement, if any, which is required of the student; 
• If appropriate, the timescale for implementing any such action; 
• The consequences for the student of not implementing required action or of further 

misconduct; 
• When the warning will cease to have effect, subject to satisfactory conduct.  This 

will normally be the duration of the programme of study; 
• The right of appeal. 

 
All of these matters will be confirmed to the student and parent/carer if under the age of 
18 in writing. 
 
Pastoral Leads will continue working with students throughout the disciplinary stages.  
 
Disciplinary Hearing 
 
The final stage of the Behaviour Management Framework results in a disciplinary 
hearing being held.  This final stage may result in a number of possible outcomes, 
including exclusion.  If an incident of misconduct is deemed to be of a serious nature the 
College may decide to proceed directly to the Final Stage of the Behaviour Management 
Framework. 
 
The College may decide to proceed with a disciplinary hearing in a student’s absence if 
the student fails to provide a genuine reason for their lack of attendance ahead of the 
hearing. 
 
A potential outcome from the disciplinary hearing is that the College may exclude a 
student where: 
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• The required improvement is not achieved within any timescale stated in a final 

written warning; or 
• Further misconduct takes place during the currency of a final written warning, 

whether or not involving a repetition of conduct which was the subject of a previous 
warning during student’s programme of study; or 

• The misconduct is of such a serious nature that the continued presence of the 
student is unacceptable. 
 

Only the Principal, Deputy or Vice Principal may permanently exclude a student. 
 
A student will only be excluded after he or she has received a written invitation to a 
disciplinary hearing and the disciplinary hearing has been held. Where the decision is to 
exclude the student, the College will communicate the outcome within 5 college days.  The 
communication will state the reason and the date on which the exclusion takes effect and 
inform the student of his or her right to appeal.  These matters will be confirmed in writing. 
 
If an excluded student wishes to return to the College in the future, they must attend an 
interview with the Deputy Principal in the first instance. 
 
Appeals 
 
There shall be no right of appeal against a verbal or first written warning although the 
College Complaint Procedure applies if students feel they have been wrongly treated. 
 
Any student who is dissatisfied with a disciplinary decision at Final Written Warning level 
or above may appeal against that decision.  Appeals should be in writing, setting out the 
reasons for the appeal, and should be addressed to the Vice or Deputy Principal (as 
appropriate) within 5 college days of the warning being issued. The student may then be 
invited to an appeal meeting, which will normally take place within 10 college days of the 
appeal letter being received by the College.  The appeal meeting may take place after the 
disciplinary decision has taken effect.  If the appeal is upheld the disciplinary sanction will 
be revoked without any detriment to the student. 
 
Appeals against final written warnings will be heard by the Vice Principal. 
 
Appeals against exclusion will be heard by the Deputy Principal. 
 
The College may utilise Directors or members of the Senior Leadership Team as 
necessary during the disciplinary process for both the disciplinary hearing and appeal 
hearing if there is an operational requirement to do so.   
 
 
Performance Improvement Meeting (PIM) 
A PIM may be convened at any time. This meeting will include the student, the students 
Personal Tutor and the students advocate (if requested). In addition, it may include the 
students parent/carer if appropriate, Pastoral Lead, Curriculum/Section Manager and a 
Director, if appropriate. The meeting will address the student’s progress and 
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achievement, learning needs, course choice, attitude, behavioural routines and personal 
organisation. 

• SMART targets must be agreed at the meeting. If the student does not complete 
the actions, then the procedure will move to the next stage; 

• Every effort will be made to encourage and support a change in the student’s 
behaviour and attitude to learning; 

• If the student refuses to attend, or engage with the meeting, then the process 
moves to the next stage of the disciplinary process. 
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Statement of Procedure                  
 
 

Stage  Action by Whom  How  Records  Time limit 
Personal level 
 
 

 All Staff 
 
No Appeal 

 Dealt with on the spot and 
through follow up. In class or 
around the site.  

 Comment must be placed on ProMonitor. Meeting held 
with student. Classroom plan in place and monitored.  
Repeated misbehaviour must be dealt with through the 
formal disciplinary route.   

 Immediate and 
short term  

Verbal Warning   
 

 Personal Tutor 
 
No Appeal 

 Action plan agreed with 
Personal Tutor.  This may 
involve peer support or 
mentoring and must be 
SMART 

 Meeting must be recorded on ProMonitor. 
 
Any additional written notes to appropriate Director. 

 Duration of 
programme of 
study 

Written Warning    Curriculum/Section 
Manager/Director 
 
No Appeal 

 Action plan agreed with 
Curriculum/Section Manager.  
This may involve peer support 
or mentoring and must be 
SMART.   

 Meeting recorded on ProMonitor. Letter advising of 
decision to be sent to student (and parent/carer if 
under 18).Any additional written notes to appropriate 
Director. 

 Duration of 
programme of 
study 

Final Written 
Warning 

 Director 
 
Appeal to Vice 
Principal 

 Action plan agreed with 
Curriculum/Section Manager.  
This may involve peer support 
or mentoring and must be 
SMART 
 

 Meeting must be recorded on ProMonitor. 
Letter advising of decision to be sent to student (and 
parent/carer if under 18).   
Any additional written notes to appropriate Director. 
 

 Duration of 
programme of 
study 

Exclusion 
 
 

 Vice Principal 
 
Appeal to Deputy 
Principal  

 Invite for Disciplinary Hearing 
giving notice of 5 college 
days. 
 

 Disciplinary Hearing convened.  Last attempt to review 
interventions and modify behaviour. All stakeholders 
invited to attend.  Hearing must be recorded on 
ProMonitor and ProSolution.  Letter advising of 
decision sent to student (and parent/carer if under 18).  
Any additional written notes to appropriate Director. 

 If exclusion, the 
period will be 
decided following 
the Hearing.  
Other sanctions 
in line with those 
stated above. 

Appeal Hearing 
 

 Vice/Deputy Principal   Invite for Appeal Hearing 
giving notice of 10 college 
days. 
 

 Hearing recorded on ProMonitor and ProSolution. 
Letter advising of decision to be sent to student (and 
parent/carer if under 18).  Any additional written notes 
to appropriate Director. If appeal is successful and 
student reinstated, then PIM convened. Last attempt to 
review interventions and modify behaviour. All 
stakeholders invited to attend. 

 Outcome decided 
at Appeal 
Hearing. 
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FOR COLLEGE USE ONLY (Not to be released with Procedure) 
 
 
DISCIPLINARY INVESTIGATION AND MEETING/HEARING 
 
General Principles 
 
The College will not permanently exclude a student without: 
 

• Having carried out a prompt and full investigation;    
• Holding a disciplinary meeting/hearing.  The student will be invited to attend the 

Meeting/Hearing and if the student is under 18 years of age a parent/carer will be 
requested to attend.  A student over 18 years of age may be accompanied by a family 
member or a fellow student; 

• The student will receive a letter setting out the reason for the meeting and possible 
outcomes.  The letter will also inform the student that he or she must attend a disciplinary 
meeting/hearing to discuss the matter and confirm the date, time and location of the 
meeting/hearing.   

• Wherever possible each stage of the procedure will be dealt with by a different member of 
college staff. 

 
Suspension 
 
If appropriate a Director or any member of the College’s Senior Leadership Team can authorise 
the suspension of a student from College whilst an investigation takes place if it is felt that the 
student or other students and/or staff are being put at risk. 
 
Before any student who is under the age of 18 is asked to leave the premises, the 
Curriculum/Section Manager must establish that the student will be safe, that parents/carers are 
notified immediately of the suspension and that the student can get home.   
 
The Curriculum/Section Manager should take a signed statement from the student at the earliest 
opportunity, using the appropriate College template as the starting point of the investigation if 
appropriate. A student will only be suspended after careful consideration, and discussion with a 
Director or member of the College’s Senior Leadership Team. The suspension will not be 
unnecessarily protracted and will be without prejudice. 
 
Exclusion 
 
The following types of behaviour could result in exclusion after an investigation and disciplinary 
hearing: 
 

• Fighting, assault or threatening behaviour; 
• Bullying, including cyber bullying; 
• Any action likely to seriously endanger the health and safety of any student, member of 

staff or any other person; 
• Theft or fraud; 
• Deliberate or reckless damage to college property or equipment; 
• Unacceptable behaviour due to alcohol, drugs or substance abuse; 
• A serious safeguarding issue; 
• An act of severe discrimination or hate crime; 
• Inappropriate use of the College’s IT equipment, software or internet access. 
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This list is not exhaustive.  It illustrates the type of conduct which could merit exclusion for a first 
offence.  For serious instances of misconduct, the process may be escalated and a student may 
be excluded without any warning.   
 
Investigation 
 
An investigation will be carried out prior to any disciplinary hearing by an appropriate member of 
staff, usually a Curriculum/Section Manager.  The Investigating Officer will then present the case 
at the disciplinary hearing. Any relevant papers to be used at the hearing may, if deemed 
appropriate, be sent to the student and/or parent/carer prior to the hearing.   
 
Appendix 1 shows the standard format of a statement which may be taken from staff or students, 
as appropriate, to an investigation. 
 
Appendix 2 shows the standard presentation format of an investigation report which is used in 
any disciplinary hearing. 
 
The Investigating Officer should ensure that Appendix 5d - the Final Report Checklist - is used for 
all investigations. 
 
Disciplinary Hearings 
 
All disciplinary hearings, including appeal hearings, will be held at one of the College’s campuses 
and the student will be informed of the hearing at least 5 college days before it takes place.  
However, students may waive their right to the notice period.  
A student who has been invited to attend a hearing must take all reasonable steps to attend.  If a 
student fails to attend without good reason, the hearing will be held and a decision made in their 
absence. 
In any disciplinary hearing the student has the right to be accompanied by a family member or 
fellow student.  If the student is under 18 years of age a parent/carer will be requested to attend.  
He or she may confer with the student during the hearing, but does not have the right to answer 
questions on the student’s behalf (unless there are mitigating circumstances, e.g. students with 
learning difficulties and disabilities), address the hearing if the student does not want him or her 
to, or prevent anyone, including the student, from making his or her contribution to the hearing. 
The appropriate level of management, relevant to the stage of the hearing, will conduct the 
hearing.  The Chair will explain the role of all those in attendance and explain the allegation 
against the student. The student will have the opportunity to respond in full. 
The Chair has the right to vary the procedure as they see fit and if any matters come to light 
during a disciplinary hearing that require further investigation, the College may, at its discretion, 
adjourn any hearing to enable further investigations to be carried out. 
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APPENDICES  
 
Appendix 1  College standard format of a statement which may be taken from staff or 

students as appropriate to an investigation. 
 
Appendix 2 College standard presentation format of an investigation which would be 

presented to the appropriate person responsible for holding a disciplinary 
hearing. 

 
Appendix 3  College standard letter format to student: Notification of an 

allegation/Notification of an allegation with suspension 
 
Appendix 4a  College standard letter format to student: Inviting in for Meeting 
 
Appendix 4b  College standard letter format to student: Inviting in for Hearing 
 
Appendix 5a College standard letter format to student: Outcome of disciplinary meeting. 
 
Appendix 5b College standard letter format to student:  Outcome of disciplinary hearing. 
 
Appendix 5c College standard letter format to student:  Outcome of disciplinary hearing – 

if exclusion 
 
Appendix 5d Investigation Checklist 
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Appendix 1 
WITNESS STATEMENT 
 
Full Name of Witness:     Relationship to College: 
 
Date of Birth:       Purpose of statement: 
 
Author of witness statement:    Date of incident: 
 
Nature of incident:      Programme of Study:  
 
STATEMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
PLEASE SIGN AND DATE 
 
I confirm this is a true and accurate record and I accept that this statement may be used in any 
subsequent disciplinary meeting or hearing,and may be given as evidence to the alleged 
perpetrator. 
 
 
FULL NAME:   SIGNATURE:   DATE: 
 
 

Appendix 2 
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DISCIPLINARY INVESTIGATION – MEETING OR HEARING 
 
FINAL REPORT 
[DDMMYY] 
[NAME OF STUDENT] 
 
 
RELEVANT PARTIES 
Student:   [name and DOB of student, course student on] 
Investigating Officer: [name and job title of investigating officer] 
Witnesses:   [name of any relevant witnesses] 
 
APPENDICES 
List any appendices that are attached:   
Appendix 1 [Notes of Interview with [name] held on ddmmyy 
Appendix 2 Previous disciplinary penalty letter 
Appendix 3 Notification of possible suspension] 
  
ALLEGATION 
Provide a summary of the allegation against the student. 
 
METHOD OF INVESTIGATION 
Briefly set out the method of investigation, who has been interviewed and dates and times of 
interviews, who was present at the interview. 
 
DETAILS OF ALLEGATION[S] 
Set out the details of the allegation, incident and/or complaints. It is helpful to do this in a timeline 
with a chronological order of events. This needs to be reasonably comprehensive but don’t repeat 
things that are contained in other documents which are attached as appendices – refer or cross 
reference to them. 
 
CONCLUSION 
Detail your findings and conclusions. It is helpful if these are in bullet points rather than a long 
narrative.  It is not your job as investigating officer to recommend a disciplinary penalty, but to 
decide whether the matter should proceed to a hearing. 
 
The ultimate conclusion needs to be “is there a case to answer” – this has to be either a yes or 
no.  if yes: proceed to hearing; if no state why and set out any further recommendations. 
 
RECOMMENDATION[S] 
Not always necessary and is more relevant if the matter is NOT going to proceed to a Disciplinary 
Hearing. 
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Appendix 3 
 
LETTER TO STUDENT:  NOTIFICATION OF AN ALLEGATION [CM/SM] 
LETTER TO STUDENT:  NOTIFICATION OF AN ALLEGATION WITH SUSPENSION [CM/SM] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name 
Address 
Postcode 
 
Dear 
 
Further to [our/your meeting with] on [ddmmyy] I confirm that a disciplinary investigation is to be 
undertaken into your conduct in respect of the following allegation[s]: 
 
It is alleged that [student name, set out a short statement in respect of the allegation, eg that 
despite previous warnings you [allegation detail] on ddmmyy in the [place] at the [where did it 
happen].  At any meeting you may be accompanied by a family member or fellow student. 
 
For information I enclose a copy of the Student Behaviour Management Framework. 
 
Yours sincerely 
 
 
 
NAME OF CM/SM 
Title of CM/SM [Please amend] 
 
Enc 
 
cc Parent or Guardian of [student name] at (address if different) (if under 18) 
 HoF/Personal Tutor 
 
PLEASE ADD PARAGRAPH IF SUSPENSION IS REQUIRED 
Given the nature of the allegation I confirm that you are immediately suspended from all college 
premises during the period of the investigation. You may only enter college premises with the 
permission of a senior member of staff or the Investigating Officer. I must make it clear that 
suspension in itself does not imply any form of guilt, but is to allow for a clear and objective 
investigation. The Investigating Officer is [name and title]. You are required to attend for an 
interview with him/her on ddmmyy at hh:mm at [place] OR The investigating officer will be in 
touch with you in due course. 
 
PLEASE ADD FOR UNDER 18’S ONLY 
As you are under 18 I have informed your parents/guardians of the allegation against you and 
they will be invited to attend any meetings which take place with you. 
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Appendix 4a 
LETTER TO STUDENT: INVITATION FOR DISCIPLINARY MEETING [Dir/CM/SM] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name 
Address 
Postcode 
 
Dear 
 
You are required to attend for a disciplinary meeting on ddmmyy at hh:mm at [specific location 
and campus.]  Please report to Reception. 
 
The allegation[s] against you is[are] that [set out a short statement in respect of the allegation, 
check this matches the initial letter to the student, for example, that despite previous warnings 
you refused to stop using your mobile phone on ddmmyy in the [place] at the [where did it 
happen]. At any meeting you may be accompanied by a family member or fellow student. 
 
For information I enclose a copy of the Student Behaviour Management Framework Procedure. 
 
PLEASE ADD FOR UNDER 18’S ONLY 
As you are under 18 I have informed your parents/guardians of the allegation against you and the 
date and time of your hearing. They have been invited to attend. 
 
Yours sincerely 
 
 
 
NAME OF Dir/CM/SM 
 
 
Enc 
 
cc Parent/Guardian of [student name] at (address if different) [if under 18] 
 CM/SM/Personal Tutor 
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Appendix 4b 
 
LETTER TO STUDENT: INVITATION FOR DISCIPLINARY HEARING [VP] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name 
Address 
Postcode 
 
Dear 
 
You are required to attend for a Disciplinary Hearing on ddmmyy at hh:mm at [specific location 
and campus.]  Please report to Reception. 
 
The allegation[s] against you is[are] that [set out a short statement in respect of the allegation, 
check this matches the initial letter to the student, for example, that despite previous warnings 
you refused to stop using your mobile phone on ddmmyy in the [place] at the [where did it 
happen]. At any meeting you may be accompanied by a family member or fellow student. 
 
A copy of all the relevant information is enclosed. If there is anything else that you wish to be 
considered, please provide the Investigating Officer with it as a matter of urgency.  There will be 
no witnesses called at the Hearing OR The following witnesses have been asked to attend the 
Hearing. 
 
For information I enclose a copy of the Student Behaviour Management Framework. 
 
PLEASE ADD FOR UNDER 18’s 
As you are under 18 I have informed your parents/guardians of the allegation against you and the 
date and time of your hearing. They have been invited to attend. 
 
Yours sincerely 
 
 
 
NAME OF VP 
Vice Principal 
 
Enc 
 
cc Parent/Guardian of [student name] at (address if different) [if under 18] 
 Dir/CM/SM/Personal Tutor 
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Appendix 5a 

 
LETTER TO STUDENT: OUTCOME OF DISCIPLINARY MEETING – WRITTEN WARNING 
[Dir/CM/SM] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name 
Address 
Postcode 
 
Dear 
 
I refer to your disciplinary meeting which took place on ddmmyy [at which you were accompanied 
by] or [at which you chose not to be accompanied]. The meeting was with myself and [add 
names] [if a Course Tutor/Programme Leader/Pastoral Lead present].  
 
The allegation[s] against you was [were] that: 
 
This next section will have to be tailored to suit the circumstances but something like the 
following: 
 
I considered the allegation[s] against you including all the evidence, statements both written and 
verbal, that were submitted and raised during the meeting. In considering all the information, I 
accept that the incident occurred as stated and this was a clear breach of the behaviour and 
standards expected from our students.  
 
I, therefore, concluded that the allegation[s] is/are proven and you are being given a WRITTEN 
WARNING. This penalty will remain on your record for the duration of your programme of study. 
Clearly we now expect your behaviour to improve with immediate effect. If there are further 
instances of poor behaviour you will face further disciplinary action. There is no right of appeal 
against this decision. 
 
Action Plan to be put in place – agreed actions to be listed here:  
 
PLEASE ADD FOR UNDER 18’s 
As you are under the age of 18 a copy of this letter has been sent to your parent/guardian. 
 
Yours sincerely 
 
 
NAME OF Dir/CM/SM 
Faculty Name 
 
cc Parent/Guardian of [student name] at (address if different) [if under 18] 
 Personal Tutor  
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Appendix 5b 
 
LETTER TO STUDENT: OUTCOME OF DISCIPLINARY HEARING – FINAL WRITTEN 
WARNING [VP] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name 
Address 
Postcode 
 
Dear 
 
I refer to your Disciplinary Hearing which took place on ddmmyy [at which you were accompanied 
by] or [at which you chose not to be accompanied]. The meeting was chaired by myself and I was 
supported by [name of staff with titles.]  
 
The allegation[s] against you was[were] that [set out a short statement in respect of the 
allegation. [Check this matches the initial letter to the student]. 
 
Amend the following as appropriate 
The Panel considered the allegation[s] against you including all the evidence, statements both 
written and verbal, that were submitted and raised during the Hearing. In considering all the 
information, the Panel accepted that the incident occurred as stated and this was a clear breach 
of the behaviour and standards expected from our students.  
 
The Panel concluded that the allegation[s] is/are proven and you are being given a FINAL 
WRITTEN WARNING. This penalty will remain on your record for the duration of your programme 
of study. Clearly we now expect your behaviour to improve with immediate effect. If there are 
further instances of poor behaviour you will face further disciplinary action. 
 
List recommendations and actions from the Disciplinary Hearing: 
 
You have the right to appeal against this decision. If you choose to do so, your appeal must be 
made in writing to the Vice Principal within 5 working days of receipt of this letter. 
 
PLEASE ADD FOR UNDER 18’s 
As you are under the age of 18 a copy of this letter has been sent to your parent/guardian. 
 
Yours sincerely 
 
 
NAME OF CHAIR [VP] 
Chair 
 
cc Parent/Guardian of [student name] at (address if different) [if under 18] 
 Dir/CM/SM/Personal Tutor 
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Appendix 5c 
 
LETTER TO STUDENT: OUTCOME OF DISCIPLINARY HEARING – POSSIBLE EXCLUSION 
[VP] 
Please format for College Letterhead 
 
Ref:          Tele: 
 
Add Date 
 
CONFIDENTIAL 
 
Name/Address/Postcode 
 
Dear 
 
I refer to your Disciplinary Hearing which took place on ddmmyy [at which you were accompanied 
by] or [at which you chose not to be accompanied]. The meeting was chaired by myself and I was 
supported by [name of staff with titles.]  
 
The allegation[s] against you was[were] that [set out a short statement in respect of the 
allegation. [Check this matches the initial letter to the student]. 
 
Amend the following as appropriate 
The Panel considered the allegation[s] against you including all the evidence, statements both 
written and verbal, that were submitted and raised during the Hearing. In considering all the 
information, the Panel accepted unanimously that the incident occurred as stated and this was a 
clear breach of the behaviour and standards expected from our students.  
 
The Panel, therefore, concluded that the allegation[s] is/are proven and you are excluded from 
the College with immediate effect.  [If exclusion is for a set period or there are conditions attached 
list them here:] 
 
PLEASE ADD FOR UNDER 18’s 
As you are under the age of 18 a copy of this letter has been sent to your parent/guardian. 
 
You have the right to appeal against this decision. If you choose to do so, your appeal must be 
made in writing to the Deputy Principal within 5 working days of receipt of this letter. 
 
Yours sincerely 
 
 
 
NAME OF CHAIR [VP] 
Chair 
 
 
cc Parent/Guardian of [student name] at (address if different) [If under 18] 
 Dir/CM/SM/Personal Tutor 
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Appendix d 
 
 

DISCIPLINARY INVESTIGATION  
FINAL REPORT CHECK LIST 

 
 

 
 THE INVESTIGATING OFFICER SHOULD: 

 
√ 

1 Speak to student who is being investigated and preferably face to face 
(If under 18 please ensure there is a parent/guardian present) 
 

 

2 Speak to staff and other relevant parties including the Curriculum/Section Manager 
 

 

3 Ensure that if Witness statements are to be taken, that the college template is used 
 

 

4 Check ProMonitor for comments and student status (including, but not limited to, previous 
behaviour matters, attendance, EHCP existence) 
 

 

5 Check with Safeguarding & Wellbeing Team to see whether incident and/or student 
requires referral 
 

 

6 Check with MIS and Finance to obtain the student fee status (students aged 19 and 
above)  
 

 

7 Ensure findings report is in line with the requirements stated in the College’s Student 
Behaviour Management Framework 
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