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POLICY: Learner Behaviour and Support Policy
PURPOSE: 
The purpose of this procedure is to support learners in developing positive behaviours, taking responsibility for their actions and understanding the impact of their behaviour, in order to achieve and maintain high standards of conduct, engagement and academic progress.
The College is committed to creating a safe, inclusive and respectful learning environment in which all learners and staff feel valued, supported and able to thrive.
This procedure sets out the staged process for support, intervention and formal escalation.
This procedure adopts a trauma-informed approach, recognising that behaviour is often a form of communication and may be influenced by a range of personal, social or emotional factors. The College will therefore prioritise early identification, understanding and supportive intervention, alongside clear expectations and boundaries.
The procedure aims to:
· Safeguard all learners and promote their wellbeing, resilience and personal development.
· Foster a culture of mutual respect, inclusion and belonging, underpinned by fundamental British Values. 
· Support learners to develop the behaviours, attitudes and employability skills required for future success.
· Enable timely, appropriate and proportionate interventions that address the root causes of behaviour as well as the behaviour itself.
· Ensure that all learners are treated fairly, consistently and with dignity throughout any behaviour or disciplinary process.
· Provide clear guidance for staff, learners, parents/carers and employers on how behaviour is supported, managed and, where necessary, escalated through formal disciplinary procedures. 
SCOPE:
This procedure applies to all learners enrolled at Stoke on Trent College across all provision types, including 16–18 study programmes, adult provision, apprenticeships and Higher Education (HE). It applies to learner behaviour and conduct in all contexts where a learner is representing or associated with the College. This includes behaviour on college premises, both in and outside of timetabled sessions; during online and remote learning; on work placements and employer-based learning; during educational visits, trips, enrichment activities and College-organised events; and while travelling to and from the College, including on college-arranged transport. The procedure also applies where behaviour takes place outside of the College but has a direct or indirect impact on the College community, including incidents involving social media or other online platforms.

The College recognises that it is not possible to define every type of behaviour that may require intervention or disciplinary action. This procedure therefore provides a clear framework to ensure that responses to behaviour are consistent, fair and proportionate. For learners enrolled on Higher Education programmes, this procedure will operate alongside and in accordance with the requirements of the relevant validating/HE institution. The College’s approach reflects expectations found within professional and workplace environments, supporting learners to develop the behaviours, attitudes and standards required for successful progression into employment, further study and adult life.

The College establishes clear standards for behaviour and performance to foster the development of employability skills through teaching, learning, and assessment. Information about expected conduct is provided in college documents and explained to all learners during their induction. This guidance includes:  
· The Deal 
· Acceptable Use Procedure (relating to use of computers and College network) 
· Information in course or module handbooks  
· Digital Code of Conduct
PRINCIPLES OF OPERATION:
The College adopts a trauma-informed approach to behaviour, recognising that behaviour can be influenced by a range of personal, social and emotional factors. We prioritise early intervention, understanding and appropriate support, alongside clear expectations and accountability. Learners are expected to take responsibility for their behaviour and engage positively with the support available.
We promote and recognise positive behaviours, including good attendance, respect for others, readiness to learn and active participation in College life. At all stages, learners will be treated fairly and consistently, will be informed of concerns, and given the opportunity to respond before 	decisions are made.
This procedure applies to all aspects of learner conduct, including behaviour, attendance, punctuality, engagement and adherence to College expectations. The disciplinary process may be applied at any stage depending on the seriousness of the concern. In cases involving significant risk or safeguarding concerns, suspension may be used as a neutral measure while an investigation takes place and does not imply guilt.
In applying this procedure, the College will consider relevant legislation, the individual circumstances of the learner, and the role of parents, carers and employers where appropriate. Behaviour that falls below expected standards, including bullying, harassment, disrespect, offensive language and breaches of College rules, will be addressed through a clear and proportionate staged approach.
RECOGNISING AND REWARDING POSITIVE BEHAVIOURS
The college aims to celebrate student success and recognise achievement and good behaviour.
Positive behaviours will be reinforced throughout the induction period through a range of activities, events and tutorials.
Learner of the month put forward from all learning areas.
Incentives and prizes will be promoted within each learning area.  This is at the discretion and responsibility of the respective Heads of Learning.
Celebrating Success event.
KEY GUIDANCE TO IMPLEMENTING THE DISCILPLINARY PROCEDURE 
The College is committed to a consistent, fair and trauma-informed approach to managing behaviour. The aim of this procedure is to ensure that concerns are identified early, addressed appropriately and resolved wherever possible through supportive intervention, before escalation to formal disciplinary action.
All staff share responsibility for maintaining high standards of behaviour and conduct across the College. Behaviour is managed proactively, with staff expected to address concerns at the earliest opportunity, using professional judgement and appropriate support strategies.
Curriculum teams play a central role in this process. Heads of Learning will ensure that behaviour & attendance is a standing agenda item within team meetings, enabling staff to review learners of concern, identify those at risk and implement timely and appropriate interventions. This ensures that support is coordinated effectively and that staff are held accountable for addressing behaviour within their areas. 


Where concerns arise, staff should take appropriate action to address behaviour in a calm, consistent and professional manner. This includes clearly communicating expectations to learners and supporting them to understand the impact of their behaviour, while maintaining high standards. All behaviour concerns should be logged on ProMonitor.
The College will ensure that all disciplinary processes are conducted fairly and transparently. Learners will be informed of any concerns or allegations and will be given the opportunity to respond before decisions are made. Disciplinary action will only be taken following appropriate investigation, unless there are serious safeguarding concerns or risks to safety, in which case a 	suspension may be applied as a neutral act while further enquiries take place.
At all formal stages of the disciplinary procedure, learners have the right to be accompanied by an appropriate person, such as a parent/carer, friend or peer (who is not involved in disciplinary action). During informal support stages, including Positive Engagement Action Plans and Stage 1 discussions, learners may invite an appropriate person to attend where reasonably practicable. Learners also have the right to appeal against any formal disciplinary outcome in line with the College’s appeals procedure.
All interventions, actions and outcomes must be accurately recorded on ProMonitor to ensure a clear audit trail. Staff leading each stage of the process are responsible for ensuring that records are complete and up to date.
Parents, carers and, where appropriate, employers will be kept informed of concerns and outcomes, particularly at formal stages of the disciplinary process.
The College monitors behaviour, disciplinary actions and exclusions through regular quality assurance processes. This includes review at curriculum, senior leadership and governance level to 	ensure consistency, identify trends and drive continuous improvement.
LEARNER GROUPS REQUIRING ADDITIONAL SUPPORT
The College recognises that some learners may require additional support where behaviour is influenced by individual circumstances. This may include learners with learning difficulties or disabilities, mental or physical health needs, English as an additional language, literacy needs, or those experiencing significant life events such as bereavement.
In all cases, staff will adopt a supportive and trauma-informed approach, ensuring that behaviour is understood within the context of the learner’s individual needs and circumstances.
Heads of Learning are responsible for ensuring that, at every stage of the behaviour and disciplinary process, appropriate consideration is given to learners who require additional support. This includes ensuring that processes are accessible, clearly understood and applied fairly.
6.1 Where appropriate, the process must be adapted, and advice sought from Additional Learning Support or other relevant teams to ensure equitable treatment. For learners with an Education, Health and Care Plan (EHCP), the Head of Inclusion or Learning Support Lead should, where possible, be involved in meetings and decision-making. This may include:
1. Adapting the language used in written and verbal communication 
2. Providing information in alternative formats or languages 
Offering additional guidance to ensure the learner understands each stage of the process 
3. Taking full account of the learner’s needs and support arrangements when determining outcomes Where relevant, key staff (such as Personal Development Tutors, mentors Positive Behaviour Practitioners or other support staff) should be involved to ensure that appropriate support is in place throughout the process.


POSITIVE ENGAGEMENT ACTION PLANS
Where early concerns arise in relation to behaviour, attendance or engagement, staff may use a Positive Engagement Action Plan as an early, informal support mechanism.
Positive Engagement Action Plans are intended to help identify underlying barriers, clarify expectations and agree supportive actions to enable improvement. They are not disciplinary and do not, in themselves, constitute formal misconduct or disciplinary action.
Positive Engagement Action Plans are distinct from Learner Agreements (Student Contracts), which are used where concerns have escalated and require formal expectations and consequences.
The use of a Positive Engagement Action Plan does not automatically result in escalation. Decisions to escalate will be based on the learner’s response to support, the persistence or seriousness of concerns, and any safeguarding considerations, and will be taken in line with this Procedure.
MISCONDUCT DEFINITION 
Where a learner’s behaviour consistently falls below expected standards, and does not improve despite appropriate support and intervention, it may be necessary to progress to the formal disciplinary process in line with this procedure.
Unacceptable behaviour is typically characterised by repeated or persistent actions that negatively impact the learning environment, or cause concern or distress to other learners or staff. The examples below are provided as guidance and are not exhaustive:
· Breaches of the College’s expectations for learner conduct, including those outlined in the Learner induction materials and ‘The Deal’.
· Breaches in health and safety regulations.
· Failure to follow reasonable instructions from a member of staff.
· Disruptive behaviour within lessons or College activities.
· Use of inappropriate, offensive or abusive language.
· Behaviour that is disrespectful to others or to the College environment. 
The College recognises that repeated low-level concerns may escalate into more serious issues if not addressed. As such, persistent breaches of expected standards may be treated as serious and addressed through the disciplinary process.
The College is committed to meeting its duties under the Equality Act 2010 and to supporting learners with additional needs. Where a learner has identified needs, including Special Educational Needs and/or Disabilities (SEND), mental health needs or other vulnerabilities, appropriate adjustments and support strategies will be implemented. This may include the use of an individual support or behaviour plan, developed in collaboration with relevant staff and, where appropriate, external agencies.
GROSS MISCONDUCT DEFINITION
Any serious cases of misconduct will be treated by the College as gross misconduct and escalated straight to a Stage 3 disciplinary, such as: 
· Carrying an offensive weapon including a knife or bladed/pointed article, knuckle duster, hammer, baton or pepper spray or any other article carried with intent to harm themselves, others or property.
· Fighting.
· Sexual misconduct, assault or harassment.
· Any bullying, harassment, intimidation or abuse, including prejudice‑based or discriminatory behaviour related to a protected characteristic, whether verbal, physical or online.
· Deliberate behaviour that promotes, encourages or supports extremist ideology or activity, or that places others at risk. Please note: concerns relating to vulnerability to radicalisation will be managed through Safeguarding and Prevent processes and will not automatically constitute disciplinary action.
· Deliberate damage or theft to property (College and personal property).
· Possession, supply and/or use of illegal substances, alcohol and legal highs.
· Verbal abuse towards another learner or member of staff.
· Conduct which could threaten the health and safety of other.
· Bringing the college reputation into disrepute. 
CRIMINAL OFFENCE
Where a member of staff believes the learner may have committed a criminal offence, the member of staff should notify the Safeguarding Team. The Head of Learning may suspend the learner pending the outcome of any Police enquiries and record the incident on ProMonitor.  Advice should be sought from the Head of Safeguarding and/or Assistant Principal Student Experience 
42-DAY PROCEDURE
During the first 42 days of enrolment, all learners are expected to demonstrate a clear commitment to their study programme, including positive behaviour, regular attendance and active engagement.
Where a learner’s behaviour, attendance or engagement gives cause for concern during this period, immediate action will be taken. This will include early intervention and may result in the learner being placed on a formal support or disciplinary process, led by curriculum staff and overseen by the Head of Learning.
If there is insufficient improvement following appropriate intervention and support, the College reserves the right to escalate the matter to a director. At this stage, a decision may be made to withdraw the learner from their study programme.
Parents, carers and/or employers (where appropriate) will be informed throughout this process.
Where a learner is enrolled or re-enrolled subject to a Learner Agreement (Student Contract), any significant breach of that agreement may result in expedited progression through the Behaviour Support and Escalation Procedure, including consideration of withdrawal from programme where appropriate.
LEARNER AGREEMENT (STUDENT CONTRACT)
In certain circumstances, it may be necessary for a learner to be placed on a Learner Agreement (Student Contract). This is a formal agreement setting out clear expectations, targets and consequences in relation to behaviour, attendance and/or engagement.
A Learner Agreement may be used in the following situations:
as part of a probationary process at the start of a programme or following re enrolment, or
at any stage during the academic year where concerns persist despite early intervention and staged support.
A Learner Agreement is distinct from a Positive Engagement Action Plan. Positive Engagement Action Plans are informal, early stage support tools, whereas Learner Agreements are used where concerns have escalated and require clearly defined expectations, monitoring and consequences.
Learners placed on a Learner Agreement will have:
· clear targets and expectations set out within the agreement
· defined monitoring and review arrangements
· clarity about the consequences of failing to meet agreed targets.
Learner Agreements must be recorded on ProMonitor and shared with relevant staff to ensure consistency and appropriate monitoring.
Where a learner fails to meet the targets set out in a Learner Agreement, the Head of Learning will review the case in consultation with relevant senior leaders. This may result in further escalation through the Behaviour Support and Escalation Procedure, including consideration of withdrawal from the programme and referral to appropriate progression or careers support.
Where concerns reoccur following the successful completion of a Learner Agreement, the learner may be progressed through the disciplinary procedure in line with this document.
COOLING OFF
‘Cooling off’ may be used for a specific day/session, or for up to a maximum of 1 week and will always be followed by a Positive Engagement Action Plan or Learning Agreement (Student Contract). 
Where a learner has been asked to leave the premises, the Head of Learning or Duty Manager must ensure that parents/carers are contacted (where the learner is under 18 years of age) and that the Head of Learning is informed of the action taken.
Where a learner has been sent on a ‘cooling off’ the Head of Learning or Duty Manager must ensure the cooling-off period is recorded on ProMonitor.
SUSPENSION
A suspension may be applied where there is reasonable cause to believe that a learner has engaged in behaviour that may constitute gross misconduct, or where their continued presence may pose a 	risk to themselves or others or may impact on the integrity of an investigation.
Suspension is a neutral and precautionary measure. It does not imply guilt and is used to allow a fair and thorough investigation to take place, and/or to ensure the safety and wellbeing of the College community.
Suspension will only be used where necessary and proportionate and must be authorised by a member of the College Management Team or Duty Manager. Where safeguarding concerns are identified, the Safeguarding Team must be consulted to determine the most appropriate course of action.
Suspension will be for the shortest possible period necessary to complete the investigation. As a guide, this will normally not exceed 10 working days, although it may be extended where required, with approval from a Director or Assistant Principal.
EXCLUSIONS
Exclusion is a serious outcome and will only be used where all appropriate support and intervention has been considered and where it is necessary to maintain a safe, respectful and effective learning environment.
A learner may be excluded where:
14.2.1 They fail to comply with the requirements of a final stage disciplinary warning.
14.2.2 Their behaviour or conduct continues to fall below expected standards despite previous intervention and formal disciplinary action.
14.2.3 They commit an act of gross misconduct where exclusion is considered the most appropriate outcome.
If a learner is excluded, the College will inform relevant parties, including parents/carers, employers and external agencies where appropriate, and will notify the relevant Local Authority and careers services in line with statutory and internal requirements.	
A note of exclusion of learners will be maintained by College Management Information Services on the College information system. 


APPEALS AGAINST FORMAL WARNING
A learner has the right to appeal against any formal disciplinary outcome.
[bookmark: _Hlk233818798]Appeals must be submitted in writing to the Head of Learning within 5 working days of the outcome and must clearly state the grounds for appeal. The appeal will be reviewed by an appropriate Director.
Appeals should normally be based on one or more of the following grounds:
· procedural irregularity that may have affected the outcome;
· new evidence not previously available that could reasonably affect the decision;
· the outcome or sanction being disproportionate in the circumstances.
Dissatisfaction with the decision alone is not normally sufficient grounds for appeal.
An appeal meeting will be arranged within 10 working days of the appeal being received. The learner will be given at least 5 working days’ notice of the date, time and location of the meeting, along with a copy of this procedure.
The learner has the right to be accompanied by a parent/carer, friend or appropriate representative.
APPEALS AGAINST AN EXCLUSION 
Where a learner wishes to appeal against a decision to exclude, the appeal must be submitted in writing to the Deputy Principal within 5 working days of notification of the exclusion and must clearly state the grounds for appeal. The appeal will be reviewed by the Deputy Principal.
Appeals should normally be based on one or more of the following grounds:
· procedural irregularity that may have affected the outcome;
· new evidence not previously available that could reasonably affect the decision;
· the outcome or sanction being disproportionate in the circumstances.
Dissatisfaction with the decision alone is not normally sufficient grounds for appeal.
An appeal hearing will be arranged within 10 working days of receipt of the appeal. The learner will be informed in writing of the date, time and location of the hearing and will be provided with a copy of the Learner Disciplinary Procedure. Where appropriate, and on request, the hearing may be postponed for up to 5 working days to allow the learner additional time to prepare.
The learner has the right to be accompanied at the appeal hearing by a parent/carer, friend or appropriate representative.
The appeal will be heard by the Deputy Principal. During the hearing, the relevant Director will present the reasons for the exclusion, and the learner will have the opportunity to respond, present evidence and challenge the decision.
The outcome of the appeal will be confirmed in writing within 5 working days. Where appropriate, this will also be shared with parents/carers and employers.
A record of all exclusions and appeals will be maintained on the College’s information systems. Where exclusion is upheld, the College will notify the relevant Local Authority where required.
 RE-ENROLMENT OF AN EXCLUDED LEARNER
If a learner wishes to re-enrol at the College in future, they must make an application to the Deputy Principal in writing.  The Deputy Principal will consider the circumstances and any evidence presented and if appropriate, will ask the relevant Head of Learning to consider allowing the learner back to College for a probationary period of one term or four months, whichever is shorter.  After attending for the probationary period without further incident, the exclusion will be considered to have ended.  Otherwise, the exclusion will be confirmed and no further re-enrolment will be allowed.  The Deputy Principal’s decision shall be final.


APPENDIX 1: STAGES OF THE DISCIPLINARY PROCEDURE
Appendix 1 supports consistent application but does not override the principles set out in the main procedure.

	Disciplinary Stage:
	Action:
	Person(s) Responsible:

	Positive Engagement Action Plan: (Informal)
	· Course Leader / Tutor/Assessor, Personal Development Tutor (PDT), and other relevant support staff e.g., Positive Behaviour Practitioner, Attendance Officer, Mentor to engage a Positive Engagement Action Plan through an informal meeting to discuss any issues and agreed actions. A positive engagement plan meeting can be held at a time and location of the staff members discretion with no formal invitation required. 

· Following the informal 1-1 meeting with the student, the Tutor, PDT, Mentor, or Assessor must log the meeting on ProMonitor / SMART Assessor. Following the 121-meeting, contextualised description of the meeting and support being offered must be evidenced along with attached SMART Targets in ProMonitor Meetings under Positive Engagement Action Plan. 

· Course Leader / Tutor/Assessor, PDT and other relevant support staff e.g., Positive Behaviour Practitioner, Attendance Officer, Mentor to monitor student progress against actions set. If the actions have been met and behaviour/attendance has improved following a review meeting, the ‘positive engagement plan’ must be updated in ProMonitor and marked as ‘completed’

· If the learner has not made sufficient improvement within a given timescale, the Tutor/Assessor, PDT may escalate to a Stage 1 disciplinary with the course leader or equivalent.

	Course Leader

Course Tutor / Assessor

PDT


	Stage 1 Disciplinary 
(Informal)
	· Course Leader / Tutor/Assessor, PDT to organise a Stage 1 disciplinary meeting to discuss any issues and agreed actions. A stage 1 meeting can be held at a time and location of the tutor’s discretion with no formal invitation required. 

· Following the informal 1-1 meeting with the learner, the Course Leader / Tutor/Assessor, PDT must add a Stage 1 Disciplinary meeting on ProMonitor. In the stage 1 disciplinary meeting the Course Leader / Tutor/Assessor, PDT must clearly write in the description the details of why a Stage 1 disciplinary is necessary (behaviour or attendance concerns) and what support is being offered. Agreed SMART Targets must be clearly evidence as part of the disciplinary meeting. 

· Course Leader / Tutor/Assessor, PDT to monitor student progress against actions set SMART targets.  If the actions have been met and behaviour has improved following a review meeting, the stage 1 must be marked as ‘completed’ on ProMonitor. If there has not been sufficient progress the Course Leader / Tutor/Assessor, PDT may escalate to a Stage 2 disciplinary. 

· Course Leader / Tutor/Assessor, PDT must inform the learners Personal Development Tutor/Personal Tutor so effective monitoring can take place and additional support be put in place if necessary. 

· Parent/Guardian (under 18) to be informed of the meeting via telephone, email or letter communications.

Additional Support Needs: 

· Any ‘CIC’ (Child in Care) issues must be raised with the ALS (Additional Learning Support) Team. 

· Where a student has an EHCP and / or High Needs Support, the ALS Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.

	Course Leader

Course Tutor / Assessor

PDT

	Stage 2 Disciplinary 
(Formal)
	· Head of Learning will coordinate with the college Admin team to arrange a Stage 2 disciplinary. 

· A formal meeting must be held within 7 days of notification of the stage 2 disciplinary. College Admin Team to arrange invitation letter(s) to be sent to the student, with a copy to the parent/carers (if under 18) to inform them of the date and time of the disciplinary. 

· All relevant individuals will be invited to the meeting, including Positive Behaviour Team, Safeguarding Team and ALS Team, for any learners who are LAC or have an EHCP. 

· The Head of Learning and other relevant support staff e.g., Positive Behaviour Practitioner, Attendance Officer, Mentor to gather relevant incident reports or witness statements.

· Following the formal meeting with the learner, the Admin Team/Head of Learning must upload a Stage 2 disciplinary meeting onto ProMonitor. In the Stage 2 disciplinary meeting the Admin Team or the Head of Learning must clearly write in the description the details of the meeting and support being offered. Agreed SMART Targets must be clearly evidence as part of the Stage 2 meeting. 

· Curriculum Teams and PDTs to monitor student progress against actions set SMART targets and feedback to the Head of Learning on the students’ progress. If the actions have been met and behaviour or attendance has improved the Stage 2 must be marked as ‘completed’ on ProMonitor. 

· Curriculum Teams and PDTs to continue to monitor student engagement through “At Risk” and “KIT” meetings and completing 1 to 1 meeting with the student on a monthly basis until there is clear evidence of sustained improved behaviour and / or engagement.

· If there has not been sufficient progress the Course Leader / Tutor/Assessor, PDT / Head of Learning may escalate to a Stage 2 disciplinary.

· In the event a learner does not attend a Stage 2 meeting the Head of Learning has the right to conduct the meeting in the learner’s absence and inform the learner via telephone, voicemail, email, letter or Teams message.  
Additional Support Needs: 
· Any ‘CIC’ (Child in Care) issues must be raised with the Learner Journey Team - Student Mentors
· Where a student has an EHCP and / or High Needs Support, the ALS (Additional Learning Support) Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.

	Head of Learning





	Stage 3 Disciplinary (Formal)
	Stage 3 may be used following escalation or, in cases of Gross Misconduct, as an
immediate response.

· College Admin Team will coordinate with a member of the college Senior Leadership Team to arrange a Stage 3 disciplinary. 

· A formal meeting must be held within 7 days of notification of the Stage 3 disciplinary. College Admin Team to arrange invitation letter(s) to be sent to the student, with a copy to the parent/carers (if under 18) to inform them of the date and time of the disciplinary. 

· All relevant individuals will be invited to the meeting, including Positive Behaviour Team, Safeguarding Team and ALS Team, for any learners who are LAC or have an EHCP. 

· The Head of Learning / Admin Team to ensure all incident reports, witness statement or other evidence is passed to the meeting chair in advance of the disciplinary meeting.  

· Following a formal meeting with the student, the Admin Team / Senior Leader must add a Stage 3 disciplinary meeting to ProMonitor. In the disciplinary meeting the Admin Team or Senior Leader must clearly write in the description the details of the meeting and support being offered. Agreed SMART Targets must be clearly evidence as part of the Stage 3 disciplinary. 

· Curriculum Team and PDT to monitor the learners progress against actions set SMART targets and feedback to the Head of Learning on the students’ progress. If the actions have been met and behaviour or attendance has improved following a review meeting, the Stage 3 must be marked as ‘completed’.

· Curriculum Teams / PDT and Heads of Learning must continue to monitor student engagement through “At Risk” meetings and escalate the learners back to the Senior Leadership Team if progress is not sustained. 

· In the event of learners not attending a formal Stage 3 meeting, the Senior Leader may conduct the Stage 3 meeting in the learner’s absence.

· A letter confirming the meeting outcome decision will be written and sent by the Admin Team to the Learner.  If the student is under 18, a copy will be sent to the parent(s)/carer(s).




Recommendation for Withdrawal:
· Following a Stage 3 disciplinary, if concerns persist and there are grounds to withdraw a learner from their study programme, the Head of Learning must discuss ongoing concerns with Stage 3 chair. 
· The Senior Leader with review evidence provided and evidence logged on ProMonitor and either agree or refuse a withdrawal within 7 working days. Following the decision outcome the Admin Team will inform the learner and parents/carers (if under 18) of the withdrawal via letter. 

Additional Support Needs: 
· Any ‘CIC’ (Child in Care) issues must be raised with the Learner Journey Team - Student Mentors

· Where a student has an EHCP and / or High Needs Support, the ALS (Additional Learning Support) Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.

	Senior Leadership Team

Heads of Learning 





APPENDIX 2: ILLUSTRATIVE EXAMPLES OF MISBEHAVIOUR AND PERSISTENT
LACK OF ENGAGEMENT (This list is not exhaustive).
Purpose of this Appendix
This appendix provides illustrative examples only to support staff in exercising professional judgement when responding to behaviour or engagement concerns.
Important Note: This appendix supports, but does not override, the definitions and principles set out in the main procedure. Where there is any inconsistency, the main procedure takes precedence.
	Early Concerns / Informal Support
	Examples of behaviour or engagement concerns that would normally be addressed through early intervention and supportive approaches, including informal conversations and/or a Positive Engagement Action Plan:
· Declining attendance or punctuality.
· Occasional lateness to lessons or activities.
· Low-level disruption within lessons.
· Failure to submit work on time where there are identifiable barriers.
· Inappropriate use of mobile phones or technology.
· Minor breaches of College expectations.
· Low-level disengagement from learning activities.
· These concerns would not normally constitute Misconduct unless they become persistent or fail to improve following support.

	Misconduct
	Misconduct typically involves repeated or persistent behaviour that falls below expected standards and does not improve despite appropriate support and intervention.
Examples may include:
· Persistent low-level disruption that impacts learning
· Repeated failure to follow reasonable instructions from staff
· Ongoing poor attendance or punctuality following support
· Continued non-submission of work without reasonable explanation
· Use of inappropriate, offensive or abusive language
· Disrespectful behaviour towards others or the College environment
· Breaches of health and safety expectations that do not present immediate serious risk
Misconduct will normally be addressed through staged support and formal intervention in line with the Learner Behaviour Support and Escalation Procedure.


	Serious Misconduct
	Serious misconduct may justify more immediate escalation where behaviour presents heightened concern but does not meet the threshold for Gross Misconduct.
Examples may include:
· Escalating or repeated misconduct that fails to improve despite formal intervention
· Behaviour that causes significant disruption or distress to others
· Harassment or bullying behaviour that is repeated or sustained
· Deliberate disregard for College rules or agreed behaviour plans
· Behaviour that creates safeguarding concern but does not involve immediate or severe risk
Each case will be considered on its individual circumstances, with safeguarding and proportionality central to decision-making.


	Gross Misconduct
	Gross Misconduct refers to serious, high-risk or intentional behaviour that may justify immediate escalation and, in some cases, suspension or exclusion.
Examples may include:
· Carrying or using an offensive weapon or dangerous item
· Physical violence or fighting
· Sexual misconduct, assault or harassment
· Serious bullying, intimidation or abuse, including prejudice-based or discriminatory behaviour related to a protected characteristic
· Deliberate damage to, or theft of, College or personal property
· Possession, supply or use of illegal substances or alcohol on College premises
· Serious threats to the health, safety or wellbeing of others
· Deliberate behaviour that promotes, encourages or supports extremist ideology or activity, or places others at risk.
Concerns relating to vulnerability to radicalisation will be managed through safeguarding and prevent processes and will not automatically constitute disciplinary action.


	Safeguarding and Professional Judgement
	Behaviour examples in this appendix must always be considered alongside:
· individual circumstances
· additional learning needs
· safeguarding concerns
· Equality Act duties
No single example automatically determines an outcome. The College will prioritise support, early intervention and proportionate response wherever possible.






APPENDIX 3: COLLEGE LEARNING AGREEMENT (STUDENT CONTRACT)

[image: ]
College Learning Agreement (Student Contract)
	Learner Name
	

	Learner Reference
	

	Course Code / Title
	

	Date agreement made
	



The College wants and supports all learners to do well, but this requires good attendance, punctuality, behaviour and good levels of dedication and commitment. There have been some issues with you meeting these requirements and that has led to being given this agreement.  We need a commitment from you to agree to meet the expectations the college has of all our learners.  This Learning Agreement (Student Contract) is between you and the appropriate Director.  We will also send a copy home if you are under 19 (under 24 with an EHCP). 

By signing this document, you are agreeing to the expectations below in order to continue on the above programme of study, we expect you to meet the following conditions:

· Attend all my timetabled lessons
· Turn up on time for all my timetabled sessions ready to learn
· Wear your lanyard 
· Put your mobile phone away during lessons
· Use the absence line where absence or lateness is unavoidable
· To behave appropriately at all times when on College premises and not to affect, disrupt or interfere with the training of any other student attending the College
· Abide by the College rules
· 

This Learning Agreement (Student Contract) will be monitored closely by college staff, your Head of Learning and appropriate Director. 

Consequences if expectations are not met:

	Learner signature
	

	College signature
	

	Review date
	

	Review Comments
	







APPENDIX 4: ATTENDANCE DISCIPLINARY PROCEDURE
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THE PROCESS STARTS WHEN A LEARNER’S ATTENDANCE DROPS BELOW 85% IN ANY OF VOCATIONAL,
MATHS OR ENGLISH

Relevant lecturer/tutor to evidence early interventions they have made and the impact this has had (including
consideration of EHCP and parental engagement) on ProMonitor.

NO/INSUFFICIENT RESPONSE WITHIN TWO WEEKS

Lecturer/tutor to issue an attendance report card, and set a calendar reminder to check the report in two weeks’ time.
Record these actions and parental engagement on ProMonitor.

NO/INSUFFICIENT RESPONSE WITHIN TWO WEEKS

Subject leads/curriculum coordinators to check full completion and evidence of informal stage.
EVIDENCE IN PLACE T EVIDENCE NOT IN PLACE
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@ Complete and evidence
Check two-week attendance: informal stage
<70% 70-84% T >85%
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End, continue monitoring

@
e Repeat informal stage for
max. 2 cycles

Lecturer/tutor to arrange a Stage 1 Disciplinary Meeting ASAP. Report card remains, and parents/guardians are
informed.

Parental/guardian intervention to be recorded in a ProMonitor comment. Learners with an EHCP/HN/LAL have the
right to be accompanied by an appropriate person/representative.

Lecturer/tutor to inform the Attendance Officers for prioritisation on their case load, and inform parent/guardian of
outcome/targets.

Set a two-week calendar reminder to check progress against agreed actions.
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Check two-week attendance:
<70% 70-84% T >85%

End, continue monitoring

@
e Repeat formal stage 1 for
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Lecturer/tutor to request a Stage 2 Disciplinary Meeting via the Admin team. Attendance report card and continuous
monitoring remains in place.

Admin team to check ProMonitor to ensure that all required evidence is in place.
EVIDENCE IN PLACE T EVIDENCE NOT IN PLACE

> e Admin team inform
lecturer/tutor and Hol
that formal stage 1 must
be revisited

Admin team to arrange Stage 2 Disciplinary Meeting and invite Hol, lecturer/tutor and parent/guardian — plus other
staff representative if EHCP/HN/LAL.

Disciplinary Meeting takes place. Discussion points, outcomes/targets and actions recorded as a ProMonitor meeting.

Lecturer/tutor to inform the Attendance Officers for prioritisation on their case load, and inform parent/guardian of
outcome/targets if not present.

Lecturer/tutor to set two-week period of continuous monitoring of progress by all staff, recording actions and impact
on ProMonitor.

Check two-week attendance:
<70% 70-84% T >85%

End, continue monitoring

@
. Repeat formal stage 2 for
max. 2 cycles

Hol to request a Stage 3 Disciplinary Meeting via the Admin Team. Attendance report card and continuous
monitoring remains in place.

Admin team to check ProMonitor to ensure that all required evidence is in place.
EVIDENCE IN PLACE T EVIDENCE NOT IN PLACE

> . Admin team inform
lecturer/tutor and Hol
that formal stage 2 must
be revisited

Admin team to arrange Stage 3 Disciplinary Meeting and invite Vice Principal, Assistant Principal and/or Director (as
appropriate), Hol and parent/guardian — plus other staff representative if EHCP/HN/LAL.
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Disciplinary Meeting takes place. Discussion points, outcomes/targets and actions recorded as a ProMonitor meeting.
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Formal outcome to be confirmed to parent/guardian in writing by Admin team.





