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Process for: Stu 2e Learner Behaviour Management and Disciplinary Procedure 

Process owner: Assistant Principal Foundation Learning and Student Voice 

To ensure that: All learners are aware of the standards of conduct and 
performance expected at college 

Which applies to: All learners 

Monitoring and evaluation: Assistant Principal foundation learning and student voice 

 

Introduction 

 
A strong environment of mutual respect is the cornerstone of our college culture.  Ensuring that 
learners develop appropriate knowledge, abilities and personal and social skills to be successful 
in their future careers is of utmost importance.  It is college policy to help and to encourage ALL 
learners to maintain high standards of conduct and performance.   
 
Establishing our benchmark for acceptable behaviour begins during all course inductions.  
Learners are introduced to the ‘Student Contract’ (see Appendix 5) and electronically sign to 
agree that they understand the concepts and statements included and are prepared to meet 
these expectations whilst studying at BCoT.  This is a generic code of acceptable behaviour; 
specific curriculum areas may, in addition to this, develop their own code of conduct which is 
related to the particular additional needs of that area. 
 
It is essential that behaviour management and our approach to learner discipline are positive in 
approach and are applied in a fair and equitable way. This policy and procedure applies to full-
time and part-time learners and is also regardless of age.  It is very important that staff give due 
regard to, and do not discriminate against, learners in relation to gender, age, ethnicity, physical, 
emotional or learning difficulties, sexual orientation, religious belief or any other perceived 
differences. 
 
If a student has an ECHP the transition manager or Assistant Principal needs to be involved with 
any stage 2 or above disciplinary.   
 
At induction the student contract is explained in detail to the student and they sign that they 
have read and will follow the co
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Behaviour alerts - Informal trivial incidents of behaviour
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Any further minor infringement/lapse in behaviour should result in the disciplinary process being 
escalated.  
 
Stage 2 (formal conduct/) 
 
For all issues of misconduct (stages 1-3), other than minor infringements, the formal disciplinary 
procedure should be implemented immediately.  Examples of actions of misconduct are referred 
to in the table of summary Appendix 2, with example letters in Appendices 3, 4 and 5.  
Stage 2 meetings should be held by Course Director/Faculty Head as appropriate  
 
The actions required at these stages are described on the attached flowchart (Appendix 1) The 
chart makes clear who is authorised to approve sanctions at each stage (responsibilities can be 
delegated). 
 
If agreed actions are not met then the next stage of the disciplinary process will begin. 
 
Further investigation of an incident may also lead to a change in view about the level of conduct 
(i.e. whether it is then viewed as less or more serious).  Staff must also use reasoned 
judgements regarding the use of sanctions such as a temporary suspension or the involvement 
of external agencies.  Where staff are in any doubt about the fair and effective use of these 
sanctions, they should seek advice from the, Faculty Head
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Temporary Suspension of Learners 
 

There will be some occasions when immediate action is required to remove a learner from 
others and/or college premises.  Examples could include: 
 

 To prevent harm to other users or damage to the premises 

 To prevent interference with evidence of misconduct 

 As a response to the possession of illegal drugs or weapons 

 For serious misuse of internet sites, etc. 

 Disrupting learners/learning 

 Safeguarding concerns and the protection of other students 

 Incapacity through alcohol or drugs 
 

In such circumstances, the learner may be required to leave the premises immediately.  This 
must be authorised by the Faculty Head, Assistant Principal or Duty Manager who may also 
involve premises staff or the police.  Parents/guardians must be informed if a learner under the 
age of 18 is to be suspended before they are allowed to leave the college site. 
 
Where a learner is suspended in this way, the details must be included on the dashboard 
(disciplinary tab). 
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 Parents are invited if students are 18 or under 

 Sanctions could include not attending trips and attending additional sessions in college 
to complete work 

 If student has ECHP, student support notified  

 For learners whose behaviour may be related to a recognised condition, e.g. ADHD/ 
Asperger’s, advice should be sought by contacting the Transition Manager. 

  
 
Stage 4 (held by Assistant Principal) 
 

 A disciplinary hearing must be held within 10 working days of the initial expression of 
concern 

 The learner is entitled to 5 working days’ notice of the hearing and must be informed in 
writing of the date and time of the hearing.  The learner must be given an indication of 
the nature of the complaint and a summary of the evidence against them. 

 The learner may bring a friend or advocate to the hearing. 

 For WBL and employer-sponsored learners of any age, the employer may need to be 
informed, depending on the nature of the offence and invited to the meeting as 
appropriate.   

 For learners whose behaviour may be related to a recognised condition, e.g. ADHD/ 
Asperger’s, advice should be sought by contacting the Transition Manager. 

 The disciplinary hearing considers the evidence presented by the Course Tutor/ 
/RAP/Faculty Head and the learner and any witnesses called upon to attend or submit 
written statements. 

 If the learner fails to attend the hearing and the college has not been informed of the 
reason, the hearing will take place in their absence. 

 On the basis of the evidence presented at the hearing, the Assistant Principal will: 
o Dismiss the case against the learner 
o Exclude the learner 
o Issue sanctions 

 
The learner must be informed that they have the right to appeal against this decision.  Such an 
appeal must be made in writing to the Deputy Principal within seven working days of the 
Assistant Principal notifying the learner of the exclusion.  

 

 All stages MUST BE RECORDED ON THE DASHBOARD.  An appropriate action plan 
must record and monitor agreed targets for improvement. RAPS will support progress 
towards the agreed action plan 

 

 Exclusion must be recorded on the dashboard and Information Services notified so that 
this outcome can be recorded on the learner data file. If the student is studying English 
or maths the Faculty Head must be kept informed as to their status. 

 

Appeals Procedure  
 

 The appeal will be held within 10 working days of receipt of the notice of appeal.  If 
appropriate the learner’s parents/employers will be notified of this meeting and invited to 
attend.   

 The learner will be given at least 5 working days’ notice of the appeal interview.   

 The learner will be entitled to be accompanied by a friend or representative. 

 The Assistant Principal or Faculty Head who excluded will be asked to respond to the appeal 

 The Deputy Principal will make the decision based on the evidence presented at the appeal 
by both parties. 

 The  Deputy Principal may decide that: 
o No disciplinary action is necessary 
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Tutors 
 
In the event of disciplinary action involving a part-time learner who attends for less than six 
hours per week and may not have a tutor, the class lecturer or the course director will act as the 
tutor. 
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SAMPLE LETTERS                                                                                                                   APPENDIX 4 
OUTCOME LETTER - STAGES 2 or 3   

 
 
 

BCoT HEADED PAPER 
 
Date 
 
 
 
Address 
 
 
 
 
Dear [Name of Parent/Guardian / Learner if aged 18 or over] 
 
This is to inform you that, as a result of the recent conduct review meeting, your [son/daughter] is now on 
{delete as appropriate Stage 2 or 3 } of the college formal disciplinary procedure. 
 
As agreed at the hearing, the following actions must be met: 
 
1 
2 
3 
4 
 
Should your [son/daughter] require support to meet any or all of these action please ask them to discuss this 
with their course tutor or RAP 
 
Failure to meet the agreed actions outlined above will result in further disciplinary action and may lead to 
permanent exclusion from the programme. 
 
 Yours sincerely 
 
 
 
 
 
 
 

Faculty Head 
 
 
Enc: Copy of Behaviour Management & Disciplinary Procedure 
 
  



 
  

 

 

 

SAMPLE LETTERS                    
OUTCOME LETTER STAGE 4                                                                          APPENDIX   4a                                                       
 

 
BCoT HEADED PAPER 

Date 
 
 
 
Address 
 
 
 
 
Dear [Name of Parent/Guardian] 
 
This is to inform you that as a result of the recent disciplinary hearing, your [son/daughter] is being excluded 
from [his/her] programme of study at BCoT. 
 
You have the right to appeal to this decision within seven working days from the date of this letter.  Appeals 
must be put in writing to: 
 

Lorraine Heath 
Deputy Principal Curriculum and Innovation



 
  

 

 

Student Contract                                                             APPENDIX 5 

 

 

Respectful, Ready, Safe 
 

At BCoT we believe every student has a right to: 

 Enjoy and achieve 
 Make a positive contribution 
 Be healthy 
 Feel safe and stay safe 
 Achieve economic and social well-being 

What you can expect from BCoT 

 We will follow Government guidance to provide a Covid safe environment 
 A thorough and appropriate induction programme to help you settle into college, get to know 

the staff and help you make friends. 
 A course handbook which will give you general information about BCoT, including college 

rules and the information specific to your course.  
 Screening and assessment to determine your learning needs. 
 Individually negotiated learning support when necessary. 
 Teachers who are committed to your learning and are good at teaching their subjects. 
 Regular meetings with your tutor/RAP Tutor to discuss and track your progress. 
 Courses that are interesting, well planned and organised. 
 Lessons that stimulate learning and are interesting. 
 Your work marked promptly. 
 Careers guidance, employment support, welfare support, financial guidance and support 

with personal matters. 
 Good classrooms, IT facilities and resources to support learning. 
 Having your voice and opinion heard – through student representation, student parliament 

and the student union. 
 The right to fairness and equality in the way you are treated. 
 The opportunity to take part in and enjoy student life through activities and events outside of 

core learning. 
 The opportunity for personal development and improved employability skills. 

What we expect from you 

 To ensure you follow guidance around social distancing 
 Treat all members of the college community with respect at all times, valuing differences 

and diversities. 
 The college operates a zero tolerance on intimidation, bullying and violent behaviour. 
 Good attendance and punctuality for all aspects of your Study Programme. There needs to 

be a good reason for any absence which needs to be reported promptly and on each day of 
absence in line with the college policy. 

 Wear your lanyard at all times. It is against college policy to allow people through 
doors/gates with your badge, this will result in disciplinary action. 

 Completing your work on time and to the best of your ability. 
 Good behaviour and respect to others. 
 Taking care of our college environment for your own benefit and the benefit of others. 
 Respecting everyone’s right to make good progress in every lesson. 
 Using the college services to help you succeed. 
 Stay safe and help keep others safe. 
 Respect your environment and recycle wherever possible. 
 Seek help if you need it. 



 
  

 

 

 

Study Programme 

 Attend all timetabled classes and be punctual to all sessions. This includes attendance 
to the personal development and flipped learning, one-to-ones and industrial placements 
as well as the vocational area. Personal development activities also need to be 
undertaken as part of the programme. Failure to attend any of these will trigger the 
disciplinary process and could put your place at college at risk. 

 Attend all English and Maths classes and be punctual to all sessions (if this is part of 
your programme of study). Failure to attend any of these will trigger the disciplinary 
process and could put your place at college at risk. 

 Do not organise holidays during term time. 
 Whilst we value the skills and experience that students can develop through a part-time 

job, we are keen to ensure that any paid employment does not have a negative impact 
on students’ progress. We strongly recommend that students do not work more than 10 
hours in a week. Studies have shown that working more than this amount will have a 
detrimental effect on students’ results. 

 Set aside an appropriate amount of time for private study, in accordance with the level of 
the course and the recommendation of the tutor. 

 Be prepared. Bring pen, paper and any other identified necessary resources to every 
class, including PPE. 

 Meet all homework and assignment deadlines. 
 Only have your earphones in/or phones on if your tutor has given permission. 
 




