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1
PURPOSE

This procedure describes the activities to be carried out when students are liable to disciplinary action.

2
SCOPE

The procedure covers the activities from the occurrence of an incident giving rise to disciplinary action to the expulsion of a student from the College.

3
RESPONSIBILITIES

The procedure covers the responsibilities of Lecturers, Service Staff, Curriculum Managers, Assistant Principals, Directors, the Vice Principal and the Principal.

4
DETAILED PROCEDURES
4.1
Notwithstanding anything contained in other sections of this procedure, the Principal, Directors or Assistant Principals may suspend a student from the College as a precautionary measure.  In such cases, the details of the suspension will be confirmed in writing to the student and the student will be required to report to the Curriculum Manager on return to college after suspension.  The College will convene a Disciplinary Hearing normally within fifteen working days.
4.2
All records of warnings and suspensions will be admissible at further disciplinary hearings for a period of two years.

4.3
Classroom Behaviour
4.3.1
When the conduct of a student is considered unacceptable and the lecturer considers that the misconduct is sufficient that disciplinary action should be taken, they should report the matters as soon as possible to their Curriculum Manager and should also complete a short written report.

4.3.2
Where the lecturer feels that the student’s conduct is disrupting the learning of others, they may ask the student to leave.  The classroom lecturer should not follow the student out of the classroom to discuss the matter.  They should report the incident to their Curriculum Manager as soon as possible and complete a short written report as in 4.3.1 above.

4.3.3 Where the student being asked to leave is attending as part of the schools programme (either part-time or full-time), or the student is known to be under 16 years of age, the lecturer should instruct the student to report to the Schools Co-ordinator and copy the short written report to the School Co-ordinator as well as the Curriculum Manager. 
4.3.4 In this occurrence, the Schools Co-ordinator may send the pupil back to school where safe to do so and will send a full report back to the school with recommendations.

4.4
Behaviour outside the classroom

4.4.1
Where the conduct of a student in a public area of the college is considered unacceptable and the member of staff considers that the misconduct is sufficient that disciplinary action should be taken, the staff member should obtain the student’s name and course and then report the matters as soon as possible to the appropriate Curriculum Manager and should also complete a short written report.  If a Curriculum Manager witnesses the conduct, he/she should complete a short report and follow 4.5.2 onwards.
4.4.2
In the event of the student not being identified, the incident should still be reported to the staff member’s line manager.
4.5
Curriculum Manager
4.5.1
The Curriculum Manager shall discuss the student’s misconduct with the member of staff reporting the incident(s).  
4.5.2
If the Curriculum Manager decides that the matter is subject to disciplinary procedure, they shall inform the relevant Assistant Principal who shall appoint a College Manager within two working days to carry out an investigation. The College Manager will complete the investigation normally within five working days.

4.5.3
After completion of the investigation the College Manager shall report to the Assistant Principal recommending whether there is a case to answer.

4.5.4
When the Assistant Principal decides that formal action should be taken the Assistant Principal shall notify the student in writing of


(a)
the date, time and place of the disciplinary hearing


(b)
the nature of the alleged incident(s)

(c) the student’s right to attend the hearing along with a representative (such as a member of the Student Association)

4.5.5
School pupils attending college will be exempt from action under Section 4.5.4, however the Curriculum Manager shall prepare a report on the incident and forward the report to the College School Co-ordinator who will in turn forward the report to the Head Teacher of the student’s school if appropriate.  The Head Teacher shall be responsible for any further action in respect to the incident(s).  
4.5.6
Not withstanding point 4.5.5 the college reserves the right to exclude any student from the premises.
4.5.7
The Curriculum Manager shall conduct the disciplinary hearing with another College Manager (not the College Manager under 4.5.2) present within five working days of receiving the Report.  Where the Curriculum Manager was the witness to the conduct (in 4.4.1 above), an alternative Curriculum Manager should be appointed by the Assistant Principal to conduct the hearing.
4.5.8
After consideration of the evidence, the Curriculum Manager shall decide on which of the following actions should be taken:


(a)
no action


(b)
oral warning


(c)
first written warning


(d)
final written warning


(e)
recommend expulsion to the Vice Principal
4.5.9
The Curriculum Manager shall inform the Assistant Principal of the outcome and he/she shall notify the student of the decision (except for decision 4.5.8 (e)) as soon as reasonably practicable and not later than two College days after the hearing.

4.5.10
The Assistant Principal shall confirm the decision in writing (except the decision 4.5.8(e)) and will also notify the student of his/her right to appeal in writing to the Vice Principal within ten days of notification of the Curriculum Manager’s decision.

4.5.11
When the Curriculum Manager decides to recommend expulsion he/she will submit all documentation for the case to the Vice Principal.

4.5.12
The Curriculum Manager shall inform the Quality Manager of any incidents which involve bullying or harassment including racial, disability etc.

4.6
Vice Principal
4.6.1
The Vice Principal shall arrange for the appeal against a Curriculum Manager’s decision (4.4.8 (a)- (d)) to be heard within ten College days of receipt of the appeal notice.

4.6.2
The Vice Principal shall notify the student of the date, time and place of the appeal hearing and shall conduct the appeal hearing.

4.6.3
After consideration of the evidence, the Vice Principal shall decide whether to:


(a)
uphold the Curriculum Manager’s decision


(b)
revoke the decision


(c)
vary the penalty imposed by the Curriculum Manager
4.6.4
The Vice Principal shall notify the student of the appeal decision as soon as reasonably practicable and not later than five College days after the hearing.  The Vice Principal’s decision will be final.

4.6.5
In all cases where the Curriculum Manager has recommended expulsion from (4.5.8(e)) the College, the Vice Principal, after consideration of the evidence, shall take action in accordance with Section 4.6.3.

4.6.6
When a case for expulsion is referred to the Vice Principal, he/she shall notify the student of the decision and shall also notify the student of his/her right to appeal in writing to the Principal within ten days of receipt of decision.  A copy of this letter shall be sent to the relevant Assistant Principal for information.
4.7
Principal

4.7.1
The Principal shall normally arrange for the appeal against expulsion to be heard within ten College days of receipt of the appeal notice.

4.7.2 The Principal shall notify the student of the date, time and place of the appeal hearing and shall conduct the hearing.

4.7.3
After consideration of the evidence, the Principal shall decide whether to:


(a)
uphold the Vice Principal’s decision


(b)
revoke the decision


(c)
vary the penalty imposed by the Vice Principal
4.7.4
The Principal shall notify the student of the appeal decision as soon as reasonably practicable and not later than five College days after the hearing.

4.7.5
There shall be no appeal against the Principal’s decision.
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