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TITLE:
STUDENT DISCIPLINE
PURPOSE/SCOPE:
To ensure that the college responds promptly and appropriately to any breach of the student code of conduct.
To ensure that the college acts consistently in handling student discipline.
RESPONSIBILITY:
For the issue of an informal warning:
· Any member of staff
For the issue of a formal warning:
· Verbal Warning:

Guidance Tutor, Section Leader or Head of Student Support
· First Written Warning

Section Leader or Head of Student Support

· Final Written Warning:

Faculty Head or Head of Student Support
For suspension pending investigation:
· Faculty Head, Head of Student Support or member of the Strategic Management Group
For expulsion:
· Assistant Principal Human Resources & Quality Development and Head of Student Support or Faculty Head
For hearing an appeal against:
· Verbal Warning:

Section Leader or Quality Development Manager
· First Written Warning

Faculty Head or Quality Development Manager
· Final Written Warning

Assistant Principal Human Resources & Quality Development or Quality Development Manager

· Expulsion

Depute Principal or Principal


For maintaining a record of incidents necessitating formal action:
· Section Leader, Faculty Head or Head of Student Support

DEFINITIONS:
Misconduct:
Behaviour that contravenes the Student Code of Conduct.

Gross Misconduct:
Persistent or extreme breaches of the Student Code of Conduct or any behaviour which necessitates police involvement. Behaviour where the student is a danger to themselves or others.

APPENDICES:
Forms

Student Disciplinary Incident form (ST-SDI)

Student Disciplinary Interview form (ST-SDINT)

Student Disciplinary Suspension Interview form (ST-SDSI)

Student Code of Conduct (ST-SCC)

Reference Documents

Student Discipline Procedure Overview (ST-SDPO)


Student Discipline Dealing Formally with Misconduct or Gross Misconduct (ST-SDDFMGM)

Student Charter (ST-SCH)
RELATED

INFORMATION:
Data Protection Act

(Under the Data Protection Act, no information will be passed to parents / guardians if the student concerned is 18 or over at the time of the incident unless the student has previously given consent or it is clearly in the student’s best interest e.g. medical emergency).
Originated




Approved



Date

1.0
GENERAL EXPECTATIONS

1.1
Students will be made aware of the Student Code of Conduct (ST-SCC) at Induction which takes place at the start of session.
1.2
All staff and students have a responsibility to maintain the standards of behaviour defined in the Student Code of Conduct (ST-SCC).
1.3
Minor misconduct problems should be dealt with by the member of staff present.
1.4
Breaches of the Student Code of Conduct (ST-SCC) are deemed to be misconduct and should be dealt with formally.
2.0
BREACHES OF THE STUDENT CODE OF CONDUCT OUTWITH CLASS

2.1
Any member of staff who witnesses misconduct outwith a class should:

2.1.1 Ask for and retain the student’s card

2.1.2
Inform the student that the incident will be reported.

2.1.3
Complete all details on a Student Disciplinary Incident form (ST-SDI).
2.1.4
Pass a copy of the form to the Head of Student Support.

2.2
Any member of staff who witnesses gross misconduct outwith a class should:

2.2.1
Seek the support of other members of staff to escort the student directly to the Head of Student Support, Faculty Head or a member of the Senior Management Group who will decide:
· Whether the student should leave the premises

· Whether the police should be called
2.2.2
The member of staff first involved in the incident should record all details on a Student Disciplinary Incident form (ST-SDI).

2.2.3
The member of staff should pass a copy of the form to the Faculty Head and the Head of Student Support.

3.0
BREACHES OF THE STUDENT CODE OF CONDUCT WITHIN A CLASSROOM OR WITHIN FACULTY AREAS

3.1
Any member of staff who experiences misconduct within a class should:

3.1.1
Ask for and retain the student’s card.
3.1.2 Inform the student that the incident will be reported.
3.1.3 Complete all details on a Student Disciplinary Incident form (ST-SDI).

3.1.4 Pass a copy of the form to the appropriate Guidance Tutor.
3.2 Any member of staff who witnesses gross misconduct within a class should:

3.2.1 Inform the student that the incident will be reported and, if appropriate, the class may be temporarily suspended to deal with the incident.

3.2.2 Seek the support of other members of staff to escort the student directly to the Faculty Head or another member of Senior Management who will decide
· Whether the student should leave the premises

· Whether the police should be called

3.2.3 The member of staff first involved in the incident should record all details on a Student Disciplinary Incident form (ST-SDI).

3.2.4 The member of staff should pass a copy of the form to the Faculty Head and the Head of Student Support.
4.0
DEALING FORMALLY WITH MISCONDUCT AND GROSS MISCONDUCT
4.1
FORMAL VERBAL WARNING

4.1.1
The Guidance Tutor or Head of Student Support will investigate the incident based on the information detailed on the Student Disciplinary Incident form (ST-SDI).  If appropriate, the Guidance Tutor or Head of Student Support will issue a formal verbal warning and record it on the Student Disciplinary Incident form (ST-SDI).
4.1.2
The Student Disciplinary Incident form (ST-SDI) will be retained in the student’s Guidance File.
4.1.3
The student will be advised of the right to appeal the decision and that any appeal has to be made in writing and passed to the Quality Development Unit within five working days of the Formal Verbal Warning being issued.
4.2
FIRST WRITTEN WARNING

4.2.1
If a breach of discipline is a repeated breach, a serious breach or if the student has already had a verbal warning, a Student Disciplinary Incident form (ST-SDI) will be completed and the matter referred to the Section Leader or Head of Student Support.

4.2.2
The Section Leader or Head of Student Support will request the student’s Guidance File and arrange an interview within five working days.
4.2.3
The Section Leader or Head of Student Support will refer to the Student Disciplinary Incident form (ST-SDI) and the student’s Guidance File and interview the student. The student may bring a representative.
4.2.4
The Section Leader or Head of Student Support will record the interview on a Student Disciplinary Interview form (ST-SDINT), retain a copy in the student’s Guidance File and pass a copy to the Head of Student Support or Section Leader, as appropriate.
4.2.5
If the student is issued with a first written warning a record of this will be kept in the student’s Guidance File.

4.2.6
The student will be advised of the right to appeal the decision and that any appeal has to be made in writing and passed to the Quality Development Unit within five working days of the first written warning being issued.
4.3
FINAL WRITTEN WARNING
4.3.1
In the event of an extreme breach of the Student Code of Conduct (ST-SCC), the Head of Student Support or Faculty Head will receive a copy of the Student Disciplinary Incident form (ST-SDI) from the member of staff or the Guidance Tutor concerned.
4.3.2
The Student Disciplinary Incident form (ST-SDI) will be used as the basis for the interview which will be carried out by the Head of Student Support or Faculty Head. The interview will take place within five working days. The student may bring a representative.

4.3.3 The Head of Student Support or Faculty Head will record the interview on the Student Disciplinary Interview form (ST-SDINT).

4.3.4 If the student is issued with a final written warning a record will be kept in the student’s Guidance File.
4.3.5 The student will be advised of the right to appeal the decision and that any appeal has to be made in writing and passed to the Quality Development Unit within five working days of the final written warning being issued.
4.4
SUSPENSION
4.4.1
If after a final written warning there is no improvement or in the event of Gross Misconduct the Faculty Head or Head of Student Support or member of the Strategic Management Group may suspend the student pending investigation.

4.4.2
If the student is suspended a suspension letter will be issued and a record will be kept in the student’s Guidance File

4.4.2 The Faculty Head or Head of Student Support will investigate the incident and call the student for interview. The interview will take place within ten working days of the incident and be recorded on a Student Disciplinary Suspension Interview form (ST-SDSI). The student may bring a representative.

4.4.3 The decision will be made to either:

· reinstate the student

· recommend the student be expelled from College.

4.4.4 The student will be informed of the outcome and a record will be kept in the student’s Guidance File.

4.4.5
If the decision is made to recommend expulsion the Student Disciplinary Suspension Interview form (ST-SDSI) along with all other relevant paperwork will be passed to the Assistant Principal: Human Resources and Quality Development.

4.5
EXPULSION

4.5.1
The Assistant Principal: Human Resources and Quality Development will meet with the Faculty Head or Head of Student Support to review the recommendation.
4.5.2 The outcome of the review will be recorded on the Student Disciplinary Suspension Interview form (ST-SDSI).

4.5.3 If the decision is taken to expel the student an expulsion letter will be sent by recorded delivery and a record will be kept in the student’s Guidance File.
4.5.3
The Assistant Principal: Human Resources and Quality Development will inform UNIT-e staff of any students expelled from College to avoid future admissions.

5.0 
APPEALS
5.1 All appeals must be in the form of a written letter clearly stating the grounds for appeal, which must be passed to the Quality Development Unit within five working days of the decision.
5.2 The student should be given five days notice of the appeal hearing.
5.3 The student may bring a representative to any appeal hearing.
5.4 The outcome of the appeal hearing will be recorded in the Student’s Guidance file and the student will be notified by recorded delivery.
6.0
DATA PROTECTION
6.1
Under the provisions of the Data Protection Act, no information will be passed to parents / guardians if the student concerned is over the age of eighteen at the time of the incident.
6.2
If the student is under eighteen at the time of the incident and in the event of Gross Misconduct resulting from a Final Written Warning or Suspension / Expulsion, the parents / guardians will be informed of the incident and result by registered letter.

7.0
MONITORING OF THE PROCEDURE

7.1
All aspects of the procedure will be subject to audit by the Quality Development Unit.
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