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1. INTRODUCTION 

1.1 The college has high expectations of learners and is committed to ensuring an environment 
which is a safe and happy place to study  

 
1.2 The Student Charter, Runshaw Respect, Parent/ Guardian charter and our ABCDE agenda 

provide details of the College’s expectations of all learners.  These documents along with this 
policy are available to all learners via the Student Portal, website Student and Parents/Carers/ 
Guardians handbooks, and also in the Apprenticeship/ Employer agreement.  

 
1.3 These procedures have been drawn up in order to ensure that all learners who do not align to 

our positive behaviour expectations are dealt with in a fair and equitable manner.  
 
1.4 It is appropriate in any educational institution to set appropriate standards of performance and 

behaviour and to operate rules which promote order and fairness and allow the development of 
learners’ abilities and skills.  Such rules should be readily understood by both the learners and 
staff.  

 
1.5 A learner who does not meet the required standards of behaviour or academic performance, or 

breaches policy (detailed in section 8) could make themself liable to disciplinary action, 
suspension, or expulsion in sufficiently serious cases.  However, in the case of learners who 
have difficulty in meeting acceptable standards of academic performance, normal good practice 
requires that support for the individual will be provided.  

 
1.6 Wherever disciplinary action under these procedures is undertaken, all stages of the procedures 

will be carried out promptly in the interests of both staff and learners, although college holiday 
periods or sickness may cause delay. 

 
1.7 It is recognised that for minor breaches of discipline, a less formal arrangement should exist 

whereby a member of the College’s staff will discuss the matter with the student concerned in 
order to resolve the issue.  The outcome of such a discussion would normally be setting of 
appropriate Next Steps and/or support; it may include a referral to the Progress Mentor Team, 
Head of Studies or Head of School.  Such informal discussion is not the subject of this document 
although failure of a learner to respond to such discussion or offers of support could lead to 
formal disciplinary action.  
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2. SCOPE 

2.1 These procedures apply to full-time and part-time learners when they are engaging in all aspects 
of college life, for example, any activity that relates to their college experience which could be 
on or off campus (including attendance on study days). This will also include the wider 
community such as Worden Park, Tesco and the local areas, and when they are travelling to 
and from the College on dedicated transport, or on a College organised trip, placement or event.  
They also apply when behaviour outside of the College has a detrimental impact on others, e.g. 
cyber-bullying, or displaying disrespectful behaviour to neighbours. This will also apply to Adults 
and Apprentices who mainly study off site and/ or remotely.  

 
2.2 The purpose of the procedures are: 
 
2.2.1 To help and encourage learners to achieve and maintain acceptable standards of conduct and 

academic performance, displaying positive behaviour in every aspect of their college 
experience.  

 
2.2.2 To ensure consistent and fair treatment in relation to disciplinary action taken in response to 

allegations of unacceptable conduct or performance.  
 
 
3. GENERAL PRINCIPLES 

3.1 The aim is to avoid disciplinary action. However, this will be taken when there is sufficient 
concern or evidence to warrant such action.   

 
3.2 In most cases, a disciplinary level may be issued as a supportive measure with an aim to work 

with the learner to help them improve and positively engage and progress. At every disciplinary 
level, a learner has the right to be advised of the reason for formal disciplinary meetings, to hear 
the evidence against them and to state their case.  

 
3.3 If a learner fails, without good reason, to attend a disciplinary meeting which they have been 

instructed to attend, the meeting can take place, and a decision made in their absence. 
 
3.4 If appropriate, a Head of Studies may suspend the learner whilst the investigation is carried out. 
 
3.5 A learner has the right to appeal against any disciplinary level imposed from the final warning 

stage and against any decision to expel.  Learners aged 16-19 have the right to be accompanied 
to an appeal hearing by a parent/carer/guardian and a learner on the Adult programme may be 
accompanied by an appropriate representative. If at any stage of the disciplinary procedures, a 
learner receives a warning about unacceptable behaviour or unsatisfactory academic 
performance, guidance and support will be offered, as necessary, to help them reach the 
required standards. 

 
3.6 Electronic recordings of any formal meetings, disciplinary or appeal hearings are not permitted 

by any party. 
 
3.7 Consideration will be given to mitigating or extenuating circumstances such as learning 

difficulties, where behaviour might be the consequence of a recognised Special Educational 
Need (SEN), in line with the Equality Act 2010. Consideration may also be given where there 
are serious personal or family problems.  However, these factors may not excuse unacceptable 
behaviour. 

 
3.8 Where appropriate special consideration will be given to Looked after Children or students on 

16-19 Study Programmes who are living independently. 
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3.9 Disciplinary levels will normally remain on a learner’s record for 2 years or for the duration of 
their programme of study.  For the Pre-Advanced Programme warnings will normally remain for 
the duration of study at a particular level but will be removed once the learner progresses to the 
higher programme.   

 
3.10 Internal reports record the numbers of learners who receive formal warnings and the reasons 

for the disciplinary action for monitoring purposes. Warnings are reviewed and moderated by 
the Student Support Manager group. 
 
 

4. LEVELS OF THE PROCEDURES 

4.1 Normally the procedures will be followed in the order of the levels set out in Section 6 below.  
However, offences of a serious nature may be brought into the procedure at any time if any 
earlier level would not be severe enough or appropriate to deal with it.  For example, there may 
be occasions when indiscipline is considered to be so serious as to justify a final formal warning 
or even expulsion. 

 
4.2 Minor lapses from acceptable standards of discipline or academic performance may be dealt 

with by the learner’s teacher, trainer or Progress/ Learner Mentor giving informal cautions or 
guidance.  If the matter is more serious or if the learner repeatedly ignores informal 
cautions/guidance or fails to achieve the next steps set by staff, a formal letter will be issued 
detailing the next steps and actions agreed.  If the learner fails to meet these within the agreed 
review period, the formal warning procedure detailed in section 6 will be used. 

 
 
5. THE FORMAL WARNING PROCEDURES  

5.1 The disciplinary procedures are the direct responsibility of the Principal but the operation of the 
procedures is delegated to Assistant Principals, Heads of Studies or another appropriate staff 
member. Prior to a warning being issued, a Formal Meeting can take place, and this can be 
between the learner and the Head of School or Progress Mentor. The aim of this meeting is to 
address any concern and implement swift informal action to avoid any disciplinary levels being 
issued.  

 
5.2 Level 1 Warning 

5.2.1 If a learner’s behaviour, attendance or academic performance does not meet the required 
standards, or a learner fails to respond to a reasonable request from a member of staff, the 
learner will normally be given a Level 1 Warning. 
 

5.2.2 A written copy of the reasons for the warning, the next steps/ actions set for improvement and 
any time limits will be given to the learner and a copy kept in the learner’s records on the portal. 

 
5.2.3 Parents/carers/guardians of learners on 16-19 Study Programmes will be informed in writing of 

the warning. 
 
5.3 Level 2 Warning 

5.3.1 If a learner who has received a Level 1 warning fails to meet the set next steps/ actions or the 
College’s standards in other aspects of their behaviour, attendance or academic performance, 
or fails to respond to a reasonable request from a member of staff, the learner will normally be 
given a Level 2 Warning. 
 

5.3.2 A Level 2 Warning may also be given if a student commits a serious offence of indiscipline which 
warrants more than a first level formal warning. 
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5.3.3 A written copy of the reasons for the warning, the next steps/ actions set for improvement and 
any time limits will be given to the learner and a copy kept on the learner’s record on the portal. 
 

5.3.4 Parents/carers/guardians of learners on the 16-19 Study Programmes will also be informed in 
writing of the warning. 

 
5.4 Level 3 Final Warning 

5.4.1 A Level 3 Final Warning will normally be given to a learner by a Head of Studies if they fail to 
meet the next steps/ actions or comply with the conditions set by a Level 2 Warning. 

 
5.4.2 Despite having been given a Level 2 Warning as a result of unacceptable behaviour, attendance, 

unsatisfactory academic performance, or failure to comply with a reasonable request from a 
member of staff the learner commits a further offence of indiscipline or their academic 
performance continues to be unsatisfactory  

 
5.4.3 A learner commits a serious offence of indiscipline which warrants more than a Level 1 or Level 2 

Warning; examples of such offences may include: 
- cases of bullying or harassment including cyber-bullying or inappropriate use of social media 

- aggressive or intimidating behaviour 

- fighting 

- verbal abuse towards another student or member of staff 

- conduct which could threaten the health and safety of others 
 
5.4.4 The above examples are not exhaustive or exclusive and offences of a similar nature will be 

dealt with under this procedure. 

- A Level 3 Final Warning will give details of the reasons for the warning, the improvement 
required and any specified time limits within which such improvements must be made. 

- The learner will be advised that failure to comply with the terms of the Level 3 Final Warning 
will normally result in expulsion. 

- The learner will be advised that this is the final stage of the formal disciplinary procedure and 
that they have the right to appeal in accordance with the Appeals Procedure. 

- Parents/carers/guardians of learners on the 16-19 Study Programmes will be informed in 
writing of the warning, the next steps/ actions set for improvement and the support to be 
offered to the student.  They will be sent a copy of this policy. 

 
5.5 Suspension Procedure 

5.5.1 A learner may be suspended if, they commit / or is suspected of committing an offence which is 
regarded as so serious as to be normally regarded as grounds for immediate suspension and 
may lead to expulsion; examples of such offences include: 

- violent, dangerous or intimidating conduct-including possession of a weapon or imitation 
weapon 

- conduct which could threaten the health and safety of others 

- sexual, racial or other harassment of another learner or member of staff 

- abusive behaviour towards another learner or member of staff (including making or sharing 
malicious comments about another learner) 
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- theft or unauthorised possession of any property or facilities belonging to a learner, the 
College, or any employee of the College 

- damage deliberately carried out on College property 

- refusal to carry out reasonable instructions of a member of staff or to comply with college 
rules 

- allowing a non-member of the college on campus using their own membership card 

- possession of, and/or consumption of and/or incapability due to alcohol 

- possession of illegal drugs or drug paraphernalia 

- use of or dealing in illegal drugs 

- incapability as a result of being intoxicated by reason illegal drugs 

- possession of/ use of legal highs 

- possession of / use of synthetic cannabinoids vaping liquid-see appendix A for guidelines  

- commission of a criminal offence, whilst a learner, which may adversely affect the College’s 
reputation  

- failure to respond to the targets set in a level 3 warning  

- an extended period of poor attendance, where absence is not notified or reasonably 
explained 

- failure to complete essential work that would result in a learner failing their course or 
programme of study, without reasonable explanation. 

 
5.5.2 The above examples are not exhaustive or exclusive and offences of a similar nature will be 

dealt with under this procedure. 

- It should be noted that the college has a zero-tolerance policy towards drugs, legal highs, 
synthetic cannabinoids and alcohol and offences of this nature will automatically lead to 
expulsion. 

- It should be noted that suspension is not deemed to be a sanction in itself. Suspension allows 
time for the investigation of the offence; in some cases, learners may be suspended and, 
following investigation, disciplinary or further action is not appropriate. Suspensions will 
normally be carried out by a Head of Studies. 

- A suspended learner will normally be required to leave the College premises immediately.  
In the case of learners on 16-19 Study Programmes, the College will give them the 
opportunity to arrange transport home or provide them with the cost of the fare home where 
necessary. 

- A suspended learner will be advised that they are excluded from the College during the 
period of the suspension and that any attempt to enter the College during this period will be 
regarded as a serious breach of discipline.  The Head of Studies will request the return of 
the college membership card. 

- During the period of suspension teachers will be required to provide work for the learner to 
compete until the date of the disciplinary meeting in the form of a suspension hearing. 

- The parents/carers/guardians of learners on 16-19 Study Programmes will normally be 
informed of the suspension as soon as practicable.  A written copy of the reasons for the 
suspension will be given to the learner and a copy kept on file.  A copy will be sent to the 
parents/carers/guardians of learner on 16-19 Study Programmes together with a copy of this 
policy. 
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- A disciplinary meeting, in the form of a suspension hearing will normally be arranged within 
5 working days of the suspension.  The learner will be informed of the date, time and place 
of this meeting and of the case against them.  If the learner requests extra time to prepare 
their case, the hearing may be put back for a period not longer than 5 working days.  The 
College will endeavour to accommodate special requests e.g. religious festivals. 

- At a hearing following a suspension, a learner on a 16-19 Study Programme may be 
accompanied by a parent/carer/guardian and a learner on the adult programme may be 
accompanied by a representative. 

- A learner will normally be informed in writing of the outcome of the disciplinary meeting 
(suspension hearing) within 5 working days.  A copy will be also sent to the 
parents/carers/guardians of learners on 16-19 Study Programmes  

 
5.6 The Expulsion Procedure 

5.6.1 A learner may be expelled if: 

- they fail to comply with a final formal level warning or  

- despite having been given previous warnings as the result of either unacceptable behaviour, 
attendance or unsatisfactory academic performance, they commit a further offence of 
indiscipline or their academic performance continues to be unsatisfactory.  

- They commit an offence which is so serious that permanent exclusion from College is the 
most appropriate course of action.  Examples of such offences are listed in 5.5 (i) though the 
list is not exhaustive of all serious offences which could result in expulsion.  

 
5.6.2 A learner who falls within the categories described in 5.5 (i) and who is facing possible expulsion 

will normally be suspended until a disciplinary meeting is held.  In this case, the Suspension 
Procedure described in 5.5 will be followed. 
 

5.6.3 Offences relating to drugs or alcohol will lead to automatic expulsion.  A disciplinary meeting will 
be held within 5 working days of suspension to allow for investigation where needed. This 
process is outlined in appendix D.  Any learner who is expelled for offences relating to drugs or 
alcohol will be entitled to an appeal hearing under section 6. Please note that the college may 
share information relating to drugs offences with the police. 

 
5.6.4 A disciplinary meeting, in the form of a suspension hearing, will normally be arranged within 5 

working days.  The learner will be informed of the date, time and place of this disciplinary meeting 
and of the case against them.  If the  learner requests extra time to prepare their case, the 
hearing may be put back for a period not longer than 5 working days.  The College will endeavour 
to accommodate special requests e.g. religious festivals. 

 
5.6.5 At the meeting a learner on a 16-19 Study Programme may be accompanied by a 

parent/carer/guardian, the Progress Mentor may also be present.  A learner on the Adult 
Programme may be accompanied by an appropriate representative. 

 
5.6.6 At the suspension hearing, the Head of Studies or a designated College Manager will explain 

the reasons for the suspension first.  Then the learner will have the opportunity to present their 
case and any supporting evidence and to challenge the case against them.  

 
5.6.7 A learner will normally be informed in writing of the outcome of the disciplinary meeting 

(suspension hearing) within 5 working days.  A copy will be also sent to the 
parents/carers/guardians/guardians of learners on 16-19 Study Programmes. 

 
5.6.8 A learner has the right to appeal against the outcome of the disciplinary meeting (suspension 

hearing). 
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5.6.9 In the event of expulsion, teachers will be required to provide work for the learner to complete 
until the appeal deadline or until the appeal hearing if an appeal is lodged. 

 
5.6.10 A learner who is expelled from the college will not be allowed to return to study on any 

Programme or course of study. 
 
 
6 THE APPEALS PROCEDURE 

6.1 A learner has the right to appeal against a Level 3 Warning or against a decision to expel and 
will be informed of this right. 

 
6.2 Appeals against Level 3 Warnings 

6.2.1 If a learner wishes to appeal against a Level 3 Warning, they must do so in writing to the Senior 
Manager responsible for their Programme within 5 working days of notification of the warning. 
 

6.2.2 An appeal hearing will normally be held within 5 working days of receipt of a request.  The appeal 
will normally be heard by the appropriate Senior Manager. 

 
6.2.3 A learner on a 16-19 Study Programme has the right to be accompanied to the appeal hearing 

by a parent/carer/guardian and an adult student on the Adult programme may be accompanied 
by an appropriate representative. 

 
6.2.4 A learner will be informed in writing of the outcome of their appeal within 5 working days of the 

appeal hearing.  For learners on 16-19 Study Programmes, a copy of the letter will also be sent 
to the parents/carers/guardians. 
 

6.3 Appeals against Expulsion 

6.3.1 If a learner wishes to appeal against a decision to expel them, they must do so in writing to the 
Principal within 5 working days of notification of expulsion. 
 

6.3.2 An appeal hearing will normally be held within 10 working days of receipt of the request.  The 
learner will be informed in writing of the date, time and place of the appeal hearing and the 
reasons for their expulsion.  The learner will be given a copy of this policy.  If the learner requests 
extra time to prepare their case, the hearing may be put back for a period not longer than 5 
working days.  The College will endeavour to accommodate special requests e.g. religious 
festivals. 

 
6.3.3 An appeal against expulsion will normally be heard by the Assistant Principal or their delegate.  
 
6.3.4 A learner on a 16-19 Study Programme may be accompanied by a parent/carer/guardian and a 

learner on the adult programme may be accompanied by an appropriate representative. 
 
6.3.5 At the appeal hearing, chaired by a Senior Manager, the Head of Studies or designated College 

Manager will explain the reason for the expulsion first.  The learner will have the opportunity to 
present their case and any supporting evidence and to challenge the reasons for their expulsion. 

 
6.3.6 A learner will normally be informed in writing of the outcome of the appeal hearing within 5 

working days.  For learners on 16-19 Study Programmes, a copy of the letter will also be sent 
to the parents/carers/guardians. 

 
6.3.7 If the learner’s appeal is unsuccessful, they will be informed in writing of their right to refer the 

matter to the Education and Skills Funding Agency (ESFA). complaints.esfa@education.gov.uk. 
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7 Other Associated Policies / Documents 

Attendance Policy 
Non Examined Assessment Policy (Controlled Assessment) 
Care and Control of Students and the Use of Reasonable Force Policy 
CCTV Monitoring 
Equality, Diversity and Inclusion Policy 
Freedom of Expression Policy 
Use of E-Cigarette Vapes Guidance 
Acceptable use of IT Facilities policy 
Internet Access and Online Safety Policy 
Safeguarding Policy  
Search and Screening Policy 
Student Charter 
Student Harassment and Bullying Policy 
SEND Policy 
Substance Misuse Policy 
Trips and Residential Policy 
16-19 Placement Policy 
Work Placement Policy for Adult FE Programmes 

 
 
 

 



   
 

 

 



   
 

 

 



   
 

 



   
 

 



   
 

 

Appendix E – The Use of AI 
 
Students must make sure that work submitted for assessment is demonstrably their own. If any sections 
of their work are reproduced directly from AI generated responses, those elements must be identified 
by the student and they must understand that this will not allow them to demonstrate that they have 
independently met the marking criteria and therefore will not be rewarded (please see the 
Acknowledging AI Use section below);  

- Teachers and assessors must only accept work for assessment which they consider to be the 
students’ own (in accordance with section 5.3(j) of the JCQ General Regulations for Approved 
Centres); and 
 

- Where teachers have doubts about the authenticity of student work submitted for assessment (for 
example, they suspect that parts of it have been generated by AI but this has not been 
acknowledged), they must investigate and take appropriate action. 

 
 
JCQ-AI-Use-in-Assessments-Protecting-the-Integrity-of-Qualifications (1).pdf - relating to 
academic performance  

 


