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Student Discipline
	
The College operates a policy of equal opportunities to ensure its students, staff, customers and visitors are treated equally regardless of gender reassignment, race, religion or belief, disability, age, marriage and civil partnerships, pregnancy and maternity, sexual orientation, or sex.

 
1. General Provisions 
 
All staff have a responsibility to assist in maintaining good discipline, not only in the classroom, but throughout the College.  This policy and supporting procedures have been developed to support staff in the maintenance of classroom discipline and to provide a standard, fair and transparent system for dealing with any disciplinary situation that may arise in the classroom or campus. 
 
Student misconduct may be divided into 2 categories: 
 
- unacceptable or improper behaviour 
 
- unacceptable or unjustified non-attendance 
 
1.1 Unacceptable or Improper Behaviour 
 
    Unacceptable or improper behaviour includes, but is not limited to:- 
 
· failure to comply with College regulations 
· unacceptable behaviour (eg swearing, threatening/aggressive behaviour) towards  students and staff
· disruptive behaviour 
· poor level of achievement and attainment
· bringing illegal substances into College 
· being assisted or assisting others with the preparation and/or completion of assessed work 
(see Plagiarism Policy for further guidelines)
· theft of or damage to College property 
· bringing or distributing  pornographic or offensive literature into College (including electronic material). 
 
Many cases of disruptive behaviour may be dealt with by a member of staff without the need to report the matter, or to invoke disciplinary procedures.  However, if the member of staff believes an incident to be sufficiently serious to require the involvement of more senior staff and or disciplinary procedures, the administrative procedures detailed below should be followed. 


1.2 Unexplained or Unjustified Non-Attendance 
 
Student attendance is expected to be at a level which meets the requirements of the programme.  When attendance is less than that and no medical or other evidence justifying the absence has been submitted, a letter will be sent, from the student’s department, to the student and where appropriate the employer and/or National Training Organisation. (Refer to College Withdrawal/Retention Policy for more detail if required) 
 
A copy of this letter will be sent to either Bursaries and/or Student Services and to the Finance Section in the case of funded students.  The rules for bursaries or grants operate independently of these policies and procedures. 
 

2. Procedures 
 
Disciplinary procedure must be fair and transparent to all parties and this must be obvious throughout the progression of all disciplinary action. 
 
College policy and procedure involves the following sequence- 
 
2.1 Informal Warning. 
Interviewing the student(s) by the member of staff involved.  (This may be done separately or jointly where a conduct/incident involves more than one student).  The member of staff should inform the student(s) that further misconduct could result in further disciplinary action. This warning will not be recorded on the Record of Formal Student Disciplinary Action (Appendix A).
 
Commencement of Formal Proceedings 
 
2.2 Oral Warning 
If this advice given in the formal interview does not lead to sufficient improvement in conduct, the student will be interviewed by the student’s Course Leader.  This interview will result in a formal, oral warning of the consequences of continuing misconduct.  This warning will be recorded on the ‘Record of Student Disciplinary Action (Appendix A) and held by the Course Leader. 
 
2.3 Formal Written Warning 
If misconduct continues, a member of staff should report the incident to their Course Leader or Head of Section who will interview the student in the presence of a staff member.  At this discipline interview the Course Leader or Head of Section will require the member of staff who reported the incident to give evidence.  Other members of staff or students may be required to give evidence.  This may be done in the presence of the student.  The student will be given at least 3 working days notice in writing of the discipline interview (specimen letter Appendix B).  They will have the right to call witnesses and to have a friend present throughout the interview and to be supported by the Student Liaison Officer.
 


The Course Leader or Head of Section may either dismiss the case against the student or issue a formal written warning (specimen letter Appendix C).  Where these are issued the detail is to be recorded in Appendix A. 
 
2.4 Final Written Warning 
If misconduct continues, a member of staff should report the incident to their Head of Section who will interview the student in the presence of the Course Leader. At this discipline interview the Head of Section may also require other members of staff or students to give evidence.  This will be done in the presence of the student.  The student will be given at least 5 working days notice in writing of the discipline interview (specimen letter Appendix B).  They will have the right to call witnesses and to have a friend present throughout the interview and be supported by the Student Liaison Officer.
 
The Head of Section may either dismiss the case against the student or issue a formal final written warning (specimen letter Appendix D).  Where these are issued the detail is to be recorded in Appendix A. 
 
2.5 Further or Gross Misconduct 
If there is further alleged misconduct or a case of gross misconduct, the Course Leader or Head of Section should report the incident to the Head of Department who should refer it to the Vice Principal.  The Vice Principal will conduct a hearing according to the procedures described in paragraph 2.4.  The Vice Principal may dismiss the action, suspend the student for a period, or permanently exclude the student.  The decision should be communicated to the Student by the Vice Principal (specimen letter Appendix E). 
 
A student may appeal against the decision through the procedures described in paragraph 2.7.  A suspended or permanently excluded student shall not be reinstated pending the appeal. 
 
2.6 Right to Permanently Exclude
In cases of alleged gross misconduct, eg bullying, harassment, alcohol, drugs, assault or behaviour which is dangerous to the physical and psychological well-being of staff or students, or is affecting College property, the Head of Section has the right to exclude students from the College until the case has been heard.  In all Cases the Head of Section must notify the Head of Department and Vice Principal within 24 hours. 
 
 Appeals 
 
2.7 Appeal against Permanent Exclusion
An appeal against permanent exclusion must be lodged in writing with the Principal within 5 working days of the delivery of the letter.  The Principal will establish an Appeals Committee comprising: 
 
- 2 members of the Board of Management (or, nominees) 
- Student Association President or the president’s nominee 
- The Principal or his/her nominee (adviser to the Committee). 
 
The appeal with be conducted in accordance with the procedures for the original hearing within 10 working days of the appeal being lodged. 
 
2.8 Appeal Against Oral, Formal Written, or Final Written Warning. 
An appeal against an oral, formal written, or final written warning must be lodged in writing with the Vice Principal within 5 working days of receiving the letter. 


 The Vice Principal will establish an Appeals Committee comprising: 
 
- The Vice Principal 
       - A Head of Department 
- Student Association President or other student nominee. 
 
 	 The Appeals Committee may: 
 
a) Confirm the original decision. 
b) Uphold the appeal and clear the student of guilt. 
c) Impose an alternative course of action. 
 
The Appeals Committee will conduct a hearing within 15 working days of receipt of an appeal.  The decision of the Appeals Committee will be final. See specimen letter (Appendix F). 
 
 
3.  Further Guidance
3.1  Student Correspondence 
All letters to students should be sent to their home address by recorded delivery.  A copy of each letter should be lodged in their file. 
 

3.2  Fast Tracking Procedures 
In cases of gross misconduct (see 2.6), steps 2.1, 2.2, 2.3 and/or 2.4 may be omitted and the procedure may commence at 2.4 or 2.5.  Such a decision should be taken by the Head of Department if necessary and where appropriate, after consultation with the Vice Principal. 
 
3.3  Retention of Disciplinary Record 
Verbal and written warnings will be disregarded and expunged from the record when the student has completed their course of study.   
 
4. Non-Achievement 
 
 4.1  General 
When a Course Leader considers that a student’s level of achievement and attainment is unacceptably low, the student will be interviewed by the Course Leader and warned that an improvement must be demonstrated.  Appropriate learner support will be made available.  If there is no improvement in effort and/or performance, the administrative procedures detailed above from 2.2 should be followed. 
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Appendix A




Record of Formal Student Disciplinary Action 	
					
Student’s Name: …………………………………………	Section: ………………………….					 
Class:           …………………………………………	Department: …………………….    
		 											 
	Oral  
Warning 
(Date) 
	Formal Written 
Warning 
(Date)  
	Final Written Warning 
(Date)  
	Suspended 
(Date) 
	Permanently
Excluded
(Date) 
	 
Reason for Action 
	Other Persons 
Notified 
	Staff 
Signature 
	Student 
Signature 

	 
 
	
	
	
	
	
	
	
	

	 
 
	
	
	
	
	
	
	
	

	
	
 
	
	
	
	
	
	
	

	 
 
	
	
	
	
	
	
	
	

	 
 
	
	
	
	
	
	
	
	

	 
 
	
	
	
	
	
	
	
	



• Student and relevant staff member must sign the Record every time an entry is made. 
• Record to be stored centrally by parent department. 
• In cases of Final Written Warning – Copy to be forwarded to Head of Department and Vice Principal
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Specimen Letter
 
 
 
 
  
 
 
Dear 
 
Notice of Disciplinary Interview
 
I am writing in connection with your involvement in an incident which occurred on (date) and 
which was reported to me by X who was involved in/witnessed the incident. 
 
** 
 
In the circumstances I must inform you that a disciplinary interview will be held on (date) at
(hours) in my office.  X and Y will be attending as witnesses. 
 
You have the right to call witnesses and to have a friend and the Student Liaison Officer present throughout the interview. 
 
The result of the disciplinary interview will be communicated to you by me, and will involve 
either a dismissal of the case or (insert appropriate action). 
 
Yours sincerely 
 
  
 
 Course Leader

** insert or delete as appropriate 
 
Due to the seriousness of the allegation I wish you to note your suspension from the College until
a disciplinary interview is held.  This means that you must NOT attend classes or enter the
College grounds/campus.  Failure to comply with the suspension is likely to lead to further 
disciplinary action and may result in your permanent exclusion from the College.
 
 
Head of Section
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Specimen Letter
 
 
 
 
Dear 
 
Formal Written Warning
 
I refer to the disciplinary interview which you attended in my office on (date) and at which you 
were accompanied by (……….). 
 
The disciplinary interview was held in compliance with Reid Kerr College disciplinary
procedures to discuss an incident which occurred on (……….). 
 
At the interview you were given the opportunity to explain the incident and to call witnesses.  
However, as I stated at the interview, I consider your explanation to be unsatisfactory. 
 
I have considered all the information available to me concerning this matter, and have taken into 
account previous warnings issued to you on (dates).  In the circumstances I am issuing this formal 
written warning, a copy of which will be placed on your personal file.  You should also note that 
any further misconduct may ultimately result in your suspension or permanent exclusion. 
 
You have the right to appeal against this formal written warning.  If you wish to exercise your 
right of appeal you should write to the Vice Principal, within 5 working days of the delivery of 
this letter, indicating the grounds of your appeal.  You have the right to call witnesses and to 
have a friend and the Student Liaison Officer present at the appeal hearing.  An Appeals Committee will conduct a hearing within 15 working days of receipt of an Appeal. 
 
Yours sincerely 
 
 
 
 Course Leader
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Specimen Letter
 
 
 
 

 
Dear 
 
Final Written Warning
 
I refer to the disciplinary interview which you attended in my office on (date) and at which you 
were C and were accompanied by (…………….). 
 
The disciplinary interview was held in compliance with Reid Kerr College disciplinary 
procedures to discuss an incident which occurred on (……………..). 
 
I have considered all the information available to me concerning this matter, and have taken into 
account previous warnings issued to you on (dates).  In the circumstances I am issuing this final 
written warning, a copy of which will be placed on your personal file.  You should also note that 
any further misconduct may ultimately result in your suspension or permanent exclusion. 
 
You have the right to appeal against this final written warning.  If you wish to exercise your right 
of appeal you should write to the Vice Principal, within 5 working days of the delivery of this 
letter, indicating the grounds of your appeal.  You have the right to call witnesses and to have a 
friend and the Student Liaison Officer present at the appeal hearing.  An Appeals Committee will conduct a hearing within 15 working days of receipt of an Appeal. 
 
Yours sincerely 
 
 
 
 
 
 
Head of Section
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Specimen Letter
   
 
 
Dear 
 
Notice of Expulsion
 
I refer to the disciplinary interview, which you attended on (date).  Also present were C & D.  You were accompanied by F & G. 
 
The purpose of the disciplinary interview was to discuss an incident of misconduct/gross misconduct/continued misconduct, which occurred on (date). 
 
I have considered all the information available to me concerning this matter, and have taken into account previous warnings issued to you on (dates).  In the circumstances I am left with no option but to expel you from the College, with immediate effect. 
 
You have the right of appeal against this expulsion notice.  If you wish to exercise your right of appeal, you should write to the Principal and Chief Executive, within 5 working days of the delivery of this letter, indicating the grounds of your appeal.  You have the right to call witnesses and to have a friend present at the appeal hearing.  The appeal will be heard by the Board of Management Appeals Committee whose decision will be final. 
 
Yours sincerely 
 
 
 
  
 Vice Principal
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Specimen Letter
 
 
 
 
 
  
Dear 
 
Appeal Against Formal Written/Final Written Warning 
 
I refer to the Appeal Hearing conducted by an Appeals Committee comprising (insert detail), 
which was requested by you in your letter of (date). 
 
I have to advise you that: 
 
     a) 	Your Appeal was upheld, and the formal written/final written warning will be 
    removed from your file forthwith. 
 

                                            or
 
b) 		Your Appeal was not upheld, and the formal written/final written warning will remain
		on your file in accordance with the time limit specified.     
 		 

Yours sincerely 
 
 
 
 
 
 
Vice Principal 
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Equality Impact Assessment (EqIA) Screening Tool

This form must be completed for all new policy proposals, or reviews of existing policies and procedures.  This screening should be undertaken at as early a stage as possible to ensure the College fulfils its responsibilities in relation to the Equality Act 2010.    
	Title of Policy or Procedure

	Student Discipline Policy



	New Policy   □				Existing Policy  √    



	
Start and end date of assessment
	
September 2011



	Person Responsible for Policy/Procedure
(Name and Job Title)

Rose Brown
	


Director



	Assessment Group Members
(Name and Job Title)

Stacey Devine
Alan Cowan
Ron Currie
David McCulloch
Carol Hughes

	


Student President
Student Liaison Manager
Director
Director
Head of Section 



	Briefly describe the main purpose of the policy/procedure and its relevance to the equality characteristics:

The purpose of this policy is to support staff in the maintenance of classroom discipline and to provide a standard, fair and transparent system for dealing with any disciplinary situation that may arise in the classroom or campus.

The policy ensures that all protected characteristics covered by the Equality Act 2010 have been considered and the implementation of this policy will have no negative impact on any student.





	Who is intended to benefit from the policy/procedure and in what way?

The main beneficiaries will be college staff and students.  The policy and associated procedure is intended to ensure all disciplinary matters are managed appropriately. 



	Briefly describe any consultation that has taken place and with whom.    Give details of any external or additional research that you used to support the development of the policy. You may wish to include evidence of lower participation/uptake by any of the equality characteristics or any evidence of differing needs of the equality groups:

This policy has been fully discussed, and approved, by the College SMT.

The Equality Impact Assessment Group included a range of staff, and student representatives, who have carefully considered the policy to ensure fairness for all.










	Indicate below the impact of the policy/procedure on each of the equality strands.  
Negative impact is when the policy could disadvantage any of the equality groups
Positive impact is when the policy benefits any of the equality groups, contributes to promoting equal opportunities or improves relationships within equality groups/between equality groups and others


	
	Positive Impact
	Negative Impact
	No impact
	Comment

	Age
	
	
	X
	The inclusion of the Equalities Statement demonstrates commitment to equality across all strands.

	Disability

	
	
	X
	

	Sex

	
	
	X
	

	Gender Re-assignment

	
	
	X
	

	Sexual Orientation

	
	
	X
	

	Race

	
	
	X
	

	Religion or belief

	
	
	X
	

	Pregnancy
Maternity
	
	
	X
	

	Marriage
Civil Partnership
	
	
	X
	



	For any negative impacts identified, could they be minimised or removed?			Yes   □		No   □ 
											If No, you must complete a full equality impact assessment







	How and when will the policy/procedure be reviewed?
The policy and procedure will be reviewed in accordance with College procedures.






Signed:  Rose Brown  Dated: 15 September 2011
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