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Disciplinary Policy and Procedure for students below statutory school leaving age attending College
Aim

The aim of this policy is to set out the informal and formal stages which will be followed when a student behaves in ways which go against the expected codes of conduct in the College.
Policy Statement
This policy applies to all students below statutory school leaving age in the current year.  There is a separate policy and procedure for students aged over 16 on 31st August/at the start of the academic year.
The College wants all students to succeed on their course and be well prepared to progress to the next level of learning or into employment.

The first duty of care for all students below the statutory school leaving age (usually Year 10 or 11) attending College lies with their Home Provider, ie., the organisation, institution or individual who is sponsoring (paying for) their learning programme in the College.

When away from their Home Provider, students understand that they must behave according to the day-to-day rules, standards and procedures of the College. Expected standards of behaviour are set out on the Learning Agreement which students agree and sign. Clear routes of communication are essential between the College and the Home Provider; for each student.  An individual contact with the Home Provider will be supplied on the application form.

This Disciplinary Procedure will apply to these students while they are in College. It is based on College procedures for post-16 students but has been adapted to include legal aspects of working with pre-16 students, recognising that such students are the responsibility of the Home Provider. 

Any incident thought by College staff to be of a disciplinary nature will be reported to the School Liaison Officer, based in the College, verbally and in writing on the same day.  A clear record of events will be kept by the relevant College staff of any day-to-day issues or concerns dealt with internally and the Home Provider will be kept informed by the School Liaison Officer.
In addition to the College procedure, the Home Provider may use their own Behaviour and Disciplinary Policy in relation to incidents that occur in College. This will be the choice of the Home Provider.
Procedure
There are four stages to the procedure. Most problems are relatively minor and will be sorted out informally at stage 1. Where necessary, however, each stage of the procedure will be followed as outlined below. An exception to this might be where a student is involved in serious misconduct. Examples of this include physical violence and fighting; abusive behaviour to staff; behaviour dangerous to themselves and others; damaging property; serious breaches of health and safety; being in possession of, using or dealing in illegal drugs/alcohol; carrying and/or using offensive weapons.

	PRIVATE 
Stage 1 - Informal sorting out 


Most incidents are minor and will be dealt with by the course tutor. This may involve the student and tutor talking about the incident and agreeing an acceptable way forward which may include the student agreeing not to repeat the incident.  The record of verbal warning will be entered on Pro-Monitor.  The College has agreed that the School Liaison Officer is involved at this stage to ensure that the Home Provider are kept updated and can take steps to reduce the chances of such incidents happening again.

If the disruptive behaviour continues and the course tutor thinks it inappropriate for the student to remain in the session, the tutor will inform the School Liaison Officer and agree the next course of action.  Under no circumstances are students asked to leave the premises and go home or to the Home Provider.  The School Liaison Officer must then contact the Home Provider by phone, fax or email to tell them what has happened and to talk about what happens next.  On-track reviews are then arranged involving School Liaison Officer, Home Provider, Parents and Students.
	PRIVATE 
Stage 2 - Formal Warning


This stage may be set up if actions at stage 1 have not stopped the poor behaviour or if the course tutor/Head of School considers an incident serious enough to bypass stage 1. 
This stage will be a formal meeting between the course tutor/Head of School, School Liaison Officer, the Home Provider and the student to hear details of the disciplinary issue and where all appropriate staff will decide any formal action to be taken. The student will be allowed their say in explaining the issue. The meeting and its results will be formally recorded and placed on the student’s file by the course tutor and will normally result in a formal written warning being issued to the student by the Head of School. A copy of this written warning will be sent to the Home Provider by the School Liaison Officer with a recommendation that the Home Provider should inform the student’s parent/guardian.

Included in the warning, a trial period of time where behaviour is carefully watched may be set, with an agreed plan of action. This may be checked through comments on Pro-Monitor by the course tutor and talked about weekly with the Home Provider. School Liaison Officer will update Home Provider about any issues around an individual.  Strategies for dealing with behavioural problems which continue will be discussed by the course tutor/HoS with the Home Provider and applied where appropriate. 

	PRIVATE 
Stage 3 - Final Written Warning


Students will be given every opportunity to improve their behaviour. Strategies for improvement will be given appropriate time to be effective.

When a problem persists, a meeting with the Home Provider will be arranged by the School Liaison Officer and a formal final written warning will be given to the student by the Head of School. As in stage 2, a copy will be sent to the Home Provider with a recommendation that it be forwarded to the student’s parent/guardian. 

It is recommended that a parent/guardian attends a meeting arranged by the Head of School to discuss the impact of final decision on student.

Where possible, the Home Provider will take their own disciplinary action resulting from the meeting. This may include a period of fixed time exclusion from the College.

	PRIVATE 
Stage 4 – Withdrawal from College


This stage happens 

· where the student is involved in serious misconduct and this has been confirmed by others or 

· there have been previous problems and the Disciplinary Procedure has been followed through stages 1-3.

The student will be dismissed and the Home Provider told why this has happened.  There is no appeal.

The relevant College staff will provide detailed paperwork of all formal and informal meetings to the School Liaison Officer.  This will allow the School Liaison Officer to justify/explain the College decision to the Home Provider.

Below are some very important guidelines for curriculum staff involved in pre-16 delivery:

· Under-16 students are very different from usual College students (16-18 and 19+).  They cannot be asked to leave the College premises unaccompanied.

· School Liaison Officer needs to be contacted in case there are issues around student attending the College at a certain point.  Under no circumstances will students be asked to go back to school or home on their own.

· Students should be enrolled immediately on starting their College placement.

· All classes should begin and end at the agreed time.

· If a student becomes unwell or needs to be sent home the School Liaison Officer must be informed who will contact with the Home Provider and parent to arrange pick up.
· If the student forgets their PPE, where possible, a spare set should be available.  At no point must the student be left unsupervised outside of the learning environment or sent back to the provider.

· Classes should not be cancelled and it is the responsibility of the Head of School to ensure there is adequate cover at all times. In case of unavoidable cancellation, the School Liaison Officer needs to be contacted who will deal with the parent and the Home Provider.
· The School Liaison Officer is the link between the Home Provider, parents and yourselves – contact them at the earliest possible opportunity if you have any concerns about the student.
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