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STUDENT BEHAVIOUR AND DISCIPLINARY PROCEDURE

Procedure Statement
The Activate Learning Student Behavioural and Disciplinary Procedures are written for staff, students and
parents and indicate how to implement the Activate Learning Student Behaviour and Disciplinary Policy.

These procedures apply to all students enrolled at, attending or residing in accommodation at an Activate
Learning college as well as offsite activities such as educational visits and work placements.

Informal Disciplinary Procedure

When?
If student’s behaviour is a cause for concern, such as:

Low level disruption

Inappropriate language

Forgotten lanyard

Not removing hats/hoods

Attendance slipping

Non submission of assignments

eating or drink in class or study areas, apart from water
Not having mobile devices on silent mode in study areas
Smoking outside of designated areas

Dropping litter

Lack of respect and not upholding college values

Lack of effort with academic performance

Unintentional failure to wear the ID card and lanyard

Who?
Always involved
e The initiator — the teacher, tutor or progress coach'’
e The student
May be involved
o A staff member who raises the issue to the teacher, tutor or progress coach
e Student Services
e Parents/Carers
¢ Faculty management, who keep an overview of student behaviour in the faculty

What?
Step-by-step
1. The teacher clearly explains behavioural expectations, and the reasons for them, to the student at
the start of the programme during the induction period and checks their understanding
2. The teacher monitors the student’s behaviour and if there is any cause for concern, they address this
immediately with the student
3. The teacher discusses the cause for concern, seeking to understand the motivations and agreeing
action to address the issues. The agreed interventions could include involving Student Services

' The term teacher is used for the teacher, tutor or progress coach



and/or parents if this will support the student. If the student has additional needs, Student Services
should always be involved.
The teacher logs the cause for concern and the resulting agreed interventions on ProMonitor
The student changes their behaviour within the set timescale
The teacher monitors the behaviour and there are two possible outcomes
a) If the student’s behaviour has improved, the teacher praises the student and notes this on
ProMonitor
b) If there is no improvement, they trigger the formal disciplinary procedure.

Informal

Cause for concern

Initiator
Speaks to student and explains
they are being issued with a cause
for concern, the reasons why,
what the outcome may be if
behaviour does not improve.

Engages with parents and Student
Support if required

Initiator
Logs details on Promonitor

Praises the student if improved or
triggers formal disciplinary
procedure




Formal Disciplinary Procedure

Stage One — Minor breach

When?
If a student has repeated causes for concern and does not make the behavioural changes agreed in the
informal procedure, or the student has intentionally conducted a minor breach of the Code of Conduct, such

as:

Who?

Ongoing poor attendance

Low level bullying and harassment

Not adhering to health and safety regulations

Continued non submission of assignments

Not following IT regulations

Damage the good reputation of Activate Learning through any bad behaviour on or off campus,
including online behaviour

Lack of respect to others and not upholding college values
Continued lack of effort with academic performance
Intentional failure to wear the ID card and lanyard
Purposeful intention not keeping to agreed classroom rules
Disrespect to the campus environment

Always involved

The initiator — the teacher, tutor, progress coach or faculty manager

The student

The parent/carer

Student Services if the student has an EHCP

Group Administration who are responsible for logging the formal disciplinary and sending
communications

May be involved

What?

Faculty Manager

Faculty Operations Manager
Faculty Director

Faculty Co-ordinator

A member of staff raising the issue
Student Services

Head of Accommodation Services

Step-by-step

1.

The initiator meets the student and explains that their behaviour has triggered the formal disciplinary
procedure, the reasons for this, and that they (and parents if under 18 on 31 August or has complex
additional support needs) will get a formal notification of this and an invitation to have a telephone
call or a face to face meeting.

o If the student’s behaviour causes concern for the safety of students and staff members, the
Initiator will temporarily suspend the student meaning they will not be allowed on to campus,
until the above telephone or face to face meeting has taken place. The Initiator will
temporarily block the students lanyard via Advice and Admissions

The initiator will conduct an investigation if the student has intentionally breached the Code of
Conduct. The investigation will include speaking with all students and staff members involved to



10.

11.

12.

establish the facts and seek to understand the motivation for the breach.

The initiator logs the details of the stage one on the student behaviour notification app or informs
Group Administration who will do this on their behalf.

The initiator, or Group Administration if logging on the teacher’s behalf, checks whether the student
has any additional support needs and if so notes this on the form submission.

Group Administration send a formal disciplinary meeting invite to the student and parent (if under 18
on 31 August or has additional complex support needs), plus the following parties as relevant:

¢ Any additional attendees requested on the submission form such as Faculty Manager.

e |If the student has additional needs, the invitation is sent to the relevant support service

o If the student is in residential accommodation, the invitation is sent to the contact provided on
the form submission

¢ If the offence relates to drugs, the invitation is sent to Student Support.

The student is able to bring an advocate and any evidence they may have to the meeting

Group Administration prepare a meeting pack for the teacher to include
¢ An outcome template
e Copy of the procedure
e Any evidence
o A copy of the student’s attendance and comments from Promonitor (visible to the student in
Promonitor)
e Arecorder

The relevant people attend the formal disciplinary meeting, discuss the student’s behaviour, review
any evidence and agree the outcomes. The possible outcomes are:

A. No case to answer and the student remains on the same programme

B. The student is given an adapted curriculum

C. Action plan with targets and an agreed review date. If the student has been suspended, a
return to college plan is agreed.

The initiator records the outcome of the formal disciplinary meeting under the ‘Disciplinary meeting’
section of Promonitor.

The initiator informs Group Administration of the outcome via the outcome template in the
disciplinary pack.

Group Administration send a formal outcome for the stage one to the student (and parents if under
18 on 31 Aug) and uploads a copy of the correspondence to the disciplinary meeting on Promonitor.
If applicable:
o Creates the disciplinary meeting on Promonitor and record the information available if not
already been completed by the teacher.
¢ If the outcome is an action plan with targets, adds a calendar reminder in the diary of the
requester to carry out the review of targets set and to issue the outcome

If the outcome is an action plan with targets, initiator reviews the action plan by the agreed date and
determines the outcome. Possible outcomes:

a) If the student’s behaviour has improved, the teacher praises the student and notes this on
ProMonitor and informs Group Administration to send a communication.
b) If there is no improvement, they trigger the Stage Two — Major breach procedure.



Formal

Stage 1 - Minor breach /
Escalation from Cause of
concern

Issuer

Speaks to student and explains they
are being issued with a Stage one,
the reasons why, and that they (and
parents if under 18 on 31 Aug) will get
formal notification of this and a
telephone call or a face to face

Group Administration

Sends stage one notification
to the student (and parents if
under18 on 31 Aug).

Group Administration

Creates a meeting in
Promonitor and uploads a
copy of the comrespondence
sent.

Puts a calendar reminder in
the diary of intemal
attendees

meeting will be arranged.

Issuer

Logs details on the student
behaviour notification app or
passes details to Group
Administration to log on their
behalf

Issuer / Faculty

Has a telephone call / face to
face meeting with parents (if
under 18 on 31 Aug) and
student and sets targets and
support interventions.

Passes outcome to Group
Administration

Group Administration
Sends outcome
comespondence and
updates meeting in
Promonitor

Puts a calendar reminder in
the diary of requester to
conduct review

Issuer / Faculty

Conduct review

Does not pass

Issuer / Faculty

tage two process and
s outcome to Group
Administration

System

Appropnate support services
notified

Support Service

Provides support and advice
to the person leading the
meeting and the student and
attends the meeting where
required

Issuer / Faculty

Passes outcome to Group
Administration

Group Administration

Sends outcome and updates
Promonitor



Formal Stage Two — Major breach

If a student does not make the behavioural changes agreed in the Stage One — Minor Breach procedure, or
the student has intentionally conducted a major breach of the Code of Conduct, as listed below.

When?

Examples:

e Escalation from Stage One — Minor breach

e High level bullying and harassment

e Fighting / physical violence

e Verbal abuse

¢ An incident which may be a criminal offence

e Cheating, copying or plagiarising in an assignment

¢ Not adhering to health and safety regulations causing risk of harm to themselves or others
Giving false documentation or forging documents

¢ Intentionally setting off a fire alarm and/or extinguisher
e Anti-social behaviour
e Abusive on social media
o Repeated unauthorised absences
e Ongoing failure to complete work
o Possession or suspected possession of prohibited items
o knives or weapons
o alcohol
o illegal drugs
o stolen items
o fireworks
o pornographic imagery or article that the member of staff reasonably suspects has been, or is
likely to be, used to; commit an offence, or to cause personal injury to, or damage to the
property of, any person (including the learner).
Who?

Always involved (but not necessarily required at the meeting)
¢ Faculty Delivery Director — has overall responsibility for stage two
Tutor
Teacher — member of staff initiating stage two or progress coach?
Student
Parent/Carer
Group Administration
Support services

May be involved:
e Faculty Manager
e Faculty Co-ordinator
e Faculty Operations Manager
e Head of Residential Accommodation

What?

Step-by-step
1. The initiator, meets the student and explains that their behaviour has triggered the formal disciplinary
procedure, the reasons for this, and that they (and parents if under 18 on 31 August or has complex
additional support needs) will get a formal notification of this and an invitation to have a face to face
meeting.




¢ If the student’s behaviour causes concern for the safety of students and staff members, the
initiator will temporarily suspend the student meaning they will not be allowed on to campus,
until the above telephone or face to face meeting has taken place.

2. The initiator will conduct an investigation if the student has intentionally committed a major breach of
the Code of Conduct. The investigation will include speaking with all students and staff members
involved to establish the facts and seek to understand the motivation for the breach.

If the breach relates to substance misuse; Student Support must also be informed, and the teacher
must refer to the substance misuse procedures.

3. The initiator logs the details of the stage two on the student behaviour notification app or informs
Group Administration who will do this on their behalf.

4. The initiator or Group Administration if logging on the teachers behalf, checks whether the student
has any additional support needs and if so notes this on the form submission.

5. Group Administration send a formal disciplinary meeting invite to the student and parent (if under 18
on 31 August or has additional complex support needs), plus the following parties as relevant

¢ Any additional attendees requested on the submission form

o If the student has additional needs, the invitation is sent to the relevant support service.

e If the student is in residential accommodation, the invitation is sent to the Head of
Accommodation.

¢ If the offence relates to drugs, the invitation is sent to Student Support.

6. If the stage two is a result of a breach in behaviour within accommodation, The Head of
Accommodation will need to ensure faculty are aware.

7. The student is able to bring an advocate and any evidence they may have to the meeting.

8. Group Administration prepare a meeting pack for the initiator to include
e An outcome template
e Copy of the procedure
e Any evidence
o A copy of the student’s attendance and comments from Promonitor (visible to the student in
Promonitor)
e Arecorder

9. The relevant people attend the formal disciplinary meeting, discuss the student’s behaviour and
review any evidence.

e Group Learning Support and/or Lifeskills must attend all stage two meetings for any students
with complex additional learning needs or an EHCP providing advice and guidance to the
Faculty Director to jointly determine the outcome of the meeting

o If drugs- related, Group Student Support must attend the meeting to provide advice and
guidance to the Faculty Director to jointly determine the outcome of the meeting.

10. The outcome of the Stage Two is agreed at the meeting. The possible outcomes are
A. No case to answer
B. Action plan for improvement with targets, support interventions and a date to achieve these
by, if applicable.
C. Withdrawn from Activate Learning

11. If withdrawn from Activate Learning:



12.

13.

14.

15.

16.

e Students in residential accommodation will lose their place within accommodation. In the
same way, students in accommodation that are withdrawn will also be withdrawn from their
course

¢ EHCP students cannot legally be withdrawn from college without an emergency EHCP
review meeting being held. Student Support will arrange for this meeting to take place in
conjunction with the stage two meeting.

The initiator records the outcome of the formal disciplinary meeting under the ‘Disciplinary meeting’
section of Promonitor.

The initiator informs Group Administration of the outcome via the outcome template in the
disciplinary pack.

Group Administration send a formal outcome for the stage two to the student (and parents if under
18 on 31 Aug) and uploads a copy of the correspondence to the disciplinary meeting on Promonitor.
If applicable:

e Create the disciplinary meeting on Promonitor and record the information available if not
already been completed by the initiator.

¢ If the outcome is an action plan with targets, adds a calendar reminder in the diary of the
requester to carry out the review of targets set and to issue the outcome

If action plan for improvement, faculty and Student Support will monitor the student to ensure they
are achieving and engaging with the objectives. On the agreed review date, the initiator decides the
outcome, the possible outcomes are:

a) If the student’s behaviour has improved, the initiator praises the student and notes this on
ProMonitor and informs Group Administration to send a communication.

b) Extension of targets and sets a new review date

c) Student to be withdrawn from Activate Learning

If withdrawn from Activate Learning:
e Students in residential accommodation will lose their place within accommodation. In the
same way, Students in accommodation that are withdrawn will also be withdrawn from their
course

¢ EHCP students cannot legally be withdrawn from college without an emergency EHCP
review meeting being held. Student support will arrange for this meeting to take place in
conjunction with the stage two meeting.

e Students can appeal against the decision to withdraw using the Student Disciplinary Appeals
Procedure.



Formal

Stage 2 - Major breach /
Escalation from Stage 1

Issuer

Speaks to student and explains they
are being issued with a Stage two, the
reasons why, and that they (and
parents if under 18 on 31 Aug) will get
formal notification of this and a
meeting will be aranged.

Issuer
Group Administration
Logs details on the student i i
Sends stage two notification behaviour notification app eI ey
to the student (and parents if form or pas details to PRE TS ._t'ﬁprfd R
under18 on 31 Aug). Group Administration to log HONIE
on their behalf

Issuer / Faculty / Support REFERE S e

Service

Provides support and advice
S 2 - o : to the person leading the
Group Administration Has a face to face meeting meeting and the student and

with parents (if under 18 on
Creates a meeting in 31 Aug) and student and
Promonitor and uploads a decides
copy of the correspondence If student has an EHCP the

sent. No case fo answer support service will arrange
Sets targets and support s enhqup_n:'-y EHCP

Puts a calendar reminder in interventions. : i i
S meeting prior fo / in
the d'?g %ngt‘ema[ ﬁt“uhddergtwsnhouid pe conjunction with the stage 2
dliencees meeting.

attends the meeting where
required.

Passes :Jup::pme FD Group A EHCP studeitcanmiot be
Administration Y . :
withdrawn without this.

Group Administration Issuer / Faculty

Sends outcome Conduct review and deci
comespondence and
updates meeting in Passes targets
Promonitor Extension of targets
Withdrawal of student
Puts a calendar reminder in
the diary of requester to
conduct review Administration

Group Administration

Sends outcome and updates
Promonitor
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Appendices

Group Student Suppon

Remove 1D Card
and block student

entry

Altend mesconduct
meelings. providing
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determine decision
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interventions. Action
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between student
faculty and Student

Support

Monitoring period

Available for advice
and gudance for
Executive Director

Substance misuse procedure

Student suspended

during joint investigation N

with Student Support

Maconduct meeting held

Eaculty

Report incident to Group
Student Support

Record incdent on Pro-
Monitor (Learner comms. )
Request that Group Admin
send out suspension letter
If student is under he age
of 18 as of August 31,
inform parents as s0on as
possible regarding

meeting — f no decision can be
made, Executive Director is
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Inform Group Admin of
ocutcome and arrange letter to
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*If action plan in place, date
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oulcome.




Student Code of Conduct

As an enrolled learner, you have agreed to keep to the rules. These are in place to keep our campuses safe

and supportive places in which to learn. We expect you to keep to these rules and if you do not, you will face
disciplinary action and may be permanently excluded.

When
1.

o &~ 0N

o

learning, you have agreed to:

Attend all lessons and exams, unless the absence is authorised

Arrive on time and with the right equipment

Complete assignments on time, without cheating, copying or plagiarising

Remove hats in class or study areas

Not eat or drink in class or study areas, apart from water, and keep mobile devices on silent mode in
those areas.

Not use headphones or audio devices during a taught learning session without permission.

7. Adhere to the health and safety regulations

About
8.
9.
10.

11.
12.
13.
14.
15.
16.

campus, you have agreed to:

Carry out all reasonable instructions from any member of staff

Wear your ID card visibly at all times

Not carry or use illegal drugs, equipment for drug use, weapons or alcohol, or ask anyone else to do
this

Pay attention to your own and other’s health and safety

If a smoker, use the designated smoking areas, including for e-cigarettes

Not litter or spit

Treat the campus with care and respect

Keep hoods down

Not film or make an image of another person without their explicit consent

In your general behaviour, you have agreed to:

1.

2.
3.
4

Behave in a thoughtful, considerate and responsible manner

Not use bad language

Not bully, harass or offend anyone in person or online

Not damage the good reputation of Activate Learning through any bad behaviour on or off campus,
including online behaviour.

Follow the learner IT regulations

Not give false information or forge documents



Student standards of behaviour

ACTIVATE LEARNING STANDARDS OF BEHAVIOUR
for all students and all staff

TAKE
RESPONSIBILITY AIM HIGH

doing what we say we going further by:
B gong ladaby: >> learning from mistakes

>> planning ahead >> setting challenging goals

>> staying focused >> improving

>> meeting agreed continuously

deadlines

EARN RESPECT MAKE IT HAPPEN

being positive with by:

each other by:

> > taking initiative
>> Iistaning ﬂtt&l"l”’lfﬁ'f >> inspiring each

>> being honest other to meet all
these standards

A ACTIVATE
LEARNING



