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Positive Behaviour and Disciplinary Procedures 
1. LEEDS COLLEGE of MUSIC APPROACH - CONSISTENCY, CLARITY AND CHOICE (part of Leeds City College Group)

The College is committed to managing behavior in a positive manner. 
To do this staff and faculties will:

· Plan to meet the individual needs of students in all aspects of their learning journey

· Use praise to reinforce and recognise learning 

· Establish and reinforce a learning contract with groups
Students should:

· Follow the code of conduct
It is essential that the policy and procedures are implemented consistently and clearly by everyone to ensure students have a choice over their behaviour.

2. A STUDENT WITH DIFFICULTIES AND/OR DISABILITIES

A learner’s difficulty and/or disability must be taken into account when implementing the disciplinary procedures.  If a student has a disability or difficulty then you must refer to appendix 1 to ensure appropriate support and guidance has been put in place.
3.
 3.   SUSPENSION

To help manage behaviour for the benefit of all students and staff the College operates a variety of levels of suspension.

3.1 Local Suspension from service area (Form 1)

Any member of staff can suspend a student for 24 hours from their area of the College e.g. Library.  A completed copy of Form 1 should be sent back within 24 hours to the Personal Tutor who will address and decide upon any possible further action with the student.  The student will remain in College.

3.2 Day Suspension – Cooling off (Form 2)

A student maybe sent home for the remainder of that day by security staff or with the authorisation of a Leader/Manager.  Form 2 must be completed immediately and the student interviewed by the Curriculum Leader/ Manager or relevant nominee upon their return who will decide upon any possible further action and support needs that maybe required.

3.3 Formal Suspension (Letter 1)

Where an action is deemed more serious and may lead to permanent exclusion then a Head of Faculty/Service may authorise a formal suspension.  The student should be informed that they will be written to within 48 hours inviting them to a disciplinary meeting (Letter 1).

Should a Head not be available to authorise the formal suspension then the student should be sent home and told that they will be contact within 24 hours.  The formal suspension letter must be sent within 48 hours.

4 INFORMAL STAGES BEFORE THE DISCIPLINARY PROCESS IS INVOKED
Informal action should be recorded on the students Individual Learning Plan (ILP)

4.1 Tutorial

Where a student is demonstrating concerns about attendance, incomplete work etc. then the personal tutor will meet with the student and set SMART targets to bring about improvement.  The tutor should make referral to Student and Learning Services if they deem support is required.

4.2 Concern Warning (Letter 2)

Concern Warnings can be given by any Personal Tutor or Manager where petty misconduct is taking place.  Such warnings should be given, after talking to the student concerned, asking the student for an explanation of the conduct complained of and taking into account any explanation given.  A concern warning letter should be sent within 5 working days clearly including the reasons for the warning and the likely consequences of any further misconduct. 
The student may receive more than one concern warning however the Personal Tutor will need to monitor any patterns and seek advice from their line manager and or Student & Learning Services if patterns emerge.

1. FORMAL DISCIPLINARY STAGES
Details of formal disciplinary must be recorded. Pro solution will be used to store this information where available. Campuses without pro achieve will ensure a robust alternative procedure is in place (student and learning services to advise).
Investigation (Form 3 – Investigation Report and/or Form 4 Interview Record)

An investigation must be carried out by a designated investigation officer to establish grounds for disciplinary action.  The investigating officer should not be the person who would hear the disciplinary.  The investigating officer must keep notes of the evidence to forward to any disciplinary meeting.  Where a student is suspended the investigation must be carried out as quickly as possible to allow any further disciplinary meeting to be arranged.

1.1. Stage 1 (Letters 3 & 4) 
A 1st stage disciplinary meeting under the college’s student disciplinary procedures will take place when an incident of misconduct has taken place persistently and informal stages and additional support has not had a positive effect.
Procedures to follow:

1. The student should receive at least 5 working days’ written notice of the disciplinary interview, advising him/her of the time and place of the interview, the nature of the complaint and a summary of evidence of the complaint.

2. The student should be advised that s/he is entitled to be accompanied to the interview by a relative, friend or a student representative e.g. Student Liaison Officer.  If the student is under the age of 18 years, a parent or guardian should be invited to attend, unless the student lives independently or has given directions that parents should not be involved.
3. At the outset, if witnesses are present the Chair should determine whether the witnesses may remain in the room for the whole meeting or only attend for part of the meeting when they are called to present their evidence. 
4. The student will be entitled to state his or her case, (including any mitigating factors), and may invite witnesses to speak.
5. After hearing the student’s case, the member of staff conducting the interview may decide to issue a formal written warning or a concern warning, or may decide that no disciplinary sanction would be appropriate.  Practical measures to avoid recurrence should be clearly stated in writing.
6. The student will be notified in writing of the decision within 5 working days of the interview.  Any formal written warning must include brief reasons for the decision and will state that any repeated or similar misconduct by the student may result in the student’s formal expulsion or suspension from the college. 

1.2. Stage 2 (Letters 3 & 4) 
A 2nd stage disciplinary meeting will be conducted where a 1st stage interview has not resulted in achieving the stipulated required steps or an incident of serious misconduct has occurred.

Procedures to follow:
1. The student should receive at least 5 working days’ written notice of the disciplinary meeting advising him/her of the time and place of the meeting, the nature of the complaint and a summary of the evidence of the complaint

2. The student should be advised that s/he is entitled to be accompanied to the interview by a relative, friend or student representative e.g. Student Liaison Officer.  If the student is under the age of 18 years, a parent or guardian should be invited, unless the student lives independently or has given directions that parents should not be involved

3. At the 2nd stage interview, the member of staff conducting the interview will be accompanied by another member of staff who will take notes and will take the student through the allegations that have led to the complaint.  The student will be given the opportunity to state his or her case, (including any mitigating factors), and be asked to state whether the alleged facts are disputed and, if so, what facts.  If material facts are disputed the student will be asked to identify any sources of evidence supporting his or her case.  Witnesses may be invited to speak or written statements taken into consideration

4. If the student does not dispute the material facts relating to any one or more complaints of further or gross misconduct, the member of staff conducting the interview may bring the interview to a close

5. If the student disputes material facts relating to the complaint, the member of staff conducting the interview will adjourn the interview to a future date within the next 5 working days to allow relevant evidence to be made available

6. Copies of any documentary evidence will be provided to the student at least 2 working days before the reconvened meeting.
7. Throughout the process, the student will have the right to question any witnesses appearing in person and to question any evidence presented in the form of a written statement

8. Within 5 working days of the end of the 2nd stage meeting, including any reconvened hearing, the student will be given written notification of the determination of the member of staff.  The outcome must clearly state the decision and provide details of duration of the sanction and whether this applies only to one course or to the college
9. The determination may be a 3rd Stage Disciplinary meeting or that a lesser disciplinary sanction should be taken or that no disciplinary action should be taken
1.3. Stage 3 (letters 5, 6 or 7)
A 3rd stage disciplinary meeting will be conducted where a 2nd stage meeting has not resulted in achieving the stipulated required steps or an incident of gross misconduct has occurred.  The same procedure as stage 2 should be used with the potential outcome as below.

The determination may be Permanent Expulsion or that a lesser disciplinary sanction should be taken or that no disciplinary action.

If a student is to be excluded the Chair of the panel will determine the length of the exclusion will be in place.  Independent advice and guidance will be offered to any student who is excluded to make them aware of future options.

1.4. Stage 4 – APPEALS
Procedures to follow:
1. The student must lodge any appeal to the Principal in writing within 10 working days of the date of determination, and must give the grounds and brief particulars of the appeal.
2. The student may only appeal once for any misdemeanor.

3. If the notice is lodged within the time allowed, and if there is deemed to be sufficient grounds, an appeal interview with the Principal, or his nominee, may be arranged within 15 working days of the notice of appeal being lodged.  The student will be given at least 5 working days notice of the time and place of the appeal interview and will be advised of the entitlement to be accompanied by a relative, friend or student representative.

4. Any documents or notes from previous stage interviews will be available for the purposes of the appeal.

5. At the appeal interview the student will be invited to explain the grounds of the appeal and to state his/her case. 

6. The Principal, or his nominee, may ask questions of the student and will then consider whether to allow or dismiss the appeal.  Witnesses will not normally be asked to attend except in relation to new evidence, which has come to light since the 2nd stage interview.

7. If the appeal is allowed, the Principal, or his nominee, may decide that disciplinary action lesser than that given should be effected, or may decide that no further disciplinary action should be taken. 

8. If the appeal is dismissed, the determination of the senior member of staff will stand.  The Principal or his nominee may not impose any greater sanction that that already awarded.

9. Within 5 working days of the appeal interview, the decision of the Principal or his nominee will be confirmed in writing to the student.
6. STUDENTS TAKING EXAMS WHILST UNDER EXCLUSION
Please note that unless a student is deemed to be a danger to himself/herself, others or at risk of breaching exam conditions he/she MUST be allowed into college to take the exam.  Arrangements with security should be made to ensure they are only on college premises during the necessary times.

7. POLICE INVOLVEMENT & CRIMINAL CONVICTIONS
Some incidents may result in police involvement. Under these circumstances, the procedures operated by the police and the college will be separate.  The college may decide to impose sanctions on a student even if the police decide not to take further action.  At all times the college will attempt to do what it believes is in the best interests of the college community and to treat students fairly.


If a student commits a criminal offence while still enrolled at the college or if evidence comes to light that a student has “unspent” criminal convictions, which might reasonably have been expected to have been declared to the college and which give cause for concern for the safety and security of the college community, the college may invoke its disciplinary procedure.  This could result in disciplinary action being taken against the student, for example permanent exclusion or the imposing of restrictions on the times that a student may attend and/or regular reporting to a college manager.
8.  14-19 SCHOOL LEARNER

NO student of compulsory school age should be sent home without consent being granted from school /parents through the 14 -19 team. 

1.1. The responsibility for disciplining 14-19 school learners should be shared between the college and the home school.  The 14-19 school teams must be informed if behavior is causing concern and they will work with the school and department to take appropriate action.
1.2. The College reserves the right to invoke its policies and procedures where resolution cannot be gained with the school.
9. EMPLOYER SPONSORED LEARNERS

If a student who is being sponsored at college by an employer is given a formal written warning, excluded or permanently excluded, the employer will be informed wherever practicable.

10. USE OF PROBATIONARY PERIODS

In certain circumstances, a student who has been the subject of the college’s disciplinary procedure may be allowed to enrol in a subsequent year, however s/he may be bound by a probationary period and required to sign learning / conduct agreement where appropriate.
If a student receives a poor reference they may be enrolled onto a course, subject to a six week probationary period that has clear targets.

11. TRAINING

Training will be provided to support staff in:

· Positive behavior management

· Using the procedures

· Conducting investigations

Appendix 1

A STUDENT WITH DIFFICULTIES AND/OR DISABILITIES

A learner’s difficulty and/or disability must be taken into account when implementing the disciplinary procedures.  Reasonable adjustments should where possible, be in place to avoid the necessity to begin disciplinary procedure.

Where there is any indication that a student may be displaying behavioural difficulties, the students should be referred to Student and Learning Services (Head of Additional Learning Support or Head of Student Well-being).  Where a student is on a behaviour risk assessment and action plan and displays inappropriate behaviour then the student in consultation with parent/career will be sent home for a period of no longer than one week.  During this time a review will take place and relevant adjustments made to the action plan.  Should the review panel feel it is appropriate then the discipline policy maybe evoked.
If the student is identified as having a support need then there must be consultation with the Learning Support team.  This should cover:

· details about the nature of the disability

· existing reasonable adjustments that have been organised for the learner in relation to the circumstances leading to the alleged misconduct

· possible impact on the circumstances relevant to the alleged misconduct

· Negotiation of possible reasonable adjustments needed for the learner to participate in the disciplinary procedures.

This information must be available to the chair of any Disciplinary Hearing should this ensue.

This information can also be used to assess whether:

· there is a need for representation or an advocate at any disciplinary meeting

· there is a need for an adviser with expertise on the relevant disability present at any hearing to give advice on the impact of the disability in relation to the (alleged) misconduct

Formal warnings or exclusion can still be given, if, based on the evidence provided, this is an appropriate outcome.

	STAGE
	
	WHO CAN DO IT
	STUDENT RIGHTS
	SANCTION
	FORM/LETTER

	Informal
	Tutorial
	Personal Tutor
	No representation
	ILP action plan
	Webstar

	Informal
	Concern Warning
	Any member of staff
	No representation 
	Improvement agreed 

Concern warning recorded.
	Letter 2



	Stage 1
	Written Warning
	Curriculum Area Manager/Asst. Head of F & CE
	Investigation into events

Can attend college

Representation as procedure
	Written warning to be sent with agreed actions with 5 working days.
	Letter 3 & 4

Form 3 & 4

	Stage 2
	Written Warning
	Head of Faculty or nominee/ Head of F & CE
	Investigation into events

Can attend college

Representation as procedure
	A written warning with agreed actions within 5 days.
	Letter 3 &4

Form 3 & 4

	Stage 3
	Third Written Warning
	Vice Principal/Director of Curriculum
	Investigation into events

May be suspended

Representation as procedure
	Possible expulsion from college.
	Letter 5 & 6 & 7

Form 3 & 4

	Stage 4
	Appeal
	Deputy Principal/ Principal
	Appeal to be lodge with the Principal’s Personal Assistant 
	Confirm outcome of appeal within 5 working days.
	

	SUSPENSION
	
	
	
	
	

	Local Suspension
	Removal from specific area of college e.g. Library.
	Any member of staff.
	No representation
	Followed up by personal tutor.
	Form 1

	Day Suspension
	Sent home for the remainder of the day.
	Security or any member of staff with approval from CL or above.
	As per disciplinary stage if appropriate.
	Interviewed by CL or above upon return.
	Form 2

	Formal Suspension
	
	Head of Faculty/Service
	As above stage 1 - 3
	As above stage 1-3.
	Letter 1


Appendix 2                 The student would enter the process at a stage appropriate to the incident/behaviour.
Appendix 3

Forms and Documents

All letters and forms can be printed off from the staff intranet – SLS – Positive Behaviour and Disciplinary Procedures.

Form 1 – Local Suspension

Form 2 – Day Suspension

Form 3 – Investigation Report

Form 4 – Investigation Interview

Letter 1 – Formal Suspension Letter

Letter 2 – Concern Warning Letter

Letter 3 – Invitation to Interview for 1st/2nd Stage Written Warning

Letter 4 – Outcome Letter for 1st/2nd Stage

Letter 5 – Invitation to Hearing for 3rd Stage (Final Warning)

Letter 6 – Outcome Letter for Final Warning

Letter 7 – Formal Exclusion Letter
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