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Equality Impact Assessment Tool 
 
Name of Policy: Supporting Learner Achievement Policy 
 

  Yes/No Comments 
1 Does the policy/guidance affect one group less 

or more favourably than another on the basis of: 
  

 Race or ethnicity No  

 Disability Yes Likely impact on some 
disabilities which lead to 
unusual and disruptive 
behaviour. 

 Gender No  
 Religion or belief No  

 Sexual orientation No  
 Age No  

 Marriage and Civil Partnership No  

 Maternity and Pregnancy No  
 Gender Reassignment No  

2 Is there any evidence that some groups are 
affected differently? 

Yes Behaviours where due to a 
learner’s neurodiversity are 
accommodated by tutors and 
support practitioners as far as 
possible to minimise the 
impact on all learners.  Plans 
to support positive behaviour 
are agreed with learners and 
parents/carers when setting 
out support plans.   

3 If you have identified potential discrimination, 
are any exceptions valid, legal and/or justifiable? 

Yes  

4 Is the impact of the policy/guidance likely to be 
negative? 

No  

5 If so, can the impact be avoided? N/A  

6 What alternatives are there to achieving the 
policy/guidance without the impact? 

N/A  

7 Can we reduce the impact by taking different 
action? 

N/A  
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Supporting Learner Achievement Policy 

 

1. Introduction 

 

 The College is committed to providing a safe environment – (including on-line) where all 

Learners can work in order to enjoy and achieve their chosen goals.  The Supporting 

Learner Achievement Policy and procedures are designed to promote positive behaviour, 

set clear expectations for attendance, punctuality and general behaviour, and help Learners 

understand processes and sanctions for Learners whose behaviour falls below acceptable 

standards. 

 

There is a clear link between high attendance and punctuality and high achievement.  This 

is relevant to all elements of the study programme. 

 

 Learners are expected to show respect for other Learners, staff, visitors and employers and 

act in a polite and mature way.  It is important for individuals to be able to learn, to be able 

to teach and to be part of the College community without fear of:- 

 

● Disruption of, and interference with, learning; 

● Actual or threatened violence from others; 

● Bullying; 

● Harassment, including sexual or racial harassment, or harassment on the grounds 

of religion, belief or disability; 

● Illegal substances or alcohol being made available;  

● Criminal behaviour (e.g. theft and the carrying of offensive weapons); 

● Deliberate damage to property; 

● Malicious behaviour including false allegations. 

 

2. Scope 

 

 This Policy applies to all Learners on further education programmes, including apprentices 

and adult learners.  Students on Higher Education programmes are covered in the UoS 

Student Discipline Procedure or UoS Professional Misconduct/Professional Unsuitability 

Procedure. 

 

3. Application of Policy 

 

 This Policy applies to all situations for Learners in scope, including travelling to and from 

College premises; representing the College away from the premises such as on work 

experience, or trips, and at all times whilst on College sites.  It also applies in situations 

where the activity takes place on-line or outside of College time and premises but brings 

the college into disrepute and causes damage to the College’s reputation. 
 

 The Policy will be applied fairly, seeking to bring about a change to positive behaviour.  

Learners subject to this Policy will be treated with courtesy, and are expected to fully 

engage in actions agreed.  All cases are treated in the strictest confidence and only those 

who need to know the details will be informed. 
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 The policy will apply discretely in each academic year, i.e. Learners returning to the next 

level or second year will start afresh. However, warnings accumulated in a previous year 

may form part of a progression action plan when a Learner progresses. This is applied in 

order to give Learners the best chance of achievement.  For apprentices the policy will 

apply throughout the duration of their training period.  

 

 Parents/carers will be engaged at relevant stages in the policy for all Learners under 19 

and those over 19 with an EHCP.  This is to ensure that the College can work with the 

Learner and their parents/carers as appropriate to resolve issues and enable the Learner 

achievement wherever possible. For apprentices, this may involve the parent/carer and the 

Employer where applicable. 

 

4. Expectations of Behaviour 

 

 Learners are expected to:- 

 

i) Comply with College rules and regulations – including wearing lanyards in line with 

our visible ID Policy; 

ii) Treat all staff, Learners, visitors and employers with respect; 

iii) Punctually attend all sessions on timetable; 

iv) Complete homework and assignments on timetable; 

v) Actively participate in learning – including in on-line sessions (if applicable); 

vi) Act safely at all times. 

 

5. Unacceptable Behaviour 

 

 Unacceptable behaviour is divided into 5 levels, to help Learners understand likely 

sanctions.  These are:- 

 

i) Warning for minor misconduct or poor attendance to any element of the study 

programme. 

ii) Amber warning for repeated misconduct/repeated poor attendance. 

iii) Red warning for serious or persistent misconduct/failure to adhere to action plan to 

improve behaviour or attendance. 

iv) If red warding action plan is not adhered to - escalation to Director for action, which 

may result in withdrawal from College. 

v) Suspension for major misconduct or serious unacceptable behaviour. 

 

There are no hard and fast rules regarding the categorisation of behaviour.  Each incident 
is unique, as is the impact poor behaviour has on others.  This impact will always be taken 
into account when determining the seriousness of the misconduct.  See Pages 6-11. 

 
6. Attendance and Punctuality 

 
Learners are expected to maintain a high level of attendance. In instances where Learners 

cannot attend, they must report their absence before their first lesson of the day. Learners 

or their parent/carer can report an absence in the following ways: 
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i) Using the online Report Your Absence system.  This can be found on the College 

website and MySNC. 

ii) Using the absence line.  The number can be found on the College website and on 

Parent Portal. It is a singular shared line that is manned by the Curriculum 

Administrators each day. 

 

Learners are expected to follow up the notification with an email to their relevant Tutors so 

they can catch up on any missed work. 

 

Persistent non-attendance and/or poor punctuality can result in the implementation of the 

warning stages of the Supporting Learning Achievement Policy. 

 

In order to ensure that attendance and punctuality is recorded effectively, Suffolk New 

College needs to have a simple and accurate system of recording, and report back an 

accurate picture of what these look like statistically. The process of recording is outlined in 

Appendix 2. 

 

Holiday does not qualify for authorised absence. 
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Stage Summary Examples Managed by Process 

Stage 1: 

Warning 

Minor 

misconduct 

where a learner 

does not 

respond 

positively. 

● Unexplained absence or lateness 
to English and maths. 

● Missing assignment deadlines 
without good reason. 

● Minor disruptive behaviour, e.g. 
horseplay, disobedience; unduly 
noisy or unruly behaviour; 
swearing. 

● Failure to follow reasonable 
instructions; or follow College rules 
and standards. 

● Failure to actively engage in an 
on-line lesson 

● Minor inappropriate internet use 
including social media. 

● Minor damage to College property 
e.g. graffiti on desks. 

● Refusal to follow college safety 
rules related to COVID 19 
including refusal to wear a face 
covering without good reason 
when this is required (i.e. a 
relevant disability) 

● Single instances of inappropriate 
sexual behaviour - either physical 
or on-line 

Class Tutor 

(vocational 

and/or 

English/Maths) 

Progress 

Tutor/Assessor 

● Learners not attending English or maths 
classes for one week will be issued a 
warning by the relevant English or maths 
tutor; 

● Usually written via ProMonitor/Smart 
Assessor; in unusual circumstances may be 
verbal; 

● Will usually be issued by class Tutor if 
related to learning, or by Progress 
Tutor/Assessor if other member of staff 
reports; 

● Will be recorded in ProMonitor/Smart 
Assessor; 

● Sanctions imposed will be clear in the action 
plan; 

● Outcome: SMART targets with a clear 
review date. 

Stage 2: 

Amber 

(Behaviour) 

Repeated 

misconduct;  

3 warnings 

received. 

● Persistent unexplained absence or 
lateness where study programme 
attendance falls below 83%. 

● Failure to respond to a warning as 
outlined above. 

● 3 warnings will result in moving to 
the Amber stage. 

Link Tutor ● Meeting with Link Tutor/Progress Coach 
● Will listen to learner’s explanations they 

believe to be impacting on behaviour; 
● Support offered (if required); 
● Action plan for improvement agreed; 
● Consequences if behaviour does not 

improve explained; 
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● Poor behaviour in class; deliberate 
disruption of the learning; 
inappropriate language; 
inappropriate physical behaviour; 
verbal abuse to staff or learners. 

● Inappropriate use of internet 
including social media – use of 
threats or bullying. 

● Any action likely to cause injury or 
impair the safety of others. 

● Problematic and concerning 
sexual behaviour - either physical 
or on-line 

● Details of the meeting will be recorded on 
ProMonitor/Smart Assessor; 

● A copy of the record of meeting will be sent 
to next of kin where learner is under 19 
years of age; or to Employer where learner 
is on an Apprenticeship programme. Where 
learner is over 19 and has an EHCP, 
parent/carer will be sent a copy. 

Stage 3: 

Red 

Serious or 

persistent 

misconduct 

● Failure to adhere to stage 2 action 
plan set and agreed with Link 
Tutor/Progress Coach. 

● Poor progression against study 
programme. 

● Failure to observe Health & Safety 
requirements. 

● Disruptive behaviour which takes 
up significant teaching time to 
manage. 

● Plagiarism. 
● Minor damage to College property. 
● Unwanted attention to a fellow 

learner, including persistent 
contact through mobile phone, 
email etc. 

● Making false or malicious 
allegations against a fellow learner 
or a member of staff. 

● Violent behaviour including threats 
of violence. 

● Bullying or coercive behaviour 
including racist, sexist or 
homophobic language. 

Head 

 

● Learner will be contacted and given details 
of the reason for the Red meeting and a 
clear time and date for the meeting; 

● Next of kin will be contacted (if student 
under 19 and where they have an  

● EHCP if over 19) to inform them of the 
meeting and invite them to attend; 

● The meeting will take place within 5 days of 
the incident/failure to comply with action 
plans being notified; 

● At the meeting the learner will be given the 
opportunity to put their views; 

● The Head of Area must ensure all views and 
facts are reasonably established before the 
meeting, and is required to consult with 
Student Support to identify any additional 
external circumstances to be considered; 

● Details of the meeting will be recorded on 
ProMonitor/Smart Assessor; 

● After the meeting the Head of Area should 
follow up any new information which may 
impact on the proposed sanctions; 

Meeting outcome: 
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● Serious misuse of the internet. 
● Bringing others on to the College 

site or compromising College 
security in any way – e.g. letting 
unauthorised people into the 
building. 

● Abusive and/or violent sexual 
behaviour – either physical or on-
line. 

- An agreed action plan – with a clear 
review date; 

- Payment for repair to damage; 
- An apology (written or verbal) to those 

impacted by the behaviour; 
- Other appropriate sanction as relevant 

to the misconduct; 
- Withdrawal (in relation to poor progress 

against study programme); 
- No case to answer. 

● Where a learner has been placed on a Red 
warning for poor progression against their 
study programme, the Head(s) will review 
the progress of the learner and may 
recommend to the Director of Curriculum 
Area to withdraw the learner due to 
likelihood of academic failure. The Director 
will consider the support that has been 
made available. If withdrawal is agreed the 
parent/carer (for those under 19 and where 
they have an EHCP if over 19) to be 
informed.  

● If the decision to withdraw the learner is 
made, the learner has a right to make an 
appeal to the Deputy Principal. 
 

Stage 3+: 

Director 

Review 

 

Serious or 

persistent 

misconduct that 

requires Director 

intervention 

● Failure to adhere to the actions set 
at the stage 3 red intervention 
meeting. 

Director ● Learner will be contacted and given details 
of the reason for the Red+ meeting and a 
clear time and date for the meeting; 

● Next of kin will be contacted (if student 
under 19 and where they have an EHCP if 
over 19) to inform them of the meeting and 
invite them to attend; 

● The meeting will take place within 5 days of 
the incident/failure to comply with action 
plans being notified; 



9 

 

● At the meeting the learner will be given the 
opportunity to put forward their views; 

● The Director must ensure all views and facts 
are reasonably established before the 
meeting, and is required to consult with 
Student Support to identify any additional 
external circumstances to be considered; 

● Details of the meeting will be recorded on 
ProMonitor/Smart Assessor; 

● After the meeting the Director should follow 
up any new information which may impact 
on the proposed sanctions; 

Meeting outcome: 
- An agreed action plan – with a clear 

review date; 
- Payment for repair to damage; 
- An apology (written or verbal) to those 

impacted by the behaviour; 
- Other appropriate sanction as relevant 

to the misconduct; 
- Withdrawal (in relation to poor progress 

against study programme); 
- No case to answer. 

● Where a learner has been placed on a 
Red+ warning for poor progression against 
their study programme, the Director will 
review the progress of the learner and may 
recommend withdrawing the learner due to 
the likelihood of academic failure. The 
Director will consider the support that has 
been made available. If withdrawal is 
agreed the parent/carer (for those under 19 
and where they have an EHCP if over 19) 
to be informed. 

● If the decision to withdraw the learner is 
made, the learner has a right to make an 
appeal to the Deputy Principal. 
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Suspension Major 

misconduct; 

Serious 

unacceptable 

behaviour. 

● Assault on, or abuse towards, 
learners, staff, visitors or 
employers (includes sexual, racial 
or verbal abuse). 

● Bullying, harassment or the 
making threats against staff or 
learners. 

● Committing any criminal offence 
whilst involved in a College activity 
or that is a risk to the college 
community or would impact on the 
College’s reputation. 

● Serious damage or misuse of 
College property. 

● Seriously disruptive behaviour. 
● Dangerous behaviour, including 

the possession of offensive 
weapons. 

● Accessing or making available to 
others pornographic or other 
offensive material. 

● Persistently (more than one) 
bringing others on to the College 
site or compromising College 
security in any way. 

● Possessing, or being under the 
influence of drugs or alcohol. 

● Serious misuse of, or interference 
with, electronic systems or data. 

● Engaging or suspected of 
engaging in activities which seek 
to radicalise vulnerable young 
people or adults. 

● Being under a Police criminal 
investigation: 
● offences against the person – 

either physical or on-line - 

Director Director will send learner on Cooling Off and 
request suspension from Deputy Principal. 
Once confirmed, Director will inform the 
learner/next of kin of suspension via telephone. 
Formal notification of suspension will be sent out 
from Deputy Principal. 
Director will determine if the incident is to be 
reported to the Police, seeking advice from 
Student Support as appropriate. 
 
Director will then: 
Schedule a formal Review Meeting within 2 
working weeks of the incident being reported; 
Establish the facts before the meeting; 
Invite learner and next of kin if under 19 (and 
where they have an EHCP if over 19); 
Listen to the learner and next of kin response; 
Write up a report of the meeting and send to 
learner/next of kin; 
Send report and recommended sanctions to the 
Student Admissions & Behaviour Panel. 
Outcome will be determined by the Panel – see 
appendix 4. 
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whether of a violent or sexual 
nature,  
● offences involving the unlawful 

supply of controlled drugs or 

substances,  

● possession of an offensive 

weapon or firearm,  

● offences involving acid or other 

corrosive substances. 

Appeals Learners can 

appeal the 

decision of the 

Panel if there 

are grounds to 

appeal. 

An appeal will only be considered 

when one or more of the following is 

evident:- 

● There is evidence that the 
investigation of the incident has 
not made reasonable efforts to 
acquire all relevant information; or 

● New evidence has become 
available that could affect the 
decision and resulting penalty; 
and/or 

● There is evidence of prejudice or 
bias. 
 

Deputy 

Principal 

The Learner must write to the Deputy Principal 
within 5 days of the date of the College letter 
confirming the Panel decision.  The learner’s 
letter must clearly specify the grounds for the 
appeal.  Learners may ask for help in writing the 
letter, from Student Support. 
 
See appendix 5 for appeals process. 

 

If the learner is suspended subject to investigations by the Police, it is possible that action might be taken by the College whilst this 

investigation is ongoing. The Police investigation would not in itself prevent the College from reaching its own conclusion, on the 

balance of probabilities, about what happened and therefore in such situations the College would respond on a case-by-case basis.  

This may lead to a long suspension, and the learner will be withdrawn if the suspension cannot be resolved in 4 working weeks. 
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APPENDIX 1 

 
Summary of responsibilities for Link Tutors, Progress Tutors & support teams 

in supporting learners’ progress and achievement - 2022-2023 
 

Progress Tutors Link Tutors Managers/Support 
Pro-Monitor 

ILP – will introduce to learner groups 
in Induction/PD.  To be completed 
by end September and checked at 
Progress Reviews. 

Link Tutors will review the ILP 
with their learners once per term 
in the Steps to Success hour. 
 

- ILP update ‘Action Plan’ 
- ILP – to add any SMART 

targets that might come 
from the Steps to Success 
hour 

 

 Group Profile Comment (Course 
team – once per term in CPD) 

 

Progress Reviews – once per half-
term  for all learners. 
 
ILPs to be completed by end of 
week commencing 17th October. 
 
ILP Close by 26th May. 

Working at Grade (WAG) and 
Progress Update (effort and 
attainment grades) for  
Vocational (English & maths team 
to update the English & maths 
WAGS). 
Deadlines: 

- 19th September (except 
E&M) 

- 17th October: + ILP 
Update – Strengths & 
Development 

- 12th December 
- 6th February 
- 27th March 
- 15th May 

 

 Parent Report – full unit updates 
with comments. 
Deadlines: 

- 12th December 
- 27th March 

 

Target setting during progress 
reviews and following any other 1:1 
intervention. 

Target setting for academic 
progress or any other relevant 
activity – utilising Steps to 
Success hour. 

Heads to review 
progress and targets for 
at risk learners. 

Attendance monitoring and chasing is everyone’s responsibility  
In class with learners. 
 
In Progress Reviews with 
individuals. 
 
Set SMART targets to improve 
attendance and punctuality where 
learner attendance is inconsistent or 
declining. 
 
Record actions in Pro-Monitor. 
 
 

All teaching staff – any comment 
in Pro-Monitor regarding non-
attendance should also record 
the action taken – not just that the 
learner was absent. 
 
Link tutor to monitor all aspects of 
study programme attendance 
during Steps to Success hour. 
 
Regular chasing of non-
attendance including phone-calls 

From week 3 - Head 
intervention to hold a 
Stage 3 Red meeting 
when action plan for 
improved attendance 
has not been adhered 
to. 
 
If attendance falls 
dramatically to below 
79%, it is the Heads 
responsibility to 
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From week 3; Progress Tutors 
should be monitoring ATT% of 
overview cohort and liaise with Link 
Tutor or Head where appropriate 
should a pattern of absence emerge 
or information is collected in 
Progress Review relevant to 

reoccurring absences. 
 

home to learner and parent/carer 
daily as required. 
 
If any absence occurs within the 
first 3 weeks, it is the Link Tutor’s 
responsibility to contact the 
learner and NOK. 
 
From week 3 - Stage 2 Amber 
meeting when attendance falls 
below 83%.  Action plan to be 
agreed. 
 
Refer to Head where learner 
does not improve attendance 
within the agreed period.  
 
Record actions in Pro-Monitor. 

intervene with the 
learner immediately. 
 
Escalated to Director 
for a Stage 3+ Director 
Review - if there is no 
improvement or a 
further decline in 
attendance.  Sanction 
may include withdrawal. 
 
Referred to Deputy 
Principal if no impact 
from previous stages. 

Vulnerable learner monitoring 

Attendance monitoring and 
interventions as required and in line 
with the Supporting Learner 
Achievement Policy. 
 
 
Updating Pro-Monitor to ensure 
communication to Student Support 
of issues and developments. 
 
Additional monitoring of and support 
for progress to ensure progress is on 
track for target grade achievement. 

Attendance chasing and updating 
Pro-Monitor to ensure 
communication to Student 
Support of issues and 
developments. 
 
Additional monitoring of and 
support for progress to ensure 
progress is on track for target 
grade achievement. 

Curriculum Head and 
Head of Safeguarding 
to meet once per month 
to review vulnerable 
learner progress and 
agreed actions where 
concerns are identified. 

Supporting Learner Achievement Policy  

Warning for minor misconduct in 
own lesson (with actions to improve) 
Stage 1 should be issued verbally 
and then recorded on PM at the next 
opportunity.   

Amber Stage meeting following 3 
warnings 1:1 meeting to agree 
action plan for improvement with 
learner – recorded on Pro-
Monitor 
This may be repeated if required 
– before escalating to the Head. 

Red Stage 3 meeting 
with Head if Amber 
stage meetings with 
Link Tutor have not 
worked i.e. action plan 
not adhered to 
Serious misconduct to 
be dealt with by 
Director. 

UCAS 
Providing guidance for personal 
statements and university searching 
in PD sessions. 

Writing of references and advice 
as to relevant institutions for 
required subject areas – explored 
in Steps to Success hour. 

 

Industry Placement and e-PASS – Refer to Industry Placement Guidance for full details 

GroFAR activities including: 
- Introduction to  
- Learner skills self-

assessment 
- Supporting learners with 

target setting and review 
through PD sessions 

- Completion of e-PASS 
assessment  

Targeted support as per the 
Industry Placement guidelines to 
be undertaken in Steps to 
Success hour: 

- Supporting learners to find 
work experience or 
industry placements,  

- Identifying skills the 
learners should develop 
on work experience  

Industry Placement 
team to work with all 
teams to identify work 
experience 
opportunities for 
learners and administer 
key work experience 
pre-checks. 
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- Compilation of Digital 
Portfolio 

- Recording of achieved 
ePASS Skills on Markbook 

- Supporting learners to 
complete the relevant 
steps on GroFar 

- Recording of achieved 
ePASS Skills on 
Markbook 

Head to monitor the 
detailed Industry 
Placement planner is 
on track and work 
experience records are 
in place. 

Support for next steps 

Carrying out activities within PD to 
enable learners to identify clear 
pathways. 
 
Carrying out Progression Progress 
Review. 

Providing industry specific advice 
and guidance with regard to 
employment and further study 
requirements/opportunities. 
 
Engaging employers/industry 
experts to enhance the learner 
understanding of career 
opportunities. 
 
Supporting process to enable 
progression to next level of study 
internally as appropriate  

Careers Team to 
provide 1:1 impartial 
IAG where learners do 
not have clear 
destinations. 
 
Head of Careers and 
Adult PD to provide 
resources to support 
IAG and preparation for 
interviews and 
employment. 

Other  

Guest speakers, Flexi Week  Enrichment activities including 
employability sessions and trips. 
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APPENDIX 2 

 
Register Marks 

Mark Cod
e 

Detail 

Present / When a learner is present at the start of the learning session. 

Absent O When a learner does not arrive before the end of a learning session, even 

if they have notified of their absence. 

Late  L When a learner arrives any time after the start and before the end of the 

learning session. Registers to be marked and saved within 5 minutes, but 

submitted within 5 minutes of the end of the session. Learner who arrives 

late will hand over ID card to class teacher and take a seat, to avoid 

disruption.  Class teacher will discuss with the learner at a convenient point 

during the session and return the ID card once the discussion has taken 

place.  

Work 

Experience 

W When a learner is on college arranged work experience. Class teacher will 

change this mark to absent if it is subsequently found that a learner who 

was supposed to be at Work Experience did not show up as expected. 

Trip / College 

Event 

T When a learner is on a pre-arranged trip or specific college event, for 

example representing SNC at a skills show. It is the trip arranger’s 
responsibility to ensure that the staff member(s) teaching the learner have 

been informed to mark the learner correctly.  Class teacher will change this 

mark to Absent if it is subsequently found that a learner who was supposed 

to be at trip/college event did not show up as expected. 

Review N Only to be used for one-to-one tutorials where learners not involved in the 

one-to-one are marked with an N.  

Authorised A If a learner is absent for one day or more with a valid reason (such as 

hospital appointment), completes the appropriate form (orange slip – 

Appendix 3),  provides evidence in advance and during this absence, there 

is an exchange of learning-related activity between the learner and college; 

then the Head can agree to the use of Authorised Absence. This should 

only be done in exceptional circumstances and must have clear evidence 

that there was an on-going exchange of work and be agreed with the Head. 

DP then has ultimate sign off. 

Long-term illness can be managed via this process. 

See Appendix 3 for examples of authorised absence. 

Exam E When a learner is sitting an examination.  This is to be used when an 

examination will overlap with a class. Prior to the examination taking place 

the class teacher who has arranged the exam is to inform any relevant 

parties of the exam date and time so that they can utilise the ‘E’ mark. 
Cancelled C For rare occasions when a class does not go ahead and there is clear 

evidence that a learner has completed the work at home.  If known in 

advance, both Director and Heads can authorise this mark.  If the mark 

needs to be entered after the lesson then only Director can authorise this, 

once they have seen the evidence of the work set and completed. 

Unauthorise

d 

Q Authorised absence form completed but not signed off/agreed by Head/DP 

(Appendix 3) 

Suspension Y Suspended learners – registers can be pre-populated  
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APPENDIX 3 
 

 
 

Authorised Absence Request Form 
 
Learner Name  

 
Learner Number STU- 

 
Reason (supported by  
evidence) 
 

 

First date of absence 
requested 

 

Time absence 
commences 
 

 

Last date of absence 
requested 

 

Time absence concludes 
 

 

Progress tutor name  
 

Course name  
 

 
Please hand this to your Head of Curriculum Area who must then sign the relevant box below 
to indicate if absence has been authorised or is not authorised. Supporting evidence must be 
attached for this absence request to be approved (such as a Doctor’s note or Hospital letter). 
 
Authorised  

 
Not Authorised  

 
Date  

 
 
 
 
 
 
Authorised absences may include: 

● Sickness accompanied with a Doctor’s note. 
● Recovery after surgery 
● Hospital/Doctors appointment for on-going medical condition that cannot be arranged 

outside of timetabled hours. 
● Representing the County at an event.  
● ESOL only - unavoidable, important appointments (passport/housing/home office 

meetings etc.), which the social workers inform us of in advance. 
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APPENDIX 4 

 

Student Admissions & Behaviour Panel 

 

All reports and relevant documentation will be forwarded to the Assistant Team Leader for 

Curriculum and Admin for consideration by the Student Admissions & Behaviour Panel who 

will:  

 

● Consider the details of the report; 

● Review recommended sanctions for agreement;  

● Write to the learner within 5 working days of the Student Admissions & Behaviour Panel 

to confirm the outcome, setting out clearly any sanctions imposed, and the appeals 

process;  

 

Exclusions 

 

An exclusion will mean that a learner is excluded for the remainder of the academic year but 

can apply at the start of the next year.  This will need to be reviewed by the Student Admissions 

and Behaviour Panel and any conditions met.  However in cases where the reason for the 

exclusion is more serious or it occurs towards the end of the academic year then an application 

may not be accepted until after a period of sustained improvement or change in behaviour can 

be demonstrated and so a further full academic year may be required. 

 

In cases of permanent exclusion the decision will be based on the seriousness of the 

misconduct or also in cases where the behaviour is of a malicious nature directed towards 

staff, other learners or the College.  In those cases the exclusion will be permanent and no 

further applications will be accepted.  The individual will be notified at the point of exclusion 

that it is permanent however, under certain circumstances where an individual continues to 

re-apply but fails to meet the conditions of the Student Admissions and Behaviour Panel or 

makes serious malicious or unfounded accusations against the College, its staff or fellow 

learners, then a member of the Executive team may decide to change a fixed term exclusion 

into a permanent one.  At this point, no further applications will be accepted.  In cases of 

permanent exclusions, information and guidance will be provided to the learners to advise 

them of possible alternative places of study.  Learners aged 16-24 will be referred/signposted 

to the appropriate external provider for local careers guidance services. 
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APPENDIX 5 

 

Appeals 

 

The appeal process is available at the Suspension Stage of this policy.  (The complaints policy 

is available for other disagreements with College decision). 

 

THE LEARNER must write to the Deputy Principal within 5 days of the date of the College 

letter confirming the outcome of the Suspension process.  The learner’s letter must clearly 
specify the grounds for the appeal.  Learners may ask for help in writing the letter, and may 

ask Student Support for advice.  

 

An appeal will only be considered when one or more of the following is evident:- 

 

● There is evidence that the investigation of the incident has not made reasonable efforts 

to acquire all relevant information; or 

● New evidence has become available that could affect the decision and resulting 

penalty; and/or 

● There is evidence of prejudice or bias.  

 

An appeal against a Suspension process outcome, which is not exclusion, will be considered 

by the Deputy Principal.  If any one of the above 3 grounds are satisfied, then the Deputy 

Principal will review the evidence presented in the appeal letter in relation to the sanction 

imposed.  The Deputy Principal will write to the learner (copying in parent/carer if under 19, 

and where they have an EHCP if over 19) within 5 working days of receipt of the appeal. 

 

If the sanction is exclusion and the appeal satisfies 1 of the 3 grounds for appeal then 

a Disciplinary Appeals Panel will be convened. 

 

The Executive team will appoint 3 members of senior staff to serve on the Disciplinary Appeals 

Panel.  One will be elected to serve as Chair.  The Panel will be made up of the Deputy 

Principal and Directors of Curriculum Area from parts of the College not associated with the 

excluded learner, and may include the Director of Student Services where applicable.  

 

Any period of suspension being served by the learner will continue throughout the duration of 

the appeal. The Disciplinary Appeals process is an internal College process.   The Director of 

Curriculum Area will be present to answer questions only. 

 

Following consideration of the evidence the Disciplinary Appeals Panel may:- 

● Reject the appeal and uphold the exclusion with an explanation as to why; 

● Accept the appeal and revoke the exclusion, and recommend the learner returns to 

College (with or without conditions). 

 

The outcome of the Disciplinary Appeals Panel will be sent to the learner in writing within 5 

working days of the hearing and concludes the College’s internal procedure.  The decision of 
the Panel is final. 

 

In circumstances where an excluded ex-learner behaves in a way that results in the 

College converting their exclusion to a permanent one, the right of appeal will not apply. 


