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1. POLICY STATEMENT 
 

1.1 BMet College is committed to creating an environment where positive 
behaviour is at the heart of productive learning. The college has high 
expectations of all staff, students and stakeholders and therefore everyone is 
expected to maintain the highest standards of personal conduct, to accept 
responsibility for their behaviour and encourage others to do the same.  

1.2 All members of staff have a responsibility, and in some cases a legal duty (for 
instance concerns arising from safeguarding issues), to act on concerns 
regarding student safety, behaviour or conduct in line with the Ready, 
Respectful, Safe ethos. Where a safeguarding issue is suspected the 
appropriate action should be taken (see Safeguarding Policy for further 
guidance).  In these instances, if appropriate, a Designated Safeguarding 
Lead will conduct an Investigatory Meeting, which may result in the 
application of the Student Disciplinary Procedure.  

 
1.3 Aim of the Policy 

(a) To promote a culture of excellent behaviour and positive respectful 
relationships 

(b) To provide support for students to ensure they are ready to learn and 
are able to progress. 

(c) To help students own their behaviour and to recognise the impact 
their behaviour has on others. 

(d) To recognise the impacts of experienced trauma and the supportive 
strategies to develop positive behaviour 

 
1.4 Objectives of the Policy 

Each student should be treated as an individual, and therefore understanding 
their needs through high quality one-to-ones and other interactions is key. To 
develop a culture where students feel Ready, Respectful and Safe, it is vitally 
important that all our students feel that they belong in the college. Therefore, 
the pastoral support and tutorial programme provided in the initial stages of 
their programme, and throughout their time in the college is crucial to help 
identify individual needs, get to know the students and provide support, and 
develop a productive relationship. The objectives of the policy therefore strive  
to provide simple, practical procedures for staff and students that:  

(a) Set clearly defined expectations which are communicated timely and 
revisited regularly  

(b) Positively reinforce excellent behaviour 
(c) Promote self-discipline and self-esteem 
(d) Teach appropriate behaviour through the use of positive language, 

intervention strategies and support 
(e) Explore the communicative function of behaviour, looking at the 

factors underpinning the behaviour, and viewing these as potential 
vulnerabilities which require support 
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(f) Clearly map the consequences of poor behaviour. 

1.5 This procedure documents the Ready, Respectful, Safe and disciplinary 
process that will apply if a student is not meeting the College’s expectations 
or otherwise behaves in a manner that is harmful to the physical or mental 
wellbeing of staff or students.  

1.6 The stages of the procedure are supportive of student retention rather than 
punitive, helping them to make better decisions in the same or similar 
contexts in the future, however, it does also detail processes that can lead to 
a student being excluded from College.  

1.7 This procedure will only become active once teachers have exhausted all 
steps outlined in the informal  process and where  additional support to 
modify a student’s behaviour is required to ensure any disciplinary action 
(warning) is implemented and communicated as a learning opportunity, in that 
their purpose is to support the student to understand how the expectations 
were not met, the importance of meeting the expectations and options they 
have to resolve this and prevent further consequences being implemented, or 
where serious poor behaviour occurs. 

 
2. PRINCIPLES 

 
2.1 At BMet the expectation is that everyone is Ready, Respectful and Safe in 

all contexts.  
 

2.2 The following are examples of being Ready:   
• Arrive on time 
• Bring appropriate equipment 
• Dress appropriately 
 

2.3 The following are examples of being Respectful: 
• Attend every session 
• Allow others to work or study without disruption  
• Focus on the lesson activities 
• Look after the facilities, equipment and environment 
• Be polite  
 

2.4 The following are examples of being Safe: 
• Wear corporate ID badges so that they can be seen 
• Be in the right place at the right time  
• Follow Departmental health and safety guidelines 
• Keep hands, feet, objects and personal comments to yourself 
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2.5 Positive and productive relationships are central to excellent behaviour 
management. BMet recognises students who go ‘over and above’ 
expectations. Excellent behaviour is valued, appreciated and recognised in a 
variety of ways including 

• Classroom recognition  
• ‘Well done’ postcards/phone calls/texts  
• Departmental Commendations 
• Departmental Rewards  
• Departmental Awards 
• Directorate Awards 
• College Awards 
• External Awards 
 

3. RESPONSIBILITIES 
 

3.1 This procedure applies to all BMet students for the duration of their time at 
BMet and in addition will apply to students utilising college transportation, 
attending work placement, offsite visits, and other college sponsored trips and 
activities. 
 

3.2 The College expects that members of staff will work with students and 
Personal Tutors to resolve poor attendance and poor performance or other 
minor issues informally, through early discussions and interventions 
(supportive strategies) using the 5 steps detailed in section 4 (informal 
process), before formal disciplinary procedures are considered. This 
expectation does not extend to behaviour that could be considered to be 
serious poor behaviour, which will be dealt with by moving directly to formal 
procedures.  
 

3.3 At each stage in the process students will be clearly informed of what is 
expected of them and what stage in the process has been reached (informal 
or formal). Students may request advice and guidance on the operation of the 
formal Disciplinary Procedure at any stage in the process. A member of the 
Student Services team will be available for this purpose. 

3.4 The Department Manager/Director and Personal Tutor must ensure that each 
stage of the formal Student Disciplinary Procedure is clearly recorded on 
ProMonitor and the evidence for each stage is clearly documented and 
uploaded to ProMonitor.  This will ensure that if the case is referred to Stage 
Three, the panel has a clear picture of each stage of the process. 

3.5 Responsibilities  
All Staff: 

• Welcome the Students as appropriate 
• Model positive behaviours  
• Consistently promote and support everyone to be Ready, Respectful 

and Safe  
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• Follow up every time, retain ownership and engage in reflective 
dialogue with students using positive language 

• Recognise positive behaviour  
• Share good practice 
• Celebrate students that go above and beyond expectations 

 
Teachers & Support staff: 

• Timely start to sessions and be fully prepared for each session 
 
Departmental Managers 

• Be a visible presence around corridors/classrooms to promote and 
support everyone to be Ready, Respectful and Safe 

• Support staff during Restorative Meetings, when necessary 
 

The Leadership Team: 
• Be a visible presence around corridors/classrooms to promote and 

support everyone to be Ready, Respectful and Safe 
• Celebrate students and staff that go above and beyond expectations 
• Support Department Managers to manage persistent, more complex 

and/or serious poor behaviour 
• Use behaviour data to assess behaviour, evaluate the impact of this 

policy and target staff development to ensure everyone is Ready, 
Respectful and Safe 
 

4. PROCEDURE 
 
4.1 Informal: Promoting Positive Behaviour 

(a) Students are responsible for their behaviour. All staff should deal 
with poor behaviour without delegating either the task or the 
accountability. The person best placed to manage the behaviour of a 
student is the class teacher or the member of staff who was there at 
the time. 

(b) When students decide not to be Ready, Respectful or Safe staff 
should use their professional judgement alongside the following 
steps. The steps help to give direction; they do not contain the 
solution. For the vast majority of students, a gentle reminder or 
nudge in the right direction is all that is needed, however for some 
students more supportive measures and interventions will be 
required. Praise the behaviour you want to see.  

(c) When managing behaviour, staff should give consideration to the 
impacts of trauma, using the “connect before you correct” approach, 
by looking beyond the challenging behaviour displayed and 
questioning what feelings and emotions might be driving the 
behaviour. 

(d) Staff should always implement the following steps calmly and with 
care and students must be given ‘take up time’ between each step. 
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4.2 Step One 

(a) A reminder of the expectations for students to be Ready, Respectful 
and Safe is delivered privately to the student. The member of staff 
makes the student aware of their behaviour. The student has a 
choice to do the right thing. 
 

4.3 Step Two 
(a) A reminder of the expectations set out in step one, delivered privately 

to the student making them aware of their behaviour and clearly 
outlining how their behaviour is impacting others. The student has a 
choice to do the right thing. Students will be reminded of their 
previous good behaviour to prove that they can make better 
decisions. 

 
4.4 Step Three 

A scripted approach at this stage is encouraged and includes: 
• A gentle approach which is non-threatening (side on, eye level or 

lower, or if online speaking to the student in a break out room) 
• Using positive language, discuss the impact of the behaviour and 

relate to being Ready, Respectful and Safe. 
• Explain to the student that they will need to remain for a short 

discussion after the session (in class or online) 
• Refer to previous excellent behaviour/learning as a model for the 

desired behaviour 
• Walk away from/leave the student; allow the student time to decide 

what to do next 
• If there are comments as you walk away/leave, write them down and 

follow up later 
• The student has the choice to do the right thing.  
• Ensure you make time to follow up with the student after the session 

or online. 
 

4.5 Step Four 
• The student is asked to speak to the member of staff away from 

others 
• Boundaries are reset 
• The student is asked to reflect on their next step and is reminded of 

an example of their previous excellent behaviour/attitude/effort 
• The student is provided with an opportunity to share any thoughts 

and feelings that they feel is driving their behaviour. 
• The student is given a final opportunity to re-engage with the learning 

/ follow instructions 
 
If the step four is unsuccessful, or if a student refuses to take a time out, then 
the student will be asked to leave the session. 
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Students who reach step four will be expected to attend a Restorative 
Meeting with the teacher at a mutually agreed time. Students may also 
request a Restorative Meeting with the teacher if they feel they have been 
unfairly treated. 
 

4.6 Step Five 
The aims of Restorative Meetings are: 

• To restore relationships 
• To encourage students to take responsibility for their own behaviour 
• To reinforce the college’s high expectations that everyone is Ready, 

Respectful and Safe 
• To enable any underlying issues to be raised and addressed, 

including any previous experienced trauma.  
 

4.7 Restorative meetings are structured as follows: 
• What's happened? 
• Why do you feel you behaved that way? 
• How do you feel about it now? 
• Who has been affected by what happened and how? 
• What have each party thought since? 
• What behaviours will each party show next time?  
• Do you feel you need any support to help develop positive behaviour 

in the future? 
• Reaffirm the commitment to building a trusting relationship. 
 

Some issues will be resolved very quickly by a short restorative meeting if the 
incident was relatively minor, for example at the end of the lesson concerned, 
or at break/lunch. Most issues can be avoided by de-escalating disruptive 
behaviour and a commitment to resolving conflict swiftly. Some may require a 
longer discussion. 
 
The member of staff concerned should inform the student of when and where 
the restorative meeting will take place (in the college or online). It is the 
student’s responsibility to attend and engage fully. No written record of this 
meeting is required. This is not ‘part of a process’ but rather a genuine 
opportunity to reach an accord with students and agree a way forward. 
 
If a student chooses to ignore these early interventions, will not attend 
meetings or is not prepared to engage in the meeting then please speak to 
your line manager who will provide support. 
 

4.8 Final Stage of Informal Process: This next stage will apply when the 5 step 
process has been exhausted, caused by persistent low-level disruptive 
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behaviour affecting learning, persistent non-attendance, persistent lateness, 
or extensive lack of commitment, these are examples only.   

 
Student/Tutor Discussion 
The personal tutor (or subject tutor for students without personal tutors) will 
meet with the student to understand the reasons behind the cause for 
concern and identify and implement the support needed to overcome any 
barriers to learning. 

(i) Agree GROW Goals for improvement and any support 
required. 

(ii) Agree actions to be taken by the student and staff member, 
where applicable (e.g. supportive measures) 

(iii) Agree how targets are to be monitored weekly. 

(iv) Agree target review date. 

A two-week review date is recommended for all full and part-time students in 
the first instance. This should then be reviewed depending on progress 
towards achieving targets.  
 
The student may be referred to the Pastoral and Welfare team for support for 
support to meet their targets.  If this support is required, the personal tutor 
should request support via a ProMonitor. Note: students may request Pastoral 
and Welfare support using ProPortal, however as part of the disciplinary 
process, it is the personal tutor’s or teacher’s responsibility to ensure this is 
completed. 
 
The personal tutor (or subject tutor for students without personal tutors) must 
record the ‘Informal Discussion’ meeting, the targets set, and any sanctions 
applied on ProMonitor. Step-by-step instructions are HERE   
 
At the review meeting the impact of the action plan and progress towards 
targets will be discussed. If actions have not been met/attempted/achieved, 
further meetings will be required up to a maximum of one month from the date 
targets are agreed and excluding non-term time.   
 
In all cases the review meeting discussions, targets set, and any action 
agreed should be recorded on ProMonitor. The student should agree the 
targets and actions (these are visible on ProPortal) and if requested they 
should be provided with a hard copy of the relevant documentation.  
 
The personal tutor (or subject tutor for students without personal tutors) will 
monitor the agreement and if the student fails to improve or fulfil the 
conditions agreed, the personal tutor (or subject tutor for students without 
personal tutors) will progress the matter to Stage One of the formal 
disciplinary process.   

https://livebmetcac.sharepoint.com/sites/ProMonitorGuidance/SitePages/Disciplinaries.aspx
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4.9 Trauma informed Practice considerations 

The importance of building protective factors 

Life outcomes are affected by a range of contexts and experiences, both 
negative and positive. We can describe negative experiences as risk factors, 
and positive experiences as protective factors. These factors also occur at 
many different levels, e.g. within college, the community, and within society. 
Increasing protective factors in the lives of students can help mitigate the 
negative 

The importance of viewing behaviour in context 

All behaviour should be viewed within the context of important relationships 
rather than looking for causes that lie directly within the student. When we 
interact with others, the context in which our actions take place can have a 
significant role in shaping our behaviour. 

The importance of exploring the communicative function of behaviour 

All behaviour has a communicative function and it is important to look at the 
factors underpinning the behaviour. Students who present with challenging 
behaviour should be viewed as vulnerable rather than challenging. You 
should respond to the feelings and emotions that drive certain behaviours, 
rather than the behaviour itself. 
 
The importance of maintaining clear boundaries and expectations 
around behaviour. 
 
Changing how we respond to behaviour does not mean having no 
expectations, routines or structure. In order to help students feel safe, their 
educational environment needs to be high in both nurture and structure. 
Students need predictable routines, expectations and responses to behaviour. 
These must be in place and modelled appropriately, within the context of a 
safe and caring environment. Natural rewards and consequences that can 
follow certain behaviours should be made explicit, without the need to enforce 
‘sanctions’ that can shame and ostracise students from their peers, college 
community and family, leading to potentially more negative behaviour. 
 
The importance of being non-judgemental 
 
Behaviours are an indicator of emotion, and not all behaviours are therefore 
chosen. When trying to make sense of behaviour it is important to avoid any 
responses that might make the student feel ‘shame’ (such as public 
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sanctions) and respond in an empathic and caring manner. It is also 
necessary to ensure opportunities for reparation. 

 

 

4.10 Stage One – Cause for Concern 
 

Applicability: Failure to meet agreed targets or actions agreed during the 
informal meetings 
 
If the student fails to meet agreed informal disciplinary targets or actions or 
where academic performance and/or non-academic behaviour is giving a 
cause for concern the subject tutor or another member of staff will report this 
concern to the personal tutor. 

 
The next step will depend upon the details of the cause for concern.  The 
personal tutor has the discretion to proceed informally, as per the procedure 
outlined previously, or invoke the Student Disciplinary Procedure, by 
conducting a formal discussion with the student, and their parent/carer if 
under 18, or their employer (apprentices), should the issues be of a serious or 
recurrent nature.   
 
In the case of the latter the personal tutor (or subject tutor for students without 
personal tutors) will formally meet with the student, and their parent/carer if 
under 18, or employer, to discuss the cause for concern. (The following letters 
may be used to support the various related communications; SDP1a letter 
invite student, SDP1b letter invite parent and SDP1c cover letter for cc 
parties) 
 
Personal tutors must inform students that they have now commenced 
the formal disciplinary procedure. The meeting should seek to understand 
the reasons behind the cause of concern, set targets, agree an action plan for 
improvement, identify any support needed and agree a review date.  
 
All details should be recorded using the ‘Cause for Concern’ form on 
ProMonitor. Step-by-step instructions are HERE 
 
(A two-week review date is recommended for all full and part-time students).  
The following letter may be used to support communications to appropriate 
other parties: SDP2c cover letter for cc parties. 
 
The student may be referred to the Mentors for support to meet their targets.  
If this support is required, the personal tutor should request Mentoring via a 

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP1a%20Cause%20for%20Concern%20Form%20(Stage%201)%20-%20letter%20inviting%20student%20in%20to%20meeting.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP1a%20Cause%20for%20Concern%20Form%20(Stage%201)%20-%20letter%20inviting%20student%20in%20to%20meeting.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP1b%20Cause%20for%20Concern%20Form%20(Stage%201)%20-%20letter%20inviting%20parent%20guardian%20in%20to%20meeting.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP1c%20Cover%20letter%20for%20sending%20out%20copies.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP1c%20Cover%20letter%20for%20sending%20out%20copies.docx
https://livebmetcac.sharepoint.com/sites/ProMonitorGuidance/SitePages/Disciplinaries.aspx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP2c%20Cover%20letter%20for%20sending%20out%20copies.docx
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‘Mentoring Request’ ProMonitor comment. Note: students may request 
mentoring using ProPortal, however as part of the disciplinary process, it is 
the personal tutor’s or teacher’s responsibility to ensure this is completed. 
 
The personal tutor (or subject tutor for students without personal tutors) will 
record the action plan on the Cause for Concern’ form on ProMonitor.  
 
A copy of the Cause for Concern Form, completed on ProMonitor and will 
automatically be visible to the student on ProPortal. However, to reinforce the 
importance, a copy should be: 

• Given to the student or the student should be notified of the record on 
ProPortal 

• A copy sent to the parent/carer (if the student is under 18) and any 
associated employer if an apprentice 

• Notified to the Hub Manager 
 
At the review meeting the impact of the action plan detailed on the Cause for 
Concern Form and progress towards targets should be discussed. If actions 
have not been met/attempted/achieved, further meetings will be required. The 
review meeting discussions, targets set, action agreed, and support provided 
should be recorded on a ‘Disciplinary Stage 1’ form on ProMonitor. by the 
personal tutor (or subject tutor for students without personal tutors). 
Step-by-step instructions are HERE 
A copy should be: 

• Given to the student or the student should be notified of the record on 
ProPortal 

• A copy sent to the parent/carer (if the student is under 18) and any 
associated employer if an apprentice 

• Notified to the Hub Manager 
 
If at the review meeting the student has met all the actions and conditions, 
then no further action may need to be taken and the Student Disciplinary 
Procedure stops at Stage One. The opportunity may be taken in the future for 
the Stage One to be de-escalated, based on evidence of exemplary 
behaviour relating to the original issue, with approval from the Director of the 
area.  
 
 
If the outcome of the review is unsatisfactory, or should a further poor 
behaviour occur, this will lead to a Stage Two Case Conference with the 
Department Manager. 
 

4.11 Stage Two - Case Conference 
 

Applicability:  Failure to meet agreed targets/actions at Stage One. 
 

https://livebmetcac.sharepoint.com/sites/ProMonitorGuidance/SitePages/Disciplinaries.aspx
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In the event of the student failing to meet the targets and/or conditions arising 
from Stage One, personal tutors (or subject tutor for students without 
personal tutors) should refer the student to the Department Manager, who will 
arrange a case conference. 
 
The student will be informed in writing, with copies to their parents/carers if 
appropriate, that a case conference meeting has been convened, together 
with date, time and location. Case Conference Letter SDP3. 
 
A case conference is a meeting chaired by the Department Manager, 
involving the student, their Personal Tutor and parent/carer and/or employer 
(for apprentices) if the student is under 18.  
 
The case conference will seek to establish the reasons behind the poor 
behaviour, set targets, develop an action plan and put support in place to 
resolve the problems.  
 
The Department Manager will record the action plan on a ‘Case Conference - 
Stage 2’ form on ProMonitor.  Step-by-step instructions are HERE 
 
A copy of the Case Conference form should be: 

• Given to the student or the student should be notified of the record on 
ProPortal 

• A copy sent to the parent/carer (if the student is under 18) and any 
associated employer if an apprentice 

• Notified to the Hub Manager 
 
A review meeting will take place, with parents or the employer in attendance 
if the student is under 18, within 4 weeks and the impact of the action plan 
and progress towards targets will be discussed. The review meeting 
discussions, targets set, any action agreed, and support put in place should 
be recorded on a Stage Two Review Form on ProMonitor, by the Department 
Manager and the student and a copy then: 

• Given to the student or the student should be notified of the record on 
ProPortal 

• A copy sent to the parent/carer (if the student is under 18) and any 
associated employer if an apprentice 

• Notified to the Hub Manager 
 
If at the review meeting the student has met all the actions and conditions, 
then no further action may need to be taken and the Student Disciplinary 
Procedure stops at Stage Two. The opportunity may be taken in the future for 
the Stage Two to be de-escalated, based on evidence of exemplary 
behaviour relating to the original issue, with approval from the Director of the 
area.  
 

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP3%20Case%20Conference%20Letter.docx
https://livebmetcac.sharepoint.com/sites/ProMonitorGuidance/SitePages/Disciplinaries.aspx
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If the outcome of the review is unsatisfactory, or should a further poor 
behaviour occur, this will lead to a Stage Three Disciplinary Hearing with the 
Department Director. 
 

4.12 Stage Three – Disciplinary Hearing  
 

Applicability: Failure to meet Stage Two targets or a further act of poor 
behaviour or where it is alleged that serious poor behaviour has occurred.  
 
The relevant Director or the College Vice Principal is responsible for 
convening the disciplinary hearing within 10 working days of the incident 
leading to the Stage Three Disciplinary, and for ensuring that the meeting is 
recorded. 
 
The following lists some examples considered to be serious poor behaviour, 
but is not comprehensive or exclusive: 

• Failure to meet Stage Two targets. 
• Failure to follow reasonable instructions (including failure to co-

operate with investigations linked to the Student Disciplinary 
Procedure). 

• Behaviour of a violent or potentially violent nature, either in person or 
on-line 

• Being intoxicated on college premises  
• Bringing intoxicating substances onto college premises (alcohol, 

drugs, illegal substances or substances which may be misused) 
• Students suspected to be dealing or supplying intoxicating substances 
• Being in possession of an offensive weapon. 
• Verbal or physical abuse of another (including bullying or intimidation). 
• Transgressing the rights of another as defined in the Diversity and 

Inclusion Policy (including but not limited to anti-racist 
remarks/homophobic remarks). 

• Theft or any other criminal offence involving the College or impacting 
on other members of the College. 

• Abuse of college property. 
• Any actions deemed to be unreasonable behaviour endangering the 

physical or mental wellbeing of staff or students.  
• Violation of the College’s e-safety policy for students. 

 
Depending on the severity of the poor behaviour and the impact on the 
college and students, the Director or Vice Principal can take the decision to 
suspend the student pending investigation for the Stage Three Disciplinary. 
 
In some cases the student will be suspended using the Student 
Suspension Notice Letter SDP8, pending a formal investigation into the 
allegations. Either College Vice Principal or Department Director must 
approve all suspensions. The suspension will automatically invoke an 
investigation and a disciplinary hearing. 

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP8%20Student%20Suspension%20Notice%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP8%20Student%20Suspension%20Notice%20Letter.docx
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The Department Director or College Vice Principal will record the action plan 
on a ‘Disciplinary Hearing - Stage 3’ form on ProMonitor.  Step-by-step 
instructions are HERE 
 
Where a student has allegedly committed a criminal offence, whether it 
occurred on College premises, the College Vice Principal or a member of the 
Executive Team in their absence, can take a decision to suspend a student 
pending the outcome of further enquiries where there is a potential impact in 
college.  Where a student is suspended for these reasons the College 
reserves the right to commence proceedings under the Student Disciplinary 
Procedure when the results of the further investigations are known.  
 
Following the suspension of a student, the College Vice Principal or the 
Department Director approving the suspension will appoint an Investigating 
Officer, normally the relevant Department Director, who will undertake a 
thorough investigation into the facts and compile related evidence. In cases 
relating to safeguarding this will usually be a Designated Safeguarding Lead. 
 
In all cases, whether the student has been suspended or not, the student in 
question will be notified in writing at least five days in advance that they will 
be required to attend a disciplinary hearing relating to the actions giving rise 
to the Stage Three Disciplinary Hearing. The disciplinary hearing will normally 
take place within 10 working days of the incident or suspension. (The 
following letters may be used to support communications: Notice of 
Disciplinary Hearing Letter SDP5, SDP5a Notice of Disciplinary Hearing 
Letter (Stage Three) for Attendance Commitment or Behaviour.) If the student 
is suspended arrangements for work to be accessed via the VLE should be 
made. 
 
The letter will: 

• Set out the allegations made  
• Enclose copies of all reports, statements (redacted as necessary to 

protect confidential information) and other evidence arising from any 
investigation, which will be considered at the meeting. 

• Advise the student (and their parent/carer and any associated 
employer, if under the age of 18) of their right to be accompanied by a 
person of their own choosing, but that that person may not be acting 
as a legal representative. 

• Advise the student that if they are aware of any witnesses to the facts 
they must tell the Investigating Officer within 24 hours of receiving the 
letter in order that the Investigating Officer can interview those 
witnesses. 

• Enclose a copy of the Positive Behaviour Policy & Procedure. 
 

https://livebmetcac.sharepoint.com/sites/ProMonitorGuidance/SitePages/Disciplinaries.aspx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP5%20Notice%20of%20Disciplinary%20Hearing%20Letter%20(Stage%203).docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP5%20Notice%20of%20Disciplinary%20Hearing%20Letter%20(Stage%203).docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP5a%20Notice%20of%20Disciplinary%20Hearing%20Letter%20(Stage%203)%20for%20Attendance%20Commitment%20or%20Behaviour.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP5a%20Notice%20of%20Disciplinary%20Hearing%20Letter%20(Stage%203)%20for%20Attendance%20Commitment%20or%20Behaviour.docx
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The student must confirm attendance at the disciplinary hearing and supply 
the name of the person who will be accompanying them. If the student and/or 
their representative fail to attend the disciplinary hearing without good reason, 
then the meeting may proceed in their absence. 
 
A panel of two people (including at least one member of the Curriculum and 
Quality Committee (C&Q) who have not been involved in the investigation, 
will conduct the disciplinary hearing. In the event of serious poor behaviour, 
the panel will normally be chaired by the Department Director or College Vice 
Principal. If the Department Director or College Vice Principal is not available 
or has been involved in a previous stage of the procedure, the Vice Principal 
for Curriculum and Quality may nominate another member of C&Q. For 
students on Higher Education programmes, the Director of Higher Education 
will normally be on the Panel.  
 
A note taker will be present to take notes of the disciplinary hearing and these 
will be retained as part of the documentation of the case. 
 
The format for the disciplinary hearing can be found in Appendix 1 
 
The panel will confirm one of the following outcomes below: 
 

a) Reinstatement 
b) A written warning 
c) A final written warning 
d) Directed study which is outside of a normal timetabled class  
e) A fixed term exclusion (e.g. one term, until the end of the academic 

year etc.) 
f) Permanent exclusion (relating to all colleges) 

 
To ensure the disciplinary penalty is reasonable the panel will consider: 

• Previous disciplinary and academic records 
• The penalty imposed in similar cases in the past, though the panel will 

exercise discretion and each case will be determined on the specific 
evidence presented. 

• Any mitigating or aggravating circumstances. 
 
The Department Director or College Vice Principal, who has chaired the 
meeting, will communicate the outcome of the disciplinary hearing to the 
student, their representative, the Investigating Officer and the Vice Principal 
Curriculum and Quality in writing, within 5 working days, with reasons using 
SDP6 or SDP7 as appropriate. 
  
If the student has been permanently excluded the student will be advised of 
their right to appeal against the decision. Disciplinary Outcome Exclusion 
Letter SDP6.  

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP6%20Disciplinary%20Outcome%20Exclusion%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP6%20Disciplinary%20Outcome%20Exclusion%20Letter.docx
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If the student has not been permanently excluded the Disciplinary Hearing 
Record of Outcome Form SDP7 will be completed by the Department Director 
or College Vice Principal, circulated to all parties present at the hearing and 
uploaded onto ProMonitor. Consideration should be made to identify any 
support for the student to help them to return to college. Failure to comply 
with any conditions specified would result in a further hearing that may result 
in permanent exclusion. (The following may be used to support the related 
communications SDP6a Disciplinary Outcome Warning or Final Warning 
Letter, SDP7a cover letter for CC parties.) Should further negative behaviours 
by the student present themselves, outside the conditions specified, the panel 
should be referred to and appropriate action taken. 
  
Suspensions and temporary exclusions, which occur during the application of 
the Student Disciplinary Procedure, should not result in students losing the 
opportunity to take part in public exams or external assessments. However, if 
the student is permanently excluded they will lose the right to participate in 
any form of external assessment. Should the student contravene the 
suspension by returning to college premises without permission the student 
may be asked to submit a written statement to support their case instead of 
attending the Disciplinary Hearing. 
 
The Hub is to be informed of all suspensions and exclusions and will maintain 
a central record of any such events and ensure that the relevant Department 
Directors, data management and student services are informed. 
 

4.13 Appeals Procedure 
 

There is a right of appeal at Stage Three of the Student Disciplinary 
Procedure.   
 
This Appeal must be lodged in writing (by email or letter) with the Vice 
Principal Curriculum and Quality within five working days of any sanction 
being applied and a clear statement of the reasons for appeal must be 
included. This must be signed by the student making the appeal and sent to 
the Quality Team: quality@bmet.ac.uk for the attention of the Vice Principal 
Curriculum and Quality.  
 
Normally Appeals are granted on the grounds that: 

• New evidence has come to light which supports the student’s case 
• Evidence of procedural irregularity is presented. 

 
The Vice Principal Curriculum and Quality, who will make the decision as to 
whether there are sufficient grounds for convening an Appeal Panel, will 
consider the written appeal. 
 

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP7%20Record%20of%20Outcome%20Form%20(Stage%203).docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP6a%20Disciplinary%20Outcome%20Warning%20or%20Final%20Warning%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP6a%20Disciplinary%20Outcome%20Warning%20or%20Final%20Warning%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP7a%20Cover%20letter%20for%20sending%20out%20copies.docx
mailto:quality@bmet.ac.uk
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If there are sufficient grounds, the Vice Principal Curriculum and Quality will 
convene an Appeal Panel to take place within fifteen working days of the 
appeal being received.  
 
The Vice Principal Curriculum and  Quality will inform the student at least five 
working days in advance of the date and time of the appeal hearing, provide 
the notes and information from the disciplinary hearing and advise the student 
that they are required to attend the appeal and of their right to be 
accompanied by a person of their own choosing (one parent/carer, friend or 
representative), but that this person may not be acting as a legal 
representative. 
 
The Appeal Panel will consist of one member of the Senior Leadership team 
who will chair the meeting and one other member of the College Leadership 
team (C&Q member) who has not been involved in the case to date.  A note-
taker will also be present. 
 
The format for the appeal can be found in Appendix 2 
 
The panel will deliberate in private and may decide to uphold or amend the 
decision of the disciplinary hearing. In the event of the panel not being able to 
reach agreement the majority view will prevail, with the member of the Senior 
Leadership team having the casting vote. The panel’s decision is final and the 
Vice Principal Curriculum and Quality will confirm the outcome of the appeal 
in writing using the Appeal Outcome Exclusion Letter SDP10 to the student 
with a copy uploaded to ProMonitor within five working days of the appeal 
hearing. 
 
If the student is reinstated the Appeal Meeting Outcome Form Appeal 
Outcome Uphold Letter SDP9 will be completed by the chair, circulated to all 
parties present and uploaded onto ProMonitor. Failure to comply with any 
conditions of reinstatement will result in immediate permanent exclusion. 

 
 
 

 
5. COMPLIANCE  

5.1 If a student has an Education, Health and Care Plan (EHCP), special 
educational needs or disability (SEND) or is a Child Looked After or Care 
Leaver, this must be taken into account when implementing any disciplinary 
process, both informal and formal. It is essential any staff refer to agreed 
support plans and make contact with the Inclusion Support team (refer to 
ProMonitor). The college has legal responsibilities to make reasonable 
adjustments. The approach to Formal Behaviour meetings for students with 
identified support needs must take the need and any existing support plans 

https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP10%20Appeal%20Outcome%20Exclusion%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP9%20Appeal%20Outcome%20Uphold%20Letter.docx
https://sharepoint.bmetc.ac.uk/sites/staff/college_information/pandp/Student%20Disciplinary%20Forms/SDP9%20Appeal%20Outcome%20Uphold%20Letter.docx
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and adjustments into account. The outcome of the Formal Behaviour process 
may be a recommendation around changes to support plans if these are not 
working for the student.   

5.2 The impact of prior experienced trauma must be considered throughout the 
implementation of the policy and procedure, with reasonable adjustments 
considered for all students at each stage.  Appropriate support should be 
reviewed/considered and sought through the colleges pastoral & welfare 
services by tutors and managers. 

5.3 For subcontracted provision, subcontractors should follow their own 
procedures, but the College should be notified if a student is excluded by the 
subcontractor.  

5.4 Students on 14-16 programmes are subject to the disciplinary procedures of 
the College, however every effort should be made to resolve concerns with 
the school/commissioning body prior to embarking on the Student Disciplinary 
Procedure. The relevant subject tutor will act as the student’s tutor and 
ensure that the relevant partner school/commissioning body is informed and 
consulted on all disciplinary issues. A member of the partner 
school/commissioning body should be present for both informal and formal 
meetings. 

5.5 It is essential that all processes are completed in a timely manner to bring 
about resolution and to minimise any non-attendance where a student is 
suspended pending investigation or formal behaviour process. 

5.6 All action plans should include the support to be provided to reintegrate the 
student and ensure they are not disadvantaged academically by any absence 
during the process.  

 
5.7 Record Keeping  

Details of each stage of the Student Disciplinary Procedure must be recorded 
on ProMonitor through the creation of a meeting, with all supplementary 
documents such as letters and record sheets uploaded. All discussions, 
targets set, actions agreed, and support put in place must also be recorded 
on ProMonitor. Safeguarding related concerns Any instances where a 
potential or related safeguarding concern is identified must be reported to the 
DSL, these include any forms of Peer on Peer Abuse, Sexual Violence or any 
other form of abuse including where there has been Police involvement in the 
incident. 
 
 

5.8 Quality Assurance and Improvement 
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In order to ensure the disciplinary hearings are being carried out fairly and 
consistently, the Vice Principal Curriculum and Quality will review disciplinary 
records, sampling the quality of records and report compliance with 
procedure, and produce an analysis of disciplinary data throughout the year 
as part of the Senior Leadership Quality Report. 

 
5.9 Communication linked to the Student Disciplinary Procedure 

The Student Disciplinary Procedure will be published on the College Web-site 
and ProPortal and students will be made aware of the procedure during 
Induction. In addition, the college has standard letter templates and report 
forms for each stage of the Student Disciplinary Procedure, which will be 
used to ensure consistency of the content and quality of information provided. 
Any adaptations wishing to be made to these letter templates require 
authorisation from the relevant Department Director or College Vice Principal. 
 

6. OTHER RELEVANT POLICIES AND PROCEDURES 

Access to the below policies can be found here.  
• The Positive Behaviour Policy and procedure should be read in conjunction 

with the following policies 
• Child Protection & Safeguarding 
• LLDD and Vulnerable Learners Policy 
• DI Strategy 
• Student Attendance Policy 
• Mental Health Policy 
• Additional Learning Support Policy 
• Student Induction Policy 
• Assessment, Internal Quality Assurance and Moderation Procedure 
• Assessment Malpractice Policy 
• Academic Appeals Policy 
• Remote Teaching and Blended Learning Policy 
• HE Academic Standards Policy 
• HE Assessment Policy 
• IT and Social Media Usage Policy 

 
 
 
Appendix 1 
Format of the Stage Three Disciplinary Hearing  
 

• The Department Director or College Vice Principal is responsible for 
convening the disciplinary hearing within 10 working days of the student being 
notified of the disciplinary hearing and for ensuring that the meeting is 
recorded. 

 
• The College Vice Principal will chair the meeting  

 

https://livebmetcac.sharepoint.com/sites/BMetSharePoint/SitePages/Published-Policies-and-Procedures.aspx
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• During the hearing the Chairperson will:  
o introduce the Panel, explain the purpose of the hearing and the 

procedure and determine who is presenting the evidence for each side 
o outline the allegation(s) 
o invite both sides to present oral and written evidence and to ask 

questions with the College presenting the case against the student 
first, and the student then responding 

o have the authority to limit the amount of time used by each of the 
parties in presenting the case 

o may exclude any person who disrupts the meeting or disregards the 
Chairs instructions 

o be sensitive to cultural, gender and Equal Opportunities Policy issues 
in so far as they may affect the conduct of the hearing. 

 
• The Investigating Officer will be responsible for presenting the evidence to the 

Panel and will state the case in the presence of the student and their 
representative if present. Witnesses (arranged prior to the hearing) may be 
called by the Investigating Officer, if they have factual evidence that may 
assist the panel to make a decision.  

 
• The student or their representative may ask questions of the Investigating 

Officer and any witnesses about the evidence provided. 
 

• The Panel may also ask questions of the Investigating Officer and any 
witnesses about the evidence provided. 

 
• The witnesses will then be reminded that the content of the hearing is 

confidential and be asked to leave the meeting. 
 

• The student or their representative will state their case in the presence of the 
Investigating Officer. 

 
• The Panel may ask questions of the student about the evidence that they 

have provided. 
 

• The Investigating Officer will be given a final opportunity to summarise their 
case. 

 
• The student or their representative will have the opportunity to summarise 

their position. 
 

• At this stage the student and the Investigating Officer will leave the hearing 
and the Panel will deliberate in private. 

 
• The panel will confirm one of the following outcomes below: 

o Reinstatement 
o A written warning 
o A final written warning 
o Directed study which is outside of a normal timetabled class  
o A fixed term exclusion (e.g. one term, until the end of the academic 

year etc.) 
o Permanent exclusion (relating to all colleges) 
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Appendix 2 

Format of the Appeal Hearing 
 

• The Vice Principal Curriculum and Quality is responsible for convening the 
appeal hearing within 15 working days of the student lodging an appeal. 

 
• A member of the Senior Leadership team will chair the meeting and may 

exclude any person who behaves unreasonably or disregards the Chairs 
instructions. 
 

• In addition to the Chair the panel will be made up of one other member of the 
College Leadership team (C&Q Member) who has not been involved in the 
case to date.  A note-taker will also be present. 

 
• The Chair of the disciplinary hearing will be responsible for explaining the 

decision made at the disciplinary hearing.  
 

• The student or their representative will present their grounds for appeal and 
the associated evidence. 

 
• The panel may ask questions of both the Chair of the disciplinary hearing and 

student about the information and evidence provided. 
 

• The Chair of the disciplinary hearing will be given a final opportunity to 
summarise the grounds for the decision made at the disciplinary hearing. 

 
• The student or their representative will have a final opportunity to summarise 

their position. 
 

• At this stage the student and the Chair of the disciplinary hearing will leave, 
and the Panel will deliberate in private, considering any the new evidence and 
any evidence of procedural error, and determine the outcome of the appeal. 
 

• The Chair will liaise with the Vice Principal Curriculum and Quality to ensure 
the appropriate letter is prepared and distributed. 
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	1.2 All members of staff have a responsibility, and in some cases a legal duty (for instance concerns arising from safeguarding issues), to act on concerns regarding student safety, behaviour or conduct in line with the Ready, Respectful, Safe ethos. ...
	1.3 Aim of the Policy
	(a) To promote a culture of excellent behaviour and positive respectful relationships
	(b) To provide support for students to ensure they are ready to learn and are able to progress.
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