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Student Disciplinary Policy and Procedure 
 
INTRODUCTION 

 
 

The Student Disciplinary Policy and Procedure provides a framework for student1
 behaviour, in order to 

ensure the proper functioning or activities of the College for those who work or study in the College. 

 Chesterfield College, as a community, has obligations relating to the care of, and responsibility for, its 

members. 

 The College has a duty to protect its reputation. 

 The College is committed to maintaining the standards and values set out in its Mission Statement. 

Our Mission  

Equipping you with the skills and knowledge for progression and employment. 
 
 
 
 
 
 
 
 
1 Definition of students include all full-time, part-time, (Further Education and 
Higher Education) , Work Based Learning, E2E, Connected, Train to Gain, 
Apprenticeships, Pre-16 
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1.1 Scope 

 This procedure has been developed to make rules concerning the behaviour and conduct of 

 students, including procedures for their suspension and expulsion (including expulsion for 

 unsatisfactory standard of work or other academic reason).   

 The College may discipline students for misconduct committed whilst taking part in College 

 activities whether committed on or off College premises and for any other conduct which the 

 College reasonably considers will affect their position as a student at the College. 

1.2 Purpose 

 At the beginning of the academic year all students are advised of what is expected of them in 

 terms of performance and behaviour through the Enrolment Form and Student Agreement 

 which they sign, the rules set out in the Student Handbook, Code of Conduct, the support 

 mechanisms available to help them, and this formal disciplinary procedure.   

 The purpose of this procedure is to: 

 help and encourage students to achieve and maintain acceptable standards of behaviour, 

conduct and academic performance; and 

 to ensure consistent and fair treatment of students in relation to informal and formal 

disciplinary action that may be taken in response to allegations of unacceptable 

behaviour, conduct or performance. 

 
 
 
 
 
 
 
 
 
 
 
Issued by:  Dave Simmonds             Issue date:    16 June 2016      
Version No:        4                        Review date:     15 June 2018 
 

Monitoring Method: 
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2.  Representation 

2.1  All Students 
 All students have the right to be accompanied at formal stages of this procedure by a 

 friend/representative or parent(s)/ guardian(s)/ carer(s). For this purpose, a 

 friend/representative may be a Student Union representative or a willing member of the 

 College of the student’s choosing. The friend or representative may not be a solicitor or 

 barrister, or a legally qualified representative. 

2.2  Young and Vulnerable Students 
 The parent(s)/ guardian(s)/ carer(s) of students under 18 (‘young students’), and of students 

 who have Learning Difficulties and/or Disabilities (LLDD)  (‘vulnerable students’), must be kept 

 fully informed at all stages of this procedure.   

Where a young or vulnerable student has to attend a meeting at which it is possible that a 

warning/ sanction may be given, the parent(s)/ guardian(s)/ carer(s) should also be asked to 

attend that meeting.    

Young or vulnerable students must not be suspended without checks first being made that they 

are appropriately escorted and received as necessary [by a responsible adult]. 

2.3  School Link Students 
School link students who commit acts of misconduct/gross misconduct must be reported to 

their school.  The school will take disciplinary action as appropriate in accordance with their 

procedures. The College may suspend or expel school link students from College activities in 

line with the College disciplinary process.  

2.4  Employer Sponsors 
 Employer sponsors should be advised of the activation of all formal stages of this  

 procedure. 

2.5  Timings 
All time periods, apart from the time allowed for lodging an appeal, stated in this procedure 

may be varied if it is not practicable to adhere to them. All parties should try as far as is 

practicable to keep within the stated time periods.  Any variation will be  notified to those 

concerned in writing. 

2.6 Data Protection 
All data obtained under this procedure must be processed under the principles contained in 

the Data Protection Act 1998.  There are some circumstances i.e. safeguarding of young or 

vulnerable students, where sensitive personal data may be disclosed without the consent of 

the student if it is in their best interests.  No disclosure of sensitive personal data may be made 

without reference to the College Data Protection Manager. 
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3. Police Involvement 

3.1 If any criminal activity is suspected, the College may involve the police and such 

activities may result in criminal prosecution.   

3.2 Normally only the Principal or their nominee may agree to notification to the police 

of suspected criminal activity.  In the event of emergency, any staff member may 

call the police, although normally this would be done via the Security and Caretaking 

Manager or authorised nominee. 

3.3 Where a student is escorted from College premises by the police in connection with 

criminal activity at College, the student will be immediately suspended and a letter 

confirming suspension sent to the student’s home address by a designated 

manager.  

3.4 The College is not obliged to wait for the outcome of any criminal prosecution in 

such circumstances (although it may chose to do so) and may pursue disciplinary 

action according to the timescales set out in this procedure or such varied 

timescales as may be appropriate.  In these circumstances a case by case basis will 

be adopted. 

4. Non-Academic Disciplinary Procedure 

4.1 Stage 1. Informal Warnings  

Informal warnings can be given by any member of staff in response to concerns about 

student behaviour or conduct, and would normally also involve suggestions for ways in which 

the student could improve his/her standard of behaviour. 

Any incidents where a student’s behaviour or conduct has required informal warnings should 

be notified to the Curriculum Operations Manager/Work Based Learning 

Manager/Tutor/Director of Learning and recorded on Form SDP1 (Record of Student Informal 

Warning) which should be placed in the student’s file and referred to if formal disciplinary 

measures are required. (who has ownership of the student file). 

The College will put in place as much support and guidance as possible to help at risk and 

vulnerable students. 

Where informal action and/or support processes have not achieved the desired outcome, the 

student’s behaviour or conduct may be referred to stage 2 of this procedure.  If the student’s 

behaviour or conduct is considered more serious then it may be referred directly to stage 3 of 

this procedure. 
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4.2 Stage 2.  Formal Verbal Warning 

A formal verbal warning may be given by a Director of Learning if action at stage 1 of this 

procedure has not resulted in improvement of the student’s behaviour or conduct, the 

misconduct persists or if the seriousness of the misconduct warrants it on a first offence, 

taking into account any explanation given by the student.  If the student fails to comply with a 

verbal warning or the student’s behaviour or conduct warrants it then the case should be 

referred to a disciplinary hearing at stage 3 of this procedure. 

4.3 Stage 3. Formal Disciplinary Hearing 

A formal disciplinary hearing may be called for acts of misconduct or gross misconduct or if 

behaviour has not improved following one or more formal verbal warnings at stage 2 of this 

procedure.   

The student will be notified by letter of the date of the hearing which will be held as soon as 

is reasonably practical, and normally within 10 working days of the alleged disciplinary 

offence. 

The disciplinary panel should normally be constituted as follows: 

 Assistant Principal Facilities and Property  

 Member of the College Management Team 

 Member of the College Management Team 

The hearing will be arranged following the guidelines set out in Appendix 4 of this policy. The 

hearing may take place in the student’s absence if he/she fails to attend without reasonable 

excuse and having been given a reasonable opportunity to do so. 

The Chair of the Panel will communicate the panel’s decision immediately to the student 

verbally (if possible), and advise the student that he/she will receive the decision formally in 

writing, normally within 5 working days of the hearing taking place.   

Possible outcomes include one or more of the following: 

 The allegations are not proved 

 A first written warning (with any conditions attached i.e. acceptable behaviour 

contract) 

 A final written warning (with any conditions attached i.e. acceptable behaviour 

contract) 

 The student may withdraw their enrolment from the College 
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 Exclusion from the College (either permanently or for a defined period) 

In the case of exclusion the letter will advise the student of his/her right of appeal and will 

include an offer to arrange on request a member of staff to assist the student in the 

preparation of his/her appeal. The letter must also be copied to the student’s Director of 

Learning.  Students who have been suspended should be advised that they remain suspended 

until the outcome of the appeal is known. 

If the student fails to fulfil any of the conditions set, the panel will reconvene to consider any 

further action. 

4.4 Suspension Pending Disciplinary Hearing 

A student may be suspended from the College immediately if there is reason to believe that 

the student has committed an act of misconduct, repeated misconduct or gross misconduct 

to prevent an escalation of an incident.  

Students may only be suspended by  

 Assistant Principal  

 Deputy Principal  

 Director of Learning 

 Security and Caretaking Manager 

A suspension will normally be for a maximum of 10 working days and be confirmed in writing 

within 2 working days of the commencement of any period of suspension.   

The student should be sent a letter inviting him/her to a disciplinary hearing to take place on 

completion of an investigation into the conduct for which the student was suspended, 

normally within 10 working days.   

Students who are suspended must be advised that they may not enter the College unless 

invited to do so by a College manager, and that they should contact a named person if they 

wish to contact any member of staff or student or if they wish to enter the College for any 

reason. 

Young or vulnerable students must not be suspended without checks first being made to 

ensure they are appropriately escorted and received if necessary by an appropriate adult. 

4.5 Withdrawal following misconduct 

In cases where the student has accepted responsibility for his/her misconduct and has agreed 

to withdraw from their course immediately, a disciplinary hearing does not need to be held.  
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The Assistant Principal, Facilities and Property must confirm in writing to the student within 2 

working days, the fact that the student has agreed to withdraw from their course and that 

he/she will be treated as an excluded student.  

5. Academic Disciplinary Procedure 

5.1 Stage 1. Supportive Action 

The College recognises that many issues may affect a student’s ability to concentrate on 

achieving academic success.  The College policy is that teachers identify any concerns about a 

student’s achievements and progress throughout the course and steps are taken to provide 

appropriate remedies.  Any concerns and agreements with the student about performance, 

including dates of discussions, targets, deadlines and outcomes, must be recorded on the 

Individual Learning Plan. 

For students with more difficult problems, the student ‘At Risk’ referral procedure (available 

on the College intranet) has been set up to identify any difficulties, inside or outside of the 

classroom, at the earliest possible opportunity and to put in place as much support and 

guidance as possible to help students, including the use of progress coaches, safeguarding 

officers and outside agencies.    

Personal Tutors and Career Pathway Leaders will have a structured Stage 1 Support Meeting 

in the aim to address ongoing performance issues and set a clear and focused support action 

plan in the aim to drive forward improvements. 

Where these support processes have not achieved the desired improvement in academic 

performance, the College has set up formal procedures to deal with performance problems 

on academic grounds and the Personal Tutor will refer the matter to stage 2 of this 

procedure. 

5.2 Stage 2. Formal Contract of Behaviour 

 If action at stage 1 has not produced the desired improvement in academic performance, and 

 the student has not agreed to withdraw from their course voluntarily, then a formal meeting 

 with Career Pathway Leader, Curriculum Operations Manager/Work Based Learning Manager 

 and Parents will meet with the  student to agree a formal Contract of Behaviour (Form SDP 10) 

 

The Curriculum Operations Manager/Work Based Learning Manager will liaise with all 

relevant staff involved with the student to obtain an overall assessment of the student’s 

academic performance on the course, and request any information held on the student 

including any support or disciplinary issues 
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The Curriculum Operations Manager/Work Based Learning Manager and Director of Learning 

will then meet with the student and his/her representative if desired, to draw up a formal 

Contract of Behaviour using form SDP 10. The Contract of Behaviour should include the date 

by which the agreed improvement(s) must be achieved and advise the student that 

unreasonable failure to fulfil the Contract of Behaviour could lead to a recommendation for 

exclusion from the course.  A copy of the completed signed Contract of Behaviour must be 

sent to the student’s home address, with the original kept on the student’s personal file. 

The Curriculum Operations Manager/Work Based Learning Manager will meet the student at 

regular intervals to review progress against the conditions set out in the Contract of 

Behaviour and to assist the student to succeed. 

If in the judgement of the Curriculum Operations Manager/Work Based Learning Manager the 

Contract of Behaviour is fulfilled then no further action need be taken. 

If in the judgement of the Curriculum Operations Manager/Work Based Learning Manager the 

Contract of Behaviour has not been fulfilled, or if the student refuses to sign the Contract of 

Behaviour the Curriculum Operations Manager/Work Based Learning Manager will refer the 

matter to stage 3 of this procedure. 

5.3 Stage 3. Disciplinary Hearing 

If stage 2 of this procedure has not resulted in the required improvement and the student has 

not agreed to withdraw from their course voluntarily, then a disciplinary hearing will be called 

on the grounds of academic misconduct.  The student will be notified by letter of the date 

and time of the hearing and the reasons for it.    

The disciplinary panel should normally be constituted as follows: 

 Assistant Principal Classroom Based Learning 

 Director of Learning  

 Member of the College Management Team 

The hearing will be arranged following the guidelines set out in Appendix 4 of this Policy.  The 

hearing may take place in the student’s absence if he/she fails to attend without reasonable 

excuse and having been given a reasonable opportunity to attend. 

The Chair of the Panel will communicate the panel’s decision immediately to the student 

verbally (if possible), and advise the student that he/she will receive the decision formally in 

writing, normally within 5 working days of the hearing taking place.  

Possible outcomes include: 
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 to continue on the course  

 to continue on the course with a trial period pending a final decision on 

withdrawal from the course 

 exclusion from the course 

 to recommend that the student transfers to a more appropriate course or 

programme.  (If a trial period is recommended this should be as short as possible 

commensurate with the need to review progress) 

 to recommend that the student applies to a course at a different college 

 to advise on further help or support  

In the case of exclusion the letter will advise the student of his/her right of appeal and will 

include an offer to arrange on request a member of staff to assist the student in the 

preparation of his/her appeal. The letter must also be copied to the student’s Director of 

Learning. 

If the student fails to fulfil any of the conditions set, the panel will reconvene to consider any 

further action. 

6. Appeals  

6.1 The student (the appellant) will have a right of appeal against exclusion on disciplinary 

 grounds.  The appellant must write to the Principal within ten working days of receiving 

 the decision, giving written grounds for the appeal. The appeal may be made only on 

 one or more of the following grounds: 

 that there is additional evidence available that could or was not made available at the 

time of the original hearing; 

 there are grounds for mitigation of the sanction imposed that were not known about at 

the time of the original hearing 

 proper procedures were not followed; 

 the penalty is considered to be unreasonable in relation to the offence. 

6.2 The appeal will normally be heard by a panel of 3 managers, chaired by the Principal or 

 Deputy Principal. 

6.3 The hearing will be arranged following the guidelines set out in Appendix 4 of this 

 policy. 
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6.4 The appellant will be asked to confirm that he/she will be attending the hearing, and to 

 submit the name and status of any representative and/or witnesses. If the appellant 

 does not attend the hearing without reasonable excuse and having been given a 

 reasonable opportunity to attend, the appeal will be deemed to have been withdrawn. 

6.5 The decision of the Panel will be final, with no further right of appeal within the 

 College.  Decisions may be made by majority vote.  The decision will be one of the 

 following: 

 to uphold the appeal in full, in which case the appellant will be re-instated as soon 

as practicable or any lesser sanction will be removed or reduced  

 to uphold the appeal in part, in which case the sanction may be reduced; or 

 to dismiss the appeal, in which case the decision of the disciplinary panel will stand 

 to adjourn the panel for the purposes of gaining further evidence or information  

 to refer the case back to a disciplinary panel for a new hearing 

6.6 The appellant will be informed of the decision of the Appeal Panel normally verbally 

 immediately or as soon as practicable and formally in writing normally within 5 working 

 days of the hearing.  

6.7 A student who has been excluded from College following appeal has the right to make 

 a complaint to the Education Funding Agency (EFA) for 16-18 year old students or the 

 Skills Funding Agency (SFA) for post 19 students.  This is not an appeal and the EFA/SFA 

 will not hear evidence or seek to substitute its own decision for that of the College.  

 However the EFA/SFA will undertake an enquiry to consider if the College has properly 

 followed its own procedures.   The letter to the student will advise of this right and that 

 contact details will be made available on request.  

7. Adjournments 

The Chair of any hearing under this procedure may adjourn the panel at any time if required.  

Adjournments can be made with the permission of the Chair at the request of the student, a 

panel member or the Presenting Manager. Adjournments may be short to allow time for 

private discussion or to check a piece of evidence: the Chair should specify the length of any 

adjournment.   If the panel is not satisfied that it has sufficient information or evidence on 

which to make a decision the Chair may ask for the panel to be adjourned and re-convened at 

a later date to enable such information or evidence required by the panel to be produced. 
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8. Roles 

8.1 The Principal and Senior Post Holders 

The Principal is responsible overall for the operation of these procedures to maintain student 

discipline and for suspending or expelling students on disciplinary grounds or for academic 

reasons. 

The Principal or his/her designated alternate will hear appeals against exclusion from the 

College.  Only the Principal or a member of the Senior Management Team may suspend or 

exclude a student. 

8.2 Title of Delegate Responsible  

The Principal has delegated the Assistant Principal, Facilities and Property as responsible for 

supervising the carrying out of the provisions of this procedure up to the appeal stage, and 

for ensuring that all steps are carried out correctly and completely.  The Assistant Principal, 

Facilities and Property is also responsible for designating managers to deal with these 

procedures, and for nominating alternates as appropriate. 

8.3 Presenting Manager 

The Presenting Manager’s role is to investigate the circumstances of the case and prepare a 

written statement for presentation to a hearing.  In the case of appeal the Presenting 

Manager will normally be the Chair of the previous disciplinary hearing, and will make a 

written statement about why the panel came to its decision, taking into account any points 

raised by the student in their appeal statement. 

The Presenting Manager must obtain written, signed witness statements where possible, 

making sure to advise witnesses that they may be called to speak their statements at a formal 

hearing. 

8.4 Witnesses 

It is a College requirement that members of staff who are witnesses in disciplinary cases must 

provide written, signed statements and must normally be available to speak to their 

statements and to be asked questions at any hearing. 

8.5 Chair 

The Chair must not have been involved with the case prior to the hearing and the Chair 

should check that members of the panel similarly do not have any prior knowledge or 

conflicts of interest.  If any undue prior knowledge or conflict of interest on the part of the 

Chair or a Panel Member should become apparent during the hearing then the Chair should 

suspend the hearing until a new Chair can be appointed.  In the case of a Panel Member the 
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Chair may either decide to run the hearing without that member or to suspend the hearing 

until a new member can be appointed. 

The Chair of a panel must familiarise him/her with the contents of this procedure and use 

his/her best efforts to deal with all evidence presented fairly and impartially.  The Chair must 

guide all those attending a hearing in how to carry out their roles and how they should 

conduct themselves.  The Chair should also check all documentation in advance of the hearing 

to ensure that it is complete and conforms to the requirements of this procedure.   

The Chair will agree the final version of the notes of the hearing, and will sign the letter of 

notification to the student of the outcome of the hearing.   

8.6 Panel Member 

Panel members must not have been involved with the case prior to the hearing, and if a 

conflict of interest should become apparent during the hearing then the Panel Member 

should advise the Chair who may either decide to run the hearing without that member or to 

suspend the hearing until a new member can be appointed. 

Panel members must familiarise themselves with the contents of this procedure and use their 

best efforts to deal with all evidence presented fairly and impartially.  Panel members should 

follow the guidance of the Panel Chair in coming to their decisions. 

8.7 Note-taker 

The note-taker must make as full as possible a record of the hearing and produce a typed 

version of the notes normally within 5 working days of the hearing taking place. 

Note-takers are not members of the panel and should not speak at a hearing unless invited to 

do so by the Chair, or unless they wish, through the Chair, to clarify anything to be recorded 

in the notes. 
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APPENDIX 1 

Examples of Poor Performance, Misconduct and Gross Misconduct 
 

The following examples are given as a guide to staff and are not exhaustive.  The College may discipline 
students for misconduct whether committed on or off College premises 
 
Poor Performance in relation to: 

 attendance at College/work experience placement 

 punctuality at College/work experience placement 

 engagement in learning activities 

 submitting work on time  

 standard of work 

 failure to bring and/ wear required equipment and clothing 

 failure to meet agreed targets for improvement 

 satisfactory completion of course/work experience placement 

Misconduct 

Some of these examples could also be gross misconduct, dependant on the seriousness 

 rowdiness/ disruptive behaviour 

 rudeness/ impolite or inconsiderate behaviour 

 eating/drinking anywhere other than canteens or designated areas 

 behaviour in any part of the College that interferes with the rights of others  e.g. playing 

music, loud telephone conversations etc. 

 use of mobile phones in class 

 bringing food or drink into class 

 verbal attacks/foul or abusive language 

 spitting 

 disobeying College rules or non-compliance with reasonable staff requests i.e. not confirming 

ID or not co-operating with safety procedures 
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 smoking  

 misuse of email, the internet or College resources 

 gambling 

 disrespect for staff, other students or visitors  

 dangerous or irresponsible driving 

 causing a safety hazard 

 cyber bullying 

Gross Misconduct 

 assault or violence 

 threatening behaviour or language 

 discriminatory remarks or behaviour i.e. racism, disability or sexist 

 inciting violence, hatred or discrimination against other individual or groups, particularly by 

reference to their ethnicity, religious belief, gender, sexual orientation, language, national 

origin or immigration status 

 racial or sexual harassment  

 bullying or intimidation 

 theft, robbery or fraud 

 vandalism or damage to property 

 causing a serious safety hazard 

 drunk or under the influence of legal or illegal substances   

 involvement in any criminal activity 

 possession, use or supply of legal or illegal substances  

 possession or use of a weapon or anything which is made, adapted or intended to injure 

 attempting to enter College while suspended 

 lending ID Card to other student or non student  
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 plagiarism/ cheating/ copying other students’ work (with or without their permission) 

 bringing the College into disrepute 
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APPENDIX 2 

Stages of the Student Disciplinary Procedure - Non Academic 
         

 
Stage 1 

Informal Warning 

 
Stage 4 

Appeal against Exclusion 

 
Stage 3 

Formal Disciplinary Hearing 

 
Stage 2 

Formal Verbal Warning 

No improvement/ Further Misconduct 

No improvement/ Further Misconduct 

 
Stage 2a 

Suspension 
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APPENDIX 3 

Stages of Student Disciplinary Procedure - Academic 
 
  

 
Stage 1 

Supportive Action 

 
Stage 4 

Appeal against Exclusion 

 
Stage 3 

Disciplinary Hearing 

 
Stage 2 

Formal Contract of Behaviour 

 

No improvement/Further issues 

No improvement/Further issues 
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APPENDIX 4 

Guidelines for Hearings 

1. Guidelines on Setting up of Disciplinary Hearings (academic & non-academic) 
 In the preparation for a formal disciplinary hearing the Assistant Principal, Facilities and 

 Property (or designated alternate) will: 

 
1.1  Set the date of the hearing. The hearing will be held as soon as is reasonably practical, 

 normally within 10 working days of the notice of the alleged disciplinary offence, with 

 the reason for any delay being notified to the Student.  

1.2  Appoint panel members who have not been involved with the case. The disciplinary 

 panel should normally be constituted as follows: 

 Assistant Principal, Facilities and Property 

 Member of the College Management Team 

 Member of the College Management Team (see guidelines above) 

1.3 Appoint a Presenting Manager who will present the case for the College. 

1.4  Identify a member of staff who will offer to assist the student to compile his/her 

 defence case, or ascertain if the student wishes to appoint his/her own representative. 

1.5  Ascertain the names of any witnesses from the Presenting Manager 

1.6  Obtain, normally at least 5 working days in advance of the hearing, the student’s 

 written statement if one is to be submitted (including any signed witness statements), 

 and the name of any representative to accompany the student at the hearing, and the 

 names of any witnesses the student will be inviting to the hearing.   

1.7  Parents/ carers/ guardians of young or vulnerable students should also be invited to 

 attend the hearing.  

1.8  Where a student has been suspended or excluded and may not enter College premises 

 the responsible manager must make arrangements to facilitate the student contacting 

 any member of staff or student with whom he/she would like to discuss his/her 

 defence. 

1.9  Appoint a note-taker who must not be a panel member. 

1.10 Arrange rooming, waiting areas and refreshments for the hearing. 
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1.11 Notify reception and security staff of any outside representatives or witnesses 

 attending the hearing, and where they should be directed. 

1.12 Send notification giving the time, date and location of the hearing, the composition of 

 the panel and the names of the presenting manager and note-taker to: 

 all those attending the hearing 

 the Director of Learning, Curriculum Operations Manager/Work Based Learning 

Manager, and Personal Tutor (if not already on the list of those attending) and if 

applicable 

 the parent(s)/ guardian(s)/ carer(s) of students under 18 (‘young students’), and 

for students who have Learning Difficulties and/or Disabilities (LLDD)  (‘vulnerable 

students)   

 any employer/ sponsor 

   
The student or his/her representative is responsible for notifying and arranging the 

attendance of his/her witnesses.  

1.13 Send out all documents to panel members, the presenting manager, the note-taker 

 and to the student at his/her home address (including a copy for the student’s 

 representative and for the parents/carers/ guardians of young or vulnerable students) 

 to be sent normally at least 5 working days prior to hearing.  Documents to be sent 

 must include: 

 

 The Presenting Manager’s statement, which should include the names of 

witnesses to be brought to the hearing, any witness Statements and supporting 

documents, and a recommendation of desired outcome.   

 The student’s statement including the names of his/her representative and any 

witnesses to be brought to the hearing, any signed witness statements and any 

supporting documents 

 The Student Disciplinary Procedure 

1.14 Arrange any special needs assistance such as a signer or translator. 
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2. Guidelines on setting up of Appeal Hearings (academic & non-academic) 
 

In the preparation for an appeal hearing the Principal (or his/her designated alternate) will: 

2.1  Set the date of the hearing. The appeal will be held as soon as is reasonably practical, 

 normally within 20 working days of the notice of the appeal being received, with the 

 reason for any delay being notified to the appellant. 

2.2  Appoint panel members. In addition to the chair, the composition of the panel should 

 include two managers not involved at an earlier stage.    

2.3  Appoint a Presenting Manager who will normally be the Chair of the disciplinary panel.   

2.4  Ascertain the names of any College witnesses from the Presenting Manager. 

2.5  Obtain, at least 5  working days in advance of the hearing,  the student’s written 

 statement if one is to be submitted (including any signed witness statements), and the 

 name of any representative to accompany the student at the hearing, and the names 

 of any witnesses the student will be inviting to the hearing.  Parents/ carers/ guardians 

 of young or vulnerable students must also be invited to attend the hearing.  Where a 

 student has been suspended or excluded and may not enter college premises the 

 responsible manager must make arrangements to facilitate the student contacting any 

 member of staff or student with whom s/he would like to discuss his/her appeal. 

2.6  Appoint a note-taker who must not be a panel member. 

2.7  Arrange rooming, waiting areas and refreshments for the hearing. 

2.8  Notify reception and security staff of any outside representatives or witnesses 

 attending the hearing, and where they should be directed. 

2.9  Send notification giving the time, date and location of the hearing, the composition of 

 the panel and the names of the presenting manager and note-taker to: 

 all those attending the hearing 

 the Director of Learning, Curriculum Operations Manager/Work Based Learning 

Manager and Personal Tutor (if not already on the list of those attending) and if 

applicable 

 the parent(s)/ guardian(s)/ carer(s) of students under 18 (‘young students’), and 

for students who have Learning Difficulties and/or Disabilities (LLDD)  (‘vulnerable 

students)   

 any employer sponsor   
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 The student or his/her representative is responsible for notifying and arranging the 

 attendance of his/her witnesses.  

2.10 Send out all documents to panel members, the presenting manager, the note-taker 

 and to the student at his/her home address including a copy for the student’s 

 representative and to the parents/ carers/ guardians of young or vulnerable students – 

 to be sent at least 5 working days prior to hearing.  Documents to be sent must 

 include: 

 The Presenting Manager’s statement, which should include the names of 

witnesses to be brought to the hearing, any witness Statements with anonymity 

protected where necessary and supporting documents   

 The  letter of notification of, the decision of the disciplinary hearing  

 The Student’s statement including the names of his/her representative and any 

witnesses to be brought to the hearing, any witness statements and any 

supporting documents 

 The Student Disciplinary Procedure 

2.11 Arrange any special needs assistance such as a signer or translator. 

3. Guidelines for Conduct & Outcome of Disciplinary & Appeal Hearings (academic & non-
academic) 

The Chair of the panel will: 

3.1  Assemble the panel members and the note-taker and agree the process with panel 

 members, as set out in these guidelines.  The Chair must ensure that all evidence is 

 discussed in the presence of both sides during the hearing.  However the Chair has 

 discretion to ask one or more of the parties to withdraw if at any point he/she feels it 

 would be appropriate to talk privately to the student, staff or witnesses. 

3.2  Call in the Presenting Manager and the student (reference to the student includes any 

 friend/representative or parent(s)/ guardian(s)/ carer(s) who may accompany 

 him/her).   If the student has any special needs such as a signer or translator then the 

 Chair should confirm how this should operate. 

3.3  Introduce all those present, explaining the purpose of the hearing and ensuring that 

 the student understands the process. 

3.4  Ask the student to identify any persons accompanying him/her and checking that 

 young or vulnerable students have appropriate representation. 

3.5  Disciplinary hearings only, ask the student if he/she admits all or part of allegations.  If 

 all or part of the allegations is admitted the student should be asked for any evidence 
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in  mitigation.  If all allegations are admitted the Chair and panel may ask any questions 

 they need of the student and presenting manager in order to come to a view on 

 penalty and then proceed to section 3.17 of this guidance. If part of the allegations are 

 denied the Chair should proceed to hear the case for and against this part. 

3.6  Invite the Presenting Manager to present the case and explain the allegation and the 

 decision of an earlier hearing, and ask for a recommendation on desired outcome. The 

 Chair should ask that no interruptions are made during the presentation. 

3.7  Ask the panel and then the student to ask any questions of the Presenting Manager 

3.8  Ask the Presenting Manager to call witnesses if any.  Ask the panel and then the 

 student to ask any questions of the witness (as).  Witnesses must withdraw after 

 finishing their evidence. 

3.9  Ask the student to present their defence and reason/s for appeal. The Chair should ask 

 that no interruptions are made during the presentation. 

3.10 Ask the panel and then the Presenting Manager to ask any questions of the student. 

3.11 Ask the student to call witnesses if any. The student or his/her representative is 

 responsible for notifying and arranging the attendance of his/her witnesses.  Allow the 

 panel and then the Presenting Manager to ask questions of the witness (as). Witnesses 

 must withdraw after finishing their evidence.   

3.12 Ask first the panel, then the Presenting Manager, and then the student for any final 

 questions. 

3.13 Ask the Presenting Manager to summarise. 

3.14 Ask the student to summarise. 

3.15 Ask the student if he/she considers the hearing has been fair and (if the answer is 

 negative) to identify any perceived unfairness in the proceedings.  The Chair should 

 endeavour to correct any perception of, or actual, unfairness as far as possible. 

3.16 Ask all except the panel members and the note-taker to withdraw.   

3.17 Chair a discussion by panel members to decide action to be taken.  The panel will agree 

 a course of action, either unanimously or by a majority.  In the case of only two panel 

 members being present, the Chair shall have the casting vote.  The panel may make 

 suggestions for the student’s future.  College hearings are not legal hearings, legal rules 

 of evidence do not apply and it is not therefore necessary to use the legal test of 

 ‘beyond reasonable doubt’.  However, the panel should endeavour to reach a fair 
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 decision based  on the balance of probabilities as to whether or not the evidence 

 presented proves the  case being made against the student. 

3.18 Reconvene the panel and communicate the panel’s decision immediately to the 

 student verbally (if this is possible); the student should receive the formal decision in 

 writing normally within 5 working days of the hearing.   

3.19 In the case of exclusion the letter must be signed or counter-signed by a member of 

the Senior Management Team. The decision letter should be copied to: 

 the Director of Learning, Curriculum Operations Manager/Work Based Learning 

Manager and Personal Tutor   

 the parent(s)/ guardian(s)/ carer(s) of young or vulnerable students   

 any employer sponsor   

3.20 If there have been any victims, or alleged victims, of misconduct, arrange for them to 

 be advised of the outcome of the hearing and the reasons for this.  

3.21 Ensure that all documentation from the hearing is sent to the Personal Tutor for 

 lodging in the student’s personal file. 
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APPENDIX 5 

Forms 

These forms are provided for guidance.  They follow the requirements of the Student Disciplinary procedure 

and may be adapted as required: information needs to be entered as appropriate. Any significant variation 

from standard procedure must be approved by a Senior Post holder. 

SDP1    : Record of Student Informal Warning (academic & non-academic) 

SDP2    : Record of Student Formal Verbal Warning (academic & non-academic) 

SDP3    : Notification of Disciplinary Hearing (academic & non-academic) 

SDP4    : Notification of Appeal Hearing (academic & non-academic) 

SDP5    : Notification of the Decision of a Non-academic Disciplinary Hearing 

SDP6    : Notification of the Decision of an Academic Disciplinary Hearing 

SDP7    : Notification of the Decision of an Appeal Hearing 

SDP8    : Letter of suspension 

SDP9    : Letter confirming voluntary withdrawal 

SDP10 : Contract of Behaviour 

SDP 11 : Record of Student Disciplinary / Appeal Hearing (academic & non-academic) 
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Form SPD 1 

Record of Student Informal Warning 
 

(Stage 1 of the Student Disciplinary Procedure, academic & non academic) 
 
This is a record of an informal warning which is not part of the formal disciplinary action.  This record will be 
held on the student’s personal file until the end of the academic year.  If formal disciplinary action is taken 
against the student during the year, then this record may be used in evidence as part of that action.  If no 
formal disciplinary action is taken against the student during the year, this record will be removed from the 
personal file and destroyed, and will not form part of any official record of the student’s studies or any 
reference. 
 
Please complete in block letters 

Student Last name, First 
name 

 

Student Person Code 
 

 

Male/Female (M/F) 
 

 Age if 
under 18* 

 Vulnerable Student 
(V) or No* 

 

Course title, code, year & 
mode (ft, pt) 

 

Name of staff member, & 
job title  

 

Student mobile/ home 
phone no/ email 

 

Date of Warning 
 

 

 
The reason for this informal warning is that (an) aspect/ aspects of your behaviour has/have given rise to 
concern, as follows:     
 
Student’s comments 
 
 
Action required by student 
 
 
Date for review of completion/ progress of required action 
 
Statement by Student 
I understand that I have been given this warning to help me to improve my conduct and to succeed in my 
studies, and to avoid future disciplinary action.  I agree to carry out the above action and to take all necessary 
steps to avoid the need for any further such warnings or disciplinary action. 
 
Student’s signature  _________________________________________ 
 
 
Staff member’s signature  _________________________________________ 

* Parents/guardians/carers of young or vulnerable students must have been involved in this process and be 
sent a copy of this warning
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Form SDP 2 
 

Record of Student Formal Verbal Warning 
(Stage 2 of the Student Disciplinary Procedure - non academic) 

A formal verbal warning is issued to students who have committed misconduct, and as such is very serious.  
This record will be held on the student’s personal file, and any further misconduct will lead to a formal 
disciplinary hearing at stage 3 of the Disciplinary Procedure. 
 
Please complete in block letters 

Student Last name, First 
name 

 

Student Person Code 
 

 

Male/Female (M/F) 
 

 Age if 
under 18* 

 Vulnerable Student 
(V) or No* 

 

Course title, code, year & 
mode (ft, pt) 

 

Employer sponsor (name 
or N/A)* 

 

Name of staff member, & 
job title  

 

Student mobile/ home 
phone no/ email 

 

Date of Warning 
 

 

 
Details of misconduct 
 
 
 
Student’s comments 
 
 
Action required by student 
 
 
 
Date for review of completion/ progress of required action 
 
 
Statement by Student 
I understand that I have been given this warning to help me to improve my conduct and to succeed in my 
studies, and to avoid any further disciplinary action.  I agree to carry out the above action and to take all 
necessary steps to avoid the need for any further such warnings or disciplinary action. 
 
Student’s signature  _________________________________________ 
 
 
Staff member’s signature  _________________________________________ 
 
* Parents/ guardians/ carers of young or vulnerable students must have been involved in this process and must 

be sent a copy of this warning.  Employer sponsors must be sent a copy of this warning. 
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Form SDP 3 

Notification of Disciplinary Hearing (academic & non academic) 
This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate within the squared brackets. Any significant variation from 
standard procedure must be approved by a Senior Post holder. 
 
[Date] 
 
[Student Name] 
[Home address] 
 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
DISCIPLINARY HEARING  
 
As a result of allegations of [misconduct/gross misconduct] made against you, you are required to attend a 
disciplinary hearing as follows: 
 
Date 
Time 
Room 
Campus 
 
You should report to [name] in [area] and you will be called into the hearing when the panel is ready. 
 
The following are the allegations made against you: 
 
[list allegations] 
 
I must stress that these allegations are very serious and, if upheld, could lead to you being given a written 
warning or to your exclusion from the College. 
 
[I enclose a copy of the report of the detail of the allegations against you, and supporting documentation, and 
a copy of the Student Disciplinary Procedure]  
Or 
[I enclose a copy of the Student Disciplinary Procedure. A copy of the report of the allegations against you and 
any supporting documentation will follow no later than five working days in advance of the hearing date.] 
 
[The membership of the hearing panel is as follows: 
Chair 
Panel Member 
Panel Member  
 
The Presenting Manager is [name] and [name] will be in attendance at the hearing as a note-taker.  
 
Or 
[The membership of the hearing panel, the name of the Presenting Manager and note-taker will follow no 
later than five working days in advance of the hearing date] 
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(If applicable) As previously notified you are currently suspended and you will remain suspended until the 
outcome of the hearing is known.  During your suspension you must not enter College premises on any 
campus for any purpose without permission of [name].   
This suspension is not part of any punishment against you but is to allow for the investigation of the 
circumstances of the allegations.   
 
If you wish to contact any person in the College to assist you with your defence then you may do so through 
[name] who will pass on any messages or correspondence. 
 
At the hearing you have the right to be accompanied by one person who may be a parent, relative, friend, 
member of staff or student union representative: however you may not be represented by any person who is a 
practising solicitor or barrister.   It is your responsibility to arrange who will accompany you and to invite any 
witnesses.   
 
You may submit a statement in your defence with any supporting documentation and witness statements.  All 
witness statements must be signed by the witness and all witnesses must normally attend the hearing so that 
they may be questioned on their statements.  You may seek advice on College procedures and your defence 
from [name & contact details of a college worker]. 
 
It is a requirement that you should submit any written statement, supporting documentation and signed 
witness statements, the names of your representative and the names of any witnesses you wish to bring to the 
hearing by no later than five working days in advance of the hearing, and you are therefore asked to send this 
information by no later than [time/date] to [name and contact details of person to whom information should 
be sent].  You should advise us at the same time if you require the services of a translator or a signer, or have 
any other special needs. 
 
Please note that, if you do not attend the hearing without good reason then the hearing may proceed and a 
penalty be imposed in your absence. 
 
Yours sincerely 
 
 
 
[Name] 
[Job title] 
 
C All Documents: 

 One copy for Student Representative (to Student’s home address) 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Panel Member 1  

 Panel Member 2  

 Panel Member 3  

 Presenting Manager  

 Note-taker 
  
 Letter only: [if not already included on above list] 

 Head of Curriculum : [Name] 

 Director of Learning : [Name] 

 Curriculum Operations Manager/Work Based Learning Manager: [Name] 
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Form SDP 4 

Notification of Appeal Hearing (academic & non academic) 

 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate within the squared brackets. Any significant variation from 
standard procedure must be approved by a Senior Post holder. 
 
[Date] 
 
[Student Name] 
[Home address] 
 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
APPEAL HEARING  
 
I acknowledge receipt of your letter of [date] in which you exercise your right to appeal the decision of the 
disciplinary hearing held on [date] to exclude you from [your course/ the College].  An appeal hearing has been 
arranged as follows: 
 
Date 
Time 
Room 
Campus 
 
You should report to [name]/ wait in [area] and you will be called into the hearing when the panel is ready. 
 
[The membership of the appeal panel is as follows: 
Chair  
Panel Member 
Panel Member  
 
The Presenting Manager is [name] and [name] will be in attendance at the hearing as a note-taker.  
  
Or 
 
[The membership of the appeal panel, the name of the Presenting Manager and note-taker will follow no later 
than five working days in advance of the hearing date] 
 
If applicable) As previously notified you are currently suspended and you will remain suspended until the 
outcome of the hearing is known.  During your suspension you must not enter College premises on any 
campus for any purpose without permission of [name].   
This suspension is not part of any punishment against you but is to allow for the investigation of the 
circumstances of the allegations.   
 
At the hearing you have the right to be accompanied by one person who may be a parent, relative, friend, 
member of staff or student union representative: however you may not be represented by any person who is a 
practising solicitor or barrister.   It is your responsibility to arrange who will accompany you and to invite any 
witnesses.   
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You may submit a statement in support of your appeal with any supporting documentation and witness 
statements.  All witness statements must be signed by the witness and all witnesses must normally attend the 
hearing so that they may be questioned on their statements.  You may seek advice on College procedures and 
your appeal submission from [name & contact details of a college worker]. 
 
It is a requirement that you should submit any written statement, supporting documentation and signed 
witness statements, the names of your representative and the names of any witnesses you wish to bring to the 
hearing by no later than five working days in advance of the hearing, and you are therefore asked to send this 
information by no later than [time/date] to [name and contact details of person to whom information should 
be sent].  You should advise us at the same time if you require the services of a translator or a signer, or any 
other special needs. 
 
Please note that, if you do not attend the hearing without good reason and/or without notifying us of your 
absence then the appeal will be regarded as abandoned. 
 
Yours sincerely 
 
 
 
 
[Name] 
[Job title] 
 
C All Documents: 

 One copy for Student Representative (to Student’s home address) 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Panel Member 1 [Name] 

 Panel Member 2 [Name] 

 Panel Member 3 [Name] 

 Presenting Manager [Name] 

 Note-taker [Name] 
  
 Letter only: [if not already included on above list] 

 Assistant Principal, Classroom Based Learning  

 Director of Learning 

 Curriculum Operations Manager/Work Based Learning Manager 
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Form SDP 5 
 

Notification of the Decision of a Non-Academic Disciplinary Hearing 
 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate. Any significant variation from standard procedure must be 
approved by a Senior Post holder. 
 
 
[Date] 
 
[Student Name] 
[Home address] 
 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
DISCIPLINARY HEARING HELD ON [DATE] 
 
I am writing to advise you of/ confirm the decision of the above disciplinary hearing. 
 
The panel decided that [delete as applicable]: 
 

 The allegations were not proved [give details of how the student should rejoin the course]. 

 The allegations were proved and that you are given this letter as a first written warning that any further 
misconduct will render you liable to further disciplinary action which could include exclusion from the 
College.   [Give reasons for why panel came to its decision and give any conditions attached, including 
any behaviour contract] 

 The allegations were proved and that you be given this letter as a final written warning that any further 
misconduct will render you liable to further disciplinary action which could include exclusion from the 
College.   [Give reasons for why panel came to its decision and give any conditions attached, including 
any behaviour contract] 

 You be permanently excluded from the college [give reasons for why panel came to its decision] 

 You be excluded from your course/the College until [date].   [Give reasons for why panel came to its 
decision].  You may re-enrol on this course on (date) if places are available./ You may not re-enrol on 
your current course but may enrol on another course at the College provided there are places and you 
meet the entry requirements (give any conditions attached).] 

 The panel is adjourned for the purposes of gaining further evidence or information [give details of re-
convened hearing]. 

 
(In the event of exclusion) You have a right of appeal against the Panel’s decision.  Any Appeal should be made 
in writing to the Principal within 10 working days of receipt of this letter.  I enclose a copy of the Student 
Disciplinary Procedure which sets out the Appeal provisions in detail.  Grounds for appeal are: 
 
1. that there is additional evidence available that could not have been made available at the time of the 

original hearing 
2. there are grounds for mitigation of the sanction imposed that were not known about at the time of the 

original hearing 
3. proper procedures were not followed 
4. the penalty is considered to be unreasonable in relation to the offence 
 
 
The grounds on which you wish to appeal must be stated in writing, with any supporting evidence, and sent to: 
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The Principal 
Chesterfield College 
Infirmary Road 
Chesterfield 
Derbyshire 
S41 7NG 
 
If you would like to receive advice on any matter relating to your appeal you should contact.    (name & contact 
details of College worker). 
  
(If not suspended) you may remain in attendance on the course until the outcome of your appeal is known. 
 
(If suspended) As previously notified you are currently suspended and you will remain suspended until the 
outcome of any appeal hearing is known.  During your suspension you must not enter College premises on any 
centre for any purpose without first gaining the express permission of [name]. If you wish to contact any 
person in the College to assist you with your appeal then you may do so through [name] who will pass on any 
messages or correspondence 
 
(Please note that, if you should fail to fulfil any conditions set, (Name) may request that the panel reconvenes 
to consider any further action) 
 
(I very much hope that this warning will serve to assist you in successfully completing your studies and that 
you will be able to work positively with staff and your fellow students to this end) 
 
Yours sincerely 
 
 
 
 
[Name] 
Chair of the Panel 

 
 

 One copy for Student Representative (to Student’s home address) 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Assistant Principal, Classroom Based Learning 

 Director of Learning  

 Curriculum Operations Manager/Work Based Learning Manager  

 Personal Tutor 

 [For Excluded Students – Security and Caretaking Manager 
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Form SDP 6 
 

Notification of the Decision of an Academic Disciplinary Hearing 
 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate. Any significant variation from standard procedure must be 
approved by a Senior Post holder. 
 
[Date] 
 
[Student Name] 
[Home address] 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
DISCIPLINARY HEARING HELD ON [DATE] 
 
I am writing to advise you of/ confirm the decision of the above disciplinary hearing. 
 
The panel decided that [delete as applicable]: 
[NB - these outcomes are not consistent with the academic procedure which does not provide for warnings at 
all.  It needs reviewing against the procedure] 

 The allegations were not proved [give details of how the student should rejoin the course]. 

 The allegations were proved and that you are given this letter as a first written warning that any further 
misconduct will render you liable to further disciplinary action which could include exclusion from the 
College.   [Give reasons for why panel came to its decision and give any conditions attached, including any 
behaviour contract, and any advice or support available] 

 The allegations were proved and that you be given this letter as a final written warning that any further 
misconduct will render you liable to further disciplinary action which could include exclusion from the 
College.   [Give reasons for why panel came to its decision and give any conditions attached, including any 
trial period/ behaviour contract/ advice and support available] 

 You be permanently excluded from the College [give reasons for why panel came to its decision] 

 You be excluded from your course/ the college until [date].   [Give reasons for why panel came to its 
decision].  You may re-enrol on this course on (date) if places are available./ You may not re-enrol on your 
current course but may enrol on another course at the College provided there are places and you meet the 
entry requirements (give any conditions attached and any recommendations that the student considers 
transfer to a another College).] 

 The panel is adjourned for the purposes of gaining further evidence or information [give details of re-
convened hearing]. 

 
(In the event of exclusion) You have a right of appeal against exclusion which should be made in writing to the 
Principal within 10 working days of receipt of this letter.  I enclose a copy of the Student Disciplinary Procedure 
which sets out the Appeal provisions in detail.  Grounds for appeal are: 
 
1 that there is additional evidence available that could not have been made available at the time of the 

original hearing 
2 there are grounds for mitigation of the sanction imposed that were not known about at the time of 

the original hearing 
3 proper procedures were not followed 
4 the penalty is considered to be unreasonable in relation to the offence 
 
 
The grounds on which you wish to appeal must be stated in writing, with any supporting evidence, and sent to: 
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The Principal 
Chesterfield College 
Infirmary Road 
Chesterfield 
Derbyshire 
S41 7NG 
 

If you would like to receive advice on any matter relating to your appeal you should contact [name & contact 
details of College worker].   

 
 [If not suspended you may remain in attendance on the course until the outcome of your appeal is known.] 
 
(If suspended) As previously notified you are currently suspended and you will remain suspended until the 
outcome of any appeal hearing is known.  During your suspension you must not enter College premises on any 
centre for any purpose without first gaining the express permission of [name]. If you wish to contact any 
person in the College to assist you with your appeal then you may do so through [name] who will pass on any 
messages or correspondence 
 
[Please note that, if you should fail to fulfil any conditions set, the Personal Tutor may request that the panel 
reconvenes to consider any further action.] 
 
[I very much hope that this warning will serve to assist you in successfully completing your studies and that 
you will be able to work positively with staff and your fellow students to this end.] 
 
Yours sincerely 
 
 
 
[Name] 
Chair of the Panel 
[Job title] 
 
(all exclusions must be signed or counter-signed by a Senior Postholder) 
 
 
C 

 One copy for Student Representative (to Student’s home address) 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Assistant Principal, Classroom Based Learning 

 Director of Learning Curriculum  

 Operations Manager/Work Based Learning Manager  

 Personal Tutor 

 [For Excluded Students – Security and Caretaking Manager 
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Form SDP 7 
 

Notification of the Decision of an Appeal Hearing (academic & non academic) 
 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate. Any significant variation from standard procedure must be 
approved by a Senior Post holder. 
 
[Date] 
 
[Student Name] 
[Home address] 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
APPEAL HEARING HELD ON [DATE] 
 
I am writing to advise you of/ confirm the decision of the above Appeal hearing. 
 
The panel decided [delete as applicable]: 

 to uphold the appeal in full.  Your tutor will be in contact with you to discuss your continuation on your 
course.   

 to uphold the appeal in part [give reasons and any change to the sanction].   

 to dismiss the appeal, and that the decision of the disciplinary panel should stand [give reasons)]  

 to adjourn the panel for the purposes of gaining further evidence or information [give reasons and date of 
new panel] 

 to refer the case back to a disciplinary panel for a new hearing [give reasons and arrangements for new 
hearing date] 

 
[First three points: The decision of the Panel is final, with no further right of appeal within the College.  A 
student who has been excluded from College following appeal has the right to make a complaint to the Skills 
Funding Agency (SFA) if s/he has reason to believe that proper procedures have not been followed.  This is not 
an appeal and the SFA will not hear evidence or seek to substitute its own decision for that of the College.  
However the SFA may undertake an enquiry to consider if the College has properly followed its own 
procedures.   Contact details for the SFA are available on request.] 
 
Yours sincerely 
 
[Name] 
Chair of the Panel 
[Job title] 
 
(all confirmation of exclusions must be signed or counter-signed by a Senior Postholder) 

 One copy for Student Representative (to Student’s home address) 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Assistant Principal, Classroom Based Learning 

 Director of Learning 

 Curriculum Operations Manager/Work Based Learning Manager 

 Personal Tutor 

 [For Excluded Students – Security and Caretaking Manager 
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Form SDP 8 
 

Letter of Suspension 
 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate. Any significant variation from standard procedure must be 
approved by a Senior Post holder. 

 
[Date] 
 
[Student Name] 
[Home address] 
 
 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
SUSPENSION FROM COLLEGE 
 
This letter is to confirm that, following an incident of suspected gross misconduct [give brief details] on [date] 
you are immediately suspended from College pending an investigation and possible disciplinary hearing.  This 
suspension will run in the first instance to [date, which must normally be for a maximum of 10 days]. 
 
Suspension is not a punishment but is considered necessary to enable a proper investigation of the 
circumstances of this incident to be carried out. 
 
[If not already surrendered] You must hand over your ID card to your tutor, who will contact you about how 
you should do this. 
 
I will contact you again in the near future in relation to this investigation.  In the meantime you are not allowed 
to enter any of the college buildings at any centre. If you feel you need to contact anyone in the College during 
the period of your suspension you may contact [name & contact details] to discuss this.  However you should 
note that you are specifically forbidden to contact anyone in connection with this incident until our 
investigation is concluded: contravention of this instruction may be used as part of the investigation findings. 
 
Yours sincerely 
 
 
[Name] 
[Job title] 
 
 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Assistant Principal, Classroom Based Learning 

 Director of Learning  

 Curriculum Operations Manager/Work Based Learning Manager 

 Personal Tutor 

 (For Excluded Students – Security and Caretaking Manager) 
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Form SDP 9 
 

Letter of Confirming Voluntary Withdrawal 
 

This letter follows the requirements of the Student Disciplinary procedure and may be adapted as required: 
information needs to be entered as appropriate. Any significant variation from standard procedure must be 
approved by a Senior Post holder. 

 
[Date] 
 
[Student Name] 
[Home address] 
 
 
 
Dear [Student] 
 
[Full name & Person Code] 
[Course title & Code] 
WITHDRAWAL 
 
This letter is to confirm that, following an incident of gross misconduct [give brief details], on [date] you have 
agreed voluntarily to withdraw from the College. 
 
[If not already surrendered you must hand over your ID card/bus pass to (name)].  
 
You are now excluded from your course, and you may not enrol on any course at Chesterfield College in the 
future. 
 
[Advice may be given on the student’s options]. 
 
Yours sincerely 
 
 
 
[Name] 
[Job title]  
 
(all exclusions must be signed or counter-signed by a Senior Postholder) 
 
C 

 [Parent/ guardian/ carer of young or vulnerable student : [Name - to be sent separately to home 
address (if applicable) ] 

 [Employer Sponsor : Name (if applicable) ] 

 Assistant Principal, Classroom Based Learning 

 Director of Learning  

 Curriculum Operations Manager/Work Based Learning Manager  

 Personal Tutor 

 [For Excluded Students – Security and Caretaking Manager 
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Form SDP 10 
 

Contract of Behaviour (academic & non-academic) 
 

This contract has been drawn up following unacceptable performance or behaviour.  By signing this contract 
the student is agreeing to undertake specified improvement actions by an agreed timescale.  Failure to meet 
the agreed targets and timescales will render the student liable to further disciplinary action.   This contract 
will be held in the Student’s personal file. 
 
Please complete in block letters 

Student Last name, First 
name 

 

Student Person Code 
 

 

Male/Female (M/F) 
 

 Age if 
under 18* 

 Vulnerable Student 
(V) or No* 

 

Course title, code, year & 
mode (ft, pt) 

 

Employer sponsor (name 
or N/A)* 

 

Name of staff member, & 
job title  

 

Student mobile/ home 
phone no/ email 

 

My improvement target   Who will help me/ Where do I 
need to find information? 

Date for Completion/ 
Progress review 

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
Statement by Student 
I agree to use my best endeavours to meet the above improvement targets and deadlines, and I understand 
that if I fail to do so I may be subject to further disciplinary action, which may include exclusion from the 
College.    
 
Student’s signature  _________________________________________ 
 
Staff member’s signature  ___________________________ ______________ 



 

41 | P a g e  

 

Form SDP 11 
 

RECORD OF STUDENT DISCPLINARY/ APPEAL HEARING (academic & non academic) 
 

Date & time of Hearing 
 

 Location  

Appeal/ Disciplinary 
 

 

Allegation (misconduct/ gross misconduct) & summary 
of reasons 

 

Student Last name, First name  
 

Student Person Code 
 

 

Home Address  
 
 

 

Student mobile/ home phone no/ email  

Course title, code, year & mode (ft, pt)  

Male/Female (M/F) 
 

 Age if 
under 18* 

 Vulnerable Student 
(V) or No* 

 

*Parent/ Carer/ Guardian (name or N/A) - must be 
invited for young or vulnerable students 

 

Student Friend or Representative (name & status or 
N/A) 

 

Employer sponsor (name or N/A) 
 

 

Panel  
(names & job titles) 
Chair   
Panel Member 1    
Panel Member 2 
 

 

Presenting Manager  
(name & job title) 

 

Note-taker (name & job title) 
 

 

College witnesses to be present at the hearing (names 
and job titles if applicable) 
 
 
 

 

Student witnesses to be present at the hearing (names 
& status (staff/ student etc)) 
 
 

 

Outcome of the hearing 
 
 

 

Date of notification 
 

 

Date by which appeal must be received (if applicable)  Date Received 
(start new SDP 11) 
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Documents to be appended to this form include: 
 
 

Documents  or X 
 

Letter of notification to student of hearing  

Presenting Manager’s statement and supporting documents (including notes of 
previous disciplinary hearing for appeals) 

 

Student’s statement and supporting documents  

Notes of this hearing  

Decision letter  

Other (please state) 
 
 
 

 

 
 
 

Notes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

A copy of this completed form and attachments must be 
kept in the student’s personal file.  Copies of appeal records must also be kept in the Principal’s 

office. 

 
 


