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1. INTRODUCTION 

1.1. This Policy and Procedure sets the College’s expectations of attitudes and 

behaviour of all HE students in its community. It is the purpose of the Policy to 

promote and encourage positive behaviours in all parts of the college and across 

all activities associated with the learning programme both on and off the college 

site. This is to promote a safe, inclusive and positive culture for learning and 

personal development to support students to develop positive behaviours for 

work and further learning.  

 

1.2. Hopwood Hall College strives to create a college community which is trauma 

informed.  This trauma informed approach is underpinned by our college values: 

integrity, nurturing, enjoyment, ambition and sustainability; and embodied by our 

aspiration to build a nurturing, caring ethos which permeates our college 

environment. We have developed this Positive Behaviour Policy which places 

relationships and kindness as the foundation for students to thrive, both 

academically and in relation to their wellbeing.  

 
1.3. This policy should be read in conjunction with the college Safeguarding and Child 

Protection Policy, Bullying and Harassment Policy, Attendance Policy, Equality, 

Diversity and Inclusion Policy, e-Safety Policy, Prevent Strategy, Inclusion Policy, 

Student Safety Policies and the Mental Health Strategy. 

 

2. SCOPE 

2.1. The policy applies to all Hopwood Hall College HE students, whether full-time or 

part-time, classroom and work based and at all times during the year. 

Furthermore, the College may choose to apply it at any time during the year, 

whether or not incidents occur during college terms or on college premises. The 

policy applies to classroom based, virtual, remote lessons, work-based students, 

work experience and through all aspects of the student journey.  

 

2.2. Work based students and degree apprentices will also be subject to the 

behaviour polices and professional standards of their employer; however it is 

expected that as students of the College, the expectations of this policy and the 

code of conduct will still apply.  
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3. AIM 

3.1. This policy aims to be trauma informed and not discriminate either directly or 

indirectly against any individual on grounds of sex, race or ethnicity, sexual 

orientation, religion or belief, age, disability, inclusion need, gender 

reassignment, socio-economic status, pregnancy, and maternity, marriage and 

civil partnership or any other protected characteristic. The policy will consider the 

student’s vulnerability and inclusion needs and the college will consider 

reasonable adjustments where needed.  

 

3.2. This policy outlines the key principles and ethos of the positive approach to 

behaviour and the incident and disciplinary procedure. This will need to followed 

when a student’s behaviour falls outside college expectations, where support 

interventions have been unsuccessful. 
 

3.3. At Hopwood Hall College we are committed to creating an environment in which 

students and staff feel safe and know that the college will take proportionate 

action to ensure that any issues or concerns will be addressed though our 

policies, practices and actions. It is acknowledged that members of the college 

community may have different experiences and views on behaviour. However, 

the aim of our Positive Behaviour Support Policy is to share some basic key 

principles and expectations that reflect the college ethos and our commitment to 

being trauma informed.  
 

3.4. We aim to adopt a whole college, whole systems approach to understanding how 

Adverse Childhood Experiences (ACEs) can cause a trauma response in young 

people and adults. We will do this by adopting a relationship-based approach to 

our work and in doing so acknowledge the value of strong partnerships and 

collaborative working to prioritise positive mental health and wellbeing for 

students at Hopwood Hall College.  
 

3.5. Adverse Childhood Experiences (ACEs) are traumatic events in a young 

person’s life that can have negative, lasting effects on a person’s health and 

wellbeing.  These experiences can be categorised as abuse or neglect and 

household dysfunctions such as abuse, neglect, mental health, parental 

substance abuse, death or family separation.  
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3.6. Our trauma informed approach to positive behaviour management aims to: 
3.6.1. ensure that all members of the college community feel safe  
3.6.2. place relationships and a student’s sense of safety and security at the 

heart of positive behaviour management 
3.6.3. encourage nurture, warmth, kindness and empathy, even when a student 

is presenting with behaviours that feel challenging 
3.6.4. promote a sense of community and belonging  
3.6.5. take individual circumstances into account 

 
3.7. To achieve this, we set out the following key principles:  

3.7.1. We promote and encourage positive attitudes and behaviour in the 

college and the wider community  
3.7.2. We recognised that behaviour is a form of communication. Behaviour 

can be a communication of an emotional need – conscious or unconscious, 

and we will respond accordingly with support where needed.  
3.7.3. We put relationships first. All members of the college community should 

create a positive culture that fosters character, connection, inclusion, respect 

and dignity for all. 
3.7.4. We model the behaviour we wish to see in others and not use limiting 

language towards students.  
3.7.5. We will maintain clear boundaries and expectations around behaviour. 

This will help students and staff feel safe in the college environment. 

Recognition, rewards and consequences that follow certain behaviours will 

be made explicit.  
3.7.6. We recognise that not all behaviours are a matter of ‘choice’ and not all 

factors linked to the behaviour of students are within their control. 

Reasonable adjustments must be made for students who are vulnerable. We 

must also be mindful in our choice of language and understand that this is 

not always helpful. We will be careful to describe the behaviour and not label 

the person. 
3.7.7. We uphold the principles of equality, diversity, inclusion and show 

equity in our decisions and make reasonable adjustments where required. 

Students should speak to their tutor if they require reasonable adjustments 
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or support. If they have an EHCP, learning support will assist them in 

applying for disabled student allowance (DSA) code 
3.7.8. To teach students how to communicate their thoughts and feelings in a 

way that would be beneficial in their next steps and employment including 

taking on board the thoughts and feelings of others and accepting 

responsibility for their own actions and make positive choices.  
3.7.9. We will be non-judgemental, curious, empathetic and provide support 

and help to students who need it. 
 

3.8. We will work to achieve these aims through this Positive Behaviour Support 

Policy and will recognise and reward students accordingly and taking restorative 

actions to help encourage positive behaviour when behavioural standards may 

not be met.  
 

3.9. We acknowledge that any form of punishment, suspension or exclusion can have 

a significant detrimental impact on student’s relationship with and trust of college 

staff, and their sense of safety. These practices tend to be particularly punitive 

for young people who have experienced developmental trauma or have had 

adverse childhood experiences (ACEs), and can retrigger trauma that was 

experienced in the past. Therefore, through this policy we aim to use our best 

endeavours and make reasonable adjustments for students with ACE 

experience, as with all students. Disciplinary processes are as a last resort and 

only where attempts have been made to connect, correct and repair the 

relationship between the student and the college.  
 

3.10. The exception to this is where the safety and wellbeing of the student 

themselves or other member of the college community are at significant risk of 

harm and no other options are available or where the incident is so serious and 

therefore constitutes gross misconduct.  
 

4. ROLES AND RESPONSIBILITIES  

4.1. Maintaining good behaviour is the responsibility of all students and staff and the 

whole college community has a duty to promote positive behaviour and attitudes 
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to college life. We expect all members of the college community to be good role 

models for students and others. 

 

4.2. Students are expected to take responsibility for their own behaviour and will be 

made aware of the college’s expectations.  

 
4.3. All staff have the responsibility for ensuring the policy and procedures are 

followed and are consistently and fairly applied. The procedures arising from this 

policy promote the idea of personal responsibility and that every member of the 

college community has a responsibility towards the whole community. However, 

staff should recognise that not all behaviour is a matter of choice and that 

reasonable adjustments must be made for all students who are vulnerable.  

 
4.4. All staff should recognise and reward positive behaviours and celebrate 

students when they show improvements in their attitudes and behaviours in and 

out of college. Staff should be aware of and practice the trauma informed 

principles and model positive behaviours.  

 
4.5. All teaching, curriculum and front-line staff have the responsibility to promote 

positive behaviour in their classrooms and in teaching sessions. They will also 

recognise and reward positive behaviour through college reward systems.  

 

4.6. The role of the Safeguarding and Wellbeing Team is to support students to 

show positive behaviour in and out of college. Their role is to provide dedicated 

support and help for all students to ensure they feel safe in college. The 

Safeguarding and Wellbeing Team will also support, listen and mentor vulnerable 

students and with colleagues within the team to put in place supportive 

interventions. The team will also work with outside agencies if relevant and make 

referrals where needed.  

 

4.7. The Safeguarding and Welfare Manager, together with the Behaviour Lead 

are responsible for the implementation of the policy and have day-to-day 

responsibility for the management of the Positive Behaviour Support Policy. They 

will ensure the policy is consistently and fairly applied, that a trauma informed 

approach is taken to not meeting behavioural expectations. They also ensure 
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that managers and SLT receive termly updates on behaviour and any disciplinary 

actions.  

 

4.8. The Programme Managers and Centre Directors have overall responsibility for 

students in their departments and are responsible for ensuring College 

messages are effectively communicated and where required, the disciplinary 

procedure is followed. They are also responsible for ensuring due regard and 

care for students, supporting students through the use of trauma informed 

principles and supporting staff and students to achieve a positive outcome.  

 

4.9. The Programme Managers and Centre Directors have the ability, where 

required, to suspend a student and initiate the disciplinary procedure.  Any 

incidents must be reported and recorded on the central college incident reporting 

form by staff prior to formal disciplinary action being initiated. The Behaviour 

Lead and Safeguarding and Welfare Manager will advise Centre Directors and 

Programme Managers so that a consistent approach to managing behaviour is 

followed throughout the college. 

 

4.10. The role of the Senior Leadership Team is to ensure that appropriate 

training is provided for staff and that the training is in line with the ethos of this 

trauma informed approach. SLT will chair the disciplinary panels and ensure 

appropriate support, nurturing and action is taken with the student including 

signposting to the Safeguarding and Welfare Team for support. The SLT lead for 

behaviour is Executive Director, Business and Student Support. 
 

4.11. The Principal and CEO has overall responsibility for ensuring a safe 

working and learning environment and that the principles of the policy are 

adhered to.  
 

4.12. The role of the Corporation is to review the policy for the promotion of 

positive behaviour and ensure that the college teams ensure high expectations 

are maintained and that the policy is fairly and consistently applied. 

 
4.13. Work with external agencies should support the college policy and 

reinforce the college positive behaviour expectations. 
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5. BEHAVIOUR EXPECTATIONS  

5.1. Hopwood Hall College’s Positive Behaviour Support Policy is underpinned by the 

following expectations:  

5.1.1. We are responsible  
5.1.2. We are kind and respectful  
5.1.3. We keep each other safe  

 

5.2. The college aims to provide choices for students so that they are supported to 

display positive attitudes and behaviours in college. However, we recognise that 

there are occasions where a student’s behaviour falls short of these expectations 

and will need progressing through the behaviour procedure with actions and 

consequences to remedy this.  
 

5.3. Code of Conduct 
5.3.1. Our Code of Conduct aims to encourage an atmosphere of mutual respect, 

trust and a safe environment for all. Below are examples of behaviours and 

expectations for the college:  
 

Students should: 

• Display ID Card 

• Be on time 

• Meet deadlines 

• Show respect (including online)  

• Eat only in designated areas 

• Take responsibility for their learning  

• Take care of their own property 

• Pay college fees  

• Follow college policies 

• Smoke in the smoking shelters 

 

Student should not: 

• Wear hats, hoods or caps in 

classrooms  

• Swear or spit or litter 

• Behave aggressively  

• Use bad or offensive language 

including online  

• Drink alcohol or take drugs or be 

under the influence of them whilst at 

college  

• Use mobiles in class unless for 

learning 

• Smoke or vape (e-cigs) in 

undesignated area 
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5.4. Low Level Behaviour Concerns 
5.4.1. If a student is demonstrating unacceptable low level behaviour then a 

member of staff should address this behaviour using our trauma informed 

approach. Examples of low level behaviour concerns include: 

5.4.1.1. Repeated non-display of ID card and challenging staff when asked 

5.4.1.2. Being persistently late to classes out of line with the Attendance 

Policy  

5.4.1.3. Not treating all members of the college community with care and 

respect contrary to college values 

5.4.1.4. Not wearing the correct PPE (Personal Protective Equipment) for 

their learning environment 

5.4.1.5. Refusing to engage and participate in classroom learning 

5.4.1.6. Treating college facilities without care and respect  

5.4.1.7. Failing to follow college policies and procedures and Code of 

Conduct 

5.4.1.8. Tailgating at security barriers 

 

5.4.2. Initial and minor issues of behaviour should be dealt with informally by the 

programme manager as part of general management of expectation and as 

part of a student’s personal development. Instances will be recorded on the 

students record on ILP with details of what support strategies the staff 

member has used to encourage positive behaviour and what action has 

been taken to repair and reconnect with the student. Repeated instances of 

unacceptable low-level behaviour may be escalated to a serious behaviour 

concern if not remedied. There may also be a referral to the Learning 

Support Team if the behaviour is allied to an identified learning / inclusion 

need. This should be in line with trauma aware principles and be restorative 

rather than punitive. This will be dealt with initially as a stage 1 intervention 

in the procedure. 

 

5.5. Serious Behaviour Concerns 
5.5.1. Examples of serious behaviour concerns include: 

5.5.1.1. Allowing non college members onto the site  
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5.5.1.2. Behaviour that is not socially acceptable e.g. vandalism, graffiti, 

inappropriate social media posts targeting staff or students, 

cyberbullying, taking videos or images without consent and other 

socially unacceptable behaviours 

5.5.1.3. Intentionally not following safety guidelines 
5.5.1.4. Being under the influence of drugs or alcohol on college premises 
5.5.1.5. Inappropriate clothing including those bearing, logos, slogans and 

images which are considered to be against college values and code of 

conduct. 
5.5.1.6. Not meeting the conditions of any behaviour agreements and 

conditions from previous instructions from college managers. 
 

5.5.2. Instances of serious misconduct may result in the issuing of a formal 

verbal or written warning which will be recorded on the students record on 

ILP. This will be dealt with initially as a stage 2 intervention in the procedure. 

 

5.6. Gross Misconduct 
5.6.1. Gross misconduct refers to the most serious breaches of acceptable 

behaviour.  Any particularly serious cases of misconduct may be treated by 

the College as gross misconduct and may require the immediate suspension 

of the student and includes the following (this is not intended to be an 

exhaustive list): 

5.6.1.1. Behaviours that contravene the law will result in a suspension until 

those committing the action and the appropriate authorities being 

informed as necessary. 

5.6.1.2. Use of violent or threatening behaviour (including the carrying of 

weapons both real and imitation and whether or not they have been 

used or their use has been threatened).  

5.6.1.3. Sale, use or possession of illegal substances of drugs or alcohol. 

This includes solvents and any other potentially intoxicating materials 

whether obtained legally or otherwise, which are not required for 

learning and can / does cause another harm (Refer to Search and 

Prohibited Items Policy for more detailed guidance). 
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5.6.1.4. Possession of any item considered to be an offensive weapon. This 

can include firearms, knives, other bladed instruments or items with 

sharp points, and any other items considered to have been carried for 

purposes of violent or threatening activity.   

5.6.1.5. Use of language or behaviour which is or may be considered 

offensive or discriminatory under the terms of the Equality Act 2010 (see 

Equality, Diversity & Inclusion Policy) 

5.6.1.6. Harassment, bullying and cyberbullying (physical or verbal, 

including by electronic means e.g. text messages, email, social 

networking sites, taking or distributing photos/videos without the 

subject’s permission. Behaviour that is unwelcome, uninvited and 

causes detrimental effect; verbal or physical aggression(Refer to 

Bullying and Harassment Policy and Procedure for more detailed 

guidance) 

5.6.1.7. Sexual Harassment / Sexual Harmful Behaviours / Child on Child 

Abuse 

5.6.1.8. Vandalism, on or off College premises 

5.6.1.9. Theft 

5.6.1.10. Possession of fireworks or other explosive or flammable materials 

5.6.1.11. A breach of the ICT Acceptable Use Policy that involves criminal 

activity or involves accessing or sharing racist, discriminatory or 

extremist materials including pornography 

5.6.1.12. Evidence of extremism as advised by the police 

5.6.1.13. Cheating in examinations and/or plagiarism 

5.6.1.14. Unsafe behaviours including the use of motor vehicles, motorcycles 

and scooters, on the College site in a manner which presents risk of 

harm to others  

5.6.1.15. Misrepresentation of others including making malicious or harmful 

allegations  

5.6.1.16. Any criminal activity which has brought or may, in the opinion of the 

Senior Leadership Team brings the College into disrepute (irrespective 

of whether it takes place on College property or in College time) 
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5.6.2. Where the behaviour constitutes gross misconduct, the student will be 

suspended pending college disciplinary action, early Education and Health 

Care Plan (EHCP) review, police action or intervention from an external 

agency (multi-agency meeting). It will be dealt with as a stage 3 intervention 

in the procedure. 

 

5.6.3. Suspensions 

5.6.3.1. Suspensions for students should only be used in exceptional 

circumstances and as a last resort e.g. where the student or others are 

at risk of harm or the case of gross misconduct. Parents/carers must be 

notified prior to the student being sent home from college if they are a 

vulnerable adult with an agreed inclusion need. The Programme 

manager will keep in touch as a welfare measure, advising them that 

they can contact the behaviour support team for further advice.  

 

5.6.3.2. Following any incident that leads to some form of suspension which 

results in the student returning back to college, the student will be 

provided with the opportunity to repair and rebuild the trust and 

relationship with any other people involved in the original incident.  

 
5.6.3.3. The Behaviour Support Officer(s) or a member of the Safeguarding 

and Wellbeing team will attempt to hold a reintegration meeting as a 

form of restorative and reparative approach in order to help both the 

victim(s) and perpetrator(s) involved to move forward positively. A 

record of this meeting and any actions should be recorded on the 

students ILP. 
 
5.6.4. Criminal Behaviour 

5.6.4.1. Behaviours on site or that impact on college which contravene the 

law will result in immediate suspension and those committing the acts 

will be referred to the police following the college risk assessment 

procedures where safety of the community may be at risk. This could 

result in the student losing their place at college. The college may also 

follow internal procedures and disciplinary actions separate from any 

ongoing criminal investigation, although these will normally be 
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suspended awaiting the conclusion and outcome of the police 

investigation. Where a student is acquitted of a criminal case or an 

investigation is dropped by the police, action may still be taken within 

college procedures. 

  

5.6.4.2. Where a student reports a concern or behaviour that the College 

believe could constitute a criminal offence, the College will ensure the 

student understands their options in relation to reporting the alleged 

criminal offence and provide support to them. These might include 

reporting the matter to the authorities, pursuing internal disciplinary 

action or taking no further action. Where disclosure is necessary 

(particularly where the student is under 18) to safeguard the individual 

or others, act in public interests, or where a legal duty exists, the 

College will need to contact the relevant services to ensure safety of the 

student and others, regardless of the alleged victim’s wishes.    
 

5.6.4.3. The possession of an article that may be considered an offensive 

weapon at college, an activity linked to the college or outside the 

college, will be deemed as a breach of behavioural expectations. The 

college will inform the police and follow the guidance under ‘When to 

inform the police.’ (See HE Search Policy).  
 

5.6.4.4. Any behaviours which are considered contrary to the Counter 

Terrorism and Security Act 2015 will be referred through the HE 

Safeguarding Policy and referred to Channel. Actions may be 

considered a breach of this policy. Counter-Terrorism and Security Act - 

GOV.UK (www.gov.uk). 
 

5.6.4.5. The College will alert the police in the most serious incidents 

relating to drugs and alcohol following guidance outlined in the 

Safeguarding Policy.  

 

 

https://www.hopwood.ac.uk/university-centre/legal/
https://www.hopwood.ac.uk/university-centre/legal/
https://www.hopwood.ac.uk/university-centre/legal/
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
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6. PROCEDURE 

6.1. All instances of poor behaviour should include a restorative element or skills 

development as well as a punitive element if required. The focus should be to 

allow the student to understand how and why their behaviour or conduct fall short 

of the college expectations and provide an opportunity to repair and rebuild 

relationships at college (with staff and students). However, we aim to use our 

best endeavours and make reasonable adjustments for students with ACE 

experience. The Behaviour Support Officers can support Programme Managers 

with this process. 

 

6.2. Stage 1 – Informal resolution (Low Level Behaviour) 
6.2.1. The college supports the principle of early interventions in the 

management of behaviour. This is to ensure there is positive dialogue and 

support for students and get them back on track in college. Minor breaches 

of expectations should be dealt with informally by staff as part of their 

general management of students and personal development. 
 

6.2.2. Examples of appropriate interventions at this stage include modelling 

expected behaviours, restating expectations, positive corrective feedback, 

use of non-verbal signals and feedback, reminder of rules and expectations, 

distraction or diversion, use of praise for desired behaviours, use of options 

and choice for behaviour. 
 
6.2.3. Staff at all points should describe the behaviour and not the person as this 

could reinforce negative past experiences and shame. Staff should treat 

students with dignity and respect and in line with college values and 

professional guidelines. It is important at this stage to try and establish any 

underlying cause of the student’s problems with academic performance, and 

which may influence action taken now and in the future.  These may include: 
6.2.3.1. Problems at home/outside College; 
6.2.3.2. Difficulty with understanding work being set or feelings of failure; 
6.2.3.3. Previous ACEs (Adverse Childhood Experiences);  
6.2.3.4. Problems with peers e.g. bullying, harassment, ongoing incidents; 
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6.2.3.5. Hidden disabilities e.g. Attention Deficit Hyperactivity Disorder; 

mental health problems, dyslexia; 
6.2.3.6. Drug/alcohol problems; 

 
6.2.4. This may also require referral for safeguarding and the student should be 

included as a student ‘at risk’ and monitored accordingly. 
 

6.2.5. Low level behavioural concerns must be recorded on ProMonitor by staff. 

Repeated failure to adhere to behavioural expectations need to be recorded 

on the central college incident reporting form as well as noted on ProMonitor. 

centrally.  As per the colleges Data Protection Policy, only college academic 

and support staff have access to these records. 
 
6.2.6. Stage 2 – Formal Verbal Warning:  

6.2.6.1. An accumulation of behaviour (depending on the frequency and 

severity – in line with the Low-Level behaviour or incident (reporting on 

an incident form) may lead to the student receiving a Formal Verbal 

Warning (Stage 2) from the Programme Manager or Centre Director.  

When the Warning has been issued, the Programme Manager should 

notify the parent/carer where the student is under 25 with an EHCP and 

record this on the students ILP. 
 

6.2.6.2. A formal verbal warning will result in actions being set and 

supportive measures being put into place.  A review meeting will also be 

scheduled at this time.  The review meeting will be scheduled 6 weeks 

after the warning has been given.  Following this review meeting, if the 

student has met the outcomes of the actions, this will be recorded and 

no further escalation will be undertaken. Reasonable adjustments and 

support must be considered for SEND and vulnerable students. 
 
6.2.7. Stage 2 – Formal Written Warning:  

6.2.7.1. Where behaviour is regarded as more serious in nature, or the 

student has already received a formal verbal warning for behaviour, the 

students will be invited to attend a disciplinary meeting with a 

Programme Manager or Centre Director who has been previously 
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uninvolved with the incidences or behaviour.  An independent member 

of the Behaviour Lead will complete an investigation and submit an 

incident form.  The incident form must be submitted and the behaviour 

investigated with statements and evidence collected.  The investigation 

will be completed within 10 working days.  
  

6.2.7.2. A record of the meeting and the outcome must be recorded on the 

students ILP and parents/carer informed where the student is under 25 

with an EHCP.  Reasonable adjustments and support must be 

considered for SEND and vulnerable students. The student will be 

provided with at least 5 working days notice of the meeting, and is 

entitled to attend the meeting and provide mitigating circumstances.  

The student can also be accompanied by a friend or relative, but not by 

a legal or other professional adviser unless by prior agreement with the 

College. 
 

6.2.7.3. During the disciplinary meeting, the investigating officer 

(Programme Manager or Centre Director) will determine if, on the 

balance of probabilities and considering all the evidence presented, the 

disciplinary decision should be upheld.  It is the college’s responsibility 

to demonstrate that the student contradicted the behaviour policy.  
 

6.2.7.4. If upheld, a written warning letter will be issued.  The letter must be 

uploaded on the student’s ILP and a copy sent to the students 

registered address.  Other than in exceptional circumstances, further 

cases of poor behaviour will result in the escalation to the next stage: 

Senior Leadership Disciplinary Hearing. 
 

6.2.7.5. A review meeting will be scheduled 6 weeks after the written 

warning letter has been issued.  Following this review meeting, if the 

student has met the outcomes of the actions, this will be recorded and 

no further escalation will be undertaken. Reasonable adjustments and 

support must be considered for SEND and vulnerable students. 
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6.2.8. Stage 3 – Senior Leadership Disciplinary Hearing: 
6.2.8.1. Suspension Pending Hearing – a student may be immediately 

suspended pending a SLT disciplinary hearing by either the Programme 

Manager or Centre Director. In exceptional circumstances, a Designated 

Lead Safeguarding Officer or Manager may suspend where there is 

reason to believe that the student has committed an act of Gross 

Misconduct. 
 

6.2.8.2. Any such suspension will be confirmed in writing within two days of 

its occurrence and the student will be invited to attend a SLT 

Disciplinary hearing. Where appropriate, this would be accompanied 

with a telephone call to the parents/guardian if the student has an 

agreed and identified Inclusion need.  In preparation for the hearing, all 

necessary information should be gathered including any relating to 

safeguarding. 
 

6.2.8.3. Final Written Warning / Exclusion (permanent or fixed term).  In 

cases where there is an alleged incident of gross misconduct (see 

above), or where a student has been escalated from Stage 2 with no 

improvements in their behaviour or conduct, the Programme Manager or 

Centre Director will instigate Stage 3 of the process by informing the 

Behaviour Lead and Safeguarding and Wellbeing Manager.  They will 

oversee the case and confirm the SLT hearing will take place. Staff 

involved in decision making will be independent and separate from 

those previously involved in prior stages. 
 

6.2.8.4. The Behaviour Lead will instigate the gathering of all information, 

statements and evidence (including CCTV) and complete the 

investigation report. The Programme Manager or Centre Director will 

approve this and include their recommendation for the SLT hearing.  
 

6.2.8.5. The student should be given at least 5 working days’ written notice 

of the hearing. A follow up telephone call by a member of the Student 

College Services (SCS) Team to ascertain receipt of the invitation.  
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6.2.8.6. SCS will set up the SLT Disciplinary hearing which will include: the 

SLT Chair, an Independent Manager, the student and a Behaviour 

Support Officer to provide support for any restorative interventions 

resulting from the hearing.  The student can also be accompanied by a 

friend or relative, but not by a legal or other professional adviser unless 

by prior agreement with the College. 
 

6.2.8.7. It is the Chair’s responsibility to ensure that the full rationale and 

outcome is recorded. This should be shared with the Behaviour Lead to 

be recorded on the students ILP.  
 

6.2.8.8. SLT Disciplinary Hearing:   

6.2.8.8.1. Where a student is financially sponsored by an employer or 

organisation, the employer or a representative of the organisation 

should be informed of the details of the hearing at least 5 days in 

advance of the hearing. 

 

6.2.8.8.2. The SLT Chair will make a formal record of the meeting and 

use this for any appeal hearings or subsequent communication 

regarding the hearing.  

 
6.2.8.8.3. If the student does not attend the hearing and there are no 

reasonable grounds notified for their absence, the Chair may 

proceed to deal with the allegations, and, if necessary, impose the 

necessary sanctions. The absence of the student and the grounds 

for continuing the hearing must be formally minuted. The Behaviour 

Support Officer or representative will attend the meeting and will 

highlight any special consideration points relating to the students 

special educational needs or education, health and care plan or 

vulnerabilities. 

 
6.2.8.8.4. During the SLT disciplinary hearing, the investigating officer 

(Behaviour Lead) will determine if, on the balance of probabilities 

and considering all the evidence presented, the disciplinary 

decision should be upheld.  It is the college’s responsibility to 
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demonstrate if the evidence presented meets threshold for gross 

misconduct.  

 
6.2.8.9. If the outcome of the hearing is a Final Written Warning, this will 

be confirmed verbally and in writing by Chair by letter to the student and 

their parent/carer.  The letter will include advice of any changes of 

behaviour required, compliance with which is a condition of continuing 

without further escalation of their disciplinary sanction. This should be 

shared with the Behaviour Lead to be recorded on the students ILP. 

 
6.2.8.10. Where a Final Written Warning has been given, continuation of the 

behaviour may result in referral to the SLT Chair which can take place 

without the need for a further SLT Disciplinary hearing. This should be 

recorded on the ILP.  

 
6.2.8.11. Confirmation of Exclusion (fixed term or permanent): Where the 

outcome of the hearing is exclusion, the SLT Chair must ensure that the 

written communication of an exclusion has been made to the student 

within 2 working days of the SLT disciplinary hearing. The decision and 

rationale to exclude must be communicated to other members of the 

SLT, the Behaviour Lead and Safeguarding and Wellbeing Manager, 

Programme Manager and Centre Director, independent manager and 

the Behaviour Support. The Chair should record the outcome on the 

students ILP.  

 

6.2.8.12. SCS also need to be notified to submit a change of circumstance 

form to HE Finance to inform them that the student is no longer studying 

at the college.  
 
6.2.9. Stage 4 – Appeal: 

6.2.9.1. The student will have a right of appeal to the Principal against any 

recommendation or penalty, including exclusion. Notice of appeal must 

be lodged with administation@hopwood.ac.uk within 5 working days of 

the outcome and must give the grounds and brief particulars of the 

appeal. The Appeal will be heard by the Principal or other SLT member 

(not involved previously with the hearing) as necessary. 

mailto:administation@hopwood.ac.uk
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6.2.9.2. The grounds could include the following: 
6.2.9.2.1. That the procedures were not followed properly. 
6.2.9.2.2. That the decision maker(s) reached an unreasonable 

decision.  
6.2.9.2.3. That the student has new material evidence that they were 

unable, for valid reasons, to provide earlier in the process.  
6.2.9.2.4. That there is bias or reasonable perception of bias during the 

procedure. 
6.2.9.2.5. That the penalty imposed was disproportionate, or not 

permitted under the procedures. 
 

6.2.9.3. Following a Decision to Exclude, should a student seek to re-enrol 

in future, their excluded status will be clearly visible on the EBS screen 

to the enrolment admin. This must be referred to the Behaviour Lead 

and Safeguarding and Wellbeing Manager for consideration and 

decision. The Safeguarding and Wellbeing Manager will consult with 

other managers or SLT where required.  
 

6.2.9.4. A written Completion of Procedures (COP) outcome letter of the 

appeal with be sent to the student setting out the outcome, with 

explanation and reasoning. The student has the right to refer their case 

to the Office of the independent adjudicator within 12 months of the 

receipt of the COP letter.  The letter will also include where and how to 

access support. 
 
6.2.10. Variations and Amendments to this Procedure:  

6.2.10.1. In exceptional circumstances and in cases of significant gross 

misconduct or criminal behaviour, it may be desirable and in the 

interests of fairness, the College's duty of care and student safety to 

make variations to either Stage 3 or 4 of the process (e.g. variation in 

timescales). Such variations must only be made by or with the 

agreement of the Senior Leadership Team and the Safeguarding and 

Wellbeing Manager. The SLT member or Safeguarding and Wellbeing 

https://www.oiahe.org.uk/
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Manager will be responsible for informing the student or their 

representative of the variation in advance and the decision made. 
 

6.2.11. Confidentiality:  
6.2.11.1. If the student has any relevant confidential information, this will be 

shared with the SLT Chair confidentially to consider. This information 

will be provided by the DSO and the information managed in 

accordance with the Safeguarding and Child Protection Policy.  
 

6.2.11.2. Subject to sections in this document regarding informing parents of 

students under eighteen years of age or the financial sponsor of any 

student, all proceedings and related documents of stages 1, 2 and 3 

(Formal Verbal or Written Warning or Exclusion) shall be confidential 

and used only for the purposes of the Disciplinary Procedure.  
 

6.2.11.3. All information made available during the disciplinary process, will 

be treated on a ‘need to know’ basis, including any sensitive personal 

data. This will be used and stored in line with the Data Protection Policy.  
 

7. STUDENTS WITH ADDITIONAL SUPPORT NEEDS 

7.1. Support should be made available to students at all times. Any staff member can 

refer the students to the Safeguarding and Wellbeing team. The role of the team 

is to provide help and support for the student and assist with possible strategies 

to encourage positive behaviour. The team will also support staff to consider the 

impact of ACEs or other vulnerabilities that maybe a factor in the presentation of 

behaviour. A student can self–refer to the college counsellor or social prescriber 

by speaking to their PWO, attending the drop in sessions or via a phone call or e 

mail, the safeguarding and wellbeing digital hub and the wellbeing hub at both 

campuses. 

 

7.2. The expectation for standards of behaviour to be adhered to is the same for all 

students; however the college recognises that there may be some instances 

where students with Inclusion needs (SEND), Education, Health and Care Plans 

(EHCPs) learning support needs and mental health needs require additional 
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consideration on a case by case basis (such as those students with learning 

difficulties or disabilities; literacy difficulties; vulnerable young people or adults 

and those students with mental ill health). Students can speak to their tutor or the 

learning support team if they require access to support and help them 

understand the process. 

 
7.3. All staff must be conscious of the needs of students who may have SEND or 

additional learning or communication needs which could have an impact on them 

either following college behavioural expectation or being disadvantaged by a 

process which relies on written communication and formal interviews. Support 

needs and considerations will be detailed on ProMonitor which should be used to 

inform appropriate communication and reasonable adjustments.  

 
7.4. Staff must consider the individual needs of students and adapt the processes, 

with advice from the Learning Support Manager, in order to ensure that they are 

treated fairly and equitably.  

 
7.5. Adaptations and adjustments may include:  

7.5.1. Reasonable adjustments are made as soon as possible and before poor 

behaviour escalates; 

7.5.2. Referral to the Behaviour Support or Pastoral Welfare Officers 

7.5.3. Ensure the Learning Support team are informed to support with any 

strategies that could resolve or support positive behaviour 

7.5.4. Adapting the language in any written communication including alternative 

formats or languages;  

7.5.5. Providing additional advice to ensure that the student understands every 

stage of the process; 

7.5.6. Providing interpretation services at any meetings, interviews or hearings; 

7.5.7. Providing support staff to accompany students at meetings; 

7.5.8. Case conference meetings or student meetings rather than formal 

disciplinary panels;  

7.5.9. Early Reviews or professionals meeting in the case of students with 

EHCPs 

7.5.10. In deciding what disciplinary action to take, consider the students 

ability to understand the College code of conduct and the degree to which 
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the student has been supported to understand and follow it.  This may be 

particularly relevant for students with inclusion needs.  

 

8. STUDENTS WITH HIGH RISK CONCERNS 

8.1. High risk concerns for students enrolled at college could include police action or 

investigation, bail conditions, criminal conviction, violent conduct, involvement 

with adult safeguarding, sexual harmful behaviours, LADO/ DBS or fitness to 

study. Where a student’s behaviour poses a risk to other students or staff, 

consideration should be given to ensure a safe college community for all. A 

meeting with professionals, risk assessment or risk management plan could be 

required and all information shared with the Safeguarding and Welfare Manager 

and SLT for decision. This includes risks for students with SEND or care plans 

where supportive actions and safety plans will need to be considered.  

 

8.2. The Principal or a member of the Senior Leadership Team reserves the right to 

suspend or take immediate action to remove the student from college, including 

automatic exclusion for the most serious issues and concerns. This would follow 

stage 3 of the procedure outlined above.  
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9. DOCUMENTS ASSOCIATED WITH THIS POLICY 

Available at our University Centre Policy page: 

9.1. Behaviour Support Procedure (www.hopwood.ac.uk) 

9.2. Code of Conduct (www.hopwood.ac.uk) 

9.3. HE Search Policy 

9.4. Bullying & Harassment Policy (www.hopwood.ac.uk) 

9.5. HE Equality, Diversity & Inclusion (EDI) Policy 

9.6. ICT Acceptable Use Policy (www.hopwood.ac.uk) 

9.7. HE Safeguarding Policy 

9.8. Data Protection Policy (www.hopwood.ac.uk) 

 

If this document is required in an alternative format, please contact  

equiries@hopwood.ac.uk 

 

 

 

http://www.hopwood.ac.uk/university-centre/legal/
https://www.hopwood.ac.uk/about/reports-policies/
https://www.hopwood.ac.uk/about/reports-policies/
https://www.hopwood.ac.uk/about/reports-policies/
https://www.hopwood.ac.uk/about/reports-policies/
https://www.hopwood.ac.uk/about/reports-policies/
mailto:equiries@hopwood.ac.uk
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