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LEARNER CONDUCT POLICY AND PROCEDURE

1. Introduction

We aim to provide a welcoming, friendly and inclusive adult learning environment in which all learners
can be inspired and achieve their goals. We will promote British Values to all our learners as part of
their learning experience. Tutors will use every opportunity to reinforce respect and tolerance amongst
learners whilst creating space for differing viewpoints.

To achieve this we have set out our code of conduct, procedures and the action which will be taken if
the code of conduct is not followed. The code of conduct and procedures apply to all enrolled learners.

Breach of the code of conduct may lead to disciplinary action being taken against a learner and
repeated breaches or a very serious breach may lead to the suspension or exclusion.

2. Code of Conduct (Learner Charter)

The Learner Charter can be found on the opening page of the Learner Information Pack and outlines
what the service expects from learners. This is also communicated as part of the course induction
process.

Learners are expected to:

1. Tell us about any support needs they might have in relation to health, disability, English and/or
maths skills

2. Maintain excellent attendance, arriving promptly and participating fully
3. Inform the Centre if they are going to be late or are unable to attend a lesson

4. Treat tutors and fellow learners with respect and tolerance; the Employment, Learning & Skills
team will not tolerate abusive, disruptive or discriminatory behaviour

5. Agree and follow ground rules as set by peer group/tutor

6. Use ICT facilities appropriately and in accordance with the ICT Acceptable Use Policy

7. Inform us immediately if they feel that they/others are not safe in our Centres

8. Tell usimmediately if they have decided to withdraw from a course so that we can try to help
9. Work with us to make all our Centres safe and welcoming places to learn

This Learner Charter is supplemented by a set of Ground Rules that Tutors will develop with learners at
the start of their course. Negotiating class based ground rules will encourage and improve team
working and enable learners to self-assess their own behaviour set against an agreed set of rules, thus
providing further opportunities for tutors to embed and demonstrate fundamental British Values.
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3. Misconduct

Disciplinary action may be taken against learners whose behaviour the service considers to be
misconduct. If this happens repeatedly or if there is a single very serious violation the learner may be
suspended or permanently excluded.

The Adult Learning Service operates a zero tolerance policy on violence, alcohol, drugs, weapons and
intoxication. Infringements will be dealt with under Stage 5 of the procedure. Gross misconduct
includes threat of violence or actual violence, extremism and radicalisation, deliberate damage to
property, putting other people at risk, bullying or harassment, malicious allegations, assessment
malpractice (including plagiarism) and improper use of the Institute’s computing systems. Gross
misconduct will be dealt with under Step 5 of the procedure.

4. Precautionary Suspension

In cases where it is considered a learner may have committed gross misconduct or that they may pose
a danger to other learners or staff, this may immediately be dealt with under Step 5 of the procedure;
the learner may be suspended pending any investigation and hearing and/or the conclusion of any legal
proceedings.

5. Criminal offences

If there is reason to believe that a learner may have committed a criminal offence the matter may be
referred to the Police. We will normally continue to take action under this procedure irrespective of
any action taken by the Police.

6. Stages of the Learner Disciplinary Procedure

Please refer to Appendix 1: Learner Disciplinary Procedure Flowchart for full details
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Appendix 1: Learner Disciplinary Flowchart

Employment, Learning & Skills ._.._‘(..\...._.

HALTON

Learner Disciplinary Procedure Flowchart o

Person Responsible

Steps In Procedure

Documentation - Location of Documents

+ ANY member of
Employment, Learning
& Skills Team

<:

Step 1 (Informal Procedure)

FIRST ACTION: Inappropriate unacceptable
behaviour e.g. non compliance with classroom
guidelines; use of maobile phone in class; loud /
unruly behaviour in classroom.

Staff should challenge such behaviour by
informal discussion/interview.

© « Note to be recorded on
Contact Log

+ ANY member of
Employment, Learning
& Skills Team

<:

2 —

.+ Copies of any documentation &
correspondence to be kept by tutor with
learner's contact log/record for period of
course.

Step 2 (Formal Procedure)

SECOND ACTION: VERBAL WARNING

For repeated minor misconduct, or where
informal approach ineffective or inappropriate.
Member of Employment, Learning and Skills
Team to discuss with learner,

identify causes of behaviour & agree
appropriate action.

* Note of Verbal Warning to be
added to learner's contact
logfrecord

+ Curriculum Manager

-

-« Confirmation of Written Warning to learner
- (if under 18 also to parent/guardian).

- * Copies of all documentation &

,  correspondence to be kept by tutor with

. learner's contact log/record for 12 months.
. » Record of Written Warning kept on central
. database by Leamer Services Officer.

Step 3

THIRD ACTION: WRITTEN WARNING

In the event of more serious allegations or
where verbal warnings have failed to improve
behaviour, Curriculum manager (or equivalent)
to hold formal interview (learner may be
accompanied). Agree appropnate achon.

« Written wamning by
Curriculum manager
confirmed by letter

* Record of interview
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+ Curriculum Manager (or
equivalent).

-

Step 4
FOURTH ACTION: FINAL WRITTEN WARNING
Where behaviour does not improve or for a
serious breach of discipline.

J—

+ Curriculum Manager (or
equivalent).

Step 5
FIFTH ACTION: SUSPENSION PENDING
INVESTIGATION

Where misconduct persists or in cases of
GROSS MISCONDUCT. An investigation
must be carried out, and a formal disciplinary
hearing takes place within 5 working days.

. 1 J

+ Divisional Manager

’/—Stap 6 \

FINAL ACTION: EXCLUSION

Where allegation is upheld, Chair may give a
written warning, final written warning, fixed-
term (usually 12 months) or permanent
exclusion. For gross misconduct, usual
course of action is exclusion.

J

Disciplinary hearing to take place in order to 1 hearing, to be sent to learner
determine findings of and close investigation. ' by Divisional Manager (or

= Confirmation of Written Warning to learner

(if under 18 also to parent/guardian).
.+ Copies of all documentation &
¢ correspondence to be kept by tutor with

learner's contact log/record for 12 months.
+ Record of Final Written Warning kept on
central database by Leamer Services Officer.

* Final Written Warning by
Cumiculum Manager
confirmed by letter

* Record of interview

= Suspension letter to be sent to learner (if

under 18 also to parent/guardian).
+ Relevant procedure to be sent to learner
with suspension letter,

= Copy of suspension letter to be kept by
tutor with learner’s contact log/record.

+ Copy of suspension letter to be kept on
central database by Leamer Senvices Officer,

* Suspension Letter (pending
investigation) to be sent to
learner by Curriculum
Manager (or equivalent) and
copy of relevant procedure to
be attached

+ Copy letter to be sent to learner (if under
18 also to parent/guardian)

= Copies of all documentation &
correspondence to be kept by tutor with
learner's contact log/record.

* Record of Warning/Exclusion kept on
central database by Leamer Services Officer.

* Letter confirming outcome of

equivalent).
* Email to caretakers, building
managers, tutor.

APPEALS: Where formal warnings are to be issued, a learner has the right to be represented or accompanied by a learner representative, friend or relative. Learners have
- the right to appeal within 5 working days of the disciplinary warning/exclusion being issued. Where possible, appeals will be chaired by team members at the level above
. the team member who imposed the original sanction. Appeals against exclusion/dismissal should be in writing to the Head of Division.

THE COUNCIL RESERVES THE RIGHT TO PERMANENTLY EXCLUDE/DISMISS LEARNERS.
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