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Preamble to the Policy 

 

Equal Opportunities  

The College shall comply with all statutory duties in respect of equal opportunities in 
the areas of sex, race, age, disability, sexual orientation, transgender, religion, belief, 
pregnancy, maternity and paternity, marriage and civil partnership and the 
rehabilitation of offenders.  The college shall also comply with the Human Rights Act 
1998 and any subsequent enactments or modifications.  

 

Sustainability 

The college will comply with all statutory duties in respect of sustainable development 
by seeking to improve the long-term economic, social and environmental wellbeing of 
people and communities. This needs to be done in ways which promote social justice, 
equality of opportunity and which enhance the natural and cultural environment while 
respecting its limits. 

 

Welsh Language    
 
Coleg y Cymoedd is committed to its obligations under the Welsh Language (Wales) 
Measure 2011.  This measure has introduced Welsh Language Standards with which 
the College is under a statutory duty to comply. This includes conducting Welsh 
Language Impact Assessments for all new and revised policies. The College will 
ensure that learners and their representatives are asked whether they wish to use the 
Welsh language at meetings and that the necessary simultaneous translation 
arrangements are made if required.  
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1. Introduction to the Policy 

The College has developed the learner discipline policy to make clear: 

a. The types of behaviour that are unacceptable 
b. The procedures that will be used to deal with unacceptable behaviour 
c. The likely sanctions for unacceptable behaviour 

This policy and attendant procedures are required to promote a healthy safe and 
productive learning and working environment for all learners and staff. 

 

2. Scope and purpose 
 

a. This document sets out the code of conduct to which learners are expected to 
adhere in return for being admitted to the College and being provided with 
educational and other services and facilities.  It also sets out the procedure that 
should be followed where the code of conduct is breached. 
 

b. Breach of the code of conduct may lead to disciplinary action being taken against 
a learner. Repeated breaches or a single serious breach may result in a learner 
being suspended or expelled from the College. 

c. This Policy applies to all learners of the College, where full-time or part-time, 
whether or not their course is validated by, or associated with, any other institution, 
and at all times during the year, whether or not during College terms. 
 

d. This Policy does not apply to matters relating to academic performance. This is the 
subject of a separate procedure.   

 

 

3. Behavioural principles 
 

The College community promotes certain principles of behaviour to encourage a 
pleasurable learning and working environment.   This means that there are certain 
expectations placed on staff and learners.  See the college behaviour policy. 

 
 

4. Code of Conduct 
 
We expect learners to meet the code of conduct detailed in this section.  Failure to do 
so may lead to disciplinary sanctions as indicated in the table at the end of this 
document.  Learners must: 
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a) Attend all classes and work experience on time. Registers are closed five 
minutes after the start of class.   

b) Follow the College Policy for reporting absence 
c) Follow the College’s guidelines for Information Technology and Internet use;  
d) Observe all health and safety procedures, special clothing regulations, etc.  
e) Take their course seriously and follow instructions from all staff.  
f) Complete and hand in all coursework and homework on time.  
g) Respect the property of the college, staff, others learners and visitors.  
h) Respect the diversity of everyone at the college.  
i) Operate a ‘self-clear’ policy within the College refectory and café areas 
j) Declare all criminal convictions 
k) Not create litter  
l) Avoid using offensive language, spit or wear clothing with offensive slogans. 
m) Not take food or drink into the classroom (except water).  
n) Have their mobile phone or similar device switched off during lessons unless 

the tutor directly agrees otherwise.  
o) Refrain from smoking in non-designated areas.  
p) Not enter college sites if in possession or have taken illegal drugs or alcohol.  

These substances are not permitted on campuses.   
q) Not enter college sites carrying an offensive weapon. 
r) Not bully or harass others. 
s) Do not cheat in assessments and examinations  
t) Not have committed a criminal offence that may affect a learner’s suitability for 

continued attendance; and  
u) Not provide false information  

 
This is not an exhaustive list and other unacceptable behaviour might also 
result in a discipline sanction. 
 
 
 
 

5. Misconduct 
 

Breach of the code of conduct is by definition misconduct. 

 
Some aspects of misconduct may be defined as particularly serious cases of 
misconduct.  For example, any misconduct involving violence or a serious threat of 
violence, deliberate damage to property, endangering the health and safety of others, 
or any criminal activities affecting the College or other learners (or which could bring 
the College into disrepute) are likely to be treated as gross misconduct.  It is 
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emphasised that this is not an exhaustive list of the types of case which the College 
may treat as gross misconduct.   

It should be noted that allegations of more serious breaches will jump to the 
appropriate stage for consideration as indicated by the “Guidance Note – Learner 
Disciplinary Sanctions” attached to this policy. 

 
 

6. Disciplinary Procedures 
 

Where an investigation has produced evidence of misbehaviour, the following 
procedures will be used.   

In most cases a written account will be produced and tabled or in some cases the 
course tutor or an appropriate member of staff will be asked to attend the disciplinary 
meeting.  Notes will be taken at a disciplinary meeting describing the matter, evidence 
produced, discussions and the outcome.   

Disciplinary meetings will normally be arranged within 10 working days and the 
decision of the discipline meeting be made within 5 working days of the date of the 
meeting. 

The discipline meeting will be at one of the following stages depending on the 
seriousness of the allegation or if there is an alleged repetition of a previous breach of 
the code of conduct.  The “Guidance Note – Learner Disciplinary Sanctions” gives an 
indication of the stage a disciplinary meeting should commence at. 

 

Appeal heard by: Head of School 

   

Stage 2 – Written Warning 

If the offence is a more serious one, or if a further or another offence occurs after a 
verbal warning has been issued, a “WRITTEN WARNING” will be given to the learner, 
following a disciplinary meeting.  If appropriate parents would be invited to attend this 
meeting. This will give details of the complaint, the improvements required and the 
timescale.  It will warn that action under Stage 3 will be considered if there is no 
satisfactory improvement and will advise of the right to appeal.  A note will be made 
on “ONTRACK”.  The warning will be 'spent' after six months. 

Level of issue:  Head of School 

Appeal heard by: Director of Learner and Campus Services (on that campus) 
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Stage 3 – Final Written Warning 

If there is still a failure to improve, and conduct or performance is still unsatisfactory 
following a stage 1 or 2 warning, or the case is sufficiently serious, a "FINAL WRITTEN 
WARNING” letter will be given to the learner, following a disciplinary meeting.  This 
will give details of the complaint and will warn that exclusion could be the next course 
of action.  It will advise of the right to appeal.  A note will be made on “ONTRACK”.  
The warning will be ‘spent’ after six months.or a period determined by the Campus 
Director.  Parents, if appropriate, should be involved in a meeting at this stage. 

Level of issue: Director of Learner and Campus Services (of that campus) 

Appeal heard by: Director of Learner and Campus Services (from a different 
campus) 

 

Stage 4 – Exclusion 

If conduct is very unsatisfactory, exclusion could result.  The learner will be informed 
in writing with reasons for exclusion, the date of termination, and of the right to appeal.  
(See appeal against exclusion section)  Appropriate documented evidence will be 
required from the academic areas.  An exclusion shall apply to all sites managed by 
the College, unless otherwise stated.  Exclusion will last a minimum of 12 calendar 
months and require clearance from the Director of Learner Services should a return 
be desired.  They shall assess at that time if there is evidence supporting a return.  
Parents, if appropriate, should be involved in a meeting at this stage. 

Level of issue: Director of Learner and Campus Services 

Appeal heard by: Principal or designated senior member of staff 

 

6.2 Suspension pending interview 

 
A learner may be suspended from College immediately by the Director of Learner and 
Campus Services or their designated deputy, pending a disciplinary meeting. This 
should not be seen as a disciplinary sanction.   Suspension occurs to allow a cooling 
down period after a serious event and/or to allow unhindered investigation of the event.  
Any such suspension will be confirmed in writing.  That learner will be invited to a 
disciplinary meeting, where possible, within 10 days of the suspension. 
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 6.3   The disciplinary meeting 

A disciplinary meeting will be held by an appropriate member of staff dependent on 
the potential level of sanction being considered. The learner’s tutor or other suitable 
person will present the issues to be considered. The learner may be accompanied by 
a one of the following categories - student union/parliament representative, a fellow 
learner, friend, their parents, guardians, carers or support representative (excluding 
any legal representation).   

The purpose of the disciplinary meeting is: 

i to establish the facts of the case 
ii to consider those facts after meeting any representation by or on behalf 
of the  learner 
iii to establish if there is a case to answer 
iv hear any mitigating factors 
v to decide upon the appropriateness of the proposed disciplinary action 
vi to impose the disciplinary penalty or to make an alternative 
recommendation. 
 

Where a disciplinary meeting is adjourned pending further investigation, any learner 
who has been suspended under this provision will remain on suspension until the 
interview is reconvened. 

 

6.4 Appeal against exclusion 
 
The final right of appeal is to the College Principal. 

A learner who wishes to appeal against exclusion should inform the Principal in writing 
within 10 working days of the date of the exclusion letter, stating the grounds for the 
appeal.  The appeal should be heard by the Principal or another member of the Senior 
Leadership Team (SLT) within 15 working days of the appeal being lodged.  The 
Principal or SLT member may ask some other person to sit with them to hear the 
appeal. 

Within 5 days of the appeal interview, the decision will be confirmed in writing by the 
Principal.  

 
6.5  Criminal Offences 
 
Where any member of staff has reason to believe that a learner may have committed 
a criminal offence this should be referred to the Vice Principal (Academic or 
designated representatives).  The College may refer the matter to the Police and may 
continue disciplinary proceedings under this policy or suspend the learner pending the 
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outcome of police enquiries and any charges which may be brought against the 
learner.  Where the learner has been suspended under this provision, once the results 
of those enquiries and any criminal proceedings are known, the college reserves the 
right to re-commence disciplinary proceedings. 

Any disciplinary action relating to alleged criminal offences will be based on the 
genuine belief of the member of staff taking the action after a proper investigation and 
will not require a criminal conviction.  The College is not bound by the results of any 
criminal proceedings against learners but it may influence any decision on the 
suitability of the individual to continue studying at the college.  

 

6.6   Time periods 

With the exception of the time allowed for lodging an appeal, time periods stated in 
this policy are for guidance and may be varied by the College if practical considerations 
prevent adherence.  Written notice of any such variation should be given. 

Periods of days in this policy are working days.  Documents sent by first class post 
shall be deemed to be received within 48 hours of posting. 

All exclusions shall initially be for the period of one calendar year, unless otherwise 
stated.  Once an expulsion is spent a learner may apply to enrol on a course only after 
an interview with the Director of Learner and Campus Services.  This interview will 
determine the learner's genuine intention to study and behave in an appropriate 
manner.  A written agreement will be agreed and signed by the learner. 

Although sanctions will become “spent” they will remain on college records for up to 
eighteen months following the academic year of issue.  Exclusions will remain on 
record indefinitely. 

 

6.7   Sponsored Learners 

If a learner who is being sponsored at the College by an employer is given a formal 
written warning or expelled or suspended the employer will be informed wherever 
possible. 

 

6.8   School Partnerships 

If a learner is on a school partnership programme, then the appropriate school should 
be contacted and the learner dealt with under the School’s Disciplinary procedure.  
However, the College reserves the right to implement its own disciplinary sanctions in 
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accordance with this policy.  It is the responsibility of the Schools Partnerships Co-
ordinator to refer the matter to the School.   

 

6.9   Higher Education 

If a learner is on a HE programme the college and learner will follow the University’s 
policy and procedure for disciplinary actions.  The College HE coordinator should be 
approached with any discipline concerns for such learners. 

 

7  Monitoring 

The Assistant Principal (Learner Experience) or designated deputy will produce an 
annual summary of learner disciplinary activity for the Strategic Leadership Team, and 
Curriculum & Quality Committee. 

 

8   Promotion, Variations or amendments 

The College will take reasonable measures to make this policy known by making it 
available to learners electronically on the learner portal “student life” and on the 
College website. Having made the policy available in this way learners will be expected 
to abide by the policy, as claiming ignorance of its existence will not be an acceptable 
defence. 

In some cases it may be desirable that variations be made to procedural aspects of 
this policy.  The College may make such variations as it sees fit, subject to informing 
the learner concerned and subject always to considerations of fairness.  Without 
limitation, such variations may include disciplinary or appeals interviews being 
conducted by different persons, if the person conducting the interview has previously 
had close personal involvement in the matter being considered. 

Guidance Note – Learner Disciplinary Sanctions 

This note is meant as guidance on arriving at sanctions for staff undertaking 
disciplinary meetings.  It is emphasised as being a guide to achieve consistency 
across the college.  Each case must always be judged on its circumstances and as 
such could move between sanction stages if the case warrants it. 

In arriving at a sanction disciplining staff should: 

1. Establish if in their opinion misconduct has occurred by considering the 
evidence presented. 

2. Establish if this is a recurrence following a previous unspent sanction. 
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3. Consider any mitigating circumstances that might affect the level of sanction 
4. Be guided by the below table in order that there is consistency in sanctions 

across the college. 
5. When considering sanctions or other actions the member of staff undertaking 

the disciplinary should also consider the effects of, or interactions with: 
• Inspire 2 Achieve support 
• Fitness to study policy 
• Support for Additional Learning Needs 
• ILP action plan or a behaviour contract 
• Records on ONTRACK 
• Consider who supports them outside college e.g. social worker, youth 

offender team, looked after children services. 
•  

Suggested Sanction Type of Misconduct 

 

Permanent Exclusion 

 

Serious Criminal offence against the College and/or its staff or 
learners 

Stage 4 

Exclusion but can be 
considered for re-entry 
after 1 year by Director 
of Learner and 
Campus Services 

 

• Persistent repeat of issues raised at previous stages 
• Malicious damage to or theft from College/Staff/learner 

property 
• Serious actual or threatened violence, verbal abuse or 

bullying 
• Fraud, or attempt to defraud. 
• Unauthorised access to, or interference with, information 

held on computer or associated equipment or materials. 
• Using technology to produce, access, send or download 

violent, obscene or offensive material or participate in 
cyber bullying.   

• A serious act of insubordination – e.g. aggressive swearing 
at a member of staff. 

• Putting the health and safety of others in danger. 
• Bringing serious harm to the reputation of the College.  . 
• Persistent and/or serious disruption to the learning of 

others. 
• A conviction at court for a criminal offence, whether or not 

committed in connection with the College, which may 
affect the learner’s suitability for continued attendance. 

Stage 3 

Final Written warning 
by Director of Learner 
and Campus Services        

 

• Further repeat of issues at stage 1 and 2 
• Respect the diversity of everyone at the college.  
• Declare all criminal convictions 
• Not enter college sites if in possession or have taken illegal 

drugs or alcohol.  These substances are not permitted on 
campuses.   

• Not enter college sites carrying an offensive weapon. 
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• Not have committed a criminal offence that may affect a 
learner’s suitability for continued attendance; and  

• Not provide false information  
 

Stage 2 

Written Warning by 
Head of School 

 

• Repeat of Stage 1 Issue 
• Respect the property of the college, staff, others learners 

and visitors.  
• Not bully or harass others. 
• Do not cheat in assessments and examinations 

Stage 1 

Recorded Verbal 
Warning by Tutor 

• Attend all classes and work experience on time. Registers 
are closed five minutes after the start of class. 

• Follow the College Policy for reporting absence 
• Follow the College’s guidelines for Information Technology 

and Internet use;  
• Observe all health and safety procedures, special clothing 

regulations, etc.  
• Take their course seriously and follow instructions from all 

staff.  
• Complete and hand in all coursework and homework on 

time.  
• Not create litter  
• Avoid using offensive language, spit or wear clothing with 

offensive slogans. 
• Not take food or drink into the classroom (except water).  
• Have their mobile phone or similar device switched off 

during lessons unless the tutor directly agrees otherwise.  
• Operate a ‘self-clear’ policy within the College refectory and 

café areas 
• Refrain from smoking in non-designated areas.  

 
This is not an exhaustive list and other unacceptable 
behaviour might also result in a discipline sanction. 
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Annexe to the Learner Discipline Policy in response to Covid-19 
pandemic 

 
 

Our behaviour expectations remain unchanged; we expect all learners to be ready, 
respectful and safe at all times. This annexe appends our Learner Discipline Policy 
and does not replace or supersede it.  

 
We recognise that our college community cannot currently operate under standard 
practices and our approach to campus-based learning has changed to ensure that 
we comply with social distancing requirements and safe working practices. We will 
continue to review and update this annexe in accordance with any changes from 
Public Health Wales and the Welsh Government.  

 
The wellbeing and safety of our learners and staff remains central to everything we 
do. To ensure that we can keep learners and staff safe when on campus you must 
follow these behaviour expectations:  

 
Learners attending a Coleg y Cymoedd Campus: 

 
Learners must continue to follow these expectations: 
 

a) Attend all classes (on campus OR online) and work experience on time.  
b) Follow the College Policy for reporting absence 
c) Follow the College’s guidelines for Information Technology and Internet use;  
d) Observe all health and safety procedures, special clothing regulations, etc.  
e) Take the course seriously and follow instructions from all staff.  
f) Complete and hand in all coursework and homework on time.  
g) Respect the property of the college, staff, other learners and visitors.  
h) Respect the diversity of everyone at the college.  
i) Declare all criminal convictions 
j) Dispose of litter correctly 
k) Avoid using offensive language, spit or wear clothing with offensive slogans. 
l) Have your mobile phone or similar device switched off during lessons unless 

the tutor agrees otherwise.  
m) Refrain from smoking in non-designated areas.  
n) Not enter college sites if in possession or have taken illegal drugs or alcohol.  

These substances are not permitted on campuses.   
o) Not enter college sites carrying an offensive weapon. 
p) Not bully or harass others. 
q) Follow all assessment and examination guidance and procedures. 
r) Not have committed a criminal offence that may affect a learner’s suitability for 

continued attendance; and  
s) Not provide false information  
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And particularly in relation to COVID-19 
You MUST:  
1. Follow requests and instructions from staff at all times. 
2. Follow the specified rules when in general areas such as corridors, toilets and 
canteens. 
3. *Wear face coverings whilst travelling on college or public transport. 
4. *Wear face coverings in all communal areas on college premises. 
5. Follow the specific safe working practices issued for your environment (e.g. 
workshop). 
6. Follow social-distancing rules at all times both outside and inside of college 
buildings. 
7. Wash your hands regularly and use available sanitising gel. 
8. Follow all directional signs noting marked entrance and exit routes and one-way 
routes. 
9. Wash your hands or use hand sanitiser before entering any learning environment. 
10. Leave the campus as soon as possible after your timetable has finished.  
 
*We recognise some individuals may not be able to wear a face covering because of 
a physical or mental illness, a disability or impairment or because they are 
accompanying somebody who relies on lip reading where they need to 
communicate. 

You must NOT:  

1. You must not come to college if you have symptoms of COVID-19 and/or have been 
asked to self-isolate. 
2. You must not come to college if you have been requested to self-isolate under Test, 
Trace and Protect. 
3. You must not go into any other buildings on campus other than where you are 
timetabled but you may go outside for fresh air whilst maintaining social distance. 
 
Failure to comply with these expectations will result in you being asked to leave the 
campus immediately. Disciplinary action may follow that would most likely impact on 
your ability to complete and pass your qualification. 
 
Learners engaging in online learning and self-directed learning:  
 
You MUST:  
1. Attend planned and timetabled sessions and report any absence to your tutor. 
2. Behave in a respectful way. Discriminatory, aggressive behaviour or bullying will not 
be tolerated.  
3. Ensure that you are wearing appropriate clothing. 
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4. Ensure that others within your location or household are aware that you are on 
video.  
 
You must NOT:  
1. Record or photograph a session without knowledge and permission from everyone 
involved in the session or call.  
2. Distribute or share any recordings, photos or screenshots without the knowing and 
approval of all participants. Failure to do so contravenes legislation governing 
individual privacy and consent.  
 

Failure to follow the behaviour expectations outlined within this annexe will 
result in disciplinary action under the Learner Discipline Policy 
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