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Advisory Notice   e.g.  Unexplained absence or 
lateness, late hand-in of work (course 
requirements), lack of commitment to 
assessment, inappropriate language, low-level 
disruptive behaviour in or out of class, 
inappropriate use of mobile phones. 

Advisory note on eTrackr 

 

Any member of staff BLC, 
UOD, including the wider 
support teams. 

 
In Class issues- Within 1-2 days an 
informal/conversation meeting will be held between 
the student and tutor to discuss the issues and agree 
actions. 
Out of Class issues- Staff member to Inform tutor via 
eTrackr where possible. Informal/conversation meeting 
will be held between the student and tutor to discuss 
the issues and agree actions. 
* Monitor for 2 weeks  
 

 

Details in the note section on 

eTrackr of issues and agreed 

actions. Monitor for 2 weeks.  

 

Level 1 cause for concern- e.g poor attendance, 

and/or punctuality, failure to resolve issues or 

additional issues occur. 

Record on eTrackr as cause for Concern Level 1 

 

Course Tutor to organise to 
meeting. 

A formal meeting will be held within 1 -2 days to discuss 
issues and agree actions. Course Tutor to organise and 
if required send invite to Student Mentor at Leek or 
Student Services Co-ordinator at Buxton.  

* Monitor for 2 weeks  
    
    Escalate to Level 2 if concern persists 
 

Details recorded on eTrackr  

and record as cause for concern 

level 1 with action, targets and 

agreements and attachments.  

Monitor for 2 weeks and 

review at team meetings. 

 

 

Curriculum Leader to 
organise with tutor and 
Student Mentor at Leek or 
Student Services Co-
ordinator at Buxton to 
attend and any other 
relevant parties. 

Invitation to student’s 
parent(s)/guardian(s) and/ 
or other representative 

Disciplinary meetings will be held in order to consider 
evidence, hear witnesses and decide whether the 
alleged behaviour is unacceptable and if so to determine 
the appropriate course of action. 
 
Curriculum Leader to arrange a formal meeting in writing  
between 5 – 10 working days. Investigation to take place 
to gather evidence and witness statements. 
 
The student will be informed of their right to bring a 
friend, parent or other representative to the meeting 
(information will be given regarding the Student Union). 
If the student is under 18 parent(s)/ guardian(s) will be 
informed of when the meeting is being held. 
 
* Monitor for 2 weeks     

• Review meeting held after 2 weeks. 
• Escalate to level 3 disciplinary if the issues persist.  
 

Level 2 Cause for concern e.g Continued failure 

to resolve issues or particularly serious 

unacceptable behaviour e.g. behaviour or 

language that offends, may be discriminatory, 

bullying, plagiarism, accessing inappropriate 

material on IT network, or any disruptive or 

inappropriate behaviour which impacts on others  

Record on eTrackr as Cause for Concern Level 2 

Details recorded on eTrackr  
and record as cause for concern 
level 2 with actions and targets 
agreed and letter confirming 
this to be sent to the student 
and parent if under 18. 
 
Monitor for 2 weeks and 
review. 
 

http://www.blc.ac.uk/
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Level 3 Disciplinary Procedure   

• Continued failure to resolve issues  

• Serious unacceptable behaviour, misconduct 

and serious misconduct.  

Refer to the university 3R’s 

http://www.derby.ac.uk/academic-regulations 

Assistant Principal with 
Curriculum Lead  

Review evidence – decision 
to deal with case at Local 
Level or refer directly to 
University Level 

Invitation to student’s 
parent(s)/guardian(s) and/ 
or other representative 

*All letters sent out for SEN students are also sent to parents/carers until the age of 25. 

* 14- 16 Students responsibilities will be to contact the home school        

 

UNIVERSITY LEVEL 
In most serious cases the Assistant Principal will refer the 
case through to the Principal who will refer to University 
Level.  
 
Assistant Principal will put a case forward to the Principal 
though the College Panel (Melanie Jones - Complaints and 
Appeals Manager – KR). 
Students (parents) will be given 21 days’ notice (reduced 
with agreement from student/parent 
 
College Panel can impose suspension or exclusion 
 
 

LOCAL LEVEL  
Disciplinary meetings will be held in order to consider 
evidence, hear witnesses and decide whether the alleged 
behaviour is unacceptable and if so to determine the 
appropriate course of action. 
 
Curriculum Leader to arrange a formal meeting with an 
Assistant Principal. To take place between 5 – 10 working 
days. Investigation to take place to gather evidence and/or 
witness statements. 
 
The student will be informed of their right to bring a 
friend, parent or other representative to the meeting 
(information will be given regarding the Student Union). If 
the student is under 18 parent(s)/ guardian(s) will be 
informed of when the meeting is being held. 
 
In serious cases (safeguarding concerns) a suspension 
notice may be necessary until the disciplinary meeting can 
be arranged. Inform and discuss with SLT. The CL to 
complete documentation. 
* Monitor for 2 weeks     

• Review meeting held after 2 weeks. 
Escalate to University level disciplinary if the issues persist 
 

Details recorded on eTrackr  and 
record as cause for concern 
level 3 with actions and targets 
agreed and letter confirming 
this to be sent to the student 
and parent/carer if under 18. 
 
Monitor for 2 weeks and 
review. 
 
Notification to the Learner 
Journey Team for placing 
appropriate referrals. 
 
All level 3 cases are to be 
logged centrally OMLJ. 

http://www.derby.ac.uk/academic-regulations


24/11/2017 

 

 

Sensitivity: Internal 

   


	Part 1 - Student Conduct and Behaviour Management
	Part 2 - Disciplinary Procedure

