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SCOPE AND PURPOSE
The Manchester College and UCEN Manchester operates under a policy of positive behaviour
management. Rather than responding to poor behaviour we will establish a culture of mutual
respect through strategies that recognise and reward good behaviour. The Deal sets out The
promotion of the values, standards and regulations that students will experience in the work
place and in employment.
•
•

•

•

•

•

We have established high expectations when it comes to student behaviour, these
expectations are set out clearly within The Deal. All students are supported to meet the
expectations set out in The Deal and a positive culture is fostered by all staff.
This disciplinary code of conduct, therefore, relates to any behaviour that is contrary to the
maintenance of good order, discipline or health and safety within or on official college /
UCEN Manchester visits or functions. It also sets out the procedure to be followed when
a student fails to meet the expectations of behaviour as set out by The College / UCEN
Manchester. This policy should be viewed alongside the At-Risk Support Policy, where
relevant. A student could have an At-Risk Support Plan and be at any of the stages of the
disciplinary procedures simultaneously.
Breach of the code of conduct may lead to disciplinary action being taken against a student
and repeated breaches, or a single, very serious breach may result in a student being
suspended or excluded from. Other sanctions may be employed, such a change of
campus, course or the requirement to pay for damage to property caused by the student.
The College / UCEN Manchester has a zero-tolerance policy in relation to acts of bullying,
harassment or discrimination of any kind. Similarly, operates a zero-tolerance policy in
relation to weapons, illegal drugs and alcohol and excessive acts of violence. Any student
found to have engaged in any activity falling within these categories will be deemed to
have committed Gross misconduct and therefore may be taken through to stage three of
this process immediately.
The policy applies to all students of The College / UCEN Manchester, whether full-time or
part-time, and applies at all times during the year. Students under 16 who are still on school
registers are also subject to this disciplinary code of conduct whilst they are in College.
UCEN Manchester students studying on partner University courses will be subject to the
relevant Partner University Regulations if and where applicable.
The Vice Principal Curriculum and Support has overall responsibility for implementing this
code and will delegate this responsibility as appropriate.

Obligations of students and examples of misconduct and gross misconduct are provided later
in this document.
Issues relating to student academic performance must be dealt with initially through the
Disciplinary Process or though moderation boards and by the HoD Curriculum. Only when it
can clearly be shown that this has taken place, should the disciplinary procedure be used, and
then only if it is reasonable to do so.
GENERAL PRINCIPLES
•
•
•

No disciplinary action will be taken against a student until the circumstances have been
investigated but a student may be suspended whilst the investigation is carried out.
A student will be advised of the reason for the disciplinary hearing.
They will hear the evidence against him/her.
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•
•
•
•
•
•
•
•
•
•

•

•
•

They will be given opportunity to state his/her case.
16-18-year-old students or vulnerable adults must be accompanied by a parent/ guardian
or carer.
Parents/ guardians or carers will be informed of the outcome via the Parent Portal and by
telephone, email or letter at Stages 1 and 2 and by letter at Stage 3.
Adult students (aged 18+) can be accompanied by a friend or relative.
If a student fails to attend a disciplinary hearing, the hearing will still take place and a
decision made in their absence (in absentia).
If the disciplinary process results in a warning about unacceptable behaviour, attendance
or academic performance, then relevant support will be offered to help him/her reach the
required standards. The student will be expected to engage fully with the support offer.
For 14-16-year-old students on School Links programmes, any disciplinary action will be
taken in conjunction with the relevant partner high school.
14 –16 Home Educated students on a college programme will follow the college
disciplinary procedures
Students with a recognised learning difficulty or disability will be given due consideration
during any disciplinary process.
At every stage of the disciplinary process, staff should be aware of the SEND/HN/LAC/CL
students who may be disadvantaged by a formal and written process and adapt the
process with advice from the Supported Learning Team, so that everyone is treated fairly
and equitably.
All stages of the informal and formal procedure will be recorded on ProMonitor: Cause for
concerns will be logged by any member of staff, a named Personal Tutor/AT should
monitor the number of CFCs raised. When a student reaches 3 CFCs, then support is
needed and should refer for a first stage warning if appropriate. Each formal stage will be
recorded as a meeting with a reason and clear targets will be recorded and dated for
review. These will be visible to both staff and students
The outcomes from stage 1 and stage 2 meetings will normally stay on a student’s record
for the academic year. They may be closed if a student meets the targets set as part of
the process but will remain visible should the behaviour be repeated.
Stage 3 meetings may stay on a student’s record permanently and could impact on the
student’s ability to progress or to re-join the College / UCEN Manchester at any future
point. Where a student is excluded as the outcome from a stage 3 meeting then they
should write a letter to the Vice Principal or the Dean of Higher Education (for UCEN
Manchester students only) and will always be required to have an interview before they
can access a place at The College or UCEN Manchester.
Termly reports will be presented to the Principalship team about the numbers of students
receiving Stage 1 - 3 meetings. This will be part of the quality process within the College
and UCEN Manchester.

Addendum to Behaviour and Disciplinary Policy:
The principles as set out in our Behaviour Policy remain and should continue to be followed.
This addendum should not be used as a standalone document and should be read in
conjunction with the existing policy.
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Summary of any key COVID-19 related changes.
In these very difficult and unprecedented times, behaviour and safeguarding of our students
is still at the heart of our policy and practice at The Manchester College and UCEN
Manchester. The Manchester College and UCEN Manchester fully recognises the contribution
it can make to protect and support both students and staff amid the Coronavirus epidemic.
The aim of this addendum to our behaviour and disciplinary policy is to inform all staff, students
and stakeholders of the key changes to promote a positive and safe learning environment
under the social distancing guidance set out by the government. Our students’ and staff
welfare, safety and health are a key priority while they are attending The Manchester College
and UCEN Manchester. At the Manchester College and UCEN Manchester it is still our policy
to continue to promote positive behaviour and establish a culture with high standards and
expectations of all students through The Deal behaviour Framework.
Introduction
By attending The Manchester College and UCEN Manchester during the COVID–19 pandemic
you are agreeing to uphold and abide by this addendum to the Behaviour and Disciplinary
Policy. This policy sets out clear expectations for our students, staff and stakeholders.
During this pandemic there are additional and strict guidelines that students and staff will have
to adhere to. This Policy is consistently and fairly applied by all staff and underpins effective
measures we have taken to continue to provide outstanding provision for our students during
the COVID 19 pandemic.
Our main aim during the COVID 19 pandemic phased return is to provide a safe and secure
learning environment at by following social distancing protocols and other government
guidance and requirements.
The management of behaviour and social distancing requires that every student and staff
member takes personal responsibility and adheres to the measures implemented to keep
themselves and others safe.
COVID expectations to enable everyone to stay safe:
Students and staff are expected to take responsibility for their own behaviour and follow the
general expectations set out by The Manchester College and UCEN Manchester under the
COVID19 and social distancing guidelines.
You must not attend if you have any symptoms of COVID19, and you should follow the
Government’s track and trace requirements and self-isolate for the required period of time.
If you have travelled by public transport, before entering the building please dispose of your
face mask in the bin provided or place your face covering in a separate plastic bag to your
work equipment using the plastic bags provided. Use the hand sanitizer to clean your hands
after doing this.
You should wear a face mask/covering on campus in communal areas unless you are exempt.
*
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Students must follow social distancing rules and keep 2 metres apart from anyone else on
campus.
Any student who does not have a face mask/covering will initially be given a disposable one
for that day but will be expected to provide their own thereafter.
All campuses have implemented a one- way system which must be adhered to.
There are lots of new signs and markings around the campus to remind you about the new
rules. Make sure you read and act upon the information displayed in them. If you do not
understand any of them, please ask a member of staff.
Students must only attend on their allocated timetabled days and times using the designated
entrance/exit. Do not wait around for friends or congregate.
Staff and students need to minimize opportunities for the virus to spread by following and
maintaining a 2 metre distance between individuals. This advice applies to both inside and
outside of the buildings.
Staff and students to use hand sanitizer on entering a building.
Staff and Students will be reminded to wash their hands for 20 seconds more frequently than
normal and to use hand sanitizer and wipes when accessing or using any keyboards,
photocopiers and shared touch points.
Maintain a safe distance with others between and during sessions.
At break and lunch times stick to zoned areas inside and outside the building and maintain a
safe distance from others.
Do not share belongings (food, equipment, books etc.) with others and do not handle other
people’s belongings.
There must be no physical contact of any type at all. This includes horseplay, hugging and
shaking of hands.
Ensure you “Catch it, bin it, kill it” when you cough or sneeze and avoid touching your mouth,
nose and eyes.
There must be no coughing or spitting towards another person or on the floor.
Students must follow guidance on one-way systems along corridors and spaces within
buildings. Please follow this and allow for extra time if it means taking longer to get to where
you need to be.
Please do not move chairs, tables or IT equipment. Leave them where you find them.
The seating plan in your classroom/workshop is non-negotiable and is in place for the safety
of each student. In classrooms you will be given a designated space that is clearly marked
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and follows social distancing guidelines. You must adhere to this and stay in your designated
spaced during lessons.
Please do not move chairs, tables or IT equipment. Leave them where you find them.
Students must adhere to guidance and the signs around accessing toilets and The Sanctuary
in terms of the control on numbers entering and exiting. On exiting the toilet, you must wash
your hands.
Students must tell a member of staff if they are experiencing any symptoms of coronavirus.
We will be guided by the following principles in these circumstances, in line with the advice
from the Government guidelines
Any decisions made will be in accordance with Public Health and Government guidelines on
COVID19.
Where it is identified that any of the above guidance is not being adhered to and/or the actions
are deemed to be putting themselves or others at risk then the disciplinary procedures will be
implemented and followed.
*Exemptions for the wearing of face masks can be found
www.gov.uk/government/publications/face-coverings
SUSPENSION
•
•

Suspension is without prejudice and does not judge a situation or a student, however there
may be some occasions when immediate action is required to remove a student from the
premises. Examples of such occasions may include, but are not limited to the following:
o
o
o
o

•

•

•

to prevent immediate risk of harm to others or damage to the premises.
to prevent interference with evidence of misconduct; as a response to the
possession of illegal substances or offensive weapons.
for serious misuse of internet sites.
to ensure individual safety.

In such circumstances, the student may be required to leave the premises immediately
and their ID to be temporarily withheld until the outcome of the investigation is completed.
This will be authorised by a Head of Department in liaison with a Senior Manager who may
also involve Duty Managers or the police. The student is not allowed to enter any site
during the period of the suspension and any attempt to enter the during this period will be
regarded as a serious breach of expectations.
The parents or guardians of students aged below 18 will be informed of the suspension
immediately or as soon as is practicable. A disciplinary hearing will where practical be
arranged within 5 working days of the suspension. A student who is facing possible
exclusion will normally be suspended until a disciplinary hearing is held.
For SEND/High Needs/LAC/CL students at risk of being suspended the Supported
Learning team need forward notification, who will then check reasonable adjustments have
been applied.
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•
•

Achievement tutors or a suspending manager will notify parents/carers of a suspension.
(Students aged 18 or below)
Students who are suspended will receive work to complete at home and will be monitored
through an action plan with their Achievement Tutor or Personal Tutor.

CONTACT WITH POLICE
Where staff suspect a student of committing a criminal offence, being involved in criminal
activity or in the procession of an offensive weapon, The College / UCEN Manchester reserve
the right to report the matter to the police. The College / UCEN Manchester will always comply
with its lawful obligation to help investigate alleged criminal activity.
APPEALS PROCEDURE
Students are unable to appeal against the outcome of Stage 1 and Stage 2 hearings. At Stage
3, students can make a formal appeal against a decision if they have information or evidence
that they do not think was presented at the original Stage 3 meeting or if they think they have
been unfairly treated.
• The student must write a letter detailing the reason for the appeal within 5 days of
receiving the outcome of a Stage 3 meeting. This should be addressed to the Head of
Student Support (on the relevant campus) or Dean of Higher Education (UCEN
Manchester students only)
• The appeal will be reviewed by a nominated member of the Principalship team.
• Following an appeal being considered and concluded by a nominated member of the
Principalship team, the student will be notified in writing, with reasons, of the decision
made on their appeal. This will normally be within 10 working days. This decision is final
and there will be no further right of appeal within The College.
• For Further Education / College students only – At the end of this process students will be
informed of the right to appeal to the Education and Skills Funding Agency
• For students at studying at level 4 or above only – The Office of the Independent
Adjudicator for Higher Education runs an independent scheme to review student
complaints. LTE Group trading as The Manchester College and UCEN Manchester is a
member of this scheme. If you are unhappy with the outcome you may be able to ask the
OIA to review your appeal. You can find more information about making a complaint to
the OIA, what it can and can’t look at and what it can do to put things right here:
https://www.oiahe.org.uk/students. You normally need to have completed this procedure
before you complain to the OIA. We will send you a letter called a “Completion of
Procedures Letter” when you have reached the end of our processes and there are no
further steps you can take internally. If your appeal is not upheld, we will issue you with a
Completion of Procedures Letter automatically. If your appeal is upheld or partly upheld
you can ask for a Completion of Procedures Letter if you want one within 28 days of the
appeal outcome. The OIA must receive a student’s Complaint Form within 12 months of
the date of the Completion of Procedures Letter. You can find more information about
Completion of Procedures Letters and when you should expect to receive one here:
https://www.oiahe.org.uk/providers/completion-of-procedures-letters.
• For HN/LAC/CL students – At the end of this process the Supported Learning team can
inform the Local Authority (a) they have left and (b) where they are planning to progress
to.
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•

A student can appeal/apply to return to College / UCEN Manchester after an exclusion for
the following academic year. The student must complete a request to return form which
will then be submitted to the special admissions panel and a decision made. The student
will be notified of this decision within 5 working days. This decision is final and there will
be no further right of appeal within The College or UCEN Manchester.

MISCONDUCT AND GROSS MISCONDUCT
The following are examples of misconduct and gross misconduct which may result in
disciplinary action being taken against students. This is not intended to be an exhaustive list.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•

Failure to uphold The College / UCEN Manchester as described in The Deal.
Failure to comply with Stage 1 and Stage 2 action plans.
Any breach of the student’s obligations including any breach of health and safety or any
other regulations, rules or policies or guidelines of The College / UCEN Manchester,
Smoking except in designated areas.
Bullying, intimidation, taunting, verbal abuse or the use of any violence towards any
person.
Deliberately or by negligence causing damage to any buildings, equipment, books or
furnishings or any property of others.
Theft – from the College / UCEN Manchester, other students or staff.
Fraud – including forging signatures for claims/ work placement records.
Any other criminal or dishonest acts.
Refusal to obey reasonable, lawful instructions.
Any behaviour which has an adverse effect on the work of The College / UCEN
Manchester, including vandalising or damaging or interfering with buildings or equipment.
Any behaviour which is offensive to people on the grounds of their faith, belief, race,
gender, sexual orientation, age, gender identity, learning and/or physical disability.
Use of offensive behaviour or language.
Any dangerous or inconsiderate driving, including speeding, on College / UCEN
Manchester premises.
Any behaviour which could bring The College / UCEN Manchester into disrepute.
Any unauthorised interference with software or data belonging to or used by The College
/ UCEN Manchester.
Accessing, downloading or distributing offensive material from the Internet (or elsewhere).
Persistent lateness for, or absence from, classes. (Mitigating or extenuating circumstances
may trigger Fitness to Study or the Progress and Review procedures).
Disrupting any classes or any other activity, whether or not involving staff or other students.
Putting a young person or vulnerable adult at risk, whether this is physically, sexually or
emotionally.
Being under the influence of alcohol, non-prescribed drugs or solvents.
Criminal Offences - an allegation or conviction may result in The College / UCEN
Manchester being brought into disrepute and could potentially cause significant damage
to the reputation of the organisation or would place at significant risk, the welfare or safety
of other members of The College / UCEN Manchester community.
Selling or supplying illegal substances
Plagiarism.*
An act of Academic misconduct**
8

We operate a zero-tolerance policy in relation to these actions and as such it is likely that all
actions falling within these categories will be considered to be gross misconduct.
Immediate exclusion
The following acts are classed as gross misconduct and will lead to immediate exclusion
• Carrying an offensive weapon – i.e. knife.
• Intent to supply drugs whilst on College / UCEN Manchester premises.
• Excessive violent behaviour towards students and staff.
* Plagiarism is defined as "passing off someone else's work as your own". It happens if you
copy somebody else's work instead of doing your own. Most people at school level call this
'cheating' or 'copying'. Work must always be rewritten into an original hand, and the sourced
referenced.
** Academic misconduct: includes collusion, UCEN Manchester students should refer to their
awarding body regulations.
MONITORING AND RECORDING
•
•
•
•
•
•
•

Cohort Analysis to track progress for ‘disciplined students.’
Individual Learning Plans (ILP’s) on ProMonitor.
Support Plans.
Class profiles.
Curriculum Support Groups managed by the Heads Student Support.
At Risk Report data on number of students at Blue, Green, Amber, Red or Purple Risk
ratings.
Individual Student Support Summaries tracking Blue, Green, Amber, Red or Purple Risk
ratings.

AT RISK REPORTING
•
•
•
•
•

The ‘At Risk’ report is available under Curriculum Reports, Learner Support ‘LS01’.
Summary ‘At Risk’ profiles by individual student are available under Curriculum
Reports, Learner Support ‘LS02’.
Class Profile report CL09
The Progress and Forecasting Report ‘LS10’

APPENDIX (included in this document)
Letters
Agendas for Meetings
Guide to Mediation
EQUALITY AND DIVERSITY
Student can expect an inclusive and supportive learning environment whatever their
background. It is acknowledged as a part of this policy that achieving equality is not about the
same approach for all students but rather treating individuals fairly and equitably.
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LINKED POLICIES AND PROCEDURES
Safeguarding Scheme
Single Equality Scheme
Attendance and Punctuality Policy
Student Progress and Review Policy
Fitness to Study Policy
Search & Consent Policy - TBC
LOCATION AND ACCESS TO THIS POLICY
Staff Intranet
Website
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DISCIPLINARY PROCEDURE
Before the disciplinary procedure is enforced staff are expected to demonstrate high standards of
behaviour management when dealing with individual student issues. The procedure should only be
implemented when these issues become persistent and have an impact on others.

This stage of the process is about the management of behaviour, it is the responsibility
of all staff.
• Minor misdemeanours that take place within the classroom or other areas will be dealt
with on the spot by the member of staff informally.
• In most cases this will involve challenging the student about their behaviour and asking
them to cease or modify their behaviour in line with our expectations and putting
strategies in place to support the change in behaviour.
• Persistent incidents that impact on others will trigger a Cause for Concern (CFC)
which must be recorded on Pro- Monitor by the member of staff issuing the CFC the
same day with the reason for why the CFC was issued and marking the CFC for the
attention of the AT/PT and this will be made visible for students and aged below 18,
communicated to parents/guardians/carers via the Portal. The AT/PT will monitor the
number of CFCs issued to students and will escalate to stage 1 when 3 have been
raised.
• A student may be given the opportunity to make reparations or engage positively in
restorative practices after 3 CC, including mediation with the tutor or students. This will
be a planned session led by a staff member and an action plan with targets recorded
and monitored by the AT/PT every 1-2 weeks. If successful de-escalation of CC will be
recorded on pro-monitor.
•

Cause for
Concern
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•

D1
Stage 1
Verbal
Warning

•
•
•

•
•

If a student’s behaviour or academic performance does not meet the required standards
through the informal stage, or the behaviour is a more serious breach of the code set out
in The Deal, (an action of misconduct), the student will normally be given a Stage 1
Verbal Warning. This could relate to a failure to fulfil a commitment to College / UCEN
Manchester by, for example, inexplicable poor attendance, disruptive behaviour, failure
to complete and submit work on time, or disrespectful behaviour towards staff or fellow
students. Reasonable adjustments to be made for SEND/HN/LAC/CL students at each
stage of the policy in response to their particular need and consultation with the
Supported Learning Team on a case by case basis
A meeting is set up for the student, support member of staff and tutor/AT and for students
aged below 18 (or up to 25 for vulnerable adults), parents/guardians/carers will be
informed.
A verbal warning can be issued by a AT/PT.
The outcome of the meeting may be a Verbal Warning and an agreed support plan on
behaviour management with SMART targets added under The Deal targets, along with a
Verbal Warning recorded in the meetings section of ProMonitor, this will be made
available to Parents on the Portal and copies sent to parents/guardians/carers for
students aged below 18, or direct to 18+ with copies of this letter uploaded to pro monitor
for tracking/monitoring.
The students disciplinary status/badge will be updated automatically on ProMonitor
when above is completed for all staff to view.
The support plan for behaviour management and SMART targets will be monitored
every 1-2 weeks by the AT/PT or named tutor as relevant.
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•

•
•
D2

•

Stage 2
Written
Warning

•

•
•

•

•

If a student who has received a verbal warning that fails to meet the set targets, repeats
the issues for which they received the verbal warning or departs from The College’s /
UCEN Manchester’s standards in other aspects of his/her behaviour or academic
performance, or commits misconduct (please see section 6) he/she will normally be given
a Second stage Written Warning. Reasonable adjustments to be made for
SEND/HN/LAC/CL learners at each stage of the policy in response to their particular need
and consultation with the Supported Learning Team on a case by case basis.
A formal warning hearing will normally be chaired by a Head of Department.
Prior to this meeting any statements from students or staff relevant to be completed and
uploaded to pro monitor by DTL/HOD – documents should be password protected in
line with GDPR guidelines.
HOWEVER IF CONTENT IS OF A SAFEGUARDING NATURE THEN THE
DOCUMENTS SHOULD BE UPLOADED TO the MY CONCERN SECURE PORTAL
ONLY
The parents/guardians/carers of students aged below 18 and student will be invited to
attend a Stage 2 disciplinary hearing with the Head of Department/Director with at least
5 working days’ written notice stating: The nature of the alleged misconduct and a
summary of the evidence for the complaint. Confirmation of the time and place of the
hearing. (see appendix for letter template)
In circumstances where parents cannot attend then a telephone hearing can take place
which needs to be recorded as contact under the comments section
At the hearing the student will be entitled to state his or her case (including any
mitigating factors) before any decision is taken. After hearing the student’s case, the
Head of Department/Director may decide to issue a second stage formal written
warning.
Practical measures to avoid recurrence will be implemented, including a support plan on
behaviour improvement with SMART targets which will be recorded on ProMonitor
under The Deal target and made available to parents/guardians/carers of students aged
below 18 via the portal. They will also be notified in writing of the decision within 5
working days of the hearing with copies of this letter uploaded to pro monitor for
tracking/monitoring. SMART targets will be monitored every 1-2 weeks by the AT/PT or
named tutor as relevant.
The student’s disciplinary status/badge will be updated automatically on ProMonitor
when above is completed for all staff to view.
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•

D3
Stage 3
Final
Warning

•
•
•
•

•

•

•
•

The Final stage will be triggered when 1) No significant improvement in behaviour or no
achievement of the targets set after the Stage 2 Formal Warning or 2) The student’s
actions are so serious – Gross Misconduct that the student is taken straight to the final
stage without having to go through stages 1 and 2. Reasonable adjustments to be made
for SEND/HN/LAC/CL learners at each stage of the policy in response to their particular
need and consultation with the Learning Support Team on a case by case basis
A Final Written Warning hearing will be chaired by a Head of Department or Director/AP
Prior to this meeting any statements from students or staff relevant to be completed and
uploaded to pro monitor by HOD – documents should be password protected in line with
GDPR guidelines
HOWEVER, IF CONTENT IS OF A SAFEGUARDING NATURE THEN THE
DOCUMENTS SHOULD BE UPLOADED TO the MY CONCERN SECURE PORTAL
ONLY
The parents/guardians/carers of students aged below 18 and student will be invited to
attend the Stage 3 disciplinary hearing with the Head of Department or Director/AP, with at
least 5 working days’ written notice stating: The nature of the alleged gross misconduct
and a summary of the evidence for the complaint. Confirmation of the time and place of
the hearing. (see appendices for letter template)
The outcome of this meeting will not normally be given on the day but will be provided in
writing to the student and parent/ guardian/carer of students aged below 18 within 5 working
days and made available on pro monitor with copies of this letter uploaded to pro monitor
for tracking/monitoring.
Reports, outcomes and review dates at all stages of the procedure will be logged on
ProMonitor for monitoring purposes, with SMART targets setting accordingly. SMART
targets will be monitored every 1-2 weeks by the AT/PT or named tutor as relevant.
The student’s disciplinary status/badge will be updated automatically on ProMonitor when
above is completed for all staff to view.
A Final Written Warning is extremely serious and can result in an exclusion from
College / UCEN Manchester, or from the campus/course.
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D4

•

Should the student continue to fail to meet the targets, to comply with the conditions
set or if there is any further incident, or the incident is deemed serious enough at the
Stage 3 meeting, the student will not be given a further warning but will normally be
permanently excluded from College / UCEN Manchester.
(Options to exclude from the course or the campus can also be considered at this
stage)

•

Reasonable adjustments to be made for SEND/HN/LAC/CL students at each stage of
the policy in response to their particular need and consultation with the Supported
Learning Team on a case by case basis.

•

For High Needs/LAC/CL learners at risk of being excluded, the Support Learning Team
need forward notification, who will then check reasonable adjustments have been
applied. Before a HN/LAC/CL student is excluded the curriculum team must signpost
the students next step/progression and then the curriculum team and Supported
Learning team in partnership can inform the Local Authority (a) they have left and (b)
where they are planning to progress to.

Stage 4
Exclusion
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•

D5

•
•

Stage 5
Appeals

•

•
•

•

•

The student must complete the appeals form within 5 days of receiving the
outcome of a Stage 3 meeting. This should be addressed to the Head of Student
Support (on the relevant campus) or Dean of Higher Education. (UCEN
Manchester students only.)
The appeal will be reviewed by a nominated member of the Principalship team.
Following an appeal being considered and concluded by a nominated member of
the Principalship team, the student will be notified in writing, with reasons, of the
decision made on their appeal. This will normally be within 10 working days. This
decision is final and there will be no further right of appeal within The College or
UCEN Manchester.
The outcome of the appeal meeting will be recorded on promonitor in the
meetings section with the appeal decision. If the appeal is successful than a
support plan with specific actions will be implemented and monitored by the AT /
PT. If the appeal is not successful then the outcome will be recorded and the
student will be notified in writing.
For Further Education students only – At the end of this process students will be
informed of the right to appeal to the Education and Skills Funding Agency.
For HN/LAC/CL students – At the end of this process the Supported Learning
team can inform the Local Authority (a) they have left and (b) where they are
planning to progress to

For students studying at level 4 or above a Completion of Proceedings
Letter (COP) will be issued automatically where the appeal has not been
upheld.
Where the appeal has been upheld or partly upheld, the appeal outcome
letter will notify the student they can request a COP letter within 28 days of
the date of the outcome of the appeal.

A student can appeal/apply to return to college after an exclusion for the following
academic year. The student must complete a request to return form which will
then be submitted to the special admissions panel and a decision made. The
student will be notified of this decision within 5 working days. This decision is final
and there will be no further right of appeal within The College
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QUICK AT A GLANCE
WHAT
STAGE?

WHAT IS IT?

RESPONSIBILITY

RECORDED WHERE/HOW?

Informal
This stage of the process is about All staff, including academic, support Cause for Concerns recorded on Prostagethe day to day management of and facilities staff.
monitor made visible on the portal for
students under age 18. This will be
Cause
for behaviour and the positive way we
Concern
can encourage our students to
monitored by the AT/PT every 1-2
weeks
adapt
any
unacceptable
behaviours.

D1 Stage 1:
Verbal
Warning

Warnings issued to students who
breach The Deal, or who have
accumulated 3 or more cause for
concerns.
Results in a support plan on
behaviour
management
with
SMART targets being agreed and
a verbal warning issued.

D2 Stage 2:
First Written
Warning

Where the student fails to comply
with the agreed action plan at
Stage 1, or where there are more
serious allegations of misconduct,
Stage 2 of the disciplinary
procedure may commence.

Who issues: DTL/HOD
Who attends: Student/support
The tutor must check that the student
does not already have a disciplinary
warning.

Following the meeting a support plan
with SMART targets will be added on
Pro-monitor and Stage 1 verbal
warning recorded on Pro-monitor in the
meetings section and for 16-18
students made available via Parent
Porta
This will be monitored by the AT/PT
No appeals process.
Who issues: DTL/HOD/DIR
Following a disciplinary hearing, if
Who attends:
upheld, a support plan with SMART
AT/Student/Parent/guardian/carer/virt targets will be added to Pro-monitor
ual school* for those below 18 or friend and Stage 2 formal warning recorded
for 18+ students.)
on Pro-monitor in meetings section and
AT/PT
to
monitor
student for students aged below 18 made
improvements following the meeting. available
on
the
Portal
for
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RESTORATIVE BEHAVIOUR
Student given the opportunity
to make reparations or engage
positively in restorative
practices, including mediation
with the tutor or students. This
will be a planned session led
by a staff member.

WHAT
STAGE?

WHAT IS IT?

RESPONSIBILITY

RECORDED WHERE/HOW?

The tutor must check that the student parents/guardians/carers/virtual
does not already have a disciplinary school if appropriate. (e-mail or letter)
warning
This will be monitored by the AT/PT
D3 Stage 3:
Stage 3 of the disciplinary
Final Written procedure may be invoked where
Warning
it is alleged that the student has
committed an act of gross
misconduct,
no
significant
improvement in behaviour or no
achievement of smart targets or
where further misconduct is
complained of after a Stage 2
formal warning has been given to
the student.
Exclusion of the student may be
considered at this stage.
Suspension Suspension is always without
prejudice and does not judge a
situation or a student, there may
be
some
occasions
when
immediate action is required to
remove a student from the
premises and temporarily remove
their
ID
badge
until
an

Who issues :HOD/AP/DIR
Who attends: AT from area raising the
concern, Tutor/mentor if appropriate
Student, (parent/guardian/carer/virtual
school* for those below 18 or friend for
18+ students.)
AT/PT
to
monitor
student
improvements following the meeting.
The tutor must check that the student
does not already have a disciplinary
warning.
Who issues: HOD/AP/DIR.

No appeals process.
Following the disciplinary hearing, if
upheld, an outcome letter sent home
and made available on the Portal for
students aged below 18, this will be uploaded to the meetings section of Promonitor. A support plan with
improvement SMART targets will be
added to Pro-monitor.
Outcome letter is sent to all relevant
parties.
Appeals process applies.
The person suspending the student will
contact parents/guardians if the
student is under 18 and will inform
AT/PT, log on Pro-monitor and
instigate a disciplinary hearing within
five working days.
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RESTORATIVE BEHAVIOUR

WHAT
STAGE?

WHAT IS IT?

RESPONSIBILITY

RECORDED WHERE/HOW?

investigation is completed. It is not
a punishment.
D4
Exclusion

D5
Appeal

Should the student continue to fail
to meet the targets, to comply with
the conditions set or if there is any
further incident, or the incident is
deemed serious enough at the
Stage 3 meeting, the student will
not be given a further warning but
will normally be permanently
excluded from College / UCEN
Manchester.
(Options to exclude from the
course or the campus can also be
considered at this stage)
The student may appeal to the
Head of Student Support (relevant
campus) or Dean of Higher
Education for UCEN Manchester
students only) within 5 working
days of the date of the notice of
exclusion, giving grounds for the
appeal.

Assistant Principals/ Vice Principals/ Informed in writing, all letters to be
Dean of Higher Education.
uploaded to Pro-monitor and meetings
recorded with clear outcome of
reasons for exclusion.

Vice Principal: Curriculum and Support
/ Dean of Higher Education
An appeal interview with the Appeals
Panel will be arranged to take place
within 10 working days of the notice of
appeal being lodged. The student will
be given at least 5 working days’ notice
of the time and place of the appeal
interview and will be entitled to be
accompanied by a friend or relative.
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Any documents considered at earlier
stages of the process will be available
prior to the appeal, together with the
notes taken at meetings with the
student held prior to the decision to
expel being taken.
The outcome will be communicated in
writing and documented on Promonitor in the meetings section with a
clear support plan and SMART targets

RESTORATIVE BEHAVIOUR

WHAT
STAGE?

WHAT IS IT?

RESPONSIBILITY

RECORDED WHERE/HOW?

At the appeal interview, the student will recorded with a review date. This will
be invited to explain the grounds of the be monitored by AT/PT
appeal and to state his or her case.
(Please see appendices for templates
for Appeals.)
A student can appeal/apply to
return to college
/UCEN
Manchester after an exclusion for
the following academic year. The
student must complete a request
to return form which will then be
submitted
to
the
special
admissions panel and a decision
made. The student will be notified
of this decision within 5 working
days. This decision is final and
there will be no further right of
appeal within The College / UCEN
Manchester.

The Special Admissions Panel will The outcome will be communicated in
meet within 10 working days of the writing and documented on Pronotice of the appeal/application being monitor in the meetings section.
lodged. The Chair of the Special
Admissions Panel will notify the
student of this decision within 5
working days. This decision is final and
there will be no further right of appeal
within
The
College
/
UCEN
Manchester.
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RESTORATIVE BEHAVIOUR

Appendix 1 Guide to Mediation
The facilitator will normally be a Head of Curriculum/Student Support. The mediator can help participants to resolve their dispute and to co-exist
at the College and UCEN Manchester through using the following procedure:
• Both parties define the problem as they see it, alone with the facilitator.
• The impartial facilitator identifies the key issues for both parties.
• At the end of the individual session with the facilitator, the facilitator ascertains whether or not the parties are willing to meet together, along
with the facilitator. This is the point when real mediation can take place, if both parties are willing to try, to move towards reconciliation.
• At the joint meeting, led by the facilitator, both parties should be encouraged to speak and express their opinion with only one person allowed
to speak at a time. The students can have representation from a Student mentor/SESP. The facilitator needs to firmly control the meeting to
ensure it does not turn into a battle.
• The facilitator sets up a plan of action which will satisfy each party and obtains agreement on these.
• A follow up meeting is agreed and the situation monitored at agreed intervals by the AT/PT or named tutor. Outcomes are likely to involve
apologies; changed behaviour and perhaps some support to achieve changed behaviour e.g. anger management or other skill improvements.
The mediation approach cannot always replace a disciplinary approach and students may be placed on a contract or in more extreme or
repeated cases be excluded using the College / UCEN Manchester Disciplinary Procedures.

The outcomes of all investigations should be recorded on the student Pro-monitor page.
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STAGE 1 VERBAL WARNING
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<County>>
<<Postcode>>

Date

Dear
Issue of Verbal Warning
Following our meeting on [date], I am now writing to confirm the details of our discussion.
(Warnings can be issued in absentia, where a student fails to attend a scheduled meeting).
You have been found to contravene The Colleges / UCEN Manchester’s Disciplinary Policy
as a result of the following action(s) on [date]:
As a consequence, I am issuing you with a Verbal Warning and now outline the actions which
you are now expected to complete by [date].
Failure to comply with this Verbal Warning could result in further disciplinary action, the final
stage of which could result in your exclusion from The College / UCEN Manchester.
If you are unsure as to what is required of you then do not hesitate to contact your Tutor or
Student Support.
Yours sincerely

Head of Department/DTL
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STAGE 2 FIRST WRITTEN WARNING
Date
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>
Dear
Issue of First Written Warning
Following our meeting on [date], I am now writing to confirm the details of our discussion.
(Warnings can be issued in absentia, where a student fails to attend a scheduled meeting).
You have been found to contravene The Colleges / UCEN Manchester’s Disciplinary Policy
as a result of the following action(s) on [date]:
As a consequence, I am issuing you with a Stage 2 Written Warning and now outline actions
which you are now expected to complete by [date].
Failure to comply with this First Written Warning could result in further disciplinary action, the
final stage of which could result in your exclusion your course and from The College / UCEN
Manchester
If you are unsure as to what is required of you then do not hesitate to contact your Tutor or
Head of Student Support.
Yours sincerely

Name
Head of Department/DTL/Director
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STAGE 3 FINAL WRITTEN WARNING
Date

<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear
Issue of FINAL Written Warning
Following our meeting on [date], I am now writing to confirm the details of our discussion.
(Warnings can be issued in absentia, where a student fails to attend a scheduled meeting).
You have been found to contravene The College’s / UCEN Manchester’s Disciplinary Policy
as a result of the following action(s) on [date]:
As a consequence, I am issuing you with a Final Warning and now outline the sanctions which
are imposed from [date] / the actions which you are now expected to complete by [date].
Failure to comply with this Final Written Warning could result in further disciplinary action, the
final stage of which could result in your exclusion from The College / UCEN Manchester.
If you are unsure as to what is required of you then do not hesitate to contact your Tutor or
Student Support.
Yours sincerely

Name
Head of Department/AP/Director
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COLLEGE / UCEN Manchester SUSPENSION LETTER

<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear

Date

I am writing to confirm that you are currently suspended from College / UCEN
Manchester until further notice.
The decision to suspend without prejudice has been taken to give you chance to
reflect on the situation and also allow time for the College / UCEN Manchester to
investigate further.
This means that you are not allowed onto any College / UCEN Manchester premises
until requested to do so or until the suspension is lifted for safeguarding reasons and
to ensure an impartial investigation takes place.
I will contact you again to invite you in to a meeting to discuss the incident once our
investigation is complete.
If you need to contact me during your suspension, please contact me on (email)
(phone number)
Yours sincerely

Head of Department/AP/Director
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INVITE TO DISCIPLINARY HEARING LETTER
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear
I am writing to you in relation to the incident you were involved in here at The
Manchester College / UCEN Manchester. We have now conducted an investigation
into the situation.
You are invited to attend a disciplinary hearing on insert date, time and venue.
Please report to reception and you will be met there by one of the Managers
conducting the hearing.
You may bring someone with you and a member of the Student Support team will
also be present if you would like them to support you.
If you need to contact me please contact me on insert email address or insert
contact number.
Yours sincerely

Head of Department/AP/Director
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PROCEDURE FOR CONDUCTING A DISCIPLINARY HEARING
1. Any written evidence relevant to the allegation must be provided to the student and the
Chair prior to the hearing. It is the student’s responsibility to ensure that any witnesses
called on his/her behalf are informed of the date, time and venue of the hearing.
2. The student is entitled to be accompanied by relatives or friends.
3. A note taker will be appointed as a neutral party to record the discussions and ensure
adherence to the procedures.
4. The meeting will be chaired by the relevant HOD/AP/DIR who will ensure that all people
required at the hearing are present, and that everyone understands the purpose of his/her
presence.
5. The Chair will question those providing the evidence.
6. The Chair will allow the student and/or his/her accompanying representative, friend or
relative to question those providing evidence, and to raise queries concerning evidence
provided.
7. The Chair will summarise the case against the student.
8. The student or his/her accompanying representative, friend or relative to summarise the
student’s position/situation.
9. The Chair will call a recess to the hearing, in order to consider the arguments and make a
decision.
10. The Chair will reconvene the panel and inform the student verbally of their decision.
If at a stage 3 Final Written Warning disciplinary the issue is upheld, then the chair will
Indicate the means of appeal.
The Chair will close the hearing, confirming in writing the decision, giving details of the
means of appeal, and enclosing an Appeals Form. If the student is under 18 inform his/her
parents/guardians of the outcome.
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DISCIPLINARY HEARING OUTCOME LETTER
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear
I am writing to you in relation to the incident you were involved in here at The
Manchester College / UCEN Manchester. The outcome of your disciplinary hearing
is detailed below:
Failure to meet the above conditions could lead to the next stage of the disciplinary
procedure or exclusion from college / UCEN Manchester.
If you need to contact me please contact me on insert email address or insert
contact number.
Yours sincerely

Head of Department/AP/DIR
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PERMANENT EXCLUSION FROM COLLEGE
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear Student (UCEN Manchester) /Parent/Guardian
As a result of the Disciplinary Meeting (delete as appropriate) held on (date) the
decision has been made to permanently exclude you from College / UCEN
Manchester (delete as appropriate) for the following reason/s:
1.
2.
3.
Please ring (name and telephone number) to arrange to collect any belongings you
may have left on the premises and to return your ID if not already done so.
If you wish to appeal this decision you have 5 days from the date of this letter to
contact me on (email) (phone number). I am attaching the appeals procedure to this
letter for you information.
Yours sincerely

AP/VP/Dean of Higher Ed
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PROCEDURE FOR THE CONDUCT OF APPEALS
An Appeal is heard by the Assistant Principal or Vice Principal if an exclusion. The AP/VP will
act as Chair. The College / UCEN Manchester position should be presented by a member of
the original Disciplinary Hearing. The student may be accompanied by a friend or relative who
is designated to speak on his/her behalf (hereafter referred to as the Representative).
1
2
3
4
5
6
7
8
9
10.
11

12.
13.
14
15

The Chair to introduce all people present at the appeal.
The Chair to ensure that all people required at the appeal are present, and that
everyone understands the purpose of his/her presence.
The Chair to ensure that the student has an accompanying representative to speak on
his/her behalf, if he/she so wishes.
The Chair to invite The College / UCEN Manchester representative to present The
College / UCEN Manchester position, calling witnesses if appropriate.
The Chair to question those providing the evidence for The College / UCEN
Manchester position.
The Chair to allow the student and/or his/her accompanying representative to question
those providing evidence, and to raise queries concerning evidence provided.
The Chair to allow the student and/or his/her accompanying representative to reply to
the allegations, calling witnesses as required.
The Chair to allow questions to the witnesses and/or the student.
The Chair to invite The College / UCEN Manchester representative to summarise the
situation against the student, followed by the student or his/her accompanying
representative to summarise the student’s position.
The chair to call a recess to consider the evidence.
The following options are available as a result of the Appeal:
a)
To uphold the decision of the disciplinary hearing.
b)
To overturn the decision of the Assistant Principal and, where appropriate,
commute that decision to that of a Stage 3 Final Warning.
c)
To decide that no action should be taken against the student.
All outcomes will be documented and provided to the student/parent/guardian and
recorded on Pro-monitor.
The decision of the Appeal panel is final and will not be revoked.
For students studying at level 4 or above, a Completion of Proceedings (COP) letter
will be issued automatically, where the appeal is not upheld.
For students studying at level 4 or above, an appeal outcome letter will be issued to
students, which informs them of their right to request a COP letter within 28 days of
the date of the appeal was conclude, where an appeal is upheld or partly upheld.
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APPEALS FORM
The student must complete this form and return it for the attention of the Head of Student
Support (relevant Campus) within five working days of any disciplinary hearing.
The Vice Principal: Curriculum and Support / Dean of Higher Education will conduct an appeal
interview with the Appeals Panel which will take place within 10 working days of the notice of
the appeal being lodged. The student will be given at least 5 working days’ notice of the time
and place of the appeal interview and will be entitled to be accompanied by a friend or relative.
At the appeal interview, the student will be invited to explain the grounds of the appeal and to
state his or her case.
Date of Panel:
Student’s
Surname:

Forenames:

Course
attended
Home
Address
Post Code:

Contact Telephone No day/eve/any
Email
Please say why you wish to appeal:
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
..........................................................................................................................................
(Continue on a separate sheet if necessary)

Names of any witnesses, appearing on the student’s behalf
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
Signed by Student ...................................... Date: ..............................................
Signed by Parent/Guardian (If under 18): ............................................................
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INVITE TO APPEAL HEARING LETTER

<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>
Dear
I am writing to you in relation to your written request to appeal your exclusion from
The Manchester College / UCEN Manchester (delete as appropriate).
As the Vice Principal I have now conducted an investigation into your exclusion.
You are invited to attend an appeal hearing on (insert day and time)
Please report to reception and you will be met by (name of person) and directed to
the appeal hearing meeting with myself.
You may bring someone with you and a member of the student support team can
also be present if you would like them to support you.
If you need to discuss the above, please contact me on (insert details)
Yours sincerely

AP/VP/Dean of Higher Ed
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APPEALS DECISION/OUTCOME LETTER
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear Student (UCEN Manchester)/Parent/Guardian
I have reviewed all the investigation documents and a decision has been made
following your appeal. Your appeal has been upheld/not upheld (delete as
appropriate) for the following reasons:

This decision is final.
(Delete as appropriate)
Please contact (appropriate HOD Curr/SS) to arrange a date and time when you can
return to your study programme.
Please contact (name and telephone number) to arrange to collect any belongings
you may have left on the premises and to return your ID badge if you have not
already done so.
Yours sincerely

AP/VP/Dean of Higher Ed
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REQUEST TO RETURN TO COLLEGE /UCEN MANCHESTER AFTER EXCLUSION
LETTER

<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>
Dear

I am writing as you have requested a return to college / UCEN Manchester following
a previous exclusion in (state year ) from The Manchester College / UCEN
Manchester (delete as appropriate).
Please can you complete the request to return form giving details of why you want to
return to The Manchester College / UCEN Manchester (see attached)
All the information given will be carefully considered and you will be informed of the
outcome in writing/meeting.
Yours sincerely

Head of Student Support
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STUDENTS REQUEST TO RETURN TO COLLEGE / UCEN MANCHESTER AFTER
EXCLUSION FORM
The student must complete this form and return it for the attention of Jacqui Casey Chair of
The Specials Admissions Panel.
The Special Admissions Panel will meet within 10 working days of the notice of the
appeal/application being lodged. The Chair of the Special Admissions Panel will notify the
student of this decision within 5 working days. This decision is final and there will be no further
right of appeal within The College / UCEN Manchester
Date
Student’s
Surname:

Forenames:

Course/Campus
I wish to return to
after exclusion
Home Address

Post Code:
Contact Telephone No day/eve/any
Email
Please say why you wish to return to college / UCEN Manchester after exclusion:
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
(Continue on a separate sheet if necessary)
Names of any people supporting the students return to college / UCEN Manchester
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
Signed by Student ...................................... Date: ..............................................
Signed by Parent/Guardian (If under 18): ............................................................
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REQUEST TO RETURN TO COLLEGE / UCEN MANCHESTER OUTCOME LETTER
<<Name>>
<<Address 1>>
<<Address 2>>
<<Town>>
<<Postcode>>

Dear
I have reviewed all the information and a decision has been made following your
request to return to study at The Manchester College / UCEN Manchester (delete as
appropriate).
Your request has been successful/unsuccessful (delete as appropriate)
This decision is final.
(Delete as appropriate)
Please contact (appropriate HOD Curr/SS) to arrange a date and time when you can
enrol on your study programme.
Please contact our Careers/Advice/Welfare who can provide you with all the
necessary information for your next steps.
Yours sincerely

Chair of The Special Admissions Panel
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Completion of Procedures Letter Template
Please note - the format may be adjusted to meet the individual circumstances of a complaint
provided that the key points below are included.
Dear [Name of complainant],
Completion of Procedures Letter
This letter confirms that the internal procedures of [name of higher education provider] in
relation to your complaint / appeal etc* regarding [please describe] have been completed.
The issues that you raised in your complaint / appeal etc* were [details]
The issue(s) that were considered in relation to your complaint / appeal etc was / were*: [brief
summary of the complaint etc].
The final decision of [name of higher education provider] is* [detail] because [reasons].
The procedures / regulations applied were*: [details and date as supplied to the OIA’s
electronic Regulations Bank].
[Name of provider] subscribes to the independent scheme for the review of student complaints.
If you are dissatisfied with the outcome you may be able to apply for a review of your complaint
/ appeal etc* to the Office of the Independent Adjudicator for Higher Education (OIA) provided
that the complaint you take to the OIA is eligible under its Rules.
Should you decide to make a complaint to the OIA, your OIA Complaint Form must be received
by the OIA within 12 months of the date of this letter, that is, it must be received by the OIA on
or before [insert date - e.g. if the Completion of Procedures Letter is dated 9 July 2015, this
date should be 9 July 2016].
[Include here any factors of which the provider is aware which mean that it is particularly
important for the student to bring the complaint promptly.]
You can fill in the OIA’s complaint form online or download a copy from the OIA website.
http://oiahe.org.uk/making-a-complaint-to-the-oia/oia-complaint-form.aspx. The OIA also
publishes An Introduction to the OIA Scheme for Students, which can be downloaded from
http://www.oiahe.org.uk/media/122228/intrototheoia-students-april2018.pdf. Alternatively, you
can telephone or write to the OIA for a form. You should send a copy of this letter to the OIA
with your OIA Complaint Form.
Guidance on submitting a complaint to the OIA and the OIA Complaint Form can also be found
on the OIA’s website http://www.oiahe.org.uk/making-a-complaint-to-the-oia/how-to-make-acomplaint.aspx. You may also wish to seek advice from the Students’ Union about taking your
complaint to the OIA.
Please note that the OIA will normally only review issues that have been dealt with through the
provider’s internal procedures.
Yours sincerely,
[Authorised signatory]
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UCEN Manchester Appeal Outcome Letter Template (to be used where appeal has
been upheld or partly upheld)
Our Ref:
[Date]
[Address]
STRICTLY PRIVATE AND CONFIDENTIAL
Dear
Under the UCEN Manchester Student Disciplinary Policy and Procedure, the appeal panel
has sat and reached an outcome to your appeal.
The issues that you raised in your appeal were [details]
The issue(s) that were considered in relation to your appeal: [brief summary of the basis of
the appeal etc].
The final decision of UCEN Manchester is that your appeal has been upheld/partly upheld
(delete as appropriate) because [reasons].
This letter confirms that all the internal procedures of UCEN Manchester, in relation to your
appeal under the Student Disciplinary Policy have been completed. As your appeal has been
upheld/partly upheld you will not be automatically be issued with a Completion of
Proceedings letter. You have the right to request a Completion of Proceedings Letter within
28 days of the date of this letter, which would allow you to apply to the Office of the
Independent Adjudicator (OIA) for a review. The OIA Complaint Form must be received by the OIA
no later than 12 months after the date of the Completion of Procedures Letter.

Yours sincerely

Signature
Contact Detail
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