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Chronology of updates 
 

March 2024 Complete rewrite of the student and apprentices discipline 
policy and procedures – the Positive Behaviour Policy now 
replaces this policy 

Jul 2025 Changes to text including title to Student Behaviour Policy from 
Positive Behaviour Policy 

Jul 2025 Inclusion of a positive behaviour strategies – appendix 1 

Dec 2025 7.13 point added - Inclusion that discipline can escalate to 
serious – stage 4 - and possible exclusion without having moved 
through previous stages in the discipline process.  

Jun 2026 

 

June 2026 update: strengthened inclusive and contextual 
decision-making requirements; simplified the escalation process 
so that students are supported at the lowest appropriate stage 
wherever safe to do so; clarified that behaviour must be 
considered alongside SEND, disability, safeguarding, trauma, 
mental health, external circumstances, reasonable adjustments 
and previous support; and added clearer guidance on direct 
escalation where there is immediate risk, serious misconduct or 
gross misconduct. 

Policy amended to apply consistently to both students and 
apprentices; terminology updated throughout; apprentice-
specific arrangements added for employer involvement, 
workplace conduct, Smart Assessor records, progress reviews, 
off-the-job training, apprenticeship standards and the impact of 
suspension or exclusion on employment and training plans. 

 

Jun 2026 

 

Appendix 5 added: escalation checklist and roles, setting out 
what must happen before and during escalation, who is 
responsible, what must be recorded and how 
student/apprentice concerns should be reviewed, escalated, de-
escalated or closed. 

 

Jul 2026 New section added and highlighted: International and European 
Trips – Behaviour, Serious Breaches and Return Home 
Arrangements. This clarifies signed trip terms and conditions, 
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expectations for students/apprentices and parents/carers, Trip 
Leader responsibilities, serious breaches, arrangements where a 
student or apprentice may be sent home, factual reporting 
requirements and follow-up through the Student and Apprentice 
Behaviour Policy stages after return. 

Jul 2026 Section 6 strengthened to make disciplinary escalation 
responsibilities explicit, including the role of the stage chair, 
reporting staff, TLMs, assessors, Heads of Learning, 
apprenticeship managers, Senior Managers, Stage 4 Chair, 
support services, safeguarding, SEND/Inclusion, parents/carers, 
employers and named leads responsible for review, escalation, 
de-escalation and closure. 

Jul 2026 Table One updated to include a separate Timescales column, 
making response, meeting, evidence-sharing, outcome and 
review timescales clearer for each stage of the supportive 
behaviour escalation and resolution process, in line with the 
policy timelines. 

Jul 2026 Table One updated to include the Stage 4 appeal route, including 
appeal grounds, submission timescale, independent reviewer, 
possible appeal outcomes and recording requirements. 

Jul 2026 Appendix 4 reformatted as a clearer quick-reference overview, 
with simplified columns for stage, when to use, lead 
responsibility, key actions, timescale and record/outcome, plus 
quick reminders on lowest appropriate stage, escalation 
rationale and contextual checks. 

Jul 2026 International and European Trips section renumbered to Section 
8, with following section numbers updated accordingly. 

Jun 2026 

 

Appendix 2 updated with indicative examples of minor/low-level 
concerns, serious misconduct and gross misconduct/high-risk 
behaviour, including a clear statement that the examples are not 
definitive or exhaustive and must be considered in context. 

Appendix 2 updated to clarify that possession, consumption, 
use, sale, supply, distribution or suspected dealing of illegal 
substances, controlled drugs or alcohol during college, 
apprenticeship, workplace, trip, residential, off-site or college-
related activity is treated as gross misconduct/high-risk 
behaviour. 

Appendix 2 indicative behaviour examples updated to include 
breach of any college rule, regulation, policy, procedure, code of 
practice, apprenticeship requirement, assessment regulation, 
employer-related expectation or safeguarding, health and 
safety, information services or student support procedure. 



5 
 

Appendix 2 gross misconduct/high-risk behaviour examples 
updated to include acts of plagiarism and inappropriate use of AI 
in coursework, apprenticeship evidence, portfolio work, 
assessment activity or workplace-related submissions. 

Section 7 updated to simplify Stage 1, Stage 2 and Stage 3, 
making clearer who leads each stage, who attends, what 
happens, what may be issued, recording requirements, timelines 
and review/escalation routes. 

 

Jul 2026 Section 2A added: What this policy means for students and 
apprentices, providing a plain-language summary of 
expectations, support, escalation, student/apprentice voice and 
fair decision-making. Section 3 also updated to include expanded 
internal policies and guidance so the policy is clearly linked to 
safeguarding, SEND/Inclusion, fitness to study or participate, 
complaints, data protection, IT acceptable use, educational visits 
and trips, apprenticeship, work placement, assessment and 
malpractice, health and safety, attendance and the College 
Charter. 

Jul 2026 Policy strengthened following review to add procedural fairness 
and completeness: digital conduct, investigation standards, 
support and representation, Stage 4 appeal route, confidentiality 
and information sharing, affected-person support, assessment 
and malpractice links, re-enrolment/readmission criteria, related 
policy links and Appendix 4 flowchart content. Approval, 
implementation and review dates updated for the 2026/27 
cycle. 

 

  



6 
 

Introduction 
There are many forms of behaviour that can impact on a student’s or apprentice’s time at 
college, in the workplace or during any college-related activity. Our aim is to ensure that 
students and apprentices remain engaged, complete their course or apprenticeship and 
achieve their potential. Behaviour will be understood in context and managed through a 
supportive, inclusive and proportionate approach. Staff must consider the whole person, 
including learning needs, disability, Education, Health and Care Plan (EHCP) provision, 
mental health, trauma, safeguarding concerns, social and economic circumstances, 
attendance, workplace context, employer feedback, relationships, external pressures and 
any reasonable adjustments already in place or required. 

 
Managing student and apprentice behaviour should be seen first as a supportive and 
educational process, with clear actions to help the individual understand, repair and change 
behaviour. The college will promote positive behaviour through consistent expectations, 
early support, restorative practice, reasonable adjustments and, for apprentices, 
appropriate engagement with employers and assessors. Formal disciplinary escalation will 
be used only when the level of risk, seriousness or repeated pattern of behaviour makes this 
necessary. 
 
All college staff, teaching and learning and support, have a responsibility to promote positive 
behaviour and wellbeing through their own conduct and their interactions with students. 
 
The behaviour of most students and apprentices at The Isle of Wight College is exemplary - 
they are responsible, considerate and demonstrate positive attitudes to learning, work and 
wider college life. This policy recognises that most instances of poor behaviour can and 
should be dealt with informally and promptly by an appropriate member of Isle of Wight 
College staff, assessor, trainer or workplace representative where relevant, and that good 
behaviour management is essential for creating a conducive learning and working 
environment. 
 
Scope 

- The policy applies to all students and apprentices, including adults, 14-16 learners, full-
time and part-time students, apprentices on college-based, workplace-based or blended 
programmes, visiting students and staff from other institutions. The policy outlines 
expected behaviours based on fundamental British values, the College Charter, 
apprenticeship standards where applicable, and the responsibilities of staff, assessors, 
trainers and employers to promote and manage positive behaviour. 

- The policy applies to behaviour in all areas of the college, during teaching, learning, 
assessment, reviews, exams, enrichment, trips, work placements, industry placements, 
apprenticeship training, off-the-job training, workplace visits, online learning and any 
activity where behaviour may affect the safety, wellbeing, progress or reputation of the 
college, employer, student, apprentice, staff or wider community. 

- Staff, students, apprentices, employers, visitors or members of the public are 
encouraged to report at the earliest opportunity any alleged breaches of the student or 
apprentice code of conduct, apprenticeship expectations, workplace conduct 
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expectations, alleged antisocial or criminal behaviour, or behaviour which brings IW 
College or an employer into disrepute. Once reported, IW College staff will take steps to 
investigate the alleged breach in a timely manner, involving apprenticeship staff and 
employers where relevant and appropriate. 

- Online and digital behaviour is within the scope of this policy where it affects the safety, 
wellbeing, learning, training, assessment, employment, reputation or community of the 
college. This includes behaviour on college systems, email, Teams, learning platforms, 
social media, messaging apps, online meetings, apprenticeship platforms, digital 
portfolios and any online activity linked to college, apprenticeship, work placement, 
employer or college-related activity. 

- This policy will be used objectively, and students and apprentices will be treated fairly, 
free from discrimination and with due regard to the Equality Act 2010, the SEND Code of 
Practice, apprenticeship funding and quality requirements where applicable, and college 
inclusion policies.  

- Decisions must consider whether behaviour may be linked to disability, SEND, mental 
health, trauma, safeguarding concerns, unmet need, workplace pressures, employer 
context or external circumstances, and whether reasonable adjustments, additional 
support or alternative approaches are required before formal escalation. 

What this policy means for students and apprentices 
• What we expect: students and apprentices are expected to treat others with 

respect, follow reasonable instructions, attend and engage with their programme or 
apprenticeship, use college and workplace systems appropriately, act safely, and 
follow the College Charter, programme expectations, apprenticeship training plan 
and any relevant workplace expectations. 

• What support looks like: staff will usually try to resolve concerns early through 
reminders, conversations, support, reasonable adjustments, restorative work, 
targets and review meetings before formal escalation is used. 

• What may happen if concerns continue: the concern may move through stages. This 
could include a meeting, agreed targets, support actions, a warning, review dates, 
temporary restrictions, suspension, or in the most serious cases consideration of 
exclusion from college provision or withdrawal from college-delivered 
apprenticeship training. 

• Your voice matters: students and apprentices should be told what the concern is, 
given the chance to explain what happened, share any relevant context, and say 
what support may help them improve or re-engage. 

• Decisions should be fair: staff must consider context, SEND, disability, safeguarding, 
mental health, reasonable adjustments, previous support, employer context where 
relevant, risk and impact before deciding what should happen next. 

 

Legal and Regulatory Framework 
 
Our policy aligns with relevant legislation, statutory guidance and sector expectations, 
including: 
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• Equality Act 2010 and the Public Sector Equality Duty; 
• Children and Families Act 2014 and the SEND Code of Practice: 0 to 25 years; 
• Education Act 2002, including section 175 safeguarding duties; 
• Keeping Children Safe in Education 2026 from 1 September 2026; 
• current Department for Education guidance relevant to further education 

safeguarding and behaviour; 
• Health and Safety at Work etc. Act 1974; 
• Human Rights Act 1998; 
• UK General Data Protection Regulation and Data Protection Act 2018; 
• Prevent duty guidance for further education institutions; and 
• apprenticeship funding rules, accountability requirements and relevant awarding 

organisation or end-point assessment requirements where applicable. 
 
Where behaviour relates to examinations, controlled assessment, coursework, plagiarism, 
malpractice, maladministration or inappropriate use of Artificial Intelligence, staff must also 
consider the relevant awarding organisation, JCQ, apprenticeship end-point assessment 
organisation or college assessment requirements. Action under this policy may run 
alongside malpractice or assessment procedures where required, and records must show 
which process is being used and why. 
 
Internal Policies and Guidance: 
This policy should also be read alongside:  

- Safeguarding Policy and processes,  
- SEND and Inclusion Policy,  
- Complaints and Compliments Policy 
- Data Protection Policy 
- IT Acceptable Use Policy 
- International Trips Policy 
- Apprenticeship Training Plan guidance 
- Work Placement or Industry Placement procedures,  
- Assessment and Malpractice policies 
- Health and Safety Policy 
- Student Attendance Policy 
- Staff Code of Conduct and  
- Our College Charter.  

The College Charter is an internal agreement developed with students and sets out shared 
expectations for respect, responsibility, positive behaviour and college community life. 
Objectives 
 

- To make expectations clear so that students and apprentices understand the 
behaviour, attendance, engagement, respect and professional conduct expected in 
college, online, in the workplace, on trips and during college-related activity. 

- To promote positive behaviour, personal responsibility, respect for others and 
readiness for further study, employment, apprenticeship progression and wider adult 
life. 
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- To support early intervention, re-engagement and positive change through clear 
conversations, reasonable adjustments, restorative approaches, support actions, 
targets and review. 

- To provide a fair, consistent, inclusive and proportionate framework for responding to 
behaviour concerns, including attendance, commitment, safety, wellbeing, workplace 
conduct and professional expectations. 

- To protect the safety, wellbeing, learning, training, assessment, work placement, 
apprenticeship and college community of students, apprentices, staff, employers, 
visitors and others affected by college activity. 

Principles 

The college will apply this policy in a way that is fair, inclusive, proportionate and focused on 

learning, safety, responsibility and positive change. 

- Concerns should be resolved at the lowest appropriate stage wherever it is safe and 
reasonable to do so. Formal escalation should be used only where early support, 
reasonable adjustments, restorative approaches or existing actions have not 
resolved the concern, or where the seriousness or risk requires a higher-level 
response. 

- Decisions must be based on evidence, context, risk, impact, student or apprentice 
voice, previous support, reasonable adjustments, safeguarding, SEND, disability, 
mental health, employer or workplace context where relevant, and whether agreed 
targets have been met. 

- Students and apprentices must be told what the concern is, given a fair opportunity 
to respond, and supported to understand what needs to change, what help is 
available and what may happen next if concerns continue. 

- Sanctions or restrictions must be proportionate to the seriousness, risk and impact of 
the behaviour. They should be used alongside support where appropriate and should 
not replace safeguarding, SEND, wellbeing, assessment, malpractice, apprenticeship 
or workplace procedures where those processes are also required. 

- Staff must record concerns, actions, support, reasonable adjustments, decisions and 
review outcomes clearly on the appropriate college system. Behaviour and 
disciplinary records must be entered on E Trackr; safeguarding concerns must also 
be recorded on My Concern; and apprenticeship progress, employer involvement 
and training-plan actions must be recorded on Smart Assessor where relevant. 
Information should be cross-referenced rather than unnecessarily duplicated so that 
records remain factual, secure, consistent and accountable. 

 
Responsibilities 

- All College Staff: Managing student and apprentice behaviour—whether in college, 
online, during lessons or assessments, in the workplace, or at any college-related 
activity—is the responsibility of all college staff. Staff must not ignore inappropriate 
behaviour they witness. Where it is safe and appropriate, they should address it promptly 
and directly, including concerns such as smoking or vaping outside designated shelters 
and inappropriate use of mobile phones during lessons. Staff must record the concern 
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and make an appropriate referral where the behaviour is repeated, serious, cannot be 
resolved at the time, or requires additional support or escalation 

- Teaching staff: are responsible for addressing behaviour concerns in lessons and in the 
context in which they occur wherever it is safe and appropriate to do so. This includes 
setting and reinforcing clear expectations, using positive behaviour strategies, giving 
reminders, using restorative conversations, issuing verbal warnings where appropriate, 
making reasonable adjustments, and recording or sharing concerns where a pattern is 
emerging. Concerns should normally be managed through informal routes before 
referral, unless the behaviour is serious, presents immediate risk, or may amount to 
serious or gross misconduct. 

- Teaching and Learning Managers, apprenticeship trainers, assessors and relevant 
curriculum staff provide guidance to both staff and students/apprentices. They support 
positive learning and training environments, encourage a culture of respect, manage 
day-to-day behaviour issues and work closely with student support services, 
apprenticeship teams and employers to address individual needs. They are responsible 
for Stage 1 of the referral process, ensuring accurate behaviour records are maintained 
on E Trackr and/or Smart Assessor and that information is up to date and can be used to 
determine outcomes of referral meetings. 

-  The Head of Learning is responsible for overseeing escalation where serious 
misconduct, repeated concerns or unresolved issues apply. They will handle Stage 2 of 
the referral process and ensure fairness, transparency and efficient management of the 
referral process, including appropriate involvement of employers for apprentices and 
accurate recording of written warnings, support plans and review outcomes. 

- Members of the Senior Leadership Team (SLT) are responsible for Stages 3 and 4 
and for proportionate sanctions available at those stages. Stage 3 will be chaired by a 
Senior Manager or member of SLT. Stage 4 will be chaired by the Deputy Chief 
Executive, Principal and CEO, or another appropriately authorised SLT member who 
has not been materially involved in the earlier decision. Permanent exclusion from 
college provision or withdrawal from college-delivered apprenticeship training 
requires approval by the Principal and CEO. 

- Governors are responsible for the development, approval and oversight of the college’s 
behaviour policy to ensure that it is inclusive and aligned with the college’s core values.  

- Students and apprentices are expected to adhere to this policy, the College Charter, 
programme expectations, apprenticeship training plans and, where applicable, 
workplace expectations and employer policies. Apprentices are also expected to 
demonstrate the knowledge, skills and behaviours required by their apprenticeship 
standard. 

- Employers supporting apprentices are expected to work with the college to promote 
positive conduct, contribute to progress reviews, share relevant concerns promptly, 
support agreed actions where appropriate and help ensure apprentices are safe and 
able to meet the requirements of their apprenticeship. 

- The International Team is responsible for ensuring that international students and 
students participating in international or European trips understand the expectations 
set out in this policy, including trip terms and conditions, safeguarding and welfare 
arrangements, emergency contact procedures, conduct expectations, cultural or 
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language support needs and any requirements linked to host organisations, travel 
providers or overseas partners. The International Team will work with Trip Leaders, 
Heads of Learning, safeguarding staff and the Senior Leadership Team where concerns 
arise, and will support communication with parents/carers, host families, partner 
organisations, agents or emergency contacts where appropriate and proportionate. 

- Safeguarding, SEND/Inclusion, Student Engagement Mentors and other support 
services are responsible for advising the stage chair where risk, vulnerability, EHCP 
provision, disability, mental health, trauma, care experience, safeguarding, reasonable 
adjustments or wider support needs may affect decision-making. These teams do not 
normally chair the disciplinary stage unless specifically nominated to do so, but their 
advice must be considered and recorded where relevant. 

- The stage chair is responsible for ensuring that parents/carers are contacted where the 
student or apprentice is under 18 or vulnerable, that employers are involved for 
apprentices where relevant and proportionate, and that Local Authority, safeguarding, 
external agency or professional involvement is considered where an EHCP, Looked After 
Child, Care Leaver, safeguarding or significant welfare concern applies. 

Procedures (see appendices 4 and 5) 

The college will promote positive behaviour through: 

• Recognition – the college will recognise and celebrate students who consistently 
demonstrate positive behaviour through awards, certificates, Causes for 
Celebration noted on E Trackr and public acknowledgement. 

• Support – students and apprentices will have access to mentoring, progress 
reviews, apprenticeship assessor support, student support services and wider 
college services to support their personal, academic, workplace and professional 
development. 

• Engagement – regular student and apprentice surveys, student executive 
committee activity, apprentice voice, employer feedback and progress reviews 
will be used to involve students and apprentices in decision-making and 
improvement activity. 

• Communication – clear communication channels will be established for students 
and apprentices to express concerns or issues they may face. 

All staff should give positive feedback to students whenever and wherever possible. This builds 
self-esteem and helps to build and support the ethos the college are aiming for: 

• Staff should be particularly careful to avoid sarcasm, personal criticism and 
comments which could be seen to develop low expectations or could confuse 
students 

• Where challenge is required, it should be focused on specific actions and behaviours 
or on work, rather than on students as individuals. Interventions should indicate 
how to do better, and reviews should show positive steps taken 

• Staff may use a range of methods to celebrate success. Examples include praise, 
causes for celebration on E Trackr and certificates.  
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Inappropriate behaviour will be addressed through the following: 

• Intervention – Early intervention strategies will be employed to address 
inappropriate behaviour before it escalates. 

• Restorative Practices – Where possible, restorative practices will be used to resolve 
conflicts and repair harm. 

• Sanctions – A clear system of sanctions will be in place for serious or repeated 
breaches of the behaviour policy ranging from warnings to suspension or expulsion. 

• Support – Students facing sanctions will be offered support to understand the 
impact of their behaviour and to make positive changes. 

If a concern cannot be resolved informally, or if the concern is serious, repeated or presents 
risk, the college may use the staged behaviour process. The lowest appropriate stage should 
be used wherever safe and reasonable. Students and apprentices must be told what the 
concern is, given the opportunity to respond, and supported to understand what needs to 
change, what support is available and what may happen next. Appendix 4 summarises the 
stages, lead responsibilities, timescales, records and possible outcomes. Appendix 5 
provides the staff checklist for escalation, de-escalation or closure. 

Before any formal decision is made, the student or apprentice must receive clear written 
information about the concern, the stage being used, the possible outcomes, the meeting 
arrangements and the evidence to be considered, allowing reasonable time to prepare. 
They may be accompanied by a parent/carer, advocate, support worker, trade union 
representative or another appropriate person. The stage chair must be impartial and must 
not have investigated the matter or be directly involved in the incident. Evidence must be 
gathered fairly, including relevant evidence that supports or challenges the allegation. 
Where facts remain disputed, decisions will be made on the balance of probabilities, based 
on the available evidence. Any delay, departure from the stated timescale or decision to 
continue in the student’s or apprentice’s absence must be reasonable, recorded and 
communicated. 

Staff must record behaviour concerns clearly and factually on E Trackr and/or Smart 
Assessor. Records should include what happened, the context, the student or apprentice 
voice, any known SEND, disability, safeguarding, mental health, workplace or employer 
factors, reasonable adjustments considered, support offered, agreed targets, review dates 
and the reason for any escalation, de-escalation or closure. 

Suspension or temporary removal from site or an activity may be used as a neutral risk-
management measure while a concern is assessed or investigated. It is distinct from 
permanent exclusion and does not presume guilt. It must be necessary, proportionate, time-
limited, recorded and reviewed in accordance with this policy. 

A suspension should only be imposed where it is considered necessary, for example to enable 
an investigation to proceed unheeded where facts or evidence need to be gathered or where 
there is a safety consideration either for the student concerned or for others.  
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Conditions may be attached to the period of suspension and if these are not adhered to, it is 
most likely to carry further consequences for the student concerned if breached.  

Only a member of the Senior Leadership Team, a Head of Learning, or the Head of Student 
Experience has the authority to approve a suspension period. 

Any suspension and related investigation should be completed promptly. The initial 
suspension period should be the shortest period reasonably necessary and must have a 
stated review date. The person who approved the suspension must review its necessity and 
proportionality regularly, normally at least every 10 working days, and record the reasons 
for continuing, varying or ending it. Suspension should not normally exceed four weeks in 
total unless exceptional circumstances, including an external criminal or regulatory 
investigation, make a longer period necessary. Any extension must be authorised by an 
appropriate senior leader, explained in writing and supported by arrangements for 
continued learning, training, assessment, welfare and contact. 
 
Suspension should be lifted when it is no longer necessary or proportionate. The college will 
not delay its own risk assessment or disciplinary decision automatically because the police, a 
safeguarding partner, an employer or another external body is involved. It will seek 
appropriate advice, avoid prejudicing an external investigation and decide whether its 
process can proceed, should be adapted or should be paused. Any decision to pause or 
continue must be recorded, kept under review and communicated to the student or 
apprentice. 

Responsibility for implementing and monitoring agreed actions sits with the named lead 
recorded in the meeting outcome. This will normally be the TLM at Stage 1, the HoL or at Stage 
2, the Senior Manager or nominated lead at Stage 3, and the Stage 4 Chair or nominated senior 
lead for Stage 4 conditions. The named lead must ensure that review dates are met, progress is 
recorded, support is in place and escalation, de-escalation or closure decisions are updated on 
E Trackr and/or Smart Assessor. 

Direct escalation to Stage 4, including consideration of exclusion or withdrawal from college 
training, may be used only where the evidence indicates gross misconduct, significant risk to 
the health, safety or welfare of the student, apprentice or others, a serious safeguarding 
concern, criminal allegation, or behaviour that has a significant impact on the college, 
employer, workplace or wider community. Where direct escalation is used, the decision-maker 
must ensure that there is a clear record why earlier stages were not appropriate and what 
contextual, safeguarding, SEND, disability, mental health, workplace, employer and reasonable-
adjustment considerations were reviewed. 

Students with an EHCP 

Where a student with an Education, Health and Care Plan is subject to suspension or where 
their placement is at risk of breakdown, the response must be coordinated and timely. The 
member of staff overseeing the suspension must engage with the Inclusion Team so that 
contact can be made with the Local Authority and relevant professionals to review the 
situation, ensure appropriate support is in place and consider any necessary adjustments. 
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Relevant stakeholders should be involved in the disciplinary process and any decisions 
regarding outcomes, so that the student’s needs are fully understood and addressed in line 
with statutory guidance. 

International and European Trips – Behaviour, Serious Breaches and Return 
Home Arrangements 

- For all International, European, residential, overnight or higher-risk trips, students, 
apprentices and, where applicable, parents/carers must sign and agree to the trip terms 
and conditions before travel. These terms and conditions will set out expected 
standards of behaviour, safeguarding and supervision arrangements, prohibited items 
or activities, health and safety expectations, curfew or rooming requirements, alcohol, 
smoking/vaping and substance expectations, emergency contact arrangements, 
financial responsibilities and the circumstances in which a student or apprentice may be 
removed from activities or sent home from the trip. 

- During a trip, the Trip Leader has responsibility for the immediate management of 
behaviour, supported by accompanying staff and in consultation with the Designated 
Safeguarding Lead, senior duty contact or relevant Senior Leadership Team member 
where required. Behaviour must be managed proportionately and in context; however, 
the safety and welfare of the individual, group, staff, host organisation and wider public 
must remain the priority. 

- Where behaviour represents a serious breach of the trip terms and conditions, a serious 
safeguarding, health and safety or welfare concern, a criminal allegation, gross 
misconduct, significant disruption, refusal to follow reasonable safety instructions, 
possession or use of prohibited substances, violence, bullying, harassment, 
discriminatory behaviour, serious damage, absconding, or behaviour which places the 
student, apprentice or others at risk, the Trip Leader may remove the student or 
apprentice from activities while advice is sought. This may include additional 
supervision, a temporary restriction from activities, emergency safeguarding action, 
medical assistance, police involvement or other local emergency response where 
necessary. 

- In the most serious cases, and where it is safe, lawful and practical to do so, a student or 
apprentice may be sent home from the trip. This decision must not be made by the Trip 
Leader alone unless there is an immediate emergency. Wherever possible, the Trip 
Leader must consult with the senior duty contact, the Designated Safeguarding Lead or 
a member of the Senior Leadership Team before arrangements are confirmed. For 
students or apprentices under 18, parents/carers must be contacted as soon as possible. 
For apprentices, the employer should also be informed where relevant and 
proportionate. Arrangements for return travel, supervision, handover, cost implications 
and safeguarding must be clearly agreed and recorded. 

- The decision to send a student or apprentice home from a trip is an immediate risk-
management action and does not replace the college disciplinary process. On return, 
the matter must be reviewed under this Student and Apprentice Behaviour Policy. The 
appropriate stage will be determined by the seriousness of the behaviour, risk, impact, 
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evidence, context, previous support and whether the matter meets the threshold for 
direct escalation to Stage 3 or Stage 4.  

- As soon as reasonably practicable, the Trip Leader must provide a factual written report 
to the relevant Head of Learning, apprenticeship manager or Senior Manager. The 
report should include the behaviour concern, date and time, location, witnesses, 
immediate actions taken, safeguarding or health and safety considerations, contact with 
parents/carers or employer, evidence gathered, whether the trip terms and conditions 
were breached, whether the student or apprentice was removed from activities or sent 
home, and any support or reasonable adjustments considered. 

- Following return, the relevant stage chair must arrange the appropriate disciplinary 
meeting in line with the timescales in this policy. The student or apprentice must have 
an opportunity to provide their account and any mitigating information. Parents/carers 
should be involved where the student or apprentice is under 18 or vulnerable, and 
employers should be involved for apprentices where relevant. The outcome may include 
support, restorative action, restrictions on future trips, warning, suspension, temporary 
exclusion from activities, exclusion from college provision or withdrawal from college-
delivered apprenticeship training, depending on seriousness, risk and proportionality. 

Support 
- The college recognises that behaviour may communicate an unmet need, distress, 

anxiety, trauma, disability-related need, learning difficulty, safeguarding concern, 
workplace pressure or external pressure. This will be considered alongside the 
effectiveness of any reasonable adjustments, support plans, risk assessments, 
behaviour plans, apprenticeship progress reviews or workplace support already in 
place. The college has a duty to maintain a safe place of learning, training and work; 
however, responses should be proportionate, inclusive and focused on reducing risk, 
repairing harm and supporting re-engagement wherever possible. 

 
- All college placements for students aged 14–16 will include an initial six-week 

induction and review period. Progress, participation, support needs, safety and 
behaviour will be reviewed with the student, parent/carer, school and relevant 
professionals. Concerns will be addressed through early support, reasonable 
adjustments, risk assessment and the staged process in this policy, unless immediate 
risk requires a higher-level response. A placement will not be ended solely because a 
concern arises during this period. Any proposal to end or materially change the 
placement must be made by the Head of Learning Foundation and High Needs with 
an appropriate senior leader, following consultation with the commissioning school 
or Local Authority, consideration of statutory duties and support arrangements, and 
a recorded decision that is fair and proportionate. 
 

- Looked After Children and Care Leavers, and vulnerable students or apprentices - 
where a student or apprentice is considered vulnerable, the college will be mindful 
of this when dealing with any issues concerning their behaviour or conduct at 
college, in training or in the workplace. A member of the safeguarding team will be 
involved at each stage in the process and will liaise with the relevant virtual school, 
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Local Authority, employer or external agency as necessary. The college will refer as 
appropriate to national and local guidance to inform decision-making. 
 

- Reports of sexual harassment, sexual violence, harmful sexual behaviour or online 
sexual abuse must be referred immediately to the safeguarding team and managed 
in accordance with safeguarding procedures. The college will not require, encourage 
or use restorative practice, mediation or direct contact between the reporting 
person and the person whose behaviour is being considered where this could cause 
harm, create pressure or compromise safety. Support and risk-management 
arrangements for the person affected must be considered independently from the 
disciplinary decision. 

- Where behaviour has affected another student, apprentice, member of staff, 
employer, workplace colleague, visitor or member of the public, the college will 
consider what support is needed for those affected. This may include safeguarding 
support, wellbeing support, restorative work where appropriate, updates about 
process where proportionate, risk management, adjustments to timetables or 
activities, or referral to HR processes where staff are affected. Support for those 
affected will be considered separately from any disciplinary decision about the 
student or apprentice whose behaviour is under review. 
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- Information relating to behaviour concerns, disciplinary meetings, sanctions, 
safeguarding, SEND, health, employer involvement or personal circumstances will be 
handled confidentially and shared only with staff, parents or carers, employers, 
external agencies or professionals who need the information to safeguard, support, 
investigate, make decisions or fulfil legal, contractual or funding requirements. 
Records must be factual, proportionate and stored on the appropriate college 
system in line with data protection requirements. 

 
Staff Training 

- Ongoing training for all staff on the referral process is available through professional 
development and updates in department/team meetings, including how the process 
applies to apprentices, employer involvement and Smart Assessor recording. 

- Staff will receive ongoing training as part of teaching and learning development on 
different behaviour issues e.g. de-escalation, neurodiversity, dynamics of the 
classroom and ACEs.  

- Specialist behaviour de-escalation training e.g. SCIP will be provided for staff 
requiring such training and interventions e.g. significant learning disabilities. Risk 
assessments and other behaviour management plans must be in place and audited 
by the TLM and HoL where this applies.  

  
 
Monitor and Review 
 

- Together with the Assistant Principal, HoLs, TLMs, apprenticeship managers, trainers 
and assessors will conduct periodic assessment of the policy’s implementation to 
review whether the policy is achieving its intended outcomes for students and 
apprentices. 

- TLMs, HoLs, apprenticeship managers, trainers and assessors will keep teaching, 
support and apprenticeship staff informed of any changes to policy and procedure 
and ensure that staff understand and comply with the process. 

- The policy and its implementation will be reviewed annually or whenever significant 
changes occur. 

- The HoL will conduct audits in their departments to assess compliance with the 
policy and advise on any training or development needs. 

-  Feedback will be obtained from relevant stakeholders, including staff, students, 
apprentices, parents/carers, employers, external professionals and other 
stakeholders. 

- Data on behaviour incidents will be monitored by HoLs and apprenticeship managers 
for their departments to inform patterns or emerging issues and to analyse and 
review the effectiveness of interventions and responses. This will include E Trackr 
and Smart Assessor records where relevant and will be reported through to the 
Senior Leadership Team and governors as requested. 

- E Trackr reports, Smart Assessor records, survey information, student executive 
committee activity, apprentice voice, employer feedback and student voice will be 
used to inform the review process. 
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Communication 
 

- Positive behaviour in college and apprenticeship provision will be promoted from the 
start of the programme through the Student Charter, student welcome process, 
apprenticeship induction, training plans, employer engagement and ongoing 
curriculum activity. 

- Integration and discussion around positive behaviours in the curriculum where 
relevant. This can help students understand the practical application of the policy in 
their academic and personal lives. 

- Promotion of positive behaviours via social media and the college website. 
- Promotion of positive behaviours through student voice, apprentice voice, employer 

feedback and student executive committee activity so that students and apprentices 
help promote the policy to their peers. 

- Regular updates of the policy to students, apprentices, staff and employers where 
relevant, using these opportunities to address any questions or concerns. 

- Feedback from staff, students, apprentices and employers will be used to review the 
policy and its implementation. 
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Appendix 1 - Examples of Positive Behaviour Strategies  
 

1. Clear Expectations and Consistency 
• Establish and communicate clear, age-appropriate behaviour expectations. 
• Use consistent language and routines across all staff to reinforce 

expectations. 
2. Positive Reinforcement and Recognition 

• Use a clear and accessible recognition approach to acknowledge positive 
behaviour, ensuring that rewards are inclusive, proportionate and not used 
to publicly rank or stigmatise students or apprentices. 

• Celebrate achievements through: 
• Verbal praise 
• Certificates or awards 
• Recognition boards 
• Letters or emails home 

3. Restorative Approaches 
• Use restorative conversations or meetings to resolve conflicts and rebuild 

relationships. 
• Encourage students to reflect on their actions and take responsibility. 

4. Student Voice and Involvement 
• Involve students in shaping behaviour expectations and reviewing the policy. 
• Use student executive committee or feedback surveys to gather input on 

what motivates them. 
5. Positive Relationships and Role Modelling 

• Encourage staff to build respectful, supportive relationships with students. 
• Model calm, respectful behaviour and emotional regulation  

6. Structured Support and Mentoring 
• Offer mentoring for students who need additional support. 
• Use pastoral support teams or wellbeing hubs to provide early intervention. 

7. Recognition of Effort and Progress 
• Acknowledge not just outcomes but also effort, improvement, and resilience. 
• Use progress tracking to highlight personal growth. 

8. Inclusive and Trauma-Informed Practice 
• Adapt strategies for students with SEND or those who have experienced 

trauma. 
• Avoid punitive approaches that may escalate behaviour or disengagement. 

9. Digital Behaviour Monitoring Tools 
• Use systems like E Trackr and FastVue to track and analyse behaviour trends. 
• Share data with tutors and parents/carers to support early intervention. 

10. Positive Starts and Endings 
• Begin lessons with a welcoming tone and clear objectives. 
• End with a positive summary or reflection to reinforce learning and 

behaviour. 
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Appendix 2 - Examples of Misconduct 
 
Indicative behaviour categories: The examples below are provided to support consistent 
decision-making. They are not definitive or exhaustive. The appropriate response must be 
determined by the seriousness, intent, impact, risk, context, previous behaviour, student or 
apprentice voice, reasonable adjustments, safeguarding considerations and support already 
offered. Behaviour may be escalated or de-escalated depending on the circumstances and 
evidence available. 
Category Examples of behaviour Likely response or escalation route 

Minor 
misconduct / 
low-level 
concerns 

Arriving late without valid reason; not 
bringing required equipment; low-level 
disruption; calling out; side 
conversations; using a phone when 
asked not to; vaping in a non-vaping 
area; failing to follow a reasonable 
instruction first time; minor 
inappropriate language not directed at 
an individual; missed deadlines or poor 
engagement; not wearing required 
personal protective equipment after 
reminder; low-level unprofessional 
conduct during placement, 
apprenticeship review, workplace visit or 
off-the-job training. 

Usually managed through informal 
intervention, restorative 
conversation, reminder of 
expectations, reasonable 
adjustments, support meeting or 
Stage 1 if repeated or if previous 
informal action has not resolved 
the concern. 

Serious 
misconduct 

Repeated low-level behaviour after 
support; repeated failure to meet agreed 
behaviour or engagement targets; 
persistent refusal to follow reasonable 
instructions; verbal abuse directed at 
staff, students, apprentices, employers, 
workplace colleagues or visitors; bullying 
or harassment; discriminatory language 
or behaviour; deliberate disruption of 
teaching, assessment, exams, progress 
reviews, workplace activity or 
apprenticeship training; misuse of IT or 
social media that affects others; leaving 
site, placement or trip activity without 
permission; serious breach of any college 
rule, regulation, policy, procedure, code 
of practice, apprenticeship requirement, 
assessment regulation, employer-related 
expectation or safeguarding, health and 
safety, information services or student 
support procedure; serious breach of trip 
terms and conditions; damage to 

Usually Stage 2 or Stage 3 
depending on risk, impact, 
context, previous support and 
whether the concern is repeated. 
Suspension or removal from an 
activity may be considered where 
necessary for safety, welfare or 
investigation. 
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property; dishonesty, theft or fraud; 
repeated plagiarism, malpractice or 
misuse of Artificial Intelligence in 
submitted work or apprenticeship 
evidence.  

Gross 
misconduct / 
high-risk 
behaviour 

Physical assault; serious threat of 
violence; possession of an offensive 
weapon/imitation weapon; possession, 
consumption, use, sale, supply, 
distribution or suspected dealing of 
illegal substances, controlled drugs, 
psychoactive substances or drug-related 
paraphernalia; possession, consumption, 
sale, supply or distribution of alcohol 
during college, apprenticeship, 
workplace, trip, residential, off-site or 
college-related activity, or being under 
the influence of alcohol or substances in 
these contexts; serious safeguarding 
concern; sexual harassment or sexual 
assault; hate-related incident causing 
significant harm or risk; serious bullying, 
intimidation or coercion; serious 
malicious communication or online 
abuse; serious damage or vandalism; 
tampering with fire safety equipment; 
deliberate or serious plagiarism, 
fabrication, assessment malpractice or 
inappropriate use of Artificial 
Intelligence in coursework, 
apprenticeship evidence, portfolio work, 
assessment activity or workplace-related 
submissions, particularly where there is 
deception, repeated misconduct or 
substantial impact on assessment 
integrity; behaviour placing self or others 
at immediate risk; absconding during an 
overseas, residential or higher-risk trip; 
serious breach of trip terms requiring 
removal from activities or return home; 
criminal allegation; behaviour bringing 
the college or employer into serious 
disrepute.  

May justify direct escalation to 
Stage 3 or Stage 4, suspension, 
removal from trip/activity, 
emergency safeguarding or health 
and safety action, consideration of 
exclusion from college provision, 
or withdrawal from college-
delivered apprenticeship training 
where proportionate. 
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Appendix 3 - Disciplinary Sanctions 
 
Depending on the nature of the concern, the panel may consider a range of sanctions or 
support actions either on their own or alongside a written warning. Decisions will be based 
on the seriousness of the behaviour, risk, impact, context, previous conduct, academic or 
apprenticeship engagement, student or apprentice voice, employer feedback where 
relevant, support already offered, reasonable adjustments, safeguarding considerations and 
whether the proposed outcome is proportionate and likely to support positive change. If the 
student or apprentice is under 18, the outcome will be conveyed to their parents/carers 
where appropriate. For apprentices, the employer will be informed where relevant and 
proportionate. 
 
Each formal warning must state its level, the behaviour and evidence considered, the 
required improvement, support and reasonable adjustments, review date, duration, 
consequences of further concerns and the circumstances in which it will be closed. 
Warnings will not remain active indefinitely. At review, the named lead must record 
whether the warning is closed, extended for a stated reason, replaced by a different 
outcome, or escalated. A closed warning may remain on the student or apprentice record in 
line with the college retention schedule but should not be treated as active when deciding 
future escalation. 
 
Verbal warning 
Written warning (1)  
Written Warning (2)  
Final Written Warning (3) 
Time out period 
Suspension 
Temporary exclusion from college provision, specific activities or college-delivered 
apprenticeship training with time limits and review arrangements 
Permanent exclusion from college provision or withdrawal from college-delivered 
apprenticeship training, approved by the Principal and CEO 
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Appendix 4 – Supportive Behaviour Escalation and Resolution Process for Students and Apprentices 
The stages should be used flexibly and proportionately, with students and apprentices supported at the lowest appropriate stage unless risk or 
seriousness requires direct escalation. This table should be read with Appendix 2 and Appendix 5. 
Step / stage When to use Lead responsibility Key actions Timescale Record / 

outcome 

Informal 
resolution 
Before Stage 1 

Low-level concern that can 
be managed quickly by the 
teaching, support, assessor 
or trainer team. 

Staff member, lecturer, 
assessor, trainer, 
support worker or 
employer 
representative where 
relevant. 

Reminder of expectations 
Restorative conversation 
Verbal warning or 
classroom/workplace 
intervention 
Reasonable adjustments 
or early support 

As soon as 
possible. 

Brief factual note 
where needed. 
Escalate only if 
unresolved, 
repeated or 
serious. 

Stage 1 
Early Support 

Informal action has not 
resolved the concern, a 
pattern is emerging, or 
structured targets and review 
are needed. 

TLM, apprenticeship 
assessor, trainer or 
equivalent. 

Meet with 
student/apprentice 
Check context and support 
needs 
Agree targets and support 
Set review date 

Meeting normally 
within 5 working 
days. 
Review within 2 
weeks. 

Cause for 
Concern and/or 
Smart Assessor 
note with action 
plan, targets and 
review date. 

Stage 2 
Formal Support 

Repeated concerns, more 
serious behaviour, or Stage 1 
targets not met. 

Head of Learning, 
apprenticeship 
manager or equivalent. 

Review Stage 1 evidence 
Involve parent/carer, 
employer or support 
services where 
appropriate 
Agree revised action plan 
Issue warning where 
proportionate 

Meeting normally 
within 10 working 
days. 
Chair receives 
summary at least 
1 working day 
before. 
Review within 2 
to 3 weeks. 

Cause for 
Concern and/or 
Smart Assessor 
record, action 
plan, warning if 
issued and review 
outcome. 
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Stage 3 
Senior Manager 
Review 

Significant repeated 
concerns, serious 
misconduct, high risk, or 
Stage 2 has not resolved the 
issue. 

Senior Manager or 
member of SLT. 

• Review evidence 
and previous 
support 

• Consider risk, 
impact, SEND, 
safeguarding and 
reasonable 
adjustments 

• Hear 
student/apprentice 
account 

• Decide to maintain, 
de-escalate or 
refer to Stage 4 

Meeting normally 
within 10 working 
days of referral. 
Evidence to 
Senior Manager 
at least 1 working 
day before. 
Review within 2 
to 4 weeks. 

Formal discipline 
record on E 
Trackr and/or 
Smart Assessor, 
including 
rationale, 
support, warning 
or conditions. 

Stage 4 
Panel Review 

Gross misconduct, significant 
risk, possible exclusion, 
withdrawal from college-
delivered apprenticeship 
training, or serious outcome 
consideration. 

Deputy Chief Executive, 
Principal and CEO, or 
nominated SLT Stage 4 
Chair. 

• Panel reviews 
evidence 

• Student/apprentice 
gives account 

• Context, support 
and adjustments 
considered 

• Panel decides 
proportionate 
outcome 

Paperwork to 
panel at least 2 
working days 
before. 
Decision at 
meeting or within 
5 working days in 
writing. 
Conditions 
reviewed within 2 
to 4 weeks. 

Formal outcome 
recorded. 
Permanent 
exclusion or 
withdrawal 
requires Principal 
and CEO 
approval. 

Stage 4 Appeal 
Final College 
Stage 

Appeal against Stage 4 
outcome due to procedural 
fairness, proportionality, 

Senior leader or 
governor not involved 
in the original Stage 4 
decision. 

• Review appeal 
grounds 

• Consider evidence 

Appeal submitted 
in writing within 
10 working days 

Appeal request, 
evidence 
considered, final 
decision and 
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reasonableness or new 
evidence. 

• Uphold, amend, 
request further 
investigation or 
refer back 

of Stage 4 
outcome letter. 

communication 
recorded. 

A Stage 4 appeal is not a rehearing of the full case unless the reviewer determines that this is necessary. The appeal must identify the ground 
relied upon and any supporting information. The reviewer may uphold the outcome, substitute a lesser outcome, require further investigation 
or remit the matter for a fresh decision by an impartial decision-maker. The college will acknowledge the appeal promptly and communicate 
the final decision and reasons in writing as soon as reasonably practicable. The original outcome will normally remain in force pending appeal 
unless the reviewer decides that an interim variation is necessary for fairness, safety or continued access to learning or training. 
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Appendix 5 – Escalation Checklist and Roles 
This checklist should be used before escalating a concern and at each stage of the Student 
and Apprentice Behaviour Referral Process.  

Step What needs to happen Responsible role Record/evidence 
required 

1. Identify the 
concern 

Identify the specific 
behaviour, attendance, 
commitment, wellbeing, 
workplace or 
professional conduct 
concern. Check whether 
there is an immediate 
safeguarding, health and 
safety or serious risk 
issue. 

Any staff member, 
lecturer, assessor, 
trainer, support staff 
member or employer 
representative 

Cause for Concern, 
incident note, witness 
account, Smart Assessor 
note, email or other 
relevant evidence 

2. Respond 
immediately 
and safely 

Use proportionate de-
escalation, restorative 
conversation, reasonable 
adjustments or 
immediate support 
where appropriate. If 
there is immediate risk, 
follow safeguarding, 
health and safety or 
emergency procedures. 

Staff member present; 
safeguarding team or 
duty manager where 
required 

Brief factual record of 
action taken, immediate 
risk assessment and any 
safeguarding referral if 
required 

3. Consider 
context 
before 
escalation 

Consider SEND, EHCP 
provision, disability, 
mental health, trauma, 
safeguarding, 
attendance, external 
factors, workplace 
pressures, employer 
context and previous 
support. Do not escalate 
until context and 
reasonable adjustments 
have been considered, 
unless risk or seriousness 
requires immediate 
escalation. 

TLM, assessor, trainer, 
HoL, apprenticeship 
manager or relevant 
support staff 

Context summary, 
student/apprentice voice, 
support already offered, 
reasonable adjustments 
considered and rationale 
for proposed stage 

4. Record the 
concern 

Record the concern 
clearly and factually on 
the appropriate system. 
Include what happened, 
when, who was involved, 

Reporting staff 
member; 
assessor/trainer for 
apprentice concerns 
where relevant 

E Trackr behaviour or 
disciplinary record; My 
Concern safeguarding 
record where applicable; 
and Smart Assessor 
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impact, context, support 
offered and any 
immediate actions. 

progress, employer-
involvement or training-
plan record where 
relevant. Records should 
be cross-referenced 
rather than unnecessarily 
duplicated. 

5. Decide the 
appropriate 
stage 

Use the lowest 
appropriate stage unless 
there is serious risk, 
serious misconduct, 
gross misconduct, 
safeguarding concern, 
criminal allegation, 
significant disruption or 
repeated behaviour 
despite support. 

TLM/assessor for 
Stage 1; 
HoL/apprenticeship 
manager for Stage 2; 
Senior Manager or 
member of SLT for 
Stage 3 or direct 
escalation; Deputy 
Chief Executive, 
Principal and CEO, or 
another appropriately 
authorised SLT 
member who has not 
been materially 
involved in the earlier 
decision for Stage 4. 

Recorded rationale for 
stage selected, including 
reasons for any direct 
escalation 

6. Arrange 
the meeting 

Arrange the meeting 
within the policy 
timescale. Invite the 
student or apprentice 
and relevant staff. For 
apprentices, consider 
whether the employer 
should be informed or 
invited. For under-18s or 
vulnerable 
students/apprentices, 
consider parent/carer, 
safeguarding or support 
involvement. 

Stage chair: 
TLM/assessor, 
HoL/apprenticeship 
manager, Senior 
Manager or Stage 4 
Chair 

Meeting invite, attendee 
list, evidence pack where 
required and confirmation 
of any 
representation/support 

7. Hold the 
meeting 

Explain the concern and 
possible outcomes, 
confirm that the student 
or apprentice has 
received the evidence 
and reasonable time to 
prepare, and check that 
the chair is impartial. 
Hear the student or 

Stage chair with 
relevant staff, support 
staff, assessor/trainer 
and employer where 
appropriate 

Meeting notes, agreed 
action plan, targets, 
support, reasonable 
adjustments, review date 
and outcome 
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apprentice account, 
review evidence that 
supports or challenges 
the allegation, consider 
context, support and 
reasonable adjustments, 
and decide on the 
balance of probabilities 
whether the case is 
maintained, escalated, 
de-escalated or closed. 

8. 
Communicate 
the outcome 

Confirm the outcome 
clearly, including targets, 
support, review date, 
warning or sanction if 
applicable, and what 
may happen if concerns 
continue. Share with 
parent/carer or 
employer where 
appropriate and 
proportionate. 

Stage chair or 
nominated lead 

Outcome letter/email, E 
Trackr update and/or 
Smart Assessor update 

9. Review 
progress 

Review progress within 
the agreed timeframe. 
Check whether targets 
have been met, support 
has been effective and 
whether risk has 
reduced, increased or 
remained the same. 

TLM/assessor for 
Stage 1; 
HoL/apprenticeship 
manager for Stage 2; 
Senior Manager for 
Stage 3; Stage 4 Chair 
or nominated lead for 
panel conditions 

Review notes, updated 
action plan, evidence of 
progress, 
student/apprentice voice 
and employer feedback 
where relevant 

10. Escalate, 
de-escalate or 
close 

Escalate only where 
concerns continue 
despite appropriate 
support, risk increases, 
or seriousness requires 
higher-level review. De-
escalate or close where 
targets are met, risk 
reduces or support has 
been effective. 

Current stage chair in 
consultation with 
relevant staff, support 
services, safeguarding, 
apprenticeship team 
or SLT as required 

Clear recorded decision 
and rationale, including 
next steps, responsible 
person and review date if 
continuing 

Minimum evidence required before escalation: factual record of the concern; student or 
apprentice voice; context considered; reasonable adjustments considered or applied; 
support already offered; impact and risk assessment; agreed targets and review date; 
parent/carer, employer, safeguarding or support involvement where relevant; and a clear 
rationale for escalation, de-escalation or closure. 
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Direct escalation reminder: direct escalation to Stage 3 or Stage 4 should only be used 
where there is serious risk, serious misconduct, gross misconduct, safeguarding concern, 
criminal allegation, significant disruption or repeated behaviour despite appropriate 
support. The reason for bypassing earlier stages must be recorded. 
 
 
Approval 
 
Date Approved: August 2026 
Approved by: Senior Leadership Team and Corporation 
Implementation Date: September 2026 
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