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SECTION 1: POLICY STATEMENT

Nescot College is a learning community where staff and students are committed to
our mission and values. The Nescot Code of Conduct and Behaviour Policy is
designed to guide us towards the most inclusive and safest environment for
everyone. This requires a commitment from all users of the college and sets clear
expectations for behaviour and disciplinary action in response to unacceptable
attendance, behaviour, conduct or commitment. The ‘A, B, Cs’.

SECTION 2: SCOPE

This document sets out the code of conduct to which all college students are
expected to adhere in return for being provided with high quality teaching and
learning and the opportunity to achieve qualifications. The code applies to academic
matters [such as attendance and submission of work] and to matters relating to
conduct. It sets out the procedures to be followed when the code of conduct is
breached. It is not an exhaustive list of misdemeanours. The college will apply the
process as it sees fit based on the individual circumstance of any given individual or
incident.

Breach of the code of conduct may lead to disciplinary action being taken and
repeated breaches or a single gross breach may result in a learner being suspended
or excluded from the college. This code applies to all students at the college whether
they study full time, part time or apprentices. The college reserves the right to apply
the processes and policy at any stage it deems appropriate. Students do not have to
proceed at every stage and should a situation, action or event determine it, students
can move immediately to any stage or be removed from college if the investigating
panel deems appropriate.

SECTION 3: PRINCIPLES

The procedure is based on the following principles:

e Complaints of student misconduct should, wherever possible and appropriate, be
dealt with informally by consultation between the student(s) and the appropriate
staff concerned. The formal procedure should only be invoked where informal
action has failed, or the misconduct is of a serious nature to warrant direct
access to the formal route.

e The primary purpose of the disciplinary procedure is to support the student
rather than impose further or future sanctions.

e The procedure should work as quickly as possible, consistent with a thorough
investigation of the circumstances of the case. Students will be given an
opportunity to explain their conduct before disciplinary action is invoked.

e Students will be informed of and provided with a copy of the disciplinary
procedure when the formal procedure is invoked.



Written records are to be compiled and maintained at each stage of the
proceedings.

Where a student is under the age of eighteen years, or under 25 with an EHCP,
copies of all correspondence, originating from the college will be sent to the
parents or guardians.

Students will have the right of appeal against action up to and including
exclusion

SECTION 4: CODE OF CONDUCT

As a student, you play a crucial role in maintaining a respectful, inclusive and safe
environment for everyone on campus. The Nescot Student Code of Conduct outlines
our expectations for your behaviour and responsibilities. Please take the time to
familiarise yourself with these guidelines to ensure a positive college experience.

Respect and Equality

Value Everyone Equally: Respect British Values and the democratic right of
freedom of speech, different beliefs, rule of law, and individual liberty.

Kindness and Politeness: Be kind, hard-working, and respectful always. Treat
your peers, colleagues, staff, and visitors with politeness.

Champion Diversity: Embrace diversity and promote a sense of community and
belonging among Nescot students and visitors.

Responsibility and Learning

Attend well: Students should aim for 95% attendance or higher. It is evidenced
that students who attend well are more likely to pass qualifications. Those with
less than 85% may be subject to intervention.

Resilience and Support: Be resilient and seek support when needed. Develop
good learning habits, including, punctuality, effective communication, and a
willingness to learn.

Compliance: Follow all reasonable requests, rules, and instructions from college
staff, including specific campus areas like the Learning Resource Centre and
Refectory.

Maintain College Standards: Uphold acceptable standards of conduct and
college performance, as outlined in this policy document.

Behaviour

Positive Behaviour: Treat all members of the community with respect. Engage
in conduct that is considerate, non-threatening, and promotes a positive
environment, including the appropriate use of social media.

Respectful Communication: Communicate in a manner that is professional,
inclusive, and free from bullying, harassment, including sexual harassment, or
inappropriate comments related to protected characteristics such as race,
gender, age, sex, etc. This applies to in-person and online interactions.



Non-Violence and non-threatening: Foster a safe environment by refraining
from physical violence, verbally threatening or abusive conduct, reckless
behaviour, or carrying weapons of any kind. Conduct yourself with decency and
respect for others.

Upholding Reputation: Represent the institution positively through your
conduct, both on and off campus premises.

Student Health, Safety, and Security

ID Card and Lanyard: Always wear your current/active lanyard and ID on the
campus, in public areas. You must return old or inactive ID cards immediately
Maintaining a non-smoking or vaping campus: No smoking or vaping within
the college site. Use the designated smoking area in the car park.

Proper Access: Only access facilities with your own valid ID card. Giving
access to others using your card or allowing them to tailgate is not allowed. If
you need to buy a replacement ID, obtain one from the security office.

Safety Protocols: Adhere to all general and specific health and safety
regulations, including proper fire safety practices and work-related precautions.
Prioritise your safety and that of others.

Respect for Property: Be responsible for your property, belongings, equipment,
and clothing. Respect the belongings of others. Do not take or use others’
property without permission and ensure proper payment of fees. If you find lost
property, turn it over to security staff.

Legal Conduct: Always act within the law when on campus and disclose any
criminal penalties, criminal convictions or cautions prior to or during your studies.
Wellbeing support is available for students following legal procedures.

Healthy Environment: Do not take part in gambling, possession or use of illegal
substances, alcohol or inappropriate prescription drug use on campus, to
promote a healthy and safe setting.

Parking and driving: Use college car park facilities with care. Park in allocated
spaces and follow road markings. Adhere to the 5mph speed limit.

College Campus Environment

Respect Facilities: Treat college buildings, facilities, equipment, and the
environment with care and respect.

Notices and Posters: Seek approval from college staff before displaying notices
or posters.

Food and Drink: Consume food and drink only in designated areas. Clear your
litter, be considerate of the environment and treat our refectory staff with respect.
Report Damage: Report any damage to property or equipment to a staff
member.

No Vandalism: Avoid causing damage to buildings, equipment, books,
furnishings, or other properties.

Respect our neighbours: Be considerate of our neighbours by remaining
respectful in interactions and disposing of any litter in bins. Don’t leave litter
behind in our neighbourhood.



Use of Information Technology (IT)

IT Responsibility: Use technology responsibly, including checking college email
and communication tools regularly.

Equipment Care: Safeguard IT equipment, borrow and return resources
responsibly, and avoid downloading inappropriate files.

IT Usage: Do not misuse IT by taking part in online bullying, accessing
inappropriate content, abusing email facilities, or interfering with computer
software.

Recording: Recording of classes or college staff may only take place with the
consent of the Head of Curriculum or Curriculum Lead.

Generative Al (e.g. CoPilot, Gemini, Notebook LM, ChatGPT, Claude,
Bard etc)

Academic Integrity and Honesty: Ensure assessments are in your own words
and properly attributed to sources, including generative Al technology.
Prohibited Use: Avoid inappropriate use of generative Al, such as copying and
pasting answers without proper referencing.

SECTION 5: GROSS MISCONDUCT

Any major breach of the code could be deemed gross misconduct. Gross
misconduct will result in temporary or permanent exclusion. It is a serious breach of
college rules and examples include:

Lists are not exhaustive, and the College reserves the right to apply sanctions
deemed appropriate based on any given action.

Repeated behaviour from previous interventions: Disregarding action plans
and failure to meet the targets set.

Regular poor attendance including being on campus and not in lessons
Academic Misconduct: Such as cheating, plagiarism, inappropriate use of
artificial intelligence or significant rule breaking.

Substance Use: Being in possession of or under the influence of alcohol or
illegal drugs during any college activities, including trips and visits.

Smoking or Vaping: inside a building or any indoor space

Refusal to show ID to a member of college staff when requested
Dangerous driving on campus grounds or the surrounds

Serious Health and Safety Breach: Refusal to follow safety instructions or
tampering with fire alarms and equipment.

Inappropriate Internet Use: Accessing explicit content or other misuse of the
college network.

Bullying and Violence: Engaging in repeated bullying, intimidation, harassment,
or any form of violence, whether verbal, physical, or online.



e Equal Opportunities Breach: A serious violation of the Equality & Diversity
Policy.

e Unauthorised Access: Tailgating or bringing non-students onto campus
including allowing access to other students using your ID card.

e Bringing Disrepute: Actions, whether on or off-campus, that harm the college’s
reputation.

* Non-payment of fees due to the college.

e Legal Conduct: Not disclosing criminal penalties, criminal convictions or
cautions.

e Creating Risk or Injury: Putting others at unnecessary risk or causing harm to
others.

e Criminal Offences: Any criminal activities, including theft and damage to
property

Nescot College will permanently exclude when the following occurs:

. Acts of physical violence or physical threat that is deemed serious

J Possession of illegal substances (including cannabis) in college or the
local area

. Possession of a weapon of any kind (including bladed articles).

AUTHORITY AND NON-APPEAL SANCTION

The College reserves the right to bypass the usual intervention or disciplinary stages
outlined in this policy, where a panel of Senior Leaders considers it necessary, based
on the seriousness of the incident or circumstances involved.

In such cases, the College may impose any disciplinary sanction it deems
appropriate at any stage, without following the standard sequential process.

This authority may be exercised in situations such as:

Incidents of a serious nature, including gross misconduct or actions that endanger
others.

Cases where the facts cannot be reliably established due to conflicting accounts or
insufficient evidence.

Situations where there is reasonable belief that a student is withholding information,
failing to cooperate, or obstructing an investigation into a serious breach of conduct.

Behaviour, on or off campus, that brings the College into disrepute or raises
significant concern for the wellbeing of the College or its community.

Any other circumstances deemed sufficiently serious to warrant immediate action.

This list is not exhaustive. The College reserves the right to apply this principle in
any situation of significant concern.



Decisions made under this authority are final and not subject to appeal. The College
is not obliged to respond to further communication regarding such sanctions.

These measures are intended to maintain a safe, respectful, and inclusive
environment for all students, staff, visitors, and the wider community.

SECTION 6: DISCIPLINARY PROCEDURE

The disciplinary process at the college will consist of the following formal stages:
Failure to observe the code may result in disciplinary action being taken.

For a minor breach of college regulations, a verbal warning may be considered
sufficient. If so, it should be delivered in private by the student’s Tutor /Curriculum
Manager. The student will be told why their behaviour does not meet an acceptable
standard and made aware of what they must do to meet that standard.

Such issues as disruptive behaviour in the classroom, persistent unexplained
absence (see attendance policy), repeated failure to carry a college identity card
may need to be dealt with in this way. A record is uploaded onto Pro Monitor.

STAGE 1

If a student’s behaviour or performance does not meet acceptable standards, their
tutor will arrange to meet with the student to discuss the action required for
improvement and any support needed. The student will be given a formal warning.
The student will be informed of the improvement required and the timescales to
improve by.

This will be confirmed in writing, and the letter will be sent to parents, guardian
and/or carer (if under the age of 18 or 25 for students with an EHCP). It will warn that
the next

Stage (Stage 2) will be invoked if there is no satisfactory improvement. A record will
be made on the college ProMonitor system.

Possible reasons for a Stage 1 Disciplinary could include the following minor
misconduct:
J Poor attendance
Poor punctuality
Poor work rate
Repeated failure to submit work
Minor academic misconduct
Disruption of learning
Use of offensive language
Failure to comply with reasonable requests from staff members



It is not intended that students will be issued with multiple Stage 1 warnings for
different matters of minor misconduct. Such matters will affect the student’s ability

to achieve and will contribute to the overall performance of the student. Therefore, if
a student has been issued with a Stage 1 Warning previously during their time at the
College, any further issue will automatically escalate to a Stage 2.

STAGE 2

If there is a more serious cause for concern or is a student fails to respond positively
to the warning from the teacher or manager, a second formal warning will be given to
the student by the Curriculum Manager/Head of Curriculum.

The Curriculum Manager/Head of Curriculum will arrange a meeting with the student
who will be advised of the improvement required and the timescales to improve by.
This will be confirmed in writing, and the letter will be sent to the student’s parents,
guardian or carer (if under the age of 18 or under 25 with an EHCP). It will warn that
the next Stage (Stage 3) will be invoked if there is no satisfactory improvement within
the given timescale. A record will be made on the college ProMonitor system.

STAGE 3

A Stage 3 Hearing is reserved for instances of serious formal or gross misconduct, to
underline the seriousness of the breach of the code of conduct and to address the
situation. The decision-making process in this stage is highly rigorous, with the aim
of ensuring fairness and justice. The college reserves the right to determine cases
that proceed directly to Stage 3. All Stage 3 meetings must be logged on
ProMonitor and CPoms by the Curriculum Manager or Head of Curriculum.

A disciplinary hearing will be called when either:

J Stage 2 has been invoked and there is no improvement within the given
timescales; or
. The breach of college discipline is serious enough to that it is considered

gross misconduct.

Possible outcomes from a Stage 3 meeting are:

. No case to answer
. Final warning with conditions
J Exclusion from college

The disciplinary hearing will consist of senior leaders from the college, the student,
and in the case of 16—18-year-olds, or students aged up to 25 with an EHCP,
parents, guardian and/or carer. Advocates from the college staff, such a member of
the Learning Support Team for students with EHCPs, or a member of the
Wellbeing Team, for students that are known to them should also attend.
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Prior to the meeting

If appropriate, the student is requested to submit a statement, outlining details
of the event that caused the meeting to be called. Students may be suspended
from college, depending to perceived risk to other students, staff members, college
property, college reputation, for a period of no more than 10 working days — while
a thorough investigation is carried out. Curriculum Leads or Heads of
Curriculum/School should inform Security to prevent access to the college.
Curriculum Leads or Heads of Curriculum/School should contact the Next of Kin
to inform them of the sanction, process and check contact details are correct.
Students should not contact any other student involved in the investigation during
this time.

The Curriculum Manager or Head of Curriculum/School will gather evidence within
five working days, including witness statements, statement from the student and
any CCTV recordings. If evidence points to the student having not committed
the offence, the Curriculum Manager or Head of Curriculum/School will review the
evidence with a member of the Senior Leadership Team. If agreed, student invited
to return to college immediately and referred to the Wellbeing Team or the EHCP
student mentors for support if required.

The meeting

On completion of the investigation, the department administrator will schedule the
Stage 3 Disciplinary Hearing giving at least 3 days’ notice to the student,
parents, guardians or carers. Should the student and/or Next of Kin not attend the
meeting, the meeting will go ahead in their absence.

The Curriculum Manager or Head of Curriculum/School and/or other member of the
curriculum team will present the case, to an independent panel of senior college
leaders. The student will be given the opportunity to respond. The panel members
will ask questions to gain further insight or for clarification.

After the meeting

The panel will confer and reach a decision on the outcome. The decision will be
issued within 2 working days by the panel lead, in writing. On occasion, it may
take longer than 2 days if additional information is required. This will be
communicated to all parties. The panel lead will update ProMonitor with the
outcome of the meeting and upload any evidence.

If a final written warning is given, targets should be agreed at the meeting and
recorded on ProMonitor. Targets must be reviewed by the Curriculum Manager or
Head of Curriculum/School after a period of 2 weeks and again after one month.
Failure to meet the targets will result in immediate exclusion.
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If excluded from college, the panel lead will add the withdrawal to the students’
Promonitor record. Nescot will not accept an application from the student in the
following academic year.

SECTION 7: LINKED BEHAVIOUR INTERVENSION
PROCESSES

In some instances, a shorter disciplinary process may be used for specific breaches
of the code of conduct or to ensure Nescot is the correct provision for the student.
This is to protect the health and wellbeing of our college community.

Part 1: The first six weeks

Repeated breaches of the code of conduct in the first six weeks will see the following
disciplinary procedure being invoked:

Step 2: Meeting
with Curriculum
Manager/Head
of Step 3:
Curriculum/Sch Disciplinary with

Final written

warning issued If repeated,

withdrawal from

and careeers
interview
offered

College - appeal
not heard

00 to review 2 managers
breaches of present
behaviour.
Letter sent

home.

Part 2: Tailgating or improper use of ID Cards

Following another learner through the barriers or any entry/exit point to college
campus is gross misconduct. If you are found to have followed another student
through a barrier on a single ID Card you will be subject to the following process:

Step 3 Disciplinary with 2 Final written warning I ITEROEHEE), TS T

from College - appeal

managers present issued
8 P not heard

Part 3: Smoking and Vaping outside of designated area

The college operates a no smoking / vaping policy across the whole campus. The
only designated area to smoke or vape is in the sheltered zone next to the car park
and cycle storage area at the front of the campus.

If you are caught using an electronic vaping device of any kind or smoking, you will
be subject to the following processes:
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¢ Indoors - within any college building

Step 3 Disciplinary with 2 Final written warning i iErmeeiie, Sidie el

from college - appeal not

managers present Issued
8 P heard

e Outdoors — on any part of college campus

3rd Occurance
2nd Occurance

Formal Warning logged

Formal Warning logged on college record

1st Occurance: on college record

Formal 'Stage 3'
disciplinary with 2
managers present.

Formal Behaviour
meeting

Formal Warning logged
on college record

Letter send to
parent/guardian

Final written warning
issued

SECTION 8: APPEALS

It's important to note that while Nescot takes disciplinary actions seriously. We
maintain transparency and ensure that students have avenues to appeal decisions
when they believe they have been treated unfairly.

. The Curriculum Manager or Head Curriculum/School will have oversight of
all behaviour interventions within their School, to ensure consistency of
approach. If you think you have been treated unfairly, you can appeal to
them for Stage 1 and Stage 2 interventions.

J Appeals for Stage 3 Interventions should be made to the Quality Office
(quality@nescot.ac.uk) where it will be reviewed by a member of the
College Management Team.

J Appeals must be submitted within 5 working days of the receipt of the
outcome.

. Legal representation is not generally allowed

J A balance of probability standard used, not a court of law

. Appeals will be heard within 20 working days by an unbiased college
management member.

J Appeal outcomes are final and not subject to further appeal.

Grounds for Appeal

If you wish to make an appeal to the outcome of a sanction, you must
clearly state the reasons in your submission and include new evidence, evidence
of unfair procedure, unreasonable findings or outcome.
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Simply disagreeing with a sanction or outcome does not constitute grounds for
appeal. Any appeal received without further evidence may be rejected and does
not have to be heard.

Section 5 details scenarios where the college does not accept nor hear appeals
in relation to behaviour intervention, and the outcome of an investigation is final.

SECTION 9: QUALITY AND MONITORING

Monitoring of Stage 3 disciplinary records will take place by the College Leadership
Team to ensure that students are receiving equitable treatment under the
procedures.

An annual report will be made to the College Leadership Team and to the Board of
Governors, providing information regarding numbers, action and outcomes of the
application of the disciplinary procedure.

SECTION 10: LINKED POLICIES AND PROCEDURES

Nescot Attendance Policy

Nescot Student IT User Agreement
Nescot Safeguarding Policy
Nescot Learning Support Policy
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SECTION 11: APPENDIXES
Stage 1 letter

[INSERT DATE]
[INSERT NAME / ADDRESS]
[INSERT EMAIL ADDRESS and E-MAIL ADDRESS of NOK]

Dear [SALUTATION]
Stage 1 - Written Warning

This letter constitutes a written warning following concerns raised by staff at Nescot College
regarding [Insert Student name].

[Give explanation of what took place].

This written warning constitutes Stage 1 of the Nescot College Student Disciplinary
Procedure and will be kept on record.

No further action will be taken as long as [Insert Student name] makes the following
improvements by the deadline set:

[List improvements]

Review date: [insert review date]

Any further incidents will be dealt with in line with our Nescot’s Disciplinary Procedure.
Yours sincerely,

[insert scanned signature]

[Print approved member of staff — Tutor]
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Stage 2 letter

[INSERT DATE]
[INSERT NAME / ADDRESS]
[INSERT EMAIL ADDRESS and E-MAIL ADDRESS of NOK]

Dear [SALUTATION]
Stage 2 - Written Warning

This letter constitutes a written warning following concerns raised by staff at staff at Nescot
College regarding [Insert Student name].

[Give explanation of what took place].

This written warning constitutes Stage 2 of the Nescot College Student Disciplinary
Procedure and will be kept on record.

No further action will be taken as long as [Insert Student name] makes the improvements
noted by the deadline set.

[List improvements]

Review date: [insert review date]

Any further incidents will be dealt with in line with our Nescot’s Disciplinary Procedure.
Yours sincerely,

[insert scanned signature]

[Print approved member of staff — Curriculum Manager/Head of Curriculum/School]
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Notification of suspension from college

INSERT DATE]
[INSERT NAME / ADDRESS]
[INSERT EMAIL ADDRESS and ADDRESS of NOK]

Dear [SALUTATION]
Notice of Suspension from College

I am writing to inform you that you are suspended from attending College with effect from
[insert date]. Your suspension will not normally exceed 10 days. You will be invited to attend
college for a disciplinary meeting in the near future. You should not return to college
premises until your disciplinary meeting.

The reason for your suspension is that you are accused of [Insert full reason as described in
the Policy/Procedure). The incident will be dealt with using the Nescot Student Code of
Conduct and Behaviour Policy, a copy of which is enclosed.

You will be given at least three days’ notice, in writing, of the date of the disciplinary meeting.
At that time, you will receive all the relevant documents that may be referred to at the
meeting — please bring these with you.

You are strongly encouraged to attend the meeting, and you have the right to bring a parent/
guardian.

I remind you that your card has been blocked and you may not enter College
premises until invited to do so.

Yours sincerely,
[insert scanned signature]

[Print approved member of staff — Curriculum administrator]
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Stage 3 Hearing Invitation
[INSERT DATE]

[INSERT NAME / ADDRESS]
[INSERT EMAIL ADDRESS and ADDRESS of NOK]

Dear [SALUTATION]
Notice of Stage 3 Disciplinary Hearing

This letter is to invite you to attend a Stage 3 disciplinary hearing. The hearing will take
place on [Insert date & time]. You should arrive at reception 15 minutes prior to this time.

In preparation for the hearing, please review the accompanying documents:

e [list documents enclosed]
e Acopy of Nescot’'s Code of Conduct and Disciplinary Procedure

You can be accompanied by a parent/ guardian, who can support you.

This formal disciplinary hearing will be attended an independent panel of college managers,

who will review the evidence and agree on an outcome.

You are strongly advised to attend this meeting. Should you decide not to attend without
agreement, the meeting will take place in your absence and the sanctions decided on the
evidence presented in the enclosed papers.

I must bring to your attention that the possible outcomes:

¢ No further action,
e Final warning and return to college with conditions
e Excluded from college

Please email [Insert administrator name and email address] to confirm your attendance at
the above meeting.

Yours sincerely,
[insert scanned signature]

[Print approved member of staff — Curriculum administrator]
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Stage 3 Outcome Letter
[INSERT DATE]

[INSERT NAME / ADDRESS]

[INSERT EMAIL ADDRESS and E-MAIL ADDRESS of NOK]

Dear [SALUTATION]
Outcome of Stage 3 Disciplinary Hearing

This letter is to confirm the outcome of the Stage 3 Disciplinary Hearing held on [insert
date]. The panel have agreed [delete as appropriate - there is no case to answer/to
allow you to return with conditions/that you should be exclude from college].

[write:

e a brief explanation/overview of the findings

e Ifreturn on conditions:

The conditions of your return are listed below:
List conditions

O

(@]

Return date and arrangements
This behaviour intervention will remain on your record for the next

(@]

academic year. Any further breaks of the disciplinary policy, or failure to
meet the conditions of your return, will result in instant dismissal with no
appeal.

e [fexcluded

o Be advised, Nescot will not accept an application from you for the next

academic year. This will give you time to reflect on your actions. Should
you wish to apply for the subsequent year, this application will be
considered in line with the usual application process.

Please consider how your actions have impacted on your college experience and
potential future career.

Yours sincerely,
[insert scanned signature]

[Print approved member of staff — Panel Lead]
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Smoking and Vaping Letter — Formal Warning
[INSERT DATE]

[INSERT NAME / ADDRESS]

[INSERT EMAIL ADDRESS and E-MAIL ADDRESS of NOK]

Dear [SALUTATION]
Notification of formal warning

I am writing to inform you that [Student Name], has been spoken to by staff for a second
time regarding vaping in a non-designated area on college premises.

As you may be aware, NESCOT takes pride in maintaining a safe, healthy and respectful
environment for all students, staff and visitors. The College is a non-smoking and non-
vaping campus, with the exception of one clearly designated shelter in the student/staff
car park. Vaping is not permitted in any other area.

Unfortunately, should [Student Name] be found vaping again outside of the designated
shelter, this will result in a Stage 3 disciplinary meeting. Please be aware that Stage 3 is
a formal process which may ultimately lead to the removal of a student’s place at the
College.

We recognise that young people may not always appreciate the consequences of their
actions. For this reason, our approach is first to educate and encourage students to
make better choices. However, repeated breaches of College expectations cannot be
ignored, as they affect the wellbeing and example set to others.

Your support in reinforcing this message at home would be greatly appreciated. Please
remind [Student Name] of the importance of following College rules and showing
consideration for others so that all students can benefit from a positive and respectful
learning environment.

If you have any concerns or would like to discuss this matter further, please do not
hesitate to contact me directly.

Thank you for your cooperation.

Yours sincerely,
[insert scanned signature]

[Print approved member of staff — Curriculum Manager/Head of Curriculum/School]
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Tailgating Letter — Formal Warning
[INSERT DATE]

[INSERT NAME / ADDRESS]

[INSERT EMAIL ADDRESS and E-MAIL ADDRESS of NOK]

Dear [SALUTATION]
Notification of formal warning

This is to confirm the outcome following your stage 3 disciplinary hearing which was held on
XXXXX

The panel have discussed your case and have agreed to give you a final written warning.
You will be able to continue with your place at NESCOT providing you meet the following
conditions:

e You must wear your lanyard when on College campus at all times,

e must not give your lanyard to other students to wear and/or gain entry onto the
College site.

e You must not tailgate other students or allow other students to tailgate you through
the College barriers to gain entry to or from NESCOT.

This is the final stage of the disciplinary process and should you fail to meet/repeat any of
the conditions listed above, your place at college will be removed. Please take this
opportunity to put this matter behind you and make the changes in your behaviours
necessary to enable you to achieve your qualifications and to progress on with your
education.

Yours sincerely

Kathryn Stephen

Vice Principal: Curriculum
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