Discipline Policy

Updated January 2008
Introduction

This document details the procedure for managing learners (or a group of learners) who contravene Animi Training Policies and Procedures. Animi Training aims to provide a safe, disciplined and healthy environment in which learning can take place and which abides by current legislation. All employees and learners are responsible for helping to maintain this environment. 

Scope of this Policy

This policy covers conduct which is in contravention of the learner charter, use of learning centre computers, equal opportunities policy, health and safety policy and other appropriate guidelines set out by Animi Training. Where a learners act in contravention to legislation this will be reported to the appropriate authorities, further action in accordance with this policy will be taken on the outcome of any legal proceedings. 

Minor Misconduct

Minor misconduct includes but is not limited to the following:

· Disruption of other learners

· Inappropriate language used in the Centre

· Intentionally wasting resources

Serious Misconduct

Examples of serious misconduct are as follows:

· Offensive behaviour including abuse, harassment, discrimination and violence

· Putting staff and other learners at a health and safety risk

· Repeated occurrence of minor misconduct

· Misuse of Animi Training property

· Fighting
· Theft
· Introducing viruses into computers

· Inappropriate use of email and the internet including downloading inappropriate content, internet pornography, sending malicious emails, using inappropriate language, violating copyright laws. 
If the above are serious cases these will be reported to the appropriate authorities. 

Please note the examples under each category are not exhaustive.

Who we inform

Where minor cases of misconduct have occurred the matter will only be discussed with the complainant (the person reporting the contravention), learner, and member of staff. Confidential records will be kept about all reported cases. If through the discipline proceedings a learndirect learner is suspended or expelled then the learners details will be passed onto the learndirect regional office. If through the procedure the misconduct is viewed as illegal the learner will be reported to the appropriate authorities. 

Appeals / Complaints

At anytime during the proceedings if the learner or complainant wishes to make an appeal or complaint they may do so through the complaints procedure. 

Links to other policies
This policy should also be read in conjunction with the following policies. 

· Complaints, compliments and suggestion policy

· Learner Charter

· Use of learning centre computers

· Health and Safety Policy

· Equal Opportunities Policy
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Caution, appropriate actions decided





Suspension from Centre, appropriate time limits agreed





Expulsion from centre (if learndirect learner then learndirect informed)





Meetings to be held with the complainant, learner and a witness





Learner informed of outcomes and requested to attend meeting





Complainant informed of outcomes and requested to attend meeting





Learner informed of outcome





Matter resolved 





Matter Unresolved





CEO to discuss matter with Centre Manager





Referral to the CEO from Learning Centre or Learner (via Centre Manager)





Company Procedures


(See section on serious misconduct)





Expulsion from Centre (if learndirect learner then learndirect informed)





Allegation not upheld





Allegation upheld





Suspension from Centre until outcome





Learner reported to appropriate authorities





Criminal and Legal Proceedings





Learner informed of the intention to report matter to appropriate authorities





Contravention of Law 


(Criminal Offence)





Appropriate Authorities informed (see section on criminal offence)





Matter unresolved





If the learner is unhappy with the outcome it can be referred to the CEO, this must be done via the Centre Manager. 





Centre Manager requests CEO Support





CEO Procedures (see section on referral to CEO) 





Learner and Complainant informed matter has been referred





Expulsion from Centre





Contravention did occur





Caution, appropriate actions agreed





Suspension from Centre, appropriate time limits agreed 





Matter Resolved





Formal Enquiry by Centre Manager





Learner Informed in writing and requested to attend meeting





Contravention did not occur





No further action





Allegation Dismissed





Interview undertaken by Centre Manager with Learner (in the presence of another senior member of staff) – Learner is entitled to have an informal representative present for support and advice. 





Allegation put in writing by Complainant





Meeting with Centre Manager and Complainant





Serious Misconduct - Breach of Policies and Procedures 


(Learner Charter, Use of Computers, Health and Safety, Equal Opportunities)





Appropriate actions agreed





Referred to CEO (See section on referral to the CEO)





Matter Resolved





Informal discussion between Centre Manager and Learner





Matter Unresolved





Minor Misconduct - Breach of Policies and Procedures 


(Learner Charter, Use of Computers, Health and Safety, Equal Opportunities)
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