REFERRAL & DISCIPLINARY PROCEDURES

COURSES/WORKSHOPS

REFERRAL PROCEDURE

Problem arises with
learners attendance,
concerns about
completing/achieving
the course, lateness,
lack of response to
important
correspondence, etc.

Learner & Tutor
will discuss the
problem. A plan
of action will be
developed to
resolve the
problem
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Learner/Tutor/ Course
Centre and Centre
Manager will meet to
resolve the
problem/ongoing
performance review

If no
improvement
noted,
learner will
be withdrawn
from the
course

v

Report filed
with Course
Centre and if
required FA
Education Team

Gross misconduct -
actions which are
dangerous/breach
the safety
regulations of the
Course Centre and
put staff and
learners at risk
including but not
limited to actions
involving drugs or
alcohol, violence or
threats of violence,
indecency, bullying,
harassment,
cheating and
Safeguarding
concerns

v

Report filed
with Centre
Manager and
Course Centre
and

If required FA
Education Team

DISCIPLINARY PROCEDURES

Addressed by
Tutor/Centre
Manager
and/or FA
Education Team

Learner may be
immediately
suspended

Disciplinary
hearing: Centre
Manager and
Tutor

Learner may be
accompanied

Learner can
appeal to
Course
Centre

v

Further
appeal to
Course
Centre
and/or FA
Education
team

Appeal can
be made to
appropriate
Awarding
Body




