
 

 

 

 

 

 

 

 

 

8.8 Pastoral Support Policy 
Incorporating behaviour  and code of conduct. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Rationale: 

Bridge Training recognises that emotional health and well-being, positive approaches to learning and 

the capacity to show growth in personal and social skills are the key to effective learning. Our policy 

supports September 2019 Government guidance- Keeping Children safe in Education. 

We acknowledge that for students to achieve their potential and maximise their future life chances 

every learning opportunity must be taken.  Good attendance and behaviour, engagement and being 

effectively prepared is essential for our students to achieve their aspirations.   

At Bridge Training we are committed to providing a learning environment in which students can fulfil 

their potential and participate in activities. 

The purpose of these procedures is to detail Bridge Training’s standards for behaviour and the 

expectations of all individuals registered or enrolled at BTL in order to promote a safe and positive 

learning environment.  

These measures document the pastoral process that will apply if a student breaches BTL’s Code of 

Conduct or otherwise behaves in a manner that is, in the opinion of the BTL, detrimental to student 

discipline, welfare and/or BTL student/staff well-being. 

The code also includes the behaviour of students away from BTL premises where they are associated 

with BTL and/or are travelling to or from BTL or involved in an incident that is of a serious nature 

and/or places the good name of BTL into disrepute. Students on BTL approved work placements also 

fall within the scope of this code. 

Classroom management, attendance and timekeeping is the responsibility of the member of staff 

leading the session. 

This student pastoral procedure is designed to: 

 

• ensure procedural fairness 

• encourage all students to meet the standards of behaviour required by BTL 

• ensure consistent and just treatment for all regardless of disability, age, race, gender, 

religion and belief, sexual orientation, gender reassignment, pregnancy and maternity 

• ensure that the facts are established, and the matter is investigated fully before pastoral 

action is taken 

• ensure that students know what is expected of them and are supported in reaching and 

maintaining our high expectations 

• ensure that students are given access to a fair hearing 

• set out the stages of the BTL Pastoral Procedure 

• outline the sanctions which may be applied as part of the pastoral procedure 

• clarify the appeals procedure associated with any pastoral actions.  

 

 

 

 



 

 

 

 

Code of Conduct for Students 

The Code of Conduct explains how we expect students to behave whilst on BTL premises or taking 

part in BTL activities. 

The Code of Conduct lists BTL’s general expectations in terms of: 

➢ Attendance and punctuality 

➢ Behaviour 

➢ Attainment 

➢ Attitude to staff  

➢ Attitude to peers/ peer on peer abuse. 

➢ safeguarding 

 

If students do not follow the Code of Conduct, pastoral reform action may be taken. 

Pastoral Procedure 

Working with the SAT officer and tutor, the student will set out clear goals and aspirations to 

improve their attendance, behaviour or conduct. 

Informal stage 

For non-serious or minor or first instances of misconduct (including absenteeism) the Tutor or SAT 

officer will deal with the incident by means of an informal verbal warning. In such instance’s 

students will be advised; 

• of the BTL’s Code of Conduct 

• of the standards of behaviour expected and carry out a personal support programme 

meeting  

• that any further misconduct will be dealt with formally under the BTL’s Pastoral         

Procedures. 

 BTL expects that members of staff will work with students and Personal Tutors to resolve poor 

performance or other minor issues informally before a formal pastoral warning is considered. This 

expectation does not extend to conduct that could be Gross Misconduct or other serious breach of 

the Student/BTL Agreement; this will be dealt with moving directly to stages 3 or 4 of this Procedure. 

Stage 1: Recorded Verbal Notice 

As part of our restorative approach, it may be appropriate to offer-  

PAUSE -BREATHE – THINK - REFLECT 

Stage 2: First written warning 

After 3 written warnings within the year, the personal tutor or SAT officer must call a personal 

support programme meeting 

Stage 3: Final written warning 



 

 

Stage 4: Pastoral Panel Hearings 

Stage 1: Recorded Verbal Notice 

In cases too serious for informal action, or where transgression persists despite an informal notice, 

students may be given a recorded verbal warning. 

In such instances the member of staff issuing the warning with the SAT officer will- 

• Issue/signpost a copy of the Student Pastoral Procedures and Code of Conduct 

• Hold a pastoral interview with the student 

• Inform the parent (or person with parental responsibility) if the student is under 18 at 

the start of the course, or school if under 16. 

• If appropriate, issue a verbal warning. 

• Provide firm advice on how to correct behaviour 

• Advise that, if any further misconduct of any kind occurs, the student will be disciplined 

further 

• Meeting and action/s taken will be recorded on PIC’s and the ILP. 

PAUSE -BREATHE – THINK - REFLECT 

When a student’s behaviour reaches this stage, things have usually started to escalate, and the 

student may be being rude, obstinate or refusing to follow rules/instructions. 

No productive work can be undertaken when a student is in this mindset, so time out from the 

classroom should be the next stage.  However, this MUST be done under the following conditions: 

• The student needs to be taken to their SAT officer or Nikki Knights (or any SMT in her 

absence), where they will complete the reflections form, then they either do some research, 

complete work on Moodle or sit quietly with Nikki just while they re-group and reflect on 

how the events panned out.  Nikki may then send them back to class, or if necessary, they 

could be sent home. The SAT officer or Nikki will let the teacher(s) concerned the outcome 

of this discussion via email, and it will also be recorded on PICS. 

After 5 verbal warnings within a half term, the personal tutor or SAT officer must call a personal 

support programme meeting. 

Stage 2: First written warning 

If further misconduct occurs or if behaviour does not improve after a recorded verbal warning, a first 

written warning may be given. Alternatively, if the misconduct is deemed more serious, we may 

proceed directly to the first written warning stage. 

In such instances the member of staff or the SAT officer will: 

• Issue/signpost a copy of these Student Pastoral Procedures and Code of Conduct 

• Hold a pastoral interview with the student and issue written warning. 

• Inform the parent (or person with parental responsibility) if the student is under 18 at 

the start of the course, or school if under 16. 

• Confirm the outcome in writing within 5 working days of the pastoral interview, sending 

a copy to parent (or person with parental responsibility)/school/employer if appropriate 

• If the Tutor knows of extenuating circumstances which would make sending a letter 

inappropriate, they should inform the SAT officer concerned. They should also work with 

their tutee to rectify the concerns 



 

 

• Students or the Tutor may request that parents/carers/employers be invited to BTL to 

help resolve the situation with the Personal Tutor and/or SAT officer. 

• SAT officer will provide clear guidance as to what needs to be done to improve 

behaviour and a clear indication of what will happen if not. 

• There may be a clear referral to internal/external support agencies and/or a 

requirement for other sanctions/conditions. 

• Meeting and action/s taken will be recorded on PICs. Outcomes will be documented in 

terms of agreed conditions or SMART target(s) for improvement. These will be recorded 

in the student’s eILP and progress meetings will be scheduled with the SAT officer. 

After 3 written warnings within the year, the personal tutor or SAT officer must call a personal 

support programme meeting 

 

Stage 3: Final written warning 

If further misconduct occurs following the previous warnings, a final written warning may be given. 

Alternatively, where serious misconduct has occurred, students may be given an immediate final 

written warning. 

This meeting will be chaired by a Head of Education or Head of Welfare and will include the 

student’s Tutor and/or SAT officer. 

In such instances the steps detailed for ‘first written warning’ will be carried out. Additionally, you 

will be informed that further misconduct or failure to meet the conduct of behaviour and standards 

expected will result in a panel hearing at which, if the allegation is proven, there is the strong 

likelihood of suspension or exclusion from BTL. 

Stage 4: Pastoral Panel Hearings 

If misconduct persists despite the final written warning, or in instances of gross misconduct, 

students may be suspended from BTL. In such instances the steps detailed for a pastoral panel 

hearing will be followed as outlined below: 

The Stage 4 Pastoral Panel will be chaired by the Head of Education or Head of Welfare (or their 

elected representative.) 

A Stage 4 Student Pastoral Panel will comprise, at a minimum: 

1. Head of Education or Welfare – Chair of Panel 

2. Head of SAT   

The student has the right to be accompanied by a maximum of two supporters e.g. parents/carers, 

Tutor 

Stage 4 Pastoral Panel Procedure guidelines: 

 On the day of the Panel: 

1. The student should arrive 15 minutes prior to the start of the panel to be met by a 

member of BTL staff in reception. 

2. The panel will convene and the members and their roles at the panel made known to 

the students and their supporters. 



 

 

3. The complaint/allegation will be read, and the student asked for their statement relating 

to this. 

4. The Chair of the Panel will review the evidence submitted. 

5. All Panel members will be given the opportunity to ask questions they feel appropriate 

to the allegation or complaint. 

6. The Chair will then review the allegation or complaint with a view to deciding on any 

sanction that may be appropriate. The student and their supporters may be asked to 

leave the meeting. 

7. The panel will then reach a conclusion relating to the complaint or allegation and the 

Chair will apply a sanction as appropriate. Decision may be deferred if appropriate and 

may be made known to the student at the time at the discretion of the Panel’s Chair. 

8. A written record of the Panel (notes of the meeting) will be kept by the note taker. 

9. Following the meeting, the student will be notified of the decision and the right of 

appeal. This notification will also include information relating to whom any appeal 

should be addressed and the timeframe for lodging the appeal. Notification will also be 

forwarded in writing to the parents/carers of those under 18 unless the latter is deemed 

inappropriate by the Chair of the Panel. 

10. If the student fails to attend the panel, or if their conduct (or that of their supporters) 

prior to or at the panel is deemed to be abusive or violent or otherwise inappropriate, 

the Panel’s Chair may choose to suspend the Panel and reconvene at a later date and/or 

to continue the hearing in the absence of the student and their supporters and come to 

a decision in the student’s absence. The student and parents/carers, where appropriate, 

will be informed by letter of decisions made by the Panel and given information about 

procedures for making an appeal. 

At any point, the Panel Chair may suspend the panel and invite the student to attend at a future 

date. The Panel should be reconvened with its original members within 5 working days. The 

student’s suspension will be extended until the new panel date. If the student fails to attend the 

reconvened Panel, the Panel may reach a conclusion in their absence. 

 

Outcomes open to the Pastoral Panel are as follows: 

1. To readmit the student at Stage 3   

2. To exclude the student permanently: The Pastoral Panel may consider the offence to be 

of such severity that the student is excluded from the BTL without leave to return. 

3. To exclude for the remainder of the academic year. The student can re-apply for the 

following academic year.  

4. To issue a final warning that if the student offends subsequently, they will be excluded 

with immediate effect. The exclusion to be authorised and actioned by the Chair of the 

Pastoral Panel or another member of SMT. 

 Other sanctions/conditions to be met- 

BTL will seek to use restorative justice measures when possible and appropriate, to help address 

conflict, build a student’s understanding of the real impact of their actions and to take responsibility 

and make amends. In all cases a single option or combination of options can be imposed as 

appropriate. 

The following may be appropriate to use within the above pastoral framework stages 1 to 4: 



 

 

Compensation - the student is required to pay a reasonable sum to BTL by way of compensation for 

identified and quantified damage or loss. 

Restorative justice – if appropriate, the student will have one or more mediated sessions with any 

individuals who have experienced negative consequences as a result of the student’s misconduct. 

This will provide the student with an opportunity to make amends for harm caused. Mediated 

sessions will be arranged through the SAT Manager or Head of Education. 

 

What does it mean- 

Gross misconduct 

Gross misconduct is generally seen as serious misconduct where the BTL considers that it is not 

possible to continue to allow students to study at BTL or be on BTL premises. 

If proven, it would normally result in exclusion from the BTL.  

 Criminal activity 

BTL reserves the right to report potentially criminal activity to the police, and/or to advise victims of 

such activity of their right to do so. If an incident is serious and of a criminal nature, we may defer 

pastoral action pending the outcome of criminal proceedings. In exceptional circumstances we may 

also take the decision to suspend students until the outcome of the proceedings is known. 

Formal Stage 

Information Gathering 

Information will be gathered regarding the alleged misconduct before a pastoral interview is held or 

pastoral action taken. This is likely to involve interviewing and gaining information from staff and 

students who were involved or witnessed the alleged misconduct. Such information will be recorded 

in writing. Staff or students who were witnesses have the right to choose not to take part in the 

investigation. 

Students involved in the information gathering may be accompanied at interview by a supporter. 

 

Suspension 

In cases where the alleged misconduct is serious and/or it may be detrimental to the smooth 

running of the course and/or BTL for the student to remain on site, suspension may need to be 

considered while the case is being investigated. 

In such cases the student will be informed of the reason for the suspension. This will be confirmed in 

writing, with a copy to your parent (or person with parental responsibility)/school/employer if you 

are under 18 at the start of your course. 

The suspension is not a punishment but is to allow us to investigate the alleged misconduct fully. If 

two or more students are involved in the alleged offence and if suspension is considered, then 

normally all students will be suspended. 

The period of suspension will be kept to a minimum. 



 

 

Suspension may be subject to qualification, such as permission to take an examination or supported 

with distance learning 

Automatic Suspension - When a student has committed Gross Misconduct, all members of the SMT, 

or BTL Managers (where no member of the SMT is available) can immediately suspend a student. 

The matter will be dealt with from Stage 4 of the Pastoral Procedures. 

  

In line with our duty of care, in the case of all suspensions or exclusions of students under the age of 

18 (or up to 25 for any with learning needs or disabilities/ EHCP) the parents or carers should be 

telephoned wherever possible to let them know that the student has been asked to leave the 

premises. The opportunity to give an early brief explanation of our reasoning may be useful at this 

stage and an outline of what will happen next. 

 

If the student suspended is aged 14-16 then the school must be informed in the first instance. The 

school will either collect the student themselves and/or arrange for the parent(s)/guardians to 

collect the student from BTL. The student should not be asked to leave until they are in the care / 

supervision of parent / guardian / school representative. 

 

If the student suspended is aged 16-18 then every reasonable attempt should be made to contact 

the parents(s) / guardian to inform them that their son/daughter has been asked to leave BTL 

premises. If this is not possible due to transport restrictions the student will be supervised on 

campus until appropriate arrangements have been made 

 

Outcome and action 

The following outcomes of the pastoral information gathering are possible: 

• no case to answer 

• student offered counselling/support 

• allegations appear to be substantiated and there is a case to answer 

Where there is a case to answer, pastoral action will be taken within the following 

pastoral policy. 

Attendance and Lateness Triggers 

Where a student arrives late for class, this should be discussed with the tutor at an appropriate time, 

where lateness or absenteeism is becoming a concern, the teacher should discuss the issue swiftly 

with the students’ SAT officer after recording concerns within Pic’s. The SAT’s officer will conduct a 

pastoral support meeting.  

 

 

 



 

 

Appeal: 

Students may ONLY appeal if they believe that one of three grounds for appeal is satisfied. 

• that they were not provided with a fair hearing 

• that there is new evidence unavailable at the earlier hearing that would have affected 

the outcome 

• that the penalty imposed is disproportionate to the misconduct 

A request for appeal must identify the grounds of appeal. The Managing Director will determine 

whether the grounds are enough to allow an appeal. 

In the event of an appeal being allowed the MD, or their nominee, will constitute and chair an 

Appeal Panel that will include one senior manager who has not been previously involved in the case. 

The date of the appeal hearing will be set to allow all parties enough time to collate and present 

evidence The Appeal Panel will take evidence from the student and review the findings of the Panel 

Hearing. 

The Panel may determine one of three outcomes and their decision is final: - 

(1) that both the finding of guilt and the penalty imposed be upheld 

(2) that the finding of guilt is confirmed but that the penalty is re-determined 

(3) that the finding of guilt is overruled 

 Records of pastoral action 

Details of written warnings, exclusions, suspensions and appeals will be held on PICs.  

 

Students with SEND 

The expectation for standards of behaviour to be adhered to is the same for all students; however 

the BTL recognises that there may be some instances where students with additional learning 

support needs require additional consideration on a case by case basis (such as those with literacy 

difficulties; English as a second language; learning difficulties or disabilities; vulnerable young people 

or adults and those with mental ill health). 

At every stage of the pastoral process, all members of staff must be conscious of the needs of 

students who may be disadvantaged by a process which relies on written communication and formal 

interviews. 

Members of staff must consider the individual needs of such students and adapt the process, with 

advice from the EHCP lead in order to ensure that they are treated fairly and equitably.  



 

 

Stage 1

complete a  PSP

• Informal verbal discussion with SAT officer/ tutor 

• Recorded Verbal Warning 

• Pause,Think, breath, reflect 

Stage 2 
complete a PSE

• First Written Warning

• Final Written Warning 

Stage 3

• Exclusion- either permanent of for a set duration  



 

 

Behaviour and Code of Expectations Process 

 

 

WARNINGS 

 

 

 

 

Teacher              Welfare     Safeguarding     SMT 

  

 

 

 

 

 

All Exclusions       

must be agreed 

in a panel 

meeting by a 

minimum of 2 

independent 

SMT staff. 

After 5 Verbal Warnings per ½ term a 
Written warning meeting must be held with Welfare 
 

  Induction 

What does process cover-?  

Attendance 

Punctuality 

Attainment 

Attitude/Behaviour 

Safeguarding  

WARNINGS 

Low Level disruption 

Attendance 

Punctuality 

Attainment 

Basic H & S issues 

 

PS/ Exclusion 

Serious Misconduct 

Physical Violence 

Threatening Behaviour 

Serious H & S Breaches 

Drug/Alcohol Related 

Damage 

Theft 

Bullying 

 

 

Set 

Target 

on ILP 

Record  

Verbal 

Warning 

Review 

Written Warning 

agreed with 

Welfare Team & 

Hof E notified 

Gather Feedback Weekly 

from Teacher Meetings 

Week 4 Review 

Week 6 Review 

Safeguarding 

Referral  

PS Meeting & 

Plan 

3 Written 

Warnings 

Fixed Term 

Exclusion 

Permanent 

Exclusion 

Disclosure 

Failure to Improve or 

Serious Misconduct ? 

Evidence sent to SMT 



 

 

 

 

Pastoral Support Programme 

Review date:  
 
 

Student:  
Date of birth:  
Date of meeting: 

 

Attendees: 
 

Progress – refer to PS 
To what extent  

• Has the pupil met the PS targets? 
 

• Did the college provide the additional support agreed at the last meeting? 
 

• Has the pupil’s parent/carer met their commitments to the PS? 
 

• Has any other agency been involved? 
 



 

 

Additional information: 
(including any new college, parent or outside agency commitments)  
 
 

 

 

 

 

 

 

 

Outcome of review: 
 

Date of next meeting – if appropriate: 
 

cc Parent  



 

 

 

 

Reason(s) for my behaviour                                                                                                                          Consequences of my 

behaviour                                        

                                                                            Description of Behaviour shown                                          How do I feel?                                                                                                                                                                                                           

                                                                                                                                                                                    

                                                                                           

 

                                                                                                                                                                   How has my behaviour 

affected others? 

                                                                                                                                                                  

 

                               

How can                                                                                                                                                How can I behave differently 

next time? 

 

Action Plan 

Target By when Consequence of target not being met 

   

   



 

 

 



 

 

 


