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Disciplinary & Appeals Procedures FE 
The following procedures provide a framework within which action may be taken by 
Italia Conti at the appropriate level providing clear guidelines and opportunity for 
appeal.  

Overview 
The following procedures provide a framework within which action may be taken by 
Italia Conti at the appropriate level, whilst providing the student, parents and 
employers with clear guidelines and the opportunity for appeal. The procedures 
distinguish two levels: the student in difficulty and the student involved in a serious 
breach of discipline. 

1. The student in difficulty 

1.1 Disciplinary action may be taken in a variety of circumstances. These may include- 

• persistent absences  
• failure to complete a work schedule  
• anti-social behaviour  
• breaches of Italia Conti rules at Italia Conti or during Italia Conti time, on Italia 

Conti activities, or where a student is aggrieved by another student in respect of 
Italia Conti activities.  

• *failure to satisfactorily complete a probationary period (see point 1.4 below)  

1.2 The first line of action will be via the student’s Year Tutor or subject tutor. This 
should include discussion with the student and, if this is unsatisfactory, then it should 
be referred to the Head of Department / Co-ordinator. A record of this contact and any 
important issues or agreed actions must be noted on the Student/Tutor Record form. If 
the situation does not improve the Head of Department, Year Tutor or Course Director 
(as appropriate) will be informed and given suggested improvement guidelines and 
support arrangements (e.g. student put ‘on report’). The Head of Department, Tutor or 
Course Director inform the Principal.  

1.3 The Tutor and Head of Department will monitor the situation in association with the 
Year Tutor and, if the student’s conduct and /or attendance does not improve 
satisfactorily, will refer the matter to the Course Director where a final oral warning to 
the student will be issued. The Principal will be informed and in certain cases a letter 
will be send to parents or guardian.    

1.4 If there is no subsequent improvement in the student’s behaviour the Course 
Director, or Principal will either suspend (for a period not exceeding five working days) 
the student and /or issue a formal written warning with improvement guidelines, a copy 
of which will be sent to the Principal and, if appropriate, to the parent(s). 
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*Where a student has been placed on a probationary period, this will also count as 
being placed on a final formal written warning. 

1.5 If there is no improvement the student may be suspended (for a period not 
exceeding ten working days) by the Course Director or Principal from her or his course 
of study at Italia Conti or have her or his course of study terminated. The student and 
parent, guardian will be notified in writing and sent the Italia Conti’s Student 
Disciplinary Procedures which draw their attention to the appeals procedure. 

 

2. Serious breaches of discipline 

2.1 Any member of staff should report any serious breach of discipline directly to the 
Course Director or Principal.  Examples of serious breaches of discipline may include - 

• theft  
• fighting, physical or verbal assault on another person 
• threatening or abusive behaviour 
• deliberate damage to Italia Conti property  
• being under the influence of alcohol or illegal drugs  
• possession of, or dealing in, any illegal drugs  
• possession of, or use of, an offensive weapon 

This list is not exhaustive. 

2.2 The Principal and Vice-Principal shall have the power to suspend a student for 
serious breach of discipline for a period not exceeding ten working days. The Course 
Director must report immediately to the Principal and the Year Tutor. The Course 
Director will be responsible for liaison with the suspended student and his or her 
parent(s) or guardian, and Principal, as quickly as possible. The reason for and (if 
applicable) terms of suspension, will be given in writing to the student and (if 
appropriate) parent(s) and guardian. 

2.3 Where a suspension occurs the Principal and Vice Principal shall, within seven 
working days of the suspension, inform the student concerned of any proposed further 
action, which shall comprise either a final formal written warning pursuant to point 1.4 
above; or, if the breach of discipline is sufficiently serious, immediate expulsion.  

2.4 If the outcome is expulsion, the reason for this will be given in writing to the 
student and parent(s), guardian. If expulsion is the outcome the student may elect to 
have her or his case heard by the Appeals Committee. The student must write, within 
ten working days of notification of expulsion, to the Appeals Committee c/o Italia Conti 
Theatre Arts Ltd, 23 Goswell Road, London, EC1M 7AJ. 
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3. The Appeals Committee 

3.1 The Appeals Committee will be appointed annually at the start of the academic 
year and will consist of - 

• one Head of Department / Co-ordinator appointed by the Course Director or 
Principal 

• one Head boy or Girl elected by the students 
• one member who is independent of the course the student is enrolled on  

The Course Director or Principal shall sit in the meeting as observers. The meeting will 
be chaired by the Head of Department / Co-ordinator.  

3.2 The Principal shall not be a member of the Appeals Committee. 

3.3 No member of staff shall form part of the Appeals Committee if he or she has been 
involved in referring the matters which are the subject of the disciplinary action to the 
student’s Personal Tutor, to the Head of Department or Course Director / Principal, or 
if he or she has been directly involved in the circumstances surrounding any such 
matter. 

3.4 In the event that another member of the full-time teaching staff needs to be 
appointed to replace any person unable to sit upon either committee, he or she shall 
be appointed by the Course Director or Principal.  

3.5 The Appeals Committee shall meet as soon as possible and, in any case, not later 
than ten working days from the date when it became necessary for it to be convened. 

3.6 The student concerned shall have the right to appear (and be accompanied by a 
lay representative - normally a parent/guardian, student, - if he or she wishes) at a 
meeting of the Appeals Committee. 

3.7 The Committee shall have the power to suspend or to expel the student. 

3.8 The decision of the Appeals Committee shall be final. 

4. Appeals Committee Procedures 

Once the student has indicated that he or she wishes to invoke the Appeals 
Committee hearing, the following parties must be informed in writing of the date of the 
hearing and the procedures for the Appeals Committee - 

• the student concerned (the complainant)  
• parent/guardian (if the student is under 18)  
• the Course Director  
• the Principal  



6 | P a g e  
Policies \Disciplinary Policy\FE (16+) \HE /Italia Conti  

• Appeals committee members  

5. Communications 

The Principal’s secretary will act as Officer for the Appeals Committee and for all 
subsequent communication. 

6. Statements 

At least three working days before the hearing the Principal’s secretary will supply the 
complainant, the members of the Appeals Committee and the Course Director with - 

6.1 A written statement by the complainant with any relevant background information. 

6.2 A written statement summarising the Italia Conti’s position in the complaint. 

6.3 Copies of any documents which are to be put before the Appeals Committee. 

 

7. Meeting of the Appeals Committee 

7.1 The Chair of the Appeals Committee (Independent) will outline the complaint, the 
outcome of previous investigations and identify the principle issue(s) to be resolved. 

7.2 Opinion will be sought from the complainant and Italia Conti representative. The 
Chair will then decide whether both parties will be present throughout the proceedings, 
or will be present only when explaining their position and answering questions. 
Whatever the decision, the Chair will have the right to ask a party to withdraw if it 
becomes necessary. 

7.3 The complainant and/or her or his lay representative, normally a parent/guardian, 
will explain their position and answer any questions put by the Committee or the Italia 
Conti representative. 

7.4 The Italia Conti representative will explain the position of Italia Conti and answer 
any questions put by the Committee or the complainant. 

7.5 Witnesses may be called, whose anonymity may be protected at the discretion of 
the Chair of the Appeals Committee. 

7.6 Both parties will sum up their case and then withdraw from the Appeals 
Committee. 

7.7 The Committee will deliberate on the appeal in private. 
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7.8 The outcome of the hearing will be based on the majority decision of the 
Committee. 

7.9 The Committee may adjourn any hearing to receive further evidence they may 
require, to enable an interested party to attend, or for any other appropriate reason. 

7.10 The Secretary, or a representative, will keep brief notes of the proceedings and 
record the decision, which will be signed by the members of the Committee. This 
record will not be made public but will be available to the parties. 

 

8. The Decision of the Appeals Committee 

After the formal hearing, the complainant and the Course Director and Principal are to 
be notified in writing by the Principal’s secretary as soon as possible, but within three 
working days, of the decision of the Committee and the reasons for it. 

9. Dissatisfaction with the way the procedure has been used 

If you feel the disciplinary procedure has been incorrectly or unfairly applied, you may 
write to the Principal. The Principal’s decision will be final.  
 

10. Student Grievance Procedure FE 
Students are encouraged to raise any complaints or grievances with an appropriate 
member of staff at the earliest opportunity, as complaints that are dealt with informally 
at an early stage have the best chance of being resolved effectively. 
Where informal procedures have failed to resolve the problem, students may bring a 
complaint under the Student Grievance.  
The student grievance procedure is designed to provide a clear step by step process 
through which a student may, without adversely affecting his/her position on the 
course, pursue legitimate complaints.  Students are reminded that only by following 
the procedure outlined below can they expect a full and satisfactory outcome to any 
complaint process. 

A legitimate complaint is defined as any aspect of the teaching and learning process 
or general treatment of students by members of staff which appears to fall below the 
standard which a student can reasonably expect while on the course.  

Suggestions for alterations and improvements to the delivery or content of the course, 
or to general conditions in the building, do not constitute a complaint matter. 

Legitimate complaints fall into a wide range of categories, which cannot be outlined in 
full for the purposes of this document.  However, they may include: victimisation or 
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unreasonable differentiation in treatment, sexual harassment, physical assault or 
unreasonable physical or psychological demands. 

If a student has legitimate complaint concerning one or more members of staff, he/she 
should, in the first instance; 

1. Report the matter verbally to the appropriate Head of Department / Co-
coordinator.  This will normally constitute an informal complaint. 

 

2. The course tutor will advise the student whether he/she has a legitimate 
complaint and will suggest a course of action. Such action may include:  

No action on this occasion, discussion of the complaint matter with the member 
of staff concerned, (with or without the course tutor being present, as 
appropriate), informal action by the course tutor (normally discussion with the 
member of staff concerned), formal action by the course tutor.  This will involve 
the student making a formal complaint in writing. 

3. Should the student be dissatisfied with the level of action proposed by the 
course tutor, the student may decide to proceed unilaterally with a formal 
complaint addressed to the Course Director or Principal. In such a case, the 
student should inform the course tutor that he/she intends to take this course of 
action before submitting the formal complaint. Italia Conti reserves the right to 
alter these procedures where it is deemed appropriate. 

 

Complaint procedures within Italia Conti will be independent of any formal legal 
proceedings which may ensue from the matter in question. 
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Disciplinary & Appeals Procedures HE 
 

Breaches of the Code of Conduct will be dealt with through the HE Disciplinary, 
Appeals & Complaints Procedure (non-academic)  

10. Minor breaches of the Code of Conduct (HE) 
 
Minor breaches of the Code of Conduct may include the following examples of 
unprofessional behaviour:  

• Unpunctuality for any scheduled session. 
• Unexplained non-attendance for any scheduled session. 
• Lack of adequate preparation. 
• Inappropriate dress. 
• Disrupting the smooth progress of a class. 
• Not returning equipment and furniture from communal areas immediately af-

ter the period for which it was borrowed. 
• Smoking in any part of the building. 
• Any other circumstances of inappropriate behaviour which are deemed by 

the Head of Student Services / Head of Year to constitute a minor breach of 
the Code of Conduct.  

 

This list is not exhaustive. 

Procedure: 

i) 1st Non-academic minor breach of discipline – Written Informal 
Warning  
 

Minor breaches of discipline will normally in the first instance be dealt with by the 
Programme Administrator (Avondale) or by means of a Written Informal Warning. At 
this stage a student may also, where appropriate, be offered advice and help to 
improve their standards from the relevant Programmes Director. 

It is issued by: 

• Programmes Administrator in conjunction with Head of Student Services 
(Acting Programmes)  

• Head of Year (Musical Theatre Programme). 

 

ii) 2nd Non-academic minor breach of discipline – Written Formal 
Warning and meeting with Head of Student Services / Head of Year. 
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Following the issue of a written informal warning, any further minor breach of the Code 
of Conduct will result in: 

• a Written Formal Warning 
• meeting with relevant Programme Director. 

 

iii) 3rd Non-academic minor breach of discipline  
 

Any further minor breach of discipline/single serious breach of discipline will result in  

• a student being immediately suspended from Italia Conti by the relevant 
Programme Director, or their designated deputy, pending a disciplinary 
hearing. 

IV) Disciplinary Hearing  

• the student will be informed in writing of the date of his/her disciplinary 
hearing within one week from the date of the suspension commencing. 

 
• The disciplinary hearing will normally take place within three weeks after 

the date of the exclusion.  
 

• The student may submit witness statements or character testimonials to 
the relevant Programme Director as part of his/her defence, at any time 
prior to the hearing. 

 
• The student may be accompanied to the hearing by one of the elected 

student representatives. S/he may not be accompanied by any legal rep-
resentative or relative. 

 
• The hearing will normally last between 1 and 2 hours and will take place 

in a designated room in the presence of the disciplinary panel. The disci-
plinary panel will usually include a senior member of Italia Conti staff 
plus at least two independent academic members of staff. 

 
• The decision of the disciplinary panel will be made known to the student 

in writing within five working days of the hearing. Possible decisions in-
clude: 

1) Exoneration and immediate return to Italia Conti 
2) Conditional return to Italia Conti 
3) Termination of studies. 

 

V) The student has the right of appeal against the decision of the 
disciplinary panel.  
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• Please refer to the information regarding appeals procedure. 
•  

 11. Serious breaches of the Code of Conduct (HE) 
 
Serious breaches of the Code of Conduct may include the following: 

• Insulting or deliberately obstructive behaviour towards staff or other stu-
dents. 

• Racist, sexist, ageist, anti-disabled, homophobic or transphobic remarks or 
expressed attitudes. 

• Sexual harassment. 
• Bullying or intimidating behaviour. 
• Physical or sexual assault. 
• Inappropriate conduct within the working environment which impedes the 

learning of others. 
• Unwillingness to undertake all assessed and non-assessed elements of the 

curriculum. 
• Use of alcohol during the working day. 
• Use or possession of illegal drugs. 
• Possession of any offensive weapon on the premises, other than those au-

thorised for specific productions. 
• Vandalism or damage to any Italia Conti or private property. 
• Theft of any Italia Conti or private property. 
• Abusive or inappropriate language. 
• Any other inappropriate behaviour which is deemed in the circumstances by 

the relevant Programme Director to constitute a serious breach of the Code 
of Conduct. 

 

Procedure: 

I) A serious breach of discipline  
• student immediately suspended from Italia Conti by the relevant Pro-

gramme Director or designated deputy pending a disciplinary hearing 
 

II) Disciplinary hearing  
• the student will normally be informed in writing of the date of his/her Dis-

ciplinary Hearing within one week from the date of the suspension com-
mencing. 
 

• The disciplinary hearing will normally take place within three weeks after 
the date of the exclusion.  

 
• The student may submit witness statements or character testimonials to 

the relevant Programme Director as part of his/her defence, at any time 
prior to the hearing. 
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• The student may be accompanied to the hearing by one of the elected 
student representatives. S/he may not be accompanied by any legal rep-
resentative or relative. 

 
• The hearing will normally last between 1 and 2 hours and will take place 

in a designated room in the presence of the disciplinary panel. The disci-
plinary panel will usually include a senior member of Italia Conti staff 
plus at least two academic members of staff. 

 
• The decision of the disciplinary panel will be made known to the student 

in writing within five working days of the hearing. Possible decisions in-
clude: 

   

1) Exoneration and immediate return to Italia Conti 
2) Conditional return to the Italia Conti 
3) Termination of studies. 

 

III) The student has the right of appeal against the decision of the discipli-
nary panel.  
 
For further information, please refer to the disciplinary appeals section of 
this policy. 

 
For procedures relating to academic disciplinary matters, please refer to the 
Academic Regulations and Academic Appeals procedures. 
 
 
12. Important notes 
 
12.1 The definition as to what constitutes a major or a minor breach for the purposes 

of these procedures is wholly and entirely at the discretion of Italia Conti. 
 
12.2 Italia Conti reserves the right to investigate and instigate formal proceedings on 

receiving information from informal channels, should the issue be deemed seri-
ous enough to merit this. 

 
12.3 In the execution of these procedures Italia Conti will conduct its own investiga-

tion into the detail of the issue. Such investigations may include obtaining the 
relevant testimony of staff and peers. Where such investigations provide infor-
mation material to the case, this information will be made available to the stu-
dent in advance of a disciplinary panel. However, this will be in the form of edit-
ed and specific points to which the panel will expect a response and not entire 
and verbatim scripts or statements. 

 
12.4 This policy is to protect the confidentiality of those providing statements and to 

maximise an objective standpoint. 
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12.5 Where a student is the subject of criminal proceedings for matters either related 
or unrelated to Italia Conti, the Academy reserves the right to instigate associ-
ated disciplinary proceedings for the duration of any case in order to protect the 
student body. 
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HE Disciplinary Appeals 
13.  Disciplinary Appeals (HE) 
 

i) Students have the right of appeal against an Academy disciplinary outcome 
decision but should be advised that a mere restatement of their case will not 
be sufficient grounds for granting an appeal hearing.   
 

ii) Requests for an appeal hearing must be made in writing to the relevant Pro-
gramme Director within 10 working days of the disciplinary decision. Should 
a student be granted an appeal hearing, this will normally be heard within 2 
weeks of the student being notified that an appeal hearing has been ap-
proved. 

 
iii)  If the Academy decides there are insufficient grounds for granting an ap-

peal hearing this decision cannot be contested through the Academy’s in-
ternal procedures. 

 
iv)  If an appeal hearing is not granted the student will be notified in writing 

within 10 working days of the receipt of the request for an appeal.   
 

v) The appeal hearing panel will usually include at least one member of the Di-
rectorate, the relevant Programme Director and/or the Programmes Admin-
istrator and a further independent member of the Academic Staff. The con-
stitution of the appeal hearing panel will be different to the initial disciplinary 
hearing panel.  

 
vi) The student may be accompanied to the hearing by one of the elected stu-

dent representatives. S/he may not be accompanied by any legal repre-
sentative or relative. 

 
vii)  The hearing will normally last between 1 and 2 hours, and will take place in 

a designated room in the presence of the appeal hearing panel.  
 

viii) The decision of the appeal hearing panel will normally be made known to 
the student in writing no more than 5 working days following the appeal 
hearing. Possible decisions include: 

1) Overruling the decision of the initial disciplinary panel and exonerating 
the student. 

2) Revising the decision of the initial disciplinary panel and altering the na-
ture of the disciplinary action taken. 
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3) Upholding the decision of the initial disciplinary panel decision. 
 

ix) The decision of the appeal hearing panel will be final. 

  

x)  The Academy reserves the right to alter these procedures should the Prin-
cipal consider that in following them a student will not be dealt with fairly. 

 

xi)  Disciplinary procedures within the Academy will be independent of any for-
mal legal proceedings which may ensue from breaches of the code of con-
duct. 

 

xii)  Students cannot appeal against academic judgements through this pro-
cess. Appeals pertaining to academic matters must be dealt with through 
the UEL Academic Appeals procedure (included in this document). 

 

14. Linked policies 
• Academic Regulations (UEL) 
• Academic Misconduct (UEL) 
• Academic Appeals (UEL) 
• Fitness to Train 
• SEND 
• Attendance 
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