Adult Education Service 

Exclusion policy 
The Adult Education Service expects all learners to behave responsibly and to treat other learners and staff with respect.  The Learner Pack summarises expectations of learners in the following sections: ‘Equality and diversity’, ‘Your rights and responsibilities’, ‘Your safety’ and ‘Your safety online’.

Circumstances in which the Adult Education Service may exclude a learner

The Adult Education Service may exclude an adult learner in any of the following circumstances:
a) if there is sufficient evidence that a learner has abused, harassed, bullied or discriminated against, or poses any risk, threat or danger, to another learner or learners or staff, and if allowing the learner to remain in their class or on site would seriously harm the welfare, safety or learning of others in the class or venue;

b) if a learner has committed a criminal offence in their class or on site;

c) if, for medical reasons, a learner’s presence on the site represents a serious risk to the health or safety of other learners or staff.

The exclusion process
a) The tutor can give warnings to a learner following inappropriate or unacceptable behaviour, but the tutor cannot make the decision to exclude a learner.  Inappropriate or unacceptable behaviour that is considered to be in breach of the Service’s expectations of learners should be reported by the tutor or by any learner to a manager within the Adult Education Service.  (This could be the venue manager or the tutor’s line manager.)
b) The manager will conduct an investigation of the alleged behaviour or circumstances.  The manager will listen to the person or people who have reported the behaviour or circumstances and/or anyone who has been abused, harassed, bullied or discriminated against.
c) Depending on how serious the behaviour is, the manager may give one or more warnings to the learner.  If the behaviour continues, the manager will report the behaviour to a Service Manager, who will ensure that a thorough investigation has been carried out and may ask the learner responsible to leave the course permanently.

d) If the manager feels that there is an immediate or significant threat to the welfare or safety of others if they allow the learner to continue attending their class, the manager will immediately report the behaviour to a Service Manager who may decide to exclude the learner immediately without prior warnings. 

e) The Service Manager will decide whether or not to inform the police where a criminal offence may have taken place.  The Service Manager should also consider whether or not to inform other agencies such as Social Care.

f) The Service Manager will decide whether the exclusion should be temporary or permanent, subject to review, or whether it should be from one or more courses or sites.

g) The Service Manager will inform the learner of the decision to exclude by letter.  If there is a need to exclude the learner immediately, the Service Manager may telephone the learner with the decision and follow this up with a letter.

Equal opportunities

The manager and Service Manager will consider all the evidence available in relation to any allegations, taking account of the City Council’s equal opportunities policies, and current equality legislation.  
Appeals process
a) The learner is entitled to submit an appeal against the exclusion decision, by writing to or telephoning the Service Manager within one month of the date of the letter advising the learner of the decision to exclude them.  The learner should explain the reasons why they feel the decision to exclude them should be reviewed.
b) The Service Manager will consider the appeal and will inform the learner of their decision in writing within two weeks of receiving the appeal.

c) If the learner is dissatisfied with the decision, the learner can make a formal complaint in line with the City Council’s comments, compliments and complaints procedure, by telephoning 0800 269 851, filling in a form which they can obtain from City Council offices and some other City Council buildings, writing to Freepost RRBR-LXAL-EKYL, Coventry City Council, Coventry, CV1 2PW, or visiting the City Council’s website on www.coventry.gov.uk/comments.htm 
