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Appendix A: Emergency Student Exclusion and Suspension 

      Procedural Flowchart 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

* In exceptional circumstances, a longer period of exclusion or suspension may be set, 
not normally exceeding 3 months before the next review except where the CEO is satisfied 
that there is justifiable and reasonable cause. 

INCIDENT OCCURS 
 that may necessitate emergency 

action to exclude or suspend student 

COMPLETION OF RISK ASSESSMENT  
• Two members of staff complete a joint Risk Assessment (see Appendix C)  

• Completed Risk Assessment submitted to CEO or delegated nominee  (e.g. 
Head of Academic Affairs, Head of Quality Assurance & Information Systems) 

 
 

• CEO imposes exclusion or 
suspension for up to 28 days* 

• writes to student with 
reasons for order within 3 
working days 

 
CEO/NOMINEE 

• Reviews exclusion/suspension 
and any written representations 
from the student before end of 28-
day* period 

• Determines next steps  

Alternative 
decision 

Other 
appropriate 

action 

Exclusion or 
Suspension lifted 

student returns to 
studies 

Exclusion or 
Suspension extended 

student sent written 
confirmation and details 

Emergency 
Permanent 
Exclusion 

Other appropriate 
action (e.g. referral into 

Support Through 
Studies Policy) 

COMPLETION OF RECORD OF DECISION  
 

• One senior staff member completes Record of Decision (see Appendix D) and 
submits it to CEO/delegated nominee for review and sign-off 

OR 
• CEO completes Record of Decision in consultation with another senior member of 

staff 
 
 

Right of Appeal to Chair 
of Board of Governors 

within 14 days of notification 
 

CEO/NOMINEE MAKES DECISION 
 

Student notified 
(normally in 

person) 


