
Learner Code of Conduct Infringement Report Form
(Disciplinary Report - For use with Second Provider/ATO Training Programmes)
· The severity of the event will determine the level of action required up to and including termination from the course. 
· At all stages prior to the learner being terminated from the course, the learner must be given the opportunity to improve and must be told that failure to meet the required standard may lead to termination from the course.

· The learner has the right to appeal any disciplinary action to the next management level.
Learner Name:



 
 
Start Date:

Course Code:

              

 
Course Title:
	Stage 1: Record of formal Verbal Warning 
	Date:      
	Delivered by Instructor
:      

	Summary of Incident:     

	Action taken:     

	I am aware of action being taken
.     Learner Signature:
	

	Stage 2: 1st Written Warning
	Date:      
	Delivered by Instructor
:      

	Summary of Incident:     

	Action taken:      

	I am aware of action being taken.      Learner Signature:
	

	A copy of this form must be sent to the relevant ETB Training Centre CDO when a Learner is given a Stage 2: 1st written warning

	Stage 3: 2nd Written Warning
	Date:      
	Delivered by:      
	Position:     

	Summary of Incident:     

	Action taken:     

	I am aware of action being taken.      Learner Signature:
	

	A copy of this form must be sent to the relevant ETB Training Centre CDO when  a Learner is given a Stage 3: 2nd written warning

	Stage 4: Termination
	Date:      
	Delivered by:      
	Position:     

	Summary of Incident:     

	Action taken:     

	I am aware of action being taken.            Learner Signature:
	

	A copy of this form must be retained as part of the learners training record and be sent to the relevant ETB Training Centre CDO when a Learner is given a Stage 4: Termination from course. 


Note: The point where the infringement process is invoked is determined primarily by the Second Provider/ATO.  SOLAS requires Second Providers/ATOs to have in place a Learner Code of Conduct, including a progressive appeals mechanism that is in accordance with SOLAS standards. Should learners be dissatisfied with the outcome of any appeal they can then process an appeal as per the procedures set out in SOLAS Policy.
� The term instructor also refers to tutor, trainer, LTI Coordinator/assistant Coordinator or other Second Provider/ATO personnel.


� Learners will be afforded the opportunity to appeal any action taken at any stage of the process to the next management level in the ETB Training Centre.


� Where the course is delivered on behalf of the ETB Training Centre through a Second Provider/ATO, the Instructor will also notify the Second Provider Manager/ATO Internal Verifier, who the ETB Training Centre liaises/co-ordinates with the ETB Training Centre in this regard.  


In the case where there is no ETB Training Centre Assistant Manager for the programme the report is sent to the relevant ETB Training Centre Manager / Officer with responsibility for the programme.
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