Lakes CD“EQE
Policy Title:

Policy Ref:

Approved By:

Responsible Person:

Responsible Board:

Date last reviewed:
Date of next review:

Approval date:

Fitness to Study Policy and Procedure
HE/008
Principal

Learner Support Manager

24/11/2023
24/11/2024

24/11/2023

Document Change Log

current issue

Summary of changes made between previous issue and this | Page number

Alternative format of Policy

If you require this document in an alternative format, please contact tinfo@Icwc.ac.uk

or 01946 839300.

If an emergency arises during college opening hours, contact the Duty Manager via

Reception on 01946 839300. Outside college opening hours please dial 999


mailto:team-crosscollegeadmins@lcwc.ac.uk

Contents

Lo INEFOAUCTION (ot 3
0] T oY TR SRS 4
ST o] 0] o1 <O PO OO PP PRSP 4
B P UM P OS ettt e et bbbt b e s h e bbb enb e bt ae e b s bt e he et b anennen 4
P rOCEAUIE ...ttt bbbt b et bbbt b et 6
4. Implementation and application Of ProCedure ... 6
5. Informal stage: The Cause for CoONnCern MeEEtING.......ccccceererererieenenereeeee e 7
6. Formal stage: Case ReVIEW PaNEl ...ttt 9
A R GV A oA TS =V RS 11
I\ [ d g Lo o Ko =V o 1T | S 13
9. Retention Of RECOTUS ..ottt st enes 13
10. Commitment to Equality, Diversity, and Inclusion at Lakes College.......c.cccceoevenenene 13
11. Safe SPACE REPOITING cuieeeiicieeeee ettt ettt st e re et e besreessesbesreenseneas 13
12. Other relevant policies and PrOCEUUIES ......ccceceeieeiecie et ete et te et reeeeens 14

13. ANy eXternal FEFEIENCES ..ottt nbe e 14



1. Introduction

1.1We are committed to supporting your wellbeing and recognise that a positive
approach to the management of physical and mental health issues is critical to
your learning, academic achievement and your wider learner experience, either

at programme level, or through a range of professional support services.

1.2 The Fitness to Study Policy and Procedure is intended to inform and guide our
response to situations where we are concerned that you are not well enough to

study.

1.3The purpose is to provide a framework to support an appropriate and co-
ordinated response by academic and Professional Services staff in
circumstances, where it is deemed you may benefit from extra support due to ill
health.

1.4 Fitness to Study is your capacity to participate fully as a learner in relation to your
academic studies, and in relation to your participation in the college community in
general. It applies to situations where college staff become aware of learner
conduct that may suggest a potential risk to the health, safety or wellbeing of the

student or others. (Student Conduct and Behaviour Policy and Procedure)

1.5 The focus at all stages is to provide the infrastructure to support you to succeed
on your course. The policy seeks to promote early intervention, active

collaboration between yourself, staff, and third parties.

1.6 We will deal with matters in a sensitive and non-judgemental manner and co-

ordinate your support.

1.7 Whilst the college seeks to work with you in a spirit of co-operation, cases may
arise in which it may, under this Policy, determine that you are not fit to study at that
time and that your enrolment should be suspended or revoked, on completion of the

formal second stage of the Fitness to Study Procedures.

1.8 Whilst we hope that you will engage with this policy and procedure, if you do not

do so, we may enact this policy and procedure without your agreement.
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Policy

2. Scope

2.1 The policy applies to all staff and all learners studying at Lakes College West

Cumbria.

2.2 This policy covers conduct at, on, or during all learning, teaching and related
activities, on or off campus, or online, and behaviours whilst on college premises,
including but not limited to:
e Contact with staff, learners, or visitors by telephone, email, webform, in online
meetings or in person
e Tutorials
e Lakes College hosted online forums
e Lakes College monitored social media sites, however where the college does
not monitor a social media site, we will act if concerns are brought to our
attention by learners’ or staff

e Work placement activity, trips, or visits

3.Purpose
We recognise that there may be instances where your physical or mental health give
rise to concerns about your ability to study, for example your capacity to engage with

your studies and/or to function more widely as a member of the college community.

3.1 This policy is designed to encourage early intervention and active collaboration
between staff and learners in implementing reasonable adjustments and
managing situations where there are concerns regarding fitness to study.

(Reasonable Adjustment Policy and Procedure).

3.2Your fitness to study may be a cause for concern because of a wide range of

circumstances, including (but not limited to) the following:
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* Your academic performance and/or personal conduct is causing concern and

is thought to be the result of underlying physical or mental health problems.

e You are making repeated applications for extenuating circumstances, stating
health issues (mental or physical), where these requirements are not part of
an agreed learning support plan for reasonable adjustment. (Reasonable

Adjustment Policy and Procedure)

e You exhibit conduct which, although usually dealt with as a disciplinary
matter, may be known to be, or suspected to be, the result of an underlying
physical or mental health difficulty. (Link to Student Conduct and Behaviour

Policy setting out the behaviours which would prompt concern).

e Your health issues are adversely affecting the health, safety, or wellbeing of
others or the ability of others to engage successfully in learning, or

assessment, or college life in general.

e Concerns about a learner’s fithess to study are raised by the student directly,
or by a third party, either whilst the learner is at college or engaged in college

organised activities, such as placements or field trips.

e Some programmes due to the nature of work involved will require Fitness to
Practice. For further details of Fitness to Practice please refer to the Fitness to

Practice Policy and Procedure Lakes College - Higher Education - Fitness to Study

Policy and Procedure.docx.

3.3The Fitness to Study procedure has two stages, based on the degree of concern

and/or the perceived seriousness and urgency of the situation. These are the:

¢ Informal Stage with a ‘Cause for Concern’ meeting

e Formal Stage where a Case Review Panel (CRP) takes place.
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3.4The procedure can be entered at either stage, however in most cases learners

will be supported within the informal ‘Cause for Concern’ stage. (Fitness to Study

Procedure)

3.51In serious cases (including but not limited to violence, criminal behaviour, risk of
harm to yourself and/or others) you may be suspended prior to a CRP being
convened as a precautionary measure, to protect yourself and the college
community. This will be communicated to you by telephone, email and in writing,
giving the reasons for your suspension.

3.6 You are able to appoint an advocate to represent you at a CRP and to liaise on

all matters regarding your suspension.
Procedure

4. Implementation and application of procedure
4.1 When implementing this policy, we will follow these overarching principles:

1) We will ensure you are aware of the Fitness to Study Policy and any other relevant
policies and will support you at induction to understand the procedures we will be
following.

2) We will discuss our concerns with you and/or your advocate and give you the
opportunity to respond to this, as well as an opportunity to address the behaviours
causing these concerns.

3) We will act in a timely manner, keeping you informed of anticipated timescales of
further actions that may need to be taken.

4) We will set clear timeframes for each of our actions and your responses, including
timeframes for improvement and review.

5) You will be given a copy of any support or action plans that are agreed at each
stage, as well as a written summary of all meetings held with you.

6) Any record made during this process will be held on your learner record in

accordance with our Student Privacy Notice. It will be treated in strict confidence

and only made available to those who have a role in the Fitness to Study
process. We will act in what we understand to be your best interests, whilst

safeguarding the wellbeing of other students and our staff.


https://www.lcwc.ac.uk/college-governance/general-privacy-notice/

Throughout the Fitness to Study process, you can invite a friend/ family

member/colleague to attend any meetings with you and provide emotional support.

4.2  You may appoint an advocate if you are finding it difficult to speak for yourself
or to understand the process that is being applied. We ask that you let us

know in writing if you intend to appoint and use an advocate.

4.3 If you choose not to engage with the Fitness to Study process, we may follow
the process without your agreement. However, if you refuse to undertake the
actions, set to address the concerns about your conduct, we may refer you to
alternative policies including, but not limited to the Learner Conduct and

Behaviour Policy and the Attendance and Engagement Policy.

5. Informal stage: The Cause for Concern meeting

5.1 We encourage matters to be dealt with in an informal manner through the college
support mechanisms. You will have a full induction programme which will cover the
support available to you. This information can also be found on the College website

Student Welfare - Lakes College (Icwc.ac.uk) and Canvas.

5.2 At the stage of a Cause for Concern meeting, the focus is on ensuring that you
understand the concerns raised and improvement sought, have an opportunity to
discuss and question the concerns raised, are aware of the support services

available to you, and understand and are supported to access these.

5.3 Where staff have persistent concerns about your academic progress or conduct,
following attempting to discuss this with you, they will report to your Progress &

Welfare Coach.

5.4 Concerns can be raised during the weekly meetings with pastoral care and
curriculum staff, and they will be recorded in the minutes and also on the learner
record system (EBS). Where concerns are expressed verbally by staff outside of the
weekly pastoral meeting the Progress & Welfare Coach will record them on EBS.

The same will be done if concerns are raised via email.


https://www.lcwc.ac.uk/support/student-welfare/

5.5 The Progress & Welfare Coach will contact you within 5 working days, via a call
or text message, with the intention of arranging a meeting to discuss specific issues

and concerns and to offer appropriate support.

5.6 You will be signposted to sources of help, support, and advice. You will also be
informed of your entitlement to nominate an advocate and/or bring a
representative/friend/family member to the meeting should you wish. You will be

asked to confirm who will be attending with you.

5.7 The Progress & Welfare Coach may check any relevant information pertaining to
the student such as record on EBS (our student records system) and consult with
relevant colleagues, including the Programme Lead to determine the full scope and
nature of concerns about the student’s fitness to study. If relevant, we may need to
contact your work placement/external colleagues/employers that a Fitness to Study

concern has been raised

5.8 A record of the invitation will be on EBS. The you will be made aware that the
meeting is being held in accordance with the Fitness to Study procedure and that the
discussion will be held as a Cause for Concern meeting. A record of any concerns
raised by the Programme Leader, the actions agreed, and a review period should be
determined as part of this meeting. A member of the college’s Cross-College Team
will attend the meeting to take notes and record any actions. Notes of the meeting

will be stored on the College’s central system, EBS and shared with you.

5.9 It may be necessary to hold an urgent meeting with you, but where possible, a

minimum of 24 hours’ notice for the meeting will be given.

5.10 The outcomes available at the Informal Stage are to:

e agree that no further action is required; or

e monitor you formally for a specific period of time (normally between 2-6
weeks, as agreed by the Progress & Welfare Coach and you). In this
case, an action plan will be agreed and sent to you by your college
email within x working days, detailing any steps you will need to take

and the support to be provided to you, including any further meeting(s)



that will be arranged to review progress, as agreed by the Programme
Leader; or

e progress to the formal stage of the process.

5.11 You will be invited to a follow-up meeting at the end of the review period if
applicable. If you have responded positively and taken advantage of the support
available, no further action will be required. If, however, concerns remain, you can

be invited to another review meeting at a mutually agreed time.

5.10 Regular review meetings may be planned in, as long as the Progress & Welfare
Coach and/or Programme Leader considers this approach is beneficial. If, however,
the Progress & Welfare Coach or Programme Leader is of the view that further
action is required, the formal stage of the process can be initiated. Further action
may be required if the actions agreed at the informal stage have not been
completed. For example, if there is continued non-completion of assignments, poor

attendance, disruption in group sessions.

6. Formal stage: Case Review Panel

6.1 If your case is to be considered by the Case Review Panel you will be notified
in writing, a minimum of 5 working days prior to the date of the Panel, of the

following:

)] the ground(s) for calling the meeting

1)) the membership of the Panel

i) the right to be accompanied/represented at the hearing by a friend or
representative, and/or nominated advocate

iv) your right to submit documentary evidence prior to the meeting

V) the content of any documentation intended to be used or referred to in

the meeting or as part of the meeting.

6.2 The meeting will be organised the Cross-College Administration Team and

chaired by an independent chair.
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6.3 The Case Review Panel (CRP) will comprise:

e Impartial Chair (a member of the Senior Leadership Team (SLT))
¢ At least one other academic member of staff not associated with the

programme.

A member of staff from Cross-College Admin will be in attendance to take notes
of the meeting and to provide procedural advice to the Panel members and the
student if required. The Progress and Welfare Coach may attend the meeting to

provide procedural advice.

6.4 It should be made clear at the start of the CRP that the intention is to provide

support to you.
6.5 The purpose of the CRP will be to ensure that:

e you are made fully aware of the nature of the concerns that have been
raised and the reasons for the Case Review Panel being called

e your views are heard and taken account of

e an action plan is drawn up with a suitable review period. This may
include the you being advised to seek a medical assessment, either
through their GP (or consultant in the NHS) or through the College’s
Counselling Service

e the action plan and notes of the meeting are sent to you within 5
working days of the CRP meeting and a record is kept on your student
record system, EBS.

e you will be informed of the possible outcomes if serious concerns

remain.
6.6 The outcomes available to the CRP are:

» to agree that no further action is required; or

e to monitor you formally for a specific period of time (normally between
2-6 weeks). In this case, an action plan will be agreed with you,
detailing any steps the student will need to take and the support to be

provided to the student. A further CRP meeting will be arranged to
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review progress, as agreed by the Chair of the Panel. (All CRP
meetings will be supported by a member of Cross College Admin to
take notes and ensure that due process is followed); or

e to recommend a specific academic arrangement be put in place which
may include a suspension of studies or a view that you be required to
withdraw. The panel will endeavour in the first instance to reach
agreement with you on such arrangements. If a suspension takes
place, re enrolment will be on the basis of you fulfilling the conditions of

suspension which will be confirmed to you in writing.

6.7 Where possible, you will be advised in person at the earliest opportunity after

the CRP has made a decision, ideally on the day of the meeting.

6.8  The formal recommendation of the CRP will be sent by email and letter to you
or your nominated advocate, . within 5 working days of the panel meeting to set
out its decisions and the reasons for the decisions taken. The report from the

Panel will set out the following:

) the recommendations made by the panel;

i) the reasons for reaching the Panel’s decision;

1)) why the decision was considered proportionate, indicating why alternative
outcomes were considered and discounted. The report will be kept on your
record,

iv) The grounds for review.

7. Review Stage

7.1  You have a right to request a review of a CRP recommendation of suspension

or withdrawal. You can request a review on one or more of the following grounds:

)] that the procedures were not followed properly
i) that the Panel reached an unreasonable decision. An

unreasonable decision is one which is not proportionate for the
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7.3

7.4

7.5
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concerns raised, or a decision which was not evidenced,
therefore having an unfair impact on you.

1) that you have new material evidence that you were unable, for
valid reasons, to provide earlier in the process

V) that there was bias or reasonable perception of bias during the

procedure.

Request for review must be submitted to the Chair in writing by email or letter

at xxxxx within 10 working days of the written CRP decision being issued by
email and letter. If after 10 working days and no review request has been
received the suspension or withdrawal will be actioned. Only in exceptional
circumstances, and with supporting evidence, will late review requests be

accepted.

Reviews are carried out by an impartial member of the SLT who have not
been involved at other stages of the process to ensure that decision making

staff are independent and coming to each decision afresh.

The Review stage is not a rehearing of the original case. The reviewer will
consider the documents considered by the CRP, the panel outcome and any
additional evidence or written representations supplied by the student(s)

requesting review. The Reviewer will not meet with the learner.

The reviewer can make one of the following decisions:

I to confirm the decision of the CRP
il to change the decision of the CRP
iii to refer the case back for further consideration at CRP stage.

The review decision will be sent to you in writing by email and letter within 15
working days of the review request being submitted. Unless the case is
referred back to CRP stage the decision will include a Completion of

Procedures notification. If you are a Higher Education learner, this will allow
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you to apply to the Office of the Independent Adjudicator (OIA) for Higher

Education to review their case.

7.6 An application to the OIA must be made within 12 months of the issue of a
Completion of Procedures letter. Full details regarding the OIA’s rules and

guidelines are available on the OIA website Office of the Independent Adjudicator

for Higher Education - OIAHE.

8. Methods of appeal
9.1 If you wish to appeal against the decision of the Review Stage of any element of

this Policy has been applied, please consult the Complaints and Appeals Procedure.

9. Retention of Records

9.1 Records of formal meetings will be retained by the College for 6 years after:

e successful completion of the course; or
e withdrawal from the course; or
e the last time the records were referred to following completion of the

appeals process.

Please refer to the Lakes College Data Retention Policy and Procedure.

10. Commitment to Equality, Diversity, and Inclusion at Lakes College

10.1 Policies are inclusive of all Lakes College Learners, regardless of age, civil
status, dependency or caring status, care experience, disability, family status,
gender, gender identity, gender reassignment, marital status, marriage and civil
partnerships, membership of the Traveller community, political opinion, pregnancy
and maternity, race, religion or belief, socio-economic background, sex, sexual

orientation, or trades union membership status.

10.2 Academic Board will receive monitoring reports of the implementation of the
policy on an annual basis, including equality, diversity, and inclusion statistical

analysis.

11. Safe Space Reporting
11.1 Lakes College is committed to creating a diverse and inclusive environment in

which everyone feels safe and is treated with dignity and respect. Unlawful


https://www.oiahe.org.uk/
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discrimination of any kind across Lakes College will not be tolerated. Safe

Space Reporting is available through the Whisper App through which staff,

learners, and visitors are encouraged to report incidents of assault, bullying,

harassment, hate crime, or sexual harassment. It also provides information

about what you can do if these incidents happen to you, or to someone you

know, and where you can find support.

12. Other relevant policies and procedures

Lakes College West Cumbria Complaints and Appeals Policy and

Procedure

Lakes College West Cumbria Data Protection Policy

Lakes College West Cumbria Student Conduct and Behaviour Policy

and Procedure

Lakes College West Cumbria Misconduct, Malpractice and

Maladministration Policy and Procedure

Lakes College West Cumbria Fitness to Study Policy and Procedure

Lakes College - Higher Education - Fitness to Study Policy and

Procedure.docx

Lakes College West Cumbria Reasonable Adjustment Policy and

Procedure Lakes College - Higher Education - Student Conduct Policy and

Procedure.docx

Lakes College West Cumbria Safequarding and Prevent Policy and

Procedure

Lakes College West Cumbria Withdrawal Policy and Procedure

13. Any external references

Equality Act 2010 Equality Act 2010 (legislation.gov.uk)

Office of the Independent Adjudicator (OIA) for Higher Education Office

of the Independent Adjudicator for Higher Education - OIAHE

Open University The Open University | Courses and Qualifications

University of Central Lancashire University of Central Lancashire - UCLan
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