Learners Code of Conduct
Educators at the School subscribe to the Educator’s Code of Conduct and undertake to :

a)
Be punctual

b)
Manage learner performance effectively and motivate learners to achieve realistic and meaningful personal goals.

c)
Administer discipline correctively and with dignity.

d)
Be sensitive to the needs of their learners and address learning difficulties in a positive manner.

e)
Praise, encourage, recognise and reward learners who strive to achieve.

f)
Create a classroom climate which is based on a learning partnership which makes education both relevant and stimulating.

g)
Set a positive example for their learners to follow.

Our School prides itself on having good relations with the community, its learners and their parents.   While parents must expect the School and its educators to provide the best education possible with resources available to the School, parents must also accept responsibility to help the School achieve this goal.

Parents have the responsibility to :

A

1.
Actively support the efforts of the School and its educators to teach their children.

2.
Involve themselves to the fullest possible extent in School activities 

3.
Make positive suggestions and contributions to improve the Schools educational process and the earning environment.

4.
Support the disciplinary structure and procedures of the School.

5.
Encourage their children to participate fully in School and extra-mural activities.

6.
Participate in the learning process and assist their children with homework, provide encouragement, check results and communicate freely with the School.
7.
Not expect the School to meet their child’s every need.

8.
Ensure that the learner is in attendance of all compulsory attendance functions and activities, and that timekeeping requirements are observed.

In terms of the S.A. Constitution, every learner does have the right to education.   The School does strive to provide the educational opportunities that its students and the community deserve.   Learners, however, must also recognise that they have responsibilities to their parents, the School, educators, their fellow learners and themselves.

Learners, therefore, must also recognise, accept and comply with the School rules (Annexure 1) and conditions of enrolment.   In more general terms, learners must :

B

1.
Comply with instructions and general rules of the School.

2.
Behave responsibly and not endanger the safety, welfare and rights of others.

3.
Respect and care for the property of the School and others.

4.
Maintain sound relations with others at school, be courteous and respect the dignity and self-worth of others.

5.
Be punctual and observe the timekeeping practices of the School.

6.
Demonstrate a positive attitude towards the opportunity to learn and be diligent in their efforts to learn.

7. Behave honestly and conduct themselves with integrity.

8. Students are expected to demonstrate good behaviour and courtesy.

9. Accept legitimate disciplinary action taken against them as being necessary and corrective.

The School has a number of rules which define the kinds of behaviour expected of its students.   Students are advised of these rules and are expected to conduct themselves within the rules provided.  (Annexure 1).

Disciplinary Measures

This guideline and the attached Code set out the broader principals of fair discipline at the School.

The School Principal and educators are entitled to apply disciplinary action that they believe is appropriate in the circumstances, within the guidelines provided in this procedure.

Various forms of informal and formal disciplinary measures may be initiated by the School.   The severity of the action by the School will depend on the circumstances, the seriousness of the infringement and any mitigating or aggravating factors being of relevance.

The disciplinary measure or penalty applied in response to the learner’s misconduct will, therefore, generally require the educator or Principal to exercise their judgement in deciding on the appropriate and fair action to be taken.

Disciplinary action that may be applied by the School, in order of severity, includes :-

Informal action

a)
Counselling by the educator, Control Educator or Head of Department.

b)
Detention of time punishment.

c)
Parental assistance requested in the matter.

Formal Action

a)
Daily report

b)
A warning recorded in observation files / demerits

c)
Parental contact and an interview with parents, generally after the conducting of an investigation by the School.

d)
Suspension for a period from class or from attending School, pending the convening of a formal disciplinary hearing, and / or as a form of corrective action after the conducting of a disciplinary hearing.

· Discipline will, wherever feasible and effective, be applied progressively.
· Informal action is generally applied at educator level, without a formal investigation being necessary.
· Repeated committing of a minor, similar or related offence will, however, result in progressively more severe action being taken;  particularly where a clear pattern or behaviour trend is indicated by the learner’s continued misconduct.
· Nevertheless, a serious first incident may justify a formal and severe penalty, and mitigate against the imposition of a lesser form of action.
Warnings issued by the School will e noted on the learners record.   Copies of warnings issued will also be provided to the parents wherever possible.

Disciplinary Process

This procedure summarises the disciplinary process that will be followed by the School when disciplinary action is considered appropriate.

1.
Infringements that are not considered serious, or do not require formal disciplinary action in the opinion of the learner’s responsible educator, can be dealt with directly by the educator.   These are not generally recorded on the learner’s record, but may still require communication with the learner’s parents.

Various forms of informal action, or punishment available, are outlined in Disciplinary Measures and can be implemented by the educator without the consent of the Head of Department, Deputy Principal or Principal.

2. When an infringement occurs which requires formal disciplinary action, the educator concerned (or another complainant) will generally initiate the disciplinary process by completing a NOTICE OF COMPLAINT.   This document may be supplemented by any additional information or statements to clarify or adequately detail the facts surrounding the infringement.

3. The educator, Control Educator or Head of Department, if required, will investigate an infringement reported or a notice of complaint received to decide upon appropriate corrective measures.   This investigation generally takes the form of an INFORMAL INQUIRY, which includes an opportunity for the learner to state his/her response to the complaint.   If, after investigation, the infringement is confirmed and considered to be of a nature which does not indicate that severe action may be appropriate, the responsible educator, Control educator or Head of Department may counsel the learner and issued an appropriate WARNING to the learner(s) concerned.

4. When a serious infringement occurs, or in the case of repeated lesser infringements and formal disciplinary action not having the desired effect, a NOTIFICATION OF A FORMAL DISCIPLINARY HEARING is given to the parents of the learner concerned.   This notification must provide sufficient information to ensure that the learner / parents are properly informed of the alleged complaint, the seriousness of the allegations, and the Schools intention to convene a formal hearing to investigate the infringement.
5. The conducting of the formal disciplinary hearing is of great importance and is chaired by an objective member of the Governing Body.  The hearing chairperson will be responsible for leading and managing the hearing process, and making the critical decisions as to :

a) the guilt or innocence of the learner relative to the allegations made;

b) the appropriate penalty / action to be taken, after due consideration of mitigating and aggravating factors

6. After the completion of the hearing, any decision made (regarding guilt or innocence and whether to impose disciplinary action or not) will be formally communicated, and supported, by the hearing chairperson.   This notification of the outcome, preferably distributed within 5 days of the hearing being completed, will include a reminder that the learner / parents have the right to appeal against any action decided upon, within another 5 days of the hearing.   
Copies of all documentation must be retained by the School for record and safekeeping purposes.
Collective Disciplinary Action

Alleged misconduct by a group of learners, where the infringements are of a similar nature or with a related intent, is considered as being collective misconduct.

1. Generally, collective misconduct is more effectively dealt with on a collective basis.   An (informal) investigation into the alleged misconduct is conduced initially with all of the learners concerned.   Dependent upon the outcome of this investigation, informal or formal disciplinary action may be considered appropriate by the responsible School person.

2. Should the infringement be considered to be serious, a single disciplinary hearing will be conducted with the learners concerned, with their parents present.   The same procedures are provided for in the Disciplinary Process and are followed in a collective hearing.

3. Despite the use of collective procedures, individual learners will still be provided (during or immediately after the hearing process) with the opportunity of demonstrating that their own circumstances may be different to that of the group, and showing why they should be treated differently.

In certain cases, however, it might be considered appropriate by the School to conduct separate investigations or hearings with individual learners.   The School reserves the right to exercise its option to conduct individual or collective procedures.

4. The same provisions set out regarding appeal procedures applies in the case of collective disciplinary action.   The School reserves the right to initiate a separate or collective / group review process to deal with any appeals received.
School Rules

ROUTINE PROCEDURE

The School day starts at 07:55.

The School day ends for :

Grade 1
13:10






Grade 2 – 7
13:50

Learners may NOT wait outside the School gates.

Students must wait in the allocated areas.

TRAFFIC

The riding of bicycles on School property is forbidden.

Bicycles must be parked in demarcated areas.

Learners are not allowed to be near the cars during the School day, before or after school.

ETHOS

Learners need to uphold and maintain the Ethos of the School.  

Learners need to show basic good manners towards their peers, educators and visitors to the School.

CLASSROOMS

Learners are to stand and greet an educator who enters their classroom.

Learners are to show respect for others and their property, both personal and communal.

A learner will be held responsible for any damage incurred to School property and property of others.

BREAK TIME

Learners may only play in the demarcated areas during breaks.

GENERAL BEHAVIOUR

Rough playing is not allowed.

Bullying is strictly forbidden.

Any form of initiation will not be tolerated.

Littering is not allowed.

No eating or drinking during lessons.

Tuck shop visits only a break.

HOMEWORK

Must be done on a daily basis.

Reading cards or diaries must be signed by parents.

Diaries must be shown to parents on a regular basis.

Newsletter or any other correspondence to be read and passed onto parents.

ABSENTEEISM

Students are not permitted to be absent without permission.   If absent, the parents need to inform the office of the school by no later than 09:00

A letter of explanation by the parent is expected.

Medical and dental appointments are to be made outside School hours.

A student will not be excused from classes for holiday reasons, unless the Principal has granted him / her permission.

Medical certificates are expected if the learner is absent from tests or exams or from School for longer than 3 days.

HAIR

Hair must be neat and tidy.

Boy’s sideburns are to be kept short.

No steps

No dyed or bleached hair

No use of gels or any other products to cause hair to stick up unnaturally.

No braiding of any kind.

Minimum cut on a number 3

BATHROOMS

Never eat in the bathrooms

Never play in the bathrooms

Use the toilets on your floor during school time.  Use toilets designated to your grade at breaks.   After school, only downstairs bathrooms should be used.

STAIRWELLS AND BUILDINGS
Always walk when in the school building or on stairwells – never run.
Never play on corridors, stairs or in the classrooms.   The playground is there for this purpose.
If you drop your lunch / tuck, pick it up immediately before it gets tramped on and becomes messy.

No learner is allowed in the Hall or on the stage unless under the direct supervision of a responsible adult.

No learner may be at the cleaner’s quarters unless sent by an educator.

No learners may be in the bicycle shed unless fetching or paring their own bicycles.

PLAYGROUND

Keep the playground tidy – pick up letter when you see it.

Dangerous games are not allowed.   Due consideration must be given to others using the playground.

Do not bring toys, footballs, bats, computer games, etc to school.   They are bound to get lost.

Swapping and selling and other ‘trading’ is not allowed at school, unless pupils belong to the entrepreneurs organisation, and have prior permission from the responsible educator.

AFTER HOURS

No child is allowed on the school premises after hours or at weekends, unless otherwise arranged by an educator or the Principal

ANNEXURE 1:
Disciplinary Code

	
	
	RECOMMENDED MAXIMUM DISCIPLINARY ACTION TO BE IMPOSED

	Expected Standard of Conduct
	Alleged misconduct or infringement
	1st Incidence
	2nd or repeated incidence
	3rd Incidence

	Learners will comply with instructions and the general rules of the School.
	Wilful disregard of instructions.

Disrespect towards elders, educators, parents and visitors.

Hair, dress or apparel which is not in accordance with school standards.

Behaviour in public or at events which brings the School into disrepute.

Eating or drinking during class or during sporting activities when this is prohibited.

Trespassing or entering the School grounds after hours or during holidays.
	ELD:  Warning / demerit

ELD:  Warning / demerit

ELD:  Warning / demerit

DCD:  Parental contact

Suspension

ELD:  Warning / demerit

ELD:  Warning / demerit
	ELD:  Detention

ELD:  Detention

ELD:  Detention

DCD:

ELD:  Detention

ELD:  Detention
	DCD:  Parental contact / daily report
          / suspension

DCD:  Parental contact / daily report
          / suspension

DCD:  Parental contact / daily report
           / suspension

DCD:  Parental contact / daily report 
           / suspension

DCD:  Parental contact / daily report  

           / suspension

	Learners will behave responsibly and not endanger the safety and welfare of others.
	Dangerous horseplay 

Use of excessive force when playing games or playing games n areas where bystanders and passers-by may be injured.

Bullying others or initiation of any sort.

Fighting or the threatened assault of others

Being in possession of a weapon or dangerous instrument on the School premises or at a School event.

Unhygienic personal habits and improper use of the School facilities and ablutions.

Tampering with equipment or the property of others.


	ELD:  Warning / demerit

ELD:  Warning / demerit

DCD:

DCD:

DCD:

ELD:  Counselling PLUS warning / 

           Demerit

ELD:  Counselling PLUS warning / 

           demerit
	ELD:  Detention 

ELD:  Detention

ELD:  Detention

ELD:  Detention
	DCD:  Parental Contact / daily 

           report / suspension

DCD:  Parental Contact / daily 

           report / suspension

DCD:  Parental Contact / daily 

           report / suspension

DCD:  Parental Contact / daily 

           report / suspension


· ELD = Educator level discipline

· DCD = Disciplinary Chairperson level discipline

	
	
	RECOMMENDED MAXIMUM DISCIPLINARY ACTION TO BE IMPOSED

	Expected Standard of Conduct
	Alleged misconduct or infringement
	1st Incidence
	2nd or repeated incidence
	3rd Incidence

	Students will behave responsibly and not endanger the safety and welfare of others (continued)
	Riding of bicycles / skateboards, etc. on the School property or in areas where this is prohibited

Noisy behaviour or distributing the activities of others, disruptive behaviour.

Being in possession of alcoholic, hallucinogenic or dangerous substances or distributing, storing or consuming these at the School or during School events / trips.

Being under the influence of alcoholic, hallucinogenic or unauthorised substances, substance abuse.

Smoking of being in possession of cigarettes on the School premises or at School events / excursions.

In possession or the use of fireworks.
	ELD:  Warning / demerit

ELD:  Warning / demerit

DCD:  Suspension

DCD:  Suspension

DCD:  Parental contact /            

           suspension
	ELD:  Detention

ELD:  Detention

DCD:  
	DCD:  Parental contact / daily report    

           / suspension

DCD:  Parental contact / daily report    

           / suspension

	Students will respect and care for the property of the School and others
	Wilful damage of School property / equipment, vandalising property.

Littering and poor housekeeping.

Improper use of the School property or the property of others.

Not taking good care of textbooks or learner aids or losing textbooks / aids
	ELD:  Detention

ELD:  Counselling PLUS detention

ELD:  Detention

ELD:  Detention 
	DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension


	DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension

DCD:  Parental contact  / 

           Suspension



	Students will maintain sound relations with others, be courteous and respect the dignity of other persons.
	Being in possession of pornographic material.

Swearing and use of bad language.

Verbal or insulting abuse of others.

Malicious teasing of others.
	DCD:  Parental contact

ELD:  Counselling PLUS detention / 

           community service

DCD:  Parental contact / 

           suspension

ELD:  Detention
	DCD:  Parental contact

DCD:  Parental contact / 

           suspension

DCD:  Parental contact / daily report 

           / suspension

DCD:  Parental contact / daily report 

          / suspension
	DCD:  Parental contact

DCD:  Parental contact / 

           suspension

DCD:  Parental contact / daily report 

           / suspension

DCD:  Parental contact / daily report 

          / suspension


· ELD = Educator level discipline

· DCD = Disciplinary Chairperson level discipline

	
	
	RECOMMENDED MAXIMUM DISCIPLINARY ACTION TO BE IMPOSED

	Expected Standard of Conduct
	Alleged misconduct or infringement
	1st Incidence
	2nd or repeated incidence
	3rd Incidence

	Students will maintain sound relations with others, be courteous and respect the dignity of other persons (Continued)
	Playing of obscene or demeaning games.

Being discourteous towards educators or peers or displays of insolence or disrespect.

Racial or sexist comments or insults;  harassing or victimising behaviour.

Indecency, sexual harassment or sexually explicit behaviour at School, at School events or with School colleagues.

Intimidating others or other forms of invasive behaviour.
	DCD:  Parental contact / 

           Suspension

ELD:   Counselling PLUS 

DCD:  Parental contact / daily report 

          / suspension

DCD:  Parental contact / 

           Suspension

DCD:

DCD:
	DCD:  Suspension

DCD:  Parental contact / daily report 

          / suspension

DCD:
	DCD:

	Students will be punctual and observe the timekeeping practices of the School.
	Unexplained absence from classes.

Leaving the School premises without permission.

Persistent late coming.
	ELD:  Warning / demerit

ELD:  Warning / demerit

ELD:  Warning / demerit


	ELD:  Detention

ELD:  Detention

ELD:  Detention
	DCD:  Parental contact / daily report 

           / suspension

DCD:  Parental contact / daily report 

           / suspension

DCD:  Parental contact / daily report 

           / suspension

	Students will demonstrate a positive attitude towards learning and be reasonably diligent in their learning efforts.
	Refusal to complete homework assignments or projects.

Refusal to hand reports / reply slips, etc. to parents or to return these to the School.

Unreasonable refusal to participate in School activities and School attendance events.

General uncooperativeness and poor application to studies, school work or assignments.
	ELD:  Warning / demerit

ELD:  Warning / demerit

ELD:  Counselling PLUS warning / 

          demerit

ELD:  Counselling PLUS warning / 

          demerit


	ELD:  Detention

ELD:  Detention

ELD:  Detention

ELD:  Detention
	DCD:  Parental contact / daily report 

           / suspension

DCD:  Parental contact / 

           Suspension

DCD:  Parental contact / 

           suspension

DCD:  Parental contact / daily report 

           / suspension


· ELD = Educator level discipline

· DCD = Disciplinary Chairperson level discipline

	
	
	RECOMMENDED MAXIMUM DISCIPLINARY ACTION TO BE IMPOSED

	Expected Standard of Conduct
	Alleged misconduct or infringement
	1st Incidence
	2nd or repeated incidence
	3rd Incidence

	Students will behave honestly and conduct themselves with integrity.
	Cheating, copying or tampering with tests, reports or assignments.

Dishonesty, lying or unfair play.

Possession or distributing of material which may give an unfair advantage in a test or examination.

Bribery, fraud or attempted dishonesty.

Forgery or the falsification of documents.

Theft.
	DCD:  Parental contact

DCD:  Parental contact / 

           Suspension

DCD:  Parental contact / 

           Suspension

DCD:  Parental contact

DCD:  Parental contact

DCD:  Counselling / suspension


	DCD:  Parental contact

DCD:  Parental contact / 

           Suspension

DCD:  Parental contact / 

           Suspension

DCD:  Parental contact

DCD:  Parental contact

DCD:  Counselling / suspension


	


· ELD = Educator level discipline

· DCD = Disciplinary Chairperson level discipline

REPLY SLIP:
I,  






 parent / guardian of  




in Grade  

 have read and understood the Learners Code of Conduct.

Parent's / Guardian Signature:









Parent's / Guardian Name:










