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Policy completion rubric

The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) [bookmark: _heading=h.gjdgxs]Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b) Update the school name.

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	7
	Objectives
	Update to reflect the school’s own objectives, if different from the information contained in this section.

	10
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	11
	General information
	a) Paragraph 11.2 must reflect the capacity of the school’s boarding facilities.
b) Paragraph 11.3 must indicate whether weekly and/or termly boarding is offered.

	15
	Roles and responsibilities
	Update to reflect the specific duties assigned to the respective functions listed.

	16
	Rules
	Update the various subsections according to the specific rules applicable to the boarding facility at the school.

	16.3
	Hostel times – weekly boarders
	Update with the specific times applicable at the school.

	16.4
	Hostel times – termly boarders
	a) Update with the specific times applicable at the school.
b) Remove if the school caters for weekly boarding only.

	18.4
	Learners’ personal information
	Update this reference if the school has details of the POPI Act in its ICT Policy. Instead of repeating POPI details in the various school policies, include the information in the ICT Policy once, and cross-refer to it in all other policies.

	Annexure A – List of clothing and hostel requirements
	Update to include the list of requirements of the school.

	Annexure B – Safety and evacuation plan
	Include the active hostel evacuation plan and emergency procedures as an annexure.
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1. [bookmark: _Toc228285768]TITLE 
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2. [bookmark: _Toc228285769]EFFECTIVE DATE 
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3. [bookmark: _Toc228285770]DATE OF NEXT REVIEW 
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4. [bookmark: _Toc228285771]REVISION HISTORY
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5. [bookmark: _Toc228285772]PREAMBLE
All children have the right to quality education. Boarding facilities support access to education for learners who are not able to attend ordinary schools close to their place of residence. Name of school aims as far as possible to limit barriers to the learning process, such as excessive travel distances and times, by offering hostel facilities. Often, boarding facilities create conditions conducive to studying. Learners in boarding facilities have increased contact time with educators, academic support, and are offered extra classes. Hostel staff have a duty to provide good quality care to boarders. Particular care is taken to ensure that hostel accommodation is appropriate and safe, and offers a homely atmosphere.
6. [bookmark: _Toc228285773]PURPOSE OF THE POLICY
The purpose of the Hostel Policy is the effective management of the school’s hostels in order to provide good-quality care to boarders.
7. [bookmark: _Toc228285774]OBJECTIVES
7.1. To create access to proper accommodation in a secure, safe and hygienic environment.
7.2. To provide improved living conditions to learners experiencing social and/or emotional problems, by offering them safety, stability and care.
7.3. To ensure that the school’s hostels meet the physical needs of the learners residing there, i.e. appropriate and adequate ramps and toilet and bathing facilities.
8. [bookmark: _Toc228285775]DEFINITIONS AND ABBREVIATIONS
8.1. Definitions

	Term
	Definition

	boarder

	A learner who resides away from their parents in the school hostel and is cared for and receives meals and lodging in return for a stipulated fee.

	cerebral palsy

	A condition marked by impaired muscle coordination. Cerebral palsy affects body movement, muscle control, muscle coordination, muscle tone, reflex, posture and balance. 

	hostel assistant
	The person who performs all responsibilities with regard to the cleaning and hygiene of the hostel. 

	house parent(s)
	The person(s) in charge of the learners residing in the hostel, and who act(s) in the parents’ stead in taking responsibility for the learners’ care and wellbeing.

	hostel
	The school-affiliated establishment that provides care, food and lodging for a group of learners.

	hostel manager

	The person who has overall responsibility for the successful day-to-day running of the hostel, as well as for leading and managing the hostel staff.

	hostel superintendent

	The person, usually the principal of the school, who oversees the overall management of the hostel. The superintendent is also accountable for the proper functioning of the hostel within budgetary parameters.

	hostel supervisor
	A member of the school management team who supervises the hostel staff as well as the boarders. A monthly allowance, determined according to the Personnel Administrative Measures (PAM), is payable to personnel performing supervisory duties.

	parent
	Means – 
(a) the biological or adoptive parent or legal guardian of a learner;
(b) the person legally entitled to custody of a learner; or
(c) the person who undertakes to fulfil the obligations of a person referred to in paragraphs (a) or (b) towards the learner’s education at school.

	physically disabled

	Any type of physical condition that significantly affects one or more major life activities.

	principal
	An educator appointed or acting as the head of the school.

	school governing body
	The body responsible for governance issues at the school, as contemplated in section 16(1) of the South African Schools Act 84 of 1996.

	school
	Refers to name of school.



8.2. Abbreviations

	No.
	Abbreviation
	Explanation

	1. 
	AGM
	annual general meeting (of parents)

	2. 
	CP
	cerebral palsy

	3. 
	DBE
	Department of Basic Education

	4. 
	HIV/Aids
	human immunodeficiency virus/acquired immunodeficiency syndrome

	5. 
	PAM 
	Personnel Administrative Measures

	6. 
	SASA
	South African Schools Act 84 of 1996

	7. 
	SGB
	school governing body

	8. 
	SMT
	school management team



9. [bookmark: _Toc228285776]APPLICATION AND SCOPE OF THE POLICY
This policy applies to the boarders, hostel staff, the SMT, SGB, as well as parents of boarders in hostel.
10. [bookmark: _Toc228285777]LEGISLATIVE FRAMEWORK
10.1. The Constitution of the Republic of South Africa, 1996 (as amended)
10.2. National Education Policy Act 27 of 1996 (as amended)
10.3. South African Schools Act 84 of 1996 (as amended)
10.4. Education White Paper 6: Special Needs Education (Building an Inclusive Education and Training System), 2001
10.5. Children’s Act 38 of 2005, as amended by Children’s Amendment Act 41 of 2007
10.6. Personnel Administrative Measures
10.7. Guidelines for the Provision of Boarding Facilities – Special Schools
   
11. [bookmark: _Toc228285778]GENERAL INFORMATION
11.1. The school has two separate hostels, one for male boarders and another for females.                    
11.2. The hostels offer accommodation to a maximum of 60 learners – 28 boys and 32 girls.
11.3. Hostels offer weekly and termly boarding.
11.4. The school’s code of conduct for learners shall apply to all boarders.
11.5. No visitors are allowed in the sleeping areas, unless specifically authorised by the principal and accompanied by at least one hostel staff member.
11.6. Boys are not allowed inside the girls’ sleeping area, and vice versa.
11.7. All washing and ironing of boarders’ clothes, underwear and bedding is done by the school’s laundry assistant.

12. [bookmark: _Toc228285779]ADMISSION CRITERIA
12.1. The SGB is responsible for the regulation and control of hostel admissions.  
12.2. The SGB reserves the right of admission to the two hostels.
12.3. If space is available in the hostel, a qualifying learner applying for admission must be admitted, unless the hostel does not have the technical or infrastructural capabilities to care for such learner.
12.4. No prospective boarder shall be unfairly discriminated against on the basis of race, ethnic or social origin, colour, gender, sex, HIV/Aids status, disability, sexual orientation, religion, conscience, belief, culture or language.
12.5. A learner must be an enrolled learner of the school before an application for boarding can be submitted.
12.6. Every admission shall be determined on merit.
     
13. [bookmark: _Toc228285780]HOSTEL FEES
13.1. The SGB determines the annual boarding fees, which are presented to the parents for consideration and approval at the AGM at the end of each year.
13.2. Each parent/guardian of a learner staying in the hostel is responsible for the payment of the full annual amount, or the monthly amount, as agreed with the school in writing.
13.3. No exemption from the payment of hostel fees is available from the school. Parents, with the assistance of the school, may apply for exemption to the Gauteng Department of Education. If approved, the Gauteng Department of Education shall pay a separate subsidy to the school for such learner.[footnoteRef:1] [1:  Not applicable in all provinces.] 

13.4. Hostel fees are payable in advance at the beginning of each month. 
13.5. If a parent/guardian fails to pay the hostel fees and has fallen in arrears by 60 days, the space shall be forfeited and they shall be required to take their child out of the hostel.
13.6. Parents will get a month’s notice either to settle the outstanding hostel fees or take their child out of the hostel. 

14. [bookmark: _Toc228285781]BOARDER RIGHTS AND RESPONSIBILITIES
14.1. Rights
All boarders have the right:
a) to privacy;
b) to dignity and respect;
c) to a clean and safe environment;
d) not to be subjected to physical, emotional or sexual harassment;
e) to approach any member of staff on any matter;
f) not to be subjected to any corporal punishment;
g) not to be subjected to discrimination based on race, religion, gender and nationality or any other grounds for unfair discrimination; and
h) to learn without any distraction by fellow boarders.

14.2. [bookmark: _heading=h.1ksv4uv]Responsibilities
[bookmark: _heading=h.44sinio]All boarders are responsible for:
a) abiding by the school and hostel rules at all times;
b) refraining from bullying behaviour;
c) earning respect through their conduct, with a culture of entitlement being strongly discouraged;
d) looking after the welfare of others, with senior boarders playing a particularly important role watching over those in junior grades, and no action of any senior learner should ever compromise this role;
e) maintaining transparency and open communication to ensure that any parent or boarder can speak openly or in confidence about any matter pertaining to the wellbeing of all boarders; 
f) refraining from demeaning or belittling fellow boarders;
g) refraining from administering any form of punishment (for hostel misdemeanours) that has not been sanctioned;
h) refraining from intentionally attempting to force a boarder to leave the hostel; 
i) not causing any form of disturbance after lights-out;
j) refraining from forcing/coercing another boarder to violate hostel or school rules; 
k) refraining from enforcing a ‘code of silence’, particularly among junior boarders; 
l) refraining from disrupting other boarders’ space (cupboards, bedding, bathrooms, etc.);
m) refraining from borrowing any item from any other boarder, particularly clothing and money, unless the lender has granted express permission; 
n) maintaining a positive, two-way mentor–mentee relationship between senior and junior boarders; and
o) refraining from sharing medication.

15. [bookmark: _Toc228285782]ROLES AND RESPONSIBILITIES
a. Management responsibilities
The hostel manager is responsible for:
a) the overall management of the hostel;
b) determining the rules of the hostel;
c) maintaining discipline in the hostel, and dealing with any misconduct in accordance with the hostel disciplinary system;
d) maintaining open communication with boarders and their parents to ensure all boarders’ overall wellbeing;
e) searching a room or locker if there is a reasonable suspicion that a boarder may be in possession of illegal substances and/or items that are not permitted on hostel or school premises;
f) the overall cleanliness and operation of all hostel facilities; and
g) treating all boarders with dignity, fairness and respect.

b. Parent/guardian responsibilities 
Parents/guardians are responsible for:
a) ensuring that their child adheres to the rules and policies of the school and the hostel;
b) ensuring that all clothing and personal belongings of the boarder are clearly marked;
c) adhering to the communication channels of the hostel;
d) working with the house parents and hostel supervisors to maintain a high standard of discipline in the hostel;
e) ensuring that all fees relating to boarding are paid as agreed with the school;
f) covering the cost of the services of a doctor if they have requested the hostel to seek such services;
g) declaring any medical condition of the boarder to the house parent;
h) providing medication, in the correct packaging as prescribed, for specific use by the boarder while in the hostel; and
i) refraining from bringing their child to the hostel if the child is ill.

c. House parent responsibilities 
The house parents are responsible for:
a) offering each boarder a home away from home;
b) making all boarders feel safe, secure, happy, loved and cared for;
c) respecting each boarder’s right to privacy and dignity;
d) treating all boarders with patience, respect and dignity;
e) treating all parents with patience, respect and dignity;
f) ensuring boarders’ self-care, which includes feeding, dressing, bathing, combing hair, brushing teeth, etc.; 
g) bathing learners with cerebral palsy, as well as others who might need assistance;
h) assisting boarders with regard to feeding;
i) dishing up food;
j) teaching boarders table manners;
k) assisting ill boarders and informing the registered nurse/parents of the boarder’s illness;
l) receiving all prescribed medication from the parent or the registered nurse, and immediately recording such medication in the register as well as the specific boarder’s medical file;
m) keeping medication locked away;
n) administering prescribed and over-the-counter medication, and recording it;
o) offering a constructive play programme in the afternoons;
p) supervising learners at all times;
q) sorting dirty laundry and sending it to be washed and ironed;
r) sorting and packing away clean laundry in boarders’ wardrobes;
s) inspecting wardrobes and insisting that boarders keep their wardrobes neat and tidy;
t) packing boarders’ bags for the holidays, including keeping a checklist for clothing and other items;
u) being in charge of the general assistant on duty and seeing to it that all cleaning tasks are performed to a high standard; and
v) reporting daily on every shift in the hostel report book, and submitting the report book to the registered nurse, hostel supervisors and principal respectively on the days determined by said individuals.

d. Supervising staff responsibilities 
Supervising staff are responsible for:
a) supervising boarders after school hours;
b) taking roll-call at the times specified by hostel management, which should include after school, in the evenings when the hostel is locked, and any other time as required, and for ensuring that all boarders are accounted for;
c) adhering to all rules and procedures of medication management in relation to boarders, if assigned the role of assistive staff as defined in the school’s Medication Management Policy;
d) assisting learners during study time, where required;
e) maintaining good discipline in the boarding facility at all times;
f) recording and reporting any incidents in the boarding facility;
g) assisting boarders with any self-care tasks, as needed;
h) assisting the house parents with their duties, as required; and
i) contacting the registered nurse for assistance if a learner falls ill during the night, and refraining from performing the medical functions of the registered nurse.

16. [bookmark: _Toc228285783]RULES 
All boarders shall adhere to the rules. Non-adherence shall result in disciplinary action and may lead to suspension or expulsion from the hostel.

16.1. [bookmark: _heading=h.3whwml4]General rules
a) No girls are allowed in the boys’ hostel/rooms, and vice versa.
b) No day scholars are allowed in the hostels without the principal’s permission, and then only for assigned activities.
c) No parents or visitors are allowed inside the hostels without the house parent’s consent.
d) No running, shouting and unnecessary noise is permitted in the hostels.  Radios may be played softly.
e) Boarders are not allowed to leave the hostel without permission.
f) No boarder shall be permitted to leave the hostel premises unsupervised.
g) Boarders may only leave with their parents/guardians, or other persons authorised by the parent/guardian. The school shall accept no responsibility if a boarder chooses not to adhere to this rule, and such boarders shall be subjected to the hostel disciplinary code.  
h) No boarder may leave their beds after lights-out without permission from the house parent or staff member on duty, unless it is to use the bathroom.

16.2. [bookmark: _heading=h.2bn6wsx]Communication
a) Boarders must have the freedom to discuss any issues relating to boarding with their parents, the house parents, the registered nurse, a teacher, or the school’s social worker.
b) Communication channels are created to ensure transparency, although the privacy of any discussion must still be respected.
c) All boarders and their parents/guardians shall commit to using the official communication channels in (b) above if they have any concerns that need to be addressed.
d) The house parents undertake to communicate with parents/guardians directly regarding all issues concerning their child. Such communication shall be telephonic or in writing, depending on the nature of the issue at hand.
e) The house parents shall communicate all issues regarding boarding to all parents/guardians, as and when necessary.

16.3. Hostel times – weekly boarders
a) Hostels close every Friday at 17:30 and re-open on a Sunday between 16:00 and 17:30.
b) The gate closes promptly at 17:30. Parents have to leave the premises timeously.
c) Hostels close at 12:00 on the day that the school closes for a holiday.
d) Hostels are closed during school holidays and on public holidays.
e) Hostels may be closed for special events, during strike actions, etc. Parents shall be informed in advance of any such closure, either in writing or by any other means necessary in the circumstances.
f) At the start of each term, the boarders shall be checked in to the hostel on the day before school starts to facilitate communication with the parents/guardians.



16.4. Hostel times – termly boarders
a) At the start of each term, the boarders shall be checked in to the hostel on the day before school starts to facilitate communication with the parents/guardians.
b) The gate closes promptly at 17:30. Parents have to leave the premises timeously.
c) Hostels close at 12:00 on the day that the school closes for a holiday.
d) Hostels are closed during school holidays and on public holidays.
e) Hostels may be closed for special events, during strike actions, etc.  Parents shall be informed in advance of any such closure, either in writing or by any other means necessary in the circumstances.

16.5. Drop-off and collection of boarders
a) If parents drop off or collect learners during school hours, this must be done at the school’s reception. Drop-off or collection outside school hours must be done at the reception area of the relevant hostel. 
b) No learner may be dropped off at the gate. All learners must be accompanied to the hostel by the person doing the drop-off.
c) Parents, guardians or other authorised persons shall sign the register on collecting the boarder for weekends, holidays, or another day that has been previously arranged.
d) Parents, guardians or other authorised persons shall sign the boarder back in when dropping him/her off after weekends, holidays or outside school hours.
e) Only mothers, other female visitors or female staff may enter the sleeping area in the girls’ hostel to help a boarder unpack after weekends or holidays.
f) Both male and female parents and visitors may enter the sleeping area in the boys’ hostel to help a boarder unpack after weekends or holidays.
g) Hostel staff must be informed of those authorised to pick up a learner from the hostel or school. Parents/guardians must notify the school of this in writing.

16.6. Clothing requirements
a) Parents receive a list of clothing requirements for the summer and winter seasons respectively – see Annexure A.
b) These requirements have to be met in full before a learner will be admitted to the hostel for the first time or be received back.
c) All clothing and other articles must be clearly marked with the boarder’s name and surname to avoid loss.
d) House parents are responsible for packing a boarder’s bag before weekends and holidays.
e) A checklist of all the clothing and other items in the bag shall be included.
f) When a boarder returns after weekends and holidays, the house parent on duty needs to be present when the boarder’s bag is unpacked to check all clothing and other items against the clothing list/list of requirements.
g) The hostel may provide learners in need with clothing and other items as required, depending on the availability of donations. However, the hostel reserves the right to keep at the hostel any clothes donated to the learner, to ensure that the learner benefits from the clothing while in the hostel, and that the clothes are taken care of. 

16.7. Bedding requirements
a) Parents shall receive a list of bedding requirements to provide for their child – see Annexure A.
b) These requirements have to be met in full before a learner will be admitted to the hostel for the first time or be received back.
c) The hostel may request extra bedding for a learner during winter time, e.g. an extra blanket, duvet, etc.

16.8. Toiletries 
	Parents have to provide their child’s own toiletries and other requirements for his/her personal care. The hostel may provide learners in need with toiletries as required, depending on the availability of donations.

16.9. Social and recreational activities
a) Opportunities for recreation are an important part of boarding life.
b) Learners may wish to enjoy alone time, socialise with friends, play board games, play on outside equipment/jungle gym, etc.
c) Each boarder shall bring a ‘toy bag’ from home, containing their own, personal toys, games, colouring books, etc. All items need to be clearly marked with the boarder’s name and surname, as hostel staff cannot be held accountable for any lost toys.
d) Boarders are discouraged from bringing expensive toys or gadgets from home, as the hostel staff cannot be held accountable for any boarder’s lost property.

16.10. Cellphones
a) Boarders are not permitted to have cellphones. This is to guard against the possibility of boarders exposing fellow boarders to pornography or other unacceptable practices or content.
b) Public phones are available in each hostel. 
c) Boarders who need to bring a cellphone to the hostel shall hand it in with the house parents on duty upon entry, for safekeeping. Hostel staff cannot be held accountable for any broken or stolen cellphone.
d) Parents are welcome to phone their child on the hostel phone. 
e) If a boarder does not adhere to rule (c) above, the house parent/staff member on duty shall have the right to confiscate the cellphone immediately and hand it to the hostel supervisor for safekeeping. The device shall be released to the parent only. 
      
16.11. Bedrooms
a) Bedrooms accommodate four beds each.
b) Bedrooms for the different age groups are kept separate. 
c) Boarders with a physical disability or cerebral palsy are grouped together in rooms with low beds.
d) House parents, together with the hostel manager, shall decide on roommate placements. 
e) All boarders may personalise their sleeping areas by displaying appropriate pictures or posters, toys or mascots.
f) Learners’ right to privacy and dignity must be respected at all times.
g) Bedrooms must be clean, tidy and neat every day.

16.12. Bathrooms
a) Bathroom facilities shall be suitable for boarders with and without physical disabilities.
b) Shower facilities shall also accommodate learners with physical disabilities or cerebral palsy, as well as allow for adult assistance.
c) Toilet facilities shall be spacious enough to accommodate wheelchairs, as well as allow for adult assistance.
d) Only house parents and hostel assistants are permitted to bath learners who are unable to do so independently.
e) Learners’ right to privacy and dignity must be respected at all times.
f) Bathrooms must be kept clean, tidy and hygienic at all times.

16.13. Kitchenette
a) A kitchenette is provided for making hot drinks and snacks.
b) Capable boarders are allowed to make tea, coffee and snacks, such as toast.
c) The use of all electrical equipment, e.g. kettle, toaster and microwave oven, takes place under appropriate supervision and with safety checks.
d) The kitchenette must be kept clean, tidy and hygienic at all times.

16.14. Meal times
a) Well-trained kitchen staff shall prepare nutritious meals according to a predetermined two-weekly menu, compiled in conjunction with the registered nurse.
b) Boarders must have access to sufficient, safe drinking water.
c) Staff must assist learners who are not able to eat on their own.
d) Plastic cutlery and utensils should be provided to learners who may injure themselves when eating.
e) Cutlery and all utensils must always be kept clean. 

16.15. Money
a) All monies received by house parents, including boarders’ tuck shop allowance, must be recorded immediately. 
b) School fees and other monies must be deposited with the bursar immediately or, if received over a weekend, on the first subsequent weekday, and a receipt must be issued for each learner.
c) Receipts must be given/sent to parents.

16.16. Hostel property
a) All boarders shall treat all hostel property with respect.
b) No vandalism of hostel property shall be tolerated.
c) Boarders who damage hostel property shall be disciplined in accordance with the sanctions stipulated in the school’s code of conduct for learners, and parents may be required to compensate the school for any costs involved.
	
16.17. [bookmark: _heading=h.qsh70q]Property of fellow boarders
a) Boarders may not use or take another boarder’s property without their express permission. Unauthorised use/possession shall be viewed as theft.
b) Boarders may not abuse other boarders’ property. The cost of any damage to property shall be recovered from the relevant boarder.
c) Learners must report any loss, unauthorised use or damage to private property to the house parent, who will investigate and take appropriate action.
d) The house parent/staff member on duty shall record any property damage in the incident book.

16.18.  Safety and security
a) Particular precautions should be taken to secure all boarders’ safety.
b) The hostels are connected to a registered security company. 
c) All emergency numbers, including for the security company, the police, ambulance services, the fire brigade, etc., must be clearly displayed on the noticeboard and be available at all times.
d) The fire safety and evacuation plan should be clear – see Annexure B.
e) Fire equipment must be serviced annually.
f) All hazardous situations, substances or equipment must be reported immediately.
g) All doors, locks, windows, burglar proofing and safety gates must be well maintained and kept in a good working order.  

17. [bookmark: _Toc228285784]MEDICAL CARE
17.1. Medication
a) It is parents’ responsibility to provide medication for their children. The borrowing of medication shall not be permitted.
b) All medication shall be received by the registered nurse or, if no registered nurse is available, by the persons delegated by the principal to receive such medication, and must be recorded in the register.
c) Medication shall be locked away in a designated medicine cabinet.
d) Medication to be administered during school hours must be handed to the registered nurse.
e) Boarders using prescribed medication shall not be allowed to return to the hostel after weekends or holidays without their medication.
f) If a boarder is brought back in the course of the week (Monday to Friday), and the prescribed medication is not received, the hostel manager, registered nurse or any hostel supervisor shall contact the parent to:
(i) provide the hostel with the medication immediately; or
(ii) fetch the learner immediately.
g) Parents must be informed well in advance when a boarder’s medication needs refilling.
h) Each boarder has a medical file in which their medication shall be recorded. This file must be kept by the registered nurse. 
i) The registered nurse shall administer prescribed medication at breakfast time and at lunchtime. If the registered nurse is not available to perform any of the aforesaid duties on any specific day, the appointed assistive staff member on duty shall take over.
j) House parents or appointed assistive staff are mandated to administer prescribed medication at supper time, as well as to administer over-the-counter medication to ill boarders, as and when needed.
k) All hostels are supplied with a first-aid kit, which only house parents may take charge of.

17.2. Ill boarders
a) The house parents or the staff member on duty shall attend to a boarder who falls ill.
b) House parents or appointed assistive staff are mandated to administer over-the-counter medication to boarders as needed, after consulting with the registered nurse.
c) All medication administered, as well as the time and dosage, must be recorded in the boarder’s medical file.
d) Where a boarder sustains an injury or is found to require medical care, the registered nurse shall be contacted immediately. 
e) The registered nurse shall: 
(i) advise the house parents telephonically on what to do;
(ii) visit the hostel as needed;
(iii) contact the parents/guardians and arrange for them to fetch the boarder and take him/her to a doctor; and/or
(iv) with the consent of the parents/guardians, arrange for an ambulance to take the boarder to a hospital agreed to by the parents/guardians.
f) House parents shall undergo first-aid training.

17.3. Allergies
a) Names of learners with allergies have to be displayed on the noticeboard, and the allergies must be recorded in the relevant learners’ medical files in RED ink.
b) Before a staff member on duty administers any over-the-counter medication to a learner with allergies, the noticeboard as well as the learner’s medical file must be checked to prevent a learner from taking any medication containing potential allergens.

18. [bookmark: _Toc228285785]LEARNERS’ PERSONAL INFORMATION
18.1. Learners’ personal details need to be updated regularly.
18.2. It remains the responsibility of the parent/guardian to inform the school immediately of any change in a learner’s medical or personal details.
18.3. All telephone numbers must be verified regularly, as staff members have to be able to contact parents at all times.
18.4. The processing/handling of personal information must occur in line with section 12 of the school’s ICT Policy.

19. [bookmark: _Toc228285786]SANCTION
19.1 The school’s code of conduct for learners includes transgressions in the hostels.
19.2 Any disciplinary action taken, and any appeal by parents/guardians, shall be dealt with in accordance with the school’s code of conduct for learners. 
19.3 The hostel manager has the right, in consultation with the SGB, to sanction boarders for disciplinary infringements, which includes recommending a boarder’s expulsion from the hostel to the SGB, without requiring permission from the district office. 
19.4 Depending on the gravity of the transgression, the SGB and the principal may decide on expulsion from the school as well.



20. APPROVAL


	Recommended by:
(Principal) 
	




	
Signature:
	


	Date:
	


	Approved by:
(SGB chair) 
	




	
Signature:
	

	Date:

	


	Approved by institutional development and support officer/circuit manager
	
Name & surname:  _____________________________

Signature:  ____________________________________

Date:  ________________________

	Approved by district director
	
Name & surname:  _____________________________

Signature:  ____________________________________

Date:  ______________________





[bookmark: _Toc228285787]ANNEXURE A:  LIST OF CLOTHING AND HOSTEL REQUIREMENTS

Insert school’s requirements list 





[bookmark: _Toc228285788]ANNEXURE B:  SAFETY AND EVACUATION PLAN
  
Insert hostel’s evacuation and emergency plan
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