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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) 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. 

	6
	Purpose of the Learner Code of Conduct
	Update to reflect the school’s own objectives, if different from the information contained in this section.

	9
	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
	Rules and regulations
	a) It is critical to update this section to reflect the rules and regulations applicable to your school.  
b) Ensure that all rules in the policy are exactly as applied in practice.
c) Rules must be clear and to the point; nothing should be left to the reader to interpret, as this often leads to misunderstandings among staff, learners and parents.
d) The section on school uniforms should reflect the actual requirements at your school and must be reflected in the policy exactly as applied. Random deviations will lead to a general disregard for the school’s uniform rules.
e) If your school does not cover the POPI Act requirements in any other policy, expand this section to include the necessary information.

	13
	Disciplinary system
	a) The system described in this policy is specifically geared towards learners with severe and profound intellectual disabilities.  
b) If your school uses a different system, update this section to reflect this.

	14
	Merit system
	a) Amend this section if your school uses a different merit system. 
b) Remove this section if your school does not use a specific merit system.

	Annexures
	All forms in the annexures are those used by the Gauteng Education Department. Please replace with the forms used by the province in which your school is located.
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1. [bookmark: _Toc228454113]TITLE OF THE POLICY
The Learner Code of Conduct of name of school 
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[bookmark: _heading=h.tyjcwt]
5. [bookmark: _Toc228454117]PREAMBLE
5.1. The governing body of name of school has adopted this Learner Code of Conduct after consultation with all stakeholders of the school.
5.2. The Learner Code of Conduct is distributed to all staff members. 
5.3. The Learner Code of Conduct is not distributed to learners because of the nature of their special educational needs. However, relevant parts are shared with the learners on an ongoing basis as part of the Life Skills curriculum. 
5.4. Parents/guardians receive a copy of the Learner Code of Conduct when they enrol their child.

6. [bookmark: _Toc228454118]PURPOSE OF THE LEARNER CODE OF CONDUCT
The Learner Code of Conduct (“this policy”) aims to inform learners as well as their parents of the type of conduct expected at school as a way of preparing learners for proper conduct in society.

Further objectives are:
6.1. to set a standard of moral behaviour for learners and equip them with the expertise, knowledge and skills they would be expected to display as full-fledged and responsible citizens;
6.2. to promote positive discipline, self-discipline and exemplary conduct, learning by observing and experiencing;
6.3. to encourage learners and parents to support the principal and staff of the school in establishing and maintaining good order and creating a positive, calm environment in which teaching and learning can take place; and
6.4. to foster a culture of discipline in which parents/guardians, learners and educators are aware of the rules and regulations and collectively accept responsibility for their implementation.

7. [bookmark: _Toc228454119]DEFINITIONS AND ABBREVIATIONS
7.1. [bookmark: _heading=h.2s8eyo1]DEFINITIONS
	No.
	Term
	Definition

	1. 
	Schools Act
	The South African Schools Act 84 of 1996

	2. 
	school
	Name of school

	3. 
	educator
	Any person, excluding a person who is appointed to exclusively perform extracurricular duties, who teaches, educates or trains other persons or who provides professional educational services, including professional therapy and education psychological services, at a school.

	4. 
	learner
	Any child enrolled as such at name of school.

	5. 
	parent
	Means:
a) the biological or adoptive parent or legal guardian of a learner; or
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) and (b) towards the learner’s education at school.

	6. 
	teaching assistant
	A person employed to help an educator in a classroom. 



7.2. [bookmark: _heading=h.17dp8vu]ABBREVIATIONS
	No.
	Abbreviation
	Explanation

	1. 
	ABC
	antecedent-behaviour-consequence (framework)

	2. 
	DBST
	district-based support team

	3. 
	GDE
	Gauteng Department of Education

	4. 
	SAPS
	South African Police Service

	5. 
	SBST
	school-based support team

	6. 
	SGB
	school governing body


[bookmark: _heading=h.3rdcrjn]
8. [bookmark: _Toc228454120]APPLICATION AND SCOPE
This policy applies to all learners enrolled at the school, educator staff, teaching assistants and administrative staff, therapists of the school, parents as well as prospective applicants to the school. It applies while these stakeholders are on the school premises, attending a school function or representing the school, regardless of the venue.

9. [bookmark: _Toc228454121]LEGISLATIVE FRAMEWORK
9.1 The Constitution of the Republic of South Africa, 1996
9.2 South African Schools Act 84 of 1996
9.3 National Guidelines on School Uniform, 2006
9.4 Guidelines for a Code of Conduct for Learners, 1998 
9.5 National Education Policy Act 27 of 1996
9.6 Policy on Learner Attendance GN 361 of 2010 in GG 33150
9.7 Gauteng School Education Act 6 of 1995
9.8 South African Institute for Drug-Free Sport Act 14 of 1997 
9.9 Protection of Personal Information (POPI) Act 4 of 2013
10. [bookmark: _Toc228454122]LEARNERS’ RIGHTS AND RESPONSIBILITIES
10.1 [bookmark: _Toc228454123]Rights
All learners 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, verbal or sexual abuse or harassment;
e) to approach any member of staff on any matter;
f) not to be subjected to corporal punishment;
g) not to be victimised by other learners and/or members of staff;
h) to expect educators and therapists to teach them at the required standard and to meet their special educational needs as best they can;
i) not to be discriminated against based on race, ethnic or social origin, colour, gender, sex, age, disability, sexual orientation, religion, conscience, belief, culture, language, pregnancy, HIV and Aids status, or any other illness; and
j) as far as possible, considering the context of the school, to learn without distraction by other learners.

10.2 [bookmark: _heading=h.1ksv4uv][bookmark: _Toc228454124]Responsibilities
[bookmark: bookmark=id.2jxsxqh][bookmark: _heading=h.44sinio]Considering the context of the school, all learners are encouraged to:
a) treat one another with respect and tolerance;
b) strive to do their best in the learning process;
c) refrain from any conduct that may physically or mentally harm any other learner or staff member;
d) show consideration for others in what they say or do; and
e) ensure that their actions do not distract other learners from their assigned tasks.

11. [bookmark: _Toc228454125]RULES AND REGULATIONS
11.1. [bookmark: _Toc228454126]School rules
a) Learners are discouraged from bringing toys, cellphones and other electronic devices to school. Where learners do have cellphones, these should remain in their bag during the school day and aftercare. 
b) Learners who are found to be using their cellphone during contact time will have their device confiscated and kept in the safe in the office until the school has had a conversation with the parents. If the misconduct continues, the cellphone will be kept in the safe until the end of the week. The school does not accept any liability for devices that are brought to school and subsequently go missing or are damaged.
c) Learners must walk in an orderly fashion in the school passages.
d) Learners may not wander around the school before the school day starts, but should gather in the allocated areas where there is supervision. 
e) Running and shouting is discouraged.
f) Learners are discouraged from engaging in horseplay. 
g) Inappropriate touching of other learners is not allowed.
h) During assembly, learners must be quiet.
i) For assembly, classes enter and leave the hall in their respective class lines.
j) Learners are encouraged to greet visitors, and may shake hands with visitors and introduce themselves where appropriate.
k) Learners are discouraged from hugging any visitors, other parents, teaching and therapy students, etc.
l) No learner may leave the school grounds unaccompanied.
m) Learners are taught to treat equipment and resources with respect. 

11.2. [bookmark: _Toc228454127]Class rules
a) Each classroom has a set of classroom rules that apply to learners.
b) The class rules are explained, discussed and reinforced with learners on an ongoing basis.
c) The class rules are on display in each class and presented in a way that is meaningful to learners, including the use of visuals such as pictures, symbols, etc.
d) Class rules may differ from one class to the next, depending on learners’ age, and may include the following: 
· Foul/inappropriate language may not be used.
· Teasing/name-calling is not permitted.
· Aggressive/physical behaviour towards others is not permitted.
· Learners may not take their peers’ belongings without asking.
· Learners need to ask permission to leave the class.
· Inappropriate laughing/shouting is discouraged.
· Learners are taught to be quiet when visitors enter the class.

11.3. [bookmark: _Toc228454128]Playground rules       
a) Two staff members are on duty on each of the three playgrounds at any given time. 
b) The following rules are applied and enforced on the playgrounds:  
i. To protect them from the sun, all learners are required to wear hats when outside. Learners who do not have a hat will be required to remain indoors or in the shade. There may be some exceptions based on good reason, and educators will be made aware of such cases. 
ii. For safety reasons, eating is not permitted on the playground. Educators will inform learners where they may eat. 
iii. Any inappropriate behaviour is discouraged. This includes teasing, name-calling, inappropriate shouting and screaming, inappropriate or rough games, and touching or hanging onto one another. 
iv. Learners may not play with stones, sticks or any other potentially dangerous object. 
v. Learners should use garden furniture as intended and may not sit or stand on tables, stand on benches, or sit on the backs of benches. 
vi. Learners may not stand on the swings, nor push one another on the swings. 
vii. For safety reasons, specific rules apply to the use of the trampoline and other outdoor equipment, which are strictly enforced. With regard to the trampoline, for instance, these rules include that use is restricted to one learner at a time, that shoes must be removed, and that no tricks or flips are allowed. 
viii. Holding hands/kissing is not allowed at school. 
ix. The playground entrances/exits are closed during playtime, and learners are required to ask for permission to leave the playground when needing to use the restroom.

11.4. [bookmark: _Toc228454129]School bus rules
The following rules apply on the school buses at all times:
a) The wearing of seatbelts is compulsory. Learners will be assisted to fasten their seatbelts.
b) Learners may not eat or drink on the school bus. 
c) Learners are required to remain seated at all times. 
d) Standing up and/or swopping seats is not permitted. 
e) Learners may not have their heads/arms out of windows. 
f) Learners may not talk to or show signs to other motorists or persons on the sidewalk. 
g) No litter or any other objects may be thrown out of the windows.
h) Learners may not touch or interfere with others.
i) Shouting on the bus is not allowed.

11.5. [bookmark: _Toc228454130]Conduct at extramural activities and events
All learners attending sport and other school activities, whether as participants or spectators, are encouraged and expected to:
a) dress appropriately at all times as per the guidelines issued by the school; 
b) conduct themselves in an appropriate manner at all organised school events; 
c) adhere to all reasonable instructions issued before, during and after the activity by the principal, any educator/therapist/teaching assistant, parent and/or any person appointed by the principal to assist at any event; and
d) tender their apology, through their parents, should they be unable to participate in/or attend an event.


11.6. [bookmark: _Toc228454131]Dress code
a) General
i. Learners are encouraged and assisted to be neatly dressed at all times. 
ii. Girls with long hair should have their hair tied back and long fringes kept out of their face with an Alice band, other type of hairband or hairclips. 
iii. Nails should be kept short and clean. 
iv. Boys are encouraged to be clean-shaven.
v. The wearing of any fashion jewellery (earrings, necklaces/pendants, bangles, rings, trinkets, charms, etc.) is prohibited.
vi. The wearing of any make-up or nail polish is prohibited (with the exception of senior learners in the subject Ancillary Health Care).
vii. The wearing of fashion shoes, shoes with heels and flipflops is prohibited.

b) School uniform 
i. A designated school uniform supplier shall stock uniform items bearing the school logo.
ii. However, parents are not obligated to purchase the school uniform from such supplier, with the exception of the golf shirt that is worn on school outings.
iii. Parents may purchase generic uniform items (see below) from any store/supplier. Please refrain from purchasing ‘fashion’ clothing with logos, patterns, etc. 
iv. Parents may have the school logo embroidered onto school clothing, if they so wish. 

c) Boys’ school uniform
	Trousers
	Black or grey shorts or long trousers or black tracksuit pants

	Top
	Name of school golf shirt (black, bearing the school badge), or white short/long-sleeved shirt, or plain short or long-sleeved black top (T-shirt type)

	Jersey/jacket
	Name of school black fleece jacket (bearing the school badge), or name of school black cardigan or pullover jersey (bearing the school badge), or plain black Drimac, jersey/cardigan or tracksuit top

	Shoes
	Black school shoes or black sandals that fasten securely with straps or Velcro, or black tackies

	Jewellery
	Boys are not permitted to wear ear studs, hoops or ear cuffs. Only a wristwatch is allowed.

	Socks
	Grey/black/white socks

	Tie (optional)
	Plain black tie may be worn.

	Optional for winter
	Black beanie, gloves and scarf



d) Girls’ school uniform

	Bottoms
	Black or grey skirt, black shorts or long trousers, black tracksuit pants, or black culottes

	Top
	Name of school golf shirt (black, bearing the school badge), or white short/long-sleeved shirt, or plain short or long-sleeved black top (T-shirt type)

	Jersey/jacket
	Name of school black fleece jacket (bearing the school badge), or name of school black cardigan or pullover jersey (bearing the school badge), or plain black Drimac black jersey/cardigan or tracksuit top

	Shoes
	Black school shoes or black sandals that fasten securely with straps or Velcro, or black tackies

	Jewellery
	Girls may wear simple ear studs, small sleeper earrings and a wristwatch.

	Socks
	Grey/black/white socks

	Tights (optional)
	Plain black tights may be worn. 

	Tie (optional)
	Plain black tie may be worn.

	Optional for winter
	Black beanie, gloves and scarf



e) Gross motor skills sessions, weekly sport sessions and school sports events

i. Boys
	Soccer
	Soccer kit is provided by the school (learners change into the kit at school).

	Swimming
	Learners are required to wear ‘school-type’ swimming trunks. Speedos are not permitted for class swimming.

	Other sports
	The name of school T-shirt is worn with black shorts/long tracksuit pants. For inter-house sports events, the school T-shirt is replaced with a T-shirt in the colour of the relevant school house, i.e. red, green or yellow.

	Footwear
	Black tackies or barefoot, where applicable



ii. Girls
	Netball
	Netball kit is provided by the school (learners change into the kit at school).

	Swimming/ water aerobics
	Learners are required to wear ‘school type’ one-piece swimming costumes. Revealing, fashion and bikini-type costumes are not permitted.

	Other sports
	The name of school T-shirt is worn with black shorts/long tracksuit pants. For inter-house sports events, the school T-shirt is replaced with a T-shirt in the colour of the relevant school house, i.e. red, green or yellow.

	Footwear
	Black tackies or barefoot, where applicable



f) Deviations from school dress code
i. Only in exceptional circumstances, deviations from the dress code rules may be authorised by the SGB or the principal in writing. 
ii. Parents who require drastic deviations from the dress code for their children must make a written submission to the SGB, clearly setting out their request and/or objection to the dress code. The submission must clearly outline the reason for the request and/or objection, including whether it is for religious, cultural or other reasons. 
iii. The SGB will consider the submission and will respond to the parents in writing within 14 days.
iv. Where deviations from the school dress code are based on circumstances as provided for in (g) below, adherence to (i) to (iii) above is not required. 

g) Dress code exceptions
i. Based on the context of the school, all reasonable adjustments and exceptions to the dress code will be made to accommodate individual learners’ special needs. 
ii. Accommodations will generally apply to learners on the autism spectrum, but may apply to other learners also.
iii. While accommodations will differ from one learner to the next, examples may include the following:
1) Learners who resist wearing shoes may go barefoot.
2) For learners who resist wearing a hat, alternative accommodations will be made to ensure that they are protected from the sun. 
iv. Required dress code exceptions will be discussed in SBST meetings and with parents.
  
11.7. [bookmark: _Toc228454132]Medication management
Refer to the school’s Medication Management Policy.

11.8. [bookmark: _Toc228454133]School property
a) For purposes of this paragraph, school property includes:
i. the land and buildings occupied by the school, and any permanent or relatively permanent fixture or fitting on or in such land or buildings; and
ii. all property, including equipment, books, materials, motor vehicles and the like, owned, hired, held or stored by the school.
b) Learners are taught to respect and take care of school property.  While learners may not be held liable or responsible, parents are requested to assist the school with the following:
i. Any school property or equipment made available to a learner should be returned to the school in the same condition in which it was received, excepting for fair wear and tear. 
ii. Where school property such as reading books, augmentative and alternative communication devices, etc. has been wilfully or negligently damaged or destroyed, parents will be requested to compensate the school for the loss or damage.
iii. No school property may be removed from the premises without the prior consent of the principal or appointed person.

11.9. [bookmark: _Toc228454134]Property of staff, fellow learners and visitors
Learners are taught not to damage, mark or deface the property of any member of staff, other learners, visitors to the school or members of the public.

11.10. [bookmark: _Toc228454135]Environment
As part of the Learner Code of Conduct, learners are taught in the Life Skills and Recycling programme: 
a) to help keep the school grounds and buildings litter-free; 
b) to leave all areas they use in a neat and tidy condition; 
c) to be mindful of saving water; and
d) to save electricity by switching off unnecessary or unused lights and wall sockets.

11.11. [bookmark: _Toc228454136]Schoolwork and homework       
a) The issuing of homework depends on individual learners’ ability and level of functioning.
b) Where homework is given, learners must complete it timeously.
c) Parents are requested to support their children and ensure that they are able to complete their homework.

11.12. [bookmark: _Toc228454137]Punctuality
a) The school day starts at 07:30 and ends at 13:00 daily.
b) Late arrivals and early departures should be avoided, as they disrupt learning and teaching.
c) Learners who arrive late/leave early are recorded in a register, and statistics on late arrivals are submitted to the provincial education department as required. 
d) Parents whose children are in the habit of arriving late will be contacted either telephonically or in writing by the principal. 
e) Learners may not leave the school grounds unaccompanied, unless the parent has requested this in writing, and the principal or deputy principal has agreed.  

11.13. [bookmark: _Toc228454138] Absence from school     
a) School attendance is compulsory, and no learner may be absent from school without a satisfactory reason. 
b) Learner attendance will be recorded in a daily class register.
c) Any learner who is absent from school without a satisfactory reason will be deemed to be playing truant (bunking), which is strictly prohibited. 
d) Where a learner is frequently absent from school without cause or reason, the parent/guardian will be contacted telephonically and/or in writing by the principal.  
e) The parent of a learner who is absent from school for up to two consecutive days is required to notify the school.
f) Absence for more than three consecutive days (except in the event of illness, bereavement, trauma concerning the learner’s family, or in connection with an activity sanctioned by the principal) must be explained in a note from the parent/guardian on the learner’s return to school.
g) Learners who remain absent for more than ten consecutive school days without making any contact with the school will be deregistered as per the National Policy on Learner Attendance and will forfeit their place at the school.

11.14. [bookmark: _Toc228454139]School notices
a) Learners are encouraged to hand to their parents any notices issued to them by the SGB, the principal or class educator/therapist. 
b) Likewise, learners are encouraged to return to their class educator any slips, forms, etc. that their parents are required to complete.  
c) The school/educators will remind parents regularly to check their children’s folders/files and/or communication books for any notices sent by the school.

11.15. [bookmark: _Toc228454140]Valuables and personal belongings
The school shall not be held liable for the theft of, or damage to, personal belongings on the school premises.
a) The school reserves the right to check a learner’s cellphone or electronic device for inappropriate content in the event of a reasonable suspicion or allegations that such content exists.
b) Learners are discouraged from bringing toys to school.
c) Learners are discouraged from touching, interfering or removing anyone’s belongings. 
d) Any material that runs counter to sound morals are prohibited on the school premises.
e) No dangerous and/or sharp objects are allowed on the school premises or at official school events off-site.

11.16. [bookmark: _Toc228454141]Behaviour and language
a) Bullying and disruptive, aggressive or inappropriate behaviour is not permitted on the school premises or at official school functions off-site. 
b) Swearing and the use of foul language is strictly prohibited.  

11.17. [bookmark: _Toc228454142]Smoking and illegal substances 
a) The possession and use of cigarettes and tobacco, including pipes, e-cigarettes and ‘hubbly bubbly’ products, is prohibited on the school premises.  
b) Alcohol and the use of alcohol products during school hours or any school activity is strictly prohibited. Any learner suspected of being under the influence of alcohol will be removed from the school premises.
c) The possession and/or consumption of illegal chemical substances and drugs is strictly prohibited. 

11.18. [bookmark: _Toc228454143]Motor vehicles and motorcycles  
Should learners acquire their driving licence, the following applies: 
a) No learner may bring a motor vehicle or motorcycle onto the school premises. 
b) A learner with a motor vehicle or motorcycle may not transport any other learners, unless the parents/guardians of those passenger learners have provided the school with their written permission.

11.19. [bookmark: _Toc228454144]Prohibited areas
a) The following areas of the school are out of bounds for learners both before and after school, as well as during breaks:
· Classrooms (except when supervised by a staff member)
· Therapy departments
· Library
· Computer room
· Swimming pool area
· The hall and the area behind it
b) Learners may not be in any unusual place or climb into or onto any place without the permission and presence of a staff member.
c) The different class or grade groups must be in their assigned playground areas before school and during breaks.
d) Ball games may only be played in designated areas. 
e) Learners are not allowed in passages or corridors during lesson times, except when sent on an errand.   
f) Learners are not allowed to loiter or congregate in the corridors before and after school and during breaks.  
g) Learners will gather in the hall when it rains before school and during breaks.

11.20. [bookmark: _Toc228454145]Public display of affection
a) Acceptable behaviour
i. It is acceptable to demonstrate care for one another in physical expressions such as friendly hugs or pats on the back or shoulder. 
ii. However, to be acceptable, such contact should be open and inclusive of all in a particular social group. 
b) Unacceptable behaviour
i. Intimate physical expressions of affection, including hugging, holding hands, kissing, prolonged embracing and touching of a sexual nature, are not permitted at school, during any school activity (including nights out, nature camps, field trips, off-site events and competitions) and/or in any situation where the school can be identified, such as when dressed in school clothes outside of school hours.
ii. Lying down with another learner 
iii. Placing one’s hand in another learner’s lap
iv. Sitting in another learner’s lap
v. Touching in sexual ways, either under or through clothing

11.21. [bookmark: _Toc228454146]Bullying
Name of school aims to establish a school community where everyone feels valued and safe, and where individual differences are appreciated, understood and accepted. Bullying in any form, including cyberbullying, is strictly prohibited at the school.
a) Rights and responsibilities
It is the right and responsibility of every learner and educator to report bullying, whether it happens to themselves or someone else. If one learner is bullied, it is everyone’s business to put an end to it.
Rights	Responsibilities
To feel safe	To respect ourselves
To learn and grow	To respect others
To be respected	To be the best we can be
To be valued	To support others
To be different	To show compassion and understanding
b) Investigating and reporting
i. Report any bullying to an educator, SBST member or a member of the Representative Council of Learners, irrespective of whether you or your fellow learners are the victims.
ii. Do not participate in any bullying behaviour.
iii. Do not give the bully an audience – walk away and clearly show and express your disappointment in those who bully.
iv. When an incident of bullying or suspected bullying is reported, the school will respond in a manner that is appropriate to the incident. The following steps will usually be taken, depending on the nature of the incident:
· All investigations and reports will be treated in the strictest confidence.
· A suitable member of staff will try to obtain as much relevant information as possible on the bully and the victim. The bully and victim will be interviewed separately to hear each one’s side of the story.
· Educators must make notes of the time and place of the incident and the parties involved.
· A suitable member of staff will then meet with the victim to establish what has been taking place, ensure that the victim understands and is comfortable with the action that the school will take, and ensure that the victim will not be placed at further risk.
· The victim’s parents will be informed of the situation and kept abreast of the school’s actions and approach. If it is felt that the victim requires further support, this will be arranged in conjunction with the parents and the school’s support team.
· A suitable member of staff will meet with the bully to afford them a chance to be heard and to ensure that the bullying behaviour stops immediately. Should there be a subsequent negative comeback from the bully to the victim, the bully’s parents will be called in. If it is felt that the bully requires some form of support, this will be arranged in conjunction with the parents and the school’s support team.
· Where the stories of the victim and bully are at odds, investigating staff will either bring both parties together in an interview for mediation or will investigate further by interviewing other learners who have witnessed the bullying.
· Interviews should be recorded in writing.
· If the bully repeats the behaviour, the school will have no choice but to take stricter action. In the event of repeated bullying behaviour that is felt to endanger one or more of the learners at the school, the bully may be asked to leave the school until further disciplinary action has been taken. 
· If a disciplinary hearing is required, the disciplinary committee will conduct the hearing according to the procedures set out in this code of conduct.
· In incidents involving cyberbullying, whether these occur on or off the school premises, the school reserves the right to take the same action as for other bullying incidents.
c) Role of parents
i. Watch for signs of unhappiness in your child’s behaviour.
ii. Be supportive when an incident of cyberbullying is reported, as this type of bullying can have extremely detrimental and lasting effects.
iii. Inform the class educator, grade tutor or member of the support team if there is any suspicion that your child is being bullied.
iv. Do not take matters into your own hands by confronting the bully or the bully’s parents.
v. Refrain from telling your child to retaliate.
vi. Help your child acquire positive behaviours so as to ward off bullies.
vii. Clearly address the situation if it is found that your child has bullied another learner.

11.22. [bookmark: _Toc228454147]Dangerous weapons/objects
a) The school is free of dangerous weapons/objects.
b) Learners are not allowed to bring any dangerous weapon or object onto the school grounds or to official school events.
c) If the school suspects that a learner is carrying a dangerous weapon/object, such learner and their belongings will be searched in accordance with section 8A of the Schools Act.
d) Any dangerous weapons/objects found will be confiscated and handed to SAPS.

12. [bookmark: _Toc228454148]LEARNER PREGNANCY
Refer to the school’s Teenage Pregnancy Policy.

13. [bookmark: _Toc228454149]DISCIPLINARY SYSTEM
13.1. [bookmark: _Toc228454150]Introduction
a) The SGB has determined this Learner Code of Conduct after consultation with all stakeholders, and after taking learners’ special educational needs into consideration. 
b) Where a learner fails to adhere to the Learner Code of Conduct, the learner will receive additional support and guidance from the school and the parents/guardians. 
c) Disciplinary hearings in the event of a learner not abiding by the Learner Code of Conduct generally do not apply, considering the context of the school and the nature of the learners’ intellectual disabilities. 
d) In the event of serious misconduct, a disciplinary hearing may be held with the parents and the learner. Such a hearing will not be punitive, but will be used to support the learner.
.
13.2. [bookmark: _Toc228454151]General offences
a) Should a learner not abide by the Learner Code of Conduct, the class educator will write a note to the learner’s parent or contact them telephonically to request a meeting. 
b) Ongoing misbehaviour or offences will be referred to the principal.  Depending on the nature and gravity of the misconduct, the principal may involve the SBST.

13.3. [bookmark: _Toc228454152]Sanctions
a) Where applicable, the school will involve the parents of a learner when deciding on the discipline or sanctions to be enforced. 
b) Disciplinary measures will be determined according to the individual learner’s ability and level of understanding. 
c) Discipline is not seen as punitive, but rather as an opportunity to provide guidance and reinforce teaching. 
d) Sanctions may include:
i. a verbal reprimand; 
ii. no playtime; 
iii. a letter to the parents; 
iv. behaviour modification; 
v. timeout; and
vi. isolation. 

13.4. [bookmark: _Toc228454153]Behaviour modification
a) Behaviour modification refers to the techniques used to try and discourage/encourage a particular type of behaviour or reaction.
b) Behaviour modification techniques are used to address and manage behavioural challenges and to assist learners.
c) The specific techniques used will differ from one learner to the next, based on what is found to work well with the individual learner. 
d) Where needed, educators will refer behaviour challenges to the SBST for advice, guidance and support. 
e) Behaviour modification techniques will be discussed with parents. 
f) Examples of behaviour modification techniques include star charts and rewards. 
g) Behaviour modification guidelines are discussed with educators and therapists, and are included in staff training (see Annexure A). 
h) Where applicable, staff will complete the antecedent-behaviour-consequence (ABC) and frequency and latency forms to assist with modifying behaviour (see Annexure B and C).  

13.5. [bookmark: _Toc228454154]Serious offences
a) The following is considered serious misconduct:
i. Possession of drugs/illegal substances, dangerous weapons and/or pornographic material 
ii. The attempted/intentional assault of one person on another, whether physical or sexual 
iii. Ongoing swearing and the use of foul language
iv. Bullying of an individual or a group of persons
v. Repeated disruption of class activities
vi. Repeated instances of possessing and/or smoking cigarettes and tobacco, including pipes, e-cigarettes and ‘hubbly bubbly’ products
vii. Any other offence that is deemed serious by the school management team and/or SGB
b) Where a serious offence has occurred, it will be dealt with as follows:
i. The relevant departmental head will meet with the learner to establish the facts relating to the offence.
ii. In the event of repeated serious misconduct, the matter will be dealt with by the principal and/or deputy principal.
iii. The learner will be referred to the SBST in an attempt to establish the facts relating to the offence, and for learner analysis.
iv. The SBST will provide a report, including a suggested sanction based on the specific learner’s circumstances and the nature of the offence, to the person dealing with the offence (departmental head or principal).  
v. The departmental head/principal will inform the learner’s parents of the offence and that the learner has been referred to the SBST.
vi. Where necessary, the principal will meet with the parents in an effort to promote behaviour change in the learner. If corrective processes at the school do not have the desired result, the principal, the parents and the SBST must refer the case to the DBST for further assistance and support.
vii. If a learner is found guilty of a serious offence, and the DBST could not resolve the matter, the principal will inform the head of education in the district.
viii. The school may decide to call in the services of a social worker in an attempt to rectify the learner’s behaviour.
ix. If necessary, the school may request the parents to send the learner for medical evaluation.
x. Where an offence is considered serious enough, the learner who has allegedly committed the offence may be subjected to a disciplinary hearing, as outlined below. The SBST would need to agree that this is applicable and appropriate based on the learner’s level of intellectual functioning.
1) The learner must be accompanied by a parent or a person designated by the parent. At no stage may a disciplinary hearing be held with only the learner present.
2) Whenever disciplinary proceedings are pending before the SGB, and it appears to the SGB that testifying at such proceedings would expose a witness under the age of 18 to undue mental stress or suffering, the SGB may, if practicable, appoint a competent person as an intermediary through whom the witness can give testimony.
3) Where the SGB has appointed an intermediary in respect of a witness:
(a) examination, cross-examination or re-examination of such witness may not take place in any manner other than through that intermediary; and
(b) such intermediary may convey the general purport of any question to the witness, unless the SGB directs otherwise.
4) If the SGB appoints an intermediary, the SGB may direct that the witness must give testimony at any place that:
· is informally arranged to put that witness at ease;
· is arranged so that the witness cannot see or hear any person whose presence may be upsetting; and
· enables the SGB to hear, by means of any electronic or other device, both the intermediary and the witness during testimony.
5) Where the parents or an appointed representative of a learner are unable or unwilling to attend a disciplinary hearing, the chair must adjourn such hearing until such time as the parents can attend together with the learner charged with serious misconduct. Should the learner and/or the parents and/or representative fail to attend the next hearing despite proper notification, such hearing may proceed in their absence.
xi. The SGB and principal may, on reasonable grounds and as a precautionary measure, suspend the learner for a period of seven days. Reasons for suspension will include where the learner:
(1) poses a threat to the health and safety of other learners and staff at the school; and/or
(2) causes a major disruption of activities in the classroom.
xii. If necessary, the SGB may extend the suspension by a further seven days.
xiii. Should it become necessary to extend the suspension beyond 14 days, the school must obtain written approval from the head of education in the district.
xiv. Should the offence be a reportable offence, such as assault, rape, defamation or abuse, the school must report the matter to SAPS.

13.6. [bookmark: _Toc228454155]Expulsion
a) Generally, the school will not consider expulsion as sanction for a learner who has committed a serious offence.
b) If all sanctions and behaviour modification options have been exhausted, yet the learner’s misconduct continues, the school will explore one or all of the following options:
i. Consider transferring the learner to another facility for learners with special educational needs that may be equipped to manage the specific learner more effectively.  This needs to be discussed with the DBST, and consent must be obtained from the parents.
ii. Consider a permanent personal assistant for the learner. Such assistant will supervise the learner permanently during the school day. This has to be discussed with the parents, as they will have to cover the assistant’s costs.
iii. Recommend home-schooling to the parent, if at all possible. Under such an arrangement:
1) the learner will stay enrolled at the school;
2) the school will determine the learning activities and provide work for the learner; and
3) the parents will have to employ a teaching assistant to manage the learner’s learning activities at home.

14. [bookmark: _Toc228454156]MERIT SYSTEM
14.1. [bookmark: _heading=h.46r0co2]A learner is awarded merits for positive behaviour, academic progress, assistance rendered at sports or cultural events, or assistance of any other nature. 
14.2. After a week’s observation, one merit may be awarded at the educator’s discretion for:
· creativity;	
· kindness to others;
· helpfulness;
· initiative;
· honesty;
· perseverance;
· good manners;    
· consideration for others;
· cooperation;
· good sporting spirit;
· assisting the educator in class;
· cleaning classrooms regularly;
· keeping the playground tidy by picking up litter;
· good behaviour on the playground;
· neat handwriting;
· good communication skills;
· achievement in schoolwork, tests and examinations;
· additional work completed;
· diligence in homework;
· completing work thoroughly and immediately; and
· sport or cultural achievements.
14.3. After a term, two merits may be awarded for:
· 100% class attendance;
· correct school uniform worn;
· regular taking of prescribed medication;
· wearing hats during outdoor activities;
· good progress in schoolwork/therapy;
· lining up properly;
· compliance with therapy rules; and
· compliance with individual class rules.
14.4. Merits will be recorded on the “Achievements” page in the learner’s homework diary.
14.5. At the educator’s discretion, learners will be commended during assembly for their positive behaviour, assistance rendered and/or achievement in schoolwork or sport by awarding house points.
14.6. At the educator’s discretion, sustained positive behaviour will be rewarded by handing out merit badges during assembly, as follows:
a. a green merit badge after achieving 6 merits;
b. a blue merit badge after achieving 12 merits;
c. an orange merit badge after achieving 18 merits;
d. a yellow merit badge after achieving 24 merits; and
e. a white merit badge after achieving 30 merits.
14.7. Green, blue, orange and yellow merit badges have to be handed back to the school when the learner receives a higher-level badge. Once the learner has achieved the white badge, they may keep it, after which the process starts afresh.
14.8. Exceptional and prolonged positive behaviour may be rewarded through prizes, trophies or monetary rewards.
14.9. Learners who commit serious offences will have to hand back to the school any merit badges obtained.

15. [bookmark: _Toc228454157]APPROVAL
	Recommended by:
(Principal) 

	

	Signature:
	


	Date:
	

	Approved by:
(SGB chair) 

	

	Signature:
	

	Date:
	

	Approved by:
(Institutional development and support officer) 

	

	Signature:
	

	Date:
	

	Approved by:
(District director) 

	

	Signature:
	





[bookmark: _Toc228454158]ANNEXURE A: BEHAVIOUR MODIFICATION

BEHAVIOUR MODIFICATION GUIDELINES

Changing behaviour requires relationship building, long-term support and resources, and calm perseverance. 

ANTECEDENT (predictor; trigger)
What occurs immediately before the behaviour, for example:
· an instruction
· the presence of a person, item or activity
· a change in the environment or setting
· the structure of the environment

Two types of antecedents:
· Slow triggers
· Fast triggers

Circumstances that increase the likelihood that the behaviour will occur: 
· Anxiety/biological issues
· Schedule/staff changes
· Changed/missed medication
· Irregular sleep patterns
· Illness/impending illness
· Missed meals
· Excessive heat/cold 
· Arguments/fights with classmates/parents/educators
· Difficulties on the bus
· Skills deficits
· Lack of a communication system
· Sensory issues

BEHAVIOUR
Anything that a learner does that can be seen, heard or felt
· Measurable
· Observable
· Actions

CONSEQUENCE
· Must occur immediately after the behaviour
· Consequences that change behaviour:
· Reinforcement: Encourages the behaviour
· Extinction: Withholding of a reinforcer for a previously reinforced behaviour 
· Punishment: Discourages the behaviour 
· It is important to understand consequences from the individual’s perspective, and to realise that, whether intentionally or unintentionally, we may end up reinforcing problematic behaviours. Therefore, focus on positive consequences to maintain or strengthen good behaviour. 

	BEHAVIOUR
	CONSEQUENCES

	· Escape/ avoidance

	For task avoidance:
· Reinforce for compliance
· Teach how to seek help
· Teach acceptable alternatives to escape
· Reinforce for absence of problem
· Initially remove/reduce task demands, and
then gradually introduce/increase demands
For social avoidance:
· Pair social attention with strong reinforcers
· Reinforce for compliance
· Reinforce for absence of problem
Avoid:
· Extinction (ignoring)
· Timeout

	· Attention seeking 

	· Increase attention for appropriate behaviours
· Use extinction on problem behaviour
· Teach acceptable alternatives for attention
· Functional communication training
· Use timeout as a last resort
Avoid:
· Verbal reprimands
· Response interruption/redirection

	· Access (to material, an activity or food)
	· Deny access (extinction)
· Teach acceptable alternatives to obtain access
· Use timeout as a last resort
Avoid: 
· Access to the material, activity or food following the problem behaviour

	· Stimulation and pain relief

	· Increase access to alternative sources of stimulation
· Interrupt and redirect behaviour
· Use different reinforcement strategies
Avoid:
· Withholding attention
· Timeout





GUIDELINES FOR MANAGING BEHAVIOUR

	1. BE IN CHARGE

	· As the educator, you are IN CHARGE.
It is your classroom. Actively and consciously make the rules and decisions rather than letting them happen out of habit, poor organisation, or at learners’ whim.
· Demonstrate that you are in charge by the position you take in the room.
· Be on your feet as much as possible, and position yourself where you can watch everything that is happening. 
· Learners must think that you have ‘eyes in the back of your head’. 
· Notice the good things that learners do.
· Keep moving around the classroom to establish yourself as the focal point and central authority. 
· Learners need to feel safe, and this is only possible if the educator is in charge. 
· Do not apologise for your rules, your standards, or your insistence on compliance.  

	2. USE POSITIVE CLASSROOM RULES

	· Learners need to know what is expected of them in the classroom. 
· Establish a set of rules – maximum four of five – that explicitly states the desired behaviour.
· Display the rules prominently in the classroom and refer to them frequently.
· Rules should tell the learners what to do, rather than what not to do: 
X Don’t call out                                     √ Put up your hand and wait to speak
X Don’t walk around the classroom   √ Stay in your seat
X Don’t break things                            √ Look after classroom equipment
· Praise good behaviour, and refer to the rule being followed. 
· Use the rules to point out inappropriate behaviour: “Remember our rule about …”
· Have a ‘feature rule’ now and again by writing it on the board and giving class rewards to learners who follow the rule. 

	3. MAKE REWARDS WORK FOR YOU

	· Give learners relevant rewards for desirable behaviour, initiating tasks, completing tasks, following class rules, etc. 
· The goal is to establish a HABIT of cooperation.
· Once a habit has been established, subtly start raising the goals/standards.
· The easiest, quickest and most appreciated reward is descriptive praise. 

Other possible rewards, besides those used as part of a school-wide system, include:
· a note that is sent home to parents;
· name on a special chart, which includes a tangible reward;
· being given special responsibilities;
· being allowed to go first; and
· having extra choices.

	4. CATCH THEM BEING GOOD

	· Praise is the most powerful motivator you can use.
· Praise the tiniest steps in the right direction.
· Praise often, using descriptive phrases such as: “It can be annoying having to (enter behaviour here). I can see you are getting impatient, but you are still (enter behaviour), you haven’t given up!” OR “I can see you don’t want to come inside after break, but you are already facing the right way to come inside.” 
· Praise the smallest effort, and explain why it pleases you. 
· However, don’t be bullied into giving rewards that haven’t been earned. 

· Some positive behaviours are easily overlooked. Try to remember to praise learners for:
· getting homework in on time/handing in homework fully completed, albeit late
· working quietly
· good attendance
· a neat desk
· not swinging on the chair
· smiling
· contributing to class discussions
· helping another learner
· not laughing at another learner’s mistakes
· promptly following instructions
· wearing their glasses
· using common sense
· Apply any reward system of the school consistently and fairly.

	5. INSTRUCTIONS MUST BE SPECIFIC AND CLEAR

	· Get a learner’s full attention before giving instructions.
· Make sure that everyone is looking at you and that no learner is fiddling with a pencil, turning around, looking at a book, etc.
· Give instructions once only. Repeating instructions may unwittingly train learners not to bother listening properly the first time.
· Smile as you give instructions.
· Don’t be too wordy, and don’t imply a choice when there actually isn’t one, such as by ending on “Okay?”. Don’t sound as if you are suggesting something: “Would you like to …?”, “How about …?”, “Don’t you think you should …?”, etc.
· Be very clear in all your instructions and expectations. Have learners repeat the instructions back to you. 

	6. DEAL WITH LOW-LEVEL BAD BEHAVIOUR BEFORE IT TURNS INTO SOMETHING BIGGER

	· Low-level or minor behaviour infringements will escalate if they are not dealt with quickly and consistently.
· A learner’s behaviour is reinforced when it attracts attention, but don’t be tempted to ignore it.
· Find a quiet and calm way to let the learners know that you see exactly what they are doing and that there is a consequence, without making a fuss, getting upset or sounding annoyed. 
· Give instructions once only. If a learner continues to misbehave, instead of repeating your original instruction, try one or more of the following:
· Point to the place (on the board, chart, Post-it note in their book, note on the educator’s desk) where you wrote down the original instruction when you first gave it.
· Use a description of the behaviour: “John, you are tapping your ruler.”
· Stop everything, look at the learner directly, and wait for them to figure out why.
· Descriptively praise a learner who behaves appropriately. Praise the target learner as soon as they comply.
· Ask other learners whether they know what the instructions were (‘the squirm factor’).
· Always follow through, even on minor infractions, so that learners know that there is no point in testing whether there will be consequences. They should know what will happen. Afford a second chance only after a period of good behaviour.


	7. THE CONSEQUENCES OF NON-COMPLIANCE

	· Help a learner to do whatever you have asked them to do. If the learner throws a pencil box on the floor, help them pick it up.
· If a learner does not obey an instruction straight away, do not give up.
· Praise every little step in the right direction, even in the absence of the ‘wrong’ behaviour. For example, if you have just asked a learner to stand up, and they are not obeying, you could say: “You’re not swearing right now. Thank you.” 
· Do not protect the learner from the consequences of their actions or lack of action. The learner has made a choice after having received a clear warning about the consequence. 
· A consequence should be uncomfortable, but not upsetting enough to breed resentment. The purpose of the consequence is to prompt the learner to think: “I wish I hadn’t done that.” 
· Have a ready repertoire of consequences that are easy to implement and monitor, such as:
·      loss of choice, e.g. where to sit;
·      loss of break time;
·      loss of a privilege; or
·      sitting in silence for a set period of time. 

	8. ESTABLISH A START-OF-LESSON ROUTINE

	· Never attempt to start teaching a lesson before the learners are ready. This creates the impression that it is the educator’s job to ‘force’ learners to work by delaying, resisting, distracting, etc. Remember, task avoidance is often a smoke screen to hide their worries about what you will be asking them to do. 
· Have a routine way of starting a lesson and setting a calm tone – a quiet activity that learners can do without needing any explanation. Don’t allow discussion or be drawn into a discussion yourself. Tell them that you will discuss an issue with them later, and then follow through. 
· If you take time to establish this routine, lessons will eventually start themselves.  

	9. MANAGE THE END OF THE LESSON

	· At the end of a lesson, allow time to pack away.
· Plan for a short game, if time allows.
· Manage the learners as they exit the class. For example, they must stand quietly behind their chairs and wait for you to tell them to leave. 
· Send them out one by one.




Remember
· A learner’s behaviour does not suddenly change for no reason. 
· A change in behaviour indicates that something has shifted in the learner’s circumstances. Examples of changes include:
· family stress/trauma, separation, divorce, aggression, etc.;
· the loss of a loved one/pet;
· moving house;
· a change in medication; or
· a new sibling.


[bookmark: _Toc228454159]ANNEXURE B: ANTECEDENT-BEHAVIOUR-CONSEQUENCE (ABC) RECORDING SHEET 

Record the behaviour, what preceded the behaviour as well as the consequences of the behaviour over a period of two weeks. 

Name of learner: _____________________	Class: ______________	
Educator:	       _____________________	Date:   ______________

	A (antecedent)
	B (behaviour)
	C (consequence)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc228454160]ANNEXURE C: FREQUENCY & LATENCY RECORDING SHEET

Name of learner:	________________________________ 
Focus behaviour: 	________________________________
Time period: 	__________________________________
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	07:30– 08:00
	
	
	
	
	

	08:00– 08:30
	
	
	
	
	

	08:30– 09:00
	
	
	
	
	

	09:00– 09:30
	
	
	
	
	

	09:30– 10:00
	
	
	
	
	

	10:00– 10:30
	
	
	
	
	

	10:30– 11:00
	
	
	
	
	

	11:00– 11:30
	
	
	
	
	

	11:30– 12:00
	
	
	
	
	

	12:00– 12:30
	
	
	
	
	

	12:30– 13:00
	
	
	
	
	

	13:00– 13:30
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