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CODE OF CONDUCT 

 
PREAMBLE 

Berea Primary School aims to provide a happy and supportive environment in which all 

learners are given the opportunity to develop self discipline and a sense of 

responsibility.  It is the aim of the school to encourage a good work ethic, tolerance 

and sensitivity towards others.  Good school discipline is an important feature of an 

orderly and safe environment.  The aim of this code of conduct is therefore to regulate 

conduct and encourage good behaviour.  Such behaviour will be fostered and 

positively acknowledged by the school. 

 

CHANNELS OF COMMUNICATION 

In the event of parents requiring extra information or needing clarity on any aspect of 

education they can communicate through the following channels: 
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 E             
 

DEPUTY PRINCIPAL 

N 

 

T                                              PRINCIPAL 

 

S 
 

 

 



 

 

 

RESPONSIBILITIES OF PARENTS WITH RESPECT TO THE CODE OF CONDUCT 

(extracted from Government Gazette No. 18900) 

 

The ultimate responsibility for learner’s behaviour rests with their parents or guardians.  

It is expected that parents will: 

 

(a) support the school, and require learners to observe all school rules and 

regulations and accept responsibility for any misbehaviour on their part. 

 

(b) take an active interest in their children’s school work and make it possible  

for the children to complete assigned homework. 

 

SCHOOL RULES 

 

Where many people live or work together it is essential to have a code of conduct 

so that we may all live in harmony with one another. 

 

GENERAL RULES 

1, All learners are expected to be punctual and are expected to be at school before 

7.45 am each day. 

 

2, At all times children must walk quietly from one point to another, keeping to the 

left along verandahs and stairs. Learners must greet a passing teacher/visitor 

and step aside. 

 

3. No learner may enter a room unless there is a teacher present. 

 

4. Litter must be placed in the bins provided.  The school must be litter-free at all 

times. 

 

5. Classes entering the Hall must do so in an orderly manner.  There must be 

silence in the Hall before Assembly. 

 
6. Children must line up quietly in an orderly fashion at the Tuckshop. 

7. Stealing is a serious offence.  Stealing is defined as being in possession of 

anything that does not belong to you. 

 

 



 

8. No cell phones, expensive toys, games or collections may be brought to school.  

Children may not borrow or lend such items to each other. 

9. No noisy games may be played before school. 

10. No glass bottles may be brought to school – plastic juice bottles are permitted.  

No chewing gum is allowed. 

11. Children may not go on school outings unless the consent form has been 

returned to the Grade teacher.  Telephone permission is unacceptable. 

12. Children waiting at the gate after school hours must wait inside the gate.  

Behaviour is expected to be exemplary – no rough games may be played. 

13. Learners must be collected within half an hour of being dismissed from 

classroom or extra mural activity 

14. no umbrellas are allowed at school. 

 

UNIFORM 

1. Children must be neatly dressed and groomed all times.  Tattoos are not 

allowed. 

2. Plain watches, plain gold studs or sleepers (girls only) in the ears are the only 

items of jewellery that may be worn. 

3. Full uniform must be worn to and from school.  (See Information Booklet). 

4. All items of clothing must be clearly marked.  We take no responsibility for lost 

property. 

5. Learners will not be allowed on school outings if they are not in full uniform. 

6. The name badge is a compulsory part of the uniform. 

7. Only plain brown/black hair bands with dark green ribbons/bobbles may be 

worn.  All hairstyles must be neat and conventional.  Boys: short back and 

sides. 

8. Regulation school bags must be used by all learners. 

 

 

ABSENCE FROM SCHOOL 

 

1. Absence from school should only occur when a pupil is ill. 

2. A medical certificate is required if a child is absent for 3 days or more. 

3. When a pupil returns to school a note giving reasons for the absence must be 

handed to the class teacher. 

4. If a child is unable to participate in a Physical Education lesson or extra-mural 

activity, a note is required explaining the reason. 

 

 

 



 

CLASSROOM CODE OF CONDUCT 

 

1. All learners will greet the class teacher at the beginning and end of each new 

day. 

 When a subject teacher takes over, learners greet the teacher. 

 When a visitor/the Principal enters the classroom all stand and greet the 

Principal and visitors. 

2. Only one person is allowed out of the room at once.  Under special 

circumstances two F.P. pupils may be sent on a message.  All learners must ask 

the teacher’s permission to be excused. 

3. Learners are not allowed to be left in a room without a teacher being present.  No 

child may enter a room without a teacher being present. 

4. Punctuality:  Learners must arrive on time for all lessons and must apologize if, 

for exceptional circumstances, they are late.  A learner who arrives late on a 

continuous basis will be given a warning letter. 

5. Learners must line up outside classrooms and walk along corridors in a quiet and 

orderly manner when going from lesson to another. 

6. Learners are encouraged to participate in lessons but must raise their hands to 

ask questions or make suggestions.  Shouting out is rude and unacceptable.  

Learners must work quietly and not disrupt any other learner. 

7. All learners must have the correct stationery each day.  Borrowing from others is 

not permitted. 

8. Regulation dress must be worn for P.E./Swimming lessons.  Learners who do not 

have the correct uniform will not take part in lessons.  If this happens more than 

twice a term, the learner will be given a warning letter. 

9. All work must be correctly headed and learners must attempt to complete all 

tasks within the designated time. 

10. Homework must be done on a daily basis and checked by a parent.  All 

homework must be neatly set out. 

11. Hand in money to the class teacher before 8.00 am.  No money to be left in 

desks/school bags. All money must be brought to school in an envelope marked 

– 

 * name and grade 

 * amount – what for 

N.B. Parents must make school fee payments directly to the office.  The school 

takes no responsibility for loss of money. 

12. Eating in class is not allowed. 

 

 

 



 

 

13. Learners are responsible for keeping their classrooms and their desks neat and 

orderly.  At all times the classroom and the corridor outside the room must be 

free of litter.  Pencil sharpenings must not be left on the floor or inside desks. 

14. Furniture/books must not in any way be defaced/ 

  

Respect the property of others. 

 

Take pride in having a classroom where everyone works co-operatively and shows 

kindness towards others. 

 

 

DISCIPLINE PROCEDURES 

1. In the playground: incidents are reported to the teacher on duty and depending 

on the severity staff may refer the matter to a Head of Department, Deputy 

Principal or the Principal. 

2. In the classroom: teachers may give a verbal warning/inform parents of expected 

detention and/or extra work.  In the case of severe misconduct the incident is 

referred to the Principal who will issue a warning letter and/or interview the 

parents. 

3. The Warning System 

 1st Warning letter:  Parents are notified of the misconduct 

 2nd Warning letter:  Parents are notified and called in to an interview with 

Principal/Deputy Principal/class teacher. 

 3rd Warning letter:  Can lead to possible suspension/expulsion. 

 

Level 1 : Misconduct 

* Failure to be in class on time.  Lack of punctuality. 

* Incomplete, poorly completed classwork. 

* Failing to finish homework. 

* Failing to respond to reasonable instructions. 

* Being dishonest with minor consequences. 

* Disobeying classroom rules. 

* Humiliation of a fellow-learner. 

* Unsporting behaviour. 

* Not wearing full school uniform or P.E. kit. 

* Not being correctly dressed when outside school grounds. 

* Not having books – covered and labeled. 

Level 2 : Misconduct 

* Frequently repeated level 1 misconduct. 



 

* Smoking and carrying tobacco. 

* Leaving school without permission. 

* Using abusive language. 

* Interrupting education in the classroom. 

* Showing disrespect for another person. 

* Defacing text books, readers or library books. 

* Being dishonest with more serious consequences. 

* Petty theft. 

* Cheating in class. 

* Not returning Media Centre books or school text books. 

 

Level 3 : Misconduct 

 

* Frequently repeating Level 2 misconduct where action taken by school authorities 

is considered ineffective. 

* Inflicting minor injury on another person. 

* Insolence or use of vulgar language/gestures. 

* Being severely disruptive of classes. 

* Forging documents or signatures with minor consequences. 

* Racist, sexist or other discriminatory behaviour. 

* Possessing or distributing pornographic, racist or sexist materials. 

* Theft. 

* Tampering with school property/equipment. 

* Vandalism – damage to property/graffiti. 

* Cheating during tests/examinations. 

* Blatant dishonesty. 

* Misbehaving on public transport. 

* Trespassing on school property after hours. 

 

Level 4 : Misconduct 

 

* Repetition of level 3 conduct. 

* Possession of a dangerous weapon. 

* Threatening another person with a dangerous weapon. 

* Causing intentional injury to another person. 

* Verbally threatening the safety of another person. 

* Engaging in sexual activity. 

* Selling drugs. 

* Possessing or using alcohol or narcotics. 

* Disrupting the entire school. 



 

 (eg. Boycotting or picketing without consent) 

* Forging documents or signatures with serious consequences. 

* Playing truant. 

 
VERY SERIOUS OFFENCES 

Level 5 : Misconduct 

1, Repetition of level 4 misconduct. 

* Intending to inflict major physical injury on another person (assault) 

* Intentionally using a dangerous weapon 

* Sexual harassment 

* Sexual abuse and rape 

* Major theft 

* Breaking and entering locked premises 

* Murder 

 

How the school will deal with misconduct after proactive advice 

and counselling have not succeeded: 

 

Level 1 & 2 

* Verbal warning/written reprimand by educator 

* Supervised school work that will contribute to a learner’s progress at school 

* Performing tasks to assist the offended person. 

* Agreed on affordable compensation 

* Replacement of damaged property 

* Detention – supervised and constructive 

* Suspension from school activities eg. Sport, cultural activity for a specified time 

* Daily report signed by Educator, Principal and parent 

 

Level 3 

Disciplinary action will be carried out by the Principal include the 

following: 

* Any of the disciplinary actions listed above 

* Written warning of the possibility of suspension from school 

* Referral to a social worker/outside agency 

 

Level 4 

Disciplinary action for a very serious misconduct includes: 

* Any action listed above 

* Application to the Department of Education for limited suspension/expulsion 

from the  



 

school 

 
CLASSROOM BEHAVIOUR 

 

PUNISHMENTS 

 

1. Teachers warn learners (verbally) of an infringement. 

2. Detention with 24 hour notice to parents if this is after school hours. 

3. Principal’s intervention – if no improvement results or if a serious misdemeanor 

occurs. 

4. Warning letter/parent interviews/counseling are  

follow-up procedures. 

 

 

REWARDS 

 

1. Praise from the teacher can include special stamps, stars, special 

treats. 

2. Visit to Principal’s office – good work/good behaviour. 

(This includes Deputy and HOD) 

3. Acknowledgement in assembly. 

 

 
SUSPENSION / EXPULSION 

 

The South African Schools Act makes provision for due process including a fair 

hearing before a learner may be suspended from the school by the Governing Body.  

Due process guarantees a learner a fair hearing before a learner may be suspended for 

a period of one week or be expelled from the school by the Head of the Department. 

 

Any learner alleged to have violated any rule that may require suspension or expulsion, 

must be brought to the Principal.  The Principal shall hear the evidence and then 

decide on the action to be taken.  The Principal will inform the parents in writing of the 

proposed action and arrange for a fair hearing by a small disciplinary committee 

(tribunal) consisting of members designated by the Governing Body. 

 

The disciplinary committee so appointed must conduct the hearing in accordance with 

the Provincial Regulations laid down by the Member of the Executive Council. 

 

For the hearing the learner must: 



 

 

(a) be informed of and understand the charges of which written notice should be 

given at least five days before the time also indicating the date, time and place 

of the hearing; 

 

(b) receive such particulars of the charges as he/she may be entitled to according 

to law, if he/she so requests; 

 

(c) have the opportunity to be heard and tell his/her side of the story and to present 

the relevant facts; 

 

(d) not be prohibited from being represented by legal counsel, in which case 

written explanation of the charges must be given, or, in less serious cases the 

learner may be represented by a parent, guardian or educator; 

(e) be heard by an impartial person(s); 

(f) be treated with dignity during the process; 

(g) be informed in writing of the decision of the Governing Body on whether or not 

he/she is guilty of misconduct, and the penalty to be imposed in the case of 

suspension or expulsion 

(h) have the right to appeal to the MEC if he/she is aggrieved by the decision of the 

Governing Body. 

 

A Governing Body may, after a fair hearing, suspend any learner 

who has been found guilty of contravening stipulations of the 

Code of Conduct: 

(a) for a period of one week; or 

(b) for a reasonable period not exceeding one week, pending a decision by the Head 

of Department on the recommendation of the Governing Body as to whether or 

not the learner is to be expelled from the school. 

 

Subject to any Provincial Law a learner may only be expelled by 

the Head of Department. 

 

In the case of a learner who has been expelled, his/her parents, 

may appeal against the decision of the Head of Department to 

the Member of the Executive Council, within seven days of the 

decision to expel him/her. 

 

SERIOUS MISCONDUCT AND THE LAW 



 

Serious misconduct which may include offences according to the law must be 

investigated by the police and referred to the Court if necessary.  Serious misconduct 

must be handled in terms of the Government Notice and regulations promulgated by 

the Member of the Executive Council in the Provincial Gazette. 

 

 


