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Star of the Sea Convent Primary School 

Code of Conduct 

1. Code of conduct for learners 

While it is a learner’s right to receive an education and while Star of the Sea Convent School will 

strive to provide the top quality educational opportunities this community has come to expect, it is 

important that learners acknowledge their responsibilities to themselves, their fellow learners, their 

educators, other staff members and the School. 

2. Introduction 

A Code of Conduct is necessary in our school community to realize the educational objectives of our 

school. 

2.1 The Code of Conduct must inform the learners of the way in which they should conduct 

themselves at a school in preparation for their conduct and safety in civil society. It must set a 

standard of moral behaviour for learners and equip them with the expertise, knowledge and 

skills they would be expected to evince as worthy and responsible citizens. It must promote the 

civic responsibilities of the school and it must develop leadership. The main focus of the Code 

of Conduct must be positive discipline. It can be punitive and punishment oriented, but it must 

facilitate constructive learning. 

2.2 The purpose of the Code of Conduct is to promote positive discipline, self-discipline and 

exemplary conduct, as learners learn by observation and experience. 

2.3  School rules must be obeyed. 

2.4  The Code of Conduct aims at establishing a disciplined and purposeful environment to facilitate 

effective education and learning in school. 

2.5  This Code of Conduct acknowledges the following: The Constitution of the Republic of South 

Africa, the South African Schools Act and Provincial Legislation as well as the CaSPA Child 

Safeguarding Policy. 

3. Vision and mission statement 

VISION STATEMENT 

Dominican schools aim to provide forward looking education of the highest quality based on a 

tradition that goes back over seven hundred years of commitment to education. 

Our schools seek to care for the whole person in order to develop in young people: 

 a love for learning 

 an enthusiasm for truth 

 a love for others 

 respect for the culture and religious values of all 

 a willingness to serve in a spirit of healing and reconciliation, 

flowing from an appreciation of the Word of God and a deep commitment to Christ. 

MISSION STATEMENT 

Star of the Sea Convent School is a Catholic Dominican Primary School which 

 Incorporates the latest educational methods while maintaining the traditions of the school and 

Christian and moral values 
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 Provides a secure, happy, caring and dynamic learning environment 

 Strives to maintain small classes and provide quality teaching, thus ensuring an excellent 

academic reputation 

 Encourages social and cultural inter-school interaction 

 Produces well-mannered self-disciplined learners with a solid foundation for a higher 

education. 

4. Legal authority 

According to the South African Schools Act: 

4.1 Nothing shall exempt a learner from complying with the Code of Conduct of the school. 

4.2 An educator at a school shall have the same rights as a parent to control and discipline the 

learner according to the Code of Conduct during the time the learner is in attendance at the 

school, in any classroom, at school functions, at school excursions or at any school related 

activities. 

4.3 The principal or an educator, upon reasonable suspicion (sufficient information), has the legal 

authority to conduct a search of any learner or property in possession of the learner for a 

dangerous weapon, firearm, drugs or any harmful, dangerous substance, stolen property, or 

pornographic material brought onto the school property. (A search may be performed in terms 

of the following Acts of general application: Control of Access to Public Premises and 

Vehicles Act 53 of 1985; Drugs and Drug Trafficking Act 140 of 1992; Arms and 

Ammunition Act 75 of 1969, South African School’s ACT-[Insertion of section 8A in Act 

of 1996 and Amendment of section 8 of Act 84 of 1996 as amended by section 4 of Act 50 

0f 2002.] During a search, human dignity shall be observed and learners shall be searched in 

private by persons of their own gender, always in the presence of at least one other person. A 

record must be kept of the search proceedings and the outcome. 

5. Responsibilities of the parents to the Code of Conduct 

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

5.1 It is expected that parents will support the school, require learners to observe all school rules 

and regulations, and accept responsibility for any misbehaviour on their part. Parents should 

take an active interest in their children’s schoolwork and make it possible for the children to 

complete assigned homework. 

5.2 Transgressions committed against the Code of Conduct - Parent/ Guardians and /or the legal 

authorities may be immediately called to school for the relevant matter. 

6. Empowerment of staff 

6.1 The South African Schools Act, 1996, empowers the school authorities to discipline learners, 

but it is beyond the law to delegate this authority to learners. Learners are partners with other 

members of the school and are not in charge of the school. 

6.2 Every educator is responsible for discipline at all times at the school and at school related 

activities. Educators have full authority and responsibility to correct the behaviour of the 

learners whenever such correction is necessary at the school. Serious misconduct must be 

referred to the principal of the school. However, a mechanism must be created at school to 

handle disciplinary problems to reduce the load of the principal. 

6.3 Any corrective measures or disciplinary action must be commensurate with the 

offence/infraction. Corrective measures may become more severe with subsequent repeated 

infractions. Suspension or expulsion may follow. Learners should not think that they cannot be 



Star of the Sea Convent School: Code of Conduct 2014  4 

suspended or expelled simply because it is their first offence or infraction of a rule or policy, 

but such a decision should be taken by the right authority. 

6.4 In cases where a learner cannot adjust to the school and where his/her behaviour is 

objectionable in that it violates the rights of others, he/she will be referred to the principal. 

Through consultation with his/her educators, the site of learning based team and his/her parents 

or guardians, every effort should be made to assist him/her to adjust. This will include referral 

to the education support services for treatment. If all these efforts fail, the principal will refer 

the matter to the governing body, which may make a decision in the best interest of the learner 

and the other learners at the school. 

6.5 Offences will be recorded in a Record of Behaviour book/chart. The Record of Behaviour 

will be reviewed quarterly, and parents, learners, staff and the School Governing Body will 

have the opportunity to make contributions and recommendations regarding the content of the 

Record of Behaviour. Disciplinary procedures will be followed as stipulated in the policy 

which will be discussed if requested with learners and parents. Parents will regularly receive 

disciplinary reports from the school. 

6.6 Warnings will be given to learners either verbally or in writing. 

6.7 Learners will complete work in arrears within one day. 

7. School rules and discipline 

7.1 Undertaking by learners  

 I, as a learner of Star of the Sea Convent School, undertake to: 

 Respect myself – by doing my best at all times and by taking pride in my dress, actions and 

thoughts. 

 Respect others – by always being polite, considerate and helpful and by giving others the 

opportunity to reach their full potential. 

 My approach: to accept responsibility for my actions  

 Practice safety at all times: I will not endanger others or myself 

7.2 General behaviour 

Learners are to be at all times ambassadors for their school. Learners are expected to conform to the 

normal rules of courtesy and dignified behaviour in and out of school. Avoid arrogance always. 

Humility in victory and grace in defeat should be shown. Support the school by attending school 

functions. 

It is expected of learners to be courteous, friendly and respectable towards educators, other 

learners, general staff, administration staff and the members of the general public. 

7.2.1 Academic staff, administrative staff, ground staff, parents, visitors and fellow learners 

are to be accorded the utmost courtesy. If a learner is seated when an adult approaches 

he/she should stand and greet the adult, and offer assistance where necessary. Learners 

should greet staff members when meeting or passing each other during the day. Adults are to 

be greeted by surname (e.g. Mr Smith) or as “Sir" or “Ma’am”, whichever is applicable. 

7.2.2  The manner in which learners communicate with other learners, staff and parents should 

be of an unquestionable standard at all times. No slang, bad language, shouting or answering 

back is acceptable. Verbal defiance is a serious offence. 

7.2.3 Whole school events are compulsory. Any Learner unable to attend must produce a letter 

from their parent. School events take preference. 

7.2.4 Learners are expected to behave appropriately at all functions. Learners are to remain silent 

when entering venues for formal occasions, e.g. Assembly. 
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7.2.5 Learners waiting for transport after school should do so in an orderly manner and remain on 

the lower court. Children still on the grounds at 3pm must report to after-care and parents 

will be charged the casual day rate. Parents who tell their children to wait outside the school 

grounds to avoid after-care fees, do so at their own risk. The school will not accept 

responsibility for children outside the school grounds. 

7.2.6  Orderly queuing at the Tuck-shop is essential to facilitate efficient service. No “pushing” is 

permitted. Littering outside the Tuck-shop is not allowed. 

7.2.7 Order and quiet are to prevail in the school buildings. 

7.2.8 All items, including school uniforms and personal items, should be clearly marked. Any 

article found in the school buildings or grounds should be handed in to Lost Property. 

7.2.9 All monies sent to school must be in a sealed envelope and clearly marked with the child’s 

name, amount and purpose. It must be handed to the class teacher at the start of the school 

day. 

7.2.10 Learners may not enter the staffroom without permission. It is out of bounds for learners. 

7.2.11 The possession or distribution of pornographic material or other offensive material (e.g. 

racist or sexist propaganda publications) is not allowed. 

7.2.12 Malicious damage to property and vandalism will not be tolerated. 

7.2.13 Bad language and swearing will not be accepted. 

7.2.14 The toilets must be kept clean and neat. 

7.2.15 Stone-throwing, water-throwing, rough/rowdy games, fighting, assault, sexual harassment or 

dishonest behaviour of any kind will not be tolerated. 

7.2.16 No learner may be in possession of tobacco, cigarettes, alcohol, drugs or any other 

unacceptable habit-forming or intoxicating substance. 

7.2.17 No learner is allowed to use any of the above. 

7.2.18 No learner may be in possession of pornographic or erotic material or any material 

portraying nudity. 

7.2.19 Unacceptable intimate behaviour by learners is not allowed. 

7.2.20 Any dangerous object is not allowed to be brought and / or used in school. 

‘Dangerous object’ means 

(a) any explosive material or device; 

(b)  any firearm or gas weapon; 

(c)  any article, object or instrument that can be employed to cause bodily harm to a 

person or damage to property, or render a person temporarily paralyzed or 

unconscious. 

7.2.21 It is compulsory that learners must leave the school with their full school uniform during 

school hours, at end of school day, at school functions and at all school activities. 

7.2.22 Learners who transgress school and class rules will be banned from functions organized by 

the school. 

7.3 Positive reinforcement of good behaviour 

From the first day of each year educators try positive reinforcement of ‘good behaviour’ by:  

7.3.1 commenting positively in front of others or in workbooks  

7.3.2 using a system of rewards, or stars or ‘stamps’ or ‘ideal learner letters’  

7.3.3 awarding credits  

7.3.4 informing parents  

7.3.5 sending learners to subject heads, previous educator or principal for stickers etc.  

7.3.6 extra break  



Star of the Sea Convent School: Code of Conduct 2014  6 

7.4 Behaviour of learners towards other learners 

7.4.1 It is expected of learners to display the necessary respect towards the prefects. 

7.4.2 All learners are expected to honour the positive order and spirit of the school. 

7.4.3 It is expected of learners to be friendly, courteous and tolerant towards one another. 

7.5 Bullying 

7.5.1 The community of Star of the Sea Convent School will not tolerate unkind remarks or 

actions, even when these are not intended to hurt. To stand by when someone else is being 

bullied is to support bullying. Learners should support one another by reporting all instances 

of bullying to a staff member or prefect. 

7.5.2 Verbal harassment shall be defined as threats, gestures or verbal attacks on persons 

including attacks at one’s racial, ethnic or religious background, physical or mental ability, 

appearance as well as any form of teasing. 

7.5.3 See comprehensive anti-bullying policy attached as ANNEXURE A. 

7.6 Cyberbullying 

Definition: The use of information and communication technology to bully, embarrass, threaten or 

harass another. It also includes the use of information and communication technology to engage in 

conduct or behaviour that is derogatory, defamatory, degrading, illegal, and/or abusive. 

 ROLES AND RESPONSIBILITIES 

7.6.1 STUDENTS: 

a) At home, at school and anywhere outside the school, students should follow principles of 

appropriate cyberconduct and adhere to principles and policies of acceptable use. 

b) Students should advise the appropriate adult if they observe/know about another person 

being bullied or experience bullying themselves. 

7.6.2 PARENTS AND GUARDIANS are encouraged to: 

a) Promote appropriate cyberconduct and anti-cyberbullying behaviour at home. 

b) Familiarize themselves with the information and communication technology and 

websites used by their child. 

c) Have an acceptable use agreement for the use of information and communication 

technology at home, which includes clearly identified and consistently enforced 

consequences. 

d) Keep computers and other information and communication technology devices in an 

open, common area and have filter software installed. 

7.6.3 TEACHERS are encouraged to: 

a) Model appropriate cyberconduct, 

b) Adhere to their Professional Code of Ethics, and the school's appropriate cyberconduct 

and cyberbullying prevention policy, 

c) Assess and appropriately respond to incidents of cybermisconduct and/or cyberbullying 

among students or between student(s) and the teacher. 

7.7  Behaviour in the classrooms 

7.7.1 Each learner has to do his/her utmost to maintain order in the classes. 

7.7.2 Each learner must contribute towards an effective and efficient work pace and the 

completion of work. 
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7.7.3 Learners may not bring any toys to school, e.g. water pistols, walkman, fireworks, electronic 

games, cellular phones, skateboards, etc. 

7.7.4 It is expected from learners to react upon orders and requirements from educators. Neatness 

and order are prerequisites in the class situation. 

7.7.5 No learner may be outside the classroom during school hours without permission. 

7.7.6 Furniture and other material or apparatus, e.g. computers, radios, TVs, may not be used by 

learners without permission and/or supervision. 

7.7.7 No learner may leave the school premises during school hours. 

7.7.8 The computer room may only be used under supervision of an educator. 

7.7.9 No learner/s may be inside a classroom, unless under supervision of an educator. 

7.8 Behaviour during breaks 

7.8.1 Learners are to remain in the designated areas during breaks. 

7.8.2 The school buildings are out of bounds before and after school and during breaks unless 

official school activities have been organized and approved of by a member of staff. 

7.8.3 Learners may not meet visitors at school without permission. All visitors are asked to report 

to Reception when they arrive.  

7.9 Behaviour during changing of classes 

7.9.1 During changing of classes, learners must walk in rows to the next classroom. Nobody is 

allowed to visit the toilets or leave the row without permission during changing of classes. 

No unruly behaviour will be tolerated during changing of classes and no exuberance is 

allowed. 

7.9.2 Learners are to stand back and allow adults to pass along corridors, or  on approaching an 

entrance/exit. The rule of “keep to the left” applies on all passages. Running and 

unnecessary loitering is to be avoided.  

7.10 Text books 

7.10.1 Learners must look after books received. Learners have to replace/pay for books that have 

been lost. (Full textbook policy is in ANNEXURE B)  

7.11 Homework 

Parents should be involved in homework as "family involvement in education is crucial if parents 

want their children to succeed in school and throughout life. However, it is important for parents to be 

"aware and understand how to help without crossing the line". Parents must make a conscious effort 

to limit their help to the bare minimum 

Let your child do the homework 

Learners accomplish nothing if their parents do their homework for them. In fact, the self-esteem and 

perseverance of the child can be eroded. Learners will not be able to cope in exams if parents have 

been doing their homework. 

7.11.1 Homework is the learner’s opportunity to work independently. 

7.11.2 Study and learning are equally important. A learner with a high sense of duty will never say 

that he/she has no homework. They should use all opportunities in the class to do 

homework. 

7.11.3 Homework plays an important role in a learner’s ultimate success. 
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7.11.4 The homework policy is in ANNEXURE C. 

7.12 Respect our environment 

By taking care of and protecting myself and the environment around me. 

7.12.1 No ball games may be played in any area except on the upper courts or other designated 

areas that might be allowed. 

7.12.2 In the case of accidental breakages, these must be reported. If school property is damaged in 

defiance of the school rules, the repair thereof will be for the account of the responsible 

party. 

7.12.3 No learner may enter the school hall without adult supervision. School equipment may not 

be used without permission. 

7.12.4 Bathrooms should be left in a manner in which learners would like to find to them. 

7.12.5 Vandalism or willful destruction of property or tampering with equipment will be viewed in 

a most serious light. Graffiti is forbidden. 

7.12.6 Learners should always place rubbish in the bins provided and should encourage others to 

do the same. 

7.13 Communications 

7.13.1 Notices and newsletters are an essential method of communication between the school and 

home. Learners are to ensure that notices handed out at school are given to parents or 

guardians. All newsletters and circulars sent to the parents by the school must be treated as 

important and must be read by the parents. When reply slips are attached, these must be 

signed by the parents or guardians and returned promptly to the class teacher. 

7.13.2 The school would like to send all communication with parents via e-mail. Parents/guardians 

are requested to provide the school with a valid e-mail address.  

7.14 Cell phones 

7.14.1 While the school acknowledges that cell phones have become an important and useful 

means of communication, it is also aware of the fact that their use and abuse, particularly by 

children, pose social, ethical and safety consequences. 

7.14.2 The school would prefer learners not to have cell phones in their possession while they are 

at school or in school uniform for the following reasons: 

• Learners who carry or use cell phones in public, particularly when travelling to and from 

school, have become the targets of criminals who accost them and rob them of their cell 

phones and other possessions. These attacks occur most frequently when learners are 

seen using their cell phones, particularly if they are expensive and/or “latest models” of 

sought after brands. 

• Theft of cell phones at school from bags and blazers is a persistent problem. 

• Learners are careless with their cell phones and leave them lying around or in blazers and 

bags which are left unattended. Lost and mislaid cell phones are frequently claimed to be 

stolen when this is not the case. 

• Cell phones can be used to cheat in examinations and tests. For this reason, no cell 

phones are permitted in examination venues or in teaching venues when tests and 

examinations are written. This same policy applies to the externally set national 

examinations. 

• Cell phones are increasingly multi-functional, offering an array of features which are 

designed to attract and entertain users. The ready availability of these features means that 
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• Learners with cell phones tend to access and use these features in the classroom, 

becoming distracted from their work.  

• Learners with low levels of self-discipline, poor concentration and/or a poor work ethic 

are more likely to become distracted by these features. 

• Cell phones allow Learners unlimited access to salacious and age-inappropriate material. 

• Cell phones make Learners vulnerable to approaches by undesirable individuals or 

groups including criminals and paedophiles. 

• Cell phones may carry private and personal material, including photographs, video clips, 

voice messages and personal details which may become accessible by undesirable 

individuals and groups when cell phones are lost, borrowed or stolen. 

7.14.3 The school will not take responsibility for the theft or loss of any cell phone brought to 

school, no matter what the circumstances. This includes the loss or theft of cell phones 

that may be handed in to teachers and/or coaches for safekeeping, as well as to cell phones 

that have been confiscated from learners who use them in defiance of the school rules. 

7.14.4 Learners who, despite the school’s policy, insist on bringing a cell phone to school are 

required to ensure that it is: 

• turned off (not on “silent”) and is not visible while they are in the school building 

• is not on their person when they are writing any test or examination. 

7.14.5 The school will not, in principle, under any circumstances engage parents in discussions 

resulting from complaints parents have received from their children by cell phone during the 

school day. 

7.15 Absenteeism 

7.15.1 If a pupil has been absent, a letter from the parent/guardian must be handed to the Teacher 

on the day that he/she returns to school. Generally, Medical Certificates are required when 

assessments or examinations are missed, or when a child has been absent for three or more 

days. 

7.15.2 Requests for a learner to miss school must be submitted in writing to the Principal. Medical 

and dental appointments should be made outside of school hours. Permission is not 

automatically given for these. 

7.15.3 Learners leaving early must be fetched by their parent/guardian from the office. No learner 

will be allowed to leave the premises on their own. 

7.15.4 Truancy will not be tolerated. Learners may not miss any lessons or be absent from school 

for a full day without a teacher’s consent. Learners are to carry out instructions given to 

them by any person in authority. 

7.15.5 The learners concerned must carry out any disciplinary measures decided on, by the 

given time. Failure to do so will be viewed in a serious light. 

7.15.6 No holidays may be scheduled by parents/guardians during the school teaching terms. 

Permission will not be granted for these. 

7.15.7 A learner who is continuously absent for 10 days may be taken off the school register. 

7.16 Accepting of responsibility by learners 

I ACCEPT RESPONSIBILITY – By completing the tasks that I have been given to do and by 

realising that I am accountable for what I have done.  

7.16.1 Every learner should strive to give of his/her best academically and this should be reflected 

in his/her classroom behaviour and attitudes. 

7.16.2 Academic tasks, homework and project preparation are to be completed properly by the due 

dates.  



Star of the Sea Convent School: Code of Conduct 2014  10 

7.16.3 Failure, without a valid reason, to do homework, class work, tests or any academic task, is 

unacceptable and offenders will be punished. 

7.16.4 A learner’s behaviour will be regarded as unacceptable if he/she deliberately disrupts 

classes, thereby hampering the learning process of fellow learners. 

7.16.5 During the course of the year, a number of school functions and sports events are 

compulsory. Learners are given these dates in advance and they may only miss these with 

the permission of the Principal. 

7.17 School uniform and appearance 

Uniform: All learners must wear the prescribed uniform at all times. This applies not only to 

uniforms worn from day to day, but also to uniforms worn during extramural activities. Learners 

found wearing partial or incorrect uniforms, whether at school or not, will be subject to disciplinary 

action. Failure to adhere to the school’s dress code will result in the item of clothing, footwear or 

jewellery being confiscated and only handed back at the end  of that term. 

The prescribed uniform for learners at Star of the Sea Convent School 

GIRLS' UNIFORM : SUMMER BOYS' UNIFORM : SUMMER 

Blue tunic Short grey pants 

Short sleeve white shirt Short sleeve white shirt with school badge 

Regulation blue school jersey Regulation blue school jersey 

Black school shoes Black lace up shoes 

Short white socks Long grey socks 

School blazer (from Grade 4) School blazer (from Grade 4) 

GIRLS' UNIFORM : WINTER BOYS' UNIFORM : WINTER 

Blue tunic Long grey pants 

Long sleeve white shirt Long sleeve white shirt with school badge 

School tie School tie 

Regulation blue school jersey Regulation blue school jersey 

Black school shoes Black lace up shoes 

Long grey socks or thick grey tights Long grey socks 

School blazer (from Grade 4) School blazer (from Grade 4) 

GIRLS' P.T. UNIFORM BOYS' P.T. UNIFORM  

Black/ White shorts Black/ White shorts 

Star T-shirt only Star T-shirt only 

Short white socks Long grey socks 

White running shoes / takkies White running shoes / takkies 

Black Speedo/ Arena/ "Second-skin" swimming costume Black Speedo / Arena/ "Second-skin" swimming costume 

White cotton panties, full size Navy tog bag NO OTHER COLOUR 

Navy tog bag NO OTHER COLOUR  

Any deviations and exceptions for uniforms and dressing from the CODE of CONDUCT for 

cultural/religious reasons must be submitted in writing to the Principal. 

7.17.1 Dirty clothing, broken zips or missing buttons will not be tolerated. 

7.17.2 Only plain black school shoes may be worn. Boots, suede-type shoes and track shoes are 

unacceptable. Shoes must be in good repair and polished. 

7.17.3 The school blazer is compulsory from Grade 4. 

7.17.4 On cold mornings Star of the Sea Convent regulation navy blue/black beanies, grey/navy 

blue scarves and gloves may be worn. 

7.17.5 Only regulation navy blue raincoats may be worn. 
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7.17.6 No ornamental jewellery, including earrings, beads, studs or chains may be worn. Girls may 

wear plain, small gold or silver studs or simple sleepers (15mm in diameter). Only one 

earring may be worn in each ear. Religious symbols may be worn under clothing and these 

should be small and unobtrusive. Boys may not wear jewellery. 

7.17.7 No fancy watches may be worn. 

7.17.8 No makeup is allowed. 

7.17.9 Nail polish and nail tattoos are forbidden. Nails must be clean and short. This applies to 

toenails as well. When participating in sports barefoot, toenails may not be polished. 

7.18 Body markings and piercing 

7.18.1 No body piercing will be allowed. 

7.18.2 Body markings and tattoos are not allowed. 

7.18.3 Henna and ‘mendhi’ decorations are not allowed. 

7.18.4 Henna on the nails may not be used as a substitute for nail polish 

7.19 Hair for girls 

7.19.1 Hair must be the natural colour. It may not be dyed, streaked, gelled or permed. 

7.19.2 Braiding of hair is permitted. Learners may not have “spiky, bushy” hairstyles. 

7.19.3 Any learner whose hair is longer than her collar must tie it up in one or two ponytails or 

plaits (only one or two plaits), unless it is too short to plait. 

7.19.4 Dreadlocks and/or extensions are not allowed. 

7.19.5 Excessive and colourful hair accessories are not allowed. Only plain brown hair bands, 

elastics and clips are permitted. 

7.20 Hair for boys 

7.20.1 Hair must be the natural colour. It may not be dyed, streaked or gelled. No dreadlocks are 

allowed. 

7.20.2 A “number 2” cut is acceptable. No steps, “Mohican style”, hair in eyes, spikes, over the 

eyes or over collar is permitted. Hair must be of an even-length over the entire surface of the 

head. 

7.20.3 Only one week’s grace will be given to remedy transgressions of the above. 

7.20.4 More serious infringements will result in a pupil being asked to leave school immediately in 

order to ensure that his hair is returned to its natural colour. 

7.20.5 Boys whose hair has been shaved/styled for cultural/religious reasons must submit a letter in 

this regard to the Principal. 

7.21 Civvies day dress 

7.21.1 Dress code for civvies day and outings: 

GIRLS BOYS 

No make-up  No jewellery 

No nail varnish  Shoes are compulsory 

No jewellery (school regulation earrings) No gel in hair, or dyed hair 

Hair to be tied up 

No bare midriffs 

No low cut tops 

Shoes to be appropriate to the outing 

Shorts and skirts to be of a length that is  

appropriate and not too revealing  
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7.22 Uniform and neatness control 

Random checks will take place to control uniform and neatness. This will be done by the 

educators and management. 

7.23 Information and Communication Technology (ICT) code of conduct 

The ICT Code of Conduct explains how learners use ICT safely in school.  Learners and their parents/ 

guardians will be asked to sign this. See APPENDIX C. 

8. Examinations and tests 

8.1 Cheating in an examination: Any form of cheating in tests or examinations is forbidden. A 

learner caught cheating will receive zero for the test/examination. Other disciplinary measures 

will be taken as well. 

8.2 Dishonesty: The degree and circumstances will be taken into account. Nevertheless, dishonesty 

is considered a serious offence. 

8.3 Absenteeism from tests and examination: A Zero will be recorded if a learner is absent 

without a valid reason from examinations and tests. 

8.4  Alternative exam and test dates: Permission will not be granted for a learner to write 

examinations and tests earlier than the set dates. 

9. Theft 

9.1 Each member of the Star of the Sea Convent Community has a role to play in minimizing theft. 

9.2 Expensive items of clothing and footwear should not be brought to school. 

9.3 Electronic games and equipment should not be brought to school. These will be confiscated and 

a fine of R250 must be paid for its release. 

9.4 Large amounts of money should not be carried around at school. 

9.5 Purses worn around the learners’ necks are advised to avoid theft and loss. 

9.6 Learners may not leave their bags lying around unattended during school hours or after school. 

9.7 If a learner witnesses a theft, this should be reported to a member of staff. 

9.8 Learners may not “borrow” things like books, pens, calculators, clothes etc. without the 

owner’s permission, even as a “joke”. “Hiding” property that does not belong to you will be 

viewed in as serious a light as theft 

PLANNED, PREMEDITATED THEFT IS A CRIMINAL OFFENCE. 

10. Drugs and/or banned substances: alcohol and tobacco 

Illegal drugs mean: 

(a) Any unlawful substance  that has a psychological  or physiological effect; or 

(b) Any substance having such effect that is possessed unlawfully.  

10.1 Learners on the school premises, or in uniform are not allowed to smoke or drink liquor at any 

time or place. It is a punishable offence to be found in possession of cigarettes, lighters, 

matches or alcohol or to be  found in the company of learners who are smoking or drinking. 

This rule applies to all social functions at which the name of Star of the Sea Convent School 

could be detrimentally affected. Learners on the school premises or in uniform may not be in 

possession of, use or distribute any form of drug or banned substance, nor may learners be in 

the company of any such learner. 
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10.2 No learner may be in possession of any illegal drug. 

10.3 If a learner is suspected of using alcohol or any other prohibited substance, the necessary action 

will be taken. 

10.4 Any substance that has a psychological or physiological effect is not allowed to be used or 

brought onto the premises or into the classroom or to school functions. 

11. Random search & seizure and alcohol & drug testing at school 

11.1 No person may bring a dangerous object or illegal drug onto the school premises or during 

any school activity. The principal or his delegate may, at random, search (body search) any 

learner(s) or their property for any dangerous object or illegal drug. 

11.2 Tests: Urine tests and other drug testing may be undertaken by the school. 

11.3 Any dangerous object or illegal drug seizure and/ or testing will  be conducted in accordance 

with the Code of Conduct as contemplated in the South African Schools Act. 

12. Prevention, pro-active advice, counselling, penalities and corrective 
measures 

In case of minor offences, corrective measures may be applied. These measures could include one or 

more of the following: 

12.1  Verbal warning or written reprimand by an educator or the principal. 

12.2 Supervised school work that will contribute to the learner’s progress at school, or the 

improvement of the school environment, provided that the parents are timeously informed and 

the security of the learner is assured. 

12.3  Performing tasks that would assist the offended person. 

12.4  Replacement of damaged property. 

12.5  Suspension from some school activities, e.g. sport, cultural activities. 

12.6  Suspension should only be considered after every effort has been made to correct the behaviour 

of the learner. 

13. Detention classes 

Detention classes after school hours will be enforced. 

Transport problems cannot be an excuse for non attendance. Parents will be informed in writing of the 

detention prior to the date allocated for the detention and must make necessary arrangements. 

13.1  A learner will be made aware of the misconduct when the educator enters the misconduct in the 

defaulter’s file. 

13.2 Verbal warnings are given and occasionally an educator may write a note in the learner’s diary. 

Due to the frequency and large numbers of misconduct, educators cannot write notes or letters 

each time. 

13.3 The onus is on the learner to inform the parent of the daily misconduct. 

13.4 Parents will be informed of serious misconduct through a letter or phone call and a meeting will 

be set up to discuss the issue. 

13.5 Detention will be given regardless of the level of misconduct. 

13.6  Learners will be detained for consecutive recordings of misconduct. 

13.7  A detention letter will be sent to parents for misconducts. Parents need to accept that the letter 

indicates a problem with the learner and assist in solving the problem. 
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13.8  A detention letter will indicate the date, time of detention as well as the reason for detention. 

Details of the misconduct will be available on request. 

13.9  Parents are required to sign the acknowledgement slip on the detention letter and arrange 

transport for their child. 

13.10 Learners who fail to bring in return slips will still be detained. 

13.11 Misconduct viewed as serious or learners who do not reform through the detention process will 

be requested to bring their parents in for a discussion. 

13.12 Learners who fail to attend detention will be required to do constructive tasks the next detention 

after school hours e.g. picking up papers, cleaning windows, classrooms etc. In addition, they 

will have to serve two more detentions. 

13.13 Immediate suspension will be given in very serious cases, as in level 3 violations. A 

disciplinary hearing will be held with parents, educators and the School's Governing Body. 

Decisions taken at this meeting must be adhered to. 

13.14 Each educator keeps a list of learners attending detention for each class. 

13.15 The detention administrator draws up a detention register and has a composite record of all 

classes, which can be made available to parents when requested. 

13.16 Meaningful disciplinary activities will be carried out in the detention class. The educator in 

charge will determine this activity. 

13.17 Parents of repeat offenders will be called in for a meeting. Serious cases will be referred to the 

School's Governing Body. 

14. Categories of offences (Levels 1 ,2, 3 and 4) and recommended disciplinary 
sanctions 

Offences are categorised according to the seriousness of  the offence, increasing in severity from level 

1 offences to level 4 offences.  

Each case must be evaluated on its own merits and must be provided with a sanction justifiable for 

that specific case. The recommended sanctions provided in this table are guidelines for the 

Disciplinary Committee.  

In addition to the sanctions mentioned in the tables below, school captains may also be demoted 

and required to hand in their badges.  

15.1 Level 1 offences and recommended corrective sanctions 

Level 1 Offences Recommended Corrective Sanctions 

1.1 Academic: Books/ work material (notes, stationery, 

equipment) left at home; homework or class work  

not done on time or copied 

1.2 Extra-mural activity: Non-attendance of activities, 

practices and matches without a valid excuse to 

teachers/coach; failure to attend a compulsory 

activity as a spectator without a written excuse letter 

prior to the event; misconduct or poor sportsmanship 

during an extra-mural activity’s practice, intra-or-

inter-school competition or league fixture 

1.3 Personal conduct: Littering; excessively noisy or 

unruly behaviour before school, during change-

overs, during breaks and after school; uncooperative 

behaviour; discourteous behaviour/insolence/temper 

tantrums; foul language; eating, drinking or chewing 

gum during any contact time (class and assembly); 

Corrective actions/sanctions are carried out by the 

individual teacher and may include the following: 

 Verbal reprimand 

 Written punishment 

 Detention at break 

 Subtracting marks (homework) 

 Temporary confiscation until the end of school 

term (e.g. clothing, jewellery, cell phones, bags 

and cases) 

 Removing graffiti from bags and cases at break  

 Written notification 
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misconduct in assembly; entering an out-of-bounds 

area, classroom or passage without permission; 

loitering in the passages, at the tuck shop, at the 

toilets or at the change rooms; failure to submit an 

absentee note or exit notes as stipulated; failure to 

return a library book by the due date, or to pay the 

fine for overdue book/s; failure to attend duty class; 

failure to attend detention; hitchhiking while in 

school uniform, formal or sport dress; disruptive 

behaviour in class; spitting in public; defacing 

school property; reporting late for class or detention; 

use of offensive material to cover books or files; 

possession and/or use of a cell phone, computer 

game, iPod  and similar electronic devices during all 

contact time; arriving late for school without an 

excuse note; continual interference with another 

learner which causes minor physical or mental 

discomfort; misconduct during detention; 

inappropriate displays of affection between learners. 

1.4 Dress code: Untidiness/ unkempt appearance; minor 

infringements of school dress code at school, in a 

public place and for sports matches or practices (e.g. 

wearing of printed T-shirts, incorrect jerseys or 

tracksuit tops as an outer garment; incorrect 

coloured socks or belts); wearing of jewellery. 

15.2 Level 2 offences and recommended corrective sanctions 

Level 2 Offences Recommended Corrective Sanctions 

2.1 Any action which brings the school’s name into 

disrepute 
Warning letter and detention 

2.2 Bullying: intimidation by verbal or physical means 

of a person  
Phone call to parents, warning letter and detention 

2.3 Cheating: plagiarising any work or cheating/ 

attempted cheating in class tests or assignments, 

including any form of verbal or non-verbal 

communication with another learner 

Zero mark for the test or assignment and a warning 

letter 

2.4 Damaging another person's possessions/ property 

by interfering with it or using it without the 

owner’s consent 

Repair/ replace, warning letter and detention 

2.5 Defiance/ disregarding an authority figure’s 

instructions, including failure to do work/ 

punishment set in detention, or failure to report to 

a subject teacher with his/ her work/ punishment as 

stipulated 

Suspension from class, warning letter and detention 

2.6 Detention – non-attendance without prior 

submission of a written excuse or note 

Make up missed detention, warning letter and an 

information hearing 

2.7 Disruptive/ uncooperative behaviour in class 
Identification of culprit/s; grade teacher to organise 

corrective measures 

2.8 Disrespect or insolence Warning letter and detention 

2.9 Repeated dress code infringements including for 

hair and personal grooming; unacceptable 

hairstyles (including colouring or bleaching); 

displaying visible tattoos 

After three warnings, detention 

2.10 Fighting, common assault or attempted assault Warning letter and detention 

2.11 Firecrackers: possession or use of Warning letter and detention 

2.12 Forgery, e.g. parent's/ guardian’s signature; 

altering of official documents such as medical 
Warning letter and detention 
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certificates and qualifications and fraudulent use 

thereof 

2.13 Gambling on or off school property 

1st  offence:  detention 

2nd  offence: detention 

3rd  offence: formal disciplinary hearing, detention 

and professional counselling 

(all money to be confiscated) 

2.14 Graffiti: defacing books, bags, desks, walls, etc. Removal of graffiti, warning letter and detention 

2.15 Late arrival at school after 8 :20 am –3 days Phone call to parents and detention 

2.16 Lying Warning letter and detention 

2.17 Possession of offensive material excluding 

pornographic material 
Warning letter and detention 

2.18 Public disturbance and public indecency Warning letter and detention 

2.19 Racism: remarks/ insults Phone call to parents, warning letter and detention 

2.20 Smoking – possession of cigarette(s)/ holding a 

cigarette/ caught smoking on or off school 

property 

1st offence: detention 

2nd offence: detention 

3rd offence: formal disciplinary hearing. detention 

and professional counselling 

(all cigarettes and lighters to be confiscated) 

2.21 Smoking – selling cigarettes on or off school 

property 

1st offence: information disciplinary hearing, 

warning letter and special detention 

2nd offence: formal disciplinary hearing, warning 

letter and detention 

2.22 Spitting/ biting Detention 

2.23 Sticking a sharp object, e.g. pin, pen, nib, etc. into 

a fellow learner 
Warning letter and detention 

2.24 Substance abuse – possession/ sniffing of an 

authorised substance, e.g. meths, benzene, 

thinners, etc. 

Information hearing, warning letter and detention 

2.25 Swearing or using obscene gestures; possession of 

offensive material excluding pornographic 

material 

Warning letter and detention 

2.26 Threatening assault or intimidation of a fellow 

learner 
Phone call to parents, warning letter and detention 

2.27 Truancy – bunking a lesson Detention 

2.28 Truancy – bunking a day or part of a day Phone call to parents, warning letter and detention 

2.29 Unreasonable repetition of a Grade 1 offence Warning letter and detention 

2.30 Vandalism – defacing/damaging/breaking school 

property 

Phone call to parents, repairs/ payment of damages, 

warning letter and detention 

2.31 Verbal abuse of a fellow learner Phone call to parents, warning letter and detention 

15.3 Level 3 offences and recommended corrective sanctions 

Level 3: Offences Recommended Corrective Sanctions 

3.1 Alcohol: possession or use at school; smelling of 

liquor; under the influence at school or on a school 

outing 

Disciplinary hearing, warning letter, community 

service and detention 

3.2 Assault on a fellow learner (with the intent of 

causing bodily harm) 

Suspension from class/school. Disciplinary hearing, 

warning letter, community service and detention 

3.3 Bullying/intimidation Warning letter and community service and detention 

3.4 Cheating or attempted cheating in an examination, 

test or assignment 
Zero mark and a warning letter 

3.5 Drugs: possession, use or being under the 

influence of drugs at school or on a school outing 

Disciplinary hearing, warning letter, community 

service and detention 

3.6 Possession or distribution of test or examination 

material prior to the test or examination being 

written 

Disciplinary hearing, zero mark for test/examination, 

warning letter, community service, detention 
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3.7 Ongoing disruptive behaviour in classroom 

(frustrating school’s educational programme) 

Violating the rights of other learners to receive 

education by disrupting classes, preventing other 

learners from attending classes, preventing 

teachers from providing teaching, or in any other 

manner 

Suspension from class/school. Disciplinary hearing, 

warning letter, community service and detention 

3.8 Disruptive behaviour on school property or on 

school sponsored fixtures/ outings/ trips/ tours 

(frustrating the school’s 

educational/extracurricular programme); behaviour 

in or outside the school buildings, or on or off the 

school premises, while under the control of school 

authorities, that is or could be seriously 

detrimental to the maintenance of order or 

discipline at the school 

Suspension from class/school. Disciplinary hearing, 

warning letter, community service and detention 

3.9 Drugs – consumption not associated with school Interview with parents, professional intervention 

3.10 Gangs – promoting formation forming 

of/associating with/furthering activities of school 

gangs/’social groups’ 

Suspension from school. Disciplinary hearing, 

warning letter and detention 

3.11 Involving/attempting to involve outsiders in 

disputes between learners 

Disciplinary hearing, warning, community service 

and detention 

3.12 Pornography – possessing, copying, distributing, 

using or displaying pornographic material at 

school 

Warning letter, community service and detention 

3.13 Public indecency 
Disciplinary hearing, warning letter, community 

service and detention 

3.14 Racist conduct that defames a learner/teacher 
Suspension from class/school. Disciplinary hearing, 

warning letter, community service and detention 

3.15 Improper suggestions of a sexual nature 
Disciplinary hearing, warning letter, community 

service and detention 

3.16 Sexual harassment of teacher/learner 
Suspension from school. Disciplinary hearing, 

warning letter, community service and detention 

3.17 Striking illegally or taking part in a conspiracy to 

disrupt the proper functioning of school through 

collective action 

Suspension from class/school. Disciplinary hearing, 

warning letter, community service and detention 

3.18 Threatening to assault/ intimidating a teacher 
Suspension from school. Disciplinary hearing, 

warning letter, community service and detention 

3.19 Verbal abuse of a teacher 

Suspension from school. Disciplinary hearing, 

warning letter, community service and detention or 

expulsion 

3.20 Truancy from school or leaving school grounds 

without the necessary permission 

Suspension from school. Disciplinary hearing, 

warning letter, community service and detention or 

expulsion 

3.21 Unreasonable repetition of a Level 2 offence Warning letter and detention 

3.22 Weapons: possession of weapons that can cause 

physical injury (knives, etc) 

Suspension from school. Disciplinary hearing, 

warning letter, community service and detention or 

expulsion 

15.4 Level 4 offences and recommended corrective sanctions 

Level 4: Offences Recommended Corrective Sanctions 

4.1 Alcohol – drinking/drunk at school or on school 

outing 

Suspension from school. Disciplinary hearing, 

warning letter, community service and 

detention/expulsion 

4.2 Alcohol – drinking in public 

Suspension from school. Disciplinary hearing, 

warning letter, community service and 

detention/expulsion 
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4.3 Any offence punishable under common law 

uspension from school. Disciplinary hearing, 

appropriate punishment, e.g. community service, 

detention/expulsion 

4.4 Assault on a learner causing serious bodily harm 
Suspension from school. Disciplinary hearing,  and 

expulsion 

4.5 Assault of a teacher 
Suspension from school. Disciplinary hearing,  and 

expulsion 

4.6 Bribery/attempted bribery of any person respect of 

any test/examination material 

Suspension from school. Disciplinary hearing, 

warning letter, community service and 

detention/expulsion 

4.7 Dangerous weapon or object e.g. knife – 

possession at school 

Suspension from school. Disciplinary hearing, 

appropriate punishment, e.g. community service, 

detention/expulsion 

4.8 Dangerous weapon or object, e.g. firearm, firearm 

magazine, ammunition - possession at school/ on 

school outing 

Suspension from school. Disciplinary hearing, 

appropriate punishment. e.g. expulsion 

4.9 Drugs/ illegal substances and alcohol – possession 

at school/ on school outing 

Suspension from school. Disciplinary hearing, 

warning letter, community service and detention 

4.10 Drugs/ illegal substances and alcohol – 

consumption/under the influence at school/ on 

school property 

Suspension from school. Disciplinary hearing, 

warning letter, community service, detention and 

professional counselling 

4.11 Drugs/ illegal substances and alcohol –dealing 

(‘pushing’) at school/ on school outing 

Suspension from school, disciplinary hearing and 

expulsion 

4.12 Forgery of any document or signature to the 

potential/actual prejudice of the school 

Suspension from school. Disciplinary hearing, 

warning letter, community service and 

detention/expulsion 

4.13 Fraud (financial) 

Suspension from school. Disciplinary hearing, 

compensation, warning letter, community service 

and detention/expulsion 

4.14 Hostage taking 
Suspension from school. Disciplinary hearing and 

expulsion 

4.15 Poisoning, or attempting to poison, another person 
Suspension from school, disciplinary hearing and 

expulsion 

4.16 Satanic practices that damage property or cause 

harm to people or any other living creature 

Suspension from school. Disciplinary hearing, 

warning letter, community service, detention and 

professional counselling/expulsion 

4.17 Sedition or inciting any form of illegal strike 

action/ meeting/ campaign on school premises 

Suspension from school. Disciplinary hearing, 

warning letter, community service, 

detention/expulsion 

4.18 Sexual assault, rape or attemoted rape 
Suspension from school. Disciplinary hearing and 

expulsion 

4.19 Theft/dishonest conduct to the prejudice of 

another person, robbery, breaking and entering 

Disciplinary hearing/replacement of stolen articles, 

warning letter, community service and 

detention/expulsion 

4.20 Trading in test/examination for personal monetary 

gain 

Disciplinary hearing, warning letter, community 

service, detention/expulsion 

4.21 Vandalism – malicious damage/ injury to property 

of the school, staff members, fellow learners or 

any other person or body 

Disciplinary hearing, repair damage, warning letter, 

community service and detention/expulsion 
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15. Annexure A: Anti-bullying policy 

Extract from School Mission Statement 

Our school seeks to care for the whole person in order to develop in young people a love for others 

Extract from Vision 

Star of the Sea Convent School is a Catholic Dominican Primary School which 

 Provides a secure, happy, caring and dynamic learning environment 

 Produces well-mannered self-disciplined pupils with a solid foundation for a higher education. 

Links to other policies 

 “Fundamental to our pastoral approach is the promotion of a caring ethos and good quality 

relationships throughout the entire school community” 

(Pastoral Care Policy) 

 “Our Code of Conduct is designed to help create a climate….in which all work in a spirit of 

mutual respect and where there is proper concern for the individual and the community” 

(Code of Conduct) 

  “To keep God’s children safe” 

(Caspa Child Safeguarding Policy) 

 “Our dual responsibility: Providing a safe and secure environment for the entire school 

community" 

(Pupils and Staff) 

DEFINITION 

Bullying is described as the repeated use of power by one or more persons intentionally to harm, hurt 

or adversely affect the rights or needs of others. This may include 

 Taking or hiding someone’s belongings 

 Spreading rumours 

 Hitting, pushing or kicking 

 Teasing or name calling 

 Ignoring or excluding others 

 Sending hurtful emails or messages or nasty phone calls or texts 

 Demanding money/notes/other items from a pupil 

AIMS OF THE POLICY 

 To strive towards the creation of “a society marked by a spirit of reconciliation, mutual respect 

and willing cooperation for the good of all”  

 To ensure that, in the school community, all pupils and staff are valued and that emphasis is 

placed on developing confidence and self esteem 

 To provide a safe, secure and supportive learning environment for all pupils and staff 

 To help pupils develop positive attitudes towards themselves and others 

 To encourage respect for families, friends and others 

 To create an atmosphere of trust where pupils and staff feel that they can express their concerns 

and fears and where they can feel confident that these will be dealt with 

 To raise awareness of bullying through the school curriculum, especially through the pastoral 

care programme 
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 To make all pupils aware that bullying is never acceptable and to encourage them to speak out 

whenever it occurs 

 To provide counselling where necessary 

 To provide learning experiences for all so that they take responsibility for their own behaviour 

 To provide alternative strategies for those who bully to enable them to work with other  people 

 To ensure that all members of staff have a high level of awareness of the problem and that they 

can use agreed strategies for dealing with it when it occurs 

 To involve parents as active partners with the school in combating and dealing with bullying 

PREVENTION OF BULLYING 

 We strive to create an atmosphere where pupils who are being bullied, or others who know about 

it, feel that they will be listened to and that any action taken will be sensitive and appropriate. 

 We encourage and support a “telling culture”: TELL, LISTEN, ACT 

 We ensure that opportunities are provided through the curriculum to help pupils to develop 

strategies to combat bullying-type behaviour. 

 It is important that all pupils know the difference between bullying and simply “falling out”. 

Staff 

Members of staff should watch for early signs of distress in pupils. These could include: 

 A deterioration in work 

 Spurious illness 

 Isolation 

 The desire to remain with adults 

 Erratic attendance 

(Whilst these may be symptomatic of other problems they could also indicate bullying.) 

PROCEDURES 

Teacher/ member of staff who becomes aware of an issue 

 Listen to and offer support to the victim 

 If appropriate, inform victim and bully that the matter will be passed on 

 Make a written record of facts of the incident 

 Refer to the Principal 

Head of Department/Principal 

 Interview victim and bully (bullies) separately to ascertain the facts 

 Make the bully (bullies) aware of the situation 

 Inform parents of both victim and bully (bullies) to inform them of the situation and of any action 

taken or contemplated 

 Take disciplinary action if appropriate 

 Give a written record of the incident, resolution and action taken to the Principal (see Appendix 

1) 

 Check with the victim over the next few days and again after one week and one month 

 Update Principal on any further developments. 

Complaint from a parent 

Class Teacher/Head of Department/Principal 
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 Interview pupil and proceed as above 

 Report back to parent as soon as possible (generally the next day) 

Teachers may refer to the Head of Department and the Principal at any time during the resolution of a 

situation. 

PARENTS 

Parents should look out for signs of distress or unusual behaviour which might be evidence of 

bullying. These could include: 

 An unwillingness to attend school 

 A pattern of headaches or stomach pains 

 Equipment that has gone missing 

 Request for extra pocket money 

 Damaged clothes or bruising 

If parents suspect that their child is being bullied they should: 

 Inform the Class Teacher, Head of Department, or Principal. 

 Advise their child to avoid retaliation and insist that they tell a teacher. 

 Cooperate with the school in the resolution of bullying incidents, whether they are parents of the 

victim or bully. 

Please remember that the school can only act if they are informed of the situation. 

CHILDREN 

What to do if you are being bullied 

 Talk to someone you trust e.g. a parent/guardian, your Teacher, a school captain. 

 If you need to, ask a friend to come with you to talk to a teacher or school captain. 

 Always do something – the longer it is allowed to go on the more upset you might become. 

Remember, other people could be hurt if the bullies are not stopped. 

What you should not do 

 Do not suffer in silence – you should always ask for help. 

 Do not retaliate and hit the bully. Physical violence is never the answer. 

 Always be truthful – do not exaggerate. 

What to do if you know someone else is being bullied 

 Do not be a passive bystander. 

 Speak to them and ask if they are alright. 

 Encourage them to tell someone. 

 If they do not want to confide in an adult share your concerns with a teacher or school captain. 

 Support the person but do not become involved in retaliatory action yourself. 

Peer Mentoring 

All school captains are made aware of the research into bullying conducted within the school and are 

alerted to possible indicators of bullying. They are encouraged to report any matter of concern to the 

Class Teacher or the Principal. 
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The Anti-bullying Council (ABC) is a group of carefully selected school captains. They receive 

training in listening skills and offer support to pupils. They speak at assemblies and make themselves 

known to the school community. They have a notice board on which their photographs and times at 

which they are available are displayed. Confidentiality is respected but it is made clear to a pupil that 

information must be passed on if there is a risk to safety. 

PASTORAL CARE – CURRICULUM CONTENT 

The issue of bullying is addressed in Pastoral Care throughout the school.  

Pupils are made aware of the definition and the different types of bullying, including racial or 

sectarian harassment and cyber bullying. They consider friendships and falling out, inclusion and 

exclusion, stereotyping, self esteem and respect for others. They are taught about the risks of new 

communications technologies, the consequences of their misuse and how to use them safely. 

MOBILE PHONES AND USE OF INTERNET 

Mobile phones must be switched off throughout the school day* and should not be used for taking 

photographs. Phones that are found to be switched on during the school day will be confiscated and 

must be collected from the school office at the end of the week. 

Parents are kept informed of the school’s standards and policies and are given advice on the safe use 

of the Internet at home. (see ANNEXURE D) 

PUBLICITY 

The issue of bullying and means of combating it is highlighted in posters around the school. Details, 

including telephone numbers of outside agencies such as Childline, are prominently displayed.  

Extracts from the Anti-Bullying policy are included in letters and admission documents as well as on 

the school website. 

MONITORING AND EVALUATION 

The school is committed to ongoing monitoring and evaluation of this policy. As part of this review, 

pupils, staff and parents will be regularly surveyed using a questionnaire.  
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Anti-bullying Appendix 1 

STAR OF THE SEA CONVENT SCHOOL 

Report of Bullying Incident (copies to pupil file) 
 

Name of complainant:........................................................................................................................  

 

Date: ...................................................................  Grade of complainant: ........................................  

 

Reported to:  ........................................................................................................................................  

 

Names of others involved:  ...............................................................................................................  
 

 ..............................................................................................................................................................  

Any previous history? Yes / No 

 

Incident Date: ....................................................  Incident Location: ................................................  

 

Details of Incident:  ............................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

Solutions offered by learners and action taken:  ......................................................................  

 

 ..................................................................................................................................................  

 

 ..................................................................................................................................................  

 

 ..................................................................................................................................................  

 

People informed:  .....................................................................................................................  

 

 ..................................................................................................................................................  

 

Review Date: .....................................................  Reviewed (please tick): ......................................  

 
 .................................................................   ..................................................................  

 Teacher's Signature Teacher's Position 
 

 .................................................................   ..................................................................  

 Teacher's Signature Teacher's Position 
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Anti-bullying Appendix 2: Cyberbullying 

Definition 

Cyberbullying is an aggressive, intentional act carried out by a group or an individual, using 

electronic forms of contact repeatedly over time against a victim who cannot easily defend him/ 

herself. 

Cyberbullying can follow people into their private spaces and outside school hours. 

Cyberbullies can communicate their messages to a wide audience and can often remain unidentifiable. 

Categories of cyberbullying 

 Text messages 

 Picture/video clip bullying via mobile phone cameras (“Happy Slapping”) 

 Phone call bullying (silent or abusive calls) 

 Email bullying 

 Chat room bullying 

 Bullying through Instant Messenger (real – time conversations online) 

 Bullying via websites 
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Anti-bullying Appendix 3: Working with Pupils in Bullying Situations 

Method of Shared Concern 

This is a counselling approach devised by Anatol Pikas in Sweden. It focuses on the children doing 

the bullying as well as those being bullied and is designed for situations where a group of pupils have 

been bullying one or more pupils on a regular basis for some time. 

The aim is to establish ground rules which will enable the pupils to co-exist, without necessarily 

creating friendships or uncovering the details of the bullying situation. 

Start with brief individual chats with each pupil involved, pupils doing the bullying are seen first 

 Non-confrontational – the premise is that there is a problem – it has been witnessed by others that 

the bullied pupil is unhappy 

 The teacher follows a common procedure with each pupil which leads to a mutual agreement that 

the bullied pupil is unhappy  

 Each pupil agrees to help improve the situation in some way 

 A chat with the bullied pupil then follows, primarily supportive but can also help them to 

understand that their own behaviour might be contributing to the problem 

 A week later follow up chats to check on progress 

 When ready a final meeting of all involved to reach public agreement for reasonable behaviour 

on all sides 

The No Blame Approach 

When bullying has been observed or reported the following steps can be taken: 

 Meet with the victim – talk about feelings, find out who was involved 

 Convene a meeting of those involved – a group of 6/8 including bystanders/ colluders/ friends of 

the victim who joined in but did not initiate the bullying 

 Explain the problem – teacher tells group of how the victim feels but does not discuss details of 

incidents nor allocate blame 

 Share responsibility – teacher states that he/she knows that the group are responsible and can do 

something about it 

 Ask the group for ideas – each member is asked to suggest a way in which the victim could be 

made to feel happier. Teacher gives positive responses but does not extract a promise of good 

behaviour 

 Meet again individually – about a week later the teacher discusses with each pupil, including the 

victim, how things have been going. 
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16. Annexure B: Textbook policy 

THE PURCHASE OF TEXTBOOKS 

Procedures 

1. Check the approved textbook(s) list. 

2. Get sample copies from bookseller. 

3. Verify numbers needed and get a quote. 

TEXTBOOK RESPONSIBILITIES 

Star of the Sea Convent School supplies each of its children with textbooks in order to support and 

enhance learning. Children are expected to use textbooks, care for them and return them in good 

condition. Children who destroy or do not return textbooks will not be given another textbook until 

their parent/guardian has reimbursed the school for any lost or damaged textbooks. (See list of 

textbooks with pricelist). 

Textbook Distribution 

1. The Principal issues teachers' edition/ guides to teachers before the first day of school. (See 

textbook record).  

2. The Principal issues student books to teachers during the first week of school based on 

enrolment. 

3. The teacher distributes books and completes the Textbook Record Form. The children will 

take the Textbooks Received Form home for their parents/guardians to complete. 

4. A copy will be made to send home to parents for their record; original is placed in teacher's file. 

Textbook Collection 

1.  The class teacher will collect books as follows; 

 Foundation phase will collect books 2 weeks prior to the last day of school. 

 Intersen phase will collect books 2 weeks prior to the last day of school. 

2. The teacher will verify the return of each child’s textbook through the Textbook Received 

Form. Upon request, the teacher will issue a return textbook receipt to the child. 

3. After completion of the textbook collection, the teacher will make contact with parent/ guardian 

informing them of books not returned. They will be given 2 days to return the books or give the 

money to replace the book. 

4. If the parent/guardian does not respond then the class teacher will provide the principal with the 

names to take the appropriate action. 

Transfer Children 

1. The teacher will follow the above steps 2, 3 and 4.  

2. The Transfer form/report will not be released until textbooks are returned or paid for, by the 

parent/guardian. 
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17. Annexure C: Homework policy 

Homework is an integral part of any learner’s scholastic phase and, as such, should be given regularly.  

However, educators must be careful not to overburden learners by giving them too much homework 

to complete on any particular day.  Refer to circular 45/2005. 

In the Foundation Phase, Reading and Spelling Lists are assigned as daily homework tasks.  

Numeracy homework, given twice a week, is to be completed by the Monday of the following week 

for Grades 2 and 3.  Homework should be done for half an hour per day. 

Intermediate/Senior Phase.  Literacy Reading forms part of homework every day.  Spelling and 

Dictation is learnt weekly.  Research is compiled as the modules arise.  Mathematics Tables and 

Bonds are to be revised daily.  Mathematics exercises are given on a weekly basis as reinforcement of 

work covered in class.  Maximum of 45 minutes homework for Grade 4 to 6 and 1 hour for Grade 7. 

Homework diaries are prescribed for all learners and it is the responsibility of the learners to write 

down the homework and the parents to sign the homework diary daily.   

Failure to complete homework will result in a demerit and if it continues, parents will be contacted. 
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18. Annexure D: ICT (Information and Communication Technology) policy 

ACCEPTABLE USE OF INTERNET AND SCHOOL COMPUTERS (GRADES 4 - 7) 

Star of the Sea Convent School offers Internet access for student use.  This document is the 

Acceptable Use Policy for your use at the school.  This Internet system has been established for a 

limited educational purpose to include classroom activities and research. It has not been established as 

a public access. STAR OF THE SEA has the right to place reasonable restrictions on the material you 

access, the training you need to have before you are allowed to use the system, and enforce all rules 

set forth in the school code. Access to the Internet is available through the school only with 

permission of the principal and computer teacher.  

You agree that the following uses of the Internet and Computers are unacceptable:  

1. Personal Safety  

 You will not post contact information (e.g., address, phone number, photos) about yourself or 

any other person.  

 You will not agree to meet with someone you have met online without approval of your 

parents.  Any contact of this nature or the receipt of any message you feel is inappropriate or 

makes you feel uncomfortable should be reported to school authorities immediately.  

2. Illegal Activities 

 You will not deliberately attempt to disrupt the computer system or destroy data by spreading 

computer viruses or by any other means.  

 You will not use our system to engage in any other illegal act, such as cyber-bullying. You will 

not post information that could engage in personal attacks, or discriminatory attacks.  You will 

not harass another person by a persistent action that distresses or annoys another person and you 

must stop if asked to do so.  

 If you mistakenly access inappropriate information, you should immediately tell your teacher or 

another staff member.  This will protect you against a claim of intentional violation of this 

policy. 

3. System security  

 You are responsible for your individual account (e-mail) and should take all reasonable 

precautions to prevent others from being able to use your account.  Under no condition should 

you give your password to another person.  

 You are responsible for the computer hardware you are using. 

 You will immediately notify a teacher if you have identified a possible security problem.  

 You will avoid the inadvertent spread of computer viruses by using any form of disk without 

permission. 

4. Inappropriate Language  

 On any and all uses of the Internet, private messages or material posted on Web pages, you will 

not use obscene, profane, vulgar, rude, threatening, or disrespectful language.  

5. Respect for Privacy  

 You will not repost a message that was sent to you privately without permission of the person 

who sent you the message.  

 You will not post private information about yourself or another person.  
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6. Respecting Resource Limits  

 You will use the system only for educational and career development activities self-discovery 

activities.    

 You will not download large files at all.  If necessary, you will download the file only when 

instructed to do so. 

 You will not post chain letters or engage in “spamming” (that is, sending an annoying or 

unnecessary message to a large number of You will subscribe only to high-quality discussion 

group mail lists that are relevant to your education or career development.  

7.  Plagiarism and Copyright Infringement  

 You will not plagiarize words that you find on the Internet.  Plagiarism is taking the ideas or 

writings of others and presenting them as if they were your own.  

 You will respect the rights of copyright owners.  Copyright infringement occurs when you 

inappropriately reproduce a work that is protected by copyright.   

8.  Your Rights  

 Free Speech.  Your right to free speech applies also to your communication on the Internet.  The 

Internet is considered a limited forum, similar to a school magazine, and therefore the school 

may restrict your right to free speech for valid educational reasons.   

 Search and Seizure.  You should expect no privacy of the contents of your personal files on the 

school system. Routine maintenance and monitoring of the system may lead to discovery that 

you have violated this policy, the school code, or the law.   

 Due Process.  The school will cooperate fully with parents in any investigation related to illegal 

activities conducted through the school Internet system.  In the event of a claim that you have 

violated this policy, the school disciplinary code, or the law in your use of our system, you will 

be given written notice of suspected violations and an opportunity to present an explanation 

according to school code. Additional restrictions may be placed on your use of the Internet. 

The school makes no guarantee that the functions or the services provided by or through the system 

will be error free or without defect.  The school will not be responsible for any damage you may 

suffer including, loss of data or interruptions of service.  When you are using the system, it may feel 

like you can more easily break a rule and not get caught. This is not true. Electronic footprints are 

imprinted on the system whenever an action is performed.  Therefore, you are likely to be caught 

if you break the rules.  

In order for your child to use the Internet system, both the students and a parent/guardian must sign 

this form and return it to school. 

  I have read the policy and my child will abide by it.   

Student's name (print): .....................................  Parent's name (print): ...........................................  

 

Student's signature: ..........................................  Parent's signature: .................................................  

 

Date: ...................................................................  Date: ....................................................................... 
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19. Annexure E: Written warning for breaching the disciplinary code 

 

STAR OF THE SEA CONVENT SCHOOL 
 

Written warning for breaching the disciplinary code 
 

Name of learner: .................................................................................................................................  

 

ID number of learner:  ........................................................................................................................  

 

Teacher:  ..............................................................................................................................................  

 

The above learner has breached the disciplinary code. 

 

Date of offence: ................................................  Grade of offence: ................................................  

 

Nature of offence: ..............................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

Learner’s statement:  ...........................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 
 .................................................................   ..................................................................  

 Learner Teacher 
 

 .................................................................   ..................................................................  

 Witness Grade Head 
 

  ...............................................................   

 Date 
 

 One (1) copy to the learner, original to be kept by the GRADE HEAD 

 Learner’s signature does not signify admission of guilt, but that charges and action taken have been 

explained 
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20. Annexure F: Final written warning for breaching the disciplinary code 

 

STAR OF THE SEA CONVENT SCHOOL 

 

Final written warning for breaching the disciplinary code 
 

Name of learner: .................................................................................................................................  

 

ID number of learner:  ........................................................................................................................  

 

Teacher:  ..............................................................................................................................................  

 

Please take note that this is a final warning. If the disciplinary code is breached again, 

in any way, it will lead to a disciplinary hearing. 

 

Date of offence: ................................................  Grade of offence: ................................................  

 

Nature of offence: ..............................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

Learner’s statement:  ...........................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 
 .................................................................   ..................................................................  

 Learner Teacher 
 

 .................................................................   ..................................................................  

 Witness Grade Head 
 

  ...............................................................   

 Date 
 

 One (1) copy to learner, original to be kept by GRADE HEAD 

 Learner’s signature does not signify admission of guilt, but that charges and action taken have been 

explained. 
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21. Annexure G: Notice of disciplinary hearing 

 

STAR OF THE SEA CONVENT SCHOOL 

 

Notice of disciplinary hearing 
 

Name of learner: .................................................................................................................................  

 

ID number of learner:  ........................................................................................................................  

 

Teacher:  ..............................................................................................................................................  

 

A formal disciplinary hearing will be held and you are obliged to be present. 

 

Date of hearing: ..................................................................................................................................  
 

Venue of hearing: ...............................................................................................................................  
 

Date served:  .........................................................................................................................................  
 

The charge against you is as follows:  .............................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

Date of offence: ................................................  Grade of offence: ................................................  

 
  

Suspension from class 

 

You are further advised that you have been suspended from class from 

 

Time: ..........................  Date: ........................  until Time: ........................  Date: ........................  

 

During your period of suspension, you will not be permitted on the school premises unless 

written permission has been given to you by a senior member of management, or for attending 

this hearing. 

Note: Learner receives one (1) copy and the signed copy must be filed.  
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22. Annexure H: Rights of a learner facing disciplinary action 

 

STAR OF THE SEA CONVENT SCHOOL 

 

Rights of a learner facing disciplinary action 

 

Learner’s rights (to be read by Server) 

 The right to a formal hearing 

 The right to be present at the hearing 

 The right to be given time to prepare case 

 The right to be given advance notice of charges 

 The right to be represented at the hearing by an internal representative 

 The right to be assisted at the hearing by parents/ guardian if under age 

 The right to ask questions on any evidence produced, or on statements of witnesses 

 The right to call witnesses to testify on the your behalf 

 The right to an interpreter (to be requested in writing by yourself, the learner, 24 hours 

prior to the hearing) 

 The right to appeal within five (5) school days against any penalty imposed by the 

Disciplinary Committee 

 If you do not attend, the hearing will be conducted in your absence 

 

 

I certify that the above rights have been read and explained to the learner. 

 

 

 .................................................................   ....................................................................  

 Server Designation 

 

 .................................................................   ....................................................................  

 Learner Witness 

 

  ...............................................................   

 Date 
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23. Annexure I: Record of Disciplinary Hearing 

 

STAR OF THE SEA CONVENT SCHOOL 

 

Record of Disciplinary Hearing 
 

Venue: ................................................................  Date: .....................................................................  

 

Present 

Capacity Name Designation Section 

    

    

    

    

    

 

Complainant (if applicable): Learner: 

Witness for complainant Witness for learner 

1. 1.  

2. 2.  

3. 3.  

 
Nature of alleged breach or misconduct (charge, date, place and brief description of the incident/s) 

 

Nature of offence: ..............................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  
 

Plea: The learner admits/ denies the charges (the appropriate plea to be underlined) 

 
 .................................................................   ..................................................................  

 Learner Teacher 
 

 .................................................................   ..................................................................  

 Witness Grade Head 
 

  ...............................................................   

 Date 
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24. Annexure J: Lodging of appeal against decision of disciplinary committee 

 

STAR OF THE SEA CONVENT SCHOOL 

 

Lodging of appeal against decision of disciplinary committee 

(review form) 
 

In terms of the School’s disciplinary procedures, I wish to lodge an appeal against the 

decision of the Disciplinary Committee (within five (5) school days) 

 

Name of apellant: ...............................................................................................................................  

 

 
The appeal is made on the following grounds (the appropriate areas to be marked with an X) 

 

 The disciplinary measure imposed was not in line with the grade of offence. 

 

 Disciplinary procedures were not followed 

 


 New or further evidence or witnesses are available, which could bring new focus 

to light and affect the result of the previous hearing 

 

 

 

Nature of offence: ..............................................................................................................................  
 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 
The following reasons are submitted in support of this appeal: ...........................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 ..............................................................................................................................................................  

 

 

 
 .................................................................   ..................................................................  

 Date lodged Apellant 
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25. Annexure K: Acknowledgement and Acceptance of the Code of Conduct 

 

 

 

 

 

 

 

 

STAR OF THE SEA CONVENT PRIMARY SCHOOL 

Acknowledgement and Acceptance of the Code of Conduct: 

Parents/Guardians must sign and return to the class teacher 

I, ___________________________________, acknowledge receipt of the Code of Conduct 

of Star of the Sea Convent School.  

I have read and understood the Code of Conduct of Star of the Sea Convent School. I also 

understand that my child’s/ward’s behaviour rests with me. I will ensure that my child/ward 

will observe all the school rules and regulations as stipulated in the Code of Conduct and I 

accept responsibility for any misbehaviour on his/her part.  

If my child/ward contravenes any of the rules and regulations, I will accept any corrective or 

disciplinary measures meted out to him/her, provided that they are commensurate with the 

infraction/offence and subject to the Constitution of the country, the South African Schools 

Act and provincial legislation. 

 

Signed at: ...........................................................  Child's name: .........................................................  

 

 

Date: ...................................................................   

 

 

Signature: ...........................................................  (parent/ guardian) 

 


