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_____________________________________________________________________________________________________

MISSION STATEMENT

To create a quality, independent school with small classes and dedicated, professional staff
to meet the varied needs of young learners to help them each reach their full potential in a

nurturing, enabling environment.

 To provide an education program that is accessible to each child whilst remaining linked to both South African and
International qualification standards.

 To nurture, grow and accept each child as an individual, and develop his/her self-worth and talents in a ‘family’
environment.

 To develop each child as a community-minded individual who shares and contributes meaningfully to his/her
community and understands his/her place in such communities.

 To help each child develop a sound work ethic through positive reinforcement and a program that reinforces
consequences.

 To link education and the real world through the use of technology, skills development and problem solving.
 To exit each child at a level that is appropriate for the developmental level of that child, yet enables each child

access to appropriate institutions of further learning, be it university or technical colleges to equip them for the
challenges of the real working world, as well as the world of further study.

 To provide for learners with barriers to learning who fall into the ADD - autism spectrum, who struggle with a
variety of learning dysfunctions that prevent them from achieving in the pressures of a normal classroom, but does
not exclude them from the possibility of achieving at a high level in a modified learning environment.

ADMISSIONS POLICY
Woodcrest is an ENGLISH MEDIUM SCHOOL with Afrikaans taught as the 1st additional language and IsiZulu as the 2nd
additional language. As such, the admissions policy for the school has one major criterion – that the child be reasonably
fluent in English – such that he/she will not be disadvantaged in any way by being taught in English as the medium of
instruction, nor to disadvantage other learners by retarding the pace of learning in the classroom.

An admission test will be done during the interview process for admission. Should the child perform poorly in this test, then
admission will be postponed until such time as the child has improved sufficiently to meet the minimum criteria for his/her
age.

Admission into our multi-grade, supported classrooms, will be at the discretion of the principal.

Each child admitted into the school will follow a main-stream CAPS curriculum, exactly in line with that required by the KZN
Department of Education, at a pace that suites the individual needs of that learner, with the aim to keep the child
functional on the curriculum at an age appropriate level. The principal will ascertain the capacity of each child to follow a
mainstream curriculum before admitting the child into the school. Should the child not be up to speed with the curriculum
requirements on entry to the school, an individualised program will be put in place to assist with the catch-up process.

The school has limited capacity to admit learners with significant physical impairments, nor does it have the capacity to
assist learners who are unable to cope with the minimum requirements of a mainstream education program.

Once a learner enters his/her gr. 8 year, he/she will then be eligible to be admitted into an IEB -based curriculum program,
if it suites his/her learning style and capacity. Should a learner not be capable of managing an IEB curriculum, at this point,
he/she will be required to follow the curriculum as laid out by the KZN department of education in order to exit in gr. 9 and
move on to a technical program of his/her choice. This technical program will also be supported by the school to ensure
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that such a program is completed, and that the learner has access to practical applications or apprenticeships within the
community or its surrounds.

SCHOOL TIMES

The school will open at 7.15 am to receive learners.

FOUNDATION PHASE: GR. 1 – 3

SCHOOL HOURS: 7.45 am – 1.30 pm.

INTERMEDIATE PHASE: GR. 4 – 6

SCHOOL HOURS: 7.45 am – 2.30 pm

SENIOR PHASE: Gr 8 -11

SCHOOL HOURS: 7.45 – 2.30 pm

Please ensure that children are dropped off and picked up on time by a duly authorised person/s!

AFTER-CARE:

An after-care facility is available for learners after 1.30 pm. This facility, in line with our community support program, is
contracted out. The charge for this facility is available on request.

THE RESPONSIBILITY FOR THE SAFETY, WELL-BEING AND BEHAVIOUR OF A CHILD OUTSIDE OF SCHOOL HOURS IS THAT OF
THE PARENT/GUARDIANS.

UNIFORM POLICY

School uniforms play a fundamental role in creating an identity for the school and providing children with a sense of
belonging and inclusion. Our uniform policy is intended to be a comfortable, practical solution without excessive cost to the
parents.

SUMMER: TERMS 1 AND 4
Uniform golf shirt
Navy shorts, culottes, skirt, pants
Neutral sports tekkies with navy or white socks/rock-hopper sandals with heel strap (no socks required)
Track suite top/navy sweater

WINTER: TERMS 2 AND 3
Uniform golf shirt
Navy pants, culottes, skirt
Neutral sports tekkies with navy or white socks
Uniform track suite or navy sweater

SPORTS: Navy shorts and uniform golf shirt/sports shirt, sports tekkies and navy socks

HAIRCUTS

BOYS: Natural, short hair, cut clear of eyes, ears and collar.

GIRLS: Natural hair, secured out of face and off collar using white, navy, turquoise functional hair accessories.
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VALUABLES

No jewelry, cellphones, tablets, toys or games may be brought to school without the express permission of the
teacher/school. Should such items be necessary, they will be handed in to the class teacher for safe keeping at the start of
the school day.

Religious jewellery may be worn discreetly.

Surgical steel ear studs will be permitted in single ear piercings. No other piercings or body tattoos may be visible.

An Inexpensive watch, in a neutral colour, is encouraged.

Any large amounts of money must be placed within a sealed, labeled envelope and handed in to the teacher at the start of
the school day.

Any other amounts of money should be kept in a closed purse or wallet that is labeled with the child’s name. The child must
then keep it in his/her school bag or hand it in for safe keeping.

PERSONAL ITEMS AND STATIONERY

All personal items/clothing should be marked with the child’s name to enable it to be traced.

Any unmarked items found will go into lost property and it is then the parent’s responsibility to prove ownership before it
can be retrieved. Any items left for longer than a term in the lost property will be redistributed to children of families in
need.

THE SCHOOL AND ITS STAFF, AND THE LAND OWNERS WILL NOT BE RESPONSIBLE FOR THE LOSS OF/DAMAGE TO SUCH
PROPERTY.

LEGAL AUTHORITY

According to the South African Schools Act:

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

CODE OF CONDUCT FOR PARENTS/GUARDIANS

The ultimate responsibility for learners’ behaviour rests with their parents or guardians. It is expected that parents will
support the school, will require learners to observe all school rules and regulations and accept responsibility for any
misbehaviour on their part, and will take an active interest in their children’s schoolwork and make it possible for the
children to complete assigned homework.

A Parent is expected to:

1. Contact the school in the soonest possible time when requested to do so by the school. Parents will be required to
make an appointment with a teacher, at the teacher’s convenience, to arrange a time for an interview with
him/her, as he/she is required to be in class during teaching time.

2. Inform the school immediately of any change of information such as address or contact numbers.



4

3. Inform the school of any contact with infectious/contagious diseases and to keep their child at home in the event
that their child is infectious/contagious until they have been issued a clearance certificate by their doctor or clinic.

4. Inform the school in writing of the nature of their child’s absenteeism and provide a medical certificate after 2
consecutive days of absenteeism, or if a test or exam was due to be written on the day of the absenteeism.

5. Bring to the attention of the school any incidents of bullying, teasing, injury, or incidents of a sexual nature that
occur at school so that the school can follow due process. Parents may not act on their own accord in such
situations as there are processes in place that are required to be followed.

6. Behave with decorum when dealing with staff, teachers and learners of the school. Due process will be followed in
the event of this not being upheld.

7. Keep school-related issues for school times. You are encouraged to make an appointment to discuss anything to do
with the well-being and progress of your child with the relevant teacher/s during school hours. Please bring any
issues that you may have with the school or its activities to the attention of the school management, as soon as
possible so as to enlighten the school and provide the opportunity to explain/rectify such a situation. Please feel
free to make communication via email should you wish. All correspondence with the school will be treated
confidentially, but may be fed to teachers to enable them to treat a situation with the sensitivity it deserves.

8. Check and sign the homework book and behavior record, on a daily basis. Use this book as a method of keeping in
touch with the teacher and the class activities. Please communicate non-sensitive information to the teacher by
making a note in this book. Sensitive issues need to be communicated in a sealed envelope that may be slipped/
stapled into the homework book or raised during a scheduled interview as discussed above.

9. Refrain from discussing issues about the school/staff in front of your child as it has been found to negatively erode
relationships and discipline at school when the child may act on or speak out about such issues.

10. Inform the school/teacher of developments at home that may affect the child, or cause him/her to act out his/her
emotions. Teachers will be sensitive to the changed needs of the child and will maintain strict confidentiality,
except in cases of criminality.

11. Not send the child to school if he/she is unwell. The school will phone the parent to collect the child if he/she is
unwell at school.

12. Inform the class teacher of any medication that needs to be used during school hours to allow him/her to ensure
that the medication is administered correctly.

13. Provide their child with any emergency medications for the treatment of allergies, asthma, epilepsy, or any other
periodic disorder that might require treatment while he/she is at school. Such medications need to be carried by
the child at all times and the school informed of the disorder so that treatment can be administered timeously.

14. Provide their child with an emergency medical kit if they wish for their child to receive medical attention for
cuts/scrapes, headaches, fevers etc. whilst at school. Schools are forbidden, by law, to administer any type of
medicine to a child. This however, can be circumvented if the parent provides medication and the child
administers it to him/herself, according to instructions provided by the parent, under the supervision of a teacher.

EMPOWERMENT OF STAFF

In the absence of a parent, the class teacher takes over the parental role and acts IN LOCO PARENTIS during school hours.
His/her first priority will be to act in the best interest of the children under his/her care. At times the class teacher will make
a judgement on a situation, after investigating circumstances and weighing up the situation to his/her satisfaction. He/she
is best placed to deal with all situations that develop in classrooms and on school fields and to act accordingly. It is vital that
he/she be trusted with this authority by parents and is supported by them in their decision making in order to create
harmony and ensure compliance. Should any action taken by a teacher or his/her designated authority be cause for
unhappiness, the parent is requested to communicate with the school principal so that the matter can be dealt with
effectively.

 Every educator is responsible for discipline and control of the learners at all times at the school during school hours
and at school-related activities. Educators have full authority and responsibility to correct the behaviour of the
learners whenever such correction is necessary at school and at school functions. Serious misconduct will be
referred to the principal of the school.

 Any corrective measures or disciplinary action will be commensurate with the offence/infraction. Corrective
measures may become more severe with subsequent repeated infractions.

 Any offences will be recorded in a Record of Behaviour book/chart. The Record of Behaviour will be reviewed
regularly, and parents, learners and staff 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
Disciplinary Policy, which will be discussed if requested with learners and parents. Parents will regularly receive
disciplinary reports from the school.
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 Warnings will be given to learners either verbally or in writing.
 School staff may not medicate or treat a sick or injured child without the express permission and guidance of the

parent/guardian. Staff will make a sick or injured child as comfortable as possible and then seek medical
intervention by the parent/guardian, or, if the parent/guardian is unavailable, take the child, at the expense of the
parent/guardian, to the nearest medical facility.

 Educators are required to teach material in the curriculum that some parents may find sensitive. This material is
examinable and must be taught to every child. Educators are sensitive to the different values of certain religions
and cultural groups. Such material will be handled with the sensitivity it deserves, bearing in mind these different
values. If a parent is concerned, he/she may contact the class teacher and inform him/her of their concern so that
adjustments can be made.

CODE OF CONDUCT FOR LEARNERS

It is mandatory for parents to read and sign acknowledgement of Woodcrest Academy’s Code of Conduct and explain it to
their children. This will be kept on record on the school premises.

DISCIPLINARY CODE AND PROCEDURE

To establish clarity regarding infringements of the school rules and Codes of Conduct any doubt should such infringements
occur, a disciplinary code has been drawn up which defines those actions construed as infringements and clearly states the
appropriate sanction which may be applied. This code is based on the constitution of South Africa, the Basic Conditions of
Employment Act, education legislation, and common-law practice.

OFFENCES THAT MAY RESULT IN THE EXPULSION OF A LEARNER

1. Any act that is or could be detrimental to the maintenance of law and order in the school.
2. Intentional damage to any property of the school, or staff, or learners, or parents of the school.
3. Intentional harm to any person at the school.
4. Misappropriation of any property/money that does not belong to him/her.
5. Intentionally giving false information to a teacher, principal or authorized representative of the school.
6. Conviction of a serious offence in a court of law.
7. Inciting a fellow learner to commit an offence, or to failing to comply with regulations laid down by the school and

the state.
8. Violating the rights of learners to receive an education by disrupting classes or preventing learners or teachers

from attending or providing classes.
9. Refusing to attend school or classes without good reason.
10. Conducting himself/herself in an unbecoming, improper or disgraceful manner.
11. Possessing or using a habit-forming drug/alcohol without prescription from their medical practitioner.
12. Possessing or concealing a weapon or improvised weapon that could be used to harm a person or animal.
13. Possession or sharing of pornography.
14. Deliberate harming of an animal or gratuitous destruction of nature.
15. Sexual offences or inappropriate contacts, or any form of lewd behaviour of any nature.
16. Contravention of rules and regulations relating to tests and exams.

BULLYING

1. Woodcrest Academy will not tolerate bullying of any kind. This includes:
 unkind remarks and teasing,
 pranking,
 public humiliation,
 taking of property,
 pushing, tripping, hair pulling, throwing or shooting of projectiles at a person, shirt-grabbing, etc.

which are technically considered to be assault and will be taken seriously
2. Verbal harassment shall be defined as threats, gestures or verbal attacks on persons including attacks on one’s

racial, ethnic or religious background, physical or mental ability, appearance as well as any form of teasing.
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3. Physical harassment shall be defined as any conduct, which threatens or harms a person physically, or conduct that
causes physical distress. Acts of physical aggression will be viewed in a very serious light and are grounds for
immediate expulsion.

DISCIPLINARY PROCEDURE

1. Parents will be informed of disciplinary problems on a daily basis by means of their child’s behaviour record. This
must be signed by the parent or guardian to acknowledge that they have read the entry. A response by the parent
such as cancellation of TV rights, playtime with friends, outings etc. depending on the severity of the infraction, will
support the efforts of the teacher to rectify the incorrect behaviour and teach the child the consequences of
his/her actions.

2. When a total of 20 demerits is reached the child will be required to serve a compulsory detention at school. A
letter will be sent to the parents informing him/her of the time that the detention is to be served. A reply slip
signed by the parents will confirm that they are aware of the situation and have made arrangements to have their
child picked up. This is a compulsory detention!

3. Once the child is issued with his/her 3rd detention then it is clear that a problem needs to be dealt with and a
hearing will be scheduled at which the child, his/her parents, and the SMT (school management team) will be
present. A course of action will be decided. This will involve follow-up by the parents and class teacher and will
serve as a first warning.

4. A further 20 demerits and a detention, will result in a second warning.
5. Continued poor behaviour resulting in 20 more demerits and a last detention, will result in a final written warning.
6. Any further infraction will result in a final hearing, followed by suspension for not less than 1 week. During this

time any school work will have to be caught up by the child himself/herself on his/her return. Any tests, cycle tests
or exams missed will be forfeit.

7. Should little to no improvement occur in the behaviour patterns of the child, he/she will be required to undergo a
full psychological assessment and intervention procedures will have to be put in place by the parents with support
from the class teacher, or the child will face expulsion.

Some infractions of a more serious nature may result directly in warnings, suspensions or expulsion without accruing
demerits due to the severity of the infraction.

Every effort will be made by the school to assist the child to participate in the disciplinary procedure with
understanding and with fore-knowledge of the consequences of his/her actions so that he/she sees it not as a
punishment, but as a program of rectifying mistakes.

COMMUNICATIONS

NEWSLETTERS AND CIRCULARS

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 guardian and returned promptly to the class teacher.

Failure to hand over such circulars and letters by the child will be viewed in a serious light.

Reports will be handed to the child, in a sealed envelope, to deliver to their parents. Failure to do so will be viewed in a very
serious light, as will be the opening of these, and any other private communications from the school, by the child.

DECLARATION AND CONSENT

The school undertakes to:
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 Take reasonable precautions to ensure the safety and welfare of your child whilst at school during normal school
hours and during extra-mural activities.

 Take reasonable precautions to ensure the safety and welfare of your child whilst on excursions that have been
organized by the school.

 Maintain consistent discipline so that all learners have the opportunity to learn in an orderly environment where
they can apply their right to learn, and the educator can exercise his/her right to teach.

 Create an environment where the child can learn in a happy, healthy environment of mutual support and
responsibility for self, friends, parents, educators, the community and the natural world.

 Develop a sound work ethic in every child through a program of merits and demerits.
 Develop every child to reach his/her own full potential and encourage specific talents or skills in each child.
 Assist every child to understand that mistakes and shortcomings can be rectified given time and effort and support,

and that no person or child is above making mistakes. They will be encouraged to accept each other, their friends,
their parents, their educators and members of their community despite their weaknesses and despite the mistakes
that they may have made.

 Inform the parents/guardian immediately if their child is unwell. Should the parent be unavailable, the child will be
taken to the nearest doctor/hospital (at the expense of the parent/guardian) to receive emergency treatment if it
should be deemed necessary.

 Ensure the safety of learners who have not been picked up after school/sport/excursion by placing them in the
after-care at the expense of the parent. Or, if the after-care has closed, taking them to a place of safety where the
parent can pick them up when they are able. No child will be allowed to wait unattended for a lift/taxi.

The parents undertake to:

 Ensure their child attends school regularly as is required in law.
 Ensure that their child adheres to the rules and regulations of the school as set out in the Code of Conduct.
 Ensure that school fees are paid when they are due.
 Contact the school as soon as possible when requested so as to ensure a healthy partnership in matters of their

child’s health and education.
 Provide the school with up-to-date, current contact details so that they can be reached in an emergency, or so that

financial matters can be dealt with effectively, efficiently and correctly.
 Send their child to school neatly dressed in clean school-wear.
 Ensure their child has eaten a wholesome breakfast before coming to school as this can seriously affect a child’s

performance.
 Ensure that their child does not self-medicate. They are asked to provide the teacher with the details of the

medication and he/she will ensure that it is administered in the correct dose and at the correct time interval.
 Not send an ill child to school.
 Provide the child with a mini-emergency kit and instructions of dosages for medicines provided.
 Ensure that arrangements to pick up the child after school/sport/excursions are in place to avoid an anxious wait

for a late pick-up.

PLEASE PRINT SEPERATELY FOR OFFICIAL PURPOSES!

UNDERTAKING BY PARENTS/GUARDIANS

I, the parent/guardian of _____________________________ in gr. _____, and

________________________________ in gr. ______, hereby acknowledge that I have read and understood,
explained to my child in a manner that they too have understood, and agree to the conditions as laid out in the
prospectus.

Signed: _______________________________________

Printed name: __________________________________________

Date: _________________________


