
 
 
 
 
 
 
 
 
 
SCHOOL CODE OF CONDUCT  

  
INTRODUCTION  
  
The Code of Conduct of Woodcrest Academy, in accordance with the Constitution of the Republic of South Africa 
(Act 108 of 1996) and the South African Schools’ Act (no 84 of 1996) (as amended), strives to uphold and protect the 
rights of the learners as individuals and as a group.  
  
The learners code of conduct, in accordance with Article 1.8 of Notice 776 of 1998, published in the Government 
Gazette of 15 May 1998, is applicable to the learners not only when at school but at all times and places for as long 
as the learner is enrolled at the school.  In accordance with article 8(4) of the S.A. Schools’ Act (Act 84 of 1996), 
nothing contained in the Act exempts a learner from the obligation to comply with the code of conduct of the school 
attended by the learner.  In compliance with the Code, it is thus expected of learners to obey the authority of the 
management, educators and staff of Woodcrest Academy.  
  
Woodcrest Academy is made up of a number of cultures and this Code of Conduct aims to promote and protect this 
unique character.  It seeks to establish and maintain an attitude of respect and tolerance among learners themselves 
and respect for educators and other adults in the service of the school.   
  
The code wishes to develop in a child the characteristics of self-discipline, exemplary behaviour and a striving for 
maturity.  In accordance with this Code of Conduct, it is expected that each learner conduct him or herself in a 
manner which promotes the well-being and image of the school, as well as the self-image of each learner.  
  
BEHAVIOUR AND CONDUCT OF LEARNERS  
  
A learner may not be guilty of;  
 

 disobedience, rebelliousness, disruption of classes or of the school programme, deliberate disinformation, 
vandalism, theft, dishonesty, assault, bullying, intimidation, racism, fighting, indecent acts, truancy, contempt or 
the undermining of authority.   

  

 Language use or behaviour that, according to the principal or disciplinary committee, is of such a nature that it 
threatens the moral and ethical standards, discipline or social wellbeing of the school. 

 

 Any breach of law which could lead to a confrontation with the justice system 
 

 Any behaviour which could bring the school’s name into disrepute such as smoking, or the use of drugs or 
medication, alcohol or volatile substances (e.g. petrol or thinners) on the school grounds or in public, (in civilian 
or school clothing or at school functions). 

 

 Being in possession of any of the following:  matches, cigarette lighters, cigarettes, drugs, medication alcohol, 
pornographic reading matter or photos or videos, fire-arms, knives, toys, crackers and substances or items which 
could cause injury or be used as a weapon. 

 

 Inappropriate physical contact of any form between learners is not permitted.  
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School and class attendance  
  
Parents or legal guardians, learners and teachers are jointly responsible for ensuring that all learners attend school.  
  
1.    School hours are published on the website and are amended from time to time.  All learners are to arrive at   
       school before the start of the school day as the gates close for the safety of learners at 8am and is reopened at     
       12.30pm. 
 2.   A learner who arrives late for school must report this telephonically to the school with an adequate reason for    
       tardiness.  Repeated tardiness may result in punishment. 
 3.   If a learner does not attend school regularly, the educator will report the absence of the learner to the parent     
       and to the principal.  
4.   No learner is permitted to leave the school grounds during school hours, including breaks, without a letter from a  
      parent or guardian requesting the release of the child, or the permission of the Principal or educator. 
5.   Any absence from school must be covered by an absentee note from a parent or guardian.  
6.   Should a learner be absent from school for a period of three (3) days or longer, this leave of absence must be  
      supported by a letter from a medical doctor or traditional doctor or registered herbalist.  
7.   Any absence during any formal assessment/task that was given notification in advance must be justified by a  
       letter from a medical doctor or traditional doctor or registered herbalist.  
8.   Learners and parents are expected to make every effort to avoid making outside appointments during school  
      hours.  
9.   Learners who are unwell during school hours must report to the teacher, from where the necessary     
       arrangements will be made.  
10. Truancy from school is prohibited and will be punished.  
11. Casual visitors to the school are not permitted.  All visitors are to contact the school in advance and will be  
       escorted through the school premises.  
12. Learners may not go to the bathroom during classes without permission.  
13. The moving between classes must proceed quickly, efficiently and in an orderly fashion.  The shortest route  
       between classes must be followed.  
16. Order must be maintained at all times throughout the school.  
17. Learners must consult and respect the code of conduct relating to classroom behaviour at all times. 
   
Classroom conduct  
  
Every learner is expected to:  
  
1. Be punctual: 

 Learners must arrive at class on time, so that they are ready to start the lesson.  Lateness is inconsiderate – it 
disrupts the efforts of both the teacher and the other learners. 

 Learners must take out what they need for the lesson as soon as they are at their desk or table.  This shows that 
they are mature, responsible and self-motivated.  

2. Be prepared: 

 Learners must bring to the lesson what is needed for it, which includes the books, stationery and writing 
implements necessary, and the completed homework.  It is important to be ready to learn and to contribute to 
the lesson.  

3. Be respectful: 

 Learners must stop what they are doing and greet their teacher and/or visitor as they enter the classroom.  They 
should also greet their teacher/visitor as they leave the classroom. 

 Learners must respect their teacher and their peers by not talking when their teacher is talking. If learners wish 
to make a contribution to the lesson, they should raise their hands and wait for the teacher to invite them to 
speak.  Learners should pay attention to their peers’ contributions, and await their own turn to speak. 

 Learners should not pack away their books until the teacher has indicated that the lesson is over, as packing 
away disrupts the lesson and shows lack of consideration for their peers and their teacher.  

 Learners should respect the property of their peers and of the school.  They should not deface or remove any 
items not belonging to them.  They should also not borrow anything without permission. 

 Learners should keep their classrooms neat and clean.  Litter and paper scraps should be put in the dustbin and 
recycling bin respectively, not in the desk or on the floor.  No one likes to work in a dirty or untidy environment.  



 When a child is speaking to the teacher, reading or doing a presentation to the class, no child shall interrupt or 
cause a disruption to the process that is taking place. 

 No rude or unseemly behavior, teasing, displays of temper or excessive personal demand of the attention of the 
teacher are permitted.  Any child in contravention will be asked to leave the room and return when they are of a 
calmer disposition.  Work will be given to keep the child busy until he or she is able to return.  Should the child 
not calm down sufficiently to return to the classroom, he/she will be moved into a detention area where he/she 
will be expected to report to the HOD.  The matter will be escalated to a hearing and possible suspension 
according to the severity of the situation. 

 Workbooks are expected to be kept neat, up-to-date and in clean condition.  ALL books are required to be 

covered in paper and in plastic to keep them hygienic and clean. 

 No child may be found in the classroom unless the teacher is present or permission has been granted by the 

teacher. 

4. Be responsible:  

 Learners should take responsibility for themselves and their own behaviour first, and should then encourage and 
enable their peers to do the same.  

 Every child is given a stationery and textbook list at the end of each year for the following year.  This stationery is 
checked in by the teacher but may need replacing later in the year if it is a consumable.  Every child must have 
his/her own textbooks as the photocopying of textbooks is not permissible and the teacher and school can be 
found in reach of the copyright act.  Lack of stationery/textbooks is viewed in a serious light as teaching and 
learning in the classroom is effected. 

5. Be supportive:  

 Learners should do what they can to make everyone in their class feel happy and accepted, and always be willing 
to widen their circle of friends to make sure that no-one is left out.  

 With the permission of the teacher, they should offer to help anyone who may be having difficulty with the 
work.  

  
Courtesy and general behaviour  
  
1.   A learner will respect those learners in positions of authority.  A learner who is in a position of authority will  
       conduct him or herself in a manner befitting someone who is in authority.  He or she will respect the rights of     
       other learners and will not abuse such authority bestowed upon him or her through his or her position.  
2.    All learners have the right to an education free from interference, intimidation and/or physical abuse.  The     
       learner will respect the property and safety of other learners.  Fighting with other learners or threatening them is  
       forbidden.  
3.    Any act that belittles, demeans or humiliates another learner’s culture, race or religion is prohibited.  
4.    Language that is seen as discriminatory or racist is prohibited.  
5.   Wilfully damaging, vandalising or neglecting of school property and the property of others, either by writing or by    
       physical act, is prohibited.  Theft of school- and private property is also prohibited.  
6.    All litter must be placed in refuse bins, recycling bins or wastepaper baskets.  
7.    Learners will obey the instructions of staff at all times. 
8.    Learners must stand aside for staff or other adults, giving them right of way. 
9.    Learners must greet staff (including administrative and cleaning staff) and visitors, and offer assistance where  
       appropriate.  
10. Yelling, shouting, whistling, hissing, foul language and horseplay are forbidden.  
11. Loitering is forbidden.  
12. Running or rough play inside the school is permitted.  
13. Eating and drinking during lessons is forbidden.  
14. The chewing of gum is strictly forbidden.  
  
School uniform and general appearance  
  
1.  Learners are expected to wear the official school uniform, and to be neat and tidy at all times.  
2.  No additions to the uniform that are not in accordance with the regulations will be allowed.  
3.  Only learners who have applied, submitting relevant supporting documents, and received the necessary   
      permission, may deviate from the official uniform.  
4.  During events that allow the wearing of casual wear, learners should wear neat, presentable clothes.  Beachwear,  



       tight-fitting clothes, clothes that are see-through and/or too revealing are not allowed.  Hair, shoes and    
       accessories should be neat at all times.  NO undergarments should be visible and shorts/skirts should be no  
       shorter than one hand (4 fingers) above the knee cap.  
5.    No unnatural colouring of hair or wearing of exotic hairstyles is allowed.  
6.    Jerseys are to fit neatly.  They are not to be baggy or stretched.  To prevent stretching, sleeves are not to be  
       pushed up over the elbows, and hands are not to be tucked inside the opposite sleeves.  Jerseys are also not to  
       be tucked inside skirts or trousers. 
7.    No jewellery is permitted unless for religious purposes.  Girls may wear ear piercings however this should only  
       be  
       one piercing per ear and sleepers or studs in gold/silver (no colourful earrings). 
8.    Tattoos may not be visible in any form.    
9.    All items of clothing must be properly marked with the learner’s full name.  
10.  In public, a learner in school uniform must always wear the complete school uniform.  
 
Prescribed Uniform  
 
1.  Navy blue shorts, dark blue jeans or navy blue culottes must be worn. 
2.  Socks are to be worn with tekkies and should be plain navy blue or white. 
3.  Tekkies should be black, white, grey or navy blue, alternatively rock hoppers are permitted but may not be worn   
     with socks. 
4.  Regulation school turquoise school shirts should be worn. 
5.  P.E. kit is only to be worn on P.E.days. 
6.  Hair must be neat and well-groomed at all times.  No extremes of style will be allowed. Girls hair touching the  
     collar should be tied back.  Older boys should maintain well shaved at all times. 
7.  No jewellery of any description may be worn unless for religious purposes.  This includes earrings and substitutes  
      thereof.  
8.  All boys are to be clean-shaven.  Sideburns may not extend beyond the middle ear.  
  
Extra Mural Activities  
  
1.  It is expected of learners to participate in at least one winter- and one  summer sport.  A request for any     
     exception to this rule must be made, in writing, to the principal.  
2.  Should a learner be unable to attend an extra-mural activity to which he or she has committed him or herself, the  
     learner must excuse him or herself personally from the particular educator with a  letter from his/her parents.  
3.  Should a learner, as a member of a team participating in a competition or match, be unable to attend due to  
     unforeseen circumstances, the educator concerned must be informed as soon as possible.  
4.  A learner is expected to adopt the correct etiquette pertaining to the specific activity at all times.  
6.  Once a learner has committed him or herself to an activity, he or she will be bound to meet the rules and  
     obligations related to that activity.  
7.  Involvement in a particular activity will span the entire season or the duration of that activity.  
8.  The appropriate kit or uniform will be worn to practices and league fixtures.  
9.  Learners travelling to an away fixture will travel in full school uniform, unless other arrangements have been 
made by the particular educator concerned.  
 
Valuables and personal belongings  
  
1. The school will not be held responsible for theft of or damage to personal belongings on school premises, for 
example cellphones, bags, books, clothing, bicycles, toy etc.  
2. Learners should not bring cell-phones, large sums of money or other valuables to school.  Cell phones must be 
handed in to the relevant teacher immediately upon arriving at school and will be returned at the end of the day.  
Use of cell phones at school is strictly prohibited. 
3. Learners may not bring computer games, iPods, earphones or similar electronic devices to school without strict 
permission from their teacher or principal. 
 
 
  
  



School property, roads and grounds  
  
1. Breakage of any school property must be reported immediately to a teacher or to one of the educators. 
2. All school property is to be treated with respect.  
3. Learners are not to linger on the internal roads. 
4. The school buildings and grounds are out of bounds out of normal school hours unless they are being used for 
extra-mural activities under the supervision of an educator or coach.  Trespassers run the risk of prosecution.  
 
Restricted areas:  
  
The following areas are out of bounds:  
  
1. The staffroom, teachers’ workrooms, Photostat room and kitchen, unless the learner has been sent on official    
     business by an educator to this area.  
2.  The garden on the Northern and North Eastern boundary of the school property.  
  
CONTROL AND DISCIPLINE OF LEARNERS  
  
GENERAL 
  

 Disciplinary measures may be taken against a learner who contravenes the Code of Conduct.  In terms of the 
code of conduct an educator has the same rights as a parent to control and discipline a learner who attends the 
school, during any class, school function, school outing or school related activity. Every educator is responsible 
for discipline at all times at school and at school- related activities.  Educators have the full authority and the 
responsibility to correct the behaviour of learners whenever such correction is necessary at school.  Corrective 
measures may become more severe with repeated infractions. Corporal punishment is not permitted at any 
time. 

 In line with the principles and spirit of the code of conduct, the management and educators have the right to 
announce rules verbally on an ad-hoc basis or otherwise, as necessitated by circumstances.  The final decision 
with regards to such rules will rest with school management.  

  
DISCIPLINARY PROCEDURE AND PUNISHMENT 
  

 A distinction is drawn between minor offences, serious offences (which may lead to suspension and/or 
expulsion) and academic offences.  

 Woodcrest Academy utilises a demerit system for general behavioural management purposes. (see disciplinary 
procedure document on www.woodcrestacademy.co.za) 

 These measures could include one or more of the following, but not limited thereto: a verbal warning from or a 
written reprimand by, an educator or a principal;  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 child is assured;  performing tasks that would assist the offended person;  
agreed affordable compensation;  replacement of damaged property; and suspension from some school 
activities, for example sport or cultural activities, or the taking away of school activities that are seen to be 
privileges.  

  
DETENTION 
  
DETENTION IS COMPULSORY.  The educator who issues a learner with a detention will complete a detention letter 
and give it to the learner to take home.  A copy of the letter is filed.  She/he will put the names on the detention list 
which will be circulated to all educators.  Detention usually takes place on a Wednesday for academic detention and 
on a Friday for behavioural infractions and will take place from 2.30 – 3.30pm.  Parents are responsible for 
organising transport for their children for detention and should arrive timeously.  
  
 
 
 
 



SERIOUS OFFENCES 
 
The principal and educators will investigate the incident and ensure that it can be classified as a serious offence and 
that the learner is the guilty party.  If the principal decides that the matter is serious and the learner concerned is 
guilty, then a special meeting is planned with the governing body to discuss the incident.  Parents of the learner will 
be informed in writing of the offence, and of the date when the meeting of the governing body will take place.  A 
minimum period of five working days’ notice of the meeting is required.  Parents may request to move the date 
forward, however failure to do so or attend the meeting, will result in the meeting taking place and parents will be 
required to accept the decision made by the committee in their absence. 
  
The governing body or its delegated disciplinary committee must follow the following procedure during the meeting:    

 The alleged offence and circumstances surrounding the incident will be carefully investigated.  The audi alteram 
partem-rule (hear the other side) must apply.  Opportunity must be given to the members of the governing body 
and the parents and/or the legal representative of the learner  to question the accusers concerning the incident; 

 Persons who complained or provided testimonies must leave the meeting after they have expressed their 
viewpoints. 

 Only members of the governing body who are not personally involved in the matter, must be allowed to take 
part in the decision-making process at the end of the meeting 

 The procedure, discussion and outcome must be detailed thoroughly in the minutes.  In the event of a hung jury, 
the chairperson has the deciding vote; if the outcome of the corrective action is suspension, the parents must be 
informed immediately in writing 

 If the decision of the governing body is to make a request to the head of the WCED that the learner be expelled, 
then the parents are to be informed in writing immediately.    

 A statement with reasons for the request must be provided and sent to the head of the WCED within 14 days.   
 
The following information must also be included; 

 A comprehensive report of the incident surrounding the alleged misbehaviour, as well as the reasons for the 
governing body’s decision. 

 The complete minutes (with questions and answers) from the meeting where the decision was made. 

 Any other written remarks from the learner or parents or their representative (it can be a legal representative) 
relating to the incident. 

 The head of the WCED, within 14 days of receiving the documents in (4.9), will decide if the learner must be 
expelled or re-admitted into the school.  Once the decision is made, the governing body and parents will be 
informed immediately.  Should the head of the WCED decide to expel a learner, and the parents of that learner 
(or the learner) appeal against the decision, they must do so within ten days of receiving the written decision.   

 The appeal must be addressed to the Provincial Minister of Education;  his decision is final. 4.7 Should the 
learner, parent or guardian fail to attend the disciplinary hearing without good cause or good reason, the 
proceedings will be held in his or her or their absence.  

  
If, after disciplinary proceedings, a learner is found guilty of serious misconduct, the governing body may impose the 
punishment prescribed and may in addition suspend the learner either for a period of not more than seven (7) 
school days, or for a reasonable period not exceeding one week, pending a decision by the school management team 
on the recommendation of the governing body as to whether or not the learner is to be expelled from school.   
 
Offences that may lead to such suspension include, but are not limited, to the following:  
  
Conduct which endangers the safety and violates the rights of others, possession, use, transmission, or visible 
evidence of, narcotic or unauthorised drugs, alcohol, or intoxicants of any kind, fighting, assault or battery, immoral 
behaviour or profanity, defying the authority of the educators, harmful graffiti, any act that could be detrimental to 
the maintenance of law and order in the school, hate speech, sexism, racism, truancy, theft or possession of stolen 
property including test or examination papers prior to the writing of those tests or examinations, unlawful action, 
vandalism, or destroying or defacing any property of the school, its staff, learners or parents while on the school 
premises, disrespect, objectionable behaviour and verbal abuse directed at educators or other school employees or 
learners, repeated violations of school rules or the Code of Conduct,  criminal and oppressive behaviour such as rape 
and gender-based harassment,  victimisation, bullying and intimidation of other learners, or is found to have been or 
is convicted of a serious offence in the court of law, inciting a fellow learner to commit an offence or to fail to 



comply to regulations laid down by the school or the state, possession of or concealing a weapon or improvised 
weapon that could be used to harm a person or animal, deliberate harm to an animal or gratuitous destruction of 
nature, infringement of examination rules; and  knowingly and wilfully supplying false information, or falsifying 
documentation, to gain an unfair advantage at school.  
  
A learner can be be expelled if he or she commits any of the following offences, even if it is a first offence, unless 
there are exceptional circumstances which warrant the imposition of a lesser punishment:  
 
Offences that will lead to such suspension include, but are not limited, to the following:  
 
Theft, bomb threats, assault of a serious nature or an assault committed with a dangerous weapon or object., the 
possession of any object which could serve as a dangerous weapon, sexual offences, the possession and/or dealing 
in, or providing of, and/or testing positive for, illegal substances, a positive test will be sufficient evidence, the 
possession or detonating of fireworks or anything else that can have a traumatic effect on any person.  
  
Loco Parentis  
  
The school is compelled to refer behaviour that constitutes a criminal offence to the SAP services for further action. 
If a learner’s behaviour is a threat to him- or herself or other learners, the school reserves the right to take the 
necessary steps to find treatment of an alternative placement for the learner.  The school reserves the right to refer 
a learner for counselling if his or her behaviour is deemed socially unacceptable. 
 
SEARCH: If the principal or an educator has reasonable suspicion, supported by sufficient information, to suspect the 
harbouring of any prohibited substances or devices or materials as laid out in the code of conduct, he or she has the 
legal authority to conduct a search of any learner, or of the property in possession of the learner.  (this is in 
accordance with Control of Access to Public Premises and Vehicles Act, 1985, Act No. 53 of 1985;  Drugs and Drug 
Trafficking Act 140 of 1992;  Arms and Ammunition Act, 1969, Act. No. 75 of 1969;  Education Laws Amendment Act 
no. 24 of 2005 and no. 31 of 2007; and Government Gazette Notice 1140 of 2008.)  During a search, the right to 
human dignity shall be observed and learners shall be searched in private by persons of their own gender, in the 
presence of a police officer and the principal/governing body member.  A record shall be kept of the search 
proceedings and the outcome.  
  
All the stipulations pertaining to disciplinary proceedings applicable to learners as set out in the South African 
School’s Act (no. 84 of 1996), as amended, are incorporated and included in this Code of Conduct. 


