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This booklet includes some of the most important policies of Orban School in 2020.  Please 
read through it carefully to ensure that you understand these policies, as they apply to you 

and our learners. 
 
 

This is an extract of the most important policies only.  If you are interested in any other 
policy, we will gladly provide you with it. 

Please email fin@orban.co.za with your request. 
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ANTI-BULLYING POLICY 

 The purpose of this policy is to set out the school’s stance with regards to bullying, and outline 
how the school will respond to incidents of bullying.  

 Policy 
Orban School does not tolerate bullying in any form, and all members of the school community 
are committed to promoting a safe caring environment. 

 What is bullying? 
Bullying happens when one learner or group of learners try to upset by doing, or saying hurtful 
things to another learner repeatedly. Sometimes bullies hit or kick people or force them to 
hand over money and/or food. The learner being bullied finds it difficult to stop this happening 
and is worried that it will happen again. 

Learners who are bullied can feel embarrassed, angry, frightened, unsafe or unfairly treated. 
They might not be able to sleep, feel confused and not know what to do.  

What we will do to prevent bullying at the school 
As a school community we will report all cases of bullying and deal with them immediately. 

  

Staff will: 

• adequately supervise school activities; 
• arrive at class on time and move promptly between lessons; 
• be role models in word and action; 
• educate learners and parents about bullying; 
• be observant of signs of distress or suspected incidents of bullying; 
• help victims of bullying and ensure that they are not placed at further risk; 
• report suspected incidents of bullying to the appropriate staff member (in conjunction 

with Disciplinary Procedures); 
• consult with parents. 

 

Learners will: 
• refuse to be involved in any bullying situation; 
• report any incident or suspected incident of bullying. 

 

Parents and guardians will: 
• watch for any signs of unhappiness in their child’s life; 
• take an interest in their child’s social life; 
• inform the school if there is any suspicion that their child is being bullied; 
• refrain from telling their child to retaliate; 
• seek to address the situation if their child is found to have abused another learner. 

 

 

APPEALS AND GRIEVANCES PROCEDURE FOR LEARNERS AND PARENTS  

1. PURPOSE 
The Appeals and Grievances procedures form part of the Code of Conduct and 
Disciplinary procedures. The purpose of this document is to describe the process and 
procedure to follow where a dispute arises. 
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2. SCOPE 
The scope of this procedure will cover the procedure to be followed when grievance arises 
to ensure fair and consistent practice. 

3. PROCEDURE 
Learners may lodge grievance without fear of victimization. Grievances will be dealt with 
discretion and settled as soon as possible. The procedure does not replace normal 
communication and should be used when normal channels have been exhausted. 

This procedure is also followed if and when learners and/or parents are unhappy with 
anything pertaining to academic results, assessment results, discipline measures, etc. 
Many of the enquiries and disputes only reach stage 1 and is resolved to the satisfaction 
of both parties. 

 

Stage 1: Communicate the grievance 

a) The grievance must be orally communicated to the register teacher. The teacher must 
give due attention and enquire for details. 

b) The teacher must endeavor to resolve the problem and report back within 2 school 
days of the grievance. 

  

Stage 2: Written complaint  

If the learner is not satisfied with the result of Stage 1: 

a) The learner, with the aid of the parent/guardian should complete a grievance form 
obtainable from the Principal and complete in duplicate. 

b) The form should be handed to the Head of Department within 3 days of the 
announcement of the outcome of Stage 1. 

c) The HOD, after consultation with the learner and parent/guardian must communicate 
the outcome within 3 School days. 

d) A copy of the completed grievance form must be sent to the principal. 
 

Stage 3: Grievance investigation 

If the grievance is still not resolved: 

a) The Principal is to be notified in writing within 3 days of the outcome of Stage 2. 
b) A grievance investigation is held involving the learner, learner’s parents/guardians, 

witness (if any), the relevant educator and HOD. 
c) Effort is made to settle the dispute, and the Principal must communicate in writing 

his/her findings within 3 working days. 
 
 
Stage 4: Refer to directors 

a) If the grievance is still not resolved: 
b) The grievance and Principal’s findings are referred to the Directors in writing. 
c) The grievance form must contain a complete explanation of all the facts and must 

detail the learner’s demands for relief. 
d) If necessary, a meeting will be arranged with the learner and his/her representative. 
e) Having considered the matter by the Directors, the learner must be informed in 

writing of a decision within seven working days. The Board of Directors will 
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endeavour to resolve the dispute in accordance with educational law. The Board of 
Directors outcome/findings/decision is final. 
 

 
 
 

CODE OF CONDUCT FOR LEARNERS 

 OBJECTIVE 
The objective of the Orban School code of conduct is to provide a framework that guides our 
learners as to appropriate school-related behaviour. This contributes to an environment 
conducive to learning and living in agreement with the Orban vision, mission, ethos and key 
values as reflected in our motto: "Learn to live". 

 THE ORBAN ETHOS 
The Orban ethos is the characteristic spirit of the Orban School culture and community, as 
manifested in its attitudes and aspirations.  

The Orban spirit is unlike that of traditional schools in the sense that learning and living takes 
place in a joyful and positive environment. The concept “learning” pertains to the acquisition 
of significant knowledge and skills that will equip our learners for their lives, not only in the 
future, but also in the present. The concept “living” pertains to the learners’ entire experience 
of life and life at school in particular, as meaningful and pleasurable.  

Our aspirations are achieved within a warm and friendly atmosphere and through certain 
attitudes. We embrace our learners in a welcoming way, and strive to maintain a sense of 
family and belonging. With an attitude of acceptance, we view each learner as a valuable 
individual with unique characteristics as we strive to discover and encourage the unfolding 
of his or her potential. 

Part of the Orban Ethos is our belief that through a dedicated education in the Arts, we can 
develop well-balanced learners with a high emotional IQ and a sense of social responsibility. 
Orban School has specialist arts educators to the disposal of all our learners in the fields of 
Drama, Music and Visual Arts. Formal structured and dedicated education in Drama, Music 
and Visual Arts is part of our academic curriculum. 

Our educators play a pivotal part in maintaining and enhancing the Orban ethos. Through 
their approach toward and aspirations for their learners, as well as their relationships and 
attitudes toward parents as stakeholders, they determine the school climate and culture.  

GUIDING PRINCIPLES 
The Orban School Code of Conduct is based on the following principles: 
• All rules and regulations meet with the spirit of the vision, mission, ethos and key values 

of Orban School. 
• The unique identity and culture of Orban School is conducive for learning to take place 

in a friendly, relaxed environment. 
• The application of rules and the inter-relationship between the rights and responsibilities 

of learners and other parties are considered and communicated. 
• The recognition for each learner’s strengths and positive behaviour rather than emphasis 

of weaknesses and inappropriate behaviour. 
• Corrective action is considered a learning opportunity during which the teacher will guide 

the learner in terms of alternative appropriate behaviour. 
• Positive change and consistent efforts to behave appropriately are rewarded and 

encouraged. 
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KEY VALUES 
The key values underlying Orban School Code of Conduct are respect and responsibility. 
Respect and responsibility should therefore guide learners' behavior and attitude towards 
themselves their peers, their teachers, their parents, the general public, and all property. 
Learners are encouraged to have their own belief and opinion but should exercise respect 
and responsibility in the way they express themselves through word and deed. 
The Code of Conduct of Orban School has been compiled as stipulated in the South African 
Schools Act (SASA) 1996 (Act No. 84 of 1996). Section 8 (1) of the SASA provides that a 
Governing Body, board of directors as at Orban School, adopts a Code of Conduct. Section 
8 (2) The Code of Conduct aims at establishing a disciplined and purposeful environment to 
facilitate effective education and learning at Orban School. 
The Code of Conduct is subject to the Constitution of the Republic of South Africa 1996, the 
SASA Act, 1996 and the provincial legislation. It reflects the constitutional democracy, human 
rights and transparent communication which underpin the South African society. 
All key stakeholders should be committed to the Code of Conduct despite it being directed 
specifically at the learners. 
The Code of Conduct suits the development of the learners and is appropriate to the different 
school levels. The language is easily understandable to make the contents accessible. The 
format is user-friendly. 
The Code of Conduct contains a set of moral values, norms and principles which the Orban 
School community should uphold. 
The Code of Conduct clarifies and promotes the roles and responsibilities of various 
stakeholders in the creation of a proper learning environment at Orban School. 
The Code of Conduct contains the components discussed below which aim at providing 
appropriate mechanisms and avenues for stakeholders to air their grievances, and also 
provide for legitimate disciplinary measures. 
  
This Code of Conduct aims to facilitate education of a progressively high quality for all 
learners and in so doing lay a strong foundation for the development of all their talents and 
capabilities. To advance the democratic transformation of society, combat racism and sexism 
and all other forms of unfair discrimination and intolerance, protect and advance our diverse 
cultures and language and uphold the rights of all the stakeholders within the community. 
 
All stakeholders at Orban School are responsible for the good name and image of the school. 
This is only possible when: 
Our learners know and appreciate that school is an institution for learning; 
Our educators teach and interact with all the role players in a professional manner; and 
Our parents/guardians co-operate and support the school in all aspects of the learner 
development. 
 
 
The Code of Conduct comprises of three distinct but integral parts, set out as follows: 
Part 1:  Introduction of Code of Conduct 
             Description of the spirit in which Code of Conduct is compiled 
Part 2:  Rights and responsibilities of learners 
             Rights and responsibilities of educators 
             Rights and responsibilities of parents/guardians 
Part 3: School management Plan 
            Rules 
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            Corrective Actions 
            Supportive Feedback 
Part 4: Disciplinary Procedures and structures 
 
ORBAN SCHOOL commits to: 

• Allow for elected representatives of parents to actively participate as directors or 
committees in Orban School’s governance via its existing structures, to determine 
issues of policy and pricing, and to offer guidance to the principal, educators and staff 
in their respective fields of expertise. 

• Generally involving parents in contributing to the development of the school in a 
variety of areas of activity via different committees and sub-committees. 

• Serving the community via service-related projects as may be determined from time 
to time by Orban directors, parents, learners and teachers. 

• Maintaining a business and fee structure based on the principles of efficiency, 
affordability and sustainability, as directed by the board of directors. To this end the 
school shall strive, as far as possible, and without compromising the quality of 
education offered, to maintain fees at market-related rates. 

• Orban School is dedicated to attracting and keeping well-qualified, motivated and 
enthusiastic staff members who are committed to the welfare of our learners, remain 
loyal to the school and dedicated to their profession. 

• Orban School educators will be encouraged to find fulfillment in their work through 
challenging responsibilities, collegial interaction and personal development. 

 
 
 
The Rights and Responsibilities of Educators 

• Conduct themselves in a professional and responsible way. 
• Not use abusive language or behave in an abusive manner. 
• Be punctual and report regularly for school and classes. 
• Be well prepared for teaching lessons. 
• Mark homework and assignments within a reasonable time frame. 
• Respect all people and property. 
• Encourage an atmosphere of effective learning and teaching. 
• Plan flexible lessons that address the varied and special needs of learners. 
• Follow the rules, procedures and Codes of Conduct of Orban School, the government 

and the South African Council of Educators. 
• Ensure regular communication with parents. 
• Encourage parent participation in all school activities at all times. 
• Participate and attend in-service training on a regular basis as set out by the SMT to 

enhance knowledge and teaching practice. 
 
 

The Rights and Responsibilities of Parents or Guardians 
The ultimate responsibility for learners’ behaviour rests with their parents or guardians. It is 
expected that parents will: 
• support Orban School, and require learners to observe all school rules and regulations 

and accept the responsibility for any misbehaviour on their part; and 
• take an active interest in their children’s schoolwork and facilitate the children to complete 

assigned homework and projects. 
• Parents must accept their role as the primary educators of their children and that Orban 

School will assist them in carrying out this responsibility. 
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• Parents should actively support their child’s education and behaviour thereby increasing 
the likelihood of their child gaining maximum benefit. 

• Parents have the responsibility towards their children to display a positive attitude 
towards Orban School, educators and rules and to encourage their children to do the 
same. 

• Parents should attend meetings that the directors, principal or educators convene for 
them concerning the well-being of their child as well as that of Orban School. 

• Parents should inform the principal and/or heads of department of the school about any 
problem concerning their children or other children in the school.  

• Parents should pay school fees as determined by the board of directors. 
 
 

The Rights and Responsibilities of Orban School learners 

• Orban School learners realize that co-operation between themselves and the other 
persons involved in their education can only be successful if all parties agree on the pursuit 
of values and principles. 

• The values which are pursued by learners of Orban School are exemplified in the codes 
of honour as set out below: 

 
1.1  Human Rights 

• Learners, while being aware of the fact that they have certain rights, also realize that others 
have similar rights and that mutual respect is necessary.  

1.2  Educational Rights and Responsibilities 

• Doing school work, homework and projects diligently (this includes catching up work 
missed when absent). 

• Attending the school programme (curricular and extra-curricular). 
• Attending events and courses offered by the school. 
  

1.3  Respect for educators 

• Learners respect their teachers as educators and promise their wholehearted co-operation 
in all reasonable assignments which they may receive from their educators. 

• Learners respect the educators as adults and recognise that their training and experience 
is to the benefit of the learners. 

• Learners therefore undertake to co-operate fully with the educators and to act courteously 
at all times. 

 

1.4  Respect for non-teaching staff 

• The contributions of the administrative and ground staff towards the smooth running of 
Orban School are greatly appreciated. Learners will therefore act with deference and 
respect towards these members of staff. 

 
1.5 Acknowledging multi-cultural and diversity 

• The South African community consists of a number of races, cultures and religions. 
Learners accept all fellow learners as individuals who might be pursuing similar goals and 
ideas to themselves and that they may have their own ideals. 

 

  

1.6 School Property 
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• Learners accept responsibility for the conservation of Orban School environment and 
school equipment. 

• Learners undertake not to damage and destroy school property and equipment. 
• Learners undertake to pay for any damage to school property by claiming for such damage 

from their parents or guardians. 
 
  
1.7  Appearance 
• The uniformity of the Orban School uniform contributes towards a unity of sense and 

purpose. The school badge represents the joint aims of learners, educators and parents. 
Since the school uniform and the accompanying rules of appearance represent traditional 
values of Orban School and the community, learners will wear the uniform with pride. 

• Learners will adhere to the prescribed rules of wearing the uniform. 
• Learners will adhere to the prescribed rules of appearance which complement the school 

uniform 
  
1.8  Obedience to organisational and behavioural rules 

• Learners understand that Orban School cannot function without organisational and 
behavioural rules. 

• Learners will abide by Orban School rules and behave accordingly. 
• Learners undertake to honour the timetable of the school by being present at the 

commencement of the school and every period that they are involved in. 
• They accept the authority of those in charge of order and discipline in the school and will 

subject themselves to the applicable corrective actions should the rules be broken. 
  

1.9  Extra Curricular activities 

• Learners realise the importance of sport and cultural activities as well as academic and 
social outings in the developmental process. 

• They understand the need to be involved either as active participants or loyal supporters. 
• Appropriate dress and a neat appearance at these events contribute to building up the 

image of the school. 
• Learners subscribe to the fact that school rules are also applicable during school outings 

or other extra-curricular activities to maintain order and to uphold the good name of Orban 
School. 

  

1.10  Safety 

• For their own safety learners will adhere to the safety rules in the classrooms, in the hall, 
on the corridors, during break in the playground. 

• While moving from one class to another, on the school grounds, on outings and on the 
sports field learners will try not to endanger their own safety or that of others by their 
actions. 

  

1.11  Role Perception 

• Learners are also responsible to make a contribution to the orderly flow of events during 
and after school. 

• Learners have the opportunity to make contributions on different levels that will improve 
school management, e.g. as class leaders, team captains, leaders, head leaders, 
members of committees etc. 

• Irrespective of the position in which a learner serves, the interest of the school should be 
paramount and not the learner’s personal advancement or benefit. 
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• Learners subscribe to the principles of Orban School and will, through their actions, strive 
to uphold and strengthen the ethos of the school even outside the formal structure. 

 
 
 
 

DISCIPLINARY POLICY 

RULES 

• Clearly communicated, understood and consistently applied structure and boundaries 
instill a sense of security in learners. Teachers therefore must ensure that learners know 
the rules and the expected appropriate behaviour. 

• Rules require dedicated effort and resources to implement and sustain. Similarly, rules 
that cannot be or are not enforced undermine discipline and the morale in the school. 

• Rules are kept to the minimum and are presented as generally as possible. 
• Each group of learners and teachers have unique characteristics, therefore specific rules 

regarding learner’s behaviour in the classroom, at assembly, during line-up, on the 
playground, in the bathroom, during Physical Education, on the sport field, during aftercare 
will be communicated to the learner by their respective teachers. 

• When in doubt as to the interpretation and application of the rules, the spirit of the Code 
of Conduct should guide interpretation. 

 
RULES 

1. Follow the instructions the first time they are given. 
2. Keep your hands, feet, objects and unkind words to yourself. 
3. Listen while somebody else is speaking. 
4. Look after all property. 
5. Behave appropriately  

  
 
 
CORRECTIVE ACTION 

• It is important that the teacher explains and ensures that the learners are aware of the 
rules and understand what is meant by appropriate behaviour relevant to the situation. 

• Learners must be aware of the fact that behaviour and choices have consequences and 
that teachers are authorized to correct the learner’s inappropriate behaviour according to 
the scheduled method chosen. 

• Consequences must follow the action as soon as possible. 
• In determining appropriate consequences, factors such as age, nature of the misdemeanor 

and the context in which it was done is taken into consideration. Teachers must exercise 
discretion and consider the learner’s individual circumstances at all times. 

• In the spirit of fairness, learners should only carry the consequences of their own actions 
and not that of their group, class, peers or parents. 

• Corrective action should never humiliate or marginalize the learner, but should be an 
educational action aimed at giving the learner insight into the reason why said behaviour 
is considered inappropriate. 

• A system of behaviour modification will be upheld as stated in the Code of Conduct. 
• Corrective action is presented as a hierarchy, recorded on a Tracking sheet that is kept in 

a file by the class teacher in the case of the foundation learners. Intersen learners will carry 
the file of Tracking sheets from class to class and hand it to the register teacher at the end 
of the day. 
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• Corrective actions should not be taken blindly, but should be executed with consideration 
for context and individual circumstances. 

 
 
CORRECTIVE ACTION FOR THE PRE-PRIMARY 
 

RULE CORRECTIVE ACTION 
1. Follow the instructions the 

first time they are given.  Praise others, warn learner, repeat the rule. 
Keep your hands, feet, 

objects and unkind words 
to yourself.  

Time out (at the teacher’s discretion). 

Listen while somebody else 
is speaking. Praise others, remind learner, redirect behaviour. 

Look after all property.  

Removal and restriction of use. 
Clothing: encourage learners to place items in the 
correct places, repeat routines all the time, praise 

learner when items are placed in the correct places. 

Behave appropriately.  
Warning. 

Repeat the rule. 
Time out. 

 

 

  CORRECTIVE ACTIONS FOR FOUNDATION AND INTERSEN PHASES 
 
Corrective actions are presented as a hierarchy, recorded on a Tracking Sheet that is kept on 
the desk of the class teacher as in the case of the foundation phase. In the intersen phase a 
class member should have the responsibility to carry the file from class to class and give it to 
the educator. The file must be returned to the register educator on a Friday. 

When rules are broken (Grade 1 Offences) 

Each record of infringement must be initialed by the educator responsible. 

 

1st 
time Verbal Reminder A verbal reminder is given to learner and it is indicating 

on the tracking sheet by circling “reminder”. 

2nd 
time 

Time out – minutes 
according to age 

The child is given time out, simply removed from the 
other learners in a designated area in the classroom. 

3rd  
time 

Behaviour Journal or 
8 Written Reminder 

The child to complete a behavioural journal – letter of 
apology, statement of rule broken, drawing of rule broken, 
etc. 

4th 
time Meet with the parents A letter written to the parents or a phone call made. 
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5th 
time 

Send learner to SMT/ 
Deputy/ Principal 

The learner is sent to higher authority. All infringements 
are backed up by tracking sheet and SMT decide on 
appropriate action. 

  
 
  
Grade 1: 
Offences 

• Failure to attend to duties. 
• Failure to attend compulsory activity as a spectator without a written 

excuse letter prior to the event. 
• Interference with another learner which causes minor physical or 

mental discomfort. 
• Minor infringements of uniform regulations: wearing of printed T- 

shirts, an incorrect jersey or tracksuit top as an outer garment; 
incorrect coloured socks or belt; wearing of jewellery. 

• Failure to wear the correct full school uniform when in a public place, 
including the wearing of unauthorized items. 

• Failure to wear the correct sport kit for a match or practice. 
• Hitchhiking while in school uniform, formal or sport wear. 
• Disruptive behaviour in class. 
• Spitting in public. 
• Failure to: 
• do class work set and submit homework; 
• to bring the required textbooks, notes, stationary, or equipment to a 

lesson; hand work in on time. 
• Copying another learner's class work or homework. 
• Defacing school property. 
• Reporting late for class, assembly or a school function. 
• 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.  

Grade 2: 
Offences 

• Vandalism. 
• Interfering with another person's possessions or property without the 

owner's consent. 
• Damaging another person’s possessions or property as a result of 

interfering or using said possession or property without the owner's 
consent. 

• Racism: remarks / insults. 
• Forgery: altering of official documents such as medical certificates 

and fraudulent use thereof, forging a signature. 
• Intimidation by verbal or physical threat to harm the person or his 

property (bullying). 
• Swearing, lying or using obscene gestures. 
• Verbal or non-verbal abuse towards peers and/or staff. 
• Disrespect or insolence. 
• Insubordination - ignoring or failing to carry out a specific instruction 

(to include failure to do work/ punishment set in the exclusion room, 
or failure to report to the exclusion room, or failure to report to the 
subject teacher with his/her work/punishment as stipulated). 

• Fighting, common assault or attempted assault. 
• Public disturbance and public indecency. 
• Gambling. 
• Unacceptable hairstyles, as documented in uniform policy. 
• Display of visible tattoos. 
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• Using a cell phone as a means of communication during formal 
testing. 

• Cheating, attempting to cheat or having forbidden material or 
information in a test venue during controlled testing (class tests, term 
tests, internal exams). This includes any form of communication, 
verbal or non-verbal, with another learner. Copying of computer 
exercises, projects or any other work intended for the year mark. 

• Truancy from any contact time. 
• Possession or use of fire crackers. 
• Failure to attend an extra-mural activity fixture or function as a 

participant or official. 
• Any action which brings the school's name into disrepute. 
• Possession of offensive material, excluding pornographic material. 
• Unreasonable repetition of a Grade 1 offence. 

•  
Grade 3: 
Offences 

• Besit van wapens wat fisieke besering kan toedien (messe, ens.). 
• Possession of weapons that can cause physical injury (knives, etc.). 
• Entering the school premises while under the influence of 

alcohol/drugs. 
• Possession, copying, distribution, use or displaying of pornographic 

material. 
• Assault with the intent to do grievous bodily harm. 
• Truancy from school or leaving school grounds without the necessary 

permission. 
• Taking part in any form of illegal strike action/meeting/campaign on 

school premises. 
• Any learner who, in or outside of the buildings, or on or off the 

premises of the school, whilst under the control of school authorities, 
• intentionally conducts himself in a manner which is or could be 

seriously detrimental to the maintenance of order or discipline at the 
school. 

• 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. 
• Violating the rights of the teacher to carry out his/her tasks, to the 

school, the staff, the teacher, or fellow learners. 
• Repetition of a Grade 2 offence. 
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Grade 4: 
Offences 

• Use of weapons that cause physical injury (knives,etc.). 
• Possession and/or use of a firearm, firearm magazine, ammunition, 

dangerous or lethal weapon. 
• Possession, using and/or dealing in drugs, or alcohol, or any other 

intoxicating substance. 
• Poisoning, or attempting to poison another person. 
• Theft, robbery, breaking and entering. 
• Malicious damage/injury to property of the school, staff members, 

fellow learners or any other person or body. 
• Rape, attempted rape, or sexual assault. 
• Physical assault that results in bodily harm. 
• Sedition or inciting any form of illegal strike action/meeting/campaign 

on school premises. 
• Any offence punishable under common law. 

  
  
 

Break/Out of class behaviour 

Grade 1 or 2 offences at break must be dealt with by the educator on duty. Learners can be 
placed in time out. Incidents must be recorded in the incident book. Grade 3 or 4 offences 
should be referred to SMT. The SMT may place learners on internal or external suspensions 
as a result of these offences, at their discretion. 

 

Correction Action (School Management Team (SMT) 

Once the teacher has exhausted all available steps, the learner is referred to the SMT. 
1. Talk to the learner 
2. Phone the parents 
3. Meet with the parents 
4. Internal Disciplinary 
5. Disciplinary Hearing  
 

Grade 2, 3 and 4 Offences 

1. The learner will be sent to management. 
2. Management will select a suitable corrective action. 

Breaking the law will result in the involvement of the local police 

  

 

Management Intervention 

Parent will be informed. The police and or SANCA will be informed when deemed necessary. 
The Principal will select a sanction (see below) that is appropriate or a Disciplinary Hearing 
will be conducted. At each Disciplinary Hearing, parents must be present.  

 

What is a Daily Report? 
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Only the Principal may place a child on Report, after consultation with the parents and 
educators. ‘Daily Report’ is a very positive disciplinary management tool. The learner is issued 
with a ‘Daily Report’ book. The register educator makes brief notes about behaviour and class 
work, and ensures that all homework is written down by the learner. The learner reports to 
his/her assigned educator who initials the book daily to make sure that an overall improvement 
is taking place. Parents also sign the report daily. Infringements of any nature are referred to 
the Principal who immediately alerts the parents. This intervention is time limited. 

  

What is Internal Suspension? 

Internal Suspension is a period of 1-5 days when the learner is separated from the classroom 
environment and required to spend time at a desk in the administration area. Work is set out 
and monitored by the class educator. Break is spent isolated from peers. Internal Suspension 
is designed to give both the class educator and the learner a cooling off period. Record of the 
internal suspension is placed in the Learner Profile and parents are kept informed of the 
procedures. 

  

What is external suspension? 

Learners are place on an external suspension for up to 7 school days. The Principal may place 
a learner on an external suspension with immediate effect pending a Disciplinary hearing for 
any acts considered dangerous to others. 

 Offences that may lead to External suspension (Grade 3 or 4 Offences) 

Provincial legislation must be consulted in the compilation of a list of offences which may lead 
to suspension of a learner. Offences that may lead to such suspension include, but are not 
limited to, the following: 

1. conduct which endangers the safety and violates the rights of others; 
2. possession, threat or use of a dangerous weapon; 
3. possession, use, transmission or visible evidence of narcotic or unauthorized:  

1.  drugs, alcohol or toxicants of any kind; 
2.  fighting, assault or battery; 
3.  immoral behaviour or profanity; 
4.  falsely identifying oneself; 
5.  harmful graffiti, hate speech, sexism, racism; 
6. theft or possession of stolen property including test or examination papers prior 

to the writing of the tests or examinations; 
7. emotional/physical abuse, bullying. 

 

Disciplinary Hearings (Grade 3 or 4 Offences) 

Occasionally the behaviour of the learner requires intervention by all role players. The 
Principal, in consultation with the Discipline sub-committee as authorized by the Board of 
Directors decide the need for a Disciplinary hearing. Notice of the hearing is sent to the 
parents. Listed on the hearing notice are the alleged charges put to the parents. This affords 
parents an opportunity to prepare themselves for the Hearing. In order to deal with the matter 
briskly, the hearing is scheduled for the first available date after the incident, within seven days 
of the incident during which time a learner may be suspended. The Board of Directors are also 
informed of all procedures followed. 
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What happens at a hearing? 

Although the hearing is viewed in a very serious light, the ultimate goal is to create an 
opportunity for parents and the professional staff to sit together and, through consultation and 
negotiation, decide on the best possible way to deal with the problem. 

 The disciplinary sub-committee is made up of: 

• The Chairperson (Board of Directors) 
• Two parents 
• The Principal/Deputy Principal 
• The Head of the relevant Phase 
• The Class Educator 
• The School Counselor 

  

Appeals and grievances – parents and learners 

Should a parent or learner feel that they do not agree with the disciplinary measures as set 
out above, they may appeal the decision in accordance with the appeals and grievances policy 
for learners and parents. 

  

SUPPORTIVE FEEDBACK AND INCENTIVES 

All educators will endeavour to concentrate on being positive and rewarding learners who are 
co-operative and well behaved. Many rewards will be provided, which used, in conjunction 
with vast amounts of praise will boost the self-esteem of the learners and motivate them to 
choose responsible behaviour. 

  

Pre-Primary 

The Pre-primary learners have sticker charts which are displayed on the classroom wall. 
Learners are acknowledged for their good behavior, good deeds, friendly attitude, tidying up 
etc. 
Learners are motivated by stickers, praise and recognition. 
  

Foundation Phase: Supportive Feedback Hierarchy 

Genuine and specific praise is essential to reinforce and affirm good behavior. 

Learners receive sticker charts at the start of the year. They collect stickers from staff who use 
this system as an incentive to encourage and reinforce positive attitudes and behavior. There 
are a series of charts that the learners complete and after each one they receive a specific 
reward. These completed reward charts are placed on various wall around the foundation 
phase area for all to see. 

 

1. Blue Wonder Worker token which is displayed in the foyer of the Foundation 
phase bathroom 

2. Yellow Pick a surprise gift from the bag at assembly 
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3. Green Tuck shop voucher for lunch to be used whenever child wishes 

4. Orange Special bookmark 

5. Purple Civvies day 

6. Red Excellent behavior certificate 

7. White Extra time at break 

8. Pink Excellent behavior medal 

9. Dark 
blue Gift voucher 

  
Intersen Phase-Individual Praise 

Genuine and specific praise is essential to reinforce and affirm good behavior. 

Learners receive signatures charts at the start of the year. They collect signatures from staff 
who use this system as an incentive to encourage and reinforce positive attitudes and 
behavior. There are a series of signature charts that the learners complete and after each one 
they receive a specific reward. These reward charts are kept in their homework diary for easy 
access. 

 

Signature Chart Reward on completion 

1. Blue Chocolate 

2. Green Civvies with a friend 

3. Orange Friday food voucher 

4. Red Homework pass 

5. Lilac Tea with the principal 

  
 

Intersen Phase/Class rewards 

Brag wall certificates for out of class behaviour. Classes with the most certificates at the end 
of the term will receive a treat. 

UNIFORM POLICY 
 
Appearance and Grooming 
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The Orban School uniform forms an integral part of our identity and must be worn with pride.   
Our learner’s appearance and attitude directly reflects the image of Orban School and all 
learners are expected to dress and behave in an appropriate manner at all times.   
 
It is the responsibility of the parents to make sure that their children are always neat and well- 
groomed for school.   
 
No item of the school uniform may be worn with casual clothing. If the school uniform is worn 
in public, special care must be taken in dressing correctly and displaying good behaviour. 
 
School shoes and socks are to be worn to and from school when in uniform. 
No learner is permitted to wear any form of make-up, lip gloss or nail polish during school 
related activities. 
 
Jewellery Policy for all 
 

Boys:   
• No earrings, body studs, bangles, 

bracelets, necklaces, ankle bracelets 
or tattoos  

 

Girls:   
• One single gold or silver, non-decorative 

stud or sleeper may be worn in each ear.   
• No bangles, bracelets, body studs, ankle 

bracelets, necklaces or tattoos may be 
worn. 

 
Hair Policy for all 

Boys:   
• Hair should be clean, neatly trimmed, off 

the ears, off the collar and not hanging in 
eyes.    

• Shaving of hair (less than a number 3) is 
prohibited.  

• Shaved hair (no less than a number 3) 
on the side of the head is permitted but 
no patterns are to be cut into hair.  

• Fringe not permitted to hang in eyes. 
• Own hair braids, hair weaves and 

extensions are permitted provided that 
the first bullet point applies.  

• Afro styles must be kept short to keep in 
line with other bullet points.  

• Afro styles must be kept short so as not 
to obscure the vision of other children 
 

Girls:   
• Hair should be clean and neatly styled.  

Hair that touches the collar should be 
tied up in navy, purple, white or brown 
hair bands.  

• Hair that hangs in eyes must be tied back 
with navy, purple, white or brown clips or 
Alice-bands.  

• Fringe not permitted to hang in eyes. 
• Own hair braids, hair weaves and 

extensions are permitted provided that 
the first bullet point applies.  

• Afro styles must be kept short to keep in 
line with other bullet points.  

• Afro styles must be kept short so as not 
to obscure the vision of other children 
 

 
 
Orban School Uniform – (Grade 1 to 6): 

Boys 
Summer uniform Winter uniform 

• Orban khaki cap/hat (compulsory for 
outside play) 

• Orban white short sleeve golf shirt (no 
visible vests or t-shirts to be worn under 
shirt) 

• Orban khaki cap/hat (compulsory for 
outside play) 

• Orban long sleeve white winter shirt (no 
visible vests or t-shirts to be worn under 
shirt). 
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• Orban khaki short 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki short socks 
• Orban navy fleece top  
• Orban navy school jacket  
 

• Orban khaki long pants 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki long socks 
• Orban navy fleecy top 
• Orban navy school jacket 
• Orban navy scarf, beanie & gloves 

Girls 
Summer uniform Winter uniform 

• Orban khaki cap/hat (compulsory for 
outside play) 

• Orban white blouse (no visible vests or t-
shirts to be worn under blouse) 

• Orban khaki skort 
• Brown school shoes (kept clean and 

shiny) 
• White short ankle school socks 
• Orban navy fleece top  
• Orban navy school jacket  
 

• Orban khaki cap/hat (compulsory for 
outside play) 

• Orban long sleeve white winter shirt (no 
visible vests or t-shirts to be worn under 
shirt). 

• Orban khaki long pants 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki long socks 
• Orban navy fleecy top 
• Orban navy school jacket 
• Orban navy scarf, beanie & gloves 

 
 
Orban School Uniform – (Grade 7): 
 

Boys 
Summer uniform Winter uniform 

• Orban khaki cap/hat (compulsory for 
outside play) 

• White cotton short-sleeved collared shirt 
with buttons 

• Orban school tie 
• Orban khaki short 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki short socks 
• Orban navy fleece top  
• Orban navy blazer 
 

• Orban khaki cap/hat (compulsory for 
outside play) 

• White cotton long-sleeved winter shirt 
with buttons 

• Orban khaki long pants 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki long socks 
• Orban navy fleecy top 
• Orban navy scarf, beanie & gloves 
• Orban navy blazer 
• Orban school tie 
 

 
Girls 

Summer uniform Winter uniform 
• Orban khaki cap/hat (compulsory for 

outside play) 
• White cotton short-sleeved collared shirt 

with buttons 
• Orban khaki skirt 
• Orban school tie 
• Orban navy blazer 
• Brown school shoes (kept clean and 

shiny) 
• White short ankle school socks 

• Orban khaki cap/hat (compulsory for 
outside play) 

• White cotton long-sleeved winter shirt 
with buttons 

• Orban khaki long pants 
• Brown school shoes (kept clean and 

shiny) 
• Orban khaki long socks 
• Orban navy fleecy top 
• Orban navy scarf, beanie & gloves 
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• Orban navy fleece top  
 

• Orban navy blazer 
• Orban school tie 

 
   
PT uniform: 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White skort for girls 
• White shorts for boys 
• Sports sneakers with white short socks  
• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 

sneakers in colder weather. 
Please note:  
• Both the tracksuit jacket and pants must be worn together and may not been worn 

separately in conjunction with any other part of the uniform.  The tracksuit may only be 
worn for sport or PT. 

• It is advisable to obtain more than one purple golf shirt as it is also worn for matches, 
outings and civvies. 

 
Sport uniform 
Soccer 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White short  
• Sports sneakers  
• Long purple socks  
• Orban fleecy tops 
• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 

sneakers. 
• Shin pads 
Cricket 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White shorts  
• According to league rules only commonwealth team to wear long pants 
• Sports sneakers   
• Long white socks  
• Orban fleecy tops 
• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 

sneakers. 
Netball 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White skorts  
• Sports sneakers  
• Short white socks  
• Orban fleecy tops 
• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 

sneakers. 
Hockey 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White shorts – boys 
• Orban white skort – girls  
• Sport sneakers  
• Long purple socks  
• Orban fleecy tops 
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• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 
sneakers. 

• Shin pads 
• Gum guards 
Soft ball 
• Orban purple golf shirt (no visible vests or t-shirts to be worn under shirt).   
• White skorts  
• Sport sneakers  
• Short white socks  
• Orban fleecy tops 
• Orban tracksuit consisting of top and pants may be worn with the purple sport shirt and 

sneakers. 
 
Please note: Both the tracksuit jacket and pants must be worn together and may not been 
worn separately in conjunction with any other part of the uniform.  The tracksuit may only be 
worn for sport or PT and is optional for sport in colder weather. 
 
Please note: Each sport league have certain criteria and this may differ from the above.  
When a child elects to play in a particular sport he/she is expected to abide by the rules of 
that particular sport and the by laws governing the sport in that particular district. 

 
 
 
 
School Bag: 
The Orban navy school bag is available from the uniform shop.   
The TOTEM purple or navy bags are especially designed to assist the posture of the children 
when carrying a heavy bag and are therefore recommended. 
Trolley bags are NOT recommended as they pose a tripping hazard going up and down the 
stairs. 
 
Raincoats/Umbrellas 
During rainy weather Orban learners may wear navy raincoats but small umbrellas appear to 
be a better option.   The wet raincoats are often squashed into the bags resulting in wet books. 
 
Orban Civvies 
PT uniform: 
It is very seldom that learners are permitted to wear ordinary clothes to school.  When they 
are given permission to wear ORBAN CIVVIES it means they must wear: 

• Purple golf sport shirt 
• REGULAR BLUE denim pants – ¾ or above the knee blue denim pants (NO SHORTS) 
• Orban navy fleecy top 
• Takkies/sneakers 
• Orban cap/hat 

 
We apologise that not all items  are stocked by the Orban uniform shop.  These items are 
however easily obtainable from ordinary clothing stores. 
 
Please assist us in keeping our children neatly dressed and presentable.  Regular checks are 
done and we will contact parents should the correct uniform policy not be upheld. 

WhatsApp etiquette 
 

• With the use of WhatsApp groups and messages being a preferred method of 
communication amongst many people, we’ve found that this means of communication 
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has great benefits, but also some challenges and pitfalls. In a classroom of up to 20 
learners an average of 35 people can belong to a group – imagine the lengthy and 
time-consuming group chats if everyone posted a personal note or comment after 
every notification or update.  In order for our group and class communication to flow, 
WhatsApp etiquette has been compiled highlighting a few principles which now forms 
part of the WhatsApp policy:  

• Only parents/guardians/aupairs in a specific class together with the teacher will be 
included in that class group. 

• In some cases the grade head will also be added to the group. 
• Please refrain from sending a message to just one person in the group – the group 

was created for group updates and information only and should be used as such. If 
you have something specific to say to one or two people, it is advisable to shift the 
conversation/information to a personal chat window outside of the group. 

• Unlike a personal WhatsApp received, you are not expected to comment or send an 
emoji after each message.   

• Refrain from bringing up irrelevant topics. 
• Don’t send dubious and unnecessary content – keep you content brief, appropriate 

and spam-free. 
• Please do not forward chain mail or adverts. 
• Please remember that opinions differ and disagreements may occur. It is important 

that the group administrator speak to those involved as soon as possible and set the 
record straight. 

• Do not send messages outside of normal hours – 7:00 to 18:00 falls within protocol 
and gives you sufficient time to contact someone and receive a reply. Please respect 
your teacher’s personal life and time. Unless it is an emergency that involves life and/or 
death, do not interrupt group members’ sleeping hours. 

• Be careful of sending rumours – if there is any message on WhatsApp that you suspect 
to be untrue, it probably is, don’t spread it further. 

• Please remember that from time to time the information/content of a WhatsApp 
message may be printed for record purposes and it is therefore important that only 
relevant information is shared. 

• Teachers have been instructed to report verbal abuse, inappropriate remarks and/or 
swearing to his/her line manager. 

 

 

 

 


