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1. DISCIPLINARY POLICY STATEMENT

Topflight College has remained committed to fostering a safe, respectful, and academically focused environment for over two decades. To support this mission, we employ a balanced disciplinary approach that combines both modern and traditional methods. Modern practices—including restorative discussions, behavior-support strategies, and guidance counseling—help students reflect on their actions and build positive social and emotional skills. Stricter measures such as detention, written assignments, and withdrawal of certain privileges will be used when necessary to reinforce expectations and maintain order.

All actions must comply with applicable laws, school regulations, and safeguarding standards.

STUDENT EXPECTATIONS

All students are expected to:

1. Meet academic deadlines and complete assigned schoolwork responsibly.
2. Behave respectfully and sociably toward peers.
3. Show respect to teachers, administrators, and all members of the school community.
4. Uphold the values of integrity, responsibility, and cooperation at all times.

TEACHER EXPECTATIONS

Teachers are expected to:

1. Maintain a friendly but firm atmosphere.
2. Address minor offences appropriately.
3. Report serious offences to administrators or the disciplinary committee.
4. Notify parents promptly about medium or serious concerns.

PARENTS’ EXPECTATIONS

Parents also have a role to:

1. Encourage your child’s obedience to school rules and guidelines.
2. Promote positive habits, self-discipline, and respectful behaviour.
3. Discourage aggressive, violent, or disruptive conduct.
4. Maintain open, timely communication with the school regarding your child.


 Policy Purpose
The purpose of this policy is to uphold discipline and maintain a safe, respectful, and conducive learning environment at Topflight College. It outlines the framework, structure, and operation of the Disciplinary Committee in addressing and resolving reported cases of student misconduct.

2. Composition of the Disciplinary Committee
The Disciplinary Committee shall consist of a minimum of five (5) and a maximum of ten (10) members, selected from the teaching and administrative staff. Members may include:
· The Principal (Chairperson)
· The Vice Principal (Vice-Chairperson)
· The Safeguarding Officer (HOD)
· Guidance Counselor 
· Heads of Department
· Class Teachers 
· Additional teachers or staff appointed by the Principal
3. Scope of Authority
The committee is authorized to:
· Receive and investigate reports of student misconduct.
· Determine the severity of reported cases (minor or serious).
· Conduct fair hearings involving all parties concerned.
· Apply disciplinary actions in line with school policies.
· Recommend students for ineligibility for leadership roles such as prefectship, where appropriate.
4. Offence Classification
Offences are categorized as either:
· Minor Offences: Disobedience, lateness, inappropriate dressing, classroom disruptions, etc.
· Serious Offences: Bullying, fighting, theft, assault, vandalism, cheating in examinations, truancy, drug-related offenses, sexual misconduct, etc.


Standard Operating Procedure (SOP)
Step 1: Reporting
· A case may be reported by any staff member or student to any Disciplinary Committee member.
· Immediate referral is made to the Safeguarding Officer in cases involving physical harm, abuse, or vulnerability concerns.
Step 2: Initial Review
· The committee member(s) who received the report convene a preliminary meeting (minimum 3 members including an administrator) to assess whether the case is a minor or serious offence.
· The committee determines if the matter can be resolved informally (for minor offences) or must proceed to formal investigation (for serious offences).
Step 3: Investigation
· Fact-finding is conducted through:
· Witness statements
· CCTV footage (if available)
· Review of written reports from staff
· Any other relevant evidence
· Investigation must be completed within 5 working days of report receipt.
Step 4: Disciplinary Hearing
· All parties involved (offender, victim, witnesses) are invited for questioning.
· The student(s) in question may be accompanied by a staff advocate or parent/guardian.
· Hearings are recorded and chaired by the Principal or Vice Principal.
Step 5: Decision and Consequences
After deliberation, the committee issues a written decision with appropriate disciplinary action. Penalties may include:
	Minor Offences
	                                         Serious Offences

	Verbal warning
	                                  Suspension (1–2 weeks)

	Written warning
	                                    Expulsion

	Detention
	                                   Community Service

	Extra assignments
	                            Mild corporal punishment (as permitted by policy and local laws)

	Apology letters
	                                 Debadging (removal from leadership)


· Any student found guilty of a serious offence will be ineligible for prefectship or any student leadership role during the current and following academic session.
Step 6: Documentation
· All disciplinary actions and outcomes are recorded and stored securely in the student’s file.
· A summary is submitted to the school management and parents/guardians within 48 hours of the decision.
Step 7: Appeals
· Students and/or parents may appeal a decision within 5 days of notification.
· Appeals are heard by a separate panel appointed by the Principal and Director of Studies whose decision is final.
8. Confidentiality
All proceedings, evidence, and outcomes are to be kept confidential, and shared only on a need-to-know basis within the school administration.
9. Policy Review
This policy shall be reviewed annually or as deemed necessary by the school board or management.
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Date: July, 2025




LIST OF OFFENCES
This document outlines examples of actions considered violations of Topflight College's code of conduct by students and staff. These offences may result in disciplinary action depending on their nature and severity. The goal is to maintain a safe, respectful, and academically focused school environment.
A. Academic-Related Offences
1. Academic dishonesty (cheating, plagiarism, fabrication of data).
2. Forgery of academic records or school documents.
3. Plagiarism in assignments, projects, or presentations.
4. Cheating during examinations or assessments.
5. Not doing or submitting assignments.
6. Submitting incomplete assignments or homework.
7. Falsifying or altering school records/documents.
B. Behavioral Offences
8. Disruptive behavior in class (talking out of turn, interrupting, refusing to follow instructions).
9. Speaking loudly in class (3-strike policy).
10. Making noise in class.
11. Public displays of affection (non-sexual hugging, hand-holding, etc.).
12. Engaging in romantic or sexual behavior on school grounds (e.g., kissing, inappropriate touching).
13. Engaging in inappropriate or disruptive behavior during school events (e.g., field trips, dances, assemblies).
14. Spreading rumors or gossip with harmful intent.
15. Gambling on school premises.
16. Reporting false complaints or misleading suggestions.
17. Inappropriate conduct during rainy seasons (e.g., stepping into water deliberately).
C. Attendance & Timeliness
18. Skipping classes or truancy.
19. Consistent lateness to school or class.
20. Attending class late without valid excuse.
21. Arriving late to class after breaks or transitions.
22. Delaying the school bus (e.g., not boarding on time or causing disruptions).
D. Respect & Conduct
23. Rudeness or disrespect toward teachers, staff, or fellow students.
24. Disrespect toward substitute teachers or temporary staff.
25. Insubordination (refusing to comply with directives from staff).
26. Harassment, bullying (verbal, physical, or cyber).
27. Discrimination based on race, gender, ethnicity, religion, sexual orientation, or disability.
28. Use of profanity or vulgar language.
29. Violating confidentiality agreements or sharing sensitive information about students or staff.
E. Property & Environmental Responsibility
30. Vandalism or graffiti (on or off-campus).
31. Theft or unauthorized possession of property.
32. Damage to school property or equipment.
33. Being careless with personal or others’ belongings (e.g., misplacing or damaging school or peer property).
34. Failure to return school property (e.g., chairs, books, or supplies) after use.
35. Littering the school compound or classrooms.
36. Carrying school materials (e.g., desks, chairs) improperly.
37. Defacing or altering school records or files.
F. Dress & Appearance
38. Wrong presentation of school uniform (e.g., untucked shirt, incomplete attire, dirty shoes).
39. Violation of dress code (revealing clothing, offensive symbols, improper grooming).
G. Safety & Movement
40. Tampering with school camera, fire alarms or emergency equipment.
41. Misuse of safety tools or failure to follow safety rules (e.g., running in hallways).
42. Running in hallways or stairways.
43. Disrupting or cutting in line, especially during assembly or dismissal.
44. Disorganizing hall movement (e.g., pushing, skipping, shouting).
H. Technology Misuse
45. Misuse of school technology (e.g., hacking, unauthorized use).
46. Accessing inappropriate content on school devices or Wi-Fi.
47. Cyberbullying via digital platforms.
48. Violating school internet or device policies.
49. Creating or distributing unauthorized content (e.g., posters, digital messages).
I. Substance Use & Contraband
50. Possession or use of drugs, alcohol, or tobacco on campus.
51. Possession of weapons, dangerous items, or unauthorized objects.
52. Selling or distributing unauthorized goods or services on school property.
J. Miscellaneous Offences
53. Eating in class during non-lunch periods (especially during lunch break).
54. Disruption of school-wide events, assemblies, or public addresses.
55. Violation of any other officially published school policy or code of conduct.
Note:
This list is non-exhaustive. The Disciplinary Committee reserves the right to address actions not explicitly listed here if deemed disruptive, harmful, or in conflict with the values and regulations of Topflight College.

TOPFLIGHT DISCIPLINARY CASE REPORT
SECTION A: REPORTING
Attention:  Mr./Mrs./Ms._____________________________ Designation: _____________________
DATE OF REPORT: ________________________________    TIME: _____________
Who is making the report/complaint: ____STUDENT   ____ TEACHER     ____PARENT   ____OTHER
Rep. Name: ________________________________________ Class/Design.: __________________
Other Witnesses: ___________________________________________________________________
Name offender(s):  Student _____    Staff   ______			Class/Designation:
1. ________________________________________________		_____________________ 
2. ________________________________________________ 		_____________________
3. ________________________________________________ 		_____________________
4. ________________________________________________ 		_____________________
5. ________________________________________________ 		_____________________
TYPE OF OFFENCE: _____________________________________________ (See listed offences)
Describe the misconduct observed: _______________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________
[bookmark: _Hlk166513153]Were there other collaborators: YES  /  NO   ______________________________________________
Any Written Statements / Physical or Digital Copy of Evidence(s):  YES  /  NO   
If yes, describe and  attach exhibits. _________________________________________________
Is/Are the alleged offender aware of this report: YES  /  NO   Were they caught in the act?  YES  /  NO   
If yes, describe the attitude when caught: a. 	Repentant 	b. Non-Chalant   c. In Denial   
SECTION B: INVESTIGATION INFORMATION
DESCRIBE MODE OF INVESTIGATION: (QUESTIONING/CCTV/)_________________________    
STATE FINDINGS AND OBSERVATIONS: ________________________________________________________________________________    
________________________________________________________________________________  
________________________________________________________________________________    
________________________________________________________________________________  
________________________________________________________________________________    
________________________________________________________________________________    
________________________________________________________________________________  
____________________________________________(Attach Further report statements if necessary.) 
SECTION C: DETERMINATIN OF MISCONDUCT
IS/ARE THE ALLEGED OFFENDER(S) FOUND GUILTY ?  YES/NO____  
LIST THE REASONS:  ______________________________________________________________    
________________________________________________________________________________  
________________________________________________________________________________    
________________________________________________________________________________  
________________________________________________________________________________    
SECTION D: CORRECTIVE ACTIONS/ DISCIPLINARY RECOMMENDATION: 
________________________________________________________________________________  
  ________________________________________________________________________________   
 ________________________________________________________________________________  
________________________________________________________________________________  

CASE OFFICER : ________________________________________________________________
DESIGNATION:_______________________  SIGNATURE:  ________________DATE: _____________
[bookmark: _GoBack]Other staff: _______________________________________________________________________
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