SCHOOL PROCEDURES
All students that enroll at Heritage Academy are given a Student Handbook that provides students with the
following;
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Opening or Closing Exercise in Public/Private Elementary and
Secondary Schools
Purposes
The purposes of opening or closing exercises are patriotic and educational. Such exercises are intended to
nurture allegiance to Canada and to contribute to the social, moral, and spiritual development of the pupils.
Contributing to the social, moral, and spiritual development of pupils includes reinforcing the positive
societal values that, in general, Canadians hold and regard as essential to the wellbeing of our
society. These values transcend cultures and faiths, reinforce democratic rights and responsibilities,
and are based on a fundamental belief in the worth of all persons.
Heritage Academy will open each day with the national anthem for students in grades 18.
Period of Silence
One minute of silence is intended to be used for such activities as personal reflection or individual silent prayer.
Parents who object may apply to the principal to have their children exempted. Pupils who are adults may also
exercise such a right.

Code of Conduct
Introduction
A school is a place that promotes responsibility, respect, civility and academic excellence in a safe learning
and teaching environment.
All students, parents, teachers and staff have the right to be safe, and feel safe, in their school community.
With this right comes the responsibility to be lawabiding citizens and to be accountable for actions that put at
risk the safety of others or oneself.
Heritage Academy abides by the Ontario Code of Conduct which sets clear provincial standards of behaviour.
It specifies the mandatory consequences for student actions that do not comply with these standard Guiding
Principles. All participants involved in the school – students, parents or guardians, volunteers, teachers and
other staff members  are included in this Code of Conduct whether they are on school property, on school
buses or at school authorized events or activities. All members of the school are to be treated with respect
and dignity, especially persons in positions of authority.
Responsible citizenship involves appropriate participation in the civic life of the school. Active and engaged
citizens are aware of their rights, but more importantly, they accept responsibility for protecting their rights and
the rights of others.

Roles and Responsibilities
Heritage will implement and enforce the Code of Conduct and all other rules that they develop as related to the
provincial standards for respect, civility, responsible citizenship and physical safety;
✓ review these policies regularly with students, staff, parents or guardians, volunteers and the community;
✓ communicates the Code of Conduct to all parents, students and staff in a manner that ensures their
commitment and support;
✓ ensure an effective intervention strategy and response to all infractions related to the standards for
respect, civility, responsible citizenship and physical safety;
✓ provide opportunities for all staff to acquire the knowledge, skills and attitudes necessary to develop
and maintain academic excellence and safe learning and teaching environments.
The Principal/Staff will provide this leadership by:
✓ demonstrating care and commitment to academic excellence and a safe teaching and learning
environment;
✓ holding everyone accountable for their behaviour and actions;
✓ communicating regularly and meaningfully with all members of Heritage.
Teachers and staff, under the leadership of the Principal, will maintain order in the school and are expected to
hold everyone to the highest standard of respectful and responsible behaviour. As role models, staff uphold
these high standards when they:
✓
✓
✓
✓
✓

help students work to their full potential and develop their selfworth;
communicate regularly and meaningfully with parents;
maintain consistent standards of behaviour for all students;
demonstrate respect for all students, staff and parents;
prepare students for the full responsibilities of citizenship.

Mandatory Consequences
Police will be involved, and the student will be immediately suspended and proceed to an expulsion hearing for
the following:
possession of a weapon, including, but not limited to firearms;
▪
▪
▪
▪
▪
▪
▪
▪
▪

trafficking in drugs or weapons;
robbery;
use of a weapon to cause bodily harm, or to threaten serious harm;
physical assault causing bodily harm requiring professional medical treatment;
sexual assault;
providing alcohol to minors.
Immediate Suspension will be the minimum penalty faced by a student for:
uttering a threat to inflict serious bodily harm;
possession of illegal drugs;

▪
▪
▪
▪

acts of vandalism causing extensive damage to school property or property located on school
premises.
swearing at a teacher, or other person in authority;
being in possession of alcohol;
being under the influence of alcohol.

Guidance and Career Program
The goals of the guidance and career education program are that students:
understand the concepts related to lifelong learning, interpersonal relationships (including responsible
citizenship), and career planning;

✓ develop learning skills, social skills, a sense of social responsibility, and the ability to formulate and
pursue educational and career goals;
✓ apply this learning to their lives and work in the school and the community.
Exceptional Students
Guidance and career education issues are very important to those students who have been identified as
exceptional. These students may have to manage significant issues related to their exceptionalities. They may
also face challenges related to their sense of identity, their development of selfconfidence, their realistic
selfassessment of their abilities, and the development of strategies for overcoming barriers and maximizing
independence.

Some exceptional students may experience difficulty in making the transition from one grade level or course to
another, from one school or school district to another, and from secondary school to postsecondary education,
work, or community living. Detailed planning will help these students progress more smoothly.

Individual Assistance and ShortTerm Counselling
The individual assistance and shortterm counselling program is designed for students who require additional
help in achieving the goals of the guidance and career education program. Such help may be made available
on an individual and/or smallgroup basis. This program can help students:
assess their personal strengths as they relate to interests and goals;
select secondary school courses;
plan their education and career directions;
assess their strengths, needs, aptitudes, and interests through information provided by the results of
standardized measurement instruments;
✓ improve their personal management skills (work and study habits);
✓
✓
✓
✓

✓ solve problems in the three areas of learning (student development, interpersonal development, and
career development);
✓ plan for postsecondary tuition and other costs by providing them with information about available
scholarships, bursaries, and loans;
✓ deal with their individual social and emotional needs, including recommendations for appropriate
followup;
✓ resolve conflicts both with their peers and with adults.
Student Support
Students may be identified as needing individual assistance by teacheradvisers, teachers, support staff,
administrators, or on the recommendation of parents. Students themselves should also be able to request –
and receive – individual assistance or shortterm counselling. The individual assistance and shortterm
counselling process involves several stages:
▪
▪
▪
▪
▪

a referral by a teacher, a parent, or an administrator, or a request from the student
an assessment, including a discussion with the student and consultation with his or her parents,
teachers, and others as appropriate
problem solving and planning with the student
intervention through individual or small group counselling
monitoring and followup

Ethics and Confidentiality
The issue of confidentiality of the information transmitted between a guidance counsellor and a student is
governed by several pieces of legislation in addition to professional codes of conduct. Personal information
collected by the counsellor is governed by freedom of information legislation. Written information that is
included in the Ontario Student Record (OSR) is governed by the Education Act, the Ontario Student Record
(OSR) Guideline, 1989, and freedom of information legislation.
Students should be informed that any information they give to guidance counsellors will be kept confidential
except in circumstances in which freedom of information legislation or other legislation requires or permits
guidance counsellors to release information to specified individuals.
If during the course of a counselling relationship a guidance counsellor or other board employee becomes
aware that the student may be or may have been suffering abuse, the guidance counsellor or other board
employee is required by the Child and Family Services Act to report the suspicion to the Children’s Aid Society
(CAS) if the student is under sixteen years of age. (Refer to P
 olicy/Program Memorandum No. 9, “Child in
Need of Protection/Child Abuse Reporting Requirements”, December 15, 1986 , for further information.)

Assessment and Evaluation
Teachers must continually observe, assess, and evaluate students’ achievement of competencies in all
components of the guidance and career education program. Information from assessment will help improve
student learning and identify areas for program improvement. Observations by parents, and other teachers, will

provide a teacher, teacheradviser, guidance counsellor, and, in some instances, a school team with
information or suggestions that are useful when modifying program components or referring students to those
able to provide individual assistance or shortterm counselling.

It is especially important that parents be involved in discussions regarding their children’s progress. Teachers,
including teacheradvisers and guidance counsellors, should gather information from parents and consult with
them when assessing students’ adjustment to school, achievement of program goals, and plans for future
education.

Reporting to Parents
For students in elementary schools, the  Report Card, Grades 1–8, may be used to report student progress in
achieving the goals of the guidance and career education program. Alternative ways of reporting on a student’s
participation in the guidance and career education program include discussions with parents that focus on
reviewing students’ academic and career portfolios and annual education plans (in Grades 7 and 8).

For students in secondary schools, the Report Card, Grades 9–12, will be used to record students’ progress in
achieving guidance and career education credit course expectations. Discussion with guidance counsellors
and teacheradvisers, and consultation among teacheradvisers, students, and parents using annual education
plans and academic and career portfolios are other methods of reporting to students and to parents on
students’ progress in the guidance and career education program.

Reporting of Children in Need of Protection
Requirements for Reporting
The Child and Family Services Act contains provisions under Part III, Child Protection, for reporting a child who
is or may be in need of protection. If any person – including a teacher, a principal, or another professional –
has reasonable grounds to suspect that a child is or may be in need of protection, the act requires that the
person report his or her suspicions "forthwith" to a children's aid society and provide the information on which
the suspicions are based. Therefore, teachers, principals, and other professionals who, in the course of
performing their professional or official duties, suspect that a child is or may be in need of protection must
report this information without delay to a children's aid society. Details are given in subsection 72(1), which is
quoted below in its entirety:

Despite the provisions of any other act, if a person, including a person who performs professional or official
duties with respect to children, has reasonable grounds to suspect one of the following, the person shall
forthwith report the suspicion and the information on which it is based to a society:

▪
▪
▪
▪

▪

▪
▪

▪

The child has suffered physical harm, inflicted by the person having charge of the child or caused by or
resulting from that person's,
Note: This memorandum reflects the latest version of the Child and Family Services Act (March 31,
2000).
failure to adequately care for, provide for, supervise or protect the child, or pattern of neglect in caring
for, providing for, supervising or protecting the child.
There is a risk that the child is likely to suffer physical harm inflicted by the person having charge of the
child or caused by or resulting from that person's, failure to adequately care for, provide for, supervise
or protect the child, or pattern of neglect in caring for, providing for, supervising or protecting the child.
The child has been sexually molested or sexually exploited, by the person having charge of the child or
by another person where the person having charge of the child knows or should know of the possibility
of sexual molestation or sexual exploitation and fails to protect the child.
There is a risk that the child is likely to be sexually molested or sexually exploited as described in
paragraph 3.
The child requires medical treatment to cure, prevent or alleviate physical harm or suffering and the
child's parent or the person having charge of the child does not provide, or refuses or is unavailable or
unable to consent to, the treatment.
The child has suffered emotional harm, demonstrated by serious, anxiety, depression, withdrawal,
selfdestructive or aggressive behaviour, or
delayed development, and there are reasonable grounds to believe that the
emotional harm suffered by the child results from the actions, failure to act or
pattern of neglect on the part of the child's parent or the person having charge of
the child.

▪

▪

▪

▪

▪

The child has suffered emotional harm of the kind described in subparagraph i, ii, iii, iv or v of
paragraph 6 and the child's parent or the person having charge of the child does not provide, or refuses
or is unavailable or unable to consent to, services or treatment to remedy or alleviate the harm.
There is a risk that the child is likely to suffer emotional harm of the kind described in subparagraph i, ii,
iii, iv or v of paragraph 6 resulting from the actions, failure to act or pattern of neglect on the part of the
child's parent or the person having charge of the child.
There is a risk that the child is likely to suffer emotional harm of the kind described in subparagraph i, ii,
iii, iv or v of paragraph 6 and that the child's parent or the person having charge of the child does not
provide, or refuses or is unavailable or unable to consent to, services or treatment to prevent the harm.
The child suffers from a mental, emotional or developmental condition that, if not remedied, could
seriously impair the child's development and the child's parent or the person having charge of the child
does not provide, or refuses or is unavailable or unable to consent to, treatment to remedy or alleviate
the condition.
The child has been abandoned, the child's parent has died or is unavailable to exercise his or her
custodial rights over the child and has not made adequate provision for the child's care and custody, or
the child is in a residential placement and the parent refuses or is unable or unwilling to resume the
child's care and custody.

▪

▪

▪

▪

▪

The child is less than 12 years old and has killed or seriously injured another person or caused serious
damage to another person's property, services or treatment are necessary to prevent a recurrence and
the child's parent or the person having charge of the child does not provide, or refuses or is unavailable
or unable to consent to, those services or treatment.
The child is less than 12 years old and has on more than one occasion injured another person or
caused loss or damage to another person's property, with the encouragement of the person having
charge of the child or because of that person's failure or inability to supervise the child adequately.
Subsection 72(3) of the act provides that every person who has reasonable grounds to suspect that a
child is or may be in need of protection must make the report directly to a children's aid society, and
must not rely on anyone else to report on his or her behalf.
In addition, subsection 72(2) states that the duty to report is an ongoing obligation. If a person has
made a report about a child to a children's aid society and has additional reasonable grounds to
suspect that the child is or may be in need of protection, that person must make a further report to the
children's aid society.
These requirements do not prevent a school board from establishing additional policies on internal
reporting procedures, but the board's policies must not conflict with the reporting requirements of the
act.

Consequences of Failure to Report
Subsection 72(4) of the act makes it an offence for persons performing professional or official duties with
respect to children to fail to report a child who, they suspect, is or may be in need of protection. Clause
72(5)(b) expressly identifies teachers and school principals as such persons. If a teacher or principal obtains
information, in the course of performing his or her professional or official duties, that leads him or her to
suspect that a child is or may be in need of protection, he or she must report this suspicion. If such a
professional or official does not report the suspicion, he or she is liable, upon conviction for the offence, to a
fine of up to $1000.
Protection for Persons Making Reports
The duty of a professional or official to make a report overrides the provisions of any other provincial statute –
that is, those provisions that would otherwise prohibit the professional or official from disclosing confidential or
privileged information. In other words, a teacher or school principal must report that he or she suspects that a
child is or may be in need of protection even if he or she believes that the information to be used to support the
report is supposed to be confidential or privileged. Subsection 72(7) provides that no action for making a report
shall be instituted.

Requirements for Reporting Attendance in Registers
Absence

The administrator is responsible for reporting students’ absences and late arrival. Teachers must report and
indicate absence at each course.

The Ontario Student Record (OSR)
The Ontario Student Record (OSR)
An OSR will be established for each student who enrols in a school operated by a school board or the Ministry
of Education. Each student and the parent(s) of a student who is not an adult must be informed of the purpose
and content of the OSR at the time of enrolment.
If an OSR folder is lost or inadvertently destroyed, a new OSR folder will be created. Previous information can
be obtained from the current office index card and, if applicable, from the card(s) at the previous school(s). A
notation will be made in the margin on the front of the new OSR folder that gives the date on which the new
folder was created and the reason.
If an OSR folder is not requested or transferred to another educational institution, it will remain in a locked
storage facility for a period a 55 years.

Responsibility for the OSR
It is the duty of the administrator of a school to be responsible for:
✓ the security of the information contained in the OSR, whether it is maintained electronically or in hard
copy, during both the period of use and the period of retention and storage;
✓ the regular review of the OSR for the removal of any material that is no longer considered to be
conducive to the improvement of the instruction of the student;
✓ the storage of the OSR for the period specified in the retention schedule
✓ the complete and confidential disposal of material removed from the OSR.
It is the duty of the principal of a school to:
✓ establish, maintain, retain, transfer, and dispose of a record for each student enrolled in the school in
compliance with this guideline and the policies established by the board;
✓ ensure that the materials in the OSR are collected and stored in accordance with the policies in this
guideline and the policies established by the board;
✓ ensure the security of the OSR;
✓ ensure that all persons specified by a board to perform clerical functions with respect to the
establishment and maintenance of the OSR are aware of the confidentiality provisions in the Education
Act and the relevant freedom of information and protection of privacy legislation.

An OSR will consist of the following components:
✓
✓
✓
✓
✓

an OSR folder in Form 1A or Form 1
report cards
an Ontario Student Transcript, where applicable
a documentation file, where applicable
an office index card additional information identified as being conducive to the improvement of the
instruction of the student

The OSR Folder
Principals must establish an OSR folder, Form 1A, for students enrolling in school for the first time after
September 1, 1985. For students attending school who enrolled in school before that date, the OSR folder
Form 1 must be adjusted to correspond to Form 1A. The folder will contain the following parts;

Biographical data: Part A
The following information will be provided:
✓ the student’s full name and date of birth (The principal will indicate the method of verification on the
folder – e.g., birth certificate, baptismal certificate, passport – and will initial and date the folder.)
✓ a student number assigned by the school or the school board, where applicable
✓ a Ministry Identification Number (MIN) or Ontario Education Number (OEN) assigned by the ministry,
where applicable

Schools attended: Part B
The following information will be provided:
✓ the name of each school that the student has attended
✓ the name of the board, the name of the Native education authority, or the name of the person who
operated the private or federal school
✓ the date of entry and the date of the last day of attendance in each grade
✓ the name of a teacher contact
✓ Where the student is transferring to a school from an educational institution that was not required to
maintain an OSR, Part B may include any information that will complete the record of schools
previously attended.
Retirement from an Ontario school:
Part C of Form 1A or Parts J and K of Form 1
The following information will be provided on retirement the date of retirement

✓ the student’s address at retirement
✓ the student’s destination at retirement with respect to further education or employment
Names of parent(s): Part D
The following information will be provided:

✓ the first name of the student’s parent(s) or the first name and surname of the student’s parent(s) when
the surname of the latter differs from that of the student
✓ if applicable, the date of death of the parent(s) of a student opposite the name of the deceased
✓ A summary of a student’s special health conditions will be included when such conditions are disclosed
to the principal. Entries in Part E will be dated and kept current.

The Ontario Student Transcript (OST)
The Ontario Student Transcript (OST)
Beginning with the 1999–2000 school year, the OST will be a cumulative and continuous record of a student’s
successful completion of Grade 9 and 10 courses, successful and unsuccessful attempts at completing Grade
11 and 12 courses and Ontario Academic Courses, and completion of other diploma requirements. The OST is
part of the OSR. When it is maintained as a hard copy, it should be filed in the OSR folder. When it is
maintained electronically, a hard copy must be produced and maintained in accordance with the Ontario
Student Transcript (OST)

The Documentation File
When a documentation file is required, it will be kept in the OSR folder. A documentation file will be established
when the following information is required:
▪
▪
▪
▪
▪

▪
▪
▪

verification of a custody order
verification of a change of surname
a written request to be named by repute
the statement of decision of an Identification, Placement, and Review Committee
(IPRC); the recommendation of an appeal board and the decision of the school board regarding
identification and/or placement, where applicable; and a tribunal’s decision regarding identification
and/or placement, where applicable
an Individual Education Plan (IEP) for a student receiving special education programs and services
educational, psychological, and health assessments
an Intensive Support Amount (ISA) status form

▪
▪
▪
▪
▪

the report of a Supervised Alternative Learning for Excused Pupils (SALEP) committee
letters of request for a correction to, or a deletion from, the record where the request has not been
granted
other reports and/or information identified in accordance with the policies established by the school
board
a Violent Incident Form
When a report is requested from a professional, paraprofessional, or other relevant person, that person
should be advised that the report will be filed in the OSR and will be subject to the access provisions
governing the OSR.

The Office Index Card
The office index card provides the school with immediate access to information about a student. It will remain
at the school during the period in which the student is enrolled at the school. The card is not filed in the OSR
folder and is not transferred with the OSR when the student transfers from the school. The office index card will
record the following information:
✓ the full name of the student, as recorded on the OSR folder
✓ the number assigned to the student by the school or school board, where applicable
✓ a Ministry Identification Number (MIN) or Ontario Education Number (OEN) assigned by the ministry,
where applicable
✓ the gender of the student
✓ the student’s date of birth (year, month, day)
✓ the name(s) of the student’s parent(s)
✓ if applicable, the name(s) of the individual(s) who has (have) custody of the student
✓ the student’s current address and home telephone number, as well as an emergency number if one has
been provided
✓ the dates (year, month, day) on which the student enrols in the school, transfers from the school, and/or
retires from school
✓ the name and address of the school to which the student transfers and the date on which the OSR is
transferred
✓ the student’s address on the date of transfer or retirement
✓ the name and address or some other means of identification of the school from which the student is
transferring or retiring
✓ other information that is identified in accordance with the policies established by the school board
✓ When a student transfers to another school, or to a private, federal, or First Nation school, or retires
from school, the office index card will be stored at the sending school or at a central record office
provided by the board. SafeArrival Programs

Roles and Responsibility

Classroom Organization
Each student will have a desk with a locker. Students may bring a personal dictionary or stationery supplies to
school if they wish, although these items will be provided by the school.
Students may only bring one reference or reading book to school at any one time. All items must be stored
only in the student’s desk and students will be responsible for personal items.
Computer software and games may not be brought to school without written permission from the Director.
For High School students, all school supplies are provided with the exception of scientific calculators that must
be purchased by parents.

Student Breaks
Students in Grades 18 will be supervised during breaks and will eat their lunch in the lunchroom.
From Grade 9, students will be allowed to leave the school grounds. If there are any concerns or complaints,
about the behaviour of specific students, those students will remain inside the school at lunchtime, at the
Principal’s discretion.

Food and Snacks
✓ Peanuts or products containing nuts of any kind are not permitted on school property.
✓ Only fruit and vegetables are to be brought to school by students for breaks.
✓ Gum, chips, chocolate/candy bars and the like are not permitted at school.
✓ Pop or other carbonated beverages are NOT permitted at the school

Medication
Students may not carry medication with them during the school day or on outings.
If a student must take prescribed medication during class hours:
✓ The medication MUST be in its original container with the prescription label indicating the student’s
name, the name of the medication and the dosage etc.;
✓ The medication MUST be given to the secretariat with a written note from the parent requesting that the
medication be given.

Students Requiring First Aid
When required, school authorities will give first aid.
✓ Students must report accidents or injuries to supervising staff.
✓ Parents are responsible for transporting their injured child to a clinic or hospital if necessary.
✓ When the school cannot reach parents, guardians or family members listed on the application form, and
the situation warrants an ambulance, one will be called. However, parents will be responsible for
ambulance expenses.
✓ If the parent is absent, an adult will accompany a student from the school if he/she must be transported
by ambulance.

Dress Code
✓ Each student must come to school dressed neatly and appropriately.
✓ Each student MUST wear their complete school uniform. The uniform comprises:
♦

Heritage Academy Tshirt or sweatshirt (provided by the school).

♦

Gym shorts, gym tops, proper gym shoes, and mouth guard.

✓ Each student must have appropriate outdoor shoes and indoor shoes (two pairs).
✓ Radical hairstyles (short or long), and/or hair colouring, and excessive jewellery are not acceptable. For
safety reasons, only one set of either sleeper or stud earrings may be worn at school or on outings.
✓ Skirts and shorts with the exception of gym attire must be no shorter than 2 inches above the knee.

Arrival and Departure of Students
Students in Grades 1 to Grade 8
✓ The school day starts at 9:00 and ends at 3:15. Supervision is available from 7:30 to 8:15 and 4:00 to
5:30 in the afternoon. A fee of $5 per hour will be charged if students arrive before 8:15 am and depart
after 4:00 pm. There is no charge between 3:15 and 4:00 pm. On arrival, the student should proceed to
the gymnasium.
✓ A student leaving class during school hours, for appointments etc., must be collected by his/her parent
or guardian. Parents should first report to the administration office to request that their child be brought
to the office.

Students in Grades 9 to 12
✓ Students in Grades 912 are allowed to leave the school premises during the lunch period but are not
allowed to leave the school premises during school hours. In case of absence or sickness, parents will
be contacted for all students.

Leaving the School in Case of Emergency
Emergency evacuation:
✓ An emergency evacuation plan has been developed and is posted in the hallway.
✓ Evacuation drills are done throughout the year to make students familiar with the evacuation plan.
Returning home in case of emergency:
✓ In case of emergency or unexpected school closing, students must know where they should go. Parents
are asked to prepare their children for such a situation and to ensure that the child knows where he/she
should go.
✓ Under the supervision of the school’s administrative staff, a telephone check will be done using the
established telephone chain.
Snowstorms

✓ Normally the school remains open during snowstorms.
✓ Only the Principal has the authority to close the school in exceptional circumstances and the media are
then informed.

Student Outings
✓ Permission notes from parents authorizing student participation in school outings and activities will be
forwarded to parents prior to the outing.

Student Absences and Illness
✓ Parents are to advise the school, by telephone, email or written note, of any absences from school.
A message can be left on the school answering machine, at any time, to notify absences.
✓ If, for an important reason, a student must be excused from his/her physical education class, a
written request must be given to the school’s administration, mentioning the length of time the
student should be excused from class.

Dangerous Objects and Toxic Materials
✓ It is strictly forbidden to bring to school any dangerous objects or objects that incite violence (penknife,
water gun, pea shooter, fire crackers, lead balls, magnets etc.)
✓ Students are not allowed to have toxic materials (e.g. white liquid correction fluid, aerosol cans, etc) at
school, at any time.
✓ Only products identified as nontoxic are permitted at school.

CD Player/PSPIIPOD
✓ CD players, PSP’s, or IPod’s are not to be used during the day by students, unless requested by
teachers for a specific reason. These devices are permitted after school hours.

Smoking
✓ It is forbidden for students to smoke at school.
✓ Students must not possess cigarettes, lighters or matches at school or on school outings.

Parents and Visitors/Meetings
The school’s administrative staff, teachers and specialists are available for all parents from the school.
✓ At any given time, parents and visitors should first report to the school’s office.
✓ If you wish to speak to your child’s teacher(s) please telephone the school, leave a message or write a
note in the Daily Planner and staff will return your call.
✓ Parents are not permitted to go directly to the classroom.

Damage to School Property
✓ Students are expected to assist in maintaining the condition and cleanliness of the school.
✓ In addition to disciplinary action, parents will be billed for any loss or damage to the school premises.

School Code of Behaviour _
Heritage Academy provides a happy, learning environment, meeting the needs of our students at all levels of
their school life. All students have the right to feel safe, be treated with respect and to be given every
opportunity to work and play.
In addition to learning the usual academic subjects like language arts, mathematics, science, social studies
and communications etc., our students must learn to work together in harmony and r espect for their fellow
students and the school staff.
To achieve this, Heritage Academy has a behaviour code based on the following values:
Our School community values:
➢
➢
➢
➢

The individual dignity and worth of self and others.
Happiness.
Independence and confidence.
Security, trust and honesty.

General aims of our Students Code of Behaviour:
➢
➢
➢
➢

To develop cooperative attitudes.
To encourage respect for the person and property of others.
To develop support for students and parents.
To develop a positive selfimage.

Heritage Academy utilizes the following strategies:
➢
➢
➢
➢
➢
➢
➢
➢

Positive reinforcement.
Provision of structure and routine to learning and play activities.
United and consistent approach, close collaboration with parents.
Cooperative learning activities that promote self worth, image and success.
Consistent and fair approach for dealing with inappropriate behaviour.
Observe, assist and involve students in making decisions about their behaviour.
Consequences for misbehaviour are detailed in the student’s file.

Heritage Academy staff supports the code of conduct by:
➢
➢
➢
➢

Being positive, caring and supportive when working with students.
Being sensitive to the individual and special needs of our students.
Setting an example in manners, behaviour and appearance.
Providing adequate supervision and duty of care while on yard duty and school activities.

➢ Developing an understanding and awareness of school rules and expectations.
➢ Requesting support, advice and assistance when needed.
➢ Continually reviewing teaching and learning strategies.

Students Code of Behaviour
✓
✓
✓
✓
✓
✓

Each student shall behave properly by doing the best work possible at all times.
Each student shall pay attention to the directions of every teacher.
Each student shall not interfere in any way with another student.
Each student shall use proper language without profanity at all times.
Each student shall avoid any behaviour that disrupts the learning in any class.
Each student shall avoid damaging school property or equipment.

Students MUST not::
✓
✓
✓
✓
✓
✓
✓
✓
✓

Engage in any form of “Bullying”. (Heritage Academy has a “No Bullying” policy)
Use a walkman in the school, without permission from the teacher.
Chew gum at any time at school.
Bring any food or drinks into the classrooms. (Only water is permitted)
Deliberately damage school supplies, property, equipment, etc.
Download any computer programs, or alter the general settings of any computer in the school.
Smoke on school property.
Possess any dangerous objects (e.g. penknife, water gun, fire cracker, lighter/matches, etc.)
Bring any peanuts, or foods containing nut products to school.

Consequences:
Unfortunately in every school population there are students who will misbehave.
➢ Students who misbehave will be reported to the Principal who shall assign proper corrective consequences.
➢ Parents will be notified within 24 hours of the incident unless the situation is deemed an emergency.
Note: Misbehaviour may lead to the student’s expulsion from the school.

