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Summary of a School Disciplinary 

Investigation Process 

1. Incident or Allegation Reported 

The process begins when a learner is accused of misconduct or when an incident is 

reported to the school. Examples may include bullying, fighting, vandalism, theft, 

possession of prohibited items, intimidation, or serious misconduct. 

The incident is usually reported by: 

• A teacher  

• Another learner  

• A parent  

• A staff member  

• CCTV footage or other evidence  

The matter is then referred to school management for investigation. 

 

2. Preliminary Investigation 

The principal or designated investigating officer conducts an initial investigation to 

determine: 

• What happened  

• Who was involved  

• Whether there is sufficient evidence  

• Whether the matter is minor or serious  

This may include: 

• Taking written statements  

• Interviewing witnesses  

• Collecting physical or electronic evidence  

• Reviewing CCTV footage, emails, messages, or reports  

The learner may also be asked for an explanation. 
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3. Decision to Proceed With Formal Disciplinary Action 

If the investigation reveals sufficient evidence of possible misconduct, the school decides 

whether: 

• The matter can be handled informally, or  

• A formal disciplinary hearing is required  

For serious misconduct, the principal usually recommends a formal disciplinary hearing. 

 

4. Notice of Disciplinary Hearing 

The learner and parents/guardians receive written notice informing them of: 

• The charges against the learner  

• The date, time, and venue of the hearing  

• The learner’s rights  

• The right to representation or assistance  

• The right to call witnesses and present evidence  

Adequate notice must be given to allow preparation. 

 

5. Possible Precautionary Suspension 

In serious cases, the learner may be suspended as a precautionary measure pending the 

hearing if: 

• The learner may interfere with witnesses or evidence  

• The learner poses a threat to safety  

• The learner’s presence may disrupt the school  

This suspension is not a punishment but a temporary measure. 
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6. Preparation for the Hearing 

Before the hearing: 

• Evidence is organized  

• Witnesses are prepared  

• Documentation is compiled  

• The disciplinary committee prepares for proceedings  

The learner and parents may also prepare their defence. 

 

7. The Disciplinary Hearing 

The hearing is chaired by an impartial chairperson and usually attended by: 

• The disciplinary committee  

• The learner  

• Parents/guardians  

• Witnesses  

• The initiator/presenter of the case  

The process normally includes: 

1. Reading of charges  

2. Plea by the learner  

3. Presentation of evidence by the school  

4. Witness testimony  

5. Cross-examination  

6. Learner’s defence  

7. Mitigating or aggravating circumstances  

The hearing must be fair, unbiased, and procedurally correct. 
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8. Finding or Verdict 

After considering all evidence, the disciplinary committee decides whether the learner is: 

• Guilty, or  

• Not guilty  

The decision must be based on the balance of probabilities. 

If the learner is found not guilty, the matter is dismissed. 

 

9. Consideration of Mitigating and Aggravating Factors 

If the learner is found guilty, the committee considers: 

Mitigating factors: 

• Age of the learner  

• First offence  

• Remorse shown  

• Personal circumstances  

• Academic record  

Aggravating factors: 

• Seriousness of misconduct  

• Harm caused  

• Previous disciplinary record  

• Lack of remorse  

• Safety risks  

 

 

 

 



EDUDISCIPLINE 
Independent School Discipline & Compliance 

Professional | Independent | Ethical 

 

10. Imposition of a Sanction 

An appropriate sanction is then imposed. The sanction must be fair, corrective, and 

proportionate to the offence. 

Possible sanctions include: 

• Verbal or written warning  

• Detention  

• Community service  

• Counselling  

• Final written warning  

• Suspension  

• Recommendation for expulsion (for very serious misconduct)  

Parents are informed in writing of the outcome and sanction. 

 

11. Appeal Process 

The learner or parents may appeal the decision or sanction according to: 

• The school’s Code of Conduct  

• Provincial education procedures  

• Applicable legislation  

The appeal must usually be submitted within a prescribed time period. 

 

Conclusion 

A disciplinary investigation and hearing process in a school is intended to ensure fairness, 

accountability, and discipline while protecting the rights of the learner. The process 

moves from the reporting and investigation of misconduct, through a formal hearing, to a 

finding and, where appropriate, the imposition of a suitable sanction aimed at correction 

and maintaining order within the school environment. 

 


