
 

 

Student Discipline and Incident Management Policy 

1. Introduction 

At UMCA Rich Tree Academy, we are committed to providing a safe, respectful, and 
positive learning environment for all students. This Discipline and Incident Management 
Policy explains how the school responds to student misbehavior and incidents in a fair, 
consistent, and supportive manner. 

Discipline is viewed as an opportunity for learning and growth. Our approach focuses on 
guiding students toward responsible behavior while maintaining the safety and well-being 
of the entire school community. 

2. Objectives of the Policy 

This policy aims to: 

• Promote positive behavior and self-discipline 

• Ensure a safe and orderly learning environment 

• Clearly outline procedures for handling misbehavior and incidents 

• Encourage cooperation between the school and parents/guardians 

• Ensure fairness, consistency, and transparency 

3. Expectations for Student Behavior 

All students are expected to: 

• Show respect toward teachers, staff, peers, and visitors 

• Follow school rules and instructions 

• Behave responsibly in all school settings 

• Take care of school property 

• Act in a manner that ensures safety for all 



4. Categories of Misbehavior 

4.1 Minor Misbehavior 

Examples include: 

• Talking during lessons 

• Not following classroom rules 

• Incomplete classwork or homework 

• Minor classroom disruptions 

4.2 Major Misbehavior 

Examples include: 

• Repeated minor misbehavior 

• Bullying or harassment 

• Fighting or aggressive behavior 

• Use of inappropriate language 

• Damage to school property 

• Cheating or dishonesty 

4.3 Severe Misbehavior 

Examples include: 

• Serious physical violence or threats 

• Possession of prohibited items 

• Substance abuse 

• Severe bullying or cyberbullying 

• Any behavior that endangers safety 

5. Disciplinary Process and Steps 

Disciplinary actions are applied progressively, based on the severity and frequency of 
behavior. 

Step 1: Verbal Warning 



• Student is reminded of expected behavior. 

• Teacher addresses the issue calmly and clearly. 

Step 2: Classroom Intervention 

• Reflection discussion or written reflection 

• Temporary loss of privileges 

• Seat change or time-out 

Step 3: Written Warning 

• Incident documented in the student behavior record 

• Counseling by the teacher or vice principal 

Step 4: Referral to School Administration 

• Student meets with school leadership  

• Corrective measures such as detention or a behavior agreement 

Step 5: Parent/Guardian Notification 

• Parents informed via phone, email, or written notice 

• Meeting arranged if required 

Step 6: Disciplinary Measures 

May include: 

• Detention 

• In-school or out-of-school suspension 

• Mandatory counseling 

• Behavior monitoring or probation 

Step 7: Serious Disciplinary Action 

For severe incidents: 

• Immediate action to ensure safety 

• Formal investigation 

• Suspension or further action as per school regulations 



• Referral to external authorities if legally required 

6. Procedures When an Incident Occurs 

When an incident is reported, the school will initiate a prompt and fair investigation 

When an incident occurs, the school will: 

1. Ensure the immediate safety of all individuals 

2. Provide medical or emotional support if necessary 

3. Document and investigate the incident thoroughly. This process includes gathering 
written and verbal statements from all students, staff, and witnesses involved, 
reviewing any available evidence, and documenting all findings accurately. The 
investigation will be conducted confidentially and without bias, ensuring that all 
parties are given an opportunity to be heard.  

4. Inform parents/guardians promptly. Parents or guardians will be informed where 
appropriate. 

5. Take appropriate disciplinary and corrective action. Based on the findings, school 
management will determine appropriate disciplinary and corrective actions in line 
with school policy, while prioritizing student safety and well-being. 

6. Monitor and support the student following the incident 

Parents and guardians are encouraged to: 

• Support the school’s discipline policy 

• Discuss expected behavior with their child 

• Attend meetings when requested 

• Work collaboratively with the school to support positive behavior 

8. Student Rights 

All students have the right to: 

• Fair and respectful treatment 

• Explain their side of an incident 

• Privacy and confidentiality 

• Appropriate guidance and support 



9. Policy Review 

This policy is reviewed regularly to ensure alignment with educational standards, child 
protection laws, and school values. 

 


