
Standard Operating Procedure (SOP)
Student Behavior Expectations and Disciplinary Actions
This SOP defines student behavior expectations and disciplinary actions, detailing the code of conduct students
must adhere to, acceptable and unacceptable behaviors, procedures for addressing violations, disciplinary measures
including warnings, detentions, suspensions, and expulsions, the roles of staff in enforcing rules, rights of students
during disciplinary processes, and protocols for communication with parents and guardians. The goal is to maintain a
safe, respectful, and productive learning environment conducive to academic and personal growth.

1. Purpose

To establish clear guidelines for student conduct and outline disciplinary procedures to promote a positive educational
environment.

2. Scope

This SOP applies to all students enrolled in the institution and all staff responsible for enforcing student conduct and
discipline.

3. Student Code of Conduct

Students must display respect for peers, staff, and school property.
Attendance and punctuality are mandatory.
Academic honesty is required at all times.
Bullying, harassment, and discrimination are strictly prohibited.
Violence, threats, or possession of prohibited items (e.g., weapons, drugs) will not be tolerated.

4. Acceptable and Unacceptable Behaviors

Acceptable:

Active participation in classes
Respectful communication
Adherence to school policies and dress codes

Unacceptable:

Disruptive behavior
Plagiarism or cheating
Physical or verbal abuse

5. Procedures for Addressing Violations

1. Incident is reported to staff or administration.
2. Staff member investigates and documents the incident.
3. Student is informed of the allegations and provided an opportunity to respond.
4. Appropriate action is determined based on the severity of the violation.

6. Disciplinary Measures

Warning (Verbal or Written): For minor infractions.
Detention: For repeated or moderate infractions.
Suspension: For serious or repeated violations (in-school or out-of-school).
Expulsion: For extreme violations or when other measures have failed.

7. Roles and Responsibilities

Staff: Monitor student behavior, report incidents, enforce rules.
Administrators: Investigate severe incidents, determine disciplinary action, maintain records.
Students: Adhere to the code of conduct and cooperate with staff.



8. Student Rights During Disciplinary Process

Right to be informed of alleged misconduct.
Right to present their side of the story.
Right to due process in accordance with school policy.
Right to privacy and confidentiality.

9. Communication with Parents and Guardians

1. Parents/guardians are notified of significant behavioral incidents and disciplinary actions.
2. Meetings may be arranged for serious or repeated offences.
3. Documentation of all communications is maintained in student records.

10. Review and Revision

This SOP is subject to annual review and revision to ensure compliance with educational regulations and effectiveness
in maintaining a positive learning environment.

Approved by: [Administrator Name/Title]
Effective Date: [MM/DD/YYYY]
Next Review Date: [MM/DD/YYYY]
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