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ADMISSION POLICY

POLICY OF NW MUSIKON REGARDING THE ADMISSION OF LEARNERS TO THE
SCHOOL

Whereas NW Musikon (hereinafter referred to as “the School”) is a public school, having
juristic personality by virtue of the provisions of Sections 15 of the South African Schools
Act, No. 84 of 1996 (as amended) (hereinafter referred to as “SASA”), the governance of
which is entrusted to its School Governing Body (hereinafter referred to as “the SGB”),
referred to in Section 16 of SASA,;

And whereas the school is a special public school in terms of Chapter 3, Article 12(3)
(a)(iii) of the South African Schools Act No 84 of 1996 as amended. As such the Musikon
provides education with a special focus on performing and creative arts to talented

learners and adults (both will be referred to as learners).

And whereas the SGB is empowered in terms of Section 5 of SASA to determine the
School’s policy regarding the admission of learners/adults to the School and grades at the

School, subject to the provisions of SASA and any applicable Provincial Law;

And whereas the SGB is mindful of the following enactments (hereinafter referred to as
“the enactments”) relating to the question of the admission of learners to the School,

namely:

(i) The Constitution of the Republic of South Africa 1996 (hereinafter referred to
as “the Constitution”);
(i) the South African Schools Act, No. 84 of 1996 (as amended);
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(iii)  Section 3(4)(i) and 5 of the National Education Policy Act, No. 27 of 1996
(“NEPA”);

(iv)  The Admission Policy for Ordinary Public Schools, published by the Minister of
Education in Government Gazette No. 19377 dated 19 October 1998 (Notice
No. 2432/98) (hereinafter referred to as the “Ministerial Policy”); and:;

(v) applicable provincial laws.

And whereas the School and its SGB defer to the relevant provisions of the enactments

to the extent that they may be valid and binding upon them and take precedence over the

power of the SGB to determine the admission policy of the School, whilst being

determined to ensure the full implementation of the School's admission policy within the

parameters of the enactments and any other applicable enactments from time to time;

Now therefore the SGB, on behalf of the School, declares the Schools Policy for

Admission of Learners/adults to the School, to be as follows:

1.

APPLICATIONS FOR ADMISSION TO THE SCHOOL

The school is committed to upholding the principles of fairness, equity, and inclusivity in all
admissions processes. Recognizing the challenges posed by limited resources and
infrastructure, the school strives to maximize its capacity to provide quality education without
compromising the best interests of the learners. In line with the South African Schools Act,
no learner shall be denied admission on the grounds of race, gender, disability, language,
socio-economic status, or any other form of discrimination prohibited by law. The school
remains dedicated to balancing equitable access with the practical constraints of maintaining

a conducive and effective learning environment.

The School Governing Body (SGB) acknowledges its responsibility to ensure that this
Admission Policy addresses the pressing shortage of resources and infrastructure while
prioritizing the needs of the broader community within the education district. In determining
or amending this policy, the SGB will consider the capacity of the school, the availability of

other schools in the area, and the fair allocation of educational opportunities. The SGB is
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committed to working collaboratively with the Department of Education to ensure the optimal

use of resources in addressing the educational needs of all learners.

1.1

1.2

1.3

1.4

It is acknowledged that —

(a) the Head of Department (Education) (hereinafter referred to as “the HOD")

and/or officials of the Department of Education (DOE), including the Principal,
delegated by the HOD (hereinafter referred to as “the HOD delegate(s)”) is/are
responsible for the administration of the admission of learners to an ordinary
public School; and the HOD/the HOD delegate(s) must determine a process of
registration for admission to public schools in order to enable the admission of
learners to take place in a timely and efficient manner.

A process for admitting learners/ adults to the school has not yet been
determined by the HOD.

It is emphasised that the HOD/the HOD delegate(s)/the School Principal must
(and will be required to) take this policy into account demonstrably, fairly and in
accordance with law at all times whilst acting in accordance with paragraph 1.1
above, or whilst engaged in the process of deciding upon applications for
admissions. The School and its SGB will also require the HOD/the HOD
delegate(s)/the School Principal to allow the SGB full access to and copies of

any registers or files kept as part of the admission process.

The School and the SGB require the HOD/the HOD delegate(s)/the School
Principal to add to the prescribed application form, and ensure the completion
by the Applicant of the Schedule of Information required by the governing body

attached hereto.

The School and the SGB require the HOD/the HOD delegate(s)/the School Principal
to add to the prescribed application form, and ensure the completion by the Applicant

of the Schedule of Information required by the governing body attached hereto.
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1.5

1.6

1.7

The School and the SGB require the HOD/the HOD delegate(s)/the School
Principal to ensure that Applicants are informed of and in writing acknowledge

having read and understood:

(a)  the SGB Constitution;
(b)  the School's Language Policy;
(c) the Code of Conduct for Learners; and

(d)  this Admission Policy.

The School and the SGB subscribe to the view that according to law, and in the
absence of a Court Order directing otherwise, the legal guardian(s) of a minor
learner has/have the exclusive right to decide upon the school where their
child/ward is to be enrolled. Consequently, the School and SGB do not
recognise an application as being valid, unless made by the biological or
adoptive parent or legal guardian of a learner or the guardian(s) or person(s) by
order of Court entrusted with the custody of the minor learner, or the person
who undertakes to fulfil the obligations of a person referred to above towards
the learner's education at school. The School and the SGB also regard
adherence to this approach as being essential in that it ensures that valid

permission may be given for the treatment of the learner in Joco parentis, for the

learner to embark on excursions, and so forth. Consequently, the HOD/the
HOD delegate(s)/the School Principal are required to ensure that this approach
is strictly adhered to.

Adults who apply for admission should do so in person with the understanding

that minors will receive preference to tuition.

The School and the SGB require strict observance by the HOD/the HOD
delegate(s)/the School Principal of the following provision of the Constitution as
a prerequisite to any decision to be taken regarding the admission of a learner

to the School -
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“28 (2) — A child’s best interests are of paramount importance in every matter

concerning the child.”

2.  THE SCHOOL’S CODE OF CONDUCT FOR LEARNERS (INCLUDING DRESS
CODE)

The Applicant is to note that whilst his/her refusal to subscribe to the School’'s Code of
Conduct for Learners (including dress code) cannot be an obstacle to the admission of
the learner to the School, the Code is nevertheless binding on the learner. Section 8(4)

of SASA provides as follows:

“Nothing contained in this Act exempts a learner from the obligation to comply with

the code of conduct of the school attended by such learner.”

The Applicant is encouraged to support the School in familiarising him/herself with the
School's Code of Conduct for Learners and seeing to the observance thereof by the

learner.
3. TUITION FEES
3.1 Due to the nature of the school learners are admitted to the school to receive

instrumental tuition which occur extra curricular — this is not main stream
education and therefor optional — TUITION FEES ARE COMPULSARY.

3.2. School fees are determined by the level of tuition and the nature of the activity

attended.

3.2 In terms of Sections 38-41 of SASA, a budget meeting of parents of learners

enrolled at the School must be held on thirty (30) days’ written notice to parents.
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At the meeting the majority of parents present decide whether or not to accept the
budget prepared by the SGB for the next financial year. At the same meeting the
majority of parents present and voting may decide, what the amount of tuition fees
per learner per year will be, and what criteria will be used to grant total or partial
exemption to parents who are unable to pay the compulsory fees. Parents who are
unable to pay the fees are entitled to apply to the SGB on the prescribed forms for
total or partial exemption from the payment of tuition fees. Such applications must
be dealt with in confidence by the SGB, which must act fairly and apply the
abovementioned criteria and the provisions of the applicable ministerial policy and
Regulations Relating to the Exemption of Parents from Paying School Fees in
Public Schools (Government Notice R1052), a copy of which will be furnished to
parent(s) on request. Parents applying for relief may request an educator at the
School or any other person to assist him/her/them with the application.

Adults can not be considered for fee exemption.

3.3 It is important, however, for Applicant(s) for exemption to note that the
combined annual income of parents is taken into account in the decision as
to whether or not the parent(s) qualify for exemption. “Combined annual
gross income of parents” is defined in Regulation 1 of the aforesaid

Regulations as —

“the gross income of all the parents of a learner as defined in the Act, calculated

together ...".

3.4  The Applicant’s attention is drawn to the following provision of SASA —

(Section 41) — “The governing body of a public school may by process of law

enforce the payment of school fees by parents who are liable to pay ...”

3.5 Parents of learners are encouraged to support the high standard of

education and the sound school facilities and environment by paying tuition
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fees and, where they are exempted totally or partially from the payment of
compulsory tuition fees, to offer their services to the SGB for the benefit of
the School.

4, DOCUMENTS REQUIRED FOR ADMISSION

A parent will be required to complete an application form for admission, which must be

provided to him/her by the school principal.

Together with the application form, the parent must submit to the principal an official birth
certificate/ ID of the learner. Should the parent be unable to furnish a birth certificate, the
learner may be provisionally admitted until a copy of the certificate has been obtained
from the regional office of the Department of Home Affairs.
If a parent/guardian is unable to provide any of the required documents at the time of
application, the learner must still be provisionally admitted. The principal of the school
must:
« Advise the parent/guardian to secure the required documents as soon as possible.
o Provide guidance to the parent/guardian, including referring them to the relevant
government departments or agencies for assistance in obtaining the missing

documents.

The principal must also inform the parent/guardian in writing that:

o It is their responsibility to provide the outstanding documents.

» Failure to provide accurate information or required documents constitutes a breach
of the admission requirements and may result in follow-up action by the
Department of Education.

» Providing false information regarding the learner’s age or other details constitutes

a criminal offence.

See schedule A to this policy for a full list of documents required for admission.
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5. REGISTRATION PERIOD

2.1 Application for admission can be done throughout the year.

5.2  All applications for admission to the school on behalf of a learner must be

submitted to the principal.

5.3  Ifthe capacity of the school has reached its limit applicants will be waitlisted
firstly in order of preference as determined in terms of this policy and

secondly numerically.

5.6 The School will keep a proper register of all applications for admission.

6. CAPACITY

The capacity of the school will depend on time available on time tables of specific
educators for specified instruments. Furthermore will the level of progress of a learner

determine the time allocated per lesson.

The following factors were considered in determining the School’s capacity:

e That learners’ best interests have preference

e Minors will receive preference in placement

e The number of educators available

e The space available for administrative needs

e The number of appropriate classrooms available
* The sanitary facilities available

e Safety measures

Operational and Resource Factors:

o The utilization of available classrooms and other facilities.
o The space required for administrative functions and staff operations.
e The workload of educators and the availability of departmental job posts.
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e The impact on school operations, including the efficient use of resources and
management of learners.

Overarching Principles:

e The learners’ best interests, ensuring that their right to quality education is
prioritized.

e Preventing overcrowding to maintain a conducive learning environment.

e Regular analysis of the school's current capacity to accommodate additional
learners while ensuring compliance with applicable regulations and safety
standards.

The SGB is committed to periodically reviewing the school’s capacity to ensure it aligns
with legal requirements, infrastructure availability, and the school’'s operational needs.
These reviews will guide decisions on learner admissions and ensure that all admissions
uphold the school’s commitment to quality education and equitable access.

7. SCHOOL PROPERTY

The Applicant’s attention is drawn to the following:

(1) Every learner of a public school shall take good care of the property of the
school ... which is placed at his/her disposal, and shall return it to the school
on or before a date specified by any educator employed at the school.

(2) The parents of a learner at a public school shall be liable for any damage to
or loss of school ... property in respect of which the learner concerned is
liable to the ... school.

(3) Itis the duty of every parent to assist the State and the governing body of a
school to promote a culture of respect for school property.

8. RISK OF DAMAGE OR LOSS

The Applicant is notified that the School accepts no liability for the damage to, or
destruction or loss of any property brought on the School premises by the learner or
his/her parent(s). It matters not who causes such damage, destruction or loss, how it is

caused, whether it is caused by someone’s act or failure to act, or whether it is caused by
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someone’s intention or negligence. The School accepts no liability. Learners are

encouraged to safeguard property brought onto the School premises, and Applicants and

parents of learners are encouraged to take out their own insurance against such damage,

destruction or loss.

9. ORDER OF PREFERENCE REGARDING APPLICATIONS FOR ADMISSION

11.1

11.2

(a)

Unless and until the HOD, after consultation with the SGB, decides

otherwise, the natural feeder area of the School is KOSH area.

The School is currently a Dual-medium institution equipped with human
resources to cater primarily for those learners whose mother tongue or

chosen language of tuition is the medium of tuition at the School.

Whilst the School and SGB know that they may not unfairly discriminate
against a learner on whose behalf an application is made for admission, and
have no intention thus to discriminate, and whilst they are desirous of playing
their part in the education of learners in partnership with the State, they
appreciate that the School cannot accommodate all learners and that some
process of (fair) discrimination regarding admission of learners is inevitable.
Therefore, and in view of the afore going, it is the School's policy that the

following preference be afforded to applications —

First, those in respect of learners bona fide (genuinely) residing with their
parents (as defined in SASA) within the natural feeder area of the School,

and whose mother tongue is the medium of tuition of the School.
Second, those in respect of learners bona fide (genuinely) residing with their

parents (as defined in SASA) within the natural feeder area of the School,

and whose chosen medium of tuition (the choice being exercised by the
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(c)

(d)

(e)

parent(s) in the application of admission) is the medium of tuition of the
School.

Third, those in respect of learners whose parent or parents is/are genuinely
employed at an address within the natural feeder area of the School, and

whose mother tongue is the medium of tuition of the School.

Fourth, those in respect of learners whose parent or parents is/are genuinely
employed at an address within the natural feeder area of the School, and
whose chosen medium of tuition (the choice being exercised by the
parent(s) in the application for admission) is the medium of tuition of the
School

Fifth, learners residing outside the natural feeder area of the School, whose
mother tongue is the medium of tuition of the School, and who wish to study
a subject or subjects offered by the School and no other school closer to the

learner’s place of residence.

Sixth, learners residing outside the natural feeder area of the School, whose
chosen medium of tuition (the choice being exercised by the parent(s) in the
application) is the medium of tuition of the School, and who wish to study a
subject or subjects offered by the School and no other school closer to the

learner’s place of residence.

Seventh, learners residing outside the natural feeder area of the School, and
whose mother tongue or chosen medium of tuition is the medium of tuition

of the School, on the basis of first come, first served.

Lastly adults who apply for tuition at the school
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Notwithstanding the foregoing the SGB reserves the right to afford overriding

preference to siblings of learners already enrolled at the School.

12. REQUIREMENTS

Save where the provisions thereof will not serve the best interest of a learner or other

learners, the SGB and the School refer to the Ministerial Policy.

13. ADMISSION OF NON-CITIZENS

Applications for admissions of non-citizens will be dealt with in accordance with

paragraphs 19-21 of the ministerial policy.

14. THE SGB AND THE LEARNERS OF THE SCHOOL

14.1 All learners will be required to observe their duties and are entitled to
exercise their rights and require the observance of their rights as set out in
the Code of Rights and Duties of Stakeholders of the School.

14.2 The SGB considers itself to be in duty bound to protect the educators,
learners, parents and non-educators of the School from physical or mental
violence to the full extent of its power to do so and further, to foster the

physical, mental and moral welfare of learners. To this end, the SGB -

(a) reserves the right to take all steps within its power to prevent the admission
of a learner whose conduct or behaviour may endanger the welfare, safety
or life of learners or staff members in the school or the very interest the SGB

considers itself to be in duty bound to protect;
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(b) may take whatever steps may be reasonably practicable, given the
resources and circumstances of the School, to assimilate a disabled

prospective learner into the School; and

(c) requires a member of staff or a learner or any learner’s parent(s) to report
to it any matter relating to the abuse of the rights or invasion of the interests

which it seeks to protect.
15. THE PARENTS AND THE SCHOOL/SGB

15.1 The parents(s) of learners are requested to complete the prescribed consent
form to enable the School staff to act in the best interest of the learner in
cases of emergency or to relieve the learner's pain or discomfort until the

parent(s) can intervene.

15.2 Parents of learners at the School have, apart from their duties, several rights.
Inter alia, they have the right to be consulted regarding the formulation of the
School's language and religious policies and code of conduct, or any
amendments thereto. They are also invited to submit recommendations and
proposals to the SGB regarding the supplementation or amendment of
existing policies or the existing Code of Conduct for consideration by the
SGB.

15.3 Parents are encouraged to become involved in all the activities of the
School, to offer to serve in the governance structures and support groups
serving the interests of the School community, and to support the education
process by interacting constructively with educators and ensuring that set
work and homework is done by the learner conscientiously and punctually.
Parents are also required to ensure that their children are properly equipped
to participate fully in the tuition process and that they attend school

punctually and regularly.
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15.  This Policy may be amended, supplemented, modified or altered from time
to time by the SGB.

The School Governing Body (SGB) commits to reviewing this Admission Policy at least

once every three years or whenever changes in legislation, regulations, community needs,

school capacity, or other relevant circumstances necessitate a review. The SGB will also

initiate a review upon request by the Head of Department (HOD). All amendments to the

policy will be guided by the best interests of the learners, the needs of the school

community, and compliance with applicable laws and regulations.

Signed at Klerksdorp on _~ " ‘ttay of ’é‘\“&j e

Ckﬁgﬁ; | 1 'f

J
Governing Body Chair Secretary
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SCHEDULE A

Information required by the SGB in addition to that required to be furnished in terms of Ministerial

Policy or Provincial Policy or Law:

1. The name, residential address, work address and all telephonic, telefax or e-mail

contact details of each person falling under the definition of “Parent” in SASA

2. Acertified copy of any Court Order or testamentary document confirming guardianship

or custody or any similar right of the person (“Parent”) claiming such right

3. An affidavit, employer’s certificate, electricity or other account or any other proof
reasonably required by the SGB to verify the place of residence of a learner and his/her

“parents” or the fact and place of employment of the “parents” of the learner

4. A copy of the identity or other document confirming the identity of each person falling
within the definition of “parent” in SASA to the reasonable satisfaction of the SGB

5.  Written authority of the parent(s)/guardian(s)/person(s) referred to in paragraph 2, to
any person to represent him/her/them in applying for the admission of the learner to
the School or in any other matter affecting the learner

6. The language of tuition chosen on behalf of the prospective learner

7.  Details of any notifiable disease from which the learner is or may be suffering

8.  Details of any specific needs the learner may have and which may require attention to

maximise the learner’s school experience or promote his/her best interests

9.  Details of any condition or circumstances of which the School should be aware in order

to protect the best interests of the learner and/or any other learners of the School
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NORTH WEST MUSIKON

A REGISTERED DEPARTMENT OF EDUCATION INSTITUTION

PO Box 14166, Flamwood Walk, 2535 e Tel/Fox : D18-464-1276 e www.nwmusikon.co.za e info@nwmusikon.co.za

Preamble

The tuition at NW Musikon is uniquely tailored to the individual student, with personalised
attention and frequent performance opportunities. Important principles at the NW Musikon are
music and intellectual growth, learning by doing, mutual tolerance, respect and freedom of thought
and expression. Learners are encouraged to take advantage of the range of opportunities available

at the Musikon.

CODE OF CONDUCT
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1. Introduction

This Code of Canduct for all learners at the NW Musikon was approved by the governing body after
thorough consultation with learners, parents and Teachers. The Governing Body has the statutory
right and responsibility to implement the Code of Conduct to the advantage of the NW Musikon and
its learners strictly, consequently and without discrimination so that music tuition of outstanding

quality may be provided on a continuous basis.

The code of conduct has been drafted in accordance with the relevant provisions of the Constitution
of the Republic of South Africa, Act 108 of 1996; the South African Schools Act, Act 84 of 1996
(‘SASA’); the National Education Policy Act, Act 27 of 1996; Guidelines for a Code of Conduct for
Learners (General Notice 776 in Government Gazette 18900 dated 15 May 1998); Regulations for
Safety Measures at Public Schools (GN 1040 in Government Gazette dated October 2001, as

amended) and relevant provincial legislation.

2. Purpose of this Code of Conduct

Although the State is obligated to make education available and accessible, this must be enhanced
by the dedication and commitment of responsible role players, namely educators, learners and

parents.

Learners and their parents/guardians are expected to acquaint themselves with the school’s code of
conduct and its provisions. As soon as learners are enrolled at the school, they are subject to the
code of conduct, and must strictly adhere to it. Should learners transgress or violate the code of

conduct, they will be acted against in accordance with the disciplinary procedure for learners.
This code of conduct

1. endorses the school’s mission statement,

2. isintended to promote dedication and commitment,
3. aims to establish a disciplined and purposeful school environment, in which learners can

practise and develop their music talent in an undisturbed manner,

4. is dedicated to promoting and maintaining the quality of the learning process,
5. lays down guidelines in respect of the behaviour of members of other music ensembles who
enter the premises to practise and/or perform here,

6. serves as guideline for those who supervise learners of the school,
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7. lays down guidelines for effective disciplinary action in the event of transgressions.

3. General rules

3.1. Possession and/or use of liquor, other alcoholic substances or drugs during any school activity,
is strictly prohibited.

3.2. Intheir interaction with the principal, educators and other staff of the school, learners shall be
courteous and respectful at all times and shall refrain from any action that constitutes
disrespectfulness or rebelliousness.

3.4 In their interaction with one another, learners shall practise self-restraint as far as possible,
and shall display mutual respect and tolerance. In particular, learners shall refrain from any
action aimed at harming, or that could possibly cause harm to, any other learner’s physical,
spiritual and moral well-being. Any sexual or improper physical contact between learners is
strictly prohibited.

3.5  Aschool educator shall have the same rights as a parent with regard to controlling and
disciplining the learner according to the code of conduct, both during such learner’s school
attendance as well as at any school activity.

3.6  Learners may not eat or drink in the classroom, school hall or library. The chewing of gum
during school activities is prohibited.

3.7 Incase of a reasonable suspicion that learners have violated this code of conduct or the laws
of the country, the school principal or an educator is entitled to search such learners and/or
the property in their possession for any dangerous weapons, guns, drugs or other harmful and
dangerous substances, stolen goods or pornographic material that the learners may have
brought onto the school grounds. Throughout, learners’ dignity will be respected, and
therefore, the search will be conducted in private, by persons of the same sex, and in the
presence of another person. The search process and outcome must be recorded.

3.8 Any conduct that unfairly prejudices the administration, discipline or efficiency of the school
shall be regarded as a violation of this code of conduct.

3.9 A conviction of a criminal offence in a court of law shall be regarded as a violation of this code
of conduct.

3.10 Transgressions that may lead to suspension and/or expulsion include but are not limited to:

e conduct that poses a threat to others’ safety and infringes upon others’ rights;

® possessing, threatening with or using dangerous weapons;
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e the possession, use, trading or any visible sign of narcotic or unauthorised drugs, alcohol and
intoxicating substances of any nature; pornography

o fighting, assault or abuse;

o indecent behaviour or swearing;

¢ adopting or assuming a false identity;

e harmful graffiti, hate speech, sexism or racism;

o theft, or the possession of stolen goods,

o unlawful conduct towards and/or vandalising, destroying or damaging school property;

s disrespectfulness, offensive behaviour and verbal abuse aimed at educators or other school
staff or learners;

e repeated violations of this code of conduct;

e criminal and oppressive behaviour, such as rape and gender-based harassment;

e victimisation, bullying and intimidation of other learners.

4. Responsibilities

4.1. Learners attend practical tuition and theory lessons as per scheduled time table. Lessons
cancelled by teachers are made up for. Lessons which cannot take place on account of official

school matters, need not be made up for.

4.2. Lessons falling on public holidays fall away. Learners subject themselves to the syllabus

and/or repertoire planning as determined by the teacher concerned.

4.3. Learners undertake to do the necessary daily preparation in order to satisfy the requirements
of the applicable syllabuses to the advantage of their personal development and the
maintenance of the standards as determined by the Musikon, based on the principle of
continuous evaluation. When the suitable standard of play has been attained, learners play in
an orchestra for additional ensemble experience. Such learner attends at least one repetition a

week of that orchestra/ensemble at a time determined by the conductor.

4.4. In the event of all public appearances by learners, the teacher concerned must be informed of
the detail of such appearances and give permission for them with a view to assisting the learner
with the preparation for such appearances, as the standard of play during a public appearance

reflects on the teacher and the Music Centre.
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4.5. Should participation in other music activities outside the Musikon result in a conflict of interests,
Musikon activities, as indicated on the annual programme, must be given priority. Clashes must
be brought to the attention of the teacher/conductor concerned immediately so that, where

necessary, alternative arrangements can be made.

4.6. See annexure A and B for Orchestra specific code of conducts.

5. Conduct

5.1. Classrooms, passages and corridors, toilets and the premises must be kept clean and
neat at all times.
5.2. Learners may not run in the building.
5.3. Learners may not play on any other learner’s instrument without the consent/in the absence of
the teacher concerned.
5.4. Learners may not enter a teaching venue in the absence of the teacher concerned without the
teacher’s consent.
5.5. Learners may not make themselves guilty of any behaviour which may cause temporary or
permanent damage and/or result in harm to any person or any part of the premises or grounds.
5.6. Learners must show consideration for personnel, co-learners, parents and the security and
contents of the Music Centre at all times.
5.7. In respect of concert dress, discipline, attendance, etc., learners must subject themselves to the
rules of the orchestra of which they are members.
5.8. Cell phones must be switched off during lessons and repetitions.

5.9. No possessions may be left unattended in passages or venues.

6. Teaching Material and Resources

6.1. As the NW Musikon is subject to strict measures regarding copyright, all learners are compelled

to buy their own original sheet music.

6.2. As learners must be in possession of the original sheet music during all practical examinations, it
is each learner’s duty to buy such music betimes. The Support service assistant will assist
learners (parents) in obtaining the original copies where possible provided that parents

purchase said material.
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6.3. Learners must ensure that they have their instruments, requisites, sheet music and homework
books with them at all lessons and orchestra repetitions. Teachers at the Musikon can
accompany learners for performances or exams. However additional arrangements must be

made for accompaniment, including practising times, remuneration and care of sheet music.

7. Handling and Maintenance of Instruments

7.1. Learners must ensure that their instruments are always clean and in good working order.

7.2. In the case of wind instruments teachers are entitled to refuse to continue with a lesson should
a learner’s instrument pose a health risk to the learner, teacher or co-learners.

7.3. For security reasons instruments may never be left unattended in passages or venues which are
not locked.

7.4. Learners may not play on other learners’ instruments without permission.

7.5. Pianos and percussion instruments may only be played on and handled by the learners

concerned.

8. Concert Etiquette

8.1. Pupils must always act professionally when they perform on stage, both as a soloist and/or
orchestra/ensemble member.

8.2. Always be punctual when you attend a concert. Do not walk in or out of a concert whilst
someone is playing. Always wait for the applause before you enter/leave the concert hall. Be
considerate and attend the entire concert — don’t leave after interval or when you have
finished playing.

8.3. Cell phones must be switched off during concerts and rehearsals

8.4. No refreshments are allowed in the Auditorium or other concert halls.

8.5. Only audience members with a valid entry ticket are allowed to enter the Auditorium or

concert hall.

9. Disciplinary Measures

9.1. Disciplinary measures will be instituted against any learner who infringes this Code of Conduct.

Disciplinary steps will comply with the following requirements:
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e Sections 8, 9 and 10 of the Schools” Act Regulations regarding the Code of Conduct and
“Suspension and expulsion of learners from public schools’, as determined by the Executive
Council In the event of loss of or damage to any NW Musikon property the replacement costs
and/or indemnification will be recovered from the learner’s parent(s).

e The teacher who notices/experiences/observes a transgression acts against the transgressor
by warning or reprimanding him or her, or by sending him or her out of the classroom or by
referring him or her to the Principal. Details of transgressions are entered in the incident book
and, where appropriate, parents are informed of the transgression and the punishment.
Where necessary, the matter is discussed at an official personnel meeting.

e Should there be further transgressions by the same learner, the parents are interviewed and
then a written warning is issued. Serious transgressions are investigated by the Principal and

referred to the Governing Body.

10. Legal procedure
The legal procedure followed when an accusation is made against a learner who has contravened

the Code of Conduct is subject to Section 8(5) of the Schools’ Act and will be applied accordingly.

11. Indemnification
The NW Musikon does not accept responsibility or liability for personal injuries or the theft of/
damage to instruments, requisites, equipment or vehicles during school activities (on the premises

and elsewhere). Learners must take the necessary precautions themselves.

12. Conclusion

Although this Code of Conduct is concerned mainly with learners’ formal disciplinary transgressions
relating to the Schools’ Act, certain written criteria which are in force at the NW Musikon will be
applied consequently and to the advantage of dedicated learners and teachers without prejudice to

any individual’s constitutional right.

Signed at Klerksdorp on 'Zb*kaay of '_$§\\3Ca\\“ur E_OE;Q

= ol -

Governing Body Chair Secretary
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Orchestra/ ensemble - Code of conduct

The NW Musikon supports an environment that promotes self-control and respect for
others. Disruptive and disrespectful behaviour will not be tolerated. If an
orchestra/ensemble member fails to abide by the code of conduct, he\she may be
subjected to dismissal.

Attendance —-members are expected to:

Make rehearsals, camps and concerts a priority and attend them, except in case of
extraordinary circumstances. We request that you please notify the relevant people.
Start with warming up / tuning at least 15 minutes prior to the start of rehearsals,
return back from breaks promptly and report any planned absences.

Phone the office and leave a message, if ill for a rehearsal, sectionals or concert.
Note that attendance will be monitored by means of an attendance register.

Professional Behaviour — members are expected to :

be fully prepared for rehearsals,

attend rehearsals fully equipped; bring your instruments, extra reeds\valve oil, rosin,

have a pencil available during rehearsals to mark their music,

pay attention at all times,

refrain from chewing gum, eating and drinking anything else but water during
rehearsals or concerts,

refrain from talking while the conductor works with sections,

no electronic devices (cell phones, tablets etc.) should be brought on stage,
dress code for performances will be discussed well in advanced

Respect & Courtesy — members are expected to :

Refrain from any disrespectful and\or disruptive behaviour,

Listen to, be respectful of, and follow the directions from the individuals in charge,
including NW Musikon staff and section leaders,

Respect the conductor’s view\opinions at all times,

Treat your peers and adults respectfully at all times,

Clean up your space after rehearsals by taking along all garbage and arranging your
chairs and stands as they were.

9|Page






PO Box 14166, Flamwaod Walk, 2535 e Tel/Fax : 018-464-1276 e www.nwmusikon.co.za e info@nwmusikon.co.za

FINANCIAL POLICY

1. INTRODUCTION

1.1 The governing body of NW Musikon has decided that the provisions of the South African
Schools Act (SASA), Act No. 84 of 1996, and the Provincial School Education Act (each
province will have its own description) and all legally accepted regulations promulgated
there under, will be honoured and executed.

1.2 This financial policy aims to give practical effect to SASA, as well as to regulate the
management of finances and school property.

2, COMPOSITION OF THE FINANCE COMMITTEE

2.1 Annually, the chairperson of the Finance Committee as appointed by the school
governing body, puts together the (FC) Finance Committee.
Where reasonably practicable, only a parent member of a governing body
who is not employed at the pubfic school/ may serve as the chairperson of the
finance committee of that public school.*

2.2 Apart from the chairperson, the FC consists of the following members:
2.2.1 the school principal;
2.2.2 the financial officer(s) of the school who could also act as secretary;
2.2.3 a governing body member as appointed by the governing body;
2.2.4 one educator (e.g. the vice-principal); and
2.2.5 financial experts, if required.

2.3 The committee shall appoint a secretary, who may either be elected from the members
above, or simply be assigned the function of secretary.

3. BRIEF OF FINANCE COMMITTEE

3.1 To draw up an annual draft budget for the following year, and submit it to the governing
body before 30 September.

! Section 29(2)(b) of the South African Schools Act, act 84 of 1996
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3.2 To finalise the school’s draft budget within the statutory requirements? for submission to
parents. This includes providing the governing body with a detailed recommendation on
the approval of the budget.

3.3  To oversee the budget and manage it so as to ensure that income and expenses align
with it. The FC is mandated by the governing body to amend the budget in order to cover
essential expenditure, provided that total budgeted expenditure is not exceeded. Such
amendments must be dealt with in line with the requirements/restrictions/provisions? of
the parent meeting that approved the budget.

3.4 To determine the maximum amount of petty cash as well as the maximum amount for
which individual items may be purchased from petty cash.

3.5 To control and manage the financial matters of any profit-driven entity or project of the
school, and ensure that it is run in a profitable manner.

3.6  To meet at least once per term and keep minutes and attendance register of all meetings.
3.8 To exercise proper control over records of funds received or spent by the school.

3.9 To ensure that a full inventory of all the school’s movable and fixed assets is in place and
is verified and updated at least once a year.

3.10 To establish a proper writing-off procedure for assets, and report on it to the governing
body.

3.11 To have the financial statements* audited every year before 30 April by an auditor
appointed by the governing body, and subsequently submit the audit report to the
governing body for approval. The audit report forms part of the annual general meeting
(AGM) documentation.®

? Section 38(3) of SASA determines that when notice of the budget meeting is given to the parents, the budget as
well as a document explaining the budget must be made available for inspection at the school, 14 days prior the
meeting,

3 Section 38(4)(a) of SASA determines that should a governing body finds it necessary to deviate from the initial
budget with 10 % or more than that of the budget initially approved by the parents, or reallocate funds for a different
purpose to which was initially approved by the parents, the governing body must present such deviation or
reallocation to a general meeting of parents convened specifically for that purpose, on at least 14 days’ notice, for
consideration and approval by a majority of parents present and voting. Additionally, a quorum of 10% of the
parents is required at this meeting. Should a quorum not be reached a second meeting have to be held, but no quorum
requirement exists for the second meeting.

% Section 42 of SASA determines that these statements should reflect all the investments, donations and funds received
and spent by the public school in accordance with the guidelines determined by the Member of the Executive Council

> Alternatively, if an audit is not reasonably practicable, the following clause may be used: To have the financial
statements examined every year before 30 April by an accounting officer appointed by the governing body, and
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3.12 To submit the audited statements to the Department of Education (DoE) before 30 June
each year.

3.13 To submit quarterly financial management statements to the governing body.
3.14 To help identify and manage risks.

4. PROCEDURE FOR MANAGING SCHOOL FINANCES

4.1  Introduction

4.1.1 The premise of this financial policy is that the school shall utilise a computer software
package to manage the school’s finances.

4.1.2 The school shall be responsible to receive and record all monies (eg. cash). All monies
must be recorded the same day or, in exceptional circumstances, the following day by
issuing a numbered computer receipt.

4.1.3 The school shall deposit all monies received into a bank account with a legitimate,
registered bank.

4.1.4 Once received, all monies shall be placed in the small safe for safekeeping.

4.1.5 Should, for whatever reason, the financial system be inaccessible, the financial officer
must have manual receipt books available so that parents may still make payments.

4.1.6 Operational decisions and approvals can be made electronically if the governing body's
constitution and its policies provide for it. Such decisions must be made in accordance
with the rules contained in the Policy on Electronic Meetings and Electronic Decisions.

4.2  School fees must be paid to the financial officer directly.

4.3. Receipts

4.3.1. Receipts for any school fees must be issued in an official receipt book and handed to the
relevant payer. The amount received must correspond with the amount on the receipt.

4.3.2 Carbon paper must be placed in the correct spot in the receipt book for the receipt
number to correspond with the duplicate number.

subsequently submit the report to the governing body for approval. The report forms part of the annual general
meeting (AGM) documentation.
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4.3.3 Receipts may not be amended in any way. In the event of an error, the receipt must be
cancelled and pasted on the corresponding number in the receipt book. No duplicate
receipt may be removed from the receipt book.

4.4 The person who banks the money must ensure that the duplicate deposit slip is handed to
the financial officer once the money has been deposited.

4.5 Petty cash

4.5.1 Payments of up to R3000 may be done in cash provided that requisition forms are
completed in full and invoices or proof of payment are provided.

5. EVENTS/FUNDRAISING

5.1 A procedure must be in place to ensure the responsible management of cash during a
fundraising or other event. Responsible persons must be appointed to manage cash
during a fundraising event.

5.2 At least two authorized persons must be present and jointly responsible for handling and
controlling all cash during events, as well as during post-event cash-up procedures.

5.3 All funds that cannot be deposited directly after the event must be stored in the safe and
be deposited with the financial officer by no later than the following working day. The
principal must ensure that all money is locked away in the safe.

5.4 Expenses paid to for by a staff member from his/her own pocket shall be refunded in cash ( up to
R3000) or elactronic payment.

5.5 At school events involving sales, tickets shall be sold, and cash shall be restricted to such
ticket tables.

6. BUDGET MANAGEMENT

6.1 Annually the FC, in conjunction with all stakeholder groups, draws up a draft budget, and
submits it to the school governing body before 30 September. The governing body deals
with it in terms of its constitution and applicable legislation.

The FC is responsible for overseeing the budget, and for recommending its approval to
the governing body. At the governing body’s budget meeting, the budget is then
submitted to the bona fide parents of the school for approval. The secretary of the
governing body keeps minutes of the resolutions taken by parents at the budget meeting,
as well as an attendance register of parents present at the meeting.

6.2 All activities of the schools must be reflected in the budget.
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6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.10

7.1

7.2

7.3

7.4

7.5

7.6

7.7

The budget may only be drafted once the objectives, projects and fundraising events for
the following year have been determined.

A clear link should be established between the governing body’s constitution, the school’s
mission and objectives, and the school’s budget.

After a parent meeting has approved the budget, the FC shall start to implement it in
terms of prescribed procedures.

The budget requests from all stakeholders must be specified and motivated in writing.

The FC is responsible for approving budget reallocations in order to use one line item to
compensate for a budget overrun on another.

The financial officer shall submit budget reallocations to the following FC meeting, and
communicate these to the governing body by way of the FC report.

The FC has the power to finally approve any budget reallocations below R20 000.

Reporting on any material underspend must occur in the same way as reporting on any
overspend.

PURCHASES AND PAYMENTS

A purchaser must obtain a requisition form from the office, and complete in full before
submitting for approval.

Before authorising any purchase, the budget manager must ensure that the expense does
indeed fall within budget parameters.

Any purchases exceeding R600 shall require prior approval from the budget manager.
Purchases may only be made with the budget manager’s written approval.

If the school does not have an account with a particular institution, an electronic transfer
may be requested.

An order number may be obtained from the financial officer if the supplier requires an
order form.

Quotations

7.7.1 Quotations are to be obtained for all expenses of R10 000 and more.
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7.8

7.9

7.7.2 No quoter may receive information on other guoters’ quotations.

7.7.3 Quotations must be obtained from at least three suppliers or institutions. If there are
no other suppliers of the product and, therefore, three quotations cannot be
provided, the management team must consider the nature and availability of the
service and make a recommendation to the FC. The governing body must grant
approval before final payment may be made.

7.7.4 The quality of the work or product must first be examined before a quotation is
accepted.

7.7.5 The lowest quotation should be accepted, unless there are other reasons for
accepting a higher quotation, which reasons should be indicated on the application
for approval.

7.7.6 Quotations for capital projects must be approved by the SGB, and the principal may
sign the documentation on behalf of the relevant SGB committee.

7.7.7 Quotations must be for similar products or items.
Only approved expenses and purchases may be paid.
Electronic transfer payments

7.8.1 All applications for an electronic transfer to be made must be addressed to the
financial officer on a fully completed requisition form.

7.8.2 All payments by electronic transfer must be accompanied by a proper invoice or
receipt.

7.8.3 Before any payment may be made, the financial officer must verify that there is
money available in the budget item, and that the purchase complies with the
financial policy.

7.8.4 The financial officer must also ensure that there are sufficient funds available in the
current account to cover the payment.

7.8.5 Salaries are paid electronically into beneficiaries’” bank accounts by the 26th of each
month.

7.8.6 The financial officer punches in all details of electronic payments, and the school
principal approve the payment by means of a special computer code.

Methods of payment for services rendered
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7.9.1. By electronic transfer, only once proof or an invoice for the correct amount of
the purchase has been received from the supplier

7.9.2. By electronic transfer to staff members who covered purchases from their own
pocket and have submitted a valid, itemised till slip for such purchase

7.9.3. By electronic transfer if the beneficiary is already registered as a beneficiary on
the school’s internet banking platform

7.9.4. By electronic transfer in the event of a new supplier who has not yet been
registered as a beneficiary. Only regular suppliers are registered as beneficiaries;
other electronic transfers are dealt with as one-off payments.

7.9.5. By debit card issued to specific individuals. Valid, itemised invoices must be
submitted.

7.9 Approval limits

7.9.1 The financial officer and principal may grant final approval for budgeted expenses of
up to R40 000 although these expenses must also be reported to the following FC and
governing body meetings.

7.9.2 Unbudgeted expenses require prior approval from the FC and governing body.
7.10 Allowance for the use of private vehicles

7.10.1 Staff members who use their private vehicles to attend school activities and events
must obtain prior approval from the principal.

7.10.2 Staff members will be reimbursed for duty-related travel expenses in accordance
with the reimbursement rates set by the FC.

8. ACCOUNTING SYSTEM
8.1 Pastel

8.2 Systems must be backed up on a daily basis.

9. THE FINANCIAL OFFICER

9.1 implements the accounting system prescribed by the governing body;



9.2

9.3

9.4

9.5

9.6

9.7

9.8

9.9

9.10

9.11

9.12

9.13

9.14

9.15

9.16

9.17

9.18

9.19

9.20

keeps accurate weekly record of all income and expenditure;
issues receipts for all monies received;
manages electronic transfers according to the prescribed procedure;

provides the school principal and FC chairperson with a monthly updated trial
balance;

ensures that a maximum of R10 000 is stored in the safe in the ordinary course of
business and monies are banked regularly;

keeps record of applications for exemption from school fees, and must submit to an
FC meeting a name list and all application details in accordance with the parent
meeting resolutions;

keeps record of all parents who receive reminders to pay as well as those who are
summonsed;

coordinates the asset registers;

prepares payments and keeps accurate record of invoices and proof of expenditure;
checks that total expenditure does not exceed the budget;

provides each parent/guardian with a monthly account statement;

on a monthly basis submits to the principal and FC chairperson a name list of
parents in arrears;

immediately  reports any irregularities and deviations to the FC
chairperson/governing body representative;

manages petty cash in accordance with the amounts approved by the FC;
receives money during fundraising projects;

balances all money against the receipts issued;

is responsible for keeping and handling the code to the small safe;
reconciles the school’s bank statements;

includes in the trial balance all budgeted purchases and expenses;
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9.21 files and keeps all financial supporting documents for at least seven years, and
stores a saved version of Pastel on a CD in the safe for 15 years. Pastel must be
stored on Google Drive, with right of access allowed to three officials with signing
powers on the school/trust account;

9.22 load payment for all the school’s purchases;
9.23  deals with telephonic enquiries regarding school fees;

9.24  prepares electronic transfers, and mail proof of payment to the relevant institutions
if requested to do so;

9.25 administers all budget items and informs the principal/chairperson where budget
items are being exceeded;

9.26  prepares the school’s documentation for the annual audit.

10. ASSET REGISTER

10.1 Format

1.1. The principal and relevant administrative staff are responsible for compiling an asset
register and updating it from time to time.

1.2. An asset register must be kept of all movable and fixed school property.

1.3. All newly purchased assets valued at R7 000 or more must be recorded in the asset
register.

1.4. All new asset purchases and asset transfers must be recorded in the asset management
system promptly upon completion.

1.5. The asset register must consist of the following sections:
1.5.1. Furniture: classrooms
1.5.2. Office: furniture and equipment
1.5.3. Emporium — books & instrument consumables
1.5.4. Gardening tools

1.5.5. Instruments

90of14



1.5.6. Sound equipment
10.2 ACQUISITIONS

10.2.1  All purchases of non-consumable stock must be properly documented in the
asset register.

10.2.2 The date of purchase/acquisition, price and/or any guarantee period must be
mentioned.

10.3 WRITE-OFFS

10.3.1 Annually before 30 September, each budget manager submits to the FC a list of
items recommended to be written off.

10.3.2 All write-offs must be motivated in writing.

10.3.3 Recommendations must be made on how to deal with the written off items, e.g.
items can no longer be serviced, have been destroyed, are dated; items must be
donated to an outside institution; items must be sold on tender following approval to
alienate as envisaged in Section 58A of SASA, etc.

10.3.4 Items must be destroyed under the supervision of the relevant committee

chairperson.  The aforementioned chairperson must certify in writing that the items
have been destroyed.

10.3.5 The FC consolidates the different committees’ or budget managers’ requests, and at
the following school governing body meeting submits to the governing body a
complete list of recommended write-offs.

10.3.6 Following the governing body’s approval of write-offs, the lists are returned to the

respective budget managers. The relevant write-offs are entered into the asset
register in red ink, and the original list is filed.

11 STOCK
11.1 STOCKTAKING
11.1.1 Stocktaking must be done before at the end of each year.

11.1.2 A written report on the stocktaking must be submitted to the FC chairperson.
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11.1.3 Subsequently, the FC chairperson will report on it to the following governing body
meeting.

11.2 STOCK CONTROL
The principal ensures that all stock is properly controlled, and can be accounted for.
11.3 STOCK REPORT

11.3.1 The financial officer must be able to report on the school’s stock at any time by
supplying a printout of the inventory on the computer.

11.3.2 The audit report must also contain feedback on stock control at the school.
12 SALARIES
12. 1 Salaries are transferred electronically on or before the 26th of each month.
12.2 Full particulars of all staff members must be continuously updated.

12.3 Where applicable, it must be ensured that PAYE and unemployment insurance
deductions are made from all salary drawers on a monthly basis.

12.4 The following parties must be paid promptly:

12.4.1 the Unemployment Insurance Fund;

12.4.2 tax authorities; and

12.4.3 the Compensation Commissioner.

12.5 Each person’s monthly income and deductions must be fully recorded.

12.6 All staff members must be issued IRP5/IB3 certificates at the end of February.
12.7. IRP5 reconciliations must also be promptly submitted.

12.8 No person will be granted a loan from school funds.

12.9 Salaries must be allocated to a Pastel control account.

12.10 Written employment contracts, including all required annexures, must be drafted and
signed for each new staff member.

13. BANK ACCOUNTS
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13.1 The school shall maintain only one current account for all monies.
13.2 The school may also have a fixed investment with an approved financial institution.
14. INVESTMENT POLICY

14.1 The school may not make any speculative investments. Any capital investment must be
guaranteed by the financial institution.

14.2  All investments must be made with legitimate, registered financial institutions in
accordance with the prescripts of SASA.

14.3 No intermediaries may be used for making investments.
14.4 No commission may be received or paid.

14.5 Investments may be made in savings accounts, cheque accounts, 32-day notice accounts
and fixed-investment accounts.

14.6 The financial officer must timeously transfer investments between the current and
investment account to earn the best interest.

14.7 Investments may be called in if necessitated by the school’s cash flow. The
governing body must approve the school’s investment account every year.

14.8 Investments may only be made once the MEC's permission has been obtained as
prescribed by section 37(3) of SASA.

15. QUARTERLY REPORTING

15.1 Every quarter, the SGB treasurer must prepare the balanced trial balance/budget
statements for reporting to the SGB.

15.2 At the very least, the quarterly financial feedback must include the following:

15.2.1 Income and expenditure for the month and year to date, as seen against the budget
15.2.2 Total outstanding school fees, and a summary of school fees handed over for collection
15.2.3 An analysis and explanation of cases where the budget is exceeded by more than 10%

15.2.4 Status of projects
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15.2.5 Details of cash on hand and in the bank
16. ANNUAL FINANCIAL STATEMENTS

16.1 Audited annual financial statements must be submitted to the governing body for
consideration within five calendar months following the end of the financial year.

16.2 The audited financial statements must be made available to parents within six months
following the end of the financial year.

16.3  Within six months following the end of the financial year, the financial officer shall send a
copy of the approved audited annual financial statements to the head of the DoE, and shall
make available copies to bona fide parents of the school at the governing body’s annual
general meeting.

17. SCHOOL FEES

17.1 School fees are determined at the annual general meeting for parents once the budget for
the following year has been submitted to parents.

17.2 The cost structure of school fees is determined by the FC and submitted to the governing
body for approval every year.

17.3 Monthly account statements for school fees must be provided to parents either
electronically or by hand.

17.4 Parents/guardians may arrange to deliver a service to the school if they are unable to pay
school fees. The monetary value of the service is to be determined by way of a quotation
from the parent to the school.

17.5 The parent shall accept responsibility for any such work performed, which must be done
using his/her own tools and equipment.

17.6 Outstanding school fee balances when learners leave the school must be handed over for
collection if this is economically justifiable. If not, the outstanding balance should be
written off.

18. FUNDRAISING

18.1 The governing body shall determine the number and type of fundraising projects to be
launched by the school every year, and no fundraising projects may take place without the
governing body’s explicit approval.
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18.2 At the governing body’s annual parent meeting, the governing body chair shall inform parents
of the fundraising projects approved by the governing body for the following financial year.

18.3 The aim of fundraising projects shall be to supplement the school budget or fund capital
projects.

18.4 In order to drum up interest in fundraising projects, the school may offer certain prizes, which
must be included in the budget.

19. SAFEKEEPING

19.1 The financial officer shall be responsible for the safekeeping of all financial proof and
documentation.

19.2 All financial statements and supporting documents must be stored.

19.3 All bank statements, reconciliations and salary documents must be neatly filed for reference
and audit purposes.

19.4 The financial officer must indicate a date of destruction on the cover of all stored
documents.
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