Written Reprimand - This is an official reprimand
	Staff member
	                                         Written Reprimand #                         Place & time of meeting :
 

	Date of reprimand dd/mm/yy
	
	Date of offence dd/mm/yy
	 

	Quote rule as worded in 92A (2) or (3)
citing reference. 
	Your attention is brought to rule 92A-(1) which reads,

“For the purpose of this rule, offences constitute such offences where a teacher fails to perform his lawful duties or willfully disobeys legal orders reasonably given by those duly authorized to give such orders, repeated neglect of duty or failure to observe regulations and requirements under the Act, these Rules and approved school rules and where a teacher conducts himself in a manner, whether in the course of his duty or not, inconsistent with the expressed or implied conditions of his service, or in a manner prejudicial to the efficient or effective operation of the school, or in a manner which otherwise brings the teaching profession into disrepute or is considered inimical to the interests of education”.
Your conduct is an offence under Education Amendment  Rule(s),  Rule___


	Particulars/Details of the offence(s)
	

	List Previous Reprimands and attach as necessary
	

	List help offered
	

	What will happen next.

(Strike out whichever is not applicable.)
	Penultimate Written Reprimand
	A failure to improve may result in a recommendation for disciplinary measures, which is subject to the approval of the Teaching Service Commission.  If that is the case, the matter will be investigated and may result in a hearing in accordance with Rule 93 (5).  (Multiple Written reprimands must be given for tardiness.)


	
	
	

	Response of staff Member
	

	Signed
	Manager/Administrator
	
	School Seal

	
	Staff member
	
	The staff member was given this reprimand but refused to sign.
	
	

	
	Witness
	
	

	Notes
	1. Corrections are kept in the teacher’s file, not in the administrator’s notes.

2. Complaints brought by pupils or visitors must also be investigated and entered into the Log Book.

3. Serious complaints must also be entered into the Log Book e.g. safety issues, dishonesty, insubordination, neglect of duty.

4. Enter the reprimand in the Log Book giving the name of the teacher, the nature of the offence and whether it is the 1st or 2nd Written Reprimand
5. The management copy shall be sent to y6 with the monthly returns.

	Attachments
	

	Staff member’s copy
	Teacher’s P-File copy
	Management’s copy


Oral Reprimand
	Staff member
	                                                     Oral Reprimand #                      Place & time of Meeting


	Date of reprimand dd/mm/yy
	
	Date of offence dd/mm/yy
	 

	Particulars /details of the offence
	

	 Relevant information prior to the offence 
	

	Support offered  (Support plan)
	

	Outcome of discussion /Response of teacher
	

	Next step in the process
	

	Signed
	Manager/Administrator
	
	School Seal

	
	Witness
	
	The staff member was given the reprimand but refused to sign.
	
	

	
	Staff Member
	
	

	Notes
	1.          This record serves to document all oral reprimands for minor offenses.

2.          Corrections are kept in the teacher’s file, not in the administrator’s notes.

3.          Complaints brought by pupils or visitors must be investigated and entered into the Log Book.

4.          Very serious matters need to be reported without delay to the management.

5.          The management copy shall be sent with the monthly returns.
	

	Attachments
	

	Staff member’s copy
	Teacher’s File copy
	Management’s copy


Professional Support Plan
To be copied to management upon completion of the academic year or of the contract.
	Staff Member
	
	Supervisor
	
	Start date

dd/mm/yy
	

	Development

goal

(include time frame)
	

	Staff member’s

input
	

	School’s input
	

	Date dd/mm/yy
	Update (including next appointment)
	Signatures

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Occurred 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Cc: Teacher P/File
	Date dd/mm/yy
	Update (including next appointment)
	Signatures


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Cc./ P-File









School Seal








