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RULES OF PROCEDURE FOR THE PRIMARY SCHOOL 

 
« Obedience to the law that one has prescribed for oneself is freedom » 

 

Jean-Jacques ROUSSEAU 
 

The Lycée Français du Cap, François le Vaillant (L.F.D.C) is a school under agreement with the A.E.F.E 
(Agence de l'Enseignement Français à l'Etranger) which educates pupils from the age of 2 up to the 
Baccalauréat. 
It welcomes pupils whose parents have chosen to enroll them, regardless of their origin, political or 
religious convictions. 
As a place of learning and education, its mission is to foster the development of young people as pupils 
and as individuals and to prepare them for their adult life. 
This approach will take into account the specificities of local studies, language and culture, in 
accordance with international agreements in force. 
The school community is composed of staff, parents and pupils. Its representatives, as members of the 
School Council, vote on the school's internal regulations. 
A set of rules is an administrative act that is binding on all the people who make up the school 
community. The rules of procedure are also educational and informative. They contribute to the 
development of the pupils' citizenship and facilitate relations between the members of the educational 
community. 
The Lycée Français du Cap is subject to the principles in force in French schools, in accordance with 
South African law: 
 

- secularism  
- political and ideological neutrality 
- tolerance and respect for the personality, work and beliefs of others 
- respect for property belonging to individuals or to the community 

 
The enrollment of a pupil in the school implies a commitment to respect the rules and regulations 
whenever the pupil is placed under the responsibility of the school, for all activities taking place inside 
or outside the school. 
 

1
​  



ORGANIZATION and OPERATION 

1.​Registrations / cancellations 
Admission to the requested class is based on the student's report card for primary classes or on periodic 
assessments and, if applicable, on the decision of the Class Council of the school of origin.  
 
The admission level is decided by the headmaster for pupils from schools not recognized by the French 
Ministry of Education. This decision is based on the pupil's results in the tests offered by the Lycée Français 
du Cap. 
 
At the time of registration, a certain number of documents are required, including the " Certificate of 
Termination " issued by the previous school. 
 
Admission is effective only after submission of a complete application and payment of the 
registration fee. 
 

2.​School attendance 
 

a.​ Entrances and exits 
 
Students are not allowed to enter the school before 7:15 am. 
Pupils are supervised from this time onwards by a "garderie" in the playground.  
 
After school : 
 

-​ Pupils in pre-primary (TPS to GS) and elementary (CP to CM2) are returned in person to their 
parents or to the persons authorised to pick them up. 

 
-​ At the beginning of the year, parents must indicate in writing the list of persons authorised to collect 

their children. Occasional authorisations may be accepted during the year in the form of a 
handwritten letter signed by the parents. 

 
-​ If the pupils participate in extracurricular activities, they are placed under the responsibility of those 

paid by the parents. These activities are organised in the school buildings, but the persons in charge 
of these activities are not necessarily school personnel. As such, they are not under the 
responsibility of the school administration. In case of disagreement with one of them, parents must 
settle the conflict directly with the person concerned. Children will be collected from the daycare and 
returned to the daycare.  

 
If children are still in school after classes have ended and there are no extracurricular activities, they are 
placed under the responsibility of the aftercare staff. 
 
 

b.​ School hours 

Welcome : 7h15 
From 8:20 a.m, the pupils are under the responsibility of the teachers: in the pre-primary classrooms for the 
pre-primary pupils, in the playground for the elementary pupils. 
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Pre-primary classes: 
 

From Monday to Thursday :​ 8:30am to 11:30am, and 12:30pm to 2:45pm 
Friday : ​ ​ ​ ​ 8:30am to 12:30pm 
 
Elementary classes: 
 
From Monday to Thursday :​ 8:30am to 12pm, and 1pm to 2:45pm 
Friday : ​ ​ ​ ​ 8:30am to 12:30pm 
 
 
Aftercare: 
 
Every morning from 7:15am to 8:20am 
Monday to Thursday from the end of lessons to 5:30pm  
Friday from 12:30pm to 3:45pm 
 
A penalty of R100 will be applied to families who pick up after the aftercare deadline. 
 
School office: 
 
From Monday to Thursday :​ 8am to 1pm, and 1:30pm to 5pm 
Friday : ​ ​ ​ ​ 8am to 1pm, and 1:30pm to 3:45pm 
 
 

c.​ Absences and late arrivals 
 
- All members of the school community are expected to be punctual and to attend school regularly. 
Excessive, repeated or unjustified lateness will result in a meeting with the family to ensure regular 
attendance. 
- Parents are required to inform the school on the day of the absence. If a student is absent from the first 
class without the school having been notified, the school will contact the family. 
- A pupil who is late can only be admitted to class on presentation of a ticket provided by the administration 
at the secretary’s office. 
 
 
 

d.   Attendance 
 
-While pre-primary school is not mandatory, enrollment of a child implies a commitment on the part of the 
family to attend school regularly. Regular attendance at elementary school is mandatory. Lack of 
attendance, extended vacations, and early departures without acceptable reasons penalise children. 
Teachers are not required to provide work or materials to pupils whose absence is not justified. 
 

3.​SCHOOL WORK  
 

a.​ Relationship between the team and families: 
 
- Communication between families and the school is done through the Eduka software and by email. At the 
beginning of the year, parents are given the e-mail addresses of the various school departments. 
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-Parents may meet with teachers or the principal by appointment outside of the school's meetings. Parents 
who have an appointment should report to the office. 
 
- The periodic reports contain the pupil's results, the teachers' and the head teacher's assessments and the 
decisions concerning the transfer to a new class. They are given to parents at the end of each term, and 
parent/teacher meetings are held in the first and third terms. 
 
- Revisions and class projects will be shared with families via Padlet and/or Google Drive 
 
 
 

b.​ Physical education and sports ( PE ) 
 
PE classes are mandatory. Special clothing will be requested by the teacher. 
 
Exemption: 
- Any temporary exemption from short-term PE must be requested in writing. 
- Any long-term exemption from PE can only be granted upon presentation of a medical certificate. 
- Pupils exempted from PE must be present during class time if the teacher wishes them to take part, and in 
accordance with their abilities (support, refereeing, etc.). 
 
 

4.​SCHOOL MEALS 
The school offers families the possibility to choose between the following options: 
➢​ Registration for the canteen service: registration is by term. Meals not consumed are not reimbursed. 
➢​ Those responsible must inform us at the beginning of the year of any food allergies or intolerances. 

These elements are indicated in an Individualized Welcome Project (PAI) and shared with all staff. 
➢​ Children can bring their own lunch box which contains a meal that does not need to be reheated. All 

glass containers are forbidden. 
➢​ As part of the E3D (sustainable development) project, we recommend that you keep snack 

packaging to a minimum. 
➢​ In line with health recommendations, we strongly advise you to provide nutritious, balanced, 

non-industrial snacks for the morning break and daycare (e.g. fresh/dried fruit, nuts/seeds, 
whole-wheat sandwiches). 

 
 

5.​EDUCATION AND DISCIPLINE 
 

a. Flow and access to classrooms: 
 
- Pre-primary pupils may be accompanied inside the building by their families from 8:00 a.m.; pre-primary 
daycare is taken care of in the courtyard from 8:00 a.m. to 8:20 a.m. 
- At 8:30 a.m., elementary pupils must line up in their designated area and join their classrooms under the 
guidance of their teacher. They are not allowed to go to their classrooms alone. 
- Movement is done in groups, without jostling. Outside of class time, pupils are not allowed to be alone in 
the classrooms/inside the building. 
 
  

b. Breaktimes : 
 
-Pupils are not permitted to leave the designated areas. 
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c. Damages: 

 
-Any voluntary damage to the premises or equipment will be rectified, as far as possible, by the pupil 
concerned. This may result in the reimbursement of the damage by the family of the person responsible. 

 
d. Attire: 

 
-Appropriate clothing is required on school grounds. Flip-flops, or other unattached shoes are not permitted 
in order to avoid injury. 
-Pupil's clothing must be marked with their name. 
 

f. Materials and Supplies: 
 
-Each pupil is required to have the equipment requested by the school.  
-Loaned materials must be returned in good condition. 
-At the beginning of the year, a list of school supplies is requested from the families. In the event of loss or 
damage, families will be responsible for replacing them. 
 
​ g. Electronic devices 
 
- Electronic devices are not allowed at the primary school (cellphones, electronic watches, headphones, 
tablets etc). This is to ensure the safekeeping of valuable items on the school premises. 
- If any such items are found, they will be safely kept at the reception office until a responsible adult can 
collect them. 

6.​SAFETY/RESPONSIBILITY 
 

Pupils are solely responsible for their belongings. Families must ensure that their children do not bring 
money, valuables or toys to school. In case of loss or theft, the school cannot be held responsible. 
Dangerous objects (knives, matches, firecrackers, etc...) are not allowed. 

a.​ Drop-off zone at the school entrance on Kings Road 
 
The drop zone in front of the school gate on Kings Road is closed to parking in the morning between 8:00 
and 9:00 am. Parents of pre-primary pupils who need to accompany their child to class may not park in this 
area. Families dropping off a pupil are permitted to park in this area until the child gets out of the vehicle. 
They must vacate the space immediately after the child gets out. 
 

b.​ Accident Insurance 
 
During school and extra-curricular activities, pupils are covered by the school's insurance. The CGEA 
insurance may cover expenses not covered, subject to its special conditions. The school takes out this 
insurance on behalf of the users and gives the families the certificates. Any incident must be reported to the 
administration within 24 hours. 
 

c.​ Health - Infirmary 
 
An infirmary is available to pupils in case of illness or injury requiring rest or simple care (disinfection of a 
superficial wound, applying a bandage, taking the pupil's temperature). As the school is not authorised to 
administer medication, including homoeopathic medicines or energy supplements to pupils, parents will be 
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systematically called to collect their child in case of a more serious problem. The pupil will then be placed in 
the infirmary while waiting for them. 
 
In the case of an Individualised Welcome Project (PAI), medication left at school will be kept in the infirmary. 
 
Anti-lice vigilance: After each vacation period and before the pupils return to class, families are asked to 
check their child's hair and to implement an anti-lice treatment if necessary. 
 
 

7. ADMINISTRATIVE INFORMATION 
 

a)​ Reception of families: The headmaster meets with families by appointment. 
b)​ Change of contact details or names of people who can take care of children after classes: the 

responsible persons undertake to inform us of any changes as soon as possible by writing to 
ecole@edfc.co.za 

8. Rights and duties of PARENTS : 
 
As integral members of the educational community, parents have rights, duties and obligations. 
 
➢​ Parents' RIGHTS 

-To be informed of their child's lack of attendance and punctuality. 
-To be informed of their child's results and disciplinary measures. 
-To meet with the educational staff (right to information), they are received at their request by the 
administration or the teachers within a reasonable time, as parents of pupils. 
- to be represented in the school's committees. 
 
➢​ Parents' DUTY 

-To take an interest in and follow the orientation, work and results of their child, 
- To inform the educational team of any major event that may have repercussions on the child's schooling. 
 
➢​ Parents' OBLIGATIONS 

-To inform the teacher and the school life of any absence or lateness of their child the same day 
(vsprimaire@efdc.co.za); 
-To justify any absence or lateness in writing. 
-To respond to letters and requests for meetings addressed to them. 
-To be financially and civilly responsible for their child's actions. 
-To report to the front office and wait for the consent of the person being visited before taking any action 
within the school. 
 
 

9. END OF SCHOOLING AT THE LYCÉE FRANCAIS DU CAP  
 
The exeat certificate will be given when all the invoices concerning the pupil's schooling have been paid in 
full and the books borrowed from the library have been returned. 

 
 
 
______________________ 
Signature and date 
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