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Guidelines for developing school policies

Let’s look at each of the steps in more detail: 

E s t a b l i s h  w h a t  i s  a v a i l a b l e  f o r  d r a f t i n g  t h e  p o l i c y

Establish whether you have a policy at the school.

• If not, then establish if there is an exemplar policy available. The GBF has exemplars of 
most school policies on its website. 

• If you do have the policy, make the current policy available to those responsible for 
drafting/adapting the policy – see below. 

D r a f t  p o l i c y  /  a d a p t  d o c u m e n t

Appoint someone or a small group to do a first draft/adaption. This may be a group of SGB 
members or members of management, or a combination of both. 

If you do not have an existing policy, draw up a first draft as follows: 

• If there is an exemplar available, you need to customize it carefully so that it suits the 
circumstances and needs of your particular school. You can start by identifying sections 
that need to be adapted for this reason and then make the relevant changes. If you do 
have a school policy, and there is an exemplar policy available, we suggest that you 
start by comparing your policy with the exemplar policy and adapt it by adding, 
amending or deleting parts of it. Track the changes on the existing policy so that it is 
clear where  suggested changes have been made. 

In addition, it is useful to have a policy outline which guides what you are doing. (For 
more details, see Undercurrents Vol 9 No 16 – attached as ADDENDUM A.) 

In the process of writing a policy you need to consider not only the content but also the 
style. A policy should avoid being overladen with technical jargon and should be 
written in plain language. 

C o n s u l t  w i t h  r e l e v a n t  s t a k e h o l d e r s

Policies are most accurate and effective if those affected are supportive and have the 
opportunity to consider and discuss the potential implications of the policy. In some cases, 
consultation is required by law. For example, SASA (S.8(1)) states that learners, parents and 
educators must be consulted when drawing up a code of conduct for learners. 

NOTE: Policy writers must give genuine consideration to the inputs of the various 
stakeholders. It is not, or course, always possible to please all stakeholders, as their inputs 
may contradict each other or may not be in line with legislation, the purpose of the policy 
or the school’s core values. 

So it needs to be made clear that the call for comment states categorically that the 
consultation does not mean that what a person recommends will definitely find its way into 
the new or revised policy, but that recommendations will be carefully considered by the 
governing body.

How one consults must be decided upon – e.g. all learners or the RCL in a high school; all 
parents or a sample of parents; all staff or selected staff members.
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During this process, make sure that the stakeholders understand and buy into the ‘why’. 
If the policy is a new policy, then consultation takes place regarding the entire policy; if it is 
an existing policy, sections that are earmarked for updating or adding must be considered.

To conduct this process, you can consider 
• issuing the relevant parties with a Word format version of the policy on which they can 

post comments or use google forms. (The latter have the advantage that people can 
react to others’ suggestions in one shared document.)

• convening meetings with relevant stakeholders;
• a combination of the above.

Note: Writing policies is not a once-and-done effort. The initial draft will usually require 
revisions based on inputs from the relevant stakeholders. 

F i n a l i s i n g  t h e  d r a f t

After consultation, comments on a draft of a new policy or regarding sections from an 
existing policy selected for comment, need to be scrutinised by the SGB at a quorate 
meeting and decisions made to accept, reject or amend. 

Thereafter the document needs to be updated to reflect the SGB’s decisions.
Check that it fulfils all the requirements of a sound policy – see below. 

A p p r o v e  t h e  p o l i c y  

The updated draft must be adopted by the SGB at a quorate meeting and signed (in some 
provinces by all the members). This could either be done by arranging for someone to 
produce this document while the SGB continues with other business; or by arranging a 
follow-up meeting for this purpose.

Question: What happens if one or more SGB members refuse to sign the policy approved by 
a majority of SGB members?

Answer: SGBs should make every effort to reach consensus. However, if they cannot do so 
and a policy has to be adopted by a majority vote, the SGB must just record in the minutes 
that certain members did not agree with the policy adopted by the SGB. The policy itself 
will still be valid even without one or more members’ signatures on the document as long as 
the majority of members approved the policy and it is recorded in the SGB minutes as such. 
However, the Code of Conduct for SGB members will guide the SGB as to how to deal with 
members who do not execute adopted SGB policies. 

M a k e  t h e  p o l i c y  k n o w n

The policy may be issued to stakeholders and/or made available on the school’s website 
and drawn to parents’ attention via newsletters.  All groups should, at any rate, be made 
aware of policies and exactly how they are expected to follow them. Small changes (e.g. 
to school rules) could be communicated in an assembly or class notices.

Otherwise they are no more than statements on paper. 

M o n i t o r ,  r e v i e w ,  r e v i s e

Policies are living documents. Decide on what monitoring and reporting system will be in 
place to ensure that the policy is implemented and to assess usage, responses, and 
timelines for regular reviews. At any rate, by law they must at least be reviewed after each 
round of the elections of SGBs.  For more details, see Undercurrents Vol 9 No 16.
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