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Introduction

Current Principal, Peter H. Ferrar was asked to compile this governance manual for the
Board of Trustees of Totara College in 2024. This governance framework was written
using the current NZSTA framework (Last reviewed 2022) as a template. Existing
reviewed Board policies where reviewed but considered outdated and generally
inappropriate for use as a review template. The policies were reviewed (and consequent
school policies written) throughout 2024/2025 and finally ratified in July 2025

The manual is organised into three parts: Introductory statements of intent, Governance
policies and Operational policies. Governance policies indicate how the Board will
manage itself, operational policies give broad direction for the way in which the principal
manages the school. These policies, once in place, will be the overall governance manual
for the school and any management (school) policies and procedures will be subservient
to the direction given in this manual.

The direction of the school will be undergirded by the charter and strategic and annual
plans of the school, some of which is no longer required by statute, but remains good
practice.

Charter: statement of philosophy of the school, including special character.

Strategic plan: 3-year plan of direction based in community consultation. Written by the
Board (although the work can be delegated to the principal, for the Board to ratify).

Annual plan: One-year plan bringing details to the broad statements in the strategic plan.
The detail in the annual plan will give direction to the main focus of the school, but will not
contain routine business eg number of half days, general compliance etc.

The board of Totara College is focused on the ongoing improvement of student progress
and achievement within an environment that provides inclusive education. Refer to the
New Zealand Curriculum, Te Tiriti o Waitangi, New Zealand Bill of Rights Act 1990,
Human Rights Act 1993, New Zealand Disability Strategy and United Nations Convention
on the Rights of Persons with Disabilities.

To ensure effective school performance, the board is committed to maintaining a strong and
effective governance framework that incorporates legislative requirements and good practice.



Guiding identity statements

Mission: Totara College provides Biblically based, Christian education to
assist parents in their God-given task to bring up their children in the
“training and guidance of the Lord" so that they may, "serve and love the
Lord their God with all their heart, soul, mind and strength."
Deuteronomy: 6:5; Ephesians 6:4

Vision: To reach our God given potential: spiritually, academically,
socially, and physically

Scripture: Press towards the mark - Phil 3:14

Annual/biannual dates

Election of Chair First meeting
Analysis of Variance February
Annual financial statements 31 March
Staffing analysis for following year July

Needs analysis for following year October
Annual plan for following year November
Budget for following year December
Principals PGC December

Community consultation 2025
Strategic 2 year plan 2025
Sexual education community consultation 2025

Board elections 2028
Policy review — all current policies 2028



Governance and management definitions

The following are the board’s agreed governance and management definitions, which form the
basis of its working relationships, policy and processes.

Governance Management

The Board’s primary objectives are: The board delegates all
authority and
accountability for the
day-to-day operational
organisation of the

school to the principal
e that the school gives effect to Te Tiriti o Waitangi who must ensure

e The ongoing improvement of student progress and
achievement;

¢ that the school is an inclusive and safe place for all
students and staff;

e that the school give effect to its Christian special character  compliance with both

in meaningful and observable ways. the board’s policy
framework and the law
of New Zealand (for
detail, see operational
policies).

The board acts in a stewardship role and is entrusted to work on
behalf of all stakeholders. It is accountable for the school’s
performance, emphasises strategic leadership, sets the vision for
the school and ensures compliance with legal and policy
requirements.

Board policies are at a governance level and outline clear
delegations to the principal. The principal reports to the board as
a whole with committees used sparingly and only when a need is
identified in order to contribute to board work.

The board is proactive rather than reactive in its operations and
decision making, and does not involve itself in the operational
details of the day-to-day running of the school.

Education & Training Act 2020
In developing the above definitions for Totara College, the board is mindful of the sections of the
Education & Training Act 2020 and the Education (School Board) Regulations 2020 set out
below.

The Education & Training Act 2020 came into force on 1 August 2020 and clarifies the governance
role of the school board and its primary objectives. Most of the powers and functions of boards are
now set out in the Education (School Boards) Regulations 2020, with the principal’s role as chief
executive (CEO) specified in section 130 of the Act.

Education & Training Act 2020 — School boards

Section 125 Board is governing body
(1) A board is the governing body of its school.



(2) A board is responsible for the governance of the school, including setting the policies by which the school is to be controlled
and managed.

(3) Under section 130, the school’s principal is the board’s chief executive in relation to the school’s control and management.
126 Bylaws

(1) A board may make bylaws that the board thinks necessary or desirable for the control and management of the school.

(2) Before making a bylaw, the board must consult its staff, its students (to the extent that the board considers appropriate), and
the school community regarding the proposed bylaw.

127 Objectives of boards in governing schools

(1) A board’s primary objectives in governing a school are to ensure that—
(a) every student at the school is able to attain their highest possible standard in educational achievement; and
(b) the school—
(i) is a physically and emotionally safe place for all students and staff; and

(ii) gives effect to relevant student rights set out in this Act, the New Zealand Bill of Rights Act 1990, and the Human Rights
Act 1993; and

(iii) takes all reasonable steps to eliminate racism, stigma, bullying, and any other forms of discrimination within the school;
and

(c) the school is inclusive of, and caters for, students with differing needs; and

(d) the school gives effect to Te Tiriti 0 Waitangi, including by—

(i) working to ensure that its plans, policies, and local curriculum reflect local tikanga Maori, matauranga Maori, and te ao
Maori; and

(itaking all reasonable steps to make instruction available in tikanga Maori and te reo Maori; and
(iif)achieving equitable outcomes for Maori students.
(2) To meet the primary objectives, the board must—

(a) have particular regard to the statement of national education and learning priorities issued under section 5; and

(b) give effect to its obligations in relation to—
(i) any foundation curriculum statements, national curriculum statements, and national performance measures; and
(ii) teaching and learning programmes; and
(iif) monitoring and reporting students’ progress; and

(c) perform its functions and exercise its powers in a way that is financially responsible; and

(d) if the school is a member of a community of learning that has a community of learning agreement under clause 2 of

Schedule 5, comply with its obligations under the agreement; and

(e) comply with all of its other obligations under this or any other Act.

128 Staff
A board may, in accordance with the Public Service Act 2020, appoint, suspend, or dismiss school staff.

131 Board has complete discretion
(1) A board has complete discretion to perform its functions and exercise its powers as it thinks fit

(2) Subsection (1) is subject to this Act, any other enactment, and the general law of New Zealand.


http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM224791
http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM304211
http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM304211
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_principal_25_se&p=1#LMS261289
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_principal_25_se&p=1#LMS177719
http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=LMS106157

Education (School Boards) Regulations 2020

Section 8 Delegation

(1) A board may, by resolution and in writing either generally or specifically, delegate any of the functions or powers of the board
or of a board member to any of the following persons:

(a) a board member or members:

(b) the principal or any other employee or office holder of the board:

(c) a committee consisting of at least 2 persons at least 1 of whom is a board member:
(d) a person approved by the Minister:

(e) any class of persons that comprises any of the persons listed in paragraphs (a) to (d).

(2) Subclause (1) does not apply to any functions or powers specified in the Act as not being capable of delegation.

(3) The board must not delegate the general power of delegation.
(4) A person to whom any function or power is delegated may perform the function or exercise the power in the same manner and

with the same effect as if the person were the board or board member (subject to any restrictions or conditions imposed by the
board).

(5) A person purporting to act under a delegation—
(a) is, in the absence of proof to the contrary, presumed to be acting in accordance with the delegation; and
(b) must produce evidence of the person’s authority to do so if reasonably requested to do so.
(6) A person to whom any function or power is delegated may delegate that function or power only—
(a) with the prior written consent of the board; and
(b) subject to the same restrictions, and with the same effect, as if the subdelegate were the delegate.
(7) A delegation under subclause (1)—
(a) is revocable at will by resolution of the board and written notice to the delegate (or by any other method provided for in the
delegation):
(b) does not prevent the board or the board member performing the functions or the exercising the powers:
(c) does not affect the responsibility of the board for the actions of any delegate acting under the delegation:

(d) is not affected by any change in the membership of the board or of any committee or class of persons.

Education & Training Act 2020 - Control and management of State schools
Section 130 Principal is chief executive of board in relation to school’s control and management

(1) A school’s principal is the board’s chief executive in relation to the school’s control and management.
(2) Except to the extent that any enactment, or the general law of New Zealand, provides otherwise, the principal—
(a) must comply with the board’s general policy directions; and

(b) subject to paragraph (a), has complete discretion to manage the school’s day-to-day administration as they think fit.
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Board roles and responsibilities policy

Outcome statement
The board is focused on governance that:

e gives effect to the Christian special character of the school as determined in the
integration agreement

o fosters and supports the ongoing improvement of student progress and achievement.
e ensures that the school is a safe and inclusive place for all students and staff
e Complies with all legislative requirements
e recognises the importance of Te Tiriti o0 Waitangi.
Scoping
The board is a body corporate whose policies and decisions exist in perpetuity or until such

time as they are rescinded or revoked. The board sets the strategic direction for the school
and governs via its policies, which it entrusts to the principal to implement.

Delegations
Accountability rests with the whole board, with no individual board member (including the
chair) or committee having decision-making authority unless it has been clearly
delegated by the full Board and documented. All sub delegations are approved by the
board, as are revocations.

Table of Board responsibilities

Board responsibility Standards

1. Sets the strategic direction and The board leads the charter/strategic plan review
long-term strategic plans and process.
monitors the board’s progress The board sets/reviews strategic aims.
against them. The board approves the annual plan and targets and

ensures the charter/strategic plan is submitted to the
Ministry of Education by 1 March each year.

Regular board meetings include reports on progress
towards achieving strategic aims.

The charter/strategic plan is the basis for all board
decision making.

2. Monitors and evaluates student Reports are received at each regular board meeting
progress and achievement, from the principal on progress against the annual plan
including students with differing objectives.
needs. Information reported to the board is thoughtfully

discussed, critiqued and challenged.

Targets in the annual plan are met, the curriculum
policy is implemented and there is satisfactory
performance of curriculum priorities.

All reasonable steps are taken to eliminate racism,
stigma, bullying and any other forms of discrimination

12



10.

Ensures that the school is a safe
place for all students and staff.

Ensures the school gives effect to
Te Tiriti o Waitangi

Protects the special character of
the school

Appoints, assesses the
performance of and supports the
principal.

Approves the budget and monitors
financial management of the
school.

Effectively manages risk.

Ensures compliance with legal
requirements.

Ensures board members attend
board meetings and take an active
role.

Students’ rights under the Education & Training Act
2020, the New Zealand Bill of Rights Act 1990 and the
Human Rights Act 1993 are honoured.

All reasonable steps are taken to ensure safety.

Plans, policies and local curriculum are considered
with regard to local tikanga Maori, matauranga Maori
and te ao Maori.

Special character considerations are included at every
board meeting.

Principal’s performance management system is in
place and implemented.

Budget is approved by the first meeting each year, if
not before.

Satisfactory performance of financial management
against budget is monitored at each meeting.

The board remains briefed on internal/external risk
environments and takes action where necessary.
The board identifies trouble spots in statements of
audit and takes action if necessary.

The board ensures the principal reports on all potential
and real risks when appropriate and takes appropriate
action.

New members read and understand the governance
framework including policies, the school
charter/strategic plan, board induction pack and
requirements and expectations of board members.
New and continuing members are kept aware of any

changes in legal and reporting requirements for the
school.

The board seeks appropriate advice when necessary.

Accurate minutes of all board meetings are approved by
the board and signed by the presiding member.

Individual staff/student matters are always discussed in
public-excluded session.

Board meetings have a quorum and are effectively run.
Members attend board meetings having read board
papers and reports and are ready to discuss them

Attendance at 80% of meetings (minimum)

No unexplained absences at board meetings (three
consecutive absences without prior leave results in
immediate step-down — refer Education & Training Act
2020, schedule 23, clausel?2 (1) (c)

13


http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886
http://www.legislation.govt.nz/act/public/1990/0109/latest/DLM224792.html
http://www.legislation.govt.nz/act/public/1993/0082/latest/DLM304212.html
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_vacancy_25_se&p=1#LMS177826
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_vacancy_25_se&p=1#LMS177826

11.

12.

13.

14.

15.

16.

Approves major policies and
programme initiatives.

Approves and monitors human
resource policy/procedures, which
ensures effective practice and
contributes to its responsibilities as
a good employer.

Deals with disputes and conflicts
referred to the board as per the
school’s concerns and complaints
procedures.

Represents the school in a positive,
professional manner.

Oversees, conserves and
enhances the resource base.

Effectively hands over governance
to new board members at election
time. Board members commit to all
necessary professional
development.

Legislative compliance
Education & Training Act 2020

The board approves programme initiatives as per
board policies.

The board monitors implementation of programme
initiatives.

The board becomes and remains familiar with the

broad employment conditions that cover employees
(staff employment agreements and arrangements).

The board ensures there are personnel policies in
place and they are adhered to.

The board ensures there is ongoing monitoring and
review of all personnel policies.

The board reports annually on compliance with its

personnel policy on being a good employer (including
the equal employment opportunities programme).

Successful resolution of any disputes and conflicts
referred is achieved.

Procedures adhered to.

Members must always represent the school positively
in their speech and action.

Property/resources meet the needs of the school’s
aims.

New board members are fully briefed and able to
govern following attendance at an orientation
programme

Appropriate delegations are in place as per the
Education (School Boards) Regulations 2020,
regulation 8

Board and board members participate in appropriate
ongoing professional development.

New board members are provided with induction and a
copy of the board’s governance manual

Education (School Boards) Reqgulations 2020

Human Rights Act 1993

New Zealand Bill of Rights Act 1990

Employment Relations Act 2000

Public Service Act 2020

Privacy Act 2020
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http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886
http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/act/public/1993/0082/latest/DLM304212.html
http://www.legislation.govt.nz/act/public/1990/0109/latest/DLM224792.html
http://www.legislation.govt.nz/act/public/2000/0024/latest/DLM58317.html?src=qs
http://www.legislation.govt.nz/act/public/2020/0040/latest/LMS106159.html
http://www.legislation.govt.nz/act/public/2020/0031/latest/LMS23223.html

The code of conduct for Board Members

Board members shall:

e Maintain Godly conduct in all respects appropriate to commonly held beliefs of the Christian
faith (including those outlined in the Statement of Faith) and representative of the school’'s
special character.

e Accept and recognise a responsibility to maintain and preserve the special character of the
school.

e Respect the integrity of the principal and staff.

e Recognise the lack of authority in any individual member or subgroup of the board in any
interaction with the principal or staff.

e Not act independently of board decisions.

e Actin a way that provides recognition of the Treaty of Waitangi and the unique role that
Maori play in the continuing development of New Zealand's multicultural society.

e Recognise that only the chairperson (working within the board’s agreed chairperson role
description) or a delegate working under written delegation, can speak for the board. In
general circumstances only the principal or the board chair may speak to the media on
behalf of the school.

e Publicly represent the school in a positive manner.

e Maintain the confidentiality of any private or limited circulation information entrusted to
them.

e Disclose any interest or involvement in any organisation that may have financial dealings
with the school and not vote in any decision involving any such organization.

e Speak with one voice through its adopted policies and strategic plan and ensure that any
disagreements with the board’s stance are resolved within the board.

e Be available to undertake appropriate board member development.

e Continually self-monitor their individual performance as members against the governance
policy and any other current board evaluation tools.
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Board remuneration and expenses policy

Outcome statement

Remuneration and reimbursement of expenses to board members is transparent, fair and
reasonable.

Scoping
The board exercises its right to set the amount that the chairand other board members are
reimbursed for attendance at board meetings. These honoraria cover the expense of
attending board meetings and are not payment for work undertaken.

The principal, as a member of the board, is entitled to the same payment as all other members
except the presiding member.

Any other payments or reimbursements are at the discretion of the board.
Expectations and limitations

Currently at Totara College:
e the chairreceives $75 per board meeting
e other board members receive $55 per board meeting

e these honoraria are non-taxable within the agreed “allowed exemptions”. Payments of up to
$55.00 for a board member and $75.00 for the chairto attend a board meeting are defined as
“‘expenditure incurred in the production of the payment” and are exempt from withholding tax

e there is a limit on the number of payments for attending meetings in any one year that are
exempt from withholding tax. Annual “allowed exemptions” are $605 per board member
(equivalent to 11 meetings per school year at $55.00 a meeting) and $825 for the chair
(equivalent to 11 meetings at $75.00 a meeting).

e there is no payment for working group/committee meetings

e costs associated with attendance at professional development sessions may be met by the
board but prior approval must be agreed to by the full board

e all other reimbursements are at the discretion of the board and must be approved prior to any
spending occurring.

Compliance
Income Tax Act 2007

IRD Honoraria payments to school trustees
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http://www.legislation.govt.nz/act/public/2007/0097/latest/DLM1512301.html
https://www.ird.govt.nz/income-tax/income-tax-for-individuals/types-of-individual-income/voluntary-work

Conflict of interest policy

Definition
A conflict of interest occurs when an individual's personal interests — family, friendships, financial,
or social factors — could compromise his or her judgment or decisions at meetings.

Outcome statement

The board effectively manages actual, potential and perceived conflicts of interest ensuring
the integrity of board decisions and reputation of board members.

Scoping
The board shall create a register of all board members detailing any interests, relationships or
holdings that could potentially result in a conflict of interest. This register shall be updated
whenever a board member’s circumstances change or a new member joins the board. It
should be reviewed at the start of each school year and following board elections.

Board members who have a conflict of interest shall be excluded from relevant board meetings
(or relevant parts of board meetings).

Expectations and limitations
All staff and board members will effectively manage conflicts of interest between the interests
of the school on one hand and personal, professional and business interests on the other.
This includes managing potential and actual conflicts of interest as well as perceptions of
conflicts of interest.

Any board member who has a pecuniary interest or any other interest that may influence
them in carrying out their duties and responsibilities as a board member must be
excluded from any meeting while the board discusses, considers or decides anything
relating to the matter.

Any board member who is a member of the board’s staff must be excluded from any
meeting while the board discusses and considers anything relating to, or decides on any
matter relating to, their own employment or a complaint received against them.

Any board member who is a student enrolled at the school must be excluded from any meeting
while the board discusses and considers anything relating to, or decides on any matter
relating to them as an individual student.

In the course of board meetings, board members will disclose any interests in a transaction or
decision where their family and/or partner, employer or close associate will receive a benefit
or gain. After disclosure, the person making the disclosure will be asked to leave the
meeting for the discussion and will not be permitted to vote on the matter.

If so many board members are conflicted that a quorum cannot be formed, the board will form
a committee of non-conflicted members with appropriate delegation.

Legislative compliance
Education (School boards) Regulations 2020
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http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html

Chairperson role description policy

Outcome statement
The board is effectively led.

Scoping

The chair presides over board meetings and encourages that each board member has a full
and fair opportunity to be heard and understood by the other members of the board.

The chair is the leader of the board and can work on behalf of the board with the principal. The
chair establishes and nurtures a positive professional working relationship with the principal.

The chair represents the board to the broader community and works in partnership with the
principal to safeguard the integrity of the board’s processes.

The chair often represents the board to the school and wider community and agencies such as
the Ministry of Education and the Education Review Office and carries a responsibility to
safeguard the integrity of the board.

Delegations
The board delegates management of the relationship between the board and the principal to
the presiding member.

Expectations and limitations
The chair:
e is appointed by election at the first board meeting of the year except in a triennial board

election year where it shall be at the first meeting of the board held after the election (a
legislative requirement)

e acts within board policy and specific delegations from the board at all times and not
independently of the board

e works with the board to develop a cohesive and effective team

e welcomes new board members, ensures that disclosure of any conflicts of interest is made
and the Code of Conduct for Board Members is understood (and signed) and leads new
member induction

e assists board members’ understanding of their role, responsibilities and accountability,
including the need to comply with the Code of Conduct for Board Members issued by the
Minster

e ensures the work of the board is completed

e sets the board’s meeting agenda and ensures that all board members have the required
information for informed discussion of the agenda items

e ensures the meeting agenda content is only about those issues that, according to board
policy, clearly belong to the board to decide; not school management level issues

o effectively organises and presides over board meetings, ensuring that such meetings are
conducted in accordance with the Education & Training Act 2020, the Education (School
Boards) Regulations 2020, the relevant sections of the Local Government Official Information
and Meetings Act 1987 and any board policies and protocols*

e encourages interactive participation by all board members
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e represents the board to external parties as an official spokesperson for the board except for
those matters where this has been delegated to another person

e s the official signatory for the board, including for annual accounts (legislative requirement)

e is responsible for promoting effective communication between the board and wider
community, including communicating appropriate board decisions

e establishes and maintains a productive working relationship with the principal
e ensures the principal’s performance agreement and review are completed on an annual basis

e ensures concerns and complaints are dealt with at the appropriate level, according to the
school’s concerns and complaints procedures

e ensures any potential or real risk to the school or its name is communicated to the board. This
includes any concern or complaint.

Legislative compliance
Education & Training Act 2020
Education (School boards) Regulations 2020

Local Government Official Information and Meetings Act 1987
Official Information Act 1982
Privacy Act 2020
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Staff and student member role description
policy

Outcome statement
The staff/student member brings a staff/student perspective to board discussion and decision
making.
Scoping
As a member of the school board, the staff/student member is elected by their peers to serve

the interests of the school at governance level. They have equal voice, vote, standing and
accountability to any other board member.

Expectations and limitations

Staff/Student representative Standard
accountability measures

1. To work within the board’s The charter/strategic plan is clearly
charter/strategic plan. considered in board decisions.

2. To abide by the board’s governance The staff/student member has a copy of
and operational policies. the governance manual and is familiar with

all board policies.

3. The staff/student member is first and The staff/student member is not a
foremost a board member and must staff/student advocate.
act in the best interests of the The staff/student representative does not
students at the school at all times. bring staff/student concerns to the board.

4. The staff/student member is bound by The staff/student member acts within the
the Code of Conduct for Board Code of Conduct for Board Members
Members

5. Itis not necessary for the staff/student No regular reports are received unless a

member to prepare a verbal or written request has been made by the board on a
report for the board unless specifically ~ specific topic.
requested to by the board.

Signed (chair): Date:
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Relationship between chair and principal
policy

Outcome statement
The relationship between the chair and the principal is based on trust, integrity and mutual
respect.

Scoping
A positive, productive working relationship between the principal and the chair is both central and
vital to the school.

The chair and principal should act as sounding boards, both supporting and challenging, in order
to hold the school to account for achieving the goals and targets that have been set.

The chair has no authority by themselves unless specifically granted by ratified motion from the
board. The chair cannot act independently of the board.

Expectations and limitations
e The chair and principal must work as a team, and there should be no surprises.

e The relationship must be professional.

e Each must be able to counsel the other on performance concerns.
e The chair supports the principal and vice versa as appropriate.

e Each agrees not to undermine the other’s authority.

e There is agreement to be honest with each other.

e Each agrees and accepts the need to follow policy and procedures.
e Neither party will deliberately hold back important information.

e Neither party will knowingly misinform the other.

e The Principal is the leader of the school, the chair is the leader of the board.
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Principal Professional Growth Cycle Policy

Outcome statement:
The Professional Growth Cycle (PGC) policy is used to determine whether the Principal is meeting
the Standards for the Teaching profession.

Scoping
Following the guidelines provided by the Teaching Council, the Principal develops their own PGC
that promotes professional learning and growth within the setting of our school. The PGC
encourages a collective responsibility for learning and quality teaching practice for all students.
The role of the Principal is considered a teaching position under the Education and Training Act
2020 (s. 10).

Professional growth cycle process:

The Principal plans their PGC within the context of the school. In particular, the Principal and
presiding member discuss the PGC to ensure there is a shared understanding of the benefits to
students and the support that is required.

As part of the PGC, the Principal seeks feedback from within the school and from external
colleagues to support their professional growth. While the PGC differs for each Principal, the cycle
is always based on elements provided by the Teaching Council:

e The Principal facilitates a collective understanding of the Standards and what meeting and using
them in the context of their school looks like.

e The Principal plans their PGC and shares this with the presiding member to plan any support
that is needed.

e The Principal engages in professional learning and practice development within a network of
colleagues, using the Standards.

e The Principal seeks feedback on their practice from a range of sources, including the presiding
member or their delegate.

e A professional learning network colleague confirms annually that the Principal has participated in
the PGC, and endorses whether the Principal meets or is likely to meet the Standards.

e If, in the endorser’s judgment, the Principal does not meet or is not likely to meet the Standards,
they discuss this with the Principal.

The person who endorses the Principal is selected by the principal and Board chair. The endorser
must hold a Taturu | Full Practising Certificate, confirm that the Principal has participated in the
PGC, and provide a statement to them about whether they meet or are likely to meet the
Standards.

The endorser is not expected to collect evidence about the performance of the Principal. Instead,
they are expected to make a decision about practising certificate renewal based on collaboration
within the network and evidence-based conversation.

22



Details from the NZ Teachers Council

Professional Growth Cycle for Principals, Tumuaki and
ECE Professional Leaders

Preamble

The Professional Growth Cycle:
« reflects the profession’s commitment to Te Tiriti o Waitangi and Our Code, Our Standards, Nga Tikanga

Matatika, Nga Pasrewa,

« is intended to create more equitable, contextually responsive access to opportunities for learning and growth
than currently occurs through highly varied appraisal systems,

« promotes the use of research and frameworks while fostering new knowledge developed with colleagues
about practices that make a positive difference for learners,

« ancourages a collective responsibility for learming and quality teaching practice for all learners across the
diverse contexts of Aotearoa

Elements

a. Principals and professional leaders will facilitate a collective understanding of the Standards | Ngs Paerewa in
their context and what meeting and using them in their teachers’ and their own practice looks like.

b. Principals and professional leaders will plan their Professional Growth Cycle and share this with their presiding
board member or ECE employer to plan how they will be supported in it.

. Principals and professional leaders will engage in professional learning using the Sfandards | Ngs Paerewa.,
within a professional learning nebwork of colleagues to develop their professional practice.

d. Principals and professional leaders will look for and engage in opportunities to receive feedback on their
practice from a range of sources, including the presiding board member or ECE ermployer or their delegate.

e. A professional learning network colleague who holds a Taturu | Full (Category One) practising certificate will
confirm annually that the principal or ECE professional leader has participated in the Professional Growth Cycle
and will also provide a staterment to them about whether they meet (Toturu Full (Category One) Practising
Certificate) or are likely to meet (Purmau Full (Category Two, previously subject to confirmation) practising
certificate), the Standards | Ng3 Paerews (but with no evidence documents for the purposes of practising
certificate renewal)!

. If in the endorser’s judgment, the principal or professional leader’s practice does not meet (Taturw Full

(Category Oned or is not likely to meet (POmau Full (Category Twol) the Standards/Paerewa, they will discuss
this with the principal or professional leader,

STANDARDS FOR THE TEACHING PROFESSION

Nga Paerewa moé te umanga whakaakoranga
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STANDARDS FOR THE TEACHING PROFESSION

It is understood that high-quality practices will generate naturally occurring
evidence that can be used for discussion and analysis. For the purposes of
appraisal, it is not expected that teachers would need to identify evidence of
individual elaborations; however, the evidence of the quality of their practice
would need to be sufficient to reflect the standard.

STANDARD ELABORATION OF THE STANDARD

AW Te Tiriti o Waita ngi » Understand and recognise the unique status of tangata whenua in
L Aptearoa Mew Zealand.

Understand and acknowledge the histories, heritages, languages and cultures
of partners to Te Tiriti o Waitangi.
Practise and develop the use of te reo and tikanga Maori.

partnership

Demaonstrate commitment to
tangata whenuatanga and Te
Tiriti o Waitangi partnership in
Aotearca Mew Zealand.

— & piofessional learning

Use inquiry, collaborative problem-
solving and professional learning
to improve professional capabilicy
to impact on the learning and
achievement of all learners.

Inguire into and reflect on the effectiveness of practice in an ongoing way,
using evidence from a range of sources.

Critically examing how my own assumptions and beliefs, including cultural
beliefs, impact on practice and the achievement of leamers with different
abilities and needs, backgrounds, genders, identities, languages and cultures.

Engage in professional learning and adaptively apply this learning in practice.
Be informed by research and innovations related to: comtent disciplines,

pedagogy; teaching for diverse learners, including learners with disabilities
and leaming support needs; and wider education matters.

Seek and respond to feedback from learners, colleagues and other education
professionals, and engage in collaborative problem solving and learning-
focused collegial discussions.

' ' Professional relationships

Establish and maintain professional
relationships and behaviours
focused on the leamning and
wellbeing of each learner.

Engage in reciprocal, collaborative leaming-focused relationships with:

- learners, families and whanau

- teaching colleagues, support staff and other professionals

- agencies, groups and individuals in the community.

Communicate effectively with others.

Actively contribute, and work collegially, in the pursuit of improving my own
and organisational practice, showing leadership, particularly in areas of
responsibility

Communicate clear and accurate assessment for learning and achievement
information.
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STANDARDS FOR THE TEACHING PROFESSION

STANDARD ELABORATION OF THE STANDARD

W + Develop learning-focused relationships with leamers, enabling them to

§._5 Leamning-fi d cult
¥ Leaming-focused culture

Develop a culture that is focused
on learning, and is characterised
by respect, inclusion, empathy,
collaboration and safety.

be active participants in the process of leaming, sharing ownership and
responsibility for Learning.

Foster trust, respect and cooperation with and among learners so that they
experience an environment in which it is safe to take risks.

Demonstrate high expectations for the leaming outcomes of all learers,
including fior those learners with disabilities or learning support needs.

Manage the learning setting to ensure access to learning for all and to
maximise learners’ physical, social, cultural and emotional safety.

Create an environment where learmners can be confident in their identities,
languages, cultures and abilities.

Develop an environment where the diversity and unigueness of all learners
are accepted and valued.

Meet relevant regulatory, statutory and professional requirements.

"‘, = Design for learning

Design learning based on curriculum
and pedagogical knowledge,
assessment information and an
understanding of each leamer’s
strengths, interests, needs, identities,
languages and cultures.

Select teaching approaches, resources, and learning and assessment activities
based on a thorough knowledge of curriculum content, pedagogy, progressions
in leaming and the leamers.

Gather, analyse and use appropriate assessment information, identifying
progress and needs of learners to design clear next steps in leamning and to
identify additional supports or adaptations that may be reguired.

Design and plan culturally responsive, evidence-based approaches that reflect
the local community and Te Tiriti o Waitangi partnership in New Zealand.
Harness the rich capital that leamers bring by providing culturally responsive
and engaging contexts for learners.

Design learning that is informed by national policies and priorities.

L Teaching

Teach and respond to learners ina
knowledgeable and adaptive way
to progress their learning at an
appropriate depth and pace.

Teach in ways that ensure all learners are making sufficient progress, and
maonitor the extent and pace of learning, focusing on equity and excellence for
all

Specifically support the educational aspirations for Maori Lleamers, taking
shared responsibility for these learners to achieve educational success as
Maori.

Use an increasing repertoire of teaching strateqgies, approaches, leaming
activities, technologies and assessment for learning strategies and modify
these in response to the needs of individuals and groups of leaners.

Provide opportunities and support for learmers to engage with, practise and
apply leaming to different contexts and make connections with prior leaming.
Teach in ways that enable learners to learn from one another, to collaborate, to
self-regulate and to develop agency aver their leaming.

Ensure learmers receive ongoing feedback and assessment information and
support them to use this information to guide further leaming.
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Delegations to the Principal policy

Outcome statement

Authority and accountability for the day-to-day running/operation/leadership of the school is
delegated to the principal.

Scoping
The principal is the professional leader of the school and the chief executive in relation to the
school’s control and management. The board is responsible for the governance of the school,
including setting the general direction through operational policies, by which the school is to be
controlled and managed. The principal is responsible for the implementation of these policies
including the charter and strategic plan.

The relationship between the board and principal is based on mutual respect, trust, integrity and
support with both parties working to ensure no surprises.

Delegations
The day-to-day running of the school is delegated to the principal. Reference in documentation to
the school, management and staff is to be read as “principal” regarding responsibility for
implementation.

The board presiding member/personnel committee has responsibility for the principal’s
performance review.

Only decisions made by the Board acting as a full Board are binding on the Principal. These are of
the form: motion put, motion seconded, motion carried by a majority of the Board (or Board
guorum). Decisions or instructions by individual Board members, committee Chairs, or committees
are not binding on the Principal except in rare circumstances when the Board has specifically
authorised it.

The relationship is one of trust and support. All parties work to ensure “no-surprises” at Board
meetings. Items brought up as surprises should be re-allocated to the subsequent meeting of the
Board to allow time to fully consider the implications.

The Principal is not restricted from using the expert knowledge of individual Board members acting
as volunteers. In this capacity, board members are volunteers under the direction of the principal
and have no special status.

The board delegates all authority and accountability for the day-to-day operational organisation of
the school to the principal who must ensure compliance with both the board’s policy framework
and the law of New Zealand (for detail, see operational policies).

This includes, but is not limited to, the following

1. Uphold the Special Character
2. Meet the requirements of the current job description
3. Meet the requirements of the Principals’ Professional Standards

4. Act as the professional leader and day-to-day manager of the school within the law and
in line with Board policies

5. Develop, seek board approval for and implement an annual plan that; is aligned with the
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board’s strategic plan; meets legislative requirements; gives priority to improved student
progress and achievement; ensures that the school is an inclusive and safe place for all
students and staff; honours students’ (human) rights and gives effect to Te Tiriti 0
Waitangi

6. Ensure systems and procedures meet requirements set out in the Rules regarding
student behaviour management and the use of physical restraint

7. Implement the annual plan and give priority to the school’s annual targets
8. Use resources efficiently and effectively

9. Put good employer policies into effect and ensure that there are effective
procedures/guidelines in place

10. Allocate pay units for management positions and other remunerated roles
11.Oversee staff appraisals and staff professional development

12.Hire, deploy and terminate relieving and ancillary staff positions

13.Hire teaching staff as per the appointments policy

14.Initiate and carry out disciplinary or competency proceedings with staff if needed
15.Communicate with the community on operational matters where appropriate

16.Limit public statements about the official position of the Board on controversial social,
political, and/or educational issues to what the Board has formally adopted as positions of
record

17.Keep the Board informed of information important to its role including any changes in legal
and reporting requirements for the school

18.Report to the Board on the compliance, or lack thereof, with their policies

19.Act as Protected Disclosures Officer and ensure procedures are in place to meet the
requirements of the Protected Disclosures Act 2000

20.Prepare the draft annual budget in line with the strategic and annual plans and current
needs analysis and present to the board for ratification

21.Manage the school’s finances in a fiscally responsible manner and report monthly to the
Board on variance against the budget

22.Authorise and manage all expenditure in the school

23.Purchase, use and manage resources efficiently in line with the approved annual plan and
budget.

24.Preserve assets (financial and property) in line with asset retention and depreciation
schedules

25.Develop and implement systems and documentation within the school to ensure its effective
operation and continuity e.g. Quality Management Systems and procedures regarding
student welfare, student management, staff appraisal etc
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Monitoring Policy for the Board

The board will review the principal’s performance in line with its policy on principal performance
review.

Evidence gathered for the review will include principal reporting to the board in line with the
board’s annual workplan and that addresses all matters having real or potential legal
considerations and risk for the school including significant trends, implications of board decisions,
issues or risk to policy compliance or changes to the basis upon which the board’s strategic aims
have been developed.

For board meetings, the principal will prepare (or, where appropriate, delegate, coordinate and
approve) a report that has some of the following (most items from this list would be normally
covered at some stage during the course of a normal year). Some of these may be drawn from
other board personel if deemed appropriate. Reports should

e Be timely, accurate and presents information in an understandable form that is not too complex
or lengthy

e track progress and variance towards strategic aims and key performance indicators

e include data and analysis on curriculum delivery, student progress and achievement

¢ includes data and analysis on student wellbeing

e provides evidence of the school’s giving effect to Te Tiriti o Waitangi

e inform the board of any significant changes in staffing, programmes, plans or processes that
are under consideration

e outline financial income and expenditure and explains any variance against budget

e summarise and highlight any risks associated with the fortnightly staff usage and expenditure
(SUE) report

e identify the number of stand-downs, suspensions, exclusions and expulsions during the period
and highlights trends over time

e identify any instances of physical restraint

e include information of any actual or potential risks to health and safety

e specify current roll numbers and explain any roll variance against year levels

e recommend changes in board policies when the need for them becomes known

e highlights areas of possible adverse publicity or community dissatisfaction

e address any other matter requested by the board within a reasonable, specified timeframe.

Legislative compliance
Education & Training Act 2020
Privacy Act 2020

Protected Disclosures Act 2000

Education (Physical Restraint) Rules 2017

Collective Employment Agreement for Principals
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http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html#LMS170676
http://www.legislation.govt.nz/act/public/2020/0031/latest/whole.html#LMS23223
http://www.legislation.govt.nz/act/public/2000/0007/latest/DLM53466.html
https://education.govt.nz/assets/Documents/School/Supporting-students/Students-with-Special-Needs/2017-Physical-Restraint-Rules-2017.pdf
https://www.education.govt.nz/school/running-a-school/employing-and-managing-staff/collective-agreements

E-vote procedure

Board voting on motions should occur in the normal course of the Board meeting cycle. However,
there are occasional times when the school requires an answer to a problem that comes up with
urgency, at this point an e-vote may be the only way to obtain a quick answer.

Procedure

e E-votes are only to be used when the information behind the decision is straight forward
and easily processed.

e E-votes should be by e-mail and from the principal only since they concern urgent school
business.

e The principal will put the information and the motion in an email to all Board members.

e Members will vote with aye or nay.

e To be binding, the motion must be agreed to by a majority of the Board (not a majority of
the responses).

e The outcome must be tabled at the next meeting .
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Curriculum policy

Outcome statement

Curriculum delivery will support student learning and reflect charter/strategic plan aims and
legislative requirements. Student learning will grow through engaging and relevant
contexts/content for all subjects in the NZ curriculum in primary and will increasingly allow for
flexibility and student led option choices as they progress through secondary. The curriculum will
support the school’s special character.

Scoping
The board’s primary objectives are to ensure that; every student at the school is able to attain their

educational potential; the school is a safe and inclusive environment for all students and staff;
students’ (human) rights are protected; the school gives effect to Te Tiriti o Waitangi.

Delegations
As the professional leader of the school, the principal is responsible for fostering quality teaching
and learning outcomes.

Expectations and limitations

e An annual plan is developed setting out how progress will be made towards the achievement of
charter/strategic goals and is approved by the board

e The school local curriculum is based on the vision, values, principles and key competencies of
the New Zealand Curriculum

e The school curriculum reflects localised contexts such as the environment, employment
opportunities and tikanga Maori

e School programmes provide students in years 1-10 with opportunities to learn in all practicable
areas of the national curriculum and for students in years 11-13 to continue to learn in their
specialised areas of learning

e There is a focus on every child/young person:
o attaining their educational potential
o developing the abilities and attributes outlined in current legislation

e having an appreciation of the importance of inclusion and understanding of different groups,
ethnicities, languages, disabilities etc

e Assessment practices enable the wellbeing, engagement, progress and achievement of
students to be monitored and reported

e Board approval is sought before changes to the school curriculum requiring increased
expenditure or significant changes to staffing are made.

e The curriculum will support the special character basis of the school.

e The curriculum will support the holistic development of each child in areas such as character
development and learning outside of the classroom environment.
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Monitoring
The principal will, periodically and when relevant, present reports for the Board that:

e Includes data and analysis on curriculum delivery, student wellbeing, progress and
achievement
e Tracks progress and variance towards annual aims and key performance indicators
e Informs the board of any significant changes in staffing, programmes, plans or processes that
are under consideration
Legislative compliance

Education and Training Act 2020

New Zealand Curriculum/Te Marautanga o Aotearoa
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Personnel policy

Outcome statement
The obligations and responsibilities of being a good employer are met.

Scoping

The board recognises its responsibilities and accountabilities to its employees are achieved
through its chief executive. Being a ‘Good employer’ means an employer who operates an
employment policy containing provisions generally accepted as necessary for the fair and proper
treatment of employees in all aspects of their employment.

Delegations

The board delegates responsibility to the principal on all matters relating to the day-to-day
management of staff in the expectation that they will be managed in a sound, fair and respectful
manner in accordance with the current terms of employment agreements, school policy and
procedures, relevant legislative requirements and identified good practice.

Expectations and limitations
The principal must ensure:

e all employment-related legislative requirements are applied.

e All employees understand their rights to personal dignity and safety and ensure that matters
are resolved in an appropriate and fair manner.

e A smoke-free and vape-free environment is provided.

e Employment records are maintained and all employees have a written letter of offer of
employment, an up to date job description and for non-union employees an individual
employment agreement (IEA).

e Management units for appropriate positions are allocated in a fair and transparent manner.
e Employee leave is effectively managed and reported so that:

o the risk of financial liability is minimised, operational needs are met and the needs of
individual staff are considered.

o Board approval is sought for any requests for discretionary staff leave with pay.

o Board approval is sought for any requests for discretionary staff leave without pay of
longer than 5 school days.

o Board approval is sought for any requests for staff travelling overseas on school
business.

o0 The board is advised of any staff absences longer than 10 school days per annum.

o Effective and robust performance management and professional growth cycle systems are in
place for all staff that include performance management reviews, attestations for salary
increases and staff professional development.

e Professional development is allocated which takes into consideration the requirements of staff
and the strategic and annual plans. Ideally staff professional development would be discussed
as part of the professional growth cycle.

e The requirements of the Health and Safety at Work Act 2015 are met.

e Advice is sought as necessary from qualified advisers where employment issues arise and the
school’s insurer is notified.
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Legislative compliance
Employment Relations Act 2000

Education and Training Act 2020

Privacy Act 2020 (takes effect 1 December 2020) - repeals and replaces the Privacy Act 1993

Health and Safety at Work Act 2015 Collective employment agreements

Individual employment agreements

Smokefree Environments and Requlated Products (Vaping) Amendment Act 2020

Domestic Violence — Victims’ Protection Act 2018

34
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http://www.legislation.govt.nz/act/public/2018/0021/17.0/DLM7054315.html

Appointments Policy

Outcome statement
Staff are employed that are the highest possible calibre.

Delegations
As the school leader, the principal will be responsible for the employing staff of the highest calibre.

Expectations and limitations
To assist in the appointment of quality staff to any vacancy which may arise, appointment
committees with expertise relevant to the vacancy, will be selected to carry out the appropriate
appointment procedures. The principal will:

1. Meet legal requirements.

2. Act as a good employer.

3. Appoint the best person for the job.

4. Appoint staff who are well placed to support and uphold the special character of the school.
5. Determine the composition of the various appointment committees according to the

schedule outlined below:

(&) Appointment of the principal is the responsibility of the board which will determine
the process at the time.

(b) Appointment of all permanent teaching positions will involve an appointment
committee consisting of the principal, the board chairperson and a further trustee
(should the Board feel the need to include one) and any senior staff whom the
principal deems as important to the discussions.

(c) Appointment of all other teachers and non-teaching staff will be the responsibility of
the principal in consultation with the board chairperson or delegate where deemed
necessary. The principal has the discretion to bring in consultants or senior staff to
assist with the process.
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Financial planning (annual budget) policy

Outcome statement

All school resources are managed prudently to ensure they are targeted to where they make the
most difference for students.

Scoping
The board has overall responsibility for the financial management of the school. The principal is
the day-to-day manager of the school and responsible for achieving legislative requirements and
charter/strategic aims and targets within board policy objectives.

Delegations
The board delegates the day-to-day management of the school’s finances and budget to the
principal.
The principal, in association with the board's finance committee, is responsible for recommending
an annual operating and capital budget to the board prior to the year commencing unless extra-
ordinary circumstances preclude this.

Expectations and limitations
Budgeting will reflect the annual plan priorities, show an acceptable level of foresight and not risk
financial jeopardy.
The budget should:
e Reflect the results sought by the board.
e Reflect the priorities as established by the board.

e Demonstrate an appropriate degree of conservatism in all estimates.

Monitoring
The finance committee is responsible for financial reporting and demonstrating budget
compliance. A finance report will be a key agenda item for every normal Board meeting. Budget
variances are to be reported to the board.

Legislative compliance
Refer to the Ministry of Education website for information on managing school finances and the
Financial Information for Schools Handbook (FISH)
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Financial condition (income/expenditure)
policy

Outcome statement
The school is financially viable and manages risks effectively.

Scoping
The financial viability of the school must be protected at all times, and every practicable effort is
made to eliminate the risk of theft or fraud.

Delegations
The principal will ensure robust, clear procedures are in place to safeguard the integrity of financial
management.

Expectations and limitations
The principal will ensure:
e Purchases are in line with the parameters set forth in the annual budget.
e Unauthorised debt or liability is not incurred.
e Generally accepted accounting practices or principles are not violated.
e Tagged/committed funds are not used for purposes other than those approved.

e More funds than have been allocated in the fiscal year are not spent without the Board being
aware of the implications.

e All money owed to the school is collected in a timely manner.

e Timely payment to staff and other creditors is made.

e Unauthorised property is not sold or purchased.

e All relevant government returns are completed on time.

e No one person has complete authority over the school’s financial transactions.

e When making any purchase of over $5000, comparative prices are sought if appropriate.

e Effective systems are in place to meet the requirements of the payroll system
Monitoring

Monitoring of the Boards’ financial position will be reported to the Board through the finance
committee during the normal processes in every ordinary Board meeting.
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Asset protection policy

Outcome statement
Assets of the school are utilised to maximise the best outcomes for students.
Scoping
Assets should not be inadequately maintained or unnecessarily risked.
Delegations
The principal Is delegated day-to-day responsibility for ensuring that the programming and funding
of general maintenance of the school grounds, buildings, facilities and other assets occurs, within

budget, in order to provide a clean, safe, tidy and hygienic work and learning environment for staff
and students.

Expectations and limitations
The principal must:
e Ensure all board assets are insured.

e Not allow unauthorised personnel or groups to handle funds or school property.

e Not subject plant and equipment to improper wear and tear or insufficient maintenance or
inappropriate use.

e Maintain an up-to-date asset register for all items of furnishing, plant machinery, equipment,
text and library books costing more than $1000.

e Large numbers of small assets can be capitalised as a single asset. eg library books
e Ensure implementation of the 10-year property maintenance plan.

e Engage sufficient property maintenance staff for the school within budget limitations.
e Receive board approval for maintenance contracts over $5,000 for any one contract.
e Conduct competitive tenders for all contracting.

e Protect intellectual property, information and files from loss or significant damage or
unauthorised access or duplication.

e Not receive, process or disburse funds under controls that are insufficient to meet the board-
appointed auditor’s standards.

¢ Not invest or hold operating capital in insecure accounts or in non-interest-bearing
accounts except where necessary to facilitate ease in operational transactions.

Legislative compliance
Refer to the Ministry of Education website for information on managing school finances and the MoE
Financial Information for Schools Handbook.
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Protection and sharing of intellectual
property (Creative Commons) policy

Outcome statement
The board enables and encourages sharing and collaboration between teachers by recognising
and removing legal barriers that exist to the sharing of learning resources and other materials
created by school staff in the course of their employment.

Scoping
The Copyright Act 1994, section 21(2) recognises the copyright ownership rights of school boards
of works produced by their employees in the course of their employment.

By licensing its copyright, the board is giving permission in advance for others to copy and share
learning resources developed by its employees and owned by the board.

Delegations/responsibility
The board delegates to the principal the responsibility to:

e Apply by default a Creative Commons Attribution Licence to all teaching materials and policies
in which the board owns copyright

e Transfer to the original creator the copyright in created works licensed by the school under a
Creative Commons Attribution or Creative Commons Share-Alike licence

e Ensure that all staff are aware of the terms of this policy and how it relates to teaching
resources they develop in the course of their employment at the school

Limitations and expectations
The board:

e Does not make any claim over the ownership of copyright works produced by students — the
copyright to these works remains with the creator

e Recognises that this policy only applies to copyright works and not to any other forms of
intellectual property

e Recognises that the copyright in works produced by an employee other than in the course
of their employment by the board remains the property of that employee — where this is
unclear, the process for dispute resolution outlined below shall apply

Resolution of disputed copyright ownership
Where the first ownership of copyright in a given work is disputed or unclear, the following process
will apply:
1. In the first instance, the dispute should be documented and presented to the school principal

2. If the dispute is still not resolved, the documentation should be presented to the chair of the
board

3. If the dispute is still not resolved following steps 1 and 2, mediation with an appropriate
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authority will be undertaken

Definitions
Creative Commons Aotearoa: The New Zealand affiliate of an international non-profit movement
that provides free open licences that copyright holders can use to share their work.

Teaching materials: Copyright works produced by employees of the school for the purposes of
teaching.

Associated legislation

Copyright Act 1994

Monitoring
Any matters or risks in relation to this policy shall form part of the principal’s report to every board
meeting, taking care that individual students cannot be identified. The board shall monitor the
protection and sharing of intellectual property in order to identify any risks or issues that require
governance action.
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Health and safety policy

Outcome statement

A safe and healthy workplace is maintained by providing the information, training and supervision
needed to ensure the health and safety of all students, staff and other people in the workplace.

Scoping
The board is responsible for ensuring health and safety procedures are developed and
implemented. However, employees need to be aware of their responsibilities and comply with the
board’s health and safety policy and school procedures.

Delegations
The board delegates to the principal the responsibility to:

e develop and implement health and safety procedures

e ensure employees have the information and professional development they need in order to
comply with policy and procedures.

Expectations and limitations

The board will, as far as is reasonably practicable, comply with the provisions of legislation dealing
with health and safety in the workplace by:

e providing a safe physical and emotional learning environment

e ensuring a health and safety strategy/plan is in place and engagement and consultation on the
strategy occurs with workers and the school community

e providing adequate facilities, including ensuring access and ensuring property and equipment
is safe to use and students and workers are not exposed to hazards

e ensuring there is an effective method in place for identifying, assessing and controlling
hazards, which includes recording and investigating injuries and reporting serious harm
incidents

e having a commitment to a culture of continuous improvement.

The principal, as safety officer, has responsibility for implementing this policy and therefore must:

e exercise due diligence in accordance with the provisions of the health and safety legislation

take all reasonable steps to protect students, staff and visitors to the school from unsafe or
unhealthy conditions or practices

e ensure unacceptable behaviours, such as bullying, are dealt with quickly and effectively and
that there are effective processes in place

e provide a smoke-free environment

e ensure a risk analysis management system (RAMS) is in place and carried out for all
Education outside the classroom initiatives

e seek Board approval for overnight stays/camps/visits

e consult with the community every 2 years regarding the health programme being delivered to
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students
provide information and training opportunities to employees
advise chair of any emergency situations as soon as possible

ensure all employees and other workers at the school will take reasonable care to:
0 cooperate with school health and safety procedures
o comply with the health and safety legislation and duties of workers
0 ensure their own safety at work
0 promote and contribute to a safety-conscious culture at the school

School Procedures which sit under this policy
e Staff induction

e Education outside the classroom (EOTC)

e Risk Assessment Management System (RAMS)

e Health and safety register

e Hazard register

e Hazard assessment register

e Injury and incident reporting (procedure, checklist, board report, investigation form)
e Emergency procedures, including for shut-down and evacuation
e Administering medication

e Accident management

e Alcohol, smoking and drugs

e Before and after-school care

e Behaviour management — managing challenging behaviour and physical restraint (policy
and procedures)

e Civil defence and crisis procedures

e Collection, storage and access to personal information
e Concerns and complaints

e Cyber safety

e First aid and infection (pandemic plan)

e Parent helpers

e Adult behaviour at school (adult conduct at school)
e Playground supervision

e Police vetting

e Protected disclosures

e Sexual harassment

e Transporting children

Legislative compliance
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Health and Safety at Work Act 2015

Children’s Act 2014

Education and Training Act 2020
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Child protection policy

Outcome statement
Students at this school thrive, belong and achieve to the best of their ability. The
school is committed to the prevention of child abuse and neglect and to the
protection of all children.

Scoping
All staff members (including contractors and volunteers) are expected to be familiar
with implications of this policy and abide by them.

Advice will be sought through appropriate agencies in all cases of suspected or
alleged abuse.

In line with Section 15 of the Oranga Tamariki Act 1989, any person in our
school/kura who believes that any child or young person has been or is likely to be
harmed (whether physically, emotionally or sexually), ill-treated, abused, neglected
or deprived must follow school procedures and may also report the matter to a social
worker or the local Police.

Delegations
Although ultimate accountability sits with the board, the board delegates
responsibility to the principal to ensure that all child safety procedures are
implemented and available to all staff, contractors, volunteers and parents.

Expectations
The principal will:

» develop appropriate procedures to meet child safety requirements as required
and appropriate to the school

« comply with relevant legislative requirements and responsibilities

» ensure the interests and protection of children are paramount in all circumstances

* recognise the rights of family/whanau to participate in the decision making about
their children

« ensure that all staff are able to identify the signs and symptoms of potential
abuse and neglect and deal with disclosures by children and allegations against
staff members and are able to take appropriate action in response

» support all staff to work in accordance with this policy to work with partner
agencies and organisations to ensure child protection procedures are understood
and implemented

» promote a culture where staff feel confident they can constructively challenge
poor practice or raise issues of concern without fear of reprisal

» consult, discuss and share relevant information with the appropriate
organisations in a timely way regarding any concerns about an individual child
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» seek advice as necessary from NZSTA advisers on employment matters and
other relevant agencies where child safety issues arise

* make available professional development, resources and/or advice to ensure all
staff can carry out their roles in terms of this policy

» ensure that this policy forms part of the initial staff induction programme for each
staff member.

Procedures that sit underneath this policy

Identification and reporting of child abuse and neglect

» Four categories of abuse (emotional, physical, sexual and neglect)
» How to respond to suspected abuse or neglect

* How to respond to disclosures made by a child

* Recording a disclosure

* Reporting suspected child abuse
and neglect

Confidentiality, information sharing

and recording

Safety checking — safety checklist
Police vetting

Staff capability and professional
development

Safe at work practices

» Physical contact with children

* Working one on one with children

» Transporting children

» Overnight stays/camps

» Social media and technology (internet protection, photo storage)
» Parent help

* Visitors on site

« External contractors

» Before and after-school programmes
» Billeting

» Socialising with children

» Gifts and rewards

45



* Intimate care — toileting

» Application of medication and sunscreen
Managing challenging behaviour and physical restraint policy and procedures

Allegations against staff

Staff induction

Legislative compliance
Children’s Act 2014

Oranga Tamariki Act 1989

More information
Oranga Tamariki Ministry for Children — further information and sample child
protection templates
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Physical restraint policy

Outcome statement

The board is committed to a supportive and caring school environment where all
students and staff are kept safe from harm and treated with dignity. There are very
few situations where staff should physically touch students.

Except as authorised under this policy, no staff member may use any form of
physical restraint on our students.

Our principal, teachers, and board-authorised staff members can only physically
restrain a student as a last resort, where:

o the use of physical restraint is necessary to prevent imminent harm to
the student or another person,

o there is a reasonable belief that there is no other option available in the
circumstances to prevent the harm, and

« the physical restraint is reasonable and proportionate to the
circumstances.

Delegations
The board delegates to the principal responsibility for:

« developing and implementing procedures and practices to prevent, plan for, and
respond to student distress that meet the requirements of the Education (Physical
Restraint) Rules 2023 and its amendments (“the 2023 Rules”), and

« recommending eligible non-teaching staff to the board for authorisation to use
physical restraint according to requirements of the 2023 Rules.

Only the board can authorise non-teaching staff members to use physical restraint.

Expectations

All staff subject to this policy are trained to confidently apply prevention and de-
escalation strategies, limiting the need to restrain a student physically according to
the 2023 Rules and the relevant guidelines.

Principal
The principal shall ensure:

« the implementation and compliance of this policy, including the completion of best
practice training by all staff who are authorised to use physical restraint,

« operational compliance with the Education and Training Act 2020 and the 2023
Rules,

« all physical restraint incidents are immediately reported at the next board
meeting,

e the board is informed of all relevant information (risks, trends, and impacts), and

« all non-teaching staff who may use physical restraint on a student have been
authorised by the board.

Once having been trained, staff who are authorised to physically restrain selected
students are:
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Role Name of individual 2025 Student group authorized
to restrain

Principal Peter Ferrar all

Deputy Principal Ruth Peters all

Assistant Principal Carl Mclintyre all

New Entrant class Lisa Knightly LC 1 students

teacher

New entrants class Hope Welsh LC1 students

teacher aide

Taonga atua (ORs room) | lona Patu ORs students

Teacher aide

Taonga atua (ORs room) | Charlotte Patu ORs students

Teacher aide

Taonga atua (ORs room) | Sarah Carty ORs students

Teacher aide

Monitoring
The principal shall report to the board:

e on compliance, or the actions being taken to ensure compliance with
this policy, the legislation, and the 2023 Rules on reducing student distress
and use of physical restraint, and

« at every board meeting, all incidents, matters, or risks relating to this
policy, ensuring that the non-identification and privacy of individual
students is maintained.

The board shall monitor the use of physical restraint, looking for trends and any
action that could be taken at the governance level to support reducing such

incidents.

Definitions

As defined in the Education and Training Act 2020:

Physical restraint is using physical force to prevent, restrict or subdue the
movement of a student’s body or part of the student’s body against the student’s
will.

Harm means harm to the health, safety, or well-being of the student or another
person, including any significant emotional distress suffered by the student or the
other person.

Authorised staff member means an employee of a registered school who is
trained and authorised by the employer to use physical restraint in accordance
with Section 99 of the Act.
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Concerns and complaints policy

Outcome statement
All complaints, concerns and incidents are attended to promptly, respectfully and
professionally and seek to bring effective resolution to all parties concerned.

Scoping
In order to maintain a safe and comfortable environment for all students, staff and
visitors, an accessible procedure for handling complaints and grievances will be
implemented and maintained to provide an open and fair way of resolving issues and
will comply with all relevant legislation.

Delegations
The board delegates to the principal full responsibility of ensuring processes are in
place and operating effectively and adequately. In the event of a complaint or
grievance concerning the principal, responsibility lies with the board. The current
concerns process for the school is documented at the end of this policy.

Expectations and limitations
In complying with the policy, the principal will:

« Implement and maintain robust procedures to meet the policy requirements

* Ensure that the process for complaints or grievances is clearly communicated and
posted on the school website (if applicable)

» Ensure that the complainant has previously followed the school’'s concerns and
complaints procedure before escalating to board level

+ Complaints need to be made within 30 days of the incident and within 10 working
days thereafter at each level of the policy.

Process for complaints which come to the Board

e These should be by letter and should be dated and signed by the
complainant. Anonymous complaints will not be considered.

e Complaints which have not gone through the steps as outlined in the school’s
‘Communicating your concerns’ process (at back) should be referred back
to the complainant to follow the appropriate process by the Board chair.

e The Board chair will bring the complaint to the Board in committee (public
excluded) at the next full meeting.

e The Board should decide whether or not to investigate the complaint.
Members with any perceived conflicts of interest should not be allowed to
vote on the decision.

¢ Once the decision has been made to investigate the complaint, and at the
Board meeting where the complaint letter is tabled, an ad hoc committee of
not less than three persons should be commissioned to investigate the
complaint. Any persons with perceived conflicts of interest should not be
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allowed on the committee to ensure compliance with the principles of
natural justice.

e The committee should observe the following process:
o Alert the person/group complained about regarding the investigation
and set up a preliminary meeting.
o Give the person/group complained about a copy of the complaint and
ask them to respond in writing/email.
o Committee meet with the person/group complained about to discuss
the complaint and their response.

o Committee meet with the complainant and discuss their complaint
and the other party’s response.

o If this brings resolution, this can be reported to the Board at the next
meeting.

o If there is no resolution the committee can bring a recommendation
to the Board at its next meeting. This part of the meeting should be in
committee to ensure privacy is protected.

o The committee’s role terminates once the recommendation has been
brought.

o The Board can respond to the complainant with it’s findings if it sees
this as valid.

Serious unresolved concerns regarding the principal or staff

Should the board receive a complaint regarding the principal or determine that any
policy violation may have occurred, the board in the first instance should consider
whether this may be dealt with in an informal manner (as per the employment
agreement provisions that apply to the principal).

Once the complaint has been investigated, where the board considers the degree
and seriousness of the concern or any violation sufficient to warrant initiating a
disciplinary or competency process, the board shall seek the support and advice in
the first instance from an NZSTA adviser to ensure due process is followed.

The board shall advise its insurance agent of any complaint escalated to the
board.

Monitoring
The principal shall maintain a register of complaints and resolutions and report to the
board at least quarterly per annum outlining numbers of complaints, resolution
success figures and any areas of concern for board deliberation.

Legislative compliance

Education and Training Act 2020
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Communicating your concerns

TOTARA
COLLEGE

Be quick to listen, slow te speak and slow to become angry. James :19

In our school we have students, parents. volunteer adults, teacher aides, office staff,
teachers, and senior leadership (assistant principal, deputy principal and principal).
With so many people there are always going to be the odd times when something
goes wrong.

Points to having your concerns heard appropriately:

* Concerns are important to us. We may only know of a concem if you tell us.

* [f your concern is about another child. Please do not approach the child.
Approach the school and we will handle it.

Please be respectful to staff. They are expected to be respectful to you.

* Please don't approach teachers when they are teaching or on the way to a
class — book an appropriate time — this can be done by email.

* Please don't discuss your concerns through social media — we prefer to be
able to sort them privately. Inappropriate use of social media can lead to
unintended privacy invasions which, in extreme circumstance, may lead to
court action.

* The first adult you see about the issue should be the one closest to the
problem.
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wWhen there is an issus/concern/complaint please follow this process:

Student concerns
1. See the person concerned in the first instance.

Most issues cocur between children in the classroom or the playground and so
generally the classroom teacher is the first person to speak to. Most issues can be
dealt with at this level. The classroom teacher may also invelve some professional
support (gg senior leadership) if they need it.

2. If you are not satisfied with the response.

Please put your concern in an email to the office (office@totaracollege.school.nz),
stating that you have seen the teacher and been unsatizfied with the response. You
will be contacted by a person (usually senior leadership) delegated to handle the
ISSUE.

3. Ifyou are still not satisfied with the response.
Write a letter (email} to the principal directly principali@ioiaracollege.school.nz

4, If you are still not satisfied with the response.
Write a letter to the Board of the school which will be tabled at the Board's
nexi meeting (generally there are 2 meetings per term). Letters intended for
the Board can be lefi at the front office for the Board secretary.

Staff concerns

If you have an issue with a staff member, please see the person concemed first
then, if unresolved, a senior leadership member. If not satisfied with the responze go
to 3 above.

Senior leadership concerns
If you have an izsue with a zenior lzadership person, please see the person
concerned first then, if unresclved, go to 3. above

Principal or Board concerns

Please see the principal first and follow this up with an email documenting your
concemns. If the issue is unresolved, see another senior leadership person to assist.
If izsue is still unresolved, go to 4 above.
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Standardised Complaint Form

Before completing this form, please ensure that you’ve first followed our standard
complaints procedure policy with particular reference to first seeking a resolution with
the person involved.

Section 1: Complainant Information

e Full Name:

e Contact Number:

e Email Address:

e Address:

Section 2: Complaint Details

e Date of Incident:

e Time of Incident:

e Location of Incident:

e Nature of Complaint (Check one):

e Description of Complaint (Provide details of the incident, including relevant facts
and any individuals involved): --- --- --- ---

Section 3: Supporting Evidence (Attach any relevant documents, receipts, photos,
emails, or other supporting materials.)

e List of Attached Documents: --- --- ---

Section 4: Desired Resolution (Explain how you would like this complaint to be
resolved.)

Section 5: Declaration & Signature | hereby declare that the information provided
above is true and accurate to the best of my knowledge.

Signature: Date:

Formal Complaints Handling Policy

1. Purpose This policy sets out the procedure for handling formal complaints to
ensure that all complaints are addressed fairly, consistently, and in a timely manner.
It also ensures that a clear record is maintained for accountability and transparency.

2. Scope This policy applies to all employees, customers, clients, and other
stakeholders who wish to file a formal complaint.

3. Complaint Submission

e Complaints must be submitted in writing wherever possible, using the standardized
complaint form.

53



e Complaints can be submitted via email, letter, or an online complaints portal where
available.

e |f a complaint is made verbally, either in person or via telephone, the receiving
party must document the complaint in writing and seek confirmation from the
complainant.

4. Acknowledgment and Response

e All formal complaints will be acknowledged in writing within 10 business days of
receipt.

e Where an in-person or telephone meeting is required to discuss the complaint, a
summary of the conversation, including key points discussed, agreed actions, and
timelines, must be emailed to the complainant to maintain a documented record.

5. Documentation and Paper Trail
e Every formal complaint and its resolution process must be documented.

e Emails, meeting summaries, and relevant correspondence must be stored securely
for record-keeping purposes.

e The responsible complaint handler must ensure that all agreed actions are
followed up on and completed within the stipulated timeline.

6. Responsibilities

e The Complaints Officer (or designated responsible individual) will oversee the
complaints process.

e Relevant department heads or managers will be responsible for investigating and
addressing specific complaints within their area.

e The Complaints Officer will ensure that all parties adhere to the policy and will
provide periodic reports on complaint trends and resolutions.

7. Review and Continuous Improvement
e This policy will be reviewed periodically to ensure its effectiveness.

e Feedback from complainants and staff will be considered to improve the
complaints handling process.

8. Compliance Failure to adhere to this policy may result in corrective action, up to
and including disciplinary measures where necessary.
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