Cardinal McKeefry School
Policy Framework

The following documentation outlines the Board’s governance framework and is aligned with the school’s
Charter values.
This document was developed in consultation with the Chairperson (Sarah McGrath) in 2016 and the
Governance Policies were reviewed and adopted by the Board between June 2016 – February 2017. The
existing Operational Policies, which have been regularly reviewed have been amalgamated into this document.
The first review cycle will be completed by December 2019
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Introduction
The Board of Trustees of Cardinal McKeefry School is focused on the ongoing improvement of student progress and
achievement within an environment that provides inclusive education. Refer to the New Zealand Curriculum, the New
Zealand Disability Strategy, and the United Nations Convention on the Rights of Disabled People.
To ensure effective school performance, the Board is committed to maintaining a strong and effective governance
framework that incorporates legislative requirements and good practice.

Governance and Management
The following are the Board’s agreed governance and management definitions which form the basis upon which both the
working relationships and the Board’s policies are developed.
Governance

Management

The ongoing improvement of student progress and achievement is the
Board’s focus.

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]

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 Board and Principal form the leadership, with the role
of each documented and understood. 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 administrative details of the day
to day running of the school.

In developing the above definitions for Cardinal McKeefry School the Board is mindful of the following excerpts from the
Education Act 1989:
Education Act 1989, (Section 75, 72, 76, 65 and 66)
The Education Act 1989 was revised on 13th June 2013 to better reflect the Board’s primary focus of student achievement.
The legal and prime responsibility of Boards of Trustees is determined by Section 75 of the Education Act 1989:
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s.75 Functions and powers of Boards
(1) A school's Board must perform its functions and exercise its powers in such a way as to ensure that every
student at the school is able to attain his or her highest possible standard in educational achievement.
(2) Except to the extent that any enactment or the general law of New Zealand provides otherwise, a school's
Board has complete discretion to control the management of the school as it thinks fit.
s.72 Bylaws –
Subject to any enactment, the general law of New Zealand, and the school's charter, a school's Board may make for the
school any bylaws the Board thinks necessary or desirable for the control and management of the school.
s.76 Principals –
(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) Shall comply with the Board’s general policy directions; and
(b) Subject to paragraph (a), has complete discretion to manage as the Principal thinks fit the school’s day to
day administration.
s.65 Staff
….A Board may from time to time, in accordance with the State Sector Act 1988, appoint, suspend, or dismiss staff.
s66 Delegations
(1) The governing Board of a Board may delegate any of the functions or powers of the Board or the governing
Board, either generally or specifically, to any of the following persons by resolution and written notice to the
person or persons:
(a) a trustee or Trustees:
(b) the Principal or any other employee or employees, or office holder or holders, of the Board:
(c) a committee consisting of at least 2 persons, at least 1 of whom is a trustee:
(d) any other person or persons approved by the Board's responsible Minister:
(e) any class of persons comprised of any of the persons listed in paragraphs (a) to (d).
In order to carry out effective governance of the school the Board has developed the following policy framework:
Part 1
Our Mission
Our Vision
Our Values
Principles

The Charter
In recognising the uniqueness of each child, we work towards development of our students on
their spiritual and learning journeys.
Christian Values – Future Focussed – Love of Learning
Spirituality – living in the presence of God
Respect for self, others and the environment
Personal Success – being the best you can be
High Expectations – Learning to Learn
Reflect needs – involve stakeholders – incorporate new methods & technologies – success for
all.
Treaty of Waitangi – Cultural Diversity – Inclusion
All students are valued and succeed – Tikanga and Te Reo are evident – cultural diversity is
valued.
Community Engagement – Coherence – Future Focus
Relationship between home and school is strong – ongoing learning relates to life resilience and
adaptability are key – new methods and technologies are explored and applied
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Māori dimensions
and
Cultural Diversity

Te Tiriti o Waitangi with its embedded concepts of protection, participation and partnership,
is becoming more formally acknowledged in a number of ways within the school. Our kawa, our
practices around karakia and gathering link to Tikangi Māori.
Partnership: requires that we work together with families to ensure our Māori students’ rights
are respected and protected and that all our students develop inclusive, collaborative practices
and have a sense of self-worth.
Participation: requires that we give our students opportunities to develop an awareness of and
an understanding of Te Mana o Te Aotearoa, New Zealand’s heritage. Staff and students are
encouraged to develop and use knowledge and understanding of Tikanga Māori and Te Reo
Māori thus fostering awareness and understanding of expectations of the Treaty. Our students
have some opportunity to use Te Reo Māori and to hear it spoken. We are developing
confidence to introduce more into our school day and programmes, and investigating, in
consultation with our Māori families, the introduction of more specific language and tikanga
programmes for the future. We would respond positively and take reasonable steps to support
any families who requested their child/ren be able to access Te Reo me ona Tikanga Māori at
school.
Protection: requires us to ensure inclusive practices with all our students and to ensure that our
Māori and Pasifika students, as well as those from other ethnic group aspire and achieve.
We commit to encourage and develop environmental awareness and sustainable practices in
everyday living.
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Part 2

Governance Policy
These governance policies outline how the Board will operate and set standards and performance expectations that
create the basis for the Board to monitor and evaluate performance as part of its ongoing monitoring and review cycle.
(See 3 year review programme).
1. Board Roles and Responsibilities Policy
The Board of Trustees’ key areas of contribution are focused on four outcome areas:
Representation
Leadership
Accountability
Employer Role
The Board
1.

The Standards

Sets the strategic direction and long-term plans and 1.1
monitors the Board’s progress against them
1.2
1.3
1.4
1.5

2.

Monitors and evaluates student progress and
achievement

2.1
2.2
2.3

3.

The Board leads the annual charter review process
The Board sets/reviews the strategic aims by Cardinal
McKeefry School.
The Board approves the annual plan and targets and
ensures the Charter is submitted to the Ministry of
Education (MoE) by 1 March each year
Regular Board meetings include a report on progress
towards achieving strategic aims
The Charter is the basis for all Board decision making
The Board approves an annual review schedule covering
curriculum and student progress and achievement reports
Reports at each regular Board meeting, from Principal, on
progress against annual plan, highlight risk/success
Targets in the annual plan are met, the curriculum policy
is implemented and there is satisfactory performance of
curriculum priorities

Protects the special character of the school
(Special character schools)

3.1

4.

Appoints, assesses the performance of and
supports the Principal

4.1

Principal’s performance management system in place and
implemented

5.

Approves the budget and monitors financial
management of the school

5.1
5.2

Budget approved by the first meeting each year
Satisfactory performance of school against budget

6.

Effectively manages risk

6.1
6.2

The Board has an effective governance model in place
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

3.2

6.3
6.3

7.

Ensures compliance with legal requirements

7.1

Special character is obviously considered in all Board
decisions
Special character report is included at every Board
meeting as part of the Principal’s report

New members have read and understood the governance
framework including policies, the school charter, Board
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The Board

The Standards

7.2

7.3
7.4
7.5
8.

Ensures Trustees attend Board meetings and take
an active role

8.1
8.2
8.3
8.4

9.1
9.2

induction pack and requirements and expectations of
Board members
New and continuing members have kept aware of any
changes in legal and reporting requirements for the
school. Board has sought appropriate advice when
necessary
Accurate minutes of all Board meetings, approved by
Board and signed by chair
Individual staff/student matters are always discussed in
public excluded session
Board meetings have a quorum
Board meetings are effectively run
Trustees attend Board meetings having read Board
papers and reports and are ready to discuss them
Attendance at 80% of meetings (min.)
No unexplained absences at Board meetings (3
consecutive absences without prior leave result in
immediate step down) Refer Education Act 1989, s104 (1)
(c)

9.

Approves major policies and programme initiatives

10.

Fulfils the intent of the Treaty of Waitangi by valuing 10.1
and reflecting New Zealand’s dual cultural heritage
10.2

The Treaty of Waitangi is obviously considered in Board
decisions
The Board, Principal and staff are culturally responsive
and inclusive

11.

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

Becomes and remains familiar with the broad
employment conditions which cover employees (i.e. Staff
employment agreements and arrangements)
Ensures there are personnel policies in place and that
they are adhered to e.g. Code of Conduct
Ensures there is ongoing monitoring and review of all
personnel policies

11.1
11.2
11.3

Approve programme initiatives as per policies
The Board monitors implementation of programme
initiatives

12.

Deals with disputes and conflicts referred to the
12.1
Board as per the school’s concerns and complaints
procedures

Successful resolution of any disputes and conflicts
referred

13.

Represents the school in a positive, professional
manner

13.1

Code of behaviour adhered to

14.

Oversees, conserves and enhances the resource
base

14.1

Property/resources meet the needs of the student
achievement aims

15.

Effectively hands over governance to new
Board/Trustees at election time

15.1

New Trustees provided with governance manual and
induction
New Trustees fully briefed and able to participate
following attendance at an orientation programme
Appropriate delegations are in place as per s66 Education
Act
Board and Trustees participate in appropriate
professional development

15.2
15.3
15.3
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CARDINAL MCKEEFRY SCHOOL PROGRAMME OF SELF-REVIEW

TERM ONE
YEAR 1 2017

YEAR 2 2018

YEAR 3 2019

MEETING 1 FEB Elect Chair (Strat. Goal 5 NAG 6)

MEETING 1 FEB Elect Chair (Strat. Goal 5 NAG 6)

MEETING 1 FEB Elect Chair (Strat. Goal 5 NAG 6)

Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2, 2a)
Cardinal McKeefry Curriculum Targets 2017
Variance Repot, Confirm Charter update (inclu Nat Standards,
Strategic Plan) Approval to send to MoE (Strat Goal 5 .2-.5)
Meeting of Staff and BoT during Week 2 to Review Strategic Plan.

Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2,2a)
Cardinal McKeefry Curriculum Targets 2018
Variance Repot, Confirm Charter update (inclu Nat Standards,
Strategic Plan) Approval to send to MoE (Strat Goal 5 .2-.5)
Meeting of Staff and BoT during Week 2 to Review Strategic Plan.

Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2, 2a)
Cardinal McKeefry Curriculum Targets 2019
Variance Repot, Confirm Charter update (inclu Nat Standards,
Strategic Plan) Approval to send to MoE (Strat Goal 5 .2-.5)
Meeting of Staff and BoT during Week 2 to Review Strategic Plan.

Regular Review
Policy (Strategic Goal 5)
Classroom Release Time p 39
Alcohol at School Functions and Fundraising events p 52
Delegations to the Principal pp 34-36

Regular Review
Policy (Strategic Goal 5)
Classroom Release Time p 39
Delegations to the Principal pp 34-36

Regular Review
Policy (Strategic Goal 5)
Classroom Release Time p 39
Delegations to the Principal pp 34-36

Budget Approved (Strategic Goal 5 NAG 6)

Budget Approved (Strategic Goal 5 NAG 6)

Budget Approved (Strategic Goal 5 NAG 6)
MEETING 2 MARCH Accounts to Auditor (Strat. Goal 5 NAG
6)

MEETING 2 MARCH Accounts to Auditor (Strat. Goal 5 NAG
6)

MEETING 2 MARCH Accounts to Auditor (Strat. Goal 5 NAG
6)

Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

Regular Review
Curriculum
Strategic Goal 2.4 & 2.10 3.9 (NAG 1, 2, 2a) Special Education
Report
Policy (Strategic Goal 5 NAG 6)
Staff Leave p 38
Financial Planning p 40
Privacy p 53

Regular Review
Curriculum
Strategic Goal 2.4 & 2.10 3.9 (NAG 1, 2, 2a) Special Education
Report
Policy (Strategic Goal 5 NAG 6)
Finance p 40
Theft And Fraud Prevention p 41
Cash Management p 42

Regular Review
Curriculum
Strategic Goal 2.4 & 2.10 3.9 (NAG 1, 2, 2a) Special Education
Report
Policy (Strategic Goal 5 NAG 6)
Health and Safety p 47

Budget Monitor (Strategic Goal 5 NAG 6)

Budget Monitor(Strategic Goal 5 NAG 6)

Budget Monitor (Strategic Goal 5 NAG 6)

TERM TWO
YEAR 1 2017

YEAR 2 2018
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MEETING 1 MAY Financial Annual Report Approved and
Sent to MoE and Proprietor.
(Strat. Goal 5 NAG 6) Camp Event Proposal and
approval

MEETING 1 MAY Financial Annual Report Approved and
Sent to MoE and Proprietor.
(Strat. Goal 5 NAG 6)

MEETING 1 MAY Financial Annual Report Approved and Sent to MoE
and Proprietor.
(Strat. Goal 5 NAG 6) Camp Event Proposal and approval

Strategic Review Goal 1 Catholic Character (NEG 1,4,10
NAG 2a,b, Nag 5a)Pastoral Care

Strategic Review Goal 1 Catholic Character(NEG 1,4,10 NAG 2a,b, Nag
5a) Catholic Character Review TBC
Regular Review
Strategic Goal 2 Curriculum and 3 Student Achievement Technology
Policy (Strategic Goal 5)
Child Protection including procedure on reporting disclosure pp 49-51
Personal p 36
Appointments Policy p 37 and procedures p 57-62

Budget Monitor (Strategic Goal 5 NAG 6)

Regular Review
Strategic Goal 2 Curriculum and 3 Student Achievement
Science
Strategic Goal 4 Parents Parish wider community4.4., 4.5
Community Consultation Feedback – priority groupings
Maori, Pasifika
Policy (Strategic Goal 5)
Community Funding p 43
Sensitive Expenditure p 44
Credit Card p 45

MEETING 2 JUNE – Nat Standards Parent Reporting, 1
July Roll Return (Strat. Goal 5 NAG 6)

Budget Monitor (Strategic Goal 5 NAG 6)
MEETING 2 JUNE – Nat Standards Parent Reporting, 1
July Roll Return (Strat. Goal 5 NAG 6)

MEETING 2 First meeting of New BOT – Elect Chair
Nat Standards Parent Reporting, 1 July Roll Return (Strat. Goal 5 NAG 6)

Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 1

Strategic Review Goal Review 3 Student
Achievement(NAG 1, 2, 2a) Curriculum Target 1

Strategic Review Goal Review 3 Student Achievement(NAG 1, 2, 2a)
Curriculum Target 1

Regular Review
Strategic Goal 3 Student Achievement Yr4-8 Mid-Year Nat
Stan

Regular Review
Strategic Goal 3 Student Achievement Yr4-8 Mid-Year Nat
Stan
Policy
Segregation of Financial responsibilities p 56

Regular Review
Strategic Goal 3 Student Achievement Yr4-8 Mid-Year Nat Stan
Policy
Governance Policy 1-7 pp 9-17

Strategic Review Goal 1 Catholic Character(NEG 1,4,10
NAG 2a,b, Nag 5a) Special Character
Regular Review
Strategic Goal 3 Student Achievement Gifted and Talented
Education
Policy (Strategic Goal 5)
Asset Protection p 46
Prevention Of Vandalism, Burglary And Other Risks p 46
Property Management Policy p 47

Policy
Complaints p 54
Legal Responsibilities p 53
Budget Monitor (Strat. Goal 5 NAG 6)

Budget Monitor (Strategic Goal 5 NAG 6)

Budget Monitor (Strat. Goal 5 NAG 6)

Budget Monitor (Strat. Goal 5 NAG 6)

TERM THREE
YEAR 1

YEAR 2 2018

YEAR 3

MEETING 1 July
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 2

2017

MEETING 1 July
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 2

MEETING 1 July
Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a) Curriculum
Target 2

Regular Review
Strategic Goal 4 Parents Parish wider community4.4., 4.5
Review of Reporting

Regular Review
Strategic Goal 6 Property, Facilities and Development of the
School

Regular Review
Strategic Goal 4 Parents Parish wider community4.4., 4.5 TBC
Attendance report
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Attendance report
Policy
HR – resources Check list 1
Budget Mid- year review (Strat. Goal 5 NAG 6)
MEETING 2 August
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) ) Curriculum Target 3
Regular Review
Strategic Goal 2 Curriculum and 3 Student Achievement
Strategic Goal 5. 7 Performance Management System
Policy (Strat. Goal 5)
Health and Safety- Camp RAMS etc
Equal Employment Opportunities p 38
Budget Monitor (Strat. Goal 5 NAG 6)
MEETING 3 September
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 1
Regular Review
Strategic Goal 6 Property, Facilities and Development of the
School
Policy
Staff Meetings p 55
HR – resources Check list 2
Budget Monitor (Strat. Goal 5 NAG 6)

Attendance report
Policy
Attendance Procedure p 62
HR – resources Check list 1
Budget Mid- year review (Strat. Goal 5 NAG 6)
MEETING 2 August
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 3
Regular Review
Strategic Goal 2 Curriculum and 3 Student Achievement
Strategic Goal 5. 7 Performance Management System
Policy (Strat. Goal 5)
Sun Smart Policy p 48
Budget Monitor (Strat. Goal 5 NAG 6))

Policy (Strat. Goal 5)
Governance Policy 8-14 pp 17-21
Budget Mid- year review (Strat. Goal 5 NAG 6)
MEETING 2 August
Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a) Curriculum
Target 3
Regular Review
Strategic Goal 2 Curriculum and 3 Student Achievement
Strategic Goal 5. 7 Performance Management System
Policy (Strat. Goal 5)
Health and Safety- Camp RAMS etc
Governance Policy 15-20 pp 21-30

MEETING 3
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) Curriculum Target 1

Budget Monitor (Strat. Goal 5 NAG 6)
MEETING 3
Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a) Curriculum
Target 1

Regular Review
Strategic Goal 2 Curriculum 2.9 PE and Health
Consultation
Policy
Hospitality Policy p 51
Budget Monitor (Strat. Goal 5 NAG 6)

Regular Review
Strategic Goal 6 Property, Facilities and Development of the School
Policy
Curriculum Delivery Policy p 33
Staff Leave pg 38
Budget Monitor (Strat. Goal 5 NAG 6)

TERM FOUR
YEAR 1 2017

YEAR 2

MEETING 1 OCTOBER Succession Planning
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) ) Curriculum Target 2, Curriculum Target 3

MEETING 1 OCTOBER Succession Planning

MEETING 1 OCTOBER Succession Planning

Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a) ) Curriculum Target 2, Curriculum Target 3

Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a) ) Curriculum
Target 2, Curriculum Target 3

Regular Review
Strategic Goal 6 Property, Facilities and Development of the
School

Regular Review
TBC
Policy
Alcohol at School Functions and Fundraising events pg 52
Property Management Policy p 47

Regular Review
TBC
Policy
Budget Draft 2018(Strat. Goal 5 NAG 6)

2018

Policy
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Budget Draft 2019 (Strat. Goal 5 NAG 6)

Budget Draft 2020 (Strat. Goal 5 NAG 6)

MEETING 2 November Nat Standards Parent Reporting,
Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2, 2a)
Cardinal McKeefry Curriculum Draft Targets 2018
Draft Variance Repot,
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

MEETING 2 November Nat Standards Parent Reporting,
Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2, 2a)
Cardinal McKeefry Curriculum Draft Targets 2018
Draft Variance Repot,
Strategic Review Goal 3 Student Achievement(NAG 1, 2,
2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

MEETING 2 November Nat Standards Parent Reporting,
Strategic Review Goal 2 and 3 Curriculum (NAG 1, 2, 2a)
Cardinal McKeefry Curriculum Draft Targets 2018
Draft Variance Repot,
Strategic Review Goal 3 Student Achievement(NAG 1, 2, 2a)
Targets 1/2/3
Year 3-8 PAT Mathematics
Year 3-8 STAR

Regular Review
Strategic Goal 3 Student Achievement Yr1-8 National
Standards Judgements.
Property Annual Plan

Regular Review
Strategic Goal 3 Student Achievement Yr1-8 National
Standards Judgements.
Property Annual Plan

Regular Review
Strategic Goal 3 Student Achievement Yr1-8 National Standards Judgements.
Property Annual Plan

Budget, Cashflow, Assest Register, Job Description, Performance Agreements. Staff Appraisal, Staff Professional Development Plan, School Annual Plan,
Property Maintenance Plan, Annual Goals, Variance Report (NAG 1,2,3,4,5,6,7)
These will be covered during each year however this list provides a further check.
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2. Responsibilities of the Principal Policy
The Principal is the professional leader of the school and the Board’s chief executive working in partnership with the Board of
Trustees. The Principal shall not cause or allow any practice, activity or decision that is unethical, unlawful, and imprudent or which
violates the Board’s Charter or expressed values or commonly held professional ethic.
Alongside their professional role, the Principal’s key contribution to day-to-day management of the school is as per the
management definition in the introduction to this governance manual.
The Principal is responsible for overseeing the implementation of Board policy including the Charter. Reference in documentation
to the school, management and staff is to be read as “Principal” for responsibility for implementation. From time to time the chair of
the Board acting within delegated authority may issue discretions in policies of the school, in minutes of the Board, or by written
delegation.
The responsibilities of the Principal are to:
1. Meet the requirements of the current job description
2. Meet the requirements of their employment agreement including the 4 areas of practice from the Principals’ Professional
Standards
3. Act as the educational leader and day to day manager of the school within the law and in line with all Board policies
4. Participate in the development and implementation of their annual performance agreement, and participate in their annual
review process
5. Develop, seek Board approval of, and implement an annual plan that is aligned with the Board’s strategic plan, meets
legislative requirements and gives priority to improved student progress and achievement.
6. Use resources efficiently and effectively and preserve assets (financial and property).
7. Put good employer policies into effect and ensure there are effective procedures/guidelines in place.
8. Allocate pay units for appropriate positions.
9. Ensure effective and robust performance management systems are in place for all staff which include performance
management reviews, attestations for salary increases and staff professional development
10. Employ, deploy and terminate relieving and non-teaching staff positions.
11. Employ teaching staff as per the appointments policy.
12. Communicate with the community on operational matters where appropriate.
13. Refrain from unauthorised public statements about the official position of the Board on controversial social, political,
and/or educational issues
14. Keep the Board informed of information important to its role.
15. Report to the Board as per the boards reporting policy requirements.
16. Act as Protected Disclosures Officer and ensure procedures are in place to meet the requirements of the Protected
Disclosures Act 2000
17. Act as, on behalf of the board, as the Privacy Officer.
Only decisions made by the board acting as a board are binding on the principal unless specific delegations are in place.
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 with expectations documented in the relationship policy. All parties work to ensure “nosurprises”.
The principal is not restricted from using the expert knowledge of individual board members acting as community experts.
Review schedule: Triennially
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3. Disciplinary Process in Relation to the Principal Policy
In the event the board receives a complaint regarding the principal or determines that policy violation(s) may have occurred in the
first instance the board will consider whether this may be dealt with in an informal manner (as per the employment agreement
provisions that apply to the principal). Where the board considers the degree and seriousness of the concern or violation(s)
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.
Review schedule: Triennially

4. Principal Professional Expenses Policy
A budget for professional expenses and for professional development will be established annually in accordance with the
principal’s professional development plan contained in their performance agreement and be included in the budget. Spending
within budget is with the approval of the board. Any overseas trips for professional development must be approved by the board of
trustees at least one term in advance of the event.
Professional development expenses may include but are not confined to: continuing education, books and periodicals, mentoring,
and attendance at professional conferences.
Review schedule: Triennially

5. Reporting to the Board Policy
The principal reports to the board as a whole and keeps it informed of the true and accurate position of the outcomes of curriculum;
teaching and learning; financial position; and all matters having real or potential legal considerations and risk for our school. Thus
the board is supported in its strategic decision-making and risk management by also requiring the principal to submit any
monitoring data required in a timely, accurate and understandable fashion. Therefore, the principal must ensure that they:
1. Inform the board of significant trends, implications of board decisions, issues arising from policy matters or changes in the
basic assumptions upon which the board’s strategic aims are based.
2. submit written reports covering the following management areas for each board meeting:
 principal’s management report including:
i. Strategic Aim Report
ii. Personnel Report
iii. Finance Report
iv. Variance Report
v. Key Performance Indicators
and,
 the coordination and approval of the following reports:
i. Student Progress and Achievement Report
ii. Curriculum Report
3. inform the board in a timely manner of any significant changes in staffing, programmes, plans or processes that are under
consideration
4. submit any monitoring data required in a timely, accurate and understandable fashion
5. report and explain financial variance against budget in line with the board’s expectations
6. report on the number of stand-downs, suspensions, exclusions and expulsions on a per meeting basis
7. report and explain roll variance against year levels and reasons on a per meeting basis
8. present information in a suitable form – not too complex or lengthy
9. inform the board when, for any reason, there is non-compliance of a board policy
10. recommend changes in board policies when the need for them becomes known
11. highlight areas of possible bad publicity or community dis-satisfaction
12. coordinate management/staff reports to the board and present to the board under the principal’s authority
13. regularly report on the implementation of the annual plan and progress towards meeting student achievement targets
14. report on any matter requested by the board and within the specified timeframe
Review schedule: Triennially
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6. Trustees’ Code of Behaviour Policy
The board is committed to ethical conduct in all areas of its responsibilities and authority. Trustees shall:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Maintain and understand the values and goals of the school
Protect the special character of the school
Ensure the needs of all students and their achievement is paramount
Be loyal to the school and its mission
Publicly represent the school in a positive manner
Respect the integrity of the principal and staff
Observe the confidentiality of non-public information acquired in their role as a trustee and not disclose to any other
persons such information that might be harmful to the school
Be diligent and attend board meetings prepared for full and appropriate participation in decision making
Ensure that individual trustees do not act independently of the board’s decisions
Speak with one voice through its adopted policies and ensure that any disagreements with the board’s stance are
resolved within the board
Avoid any conflicts of interest with respect to their fiduciary responsibility
Recognise the lack of authority in any individual trustee or committee/working party of the board in any interaction with the
principal or staff
Recognise that only the chair (working within the Board’s agreed chair role description or delegation) or a delegate
working under written delegation, can speak for the Board
Continually self-monitor their individual performance as Trustees against policies and any other current Board evaluation
tools
Be available to undertake appropriate professional development

I, ____________________, have read and understood this Code of Behaviour Policy and agree to follow and abide by it to the best
of my ability.
Signature:
Date:
Review schedule: Triennially
7. Trustee Remuneration and Expenses Policy
The Board has the right to set the amount that the chair and other Board members are reimbursed for attendance at Board
meetings in recognition that these fees cover the expense of attending Board meetings. The Principal, as a member of the Board is
entitled to the same payment as all other Trustees except the chair. Currently at Cardinal McKeefry School:
1 The chair receives $75.00 per Board meeting
2 Elected Board members receive $55.00 per Board meetings
3 There is no payment for working group/committee meetings
4 Attendance fees are non-taxable within the agreed non-taxable amounts of $605 annually for Trustees and $825 for the
chair
5 Attendance costs for professional development sessions will be met by the Board of Trustees. Prior approval must first be
sought
6 All other reimbursements are at the discretion of the Board and must be approved prior to any spending occurring
Review schedule: Triennially

8. Conflict of Interest Policy
The standard of behaviour expected at Cardinal McKeefry School is that all staff and Board members 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.
The purposes of this policy are to protect the integrity of the school decision-making process, to ensure confidence in the school’s
ability to protect the integrity and reputations of Board members and meet legislative requirements. Upon or before election or
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appointment, each person will make a full, written disclosure of interests, relationships, and holdings that could potentially result in
a conflict of interest. This written disclosure will be kept on file and will be updated as appropriate.
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 associates 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 question.
Review schedule: Triennially

9. Chair’s Role Description Policy
The chair of Cardinal McKeefry School safeguards the integrity of the Board’s processes and represents the Board of Trustees to
the broader community. The chair ensures that each trustee has a full and fair opportunity to be heard and understood by the other
members of the Board in order that collective opinion can be developed and a Board decision reached. The Board’s ability to meet
its obligations and the plans and targets it has set are enhanced by the leadership and guidance provided by the chair.
The Chair:
1. Is elected at the first Board meeting of the year except in a triennial trustee election year where it shall be at the first
meeting of the Board*
2. Welcomes new members, ensures that the conflict of interest disclosure is made and the code of behaviour is understood
and signed, and leads new trustee induction
3. Aassists Board members' understanding of their role, responsibilities and accountability including the need to comply with
the Trustees’ Code of Behaviour policy
4. Leads the Board members and develops them as a cohesive and effective team
5. Ensures the work of the Board is completed
6. Ensures they act within Board policy and delegations at all times and do not act independently of the Board
7. Sets the Board's agenda and ensures that all Board members have the required information for informed discussion of the
agenda items
8. Ensures the meeting agenda content is only about those issues which according to Board policy clearly belong to the
Board to decide
9. Effectively organises and presides over Board meetings ensuring that such meetings are conducted in accordance with the
Education Act 1989, the relevant sections of the Local Government Official Information and Meetings Act 1987 and any
relevant Board policies*
10. Ensures interactive participation by all Board members
11. Represents the Board to external parties as an official spokesperson for the school except for those matters where this
has been delegated to another person/s and is the official signatory for the annual accounts*
12. Is responsible for promoting effective communication between the Board and wider community including communicating
appropriate Board decisions
13. Establishes and maintains a productive working relationship with the Principal
14. Ensures the Principal’s performance agreement and review are completed on an annual basis
15. Ensures concerns and complaints are dealt with according to the school’s concerns and complaints procedures
16. Ensures any potential or real risk to the school or its name is communicated to the Board. This includes any concern or
complaint
* Legislative Requirement
Review Schedule: Annually in November or prior to meeting when chair is elected
10. Staff Trustee Role Description Policy
The staff trustee fulfils legislative requirements relating to Board composition. The role of the staff trustee is to bring a staff
perspective to Board decision making and discussion.
As a trustee the staff trustee has an obligation to serve the broader interests of the school and its students and has equal voice,
vote, standing and accountabilities as all other Trustees.
Staff Trustee accountability measure

Standard

1.

1.1

To work within the Board’s Charter

The Charter is obviously considered in Board decisions
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2.

To abide by the Board’s governance and
operational policies

2.1

The staff/student trustee has a copy of the Governance
Manual and is familiar with all Board policies

3.

The staff trustee is first and foremost a trustee and
must act in the best interests of the students at the
school at all times.

3.1
3.2

The staff/student trustee is not a staff/student advocate
The staff/student trustee does not bring staff/student
concerns to the Board

4.

The staff trustee is bound by the Trustee Code of
Behaviour

4.1

The staff/student trustee acts within the code of
behaviour

5.

It is not necessary for the staff trustee to prepare a
verbal or written report for the Board unless
specifically requested to from the Board

5.1

No regular reports received unless a request has been
made by the Board on a specific topic.

Review schedule: Triennially
11. The Relationship between the Board and the Principal Policy
The performance of the school depends significantly on the effectiveness of this relationship and as such a positive, productive
working relationship must be developed and maintained. The Board and the Principal form the leadership team and as such clear
role definitions have been developed. The Responsibilities of the Principal and Responsibilities of the Board policies along with the
Board’s agreed Code of Behaviour should be read alongside this policy.
1.
2.
3.
4.
5.

This relationship is based on mutual respect, trust, integrity and ability.
The relationship must be professional.
The Principal reports to the Board as a whole rather than to individual Trustees.
Day to day relationships between the Board and the Principal are delegated to the chair.
All reports presented to the Board by the staff (unless specifically requested by the Board) arrive there with the Principal’s
approval and the Principal is accountable for the contents.
6. There are clear delegations and accountabilities by the Board to the Principal through policy.
7. The two must work as a team and there should be no surprises.
8. Neither party will deliberately hold back important information.
9. Neither party will knowingly misinform the other.
10. The Board must maintain a healthy independence from the Principal in order to fulfil its role. The Board is there to critique
and challenge the information that comes to it, acting in the best interests of students at the school.
11. The Principal should be able to share their biggest concerns with the Board.
Review schedule: Annually

12. Principal’s Performance Management Policy
It is the policy of the Cardinal McKeefry School Board of Trustees to establish a performance agreement with the Principal each
year* and review the Principal’s performance on an annual basis with the objective of ensuring that every student at the school is
able to attain his or her highest possible standard in educational achievement.
1.
2.
3.
4.
5.
6.

The review process will occur annually, providing a written record of how the Principal has performed as per the terms of the
performance agreement and identifying professional development needs.
The Principal’s performance will be formally reviewed on an annual basis by duly delegated member(s) of the Boards and
optionally, at the Board’s choice, an independent consultant who specialises in education.
Those delegated or contracted to perform the review process shall have written formalised instructions specifying the
responsibilities of the role.
There will be three interim reviews, one per each term preceding the annual formal review, between the Principal and chair
or delegate(s) to discuss progress.
The Principal will be reviewed on the criteria set forth in the performance agreement: performance objectives, professional
standards, learning and development objectives and fulfilment of additional duties which require concurrence payment.
If the Principal and the Board disagree on the performance objectives, the Board, after considering the Principal’s input, will
amend the disputed objectives or confirm the unchanged objectives. The Board’s decision will be final.
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7.

The Board chair, delegate(s) and consultant may gather information from staff, parents, or any other relevant members of
the larger school community who can provide feedback on how the Principal has performed. Evidence may include surveys,
self-review, teaching observation (if relevant), interviews, focus groups or documentary evidence.
8. The Principal and delegate(s) will meet for a formal interview to discuss whether the performance agreement has been
satisfied with the Principal given the opportunity to discuss and comment on each criterion before a rating is given. The
results will then be drafted into a report by the delegate(s) and sent to the Principal. The Principal can accept the report or
dispute the report. If the report is disputed, the delegate(s) will consider the Principal’s views before deciding to either
amend the report, in accordance with the Principal’s views, or let the report stand, with the Principal’s comments attached.
9. The chair/delegate(s)/consultant will present the final report/summary back to the Board the result of the review. The
Principal may/may not be present at the presentation and/but will have the opportunity to address the Board. The Principal
will then exit and further discussion may continue among the Board.
10. The Principal will be informed personally and in writing of the final outcome following the report discussion.
11. The performance agreement and results of the review are confidential to the Principal, the Board and their agents unless
both parties agree to wider distribution.
* Legal requirement
Signature
I, __________________________________, have been informed of the performance review policy and procedures of Cardinal
McKeefry School Board.
Signature___________________________________Date___________________________
Review schedule: Triennially

13. The Relationship between the Chair and the Principal Policy
The chair is the leader of the Board and works on behalf of the Board on a day to day basis with the Principal.
The relationship principles are to be read in line with the following:
1. The Board’s agreed governance and management definitions
2. The Board’s Roles and Responsibilities Policy
3. The Responsibilities of the Principal Policy
4. The Chair’s Role Description Policy
5. The Trustees’ Code of Behaviour Policy
Relationship principles:
1. A positive, productive working relationship between the Principal and the chair is both central and vital to the school.
2. This relationship is based on mutual trust and respect.
3. The two must work as a team and there should be no surprises.
4. The relationship must be professional.
5. Each must be able to counsel the other on performance concerns.
6. The chair supports the Principal and vice versa when required and appropriate.
7. There is understanding/acceptance of each other’s strengths and weaknesses.
8. Each agree not to undermine the other’s authority.
9. There is agreement to be honest with each other.
10. Each agree and accept the need to follow policy and procedures.
11. Agree not to hold back relevant information.
12. Agree and understand the chair has no authority except that granted by the Board.
13. Understand that 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.
Review schedule: Annually

14. Meeting Process Policy
The Board is committed to effective and efficient meetings that are focused at a governance level and provide the information the
Board needs to be assured that all policies, plans and processes are being implemented and progressing as planned. Meetings:
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1. Are based on a prepared annual agenda. The agenda preparation is the responsibility of the chair. Sufficient copies of the
agenda of the open (public) session will be posted on the Board of Trustees’ notice Board and available at the meeting
place for the public.
2. Are held with the expectation that Trustees have prepared for them and will participate in all discussions at all times within
the principles of acceptable behaviour.
3. Have the right, by resolution, to exclude the public and news media from the whole or part of the proceedings in
accordance with the Local Government Official Information and Meetings Act. Decisions by the Board are fully recorded
but remain confidential. The Board needs to:
 make the reasons for excluding the public clear
 reserve the right to include any non-Board member it chooses
4.
Can be held via audio, audio and visual, or electronic communication providing:
 all Trustees who wish to participate in the meeting have access to the technology needed to participate, and
 a quorum of members can simultaneously communicate with each other throughout the meeting.
Review schedule: Triennially

15. Meeting Procedure Policy
(an * denotes legislative requirement)
Members of the school community are encouraged to take an active interest in the school and its performance and are welcome to
attend all Board meetings within the Public Attending Board Meetings Procedure (See p. 12).
Board meetings;

General:















Meetings are held as per the triennial review schedule with dates confirmed each December for the following year.
Board minutes will be taken by a non trustee paid on a commercial basis on contract.
The quorum shall be more than half the members of the Board currently holding office.*
Only apologies received from those who cannot be present must be recorded. Trustees who miss three consecutive
meetings without the prior leave of the Board cease to be members. An apology does not meet the requirement of prior
leave. To obtain prior leave a trustee must request leave from the Board at a Board meeting and the Board must make a
decision.*
The chair shall be elected at the first meeting of the year except in the general election year where it will be at the first
meeting of the newly elected Board.*
The chair may exercise a casting vote in the case of equality of votes, in addition to his/her deliberative vote.*
Any Trustees with a conflict or pecuniary interest in any issue shall not take part in any debate on such issues and may be
asked to leave the meeting for the duration of the debate.* A pecuniary interest arises when a trustee may be financially
advantaged or disadvantaged as a result of decisions made by the Board. E.g. Contracts, pay and conditions etc. A conflict
of interest is when an individual trustee could have, or could be thought to have, a personal stake in matters to be
considered by the Board.
Only Trustees have automatic speaking rights.
The Board delegates [and minutes] powers under Sections 15 and 17 of Education Act to the Disciplinary Committee.
The Board delegates [and minutes] authority to the deputy Principal in the times of absence of the Principal.
The amount the chair and other Board members are paid for attendance at Board meetings is set by the Board. Currently the
chair receives $75 per Board meeting and Board members receive $55 per Board meeting. There is no payment for committee
or working party meetings.
Attendance fees are non-taxable within the agreed non-taxable amounts of $605 annually for Trustees and $825 for the chair.

Time of meetings:
 Regular meetings commence at 6:30pm and conclude by 8:30pm.
 A resolution for an extension of time may be moved but will not normally exceed 30 minutes.
 Any business remaining on the agenda at the conclusion of the meeting is transferred to the following meeting.

Special meetings:
 A special meeting may be called by delivery of notice to the chair signed by at least one third of Trustees currently holding
office.

Exclusion of the public:
© NZSTA May 2014 Adapted by Cardinal McKeefry School Board of Trustees 2016/2017

22

 The meeting may, by resolution, exclude the public (going into committee) and news media from the whole or part of the
proceedings in accordance with the Local Government Official Information and Meetings Act unless specifically asked to
stay. The wording to be used in the motion to exclude the public is found in Schedule 2A of that Act. Excluding the public is
most often used to ensure privacy of individuals or financially sensitive issues.*

Public participation:
 The Board meeting is a meeting held in public rather than a public meeting.
 Public participation is at the discretion of the Board.
 Public attending the meeting are given a notice about their rights regarding attendance at the meeting. Public Attending
Board Meetings Procedure (See p. 12).

Motions/amendments:
 A motion is a formal proposal for consideration. All motions and amendments moved in debate must be seconded unless
moved by the chair and are then open for discussion.
 Motions and amendments once proposed and accepted may not be withdrawn without the consent of the meeting
 No further amendments may be accepted until the first one is disposed of
 The mover of a motion has right of reply
 A matter already discussed may not be reintroduced at the same meeting in any guise or by way of an amendment

Tabling documents


When written information is used in support of a discussion, it should be tabled so that it can be examined by those
present. It then forms part of the official record.

Correspondence
The Chair and the Principal should have access to all correspondence kept in a folder in the school office. Correspondence that
requires the Board to take some action should be photocopied/scanned and distributed prior to the meeting. Other correspondence to
be dealt with by the Chair of the Board and the Principal. The Chair and Principal will decide on what gets forwarded to the wider Board.

Termination of debate:
 All decisions are to be taken by open voting by all Trustees present.

Lying on the table


When a matter cannot be resolved, or when further information is necessary before a decision can be made, the matter
can be left unresolved for future discussion.

Points of order


Points of order are questions directed to the chair which require an answer or a ruling. They are not open to debate and
usually relate to the rules for the running of a meeting.

Suspension of meeting procedures:
 The Board’s normal meeting procedures may be suspended by resolution of the meeting.

Agenda:






Agenda items are to be notified to the chair 7 days prior to the meeting
Late items will only be accepted with the approval of the Board and in rare circumstances where a decision is urgent
The order of the agenda may be varied by resolution at the meeting.
All matters requiring a decision of the Board are to be agended as separate meeting items.
All items in the agenda are to carry a recommended course of action and where appropriate be supplemented by supporting
material in the agended documentation.
 The agenda is to be collated with the agenda items placed in the agenda order and marked with the agenda number.
 Papers requiring reading and consideration will not normally be accepted if tabled at the meeting.
 Papers and reports are to be sent to the Board 3 working days before the meeting

Minutes
 The Principal is to ensure that secretarial services are provided to the Board.
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 The minutes are to clearly show resolutions and action points and who is to complete the action.
 A draft set of minutes is to be completed and sent to the chair for approval within 7 working days of the Board meeting
before being distributed to Trustees within 14 working days of the meeting.
Review schedule: Triennially

15.1 Public Attending Board Meetings Procedure
The Board of Trustees welcomes public presence at Board meetings and hopes that members of the public enjoy their time
observing Board meetings.
In order that members of the public understand the rules that apply to then attending Board meetings these procedures will be
provided and followed unless otherwise authorised by the Board.
1
2

Board meetings are not public meetings but meetings held in public.
If the meeting moves to exclude the public (usually this is to protect the privacy of individuals) then you will be asked
to leave the meeting until this aspect of business has been concluded.
Members of the public may request speaking rights on a particular subject that is on the agenda. Preferably this
request has been made in advance. Public participation is at the discretion of the Board.
Speakers shall be restricted to a maximum of 3 minutes each per subject, with a time limit of fifteen minutes per
interest group.
No more than 2 speakers on any one topic.
Speakers are not to question the Board and must speak to the topic.
Board members will not address questions or statements to speakers.
Speakers shall not be disrespectful, offensive, or make malicious statements or claims.
If the chair believes that any of these have occurred or the speaker has gone over time they will be asked to finish.

3
4
5
6
7
8
9

Please note: Members of the public include staff, students and parents of the school who are not Trustees on the Board.
Review schedule: Triennially

15.2 Meeting Agenda
A typical agenda will be as follows.
Board of Trustees Meeting Agenda – date
Policy
Reference:
1.

Led by:

Time:

Administration
1.1 Present
1.2 Apologies
1.3 Declaration of interests

2.

Policy Reference

Decisions
2.1 Strategic decisions made if required
3. Discussions
3.1 Principals Report including ongoing summary of progress to date
in relation to annual plan
3.2 Exploration of special issue or project eg budget, Principal
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performance agreement/appraisal, delegations
4.

Monitoring
4.1 Board discussion
4.2 Expert presentation
4.3 Data analysis
4.4 Exploration of key result area eg goals

4.5 Finance and Audit Report
4.6 Property
5. Identify Agenda Items for Next Meeting
6. Administration
6.1 Confirmation of minutes
6.2 Correspondence
7. Meeting Closure
7.1 Comments on meeting procedures and outcomes
7.2 Preparation for next meeting
Note 1: Any significant correspondence will come to a BoT meeting, this decision is made by the Chair and the Principal. All
other correspondence will be dealt with between the Principal and the Chair.
Note 2: List of current delegations attached to agenda
Review schedule: Triennially

15.3 Evaluation of meeting on [date] chaired by [name]
1

How well did we accomplish the results we expected from this meeting based on the set agenda?
Not at all

1

2

3

4

5

Very well

Comment:
2

How satisfied are you with how the team worked as a group?
Not at all
Very well
1
2
3
4
5
Comment:

3

How satisfied are you with your participation and contribution as an individual?
Not at all

1

2

3

4

5

Very well

Comment:
4

Is there anything that you believe would improve our meeting process?

Name: (Optional)…………………………………………………………………………………………….
Note: Every third meeting will be rated via Google Form
Review schedule: Triennially
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16. Board Induction Policy
The Board is committed to ensuring continuity of business and a smooth transition when Trustees join the Board. Therefore,
1. New Trustees will receive a welcome email on their joining the Board which includes:
 Where and when they can have access to the BoT website
 The suggested date of the induction
 The date of the next Board meeting
 Chair and Principal contact details
2. New Trustees will be issued with access to BOT governance website and Handbook of Catholic Integrated Schools
including copies of the school’s:
 Charter – including the strategic and annual/operational plans
 Policies
 The current budget
 The last ERO report
 The last annual report
 The triennial review programme
 Any other relevant material
3. The chair or delegate will meet with new Board members to explain Board policy and other material in the governance
manual.
4. The Principal and chair or delegate, will brief all new members on the organisational structure of the school.
5. The Principal and the chair will always invite NZSTA to speak to new Board members.
6. New Board members are to be advised of the professional development that is available from NZSTA and other relevant
providers.
7. After three months on the Board, the effectiveness of the induction process is to be reviewed by the chair with the new
members. The review will include the following aspects:

Very welcome
Comment:

Did you feel welcomed onto the Board?
Welcome
Not very welcome


Very timely
Comment:

Did you receive all necessary information in a timely manner?
Timely
Not very timely


Very effective
Comment:

Did you find the induction with Principal and Board chair to be effective?
Effective
Not very effective

Please comment on how we could improve this induction process:

17. Board Review Policy
The performance of the Board is measured by the outcomes from;
 the annual report
 the triennial review programme
 the Education Review Office (ERO) report
 any other means deemed appropriate by the Board
Review schedule: Triennially

18. Committee Policy
Committees will be established if and when deemed necessary. Terms of Reference for Committees will be established as required

Education Act 1989, section 66

Section 66 gives the Board the authority to delegate any of its powers to a special committee, except the power to borrow money.
Refer to Section 66 for further information

Compliance Reporting
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The Principal is responsible for financial reporting and demonstrating budget compliance. Where there is non-compliance,
variances are to be reported to the Board, with recommendations on the actions required to meet compliance.
Date
28 February
31 March
30 April

31 May
30 June
31 August
30 September
31 October
30 November

Finance Committee Annual Calendar
Action Required
Finance committee self review and plan for the year
Annual accounts prepared and forwarded to the auditors.
Annual review of 10-year property plan completed by the
property committee and available as an input document for
budgeting purposes. Note: this should also encompass
normal cyclical maintenance and capital works
Community reporting on financial performance
Ensure any issues raised by the auditor have been
addressed
Annual review of risk management needs and insurances
Annual plan available as an input document for preparation
of the budget
Initial annual budget recommendations submitted to the
Board
Revised annual budget (if required) submitted to the Board
for approval

Review schedule: Triennially

19. Cardinal McKeefry School Delegations List
Date of Minuted
Delegation

16/03/20XX

Personnel
Delegations can be to a
person or a committee.
Committees must have a
minimum of 2 persons, at
least one of whom must be a
trustee.
Kate Reynard DP

Delegated Authority
See individual Committee Terms of
Reference in the Board’s Governance
Manual

Term of Delegation
Note: Delegation ceases at
the date below, by earlier
resolution of the Board, or,
if no date, is ongoing

That the Board directs that, except
where the Board, at its discretion,
otherwise determines, the deputy
Principal or the assistant Principal
shall, in the absence of the Principal
from duty for periods not exceeding 2
weeks and for the full period or
periods of such absence, perform all
the duties and powers of the
Principal.

Notes:
[T] = trustee
Review schedule: Annually
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20. Concerns and Complaints Process

Complaints Policy and Procedures
Cardinal McKeefry School aims to provide the best situation and opportunities for our students to work and learn.
However, there may be occasions when misunderstandings occur or practice does not meet expectations, and a parent
or caregiver wishes to complain.
Managing complaints appropriately and fairly is an important part of our school practice.
Guidelines:
1. When possible, the person making the complaint should first discuss the issue with the person concerned.
For example:




If the concern is with a staff member - with that person
If the concern is with a student – with the class teacher
It is never appropriate for a parent to approach a child other than their own to discuss a complaint

2. If it is not appropriate to have that discussion with the person, or if the issue is not resolved, then the complainant
should arrange a time to discuss the issue with the Principal.
3. If the complainant is still dissatisfied with the outcome of the above, then the complaint should be put in writing and
sent to the Board of Trustees.
4. The Board of Trustees shall directly discuss the complaint with the Principal.
5. The complainant will be informed in writing or in person of the outcome of this meeting.
6. Members of the school community should be made aware, that it is not appropriate to:






Interrupt the work of a class
Complain about particular students in front of others
Complain about particular staff member in front of others
Confront a staff member in front of students or when other people are around
Discuss problems in the community rather than with the appropriate people in the school

In the case of a serious wrongdoing staff should follow the protected disclosures procedure.
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Trustee Register
This register will be updated when any trustee joins or leaves the Board or the Board opts into or out of
mid-term election cycle.
Approved Number of Elected Parent Representatives = 5
Approved Number of Proprietors Representatives = 3
Mid-term election cycle

Yes/No

Date of Board meeting where change was made:

This register is held offline and can be viewed by request at the school office

Note 1: Elected, selected, co-opted, staff trustee, student trustee, proprietor’s appointee, Principal
Note 2: If the Board opts into or out of mid-term election cycle please ensure it is noted here and the MoE are advised
Note 3: Complete form (Appendix F) for informing MoE and NZSTA
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Part 3

Operational Policy - The Board’s expectations in areas it wishes to have some control over

Catholic Character at Cardinal McKeefry School
Cardinal McKeefry School has a specific duty to promote the special Catholic character of the school and to encourage and
support families in the Christian formation of their children.
“ . . . to educate a child is to make a good Christian and a good citizen.” – Marcellin Champagnat

Key factors of Catholic Character at Cardinal McKeefry School:
Spirituality – living in the presence of God
Respect - for self, others and the environment
Personal Success – being the best you can be
Spirituality
 To provide opportunities for staff, students and wider school community to further develop a personal spirituality based
on the practices of the Catholic Church.
Gospel Values
 Gospel values and Catholic Social Teaching underpin our practices and programmes and should be evident in practical
ways in regard to relationships with people and the environment.
 Links to the charisms of the religious orders who have worked in the area are acknowledged as part of this particularly:
presence; simplicity; in the manner of Mary; family spirit; love of work;
 In a school with Marist traditions we aim to help our students:
- Become aware of their personal identity
- Integrate faith and life
- See themselves as having a role to play in the community
- Be transforming agents in their own circumstances
- have the freedom to move into the future with hope
Home School Partnership
 Positive relationships with parents and caregivers are encouraged and underpin success for our students both socially
and academically. Involvement of family in our programmes and activities is highly valued.
School – Parish partnership
 Positive relationships with the Parish and wider pastoral area are to be encouraged. The school will support and
encourage family involvement in parish facilitation of the Sacramental programme and monthly Sunday Liturgies for
children; we will regularly communicate school events to the Parish and wider Pastoral area.
Related documentation and information
Pastoral Care at Cardinal McKeefry School
Reviewed:____________________________
Chairperson of the Board of Trustees
Review schedule: Triennially

December 2014
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Curriculum Delivery Policy
Delivery of the curriculum shall foster student progress and achievement and meet all Board expectations and legislative
requirements. The delivery of a rich, authentic and well-balanced curriculum is essential to ensuring that students at Cardinal
McKeefry School are engaged in and learn from high quality educational opportunities. Therefore the Principal must ensure:

By:

1. achievement of the Charter aims and targets
2. compliance with the National Administration Guidelines
3. there is a focus on the national priority groups of Maori, Pasifika and students with special learning needs in school
planning and reporting
4. that Board approval is sought before changes to the school curriculum requiring increased expenditure or significant
changes to programmes or staffing are made












Developing a collaborative culture that values creativity and imaginative ideas and supports the school’s teaching
staff in the planning, delivery and evaluation of the curriculum
Recognising the principles of the Treaty of Waitangi and the bi-cultural foundations of Aotearoa New Zealand
Reflecting New Zealand’s cultural diversity and valuing the uniqueness of its people, histories and traditions
Teaching the New Zealand Curriculum and the National Catholic Religious Education Curriculum
Employing a variety of learning and teaching styles, strategies and resources as appropriate to the needs of students
Using a range of assessment tools to monitor and report on student progress in relation to National Standards
Reporting regularly on curriculum achievement and development to the Board of Trustees
Making progress and summative reports on National Standards to the Board of Trustees
Encouraging voluntary assistance as appropriate from parents, caregivers and local community to help meet the
curriculum goals
Providing professional development as on-going support to teachers to maintain a sound foundation for curriculum
delivery including pedagogical growth in appreciating the need to identify learning needs, developing student
engagement, processes for differentiation and adapting to various learning styles
Continuing to create opportunities to inform parents about the curriculum.

Reviewed:____________________________
Chairperson of the Board of Trustees

November 2016

Review schedule: Triennially

Schedule Of Financial Delegations
Introduction
1) This Schedule of Delegations sets out those responsibilities that can only be exercised by the Board, the responsibilities
delegated to the chief executive (the Principal), and those responsibilities that the Principal can delegate to specified staff.
2) The purpose of the Schedule is to ensure that the effectiveness of the governance and management of the School is
maintained, to provide an agreed basis by which the School’s executive management can exercise its responsibilities, and
to enable the responsibilities delegated to be monitored. It is the Board’s expectation that delegations made will be properly
exercised and the persons who hold such delegations will be held accountable. If these principles are observed then the
Board can be certain its responsibilities in terms of the Education Act 1989, the Crown Entities Act 2004 and the Financial
Reporting Act 1993 will have been properly fulfilled.
3) If persons who exercise responsibilities on behalf of the Board have any doubts or concerns in the execution of a specific
action the expectation is that they will check with the Treasurer of the Board of Trustees or the Principal. The intention of
this expectation is that should doubt arise in the exercise of a delegated responsibility it is preferable to verify the bona fides
of the intended action rather than make an error of judgement and be held accountable for this.
4) This Schedule does not in itself provide the right to executive management and staff to exercise the responsibilities
delegated. The right to exercise these responsibilities must be set out in a Memorandum of Delegations which sets out the
delegations and is signed by the parties involved. An outline example is set out at the end of this Schedule.
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5) The Principal shall ensure that a copy of each memorandum is safely retained and shall be made available to the Board,
the school’s auditors and officers of any Court hearing a case related to the School’s finances.
Approval
1) This Schedule was unanimously agreed by the Board and approved as a policy document at its meeting held March 2008,
reviewed December 2012, 2015 and 2016.
2) As part of its approval the Board requires the Principal to circulate this Schedule to all staff and for a copy to be included in
the School Policy Manual (copies of which shall be available to all staff). The Board requests that the Principal arrange for
all new staff to be made familiar with this Policy and other policies approved by the Board.
Note: Delegations should be given only by Board resolution, with the nature and conditions of the delegations to be

specified in writing and provided by notice to the delegated person or persons as specified in section 66 of the
Education Act 1989 (delegations).
Reviewed: Triennially
Signed Sarah McGrath

May 2015

Delegations Retained by the Board
1) The Board retains for itself and does not delegate to any executive management or staff position the following
responsibilities:
a) Approval of all operating, capital, cashflow and property maintenance budgets and amendments to these budgets;
b) Commitment of operating expenditure for any invoice in excess of $2,000;
c) The commitment or purchase of capital expenditure;
d) The disposal of fixed assets with a cost price in excess of $2,000;
e) The transfer of money between any Board cheque and term deposit account for a period longer than 12 months;
f)

The appointment of any permanent staff and the salary and terms of conditions on which they are employed which are
in excess of positions funded by Ministry of Education salaries grants;

g) The termination of employment of any paid employee;
h) Formal communication and agreements with the Minister of Education and any other Minister of the Crown or Member
of Parliament;
i)

Responses to the Secretary of Education or any other permanent head of a Government department which was initiated
by a report, written communication, request for information or required declaration received from such persons and
addressed to the Board or Board Chairperson;

j)

Interviews with the media and the distribution of media releases on any matter which involves the School;

k) The initiation of any legal actions and any communications in relation to these actions;
l)

Signature of any formal or legal agreement which is in the name of the School and must involve the Board.

Note: These responsibilities are in addition to those specified in Acts and regulations by which the Board is bound.

Board Delegations to the Principal
1) The Board delegates to the Principal the responsibilities listed below:
a) The day-to-day curriculum and resource management of the school and the achievement of the Government’s key
achievement areas and requirements as specified in official educational policy documents;
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b) The implementation of any other requirements specified by Act of Parliament, the Secretary of Education, any other
permanent head of a Government department, the Catholic Archdiocese of Wellington and for individual and collective
employment contracts;
c) Approval of any orders for goods and services up to the value of $2,000 and provided such an order will not exceed the
Board approved budget allocation for the expenditure item involved;
d) Transfers to at-call deposits of amounts less than $5,000 and for periods less than 12 months;
e) Ordering fixed assets for which the capital expenditure has the prior approval of the Board;
f)

The appointment of part time, relieving and casual staff provided such appointment is within the budget allocation for
this particular person and provided this delegation is not given to any other staff member;

g) Communication with parents, officials, representatives of educational organisations and other firms and organisations
with whom the Principal deals as part of their curriculum and resource management responsibilities.
h) Delegation in writing to specified staff positions of responsibilities according to the format set out below.
Notes:
These responsibilities complement those responsibilities and achievements specified in the Principal’s annual performance
agreement with the Board.
During any absence of the Principal from the School for more than 5 days these delegations shall be exercised by the Deputy
Principal (or Acting Principal) with the separate and prior approval of the Board Chairperson. In such an absence the Acting
Principal shall sign a copy of this Schedule.
Agreement:
I have read and understood this Schedule of Delegations. I accept responsibility for the proper execution of the delegations assigned
to me as Principal and I will exercise these in terms of the requirements set out in the Board’s Schedule of Delegations.
Signed: __________________________ Date: ______________
Name:
__________________________
Principal
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Principal’s Delegations to Specified Positions
NB: This delegation should be prepared as a separate Memorandum of Delegation
With the Board’s delegation to me as Principal and with the Board’s approval for me to delegate to a specified staff position I
delegate to the position of (
) the following responsibilities:
1) Approval of any orders for goods and services up to the value of $500 and provided such an order will not exceed the
Board approved budget allocation for (name of budget item or sub-budget item);
2) [List here any other responsibility within the Principal’s delegation.]
These delegations are to be exercised in terms of the Board’s Schedule of Delegations.
Signed: __________________ Principal
Name: ___________________

Date: __________________

I accept responsibility for the proper execution of the delegations assigned to me as Senior teacher and I will exercise these in
terms of the requirements set out in the Board’s Schedule of Delegations. I acknowledge that I cannot further delegate those
powers delegated to me by the Principal.
Signed: ____________________
Name: ____________________
Position _________________________
Date: ______________________
Note: Two identical copies of this memorandum should be signed with one copy retained on the School’s Delegations File and
the second copy kept by the delegate.

Personnel Policy
The Board delegates responsibility to the Principal on all matters relating to the management of staff in the expectation that
they will be managed in a sound, fair, and respectful manner in accordance with the law, relevant employment agreements and
identified good practice. Therefore, the Principal must ensure:
1. that all employment related legislative requirements are met
2. all employees maintain their rights to personal dignity and safety and ensure that matters are resolved in an
appropriate and fair manner
3. a smoke-free environment is provided
4. that employment records are maintained and that all employees have written employment agreements
5. that performance agreements are established for all staff and that reviews are undertaken annually
6. a suitable professional development programme, which takes into consideration the requirements of the strategic and
annual plans, is provided as part of each employee’s performance agreement
7. Board approval is sought for any requests for discretionary staff leave with pay
8. Board approval is sought for any requests for discretionary staff leave without pay of longer than 4 days
9. Board approval is sought for any requests for staff travelling overseas on school business
10. the Board is advised of any staff absences longer than 5 school days
11. the requirements of the Health and Safety at Work Act 2015 are met
12. Advice is sought as necessary from NZSTA advisors where employment issues arise
Reviewed:____________________________
Chairperson of the Board of Trustees

May 2016

Review schedule: Triennially
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Appointments Policy
RATIONALE
The purpose of appointing teaching and non-teaching staff to positions within the School is to ensure that the provisions of the School’s
Charter, national and local goals are met, objectives are adhered to and that legal staffing requirements are complied with. Of importance
is to ensure that teaching staff, in their teaching and conduct, contribute to the special character of the School. Of equal importance is to
ensure all core and non-core workers at Cardinal McKeefry School have had safety checking completed following the guidelines of best
practice identified in the Vulnerable Children Act 2014
GUIDELINES
1.

In accordance with its desire to be a “good employer”, and having regard to being an equal opportunity employer, the Board
will appoint the applicant most suited to the position, taking into account:
(a)
(b)
(c)
(d)
(e)

2.

experience, qualifications and abilities of the applicant relevant to the position
relevant legislation (Vulnerable Children Act 2014)
the School’s Integration Agreement
the staffing goals and objectives specified in the School’s Charter
any other relevant matters it determines.

The Board will employ NZ registered teachers to teaching positions, retaining however it’s right to employ teachers who are
not registered in those circumstances and under those conditions agreed from time to time with the Education Council, as
appropriate.

APPOINTMENT OF TEACHING STAFF
1.

The Appointments Committee set up by the Board shall contain at least one of the Proprietor’s appointees, a parent
representative and the Principal of the School.

2.

For the purposes of facilitating the appointment of staff, the Board delegates its powers of planning for recruitment and
selection of a preferred applicant for a position, to the Appointments Committee, which will recommend, with reasons, the
preferred applicant to the Board.

3.

All Trustees will respect the confidentiality of every application to this School and its accompanying references, referees,
written and verbal reports.

4.

All permanent teaching appointments, non-teaching appointments, and long-term relieving positions of more than 2 terms,
shall be approved by the Board of Trustees.

5.

All Trustees will accept and support the Board’s final decision on appointments.

6.

The Board will monitor the Appointments Policy.

7.

The appointment procedures to be followed in appointing a Principal, teaching and non-teaching staff to the school follow as
procedural policies which are kept in the procedures section of this document.

CONCLUSION
Cardinal McKeefry School will be staffed by the best personnel available for positions and in accordance with current legislative
requirements.
APPROVED:
_________________
Board Chairperson

REVIEWED:

May 2016
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Equal Employment Opportunities Policy
RATIONALE
The Board of Trustees, in accordance with the requirements under the State Sector Amendment Act 1989, supports the
development and implementation of an equal opportunities (EEO) programme.
The Board recognizes that a commitment to an EEO programme will enhance the educational environment of students as well
as providing fair treatment for all staff, by eliminating discrimination.
The Board recognizes its responsibilities in relation to the maintenance of the special character of the school, the Private
School “Conditional Integration Act 1975 and the School” Integration Agreement.
PURPOSES:
1.
To avoid inequalities and eradicate stereotyped views in employment in the school.
2.
To ensure that all employees and applicants for employment are treated according to their skills, qualifications,
abilities and aptitudes and have equal access to job opportunities and conditions of service.
3.
To recognize the need to identify and eliminate any discriminatory practices and policies.
4.
To recognize the need to provide a non-discriminatory, culturally sensitive and safe working environment for all
staff.
GUIDELINES:
1.
The Board of Trustees will maintain an EEO programme in conjunction with staff, particularly those in the target
groups and their employee organisations.
2.
Features of the EEO programme will include:
- An endeavour to redress any staffing imbalance
- Record of applicants received for positions kept.
- The availability of in-service training for all staff (by setting aside funds for this purpose in the budget).
- An encouragement for all staff to apply for promotion and develop their careers fully (by setting aside funds
in the budget for staff to attend middle and senior management training).
Signed: Duncan Scott
BOT Chairperson

REVIEWED:

30 August 2017

Staff Leave Policy
Rationale:
The granting of leave under the current employees’ awards is a condition of being a good employer. The Board of Trustees
will recognise its obligation to its employees’ conditions of service as outlined in the current Teachers’ Collective Contract.

Purposes:
1.
2.
3.
4.
5.

The Board of Trustees will recognise its obligations as an Equal Employment Opportunities employer.
The Board will follow relevant employment awards.
The Board is responsible for granting leave of over one week’s duration.
The Board will provide consistency in the granting of leave where it is requested as discretionary.
The Board will maintain individual records of all staff leave taken, .and remaining entitlement.

GUIDELINES:
1.
The Board of Trustees will observe the Primary Teachers’ Award Criteria. Leave with pay will be considered by
the Board in accordance with these regulations.
2.
The Board has discretion in granting:
a. special leave
b. special leave without pay
3.
Application for leave will not be unreasonably withheld. All decisions made will be fair, equitable and consistent.
4.
The Principal has authority to approve leave applications up to a duration of one week on full pay, where there is
entitlement. Where the Principal approves leave applications of longer duration, Principal will advise the Board.

© NZSTA May 2014 Adapted by Cardinal McKeefry School Board of Trustees 2016/2017

36

5.
6.
7.
8.

The Principal has the right to approve applications for special leave without pay for periods of up to three weeks.
Special leave provisions will apply to full-time and long-term relieving teachers. The Board will consider
applications for longer periods of special leave.
Except in cases of sudden illness or accident, no teacher shall be absent from duty without the authority of the
Principal. For longer than five working days, a medical certificate or other acceptable documentation shall be
produced.
The Principal retains the sole right of appointment of the required relievers.
Ancillary staff may be granted special leave without pay for any period during the school year on such terms or
conditions as the Board of Trustees may approve.

APPROVED:
Duncan Scott
BOT Chairperson

REVIEWED:

28 April 2017

Review schedule: Triennially

Classroom Release Time Policy
This is an operational policy designed in consultation between the Principal and teaching staff of Cardinal McKeefry School, in accordance
with the requirements of the current Primary Teachers Collective Agreement.
Intent and Purpose
The intent of classroom release is to address teacher workload while maximising benefits for student learning.
The use of classroom release time will be professionally useful for the school’s teaching and learning programmes, the teacher’s
professional growth and the learning needs of students.
Use of Classroom Release Time
This policy contains a list of the main uses for classroom release time in our school. The list may be amended from time to time through
consultation with teachers. The Principal and individual teachers may also, from time to time, agree to other uses.
 Professional Development
 Professional Reading/Research
 Observing colleagues / school visits
 Planning, assessment, evaluation
 Reporting
 Resource development / management
Allocation of Classroom Release Time for 2019
Unless otherwise negotiated with the Principal, each eligible teacher will be allocated:
 Two full days release each term, this release will be provided in most instances by the Principal
Non provision of Classroom Release Time
Where for genuine reason this should arise, the school will:
 Record the reason for non delivery
 Endeavour to reallocate the time
 Review the policy if required
This policy is to be renewed at the start of every school year.

APPROVED: Duncan Scott
BOT Chairperson

REVIEWED:

March 2019

Financial Planning Policy
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The Board of Trustees has overall responsibility for the financial management of the school but delegates the day-to-day
management of the school’s finance’s and budget to the Principal. The Principal is responsible for recommending an annual
operating and capital budget to the Board within the timelines specified by the Board.
Budgeting shall not fail to reflect the annual plan, risk financial jeopardy nor fail to show a generally acceptable level of
foresight.
Thus the budget should:
1. reflect the results sought by the Board
2. reflect the priorities as established by the Board
3. comply where the Board’s requirement is for a balanced budget
4. demonstrate an appropriate degree of conservatism in all estimates
APPROVED:
Duncan Scott
BOT Chairperson

REVIEWED:

4 April 2017

Review schedule: Triennially

Finance Policy
Rationale
In accordance with the National Education Guidelines (in particular NAG 4), and in compliance with the requirements of the
Public Finance Act 1989 and the Education Act, 1989, Cardinal McKeefry School Board of Trustees has a responsibility to
effectively manage the school’s financial resources.
This means:
 allocating available funds to reflect the school’s priorities contained in the Charter, the Strategic Plan and the Annual
Plan
 monitoring and controlling expenditure within an established budget and ensuring the preparation and auditing of
annual accounts
 managing assets
 implementing a property maintenance programme
 safeguarding the assets of the school for future generations of students

Objectives
The Board of Trustees of Cardinal McKeefry School will make every effort to:
 Keep expenditure within budget and report monthly on performance against that budget.
 Ensure all expenditure, and commitment of expenditure, is approved within the Board’s delegations.
 Ensure reports comply with public sector accounting standards, and that the annual financial statements are
presented to the Ministry of Education at the appropriate time.
 Ensure records of all financial transactions are correct and up to date.

Policies and procedures:
In order to meet the above objectives, the Board of Trustees has identified a number of different functions and responsibilities.
Some of these functions and responsibilities have been reserved to the Board, and some of them have been delegated to
other parties. The main parties to whom different functions and responsibilities have been delegated are:
●
The Principal
●
The Board reserves the right to set up a finance committee should the need arise.
The roles and responsibilities retained by the Board as well as those delegated to other persons are outlined within
the overarching Delegations Retained by the Board and Delegations to the Principal on page 32.

THEFT AND FRAUD PREVENTION POLICY
Introduction
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1. The Board accepts that it has a responsibility to protect the physical and financial resources of the School. The Board
has agreed that through Principal, the School has a responsibility to prevent and detect theft and fraudulent actions
by persons who are employed or contracted by the School or who are service recipients of the School. The Board
accepts that any investigation into any theft or fraudulent actions will be conducted in a manner that conforms to the
principles of natural justice and is procedurally just and fair.
2. The Board, therefore, requires the Principal to establish systems and procedures to guard against the actions of theft
and fraud. The Principal is to report such actions to the Board Chairperson as prescribed in the procedures set out
below.
General
3. As preventative measures against theft and fraud the Board requires the Principal to ensure that:
a. The School’s physical resources are kept secure and accounted for.
b. The School’s financial systems are designed to prevent and detect the occurrence of fraud. All such systems
must meet the requirements and standards as set out in the Crown Entities Act 2004 and of generally accepted
accounting practice promulgated and supported by Chartered Accountants Australia & New Zealand.
c. Staff members who are formally delegated responsibility for the custody of physical and financial resources by
the Principal are proven competent to carry out such responsibilities and that such persons are held accountable
for the proper execution of their responsibilities.
d. All staff members are aware of their responsibility to immediately inform the Principal should they suspect or
become aware of any improper or fraudulent actions by staff, suppliers, contractors, students or other persons
associated with the School.
4. In the event of an allegation of theft or fraud the Principal shall act in accordance with the following procedures:
a. Decide to either immediately report the matter to the New Zealand Police or proceed as outlined in this
paragraph.
b. So far as it is possible and within 24 hours:
i.
Record the details of the allegation, the person or persons allegedly involved, and the quantity and/or value
of the theft or fraud.
ii.
Request a written statement from the person who has informed the Principal, with details as to the nature of
the theft or fraud, the time and circumstances in which this occurred, and the quantity and/or value of the
theft.
iii.
Decide on the initial actions to be taken including consulting with the person who provided the information
and, if appropriate, confidentially consulting with other senior members of staff about the person who is the
subject of the allegation.
iv.
Inform the Board Chairperson of the information received and consult with them as appropriate.
c. On the basis of advice received and after consultation with the Board Chairperson, the Principal shall decide
whether a prima facie case of theft or fraud exists. If it is determined that prima facie there is not a case of theft or
fraud, then the Principal shall document this decision and record that in the absence of any reason to investigate
further, no further action is to be taken.
d. The Principal shall then carry out the following procedures:
i.
Investigate the matter further;
ii.
If a prima facie case is thought to exist to continue with their investigation;
iii.
Invoke any disciplinary procedures contained in the contract of employment should the person be a staff
member;
iv.
Lay a complaint with the New Zealand Police;
v.
If necessary, commission an independent expert investigation;
vi.
In the case of fraud, require a search for written evidence of the possible fraudulent action to determine the
likelihood or not of such evidence;
vii.
Seek legal advice; or
viii.
Inform the Manager, National Operations, Ministry of Education local office and/or the school’s auditors.
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e. Once all available evidence is obtained the Principal shall consult the Board Chairperson. The Board
Chairperson may, if they consider it necessary, seek legal or other advice as to what further action should be
taken.
f. If a case is considered to exist the Principal or a person designated by them shall, unless another course of
action is more appropriate:
i.
Inform the person in writing of the allegation that has been received and request a meeting with them at
which their representative or representatives are invited to be present.
ii.
Meet with the person who is the subject of the allegation of theft or fraud and their representatives to explain
the complaint against them.
iii.
Obtain a verbal or preferably a written response (all verbal responses must be recorded as minutes of that
meeting, and the accuracy of those minutes should be attested by all persons present).
iv.
Advise the person in writing of the processes to be involved from this point on.
5. The Board recognises that supposed or actual instances of theft or fraud can affect the rights and reputation of the
person or persons implicated. All matters related to the case shall remain strictly confidential with all written
information kept secure. Should any delegated staff member or any other staff member improperly disclose
information the Principal shall consider if that person or persons are in breach of confidence and if further action is
required. Any action the Principal considers must be in terms of the applicable conditions contained in their contract of
employment and any code of ethics or code of responsibility by which the staff member is bound.
6. The Board affirms that any allegation of theft or fraud must be subject to due process, equity and fairness. Should a
case be deemed to be answerable then the due process of the law shall apply to the person or persons implicated.
7. Any intimation or written statement made on behalf of the School and related to any instance of supposed or actual
theft or fraud shall be made by the Board Chairperson who shall do so after consultation with the Principal and if
considered appropriate after taking expert advice.
Allegations Concerning the Principal or a Trustee
8. Any allegation concerning the Principal should be made to the Board Chairperson. The Chairperson will then
investigate in accordance with the requirements of paragraph 4 of this Policy.
9. Any allegation concerning a member of the Board of Trustees should be made to the Principal. The Principal will then
advise the manager of the local office of the Ministry of Education and commence an investigation in accordance with
the requirements of paragraph 4 of this Policy.
Approval
10. When the Board approved the Policy it was agreed that no variations of this Policy or amendments to it can be made
except by the unanimous approval of the Board.
11. As part of its approval the Board requires the Principal to circulate this Policy to all staff, and for a copy to be included
in the School policy and management folders, copies of which are available for all staff. The school policy folder shall
also be made available to students and parents at their request. The Board requires that the Principal arrange for all
new staff to be made familiar with this Policy and other Board policies.
Reviewed: 30 May 2018
Duncan Scott
Chairperson of the Board of Trustees

Cash Management Policy
Objective
The Board of Trustees has a responsibility to protect the cash resources of the School. The Board has agreed on the
fundamental principles of this Policy, and has delegated responsibility for the implementation and monitoring of this Policy to
the Principal.

Policies And Procedures:
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In order to achieve this objective, the School and its Board of Trustees has developed the following policies and procedures to
be followed in relation to the bank accounts operated by the School.

Cash
When cash amounts are paid at the office the Office Manager records the amount on a spreadsheet, receipts the amount and
records for banking on the appropriate form.
When this is countersigned for banking, it is also to be checked against the spreadsheet.

Internet Banking
When amounts are deposited via internet banking, the Office Manager reconciles these amounts with requests and records
amount of monies received within the Xero accounting system. Receipts are sent if applicable.

Current and Call Deposit Accounts
1. The Board agrees that one cheque account shall be operated for Board general receipts and payments. The
signatories to this cheque account shall be any two of the following:
a. The Board Chairperson
b. the Principal
c. the Deputy Principal or designated Senior Teacher
d. the Office Manager
2. All cheques for operating expenses shall be signed by at least two signatories. Under no circumstances is a cheque
signatory to sign a blank cheque. All cheques, except those for petty cash reimbursements, must be issued as “Not
Transferable – Account Payee Only”.
3. At no time shall the cheque account be operated in overdraft except in accordance with the requirements of the Public
Finance Act 1989.
4. An on-call interest bearing deposit account shall be operated to hold cash resources not currently required for
operating purposes. This account is to be operated by the Principal and Office Manager, with any transactions of
significance reported by the Finance Committee at the next Board meeting.

Investments
5. Investments of School funds may only be made in accordance with the terms of Section 73 of the Education Act
1989. Notwithstanding the requirements of Section 73, no investments may be made in equity stocks or in synthetic
money market products (eg. Forward Rate Agreements and Interest Rate Swaps).
6. Investments may only be made with the authorisation of the Finance Committee.
Signed :Sarah McGrath
May 2015
Chairperson of the Board of Trustees
Reviewed: Triennially

Community Funding Policy
Rationale
Educational programmes and a safe environment are dependent on the adequate provision of resources. In order to provide
these, existing funds need to be supplemented. The Board of Trustees recognises that community fundraising is essential for
the continued purchase of appropriate material for learning programmes for the educational well-being of all students, and for
the enhancement of the school environment.

Objective
The Board of Trustees seeks to obtain community funding to supplement other income to enable the successful education of
our students in a safe and positive environment.

Policies And Procedures
The Board of Trustees will endeavour to raise community funding through direct parent donations, and fundraising activities
co-ordinated by the Parent Teacher Association (PTA) and other sources as appropriate.
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1. The Board of Trustees will set the level of Parent donations each year having regard to the budgeted expenditure
requirements of the school for the coming year and the level of Parent donations set for the previous year. Parents
will be advised early in Term 2 of the level of donation sought and how the funds will be utilised.
2. The Board of Trustees will consult with the PTA to agree on a monetary target which will represent their contribution
to the school’s financial plan for the coming year. The target will be agreed considering the financial needs of the
school and the previous contributions from the PTA through normal fundraising activities. The agreed target will be
incorporated into the School’s annual budget. The Board will endeavour to identify specific projects that the PTA can
target to provide focus for their fundraising. The PTA will keep the Board informed of proposed fundraising ventures
by reporting to each monthly meeting of the Board.
3. The PTA AGM minutes, including statement of accounts, will be presented as part of the Principals Report.
4. The Board of Trustees recognises that individual classes and school groups may undertake minor fundraising
activities, subject to the Principal’s approval. All incoming monies from theses activities must be accounted for
through the PTA treasurer or the school office.
5. The Board of Trustees will report annually to the community on all expenditure as required by the Cardinal McKeefry
School Charter.
6. Any other fundraising activities must be approved by the Board.
Reviewed and approved:_30 May 2018
Duncan Scott
Chairperson of the Board of Trustees

Sensitive Expenditure Policy
Introduction
1. The Board agrees that it has a responsibility to ensure that all expenditure of Board funds is clearly linked to the
business of the school and does not at any time provide unreasonable and personal benefit from those funds to any
individual or group of individuals (staff or students).
2. The Board acknowledges that at times there are expenses which may be considered to be beneficial only to
individuals or small groups of individuals. These may include expenses in relation to travel (especially international
travel), or to koha, gifts and other payments to individuals.
3. The Board has determined that any expenditure which may be considered to be beneficial to individuals or groups of
individuals will be carefully scrutinised before approval and will be supported by appropriate fund raising specific to
that expenditure.
4. Particular reference should also be made to the Board’s travel policy in considering expenditure which may benefit
individuals or groups of individuals.
5. The Board has agreed on the fundamental principles of this Policy, and has delegated responsibility for the
implementation and monitoring of this Policy to the Principal (as the chief executive and the Board’s most senior
employee).

Principles
1. The Board requires the Principal, where expenditure may be beneficial to an individual or group of individuals, to take
account of the following prior to authorising this expenditure:
i.
Does the expenditure benefit student outcomes?
ii.
Does the expenditure represent the best value for money?
iii.
Is it in the budget?
iv.
Could the Board justify this expenditure to a taxpayer, parent or other interested party?
v.
How would the public react if this expenditure was reported by the media?
vi.
Would there be perceived to be any personal gain from this expenditure?
vii.
Does this expenditure occur frequently?
2. Any proposed expenditure which may benefit individuals or groups of individuals will be backed by funds which have
been raised for the purpose. The funds will be raised with a full understanding of their purpose known to those
contributing the funds – such as parents or other funding sources (eg Charities). The funds raised will cover all costs
(including travel and accommodation costs for teachers who may be involved).
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Accounting for expenditure
3. All expenditure which is incurred on behalf of individuals or groups of individuals will be fully accounted for and a

separate income statement for management reporting purposes showing all funds raised and expenditure incurred
will be provided to the Board.

Approval

4. When the Board approved this Policy it agreed that no variations of this Policy or amendments to it can be made
except with the unanimous approval of the Board.
5. A copy of this policy will be included in the School Policy Folder Finance /Property Folder and Staff folder.
Reviewed and approved:_30 May 2018
Duncan Scott
Chairperson of the Board of Trustees Reviewed: Triennially

Credit Card Policy
Introduction
1. The Board agrees that it has a responsibility to ensure that credit card expenditure incurred by the School must
clearly be linked to the business of the School. The Board has agreed on the fundamental principles of this Policy,
and has delegated responsibility for the implementation and monitoring of this Policy to the Principal.
2. The Board requires the Principal, as the chief executive and the Board’s most senior employee, to implement and
manage this Policy. The Principal may, from time to time, further delegate some of their responsibilities, and all such
delegations must be attached as appendices to this policy.
3. This Policy must be read in conjunction with other Board Policies, and the exercising of all authority and
responsibilities conferred under this Policy must be in accordance with the Schedule of Delegations and may not
exceed an individual’s established level of delegated authority.
4. Process for issue of Credit Card
5. The school credit card should only be issued to Principal after being authorised by the Board.
6. The limits set for credit card use should not exceed the overall financial delegation of the cardholder, as set out in the
Schedule of Delegations. Any variations require Board approval.
7. The credit card is to be set up only for credit purchases not for cash withdrawals.
8. The recipient/user of the card must be given a copy of this policy and be required to sign it to signify that they have
read, understood and agreed to it.

Procedures for use of card
9.
10.


11.




The credit card is not to be used for personal expenditure.
The credit card will only be used for:
payment of actual and reasonable travel, accommodation and meal expenses incurred on School business;
purchase of goods related to school business.
All expenditure charged to the credit card should be supported by:
A credit card slip
A detailed invoice or receipt to confirm that the expenses are properly incurred on School business
For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also be a GST
invoice to support the GST input credit
12. The credit card statement should be certified by the cardholder as evidence of the validity of expenditure. The Board
Chair or Treasurer is to sign the statement for approval.
13. All purchases should be accounted for within 5 working days of receiving a credit card statement.

Cardholder Responsibilities






The cardholder should never allow another person to use the card.
The cardholder must keep the pin secure.
The cardholder must only purchase within the credit limit applicable to the card.
The cardholder must notify the credit card company and the school immediately if the card is lost or stolen.
The cardholder must cancel the credit card upon ceasing employment there or at any time upon request by the
Board.
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Approval
14. When the Board approved this Policy it agreed that no variations of this Policy or amendments to it can be made
except with the unanimous approval of the Board.
15. As part of its approval the Board requires that a copy be included in the School Finance and Personnel Manuals.
Reviewed and approved:_30 May 2018
Duncan Scott
Chairperson of the Board of Trustees Reviewed Triennially
Signature Section for Prospective Cardholder
I have read and understood this policy and agree to abide by it.
Principal: _________________

Date: _____________

Asset Protection Policy
Assets may not be unprotected, inadequately maintained or unnecessarily risked. 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 in order to provide a clean, safe, tidy work and learning environment for students and staff.
Accordingly, the Principal must:
1. ensure all Board assets are insured
2. not allow unauthorised personnel or groups to handle funds or school property
3. not subject property and equipment to improper wear and tear or insufficient maintenance or inappropriate use
4. maintain an up to date asset register for all items of furnishing, equipment, text and library books costing more than
$500.00
5. ensure the implementation of the 10 year property maintenance plan
6. engage sufficient property maintenance staff for the school within budget limitations
7. Receive Board approval for maintenance contracts over $5000 for any one contract if the expected cost is in excess
of the agreed approved budget.
8. conduct competitive tenders for all contracting over $2500
9. protect intellectual property, information and files from loss or significant damage or unauthorised access or
duplication
10. not receive, process or disburse funds under controls that are insufficient to meet the Board-appointed auditor’s
standards
11. not invest or hold operating capital in insecure accounts, or in non-interest bearing accounts except where necessary
to facilitate ease in operational transactions
Review schedule: Triennially
Signed: Duncan Scott

REVIEWED:

31 May 2017

Policy For The Prevention Of Vandalism, Burglary And Other Risks
Objective
The Board of Trustees will take precaution to prevent vandalism, burglary and other risks against which the Proprietor insures
the school’s premises and the Board insures the school assets.

Policies and Procedures:
The Board of Trustees will endeavour to minimize the risk of vandalism and burglary. This will require:
1. Priority attention to maintenance issues affecting safety and security of the school premises.
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2. Ensuring procedures that require all doors and windows be securely locked each night and that the security system is
activated.
3. Ensuring that regular checks and monitoring of doors, windows, and the security and fire systems are carried out.
4. Ensuring that a record of all serious incidents at the school is maintained, and ensuring that the incidents are followed
up with the Security Company and the Police as appropriate.
Signed: Duncan Scott

REVIEWED:

31 May 2017

Reviewed Triennially

Property Management Policy
Objective
The Board of Trustees of Cardinal McKeefry School will make every effort to provide a safe, well-maintained and functional
working and learning environment, particularly in accord with requirements of the Health and Safety at Work Act 2015.

Policies and Procedures:
The school and its Board of Trustees will in conjunction with the Proprietor:
1 Develop a 10 year capital works and maintenance programme based on the ongoing needs of the school.
2 Maintain and develop the grounds, buildings and other facilities in a safe, tidy, inviting, clean condition.
3 Ensure that the maintenance of school property as outlined in the 10 Year programme is reflected in the annual
budget.
This will require:
 Surveying and prioritizing the needs of the school, and developing capital works and maintenance programme for
the next 12 month period consistent with the 10 year programme.
 Preparing an annual statement outlining the costs of the capital works and maintenance requirements for the
budget.
 Regularly checking fencing, buildings, and fixed assets so that health and safety issues can be identified and
preventative maintenance undertaken.
4 Maintain furnishing and equipment in a safe and workable condition.
This will require:
 Maintaining the fixed assets register to assist in planning for the ongoing replacement of furnishings and
equipment
 Regularly checking furnishings and equipment to identify items in need of repair or replacement and ensuring
that prompt action is taken to resolve matters arising
 Regularly checking the fire safety equipment in accordance with the Building Warrant of Fitness requirements
 Ensuring regular maintenance checks as required
 Identify hazards and record on the hazard register
5. Ensure property management reflects the school’s health and safety policies and Procedures especially as related to
the Health and Safety at Work Act 2015 and any subsequent legislation.
Signed: Duncan Scott

REVIEWED:

31 May 2017

Reviewed Triennially

Health and Safety Policy
Cardinal McKeefry School is committed to a healthy and safe environment and will take all practicable steps to ensure the
safety of staff, students, visitors and contractors by complying with relevant health and safety legislation, standards, and codes
of practice.
The Board of Trustees has overall responsibility for health and safety within the school. The Principal and staff are responsible
for implementing the systems and modelling safe practice.
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This will be achieved by
1. Staff taking individual responsibility for health and safety
2. Staff:
 Being informed
 Understanding
 Accepting
Of their responsibility for eliminating or minimising the potential for harm to people at our workplace, including for
themselves, other staff, students, helpers, visitors and contractors
3. Having a staff member who is the identified health and safety officer Not a requirement for a school our size.
4. Ensuring staff are consulted on, and given the opportunity to participate in health and safety management
5. Ensuring an effective method for identifying hazards. Significant hazards will then be controlled by:
 Recording identified hazards on the hazard register in the school office
 Eliminating or isolating any hazard that arises out of the school or school environment likely to cause harm to
staff, students or other people
 Minimising the effects of hazards, if they cannot be practicably eliminated
6. Creating and maintaining a safe working environment. This includes providing facilities for staff health and safety at
work
7. Having in place plans and procedures for foreseeable emergencies that may arise in the workplace.
8. Staff will ensure that adequate and appropriate health and safety instruction forms an integral part of school activities
as appropriate
9. Each staff member will ensure safe and proper use of equipment and devices
10. Providing appropriate orientation, training and supervision for all new and existing staff
11. Immediate investigating, accurate recording in the register, and reporting of injuries and accidents
12. Having effective procedures for the hiring and monitoring of contractors and being accountable for their safety and for
that of other visitors
13. Board of Trustees commitment to continuous improvement in health and safety
14. Board of Trustees commitment to comply with all relevant health and safety legislation
15. Supporting the safe and early return to work of injured employees
16. Ongoing evaluation, review and updating of our compliance with our health and safety programme and this policy
Signed: Sarah McGrath

October 2015

Reviewed: _________________

Sun Smart Policy
Rationale:
This policy is formulated so that children attending Cardinal McKeefry School are protected during the school day from skin
damage caused by harmful UV radiation from the sun.
This policy is to be implemented in Terms 1 and 4 of each year.
Behaviour:
We:
 Require students to wear school uniform broad-brimmed school sunhats or bucket hats during Terms 1 and 4 when
they are outside (eg morning break, lunch, sport, excursions and at outdoor activities).
 Encourage staff to role model SunSmart behaviour, particularly the use of appropriate hats during outdoor school
activities.
 Encourage the use of sun protective clothing (e.g. sleeves and collars)
 Implement a practice of "No Hat, stay in the shade".
 Encourage wider school community to promote students’ use of SPF 30+ broad-spectrum sunscreen.
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Regularly publicise and reinforce the SunSmart practices, for example, through newsletters, at parent meetings,
student and teacher activities.
 Inform parents and caregivers of the SunSmart Policy at enrolment and on website
 Include application of the sun protection policy in the planning of all outdoor events (e.g. camps, excursions, sporting
events)
Curriculum
We:
 Incorporate SunSmart education and activities at all levels when delivering the curriculum, especially in Terms 1 and
4.
 Environment
 Work towards developing and improving existing shade, particularly in areas where students congregate. Shade can
be both built and natural (e.g. constructed shelter and trees).
 Whenever possible schedule main outdoor activities and sports to minimise time outdoors between 11am and 4pm
Signed: Duncan Scott

Date: August 2018

Reviewed Triennially

Attendance
Objective:

Every child has the right to an education – from the age of six years there is a legal requirement for children to attend school.
Parents and schools have an obligation to ensure children are enrolled in and are attending school.

Policies and Procedures:
1.

2.
3.
4.
5.
6.

To ensure the school is meeting the legal requirements governing the enrolment of students, records of attendance,
archiving of records, audit requirements and hours of instruction. [Refer: Legislation Requirements; MOE requirement
for Electronic Attendance Registers (eAR) excerpts from Circular 2010/19 [Reference].
To assist students to attend school on a regular basis; which is vital for effective learning.
To ensure that attendance is monitored and that the school has set procedures that will be followed in cases of truancy.
To ensure all enrolled students are accounted for daily at 8.55am and 1.25pm whether present or absent from school.
To give students the opportunity to develop personal skills, e.g. the importance of being punctual and accountable.
To ensure students are accounted for when transferring to another school.

GUIDELINES:

Attendance
1.
The school will take pro-active steps to increase student attendance. The Principal will report to the Board of Trustees
on student attendance at least once a year. Annual targets will be set if non-attendance becomes a concern.
2.

Student attendance will be recorded two times a day through the School’s Student Management System (SMS);
together with the reason for any absence using the approved absence codes. [Appendix 4]

3.

Parents will be requested to report student absences according to the protocols outlined in [Appendix 3]

4.

Staff will manage the eAR (Electronic Attendance Registers) and follow-up on unexplained absences according to the
procedures outlined in [Appendix 3].

5.

The Principal will devise a strategy to inform parents/caregivers and the community-at-large about the school’s policy
and protocols on attendance/absences (and to keep the community aware of them on an ongoing basis).
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7.
Students may be taken out of school by their parents for outside tuition only at the Principal’s discretion.
Taking Children From School
8.
Students may only be taken by parents/caregivers from school during the school day with prior arrangement and/or
permission of the school staff. Refer to student sign-in/sign-out procedures in [Appendix 3].
School Hour
9.
The school is “open for instruction” as advised
by MOE with daily time intervals of 8.55am-10:55am, 11.20am–
12.30pm and 1.25pm–2:55pm
10.
Teachers are not obliged to provide instructional material for children absent from school, but may do so, on a “case by
case” discretionary basis, on advice from the Principal.
Truancy
11.
For the purpose of acting on cases of truancy, Cardinal McKeefry School defines truancy as; persistent failure to attend
school, an absence where no information is provided, an unjustified absence from school and/or, children and young
persons who are legally required to be enrolled at school.
12.
The Principal will take appropriate action regarding unjustified absence or irregular attendance recorded on the register;
with regular updated information provided at school Administration Meetings, held weekly, to address concerns.
13.
Follow-up action will be carried out using the procedures, the school will utilise the services of the MOE Attendance
Service Application (ASA, electronic referral system) and Rock On when necessary and for recourse to prosecutions.
Students Transferring to Another School [ENROL]
14.
Schools must withdraw a student from ENROL within 5 days of their last day of attendance. A student must be
registered on ENROL within 5 days of their first day of attendance at a new school. If a student does not enrol at a new
school within 20 days the school will be instructed to complete an online NETS form (through ENROL).
15.
The Appendix section will be updated as required, taking into account any changes from the MOE or school practices.
CONCLUSION:

The school will act on concerns regarding student attendance by firstly communicating with parents. Other agencies will be
involved when appropriate. Failure to attend school may be harmful to the child.
Reviewed and approved:28 August 2018
Duncan Scott
Chairperson of the Board of Trustees
Reviewed Triennially

SCHOOL ATTENDANCE
APPENDICES
Appendix 1

Excerpts from MOE Circular 2013/21
Student Enrolments
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Appendix 2

Excerpts from MOE Circular 2010/19
Electronic Attendance Registers (eAR)
- Legislative requirements
- Requirements for using an eAR
- Attendance Management Requirements
- Review of Attendance Management Processes
- How the Electronic Attendance Electronically Calculates Attendance
Excerpts from MOE Circular 2007/17
Auditing of Roll Returns
- Audit Documentation required for Roll Returns for Resourcing Purposes

Appendix 3

Protocols and Procedures on Student Attendance

Appendix 4

Electronic Attendance Codes
- MOE Attendance Codes 2015
- Clarifying Attendance

Appendix 5

Steps to follow in response to student non-attendance at school

Additional
Reference

MOE Attendance Matters – June 2011
Guidelines for Implementing an Effective Attendance Management
Plan
Refer Appendix 1 for Legislation, regulations, guidelines and advice
See link below:
http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/~/media/MinEdu/Files/EducationSectors/Pri
marySecondary/Attendance/AttendanceMatters.pdf

Child Protection Policy
Rationale
This policy outlines the Board’s commitment to child protection and recognises the important role and responsibility of all our
staff in the protection of children. It includes the Board’s expectations when child abuse is reported or suspected by us.
All staff members (including contractors and volunteers) are expected to be familiar with this policy, its associated procedures
and protocols and abide by them.
Objective
The Board of Trustees has an obligation to ensure the wellbeing of children in our care so they thrive, belong and achieve. We
are committed to the prevention of child abuse and neglect and to the protection of all children. The safety and wellbeing of the
child is our top priority. Advice will be sought through appropriate agencies in all cases of suspected or alleged abuse.
In line with Vulnerable Children’s Act 2014 , 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 (see Disclosure Procedure) and may also report the matter to a social worker or the local Police.
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Policies And Procedures
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. Therefore, the Principal
must:
1. Develop appropriate procedures to meet child safety requirements as required and appropriate to the school
2. Comply with relevant legislative requirements and responsibilities see School Appointments Policy, Disclosure
Procedure
3. Make this policy available on the school’s internet site or available on request
4. Ensure that every contract, or funding arrangement, that the school enters into requires the adoption of child
protection policies where required see School Appointments Policy
5. Ensure the wellbeing, interests and protection of the child are paramount in all circumstances
6. Recognise the rights of family/whanau to participate in the decision-making about their children
7. Ensure that all staff are able to identify the signs and symptoms of potential abuse and neglect, deal with disclosures
by children and allegations against staff members and are able to take appropriate action in response see
Disclosure Procedure
8. Support all staff to work in accordance with this policy, to work with partner agencies and organisations to ensure
child protection policies are understood and implemented see Disclosure Procedure, EOTC Procedure, and
Professional Development Procedure.
9. Promote a culture where staff feel confident they can constructively challenge poor practice or raise issues of concern
without fear of reprisal
10. Consult, discuss and share relevant information, in line with our commitment to confidentiality and information sharing
protocols, in a timely way regarding any concerns about an individual child with the Board or designated person
11. Seek advice as necessary from NZSTA advisors on employment matters and other relevant agencies where child
safety issues arise
12. Make available professional development, resources and/or advice to ensure all staff can carry out their roles in terms
of this policy
13. Ensure that this policy forms part of the initial staff induction programme for each staff member and a refresher
discussion is held annually with all staff.
Related documentation and information
 Disclosure Procedure
 Health and Safety Policy
 School Appointments Policy
 Vulnerable Children Act 2014
 Further information and sample child protection templates are available in the Children’s Action Plan guideline Safer
Organisations, Safer Children: http://www.childrensactionplan.govt.nz/assets/CAP-Uploads/childrensworkforce/Safer-Organisations-safer-children.pdf
Signed: Antonio Ybarra June 2019
Reviewed Triennially

Procedure on Reporting Disclosure Policy
RATIONALE
 To ensure that parents/caregivers and staff know the procedures which will be followed after any disclosure or
suspicion of child abuse
 To ensure that staff working within the school have a good basic awareness and knowledge of the signs of child
abuse and how to recognise it
 To ensure that the Health Curriculum actively promotes such programmes as Keeping Ourselves Safe.
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For the purposes of this policy, the term “child abuse” will cover the following forms of abuse:
Physical abuse: All physical injuries to children where there is knowledge that, or reasonable suspicion that, the
injury was not acquired accidentally or knowingly not prevented.
Sexual abuse: Involvement of a child in sexual activities, including exposure to sexual matter, they do not fully
understand and for which they are unable to give informed consent. Perpetrators can be peers, older children or
adults who misuses power and trust. They often use force, threats, bribes or secrets.
Emotional abuse: The child’s emotional and physical development may be restricted because of the way they are
treated by adults. Examples include persistent verbal abuse, denigration, active rejection, put downs, or lack of love
and support.
Neglect: Serious deprivation of necessities such as food, shelter, essential medical and physical care and
supervision appropriate to a child’s age.
Family harm: covers a broad range of controlling behaviours, commonly of a physical, sexual, and/or psychological
nature which typically involve fear, intimidation and emotional deprivation. It occurs within a variety of close
interpersonal relationships, such as partners, parents and children, siblings and in other relationships where
significant others are not part of the physical household but are part of the family and/or are fulfilling the function of
family.
Cyber abuse: is the use of cell phones, instant messaging, e-mail, chat rooms or social networking sites such as
Facebook and Twitter to harass, threaten or intimidate someone.

Disclosure Procedure
1. The rights and needs of the child must always be paramount.
2. Confidentiality is essential in such situations in order to protect the child.
3. All staff will receive training at least every three years, in line with Keeping Ourselves Safe programmes, on child
abuse and be expected to familiarise themselves with school policy.
4. The teacher with responsibility for the Health Curriculum will be responsible for regularly updating the school’s
resources on child abuse.
5. If a member of the community alleges a case of abuse to the school, the school (i.e. the Principal) will direct that
outside person to an appropriate agency (i.e. Police or Oranga Tamariki) without being involved if possible.
6. A copy of this policy will be available to all current families at the school on request.
7. All staff will be required to be thoroughly familiar with the following set of procedures for dealing with suspected or
disclosed cases of child abuse.

Teacher
7.1
7.2
7.3

The teacher should become familiar with the effects of child abuse and the clues that can indicate abuse is present.
If a child discloses information about alleged abuse, the teacher should listen carefully without challenging the
information and should seek to reassure the child indicating that further help will be sought. It must be understood that
it is not the school’s responsibility to determine the extent of any abuse, nor the person responsible for it.
The teacher should inform the Principal or nominee who will then take appropriate action. A teacher may ask for
another teacher to be present at the meeting as a support person, e.g. senior teacher.

The Principal or his/her nominee:
7.4
7.5
7.6
7.7

After discussion with the teacher, the Principal or nominee are then to report the suspected abuse to an agency with
statutory responsibility, usually the Police Child Protection Team or Oranga Tamariki.
The Principal should keep any records in a locked and secure place.
The Principal or nominee should maintain confidentiality.
The Principal or nominee should then let the BoT Chair know a disclosure has occurred and the appropriate steps are
being followed.

Signed: Antonio Ybarra Date: September 2019
Reviewed Triennially
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Managing Challenging Behaviour and Physical Restraint Policy
Introduction
To minimise the effect of challenging behaviour the board of trustees shall ensure that effective procedures are in
place around the management of student behaviour and the use of physical restraint.
Purpose
This policy applies throughout the school
All staff are required to familiarise themselves with Ministry guidelines for registered schools in New Zealand on the
use of physical restraint, and to undertake appropriate professional development.
The board will ensure that any incident of physical restraint is notified to parents or caregivers and reported to the
Ministry of Education
The board will ensure that parents or caregivers are notified if physical restraint is an element in a student’s
individual behaviour plan.
Complainants with concerns regarding use of physical restraint must follow the school’s prescribed concerns and
complaints procedure.
Delegations
The board delegates to the principal:
● Responsibility for ensuring that adequate staff training and support is in place
● The reporting of incidents of physical restraint to parents, caregivers and the Ministry of Education.
● Notification to parents and caregivers if an element of physical restraint is in a student’s individual behaviour
plan.
Limitations & Expectations
Physical restraint is defined as using force to prevent, restrict or subdue the movement of a student’s body or part of
the student’s body and is a serious intervention.
Staff shall be well versed in prevention and de-escalation strategies used to limit the need to physically restrain a
student.
Use of physical restraint is limited to teachers or authorised staff members and only where:
● there are reasonable grounds to believe that there is a serious and imminent risk to the safety of a student
or of any other person, and
● the restraint used is reasonable and proportionate in the circumstances
Authorised staff are employees authorised by their employer (Cardinal McKeefry School Board of Trustees) to use
physical restraint.
Teachers and staff members who are authorised to physically restrain students shall receive suitable training and
support.
Seclusion of students is prohibited. Seclusion of students is defined as placing a child or student in a room
involuntarily, alone and from which they cannot (or believe they cannot) freely exit.
Associated Legislation
Education Act 1989
Education (Physical Restraint) Rules 2017
National Administration Guidelines (NAG 5)
Health & Safety at Work Act 2015
Associated Procedures:
As part of IEP:
As part of a child’s individual education plan, and with the consent of the parents, a procedure for restraint might be
developed with supporting agencies. All staff members who might work with this child will be given specific training
provided by the Ministry of Education in regards to restraint.
In response to a safety concern
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Our aim at all times is to avoid using physical restraint unless the safety of the child or others is at a serious and
imminent risk.
When presented with situation that may call for restraint first try the following de-escalation techniques.
1. Safety first-create space and time
2. Communicate calmly
3. Think ahead in case the situation escalates
If the decision is made to apply restraint:
1. Continuously monitor the physical and psychological state of the student
2. Apply physical restraint for the minimum time necessary and stop as soon as the danger has passed.
3. Monitor the physical and psychological state of both the student and the staff member who applied restraint.
Monitoring
Immediately after the use of restraint:
 Staff Physical Restraint Incident Report will be completed by staff involved.
 Principal will report all incidents of restraint to the BoT Chair and the Ministry of Education. The Principals
will also complete Information for Ministry of Education and the Employer form
 Principal will inform parents.
 Within 24 hours of the event staff involved will complete a Staff Reflection Form.
 Within 48 hours the Physical Restraint debriefing form will be completed by staff involved, Principal and
other relevant agencies.
Instances, matters or risks in relation to this policy shall be part of the principal’s report as they arise, taking care
that individual students cannot be identified
The board shall monitor the use of physical restraint, looking for trends and any action that could be taken a
governance level to support reducing such incidents.
Appendix 6 Restraint Report
Signed: Antonio Ybarra Date: June 2019
Reviewed: 2020 then triennially

Bullying Prevention and Response Policy
Policy Date: July 2019

Rationale or Purpose
The Cardinal McKeefry School Board of Trustees seeks to take all reasonable steps to develop high standards of
behaviour in order to fulfil the charter expectation and the requirements of NAG 5. The Board of Trustees seeks to
foster and develop a safe, positive physical and emotional school environment that creates a climate of trust.
Students, staff, parents and whānau share the responsibility for making Cardinal McKeefry school a respectful and
inclusive environment.
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Policy Statement
We are committed to ensuring that our school provides an environment free from bullying behaviours. All members
of our school community – Board of Trustees, school leaders, teachers, staff, students and parents and whānau
should have an understanding of what bullying is; and know what to do when bullying does occur.
Definition
Bullying behaviour is not an individual action. Our school community agrees that:


Bullying is deliberate



Bullying involves a power imbalance



Bullying has an element of repetition



Bullying is harmful.

Bullying behaviours can be physical, verbal, or social, and can take place in the physical world or digitally.
Bullying is not an individual action. It involves up to three parties; initiators (those doing the bullying), targets (those
being bullied) and often bystanders (those who witness the bullying).
Bullying is often related
Bullying Prevention
We recognise that real change happens when students, staff, parents, whānau and other members of the
community share responsibility for making our school a respectful and inclusive environment. We will:


Regularly survey our school community through Wellbeing@School and our own Safe at School Survey



Monitor our playground and record incidents of conflict and analyse for trends and patterns each term as a
whole staff



Identify areas for improvement through the survey findings and playground monitoring and, when
necessary, develop a bullying prevention action plan



Regularly promote our expectations and successes in preventing bullying (eg, in assemblies, newsletters,
reports to the Board of Trustees)



Within staff meetings include professional learning and development on our understanding of bullying
prevention



Establish our Bullying Prevention Team to take responsibility for bullying prevention (to include staff,
parents and whānau and students)



Use a range of activities including curriculum based programmes to develop the ability for students to relate
to each other (Kia Kaha, peer mediation, social problem solving solutions, role playing, circle time)



Ensure bullying prevention programmes include a focus on racist bullying, Bullying of students with special
needs, Homophobic bullying, Transgender bullying and Sexual harassment at an appropriate level
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Promote digital citizenship throughout ICT and promoting safe use of technology (through our ICT Use
Agreements)



Support the student-led peer to peer initiative.

Bullying Response, for when bullying occurs
We recognise the importance of consistently responding to all incidents of bullying that have been reported in our
school and ensuring that planned interventions are used to respond to these incidents and support all involved. We
will support anyone who has been affected by, engaged in or witnessed bullying behaviour.


All reported incidents of bullying will be taken seriously and followed up as appropriate



An appropriate adult will support the affected students by: reassuring that they have done the right thing in
reporting the incident
o

using the assessment matrix, record a description of what happened and assess the level of
severity

o

using the quick reference guide, responding to bullying incidents to activate the response and
action needed



We will involve parents and whānau as early as possible and as appropriate



All more serious incidents will be escalated to senior management and we will seek advice and involvement
from outside agencies



We will provide appropriate support for targets, bystanders and initiators of bullying behaviour



We will regularly monitor all incidents of bullying and identify patterns of behaviour.

Raising Awareness
We recognise the importance of good communication between home and school to promote consistent messages
and to ensure that any reported bullying can be recognised and responded to effectively. We will regularly raise the
awareness of our school community’s approach to bullying and celebrate our positive school culture, for example
through parent evenings, assemblies, class-based activities, and displays.
Our interaction with our wider school community will include reports to the Board of Trustees, school newsletters,
and information (including the policy) on the school’s website. We will make the policy available in multiple formats
(in print, on the web and in school notices and newsletters) and ensure it is translated into other languages as
necessary.
Evaluation and Review
We will review and revise this policy annually to ensure that the school's bullying prevention practices are
recognised and celebrated. This will include an annual meeting to monitor, review and modify the policy and action
plan (to reflect changes with the school, survey findings, incident reviews). We will track and monitor all bullying
related incidents and regularly report this information to the school community. We will regularly gather data from
the school community (eg, Wellbeing@School and Safe at School ) and report on the effectiveness of this policy
and Cardinal McKeefry school community’s commitment to bullying prevention and response.
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Signed: Antonio Ybarra Date: July 2019
Reviewed: 2020 then triennially

Hospitality Policy
Introduction
1) The Board agrees that it has a responsibility to ensure that expenditure on entertainment incurred by the School must
clearly be linked to the business of the School. The Board has agreed on the fundamental principles of this Policy, and
has delegated responsibility for the implementation and monitoring of this Policy to the Principal.
2) The Board requires the Principal, as the chief executive and the Board’s most senior employee, to implement and manage
this Policy. The Principal may, from time to time, further delegate some of their responsibilities, and all such delegations
must be attached as appendices to this policy.
3) This Policy must be read in conjunction with other Board Policies, and the exercising of all authority and responsibilities
conferred under this Policy must be in accordance with the Schedule of Delegations and may not exceed an individual’s
established level of delegated authority.
Purposes of Hospitality
4) Entertainment expenditure in general will be for the following purposes:
 Building relationships and goodwill
 Representation of the school in a social situation
 Hospitality provided in the course of school business to external parties
 Internal social functions
5) The purpose of all purchases should be transparent and the amount expended able to be demonstrated as reasonable
and appropriate.
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School Events and Staff Meetings
6) This includes conferences, seminars, workshops, training courses and meetings.
7) When deciding upon a venue, teachers should take into account location, accommodation standard and tariff rates. They
should give due consideration to the nature of the event, total cost, expectations of participants and their home location.
8) When deciding upon catering, teachers should take into account the nature of the event and the quality of food required.
Lunch should only be provided for staff meetings on PD days or where it is not possible to arrange the meeting for a
period which avoids the lunch break.
Alcohol Purchases
9) The school should only purchase alcohol for hospitality purposes.
10) Purchases are usually for the consumption by staff and guests at school hosted events. The amount expended needs to
be demonstrably reasonable and appropriate for the event and should be sufficient for moderate consumption only.
Signed: Duncan Scott Date: September 2018
Reviewed: Triennially
1) When the Board approved this Policy it agreed that no variations of this Policy or amendments to it can be made except
with the unanimous approval of the Board.
2) As part of its approval the Board requires that a copy be included in the School Finance and Personnel Manuals.

Alcohol at School Functions and Fundraising events
Rationale
Cardinal McKeefry School sometimes holds functions where there may be consumption of alcohol by adults; or organisers of
school fundraising events may seek to fundraise with items that contain alcoholic products or involve consumption of alcohol.
On other occasions, people attending other school functions may assume the bringing and consuming of alcohol is acceptable.
Objective
The availability and consumption of alcohol at school functions needs to be carefully managed. The Board must ensure that
issues related to the duty of care to students and staff are considered, that community standards and expectations and the
reputation of the school are taken into account and that the appropriate laws/statutory requirements are met when making
decisions in relation to the use of alcohol at school functions.
The objective of this policy is to provide guidelines and clarify requirements as they relate to the responsible consumption of
alcohol on the school premises and at school functions held on other premises and the supply of alcoholic products for
fundraising purposes.
Requirements
 Permission must be gained from the Board of Trustees for school functions/fundraising at which alcohol is to be
supplied or sold.
 Where an event is primarily for children, the consumption of alcohol is not appropriate for those involved in the
running of the event or for those supervising and interacting with the children.
 If parents bring alcohol, it should be consumed in a designated room away from the children’s activity, and not
impinge on those adults with organizational or supervision responsibilities.
 The school recognises the importance of host responsibility and is to encourage responsible drinking behaviour by:
o Having a range of non-alcoholic refreshments available for consumption.
o Having substantial food items available for consumption. Patrons will be notified of the availability of food
with signage through the premises.
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The Board of Trustees will ensure the appropriate council consents i.e. Special Licence (Sale and Supply of Liquor
Act 2012) are held for each event and that any relevant local bylaws are adhered to.
o The area selling alcohol must be enclosed.
o The Special Licence must be displayed at all times at the entrance(s) to the enclosed alcohol area.
o The sale of alcohol must cease ½ hour prior to the end of the function.
o A Board or PTA member must be in the enclosed area with the duty manager at all times.
Before the licenced event, licensees, duty managers and persons selling liquor must be aware of their statutory
responsibilities set down by the Sale and Supply of Liquor Act 2012, including:
o Not selling liquor to anyone under 18 years old. Photo identification must be available if required.
o Not selling liquor to intoxicated persons nor to allow anyone to become intoxicated.
o Only allowing minors in the enclosed area if accompanied by a parent or legal guardian.
o The above statutory responsibilities must be displayed on appropriate signage in the enclosed area.
The duty manager is responsible for what happens at the event and will be held accountable should offences be
committed. The duty manager must hold a current general manager’s certificate.
o The duty manager may ask any person(s) to leave the school function at any time.
o There will be appropriate signage stating who the duty manager is for the night.
Intoxicated people will not be allowed in or onto the school grounds, or at school functions.
People attending and leaving school functions should take into account the neighbouring properties and not cause a
nuisance.
The consumption of alcohol by third parties while using school facilities will not be permitted.
To ensure that community standards and expectations are met and are of current thinking, this policy shall be
reviewed every 2 years.

Approved:22 February 2017

Review Date:

2019

Chairperson: Duncan Scott.

Cardinal McKeefry School Smokefree Policy
Rationale:






A Smokefree School provides an environment that protects and promotes the health and well-being of the entire
school community.
Smokefree school settings reinforce messages within the school curriculum about the harmful effects of smoking and
exposure to second hand smoke.
Young people are more likely to start smoking if they see adults smoking.
Students and staff have the right to a safe and healthy Smokefree environment.

Purpose:



To ensure a healthy smokefree environment at our school.

Legislative requirement:




Smoking is forbidden anywhere within the buildings or the grounds of our school 24 hours a day 7 days a week.
Smokefree signs must be displayed at all entrances to school grounds and at every outer entrance to every building
or enclosed area forming part of the school premises.

Commitment to a Smokefree Environment
We will role-model Smokefree environments by:




prominently displaying our Smokefree Policy in the staff room and the public area of the office foyer
informing parents of new entrants of our school’s Smokefree Policy
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promoting our Smokefree Policy in newsletters and notices/panui
advising contractors and others working within our school’s premises of our Smokefree Policy
ensuring that organisations/individuals using school facilities agree in writing to comply with our Smokefree Policy
having a complaints procedure whereby notification of any breach of our Smokefree Policy can be made in writing to
the Board of Trustees/Principal
promoting all school activities outside of our school’s premises as smokefree, e.g. field trips, sporting events etc.
declaring a Smokefree zone 100 metres either side of school site entrances
supporting our smoking staff to quit.

.Antonio Ybarra Chairperson, BOT

Date..June 19

Legal Responsibilities Policy
School procedures will meet the legislative statutes and regulations as set down in the appropriate Acts, Ministry of Education
circulars and the Education Gazette.
Review schedule: Triennially
Signed: Duncan Scott
BOT Chairperson

REVIEWED:

28 June 2017

Privacy Policy
Introduction
Cardinal McKeefry School Board of Trustees is required to comply with the Privacy Act 1993 in all aspects for employees, and
in its role as the body with the overall responsibility for governance of the school.

Purpose
The purpose of the Privacy Policy is to promote and protect individual privacy with regard to:
(a)
the collection, use and disclosure of information relating to individuals
(b)
access by each individual to information relating to that individual held by the school.
In complying with provisions of the Privacy Act 1993, the Board delegates to the Principal the role of privacy officer.
Procedures will be developed by the Board to assist the Privacy Officer in his/her task of ensuring that Board and staff adhere
to the principles contained in the Privacy Act 1993 which specify requirements in terms of:
 Purpose of collection of personal information
 Source of personal information
 Collection of information from subject
 Manner of collection of personal information
 Storage and security of personal information
 Access to personal information
 Correction of personal information
 Accuracy, etc., of personal information to be checked before use
 Agency not to keep personal information for longer than necessary
 Limits on use of personal information
 Limits on disclosure of personal information
 Unique identifiers

Procedures
All forms used at Cardinal McKeefry School that collect information will have explained the purpose, use and disclosure of the
information collected. Each year, at the November meeting, the Principal will review the school procedures and information in
terms of the principles of the Privacy Act and report to the Board.
Areas covered will include:
 What information is collected?
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What is its purpose?
Is the information necessary?
Was it collected directly from the individual or family concerned?
Are individuals and family informed that information is being collected, by whom and for what purpose?
Is information collected by lawful means?
Is information stored in a reasonably secure way?
Are procedures in place to aid updating of information?
Does the school dispense with information that is no longer required?
Is the school using information for the purposes it was intended?
In dealing with other agencies does the school comply with Principle 11 of the Privacy Act?
Have there been any requests for personal information?
Did the handling of the requests comply with the Privacy Act?

Signed: Duncan Scott
BOT Chairperson

REVIEWED:

5 April 2017

Complaints Policy and Procedures
Cardinal McKeefry School aims to provide the best situation and opportunities for our students to work and learn. However,
there may be occasions when misunderstandings occur or practice does not meet expectations, and a parent or caregiver
wishes to complain.
Managing complaints appropriately and fairly is an important part of our school practice.
Guidelines:
1. When possible, the person making the complaint should first discuss the issue with the person concerned.
For example:
 If the concern is with a staff member - with that person
 If the concern is with a student – with the class teacher



It is never appropriate for a parent to approach a child other than their own to discuss a complaint


2. If it is not appropriate to have that discussion with the person, or if the issue is not resolved, then the complainant should
arrange a time to discuss the issue with the Principal.
3. If the complainant is still dissatisfied with the outcome of the above, then the complaint should be put in writing and sent to
the Board of Trustees.
4. The Board of Trustees shall directly or through the Personnel sub-committee discuss the complaint with the Principal.

6. The complainant will be informed in writing or in person of the outcome of this meeting.
7. Members of the school community should be made aware, that it is not appropriate to:
 Interrupt the work of a class
 Complain about particular students in front of others
 Complain about particular staff member in front of others
 Confront a staff member in front of students or when other people are around
 Discuss problems in the community rather than with the appropriate people in the school

In the case of a serious wrongdoing staff should follow the protected disclosures procedure in this policy directory.
Appendix 5 Concerns and Complaints flow chart
Signed: Antonio Ybarra
BOT Chairperson

REVIEWED:

28 August 2019
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Staff Meetings
Rationale:
Staff and Syndicate meetings are an important means of developing collegial practices including praying together and discussing faith and
values. They provide a platform for communicating information and keeping up to date with current educational theory and practice. As
well, such meetings are for planning and co-ordinating the schools’ educational programmes and reflecting on their outcomes to implement
changes for future action.

Purposes:







To develop collegial practices in the light of our special character.
To plan and share information about school organization and co-ordinate the activities of the school.
To plan staff policy and programmes.
To share information about student progress and achievement.
To provide opportunities for staff professional development.
To provide an opportunity for outside agencies, to make a contribution to the school’s staff development and curriculum
programmes.

Guidelines:







Staff meetings will be chaired by the Principal, the Deputy Principal or by a teacher delegated by the Principal.
General staff and syndicate meetings will be held regularly.
An agenda or overview will generally be prepared in advance.
Meetings will begin with prayer/reflection – each staff member taking a rostered turn.
Minutes or records of the meeting will be kept for future reference.
Meetings for programme planning for respective classes or syndicate groupings to be held as required.

CONCLUSION:
Staff will be involved in, aware and informed about relevant aspects of school life.
Signed: Duncan Scott

REVIEWED:

27 September 2017
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Cardinal McKeefry School Procedures
PASTORAL CARE at Cardinal McKeefry School
Pastoral Care is the integration of the academic, social and religious dimensions of a school’s energy so that an atmosphere of care
prevails within the school community. Each person of the school community – administrators, parents, students, teachers and cleaners is
invited to become more fully human. Pastoral care is developing empathetic relationships so that the people in the school community are
nurtured into wholesome maturity. Pastoral care is an expression of the philosophy and vision of the school.
Pastoral Care for Schools - Kevin Treston

A Christian community is where the full human potential of each of its members can be recognised. Therefore our pastoral
care is a practical expression of our respect and care for our students and their families, staff and all other members of the
school community.
While pastoral care is the particular responsibility of those in leadership positions, all members of the school community have
some responsibility for the pastoral response to the needs of others. The reality of pastoral care in practice is particularly
influenced by attitudes, beliefs, personalities and experiences of adults in the school community. So leadership in deed and
word by those in leadership and governance is vital.
Our Charter values are the basis for our pastoral care.
Spirituality – living in the presence of God
Respect for self, others and the environment
Personal Success – being the best you can be
Pastoral care at Cardinal McKeefry should:

embody an environment which promotes a sense of communal direction and a sense of belonging

enable each person to live fully their dignity as a child of God

nurture an environment where each student’s educational, spiritual, physical and social potential might be realised

be expressed in quality personal relationships between members of the school community

offer solidarity, compassion, encouragement and challenge

demonstrate a balance between the needs and rights of the individual and the needs and rights of the community

Cardinal McKeefry School Segregation of Financial Duties Procedures
To be read in conjunction with the Board Delegations to the Principal policy
The list below shows financial tasks alongside the person responsible for carrying out each task. This Schedule is
supplementary to the School’s Schedule of Delegations, and when carrying out these tasks Trustees, staff, contractors and
volunteers must not exceed the authority delegated to them via their Memorandum of Delegation.

Banking and Cash Handling
Opening administrative mail and receipting the cash and cheques
received

Office Manager

Recording of all cash received

Office Manager

Preparation of banking

Office Manager

Signature of bank deposits

two of- Office Manager/ Teacher Aid /Principal/Delegated
Snr staff
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Deposit of banking

two of- Office Manager / Teacher Aid /Principal/Delegated
Snr staff

Reconciliation of receipts with banking

two of- Office Manager/ Teacher Aid/ Princ/ designated Snr
staff

Regular Bank Reconciliation

Office Manager

Periodic bank reconciliation

Board Treasurer

Certification of bank reconciliation

Laurensons

Custody of cash and cheques

Office Manager/Principal
Cheques

Signing cheques/Online Payments (usually)

Office Manager/ Principal /designated Snr tchr; OR two from
Principal/designated snr tchr /Office Manager /Board Chair
Investments

Transfer to and from general, at-call and term deposit accounts

Office Manager/Principal

Reconciliation of transfers

Office Manager/ Laurensons

Purchasing Goods and Services

Management team leaders or Principal

Approving purchases (within delegated authority)

Principal/Team Leaders

Raising purchase orders

Principal/Team Leaders/Office Manager

Placing internet orders

Office Manager/ Principal

Placing phone orders

Office Manager/ Principal/Team Leaders

Verifying receipt of goods or services

Office Manager / Principal/Team Leaders

Approval of invoices for payment

Principal
Finance Systems

Accounting systems daily back-up

Office Manager

Weekly off-site back-up

Office Manager

Monthly history file back-up tape

Office Manager
Payroll

Check of fortnightly SUE report

Office Manager/Principal

Monthly check of SUE report

Board Chair

Reconciliation with bank debit with errors followed up

Principal/Office Manager

Verification of SUE reconciliation report and bank debit

Principal/ Office Manager
Income

Preparation of receivables invoices

Office Manager

Certification of invoices

Principal /designated snr tchr/ Office Manager

Reconciliation of receivables ledger

Office Manager
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Verification of reconciliations

Office Manager

Debt write-off approvals

Principal
Fixed Assets

Fixed asset purchase approval

Board/Principal

Fixed asset purchase order approval

Principal

Fixed asset delivery acceptance check

Office Manager/Principal

Fixed asset invoice certification

Office Manager

Fixed asset register update

Office Manager /Principal /Laurensons

APPOINTMENT PROCEDURES – PRINCIPAL
To be read in conjunction with Personnel Policies
APPOINTMENTS COMMITTEE
1.
The Board will constitute an Appointments Committee.
2.
The Appointments Committee shall consist of not less than three persons of whom:
- one person shall be a Trustee appointed by the Proprietor;
- two persons shall be Trustees who are parents’ representatives.
3.
The Appointments Committee shall have the power to co-opt a primary school Principal of its choice and such
other persons as it thinks fit.
4.
The role of the Appointments Committee shall be to consider applications, prepare a short list of suitable
applicants, get ‘S’ form approval from the Proprietor, then interview short listed applicants and make a
recommendation to the Board.
APPLICATIONS
1.
Applicants will be supplied with the following information:
(1)
S Form (Special Character);
(2)
Statement “Description of the School”;
(3)
Draft Job Specification;
(4)
Information on the School.
2.
3.
4.

The applicants will be required to provide a current Curriculum Vitae, full work history and the name of two
referees who are able to comment on the applicant’s suitability for the position in relation to the Vulnerable
Children Act 2014. They will also provide verified identification as outlined in the Vulnerable Children Act 2014.
Applicants who are selected for interview will have the opportunity to speak to the Job Specification and
Curriculum Vitae.
The preferred applicant will have a limited opportunity to negotiate the terms of the Job Specification, having
regard to the needs of the school and the perceived abilities of the preferred applicant.

CLOSING OF APPLICATIONS
Applicants will be notified of appointment procedures, including specific dates and times.
Letters will be sent to successful and unsuccessful applicants.
APPROVED:
_________________
BOT Chairperson

REVIEWED: May 2016

ARCHDIOCESAN OFFICE ROLE
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1.
2.
3.

The Board is required to consult the Proprietor and may consider for appointment only those applicants who have
been declared acceptable by the Proprietor.
“Special Character” forms (S forms) will be forwarded to the Archdiocesan representative.
Following consultation, the Archdiocesan representative will report to the Appointments Committee the names of
those applicants who are acceptable for appointment in terms of Catholic Character.

REFEREES
1.
Referees’ reports will be required by the Appointments Committee for all short-listed applicants.
2.
Referees will be forwarded a standard form for completion and be informed that this may include a follow up
discussion. Standard form or verbal discussion must include the question “do you have any concerns regarding
the candidates suitability to work with children”
3.
Information obtained from referees is confidential to the Appointments Committee and the Board of Trustees.
4.
The Appointments Committee will reserve the right to make further enquiry, orally or in writing, of any of the
referees.
5.
The Appointments Committee reserves the right to make such confidential inquiries with the approval of the
applicant as to the suitability of an applicant as it sees fit.
INTERVIEWS
1.
From the applicants approved by the Archdiocesan representative, the Appointments Committee will select
applicants for interview purposes.
2.
All applicants will be interviewed by the full Appointments Committee. See appendix example questions
Vulnerable Children Act 2014
3.
Each member of the Appointments Committee will complete an Evaluation Sheet based on the Job Description
and related criteria for appointment. Refer “Guidelines – School Appointments”.
4.
Following completion of interviews, the Appointments Committee will prepare a report for the Board of Trustees,
and recommendations for appointment, in order of preference.
5.
The Board will make its decision upon consideration of the recommendations of the Appointment Committee and
record its decision in a formal resolution.
APPOINTMENT
1.
The Chairperson will notify the preferred applicant of the Board’s decision. The Chairperson will also advise the
proposed terms of appointments.
2.
A period of 14 days will then be allowed in which the Chairperson and the preferred applicant will be able to
finalise any specific points relating to remuneration, job specification, or other terms of employment. This is not
intended to be an opportunity to substantially renegotiate the position, and the final agreement will be expected to
be materially consistent with the terms of the original application.
3.
The preferred applicant will be required to accept the position within the period of 14 days, failing which the
Board of Trustees reserves the right to withdraw its offer.
4.
After acceptance, a letter of confirmation, setting out the agreed terms, will be sent to the successful applicant.
5.
Following confirmation of appointment, letters of non-appointment will be sent to all other applicants.
6.
Applicants will have review rights as in Appointments Policy.
NON-APPOINTMENT
The Board of Trustees has the right to determine to make no appointment from among the applications received and to readvertise the position.
All applicants interviewed will be advised of that decision.

APPROVED:
_________________
BOT Chairperson

REVIEWED: May 2016
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APPOINTMENT PROCEDURES – NON PRINCIPAL
PART A: TEACHING POSITIONS
1.
All permanent and long-term relieving positions of one year or more must be advertised nationally (see Catholic
Integrated Schools’ Handbook and Teachers Collective Agreement).
2.
Applicants will be supplied with the following information sent to all applicants on request electronically:
(5)
S Form (Special Character if applicable);
(6)
Statement “Description of the School”;
(7)
Draft Job Specification;
(8)
Information on the School.
3.
All applicants will be required to provide a current Curriculum Vitae, full work history and the name of two
referees who are able to comment on the applicant’s suitability for the position in relation to the Vulnerable
Children Act 2014. They will also provide verified identification as outlined in the Vulnerable Children Act 2014.
6.
Referees’ reports will be required by the Appointments Committee as to the suitability for all short-listed
applicants.
7.
Referees will be forwarded a standard form for completion and be informed that this may include a follow up
discussion or a referee interview will be conducted by one of the Appointments Committee. Standard form or
verbal discussion must include the question “do you have any concerns regarding the candidates suitability to
work with children”
Basic Scale ‘A’ Positions
Suitable applicants will be short-listed and interviewed by the Principal and at least two members of the Appointments
Committee or, if felt appropriate by the Board, by the full Appointments Committee. The Deputy Principal would also be part of
the interviewing panel. The suitable applicant will then be recommended to the Board for ratification of the position.
Deputy Principal
This position is never a tagged position. It is referred to in section 66 of the Private Schools Conditional Integration Act 1975
and requires approval by the Archdiocese of the ‘S66’ form.
Suitable applicants will be short-listed and interviewed by the Principal and Appointments Committee, and a suitable applicant
recommended to the Board for ratification of the position.
The advertisement for the DP must state:
(a) Capabilities to maintain programmes and activities that reflect the Catholic special character of the school
shall be a condition of appointment.
Director of Religious Studies (DRS)
This position is tagged, referred to in section 65 of the Private Schools Conditional Integration Act 1975, and requires prior
approval by the Archdiocese of the ‘S65’ form.
The advertisement for the DRS must state:
(a) that a willingness and ability to take part in Religious Instruction appropriate to the special character
of the School shall be a condition of appointment;
(b) that the person appointed will be required to give guidance and provide effective leadership in
Religious Instruction and Observances throughout the School.
Suitable applicants will be short-listed and interviewed by the Principal and Appointments Committee, and a suitable applicant
recommended to the Board for ratification of the position after this approval.
Tagged Positions
The advertisement for any other tagged position must state:
that a willingness and ability to take part in Religious Instruction appropriate to a special character of the School shall
be a condition of employment.
Suitable applicants will be short-listed. Names of the short-listed applicants and their ‘S65’ forms shall be sent to the
Archdiocesan representative, who, in terms of the special character of the School, shall then report to the Board on each
applicant’s acceptability. The process will then continue as for normal appointments.
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Final approval of all permanent teaching appointments, except those of relievers, rests with the Board of Trustees.
Follow-up Procedures for All Advertised Positions
1.
A phone call shall be made by the Chairperson or his/her nominee to the successful applicant, followed by a
letter saying that he/she is provisionally appointed. Written confirmation will be given in seven days if no review
is requested by unsuccessful applicants.
2.
Successful applicants shall be asked to reply in writing, stating acceptance of the position.
3.
Electronic letters over the signature of the Board Chairperson or his/her nominee shall be sent to all unsuccessful
applicants, following confirmation of appointment by the successful applicant.
4.
In the event of non-acceptance, the Board Chairperson or his/her nominee will notify the next applicant on the
ranked list immediately.
5.
In the case of non-suitability of all applicants, the position will be re-advertised.
6.
The School community will be advised as soon as possible of the Board’s decision.
APPEALS:
1.
If an appeal if requested, a Review Committee will be set up. No member of the Appointments Committee will be
on the Review Committee.
2.
The Review Committee will consist of the Board of Trustees member, a teaching staff member, a Principal or
appropriate person from another school and an NZEI representative.
3.
The Review Committee will examine the appointment procedures to see if they were fair and equity rights were
observed. It will need to review the application forms and the list of critical factors.
4.
The Review Committee will then make a recommendation to the Board of Trustees.
5.
The Board of Trustees may accept or reject the recommendations.
PART B:
1.
2.
3.
4.
5.

6.
7.
8.

FULLTIME NON-TEACHING POSTIONS
Where appropriate, positions will be advertised.
A list of critical factors will be drawn up – these will be taken from the Job Description.
The applicants will be required to provide a current Curriculum Vitae, full work history and the name of two
referees who are able to comment on the applicant’s suitability for the position in relation to the Vulnerable
Children Act 2014. They will also provide verified identification as outlined in the Vulnerable Children Act 2014.
Referees’ reports will be required by the Appointments Committee as to the suitability for all short-listed
applicants.
Referees will be forwarded a standard form for completion and be informed that this may include a follow up
discussion or a referee interview will be conducted by one of the Appointments Committee. Standard form or
verbal discussion must include the question “do you have any concerns regarding the candidates suitability to
work with children”
Suitable applicants will be short-listed and interviewed by the Principal and at least one member of the
Appointments Committee who will recommend the preferred applicant to the Board.
Salary will be negotiated with a designated person(s) from the Appointments Committee and according to the
appropriate collective employment contract, where applicable, Or an individual employment contract drawn up
Letters will be sent to successful and unsuccessful applicants.

PART C:
PART TIME NON-TEACHING POSTIONS
1. Where appropriate, positions will be advertised.
2. A list of critical factors will be drawn up – these will be taken from the Job Description.
3. Suitable applicants will be short-listed and interviewed by the Principal and Deputy Principal and Team Leader.
4. The applicants will be required to provide a current Curriculum Vitae, full work history and the name of two referees
who are able to comment on the applicant’s suitability for the position in relation to the Vulnerable Children Act 2014.
They will also provide verified identification as outlined in the Vulnerable Children Act 2014.
5. Referees’ reports will be required by the Appointments Committee as to the suitability for all short-listed applicants.
6. Referees will be forwarded a standard form for completion and be informed that this may include a follow up
discussion or a referee interview will be conducted by one of the Appointments Committee. Standard form or verbal
discussion must include the question “do you have any concerns regarding the candidates suitability to work with
children”
7. Salary will be in accordance with the appropriate collective employment contract, where applicable.
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8. Should an individual employment contract be required, a member of the Personnel Committee would be involved at
this stage as appropriate.
9. Letters will be sent to successful and unsuccessful applicants.
APPROVED:
_________________
BOT Chairperson

REVIEWED:

May 2016

APPOINTMENT PROCEDURES – Day to Day Relieving
RATIONALE
Due to Professional Development, Classroom Release Time, Leave without Pay and in the event of sickness a relieving
teacher will be contracted to act as the classroom teacher. To ensure relieving teachers who work at Cardinal McKeefry
School have had safety checking completed following the guidelines of best practice identified in the Vulnerable Children Act of
2014 the following procedures will apply.
GUIDELINES
1.
The Principal retains the sole right of appointment of the required day to day relievers.
2.
The Board will employ NZ registered teachers to relieving positions, retaining however it’s right to employ
teachers who are not registered in those circumstances and under those conditions agreed from time to time with
the NZ Teacher’s Council, as appropriate.
3.
The school will maintain a relievers data base which will be made available for staff to contact in the event of
sickness, CRT and professional development opportunities.
4.
The Principal, with support from administration staff, will maintain a relievers employment file which includes:
a. Identification check documentation as identified in the Vulnerable Children Act 2014.
b. Evidence of checking two professional referees who have worked with the applicant in the past five years
and can comment on the question “do you have any concerns regarding the candidates suitability to work
with children”
c. Evidence of a face to face interview between the Principal and the applicant for relieving.
d. Proof of Teacher registration number and Practicing Certificate Status
e. Updated contact details
5.
In the event that none of the vetted relievers can provide cover the Principal will use Education Personnel to
provide relieving service. All relievers from Education Personnel have undergone the same criteria outlined
above with Education Personnel.
APPROVED:
_________________
BOT Chairperson

REVIEWED:

May 2016

POLICE VETTING OF NON-TEACHING EMPLOYEES AND CONTRACTORS
The Board of Trustees is responsible for taking reasonable measures to protect students from harm (NAG 5) and ensure that
all employees maintain proper standards of integrity and conduct (State Sector Act s77A).
It is a legislative requirement that all non-teaching employees and contractors that regularly work at a school during the school
day undergo a Police vet. This process is delegated to the Principal.
Procedures in preparing to Conduct a Police Vet
All application forms or correspondence for a non-teaching position must:
1. Make reference to the fact that the appointment will be subject to satisfactory Police vet and have appropriate questions on
matters relating to previous convictions.
2. Make clear individuals will be disqualified from holding positions that require substantial contact with children if their criminal
records include any of the following;
 Past history of sexual abuse of children
 Conviction for any crime in which children were involved
 History of any violence or sexually exploitative behaviour
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3. Make clear that any offences relevant to a specific position in which a paid employee (or volunteer) may serve to disqualify
an individual from serving in such a position.
4. Indicate that the Board, when evaluating criminal history records, may consider other factors (e.g. length of time since
offence occurred) before deciding on whether or not to proceed to the selection process.
5. Make clear that declining a Police vet will result in the discontinuation of the application or, in the case of a contractor, may
result in changing the hours of work to avoid direct contact with children.
Receiving a Police Vet
1. Due to the sensitive nature of information a school may receive, all Police vets sent to the school should be addressed to
the Principal marked “Private and Confidential.”
2. The Principal must observe strict confidentiality and share the information with only the Board as employer and any
employee tasked with handling the information.
3. Applicants will be given a chance to challenge the accuracy of information received. However, until the Board receives a
correction from the Police, it should assume the information received is correct.
4. Applicants will be given a chance to challenge the accuracy of information received within a reasonable period. Failure to
do so will result in a discontinuation of the application process. However, the Boards must ensure that it observes the
principles of natural justice and procedural fairness.
5. If a vet does not reveal any criminal offences or concerns by the Police then the vet should be destroyed or handed to the
applicant (or contractor). A record of the vet having taken place must be kept.
6. If a vet does reveal criminal offences or concerns by the Police then consideration needs to be given as to whether the
information should affect employment at or access to the school.
7. If after considering the nature of an individual’s criminal record the Board decides that it has no concerns, then the vet should
be destroyed or handed to the applicant. A record of the vet having taken place must be kept

Cardinal McKeefry School - Attendance Appendices

APPENDIX 1
EXCERPTS FROM MOE CIRCULAR 2013/21
STUDENT ENROLMENTS
ENROL is the enrolment management system developed by the Ministry of Education to provide a central enrolment record for all students.
The system is accessed at www.educationalleaders.govt.nz.
All schools will be using ENROL from January 2008. Appendix 1 sets out the enrolment rules and schools' responsibilities in using ENROL.
Important information about ENROL:

All schools are required to use ENROL. ENROL replaces the paper Enrolment Record (E19/22A) and the Register of Admissions and
Withdrawals (E19/2C). ENROL will be the master record of student enrolment for all students enrolled in New Zealand schools, including
international fee paying students.

ENROL will monitor the period between a student leaving one school and enrolling in the next. If a school does not update a student's
ENROL record promptly the system will automatically notify the Non-Enrolled Truancy Services.

Please update a student's ENROL record as soon as they start at or leave your school. Students who are incorrectly identified
as non-enrolled create extra work for their previous school and make it difficult for the Ministry to identify students who have
genuinely become non-enrolled.

You will be able to access a student's `Teaching and Learning Notes' when you enrol him or her. Teaching and Learning Notes let you
know whether there is anything you may wish to discuss with the student's previous school in order to help them settle in your school.

Parents are required to provide you with an official document, such as a New Zealand Birth Certificate, to verify the student's name,
date of birth, and that he or she is entitled to enrol for free education when enrolling a child for the first time. Thereafter ENROL
remembers those details and subsequent schools need not request them.

Only authorised users in your school can access ENROL and update student records. District Health Board staff will also have restricted
access in order to update student records with results from the hearing and vision tests they conduct.

Parents can request copies or corrections of the information held in ENROL about their child. Students can also request information
about themselves. Requests can be made to a student's current school or to the Ministry.

RULES FOR STUDENT ENROLMENT AND SCHOOLS’ RESPONSIBILITIES IN USING ENROL
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Definitions
In these rules, unless the context otherwise requires, "Authorised User" means a person who has completed a User Authorisation Form and who has been provided with access to ENROL by the
Ministry.
"ENROL" means the enrolment management system established by the Ministry to provide a central enrolment record for all school students.
The system is accessed at www.educationalleaders.govt.nz
"Ministry" means the Ministry of Education.
"Parent" means a person who is a student's mother, father, or guardian.
"Principal" means the Principal of a registered school.
"Student" means a person enrolled in a registered school as a student, whether as a domestic student or an international student.
"Task" means an action, which has been initiated by ENROL, that a school must complete.
Rule 1 - Enrolling a student
When enrolling a student, every Principal must ensure that:
a.
ENROL is checked to confirm whether an enrolment record already exists for the student when a student, whether domestic or
international, enrols in a school (Rule 2 explains when a new record will be required);
b.
ENROL is updated within 5 school days of the student being confirmed as attending the school. A student is not officially enrolled at
the school unless indicated as such within ENROL;
c.
where a student, who is not a New Zealand citizen, Australian citizen or New Zealand resident, transfers to another school, ENROL
is updated with:
 the criteria used to confirm the student's eligibility status, e.g. New Zealand Citizen, New Zealand Resident, Domestic Student Visa
(dependant of a person holding a valid work permit);

the type of verification document used to verify the eligibility status and the serial number; and

the student's country of citizenship;
d.
a student's eligibility status in ENROL is updated where the student's domestic eligibility status has changed (please refer to Circular
2012/01 - Eligibility for enrolment in New Zealand schools);
e.
where a student wishes to be enrolled under an alternative name, that name must be entered in the aliases field on the same
enrolment record as the student's legal name;
f.
he or she liaises with the Principal of the other school where there is a conflict over the enrolment of a student, i.e. when one school
is enrolling a student who has been confirmed as still enrolled at and attending another school; and
g.
he or she confirms with the parent that, if the `Keep Information Private' checkbox is activated, this requirement should continue (Rule
5(i) of the circular explains when this checkbox should be used). If the Principal clears this checkbox then he or she must be satisfied
that appropriate authorisation has been given to remove the checkbox.
Rule 2 - Creating records in ENROL
Schools must only create new ENROL records for:

new entrants;

international students entering a New Zealand school for the first time; and
 students who are returning to the New Zealand school system from overseas who have not previously attended a New Zealand
school since ENROL has been in use
When creating a record in ENROL, every Principal must ensure that:
a.
the student does not have an existing record by searching using the "Find a student" function, remembering to set the "Not at my
school option" (if unsure please call the Ministry's Contact Centre); and
b.
all the mandatory fields in the new record are completed.
Rule 3 - Withdrawing students
Every Principal must ensure that:
a.
a student's record in ENROL is updated within 5 school days of their last day of attendance with the student's departure information;
b.
ENROL is updated with the appropriate leaving reason(s), teaching and learning note(s) where necessary, and the correct last day
of attendance when:

the school has been advised that the student is no longer attending the school;
 the student has been absent for 20 school days without the Principal being informed that the absence is only temporary; or
 the student has been absent for less than 20 days but the Principal has reason to believe they will not return to school;
Updating the ENROL record with the student's intended school and the student's reason for leaving will help the Ministry find the
student promptly if they do not enrol in another school.
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c.
d.
e.

supporting information has been kept on the student's file in the school when teaching and learning notes are included on a student's
ENROL record;
students that have exclusion remain on the school roll as per section 17c of the Education Act 1989 until another school enrols the
student or they receive an appropriate exemption. A student should also remain on the school roll if the Principal has an expectation
that he or she will return to regular attendance (for example, where there is a truancy related court proceeding underway); and
students that have applied for either an early leaving exemption or home-schooling exemption, remain attending school (and enrolled
in ENROL) until the exemption is approved by the Ministry. The Ministry will then update the students record in ENROL to reflect the
last day of attendance at the school.

Rule 4 - Non-enrolment notifications
Every Principal must ensure that:
a.
the non-enrolment notification form is completed and emailed to the Ministry as soon as possible but within 5 school days when a
non-enrolment notification task is sent to a school from ENROL. These tasks cannot be cancelled and need to be completed for all
students. Users may submit an immediate non-enrolment notification for a student when withdrawing him or her in ENROL by ticking
the checkbox to send an non-enrolment notification immediately; and
b.
all contact details for the student held by the school, and any additional information (e.g. involvement with other agencies) that will
assist with locating the student, are entered on the form. Comments should also include appropriate information about what the school has
done to resolve the student's non-attendance before the student withdrew from school.
If you receive a non-enrolment notification and you aware the student is attending another school please notify that school and ask them to
complete the enrolment process.
Rule 5 - School and other user responsibilities
Schools' obligations as set out in the National Administration Guidelines and National Education Guidelines extend to all students on the
school's roll, including those who are attending at offsite centres.
Every Principal must ensure that:
a.
ENROL is updated for all the school's students, which includes those students who are attending offsite centres such as: Kura Teina
satellites; special education satellite classes; Teen Parent Units; Activity Centres; Alternative Education; and, Regional Health
Schools;
b.
every student enrolled at the school is recorded in ENROL in accordance with these rules;
c.
the data in ENROL relating to the students currently enrolled in the school is maintained accurately and promptly by the school's
authorised users;
d.
enrolment changes are updated in ENROL within 5 school days;
e.
tasks generated by ENROL, which relate to a student enrolled or previously enrolled in the school, are completed as soon as possible,
but within 5 school days;
f.
the Ministry of Education is advised immediately when an authorised user no longer requires access to ENROL;
g.
all reasonable steps are taken to ensure that school employees are aware of their obligations in respect of the appropriate use and
protection of personal information in ENROL;
h.
the school provides parents and students with the information sheet provided by the Ministry when the student enrols. The information
sheet will explain:

the purpose of ENROL;
 who the authorised users of ENROL are and their obligations and responsibilities in respect of their use of ENROL;

that information related to the student's enrolment will be available to the next school;
 that parents and students are entitled to request access to and/or correction of, their personal information held in ENROL from the
current school of enrolment or the Ministry; and students' entitlements and parents' obligations in respect of enrolment.
i.

j.
k.
l.
m.

The "ENROL Information Sheet for Parents" is available for download from www.minedu.govt.nz/enrol in both English and Māori.
the `Keep Information Private' check box is activated on the student's ENROL record in the following circumstances:
 the Principal is notified that one of the following exist: a protection order under the Domestic Violence Act 1995, a restraining order
under the Harassment Act 1997, or where the student or a family member is under a witness protection programme under the
Evidence Act 1958, or
 where the Principal has reasonable cause to believe the student is likely to be at significant risk if the checkbox is not activated;
he or she complies with all relevant legislation when responding to requests for information from a student or parent;
the school's own enrolment record is completed and signed by the parent(s) and/or student;
a copy of the school's enrolment form for the student is retained for seven years after the student has left the school (retained
electronically via SMS); and
E19/22A forms for students who were enrolled under the previous paper system are retained for the period of seven years after the
students have left the school.
Every authorised ENROL user must:
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n.
o.
p.

use ENROL only for the purpose of facilitating and monitoring the accurate and efficient enrolment of students; and
not share a user logon or password with any other person and must protect the password to prevent unauthorised access to the
system.
Every authorised ENROL user in a District Health Board must:
use ENROL only for the purpose of updating a student's enrolment record with hearing and vision test results.

Rule 5 - Schools exempt from using ENROL
a.
These rules apply to all schools apart from those that have received a written exemption letter from the Ministry of Education.
b.
The Ministry of Education may set conditions for any exemption.
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APPENDIX 2
EXCERPTS FROM MOE CIRCULAR 2010/19
ELECTRONIC ATTENDANCE REGISTERS (eAR)
LEGISLATIVE REQIREMENTS
The Education Act 1989 ("the Act") and the Education (School Attendance) Regulations 1951 ("the Regulations") impose legal obligations
on school Boards of Trustees, Principals, teachers, and parents that relate to students' enrolment and attendance at school.
Every person who is required to be enrolled at a registered school must attend the school whenever it is open unless they are exempted
from attendance in accordance with the Act.
The Regulations require that all schools must:
•
Maintain accurate daily attendance registers for all students enrolled in the school
•
Use an attendance register in the approved form to record student attendance
School attendance registers are legal records which may be used in court proceedings. These registers must be retained for at least seven
years from the date of the last entry. After seven years, the attendance registers may be destroyed with the approval of the Board of
Trustees in the case of state and state integrated schools, or with the approval of the manager in the case of private schools.
REQUIREMENTS FOR USING AN eAR (ELECTRONIC ATTENDANCE REGISTER)
Schools using an electronic attendance register must:
•
Be using a Student Management System (SMS) which is Ministry of Education approved to be used for electronic attendance
registers
•
Have attendance processes that ensure timely and accurate collection, recording, monitoring and reporting of student attendance
•
Have attendance processes which provide the required information to meet the legal requirement to provide accurate roll returns
•
At the end of each term print and archive (for seven years) a paper copy of the Term Attendance Registers for each homeroom,
or form/tutor/whānau group.
ATTENDANCE MANAGEMENT REQUIREMENTS
Schools must comply with the following attendance management requirements when using an eAR:
•
Students must be marked absent or present during the course of every school day as required by the Act and Regulations
(attendance must be marked mornings and afternoons for students taught in homeroom situations and period-by-period for students who
move from teacher to teacher during the course of a day)
•
Attendance must be marked during class time by the teacher with the students in front of them (either by marking attendance
directly into the SMS or by manually marking a full class list to use as the basis for later data entry)
•
All absences must be appropriately coded in the SMS (entering an explanation in the comment section of the SMS is good
practice)
•
All unexplained absences must be followed up and reported to parents and caregivers as soon as possible
•
As soon as an unexplained absence is resolved, the SMS must be updated with the appropriate code (entering an explanation in
the comment section of the SMS is good practice)
•
School management must follow up instances where attendance is not marked by the teacher responsible and address the
matter in an appropriate and timely manner
•
Student’s with continuous and/or regular absences must be identified and monitored.
REVIEW OF ATTENDANCE MANAGEMENT PROCESSES
Schools’ attendance management processes will be reviewed by a Ministry Resourcing Auditor as part of a resourcing audit. School must
provide a computer, with access to the school's SMS, for use by the Ministry’s Resourcing Auditors during a resourcing audit.
Schools should have documented attendance procedures defining roles and responsibilities which are clearly advised to staff (teaching,
administration and management); with regular monitoring to ensure that the attendance procedures are being followed.
The Resourcing Auditor will report to the school’s Board of Trustees and Principal on how the school is complying with the attendance
requirements. The Resourcing Auditor will also advise the school on how to improve the attendance processes if the school has:
•
Inadequate attendance processes
•
Inadequate monitoring of attendance
•
Attendance or monitoring processes which lack accuracy and/or completeness
•
The inability to produce an accurate roll return.
The school will then be subject to further Ministry audits to verify that the school's attendance and roll return processes have been
amended to meet the requirements.
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HOW THE ELECTRONIC ATTENDANCE REGISTER CALCULATES ATTENDANCE
The school’s Student Management System creates the electronic attendance register which records the attendance of each student. Each
student is recorded on the register as being present for zero, one or two ½ days.
The following points outline how attendance is recorded:
•
Zero ½ days - no attendance or less than two hours attendance for tuition in a school day.
•
One ½ day - attendance for tuition for more than two hours but less than four hours in a school day.
•
Two ½ days - attendance for tuition for at least four hours in a school day.
Students will almost always be required to be at school for longer than four hours. The Act requires students to attend school whenever it
is open and this is generally for more than four hours.
AUDIT DOCUMENTATION REQUIRED FOR ROLL RETURNS FOR RESOURCING PURPOSES
All schools must ensure that the following documentation is accurately prepared and retained, and available to the Ministry’s Resourcing
Auditor’s when the school roll returns are audited.
•
Electronic attendance registers for every class printed at the end of each term of the current school year.
•
A full School Audit Roll printed at the same time as the Roll Return that was submitted to the MOE, and retained with the school’s
copy of that Roll Return.
•
Audit Class Lists completed manually by class teachers.
•
The SMS has been formatted to produce these audit class lists for the roll returns.

APPENDIX 3
PROTOCOLS & PROCEDURES ON STUDENT ATTENDANCE
RECORDING ATTENDANCE:
1.
Student attendance will be recorded two times a day, at the beginning of morning school, and at the beginning of afternoon
school. This will be done, either electronically by the class teacher using the school’s Student Management System in the classroom, or by
a paper roll if the SMS system is unavailable. Relieving teachers will be required to record the attendance/absence information on a prepopulated manual roll, which will be sent within 10 minutes to the School Office.
2.
The School Office will subsequently record in the SMS the reason for each student’s absence, using the Attendance Codes 2015.
[See Appendix 4]
3.
At times a physical roll will be marked, and updated electronically later on (e.g. school camps).
STUDENTS ARRIVING LATE:
4.
Students arriving at school late will be required to report first to the School Office and receive a late pass. The School Office will
record the lateness and time of arrival in the SMS and issue the student with a “Late Pass” to take to their class teacher.
UNEXPLAINED ABSENCES AND INFORMING PARENTS/CAREGIVERS:
5a.
As soon as possible (before 9:15am/1:50pm if afternoon absence) parents of students who are inexplicably absent are phoned to
determine the reason for non-attendance. A message is left on both their mobile phone and landline (if possible). If they are unable to be
contacted it is to be recorded on the SMS.
b.
When an explanation is received by the School Office it will be entered into the SMS, using the Attendance Codes 2015.
IF THE ROLL IS NOT MARKED:
6.
The School Office will primarily alert the classroom teacher if the roll has not been marked by 9.15am. The Principal will address
anomalies and concerns with the relevant person and follow-up to ensure procedures are adhered too in the future.
STUDENT SIGN-IN/OUT:
7.
If a student is required to leave school during the school day, the student must be signed out at the School Office using the
student sign in/out register by the parent/caregiver or Office Staff before leaving the school grounds. When/if the student returns to school
later in the day, (s)he or parent/caregiver, will be required to report to the School Office upon arrival and sign-in using student sign in/out
register. In this way the School Office will be able to record justified absences, occurring during the course of the day, in the SMS.
8.
If a student is found to be absent without explanation during the course of the school day, it is first and foremost a personal safety
issue before being an attendance issue. Teachers must notify the School Office immediately a student is deemed ‘missing’. The school will
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then enter lockdown and a full head count taken. The Principal will then decide the next course of action following the Emergency
Procedures manual.
IMPENDING ABSENCE:
9.
Whenever possible, parents/caregivers will be encouraged to advise the school of an impending absence ahead of time through
correspondence with the Principal or School Office. When this is not possible, then parents/caregivers will be asked to inform the
Principal/School Office as soon as possible after the event (e.g. by phone on the day of a student’s illness, or by note on the first day when
the student returns to school).
EXPLANATONS:
10.
The following methods of explaining student absences, either before or after the event, will be accepted from parents/caregivers:
a.
a phone call/voicemail message
d.
a face-to-face explanation
e.
a handwritten note from the parent/caregiver
f.
an e-mail message to school stating:
(i)
the student’s name
(ii)
the date of the absence; and
(iii)
the reason for the absence
g.
a Medical Certificate from a health professional may be required after 3 consecutive day’s absence; as deemed
appropriate by the Principal.
EMERGENCY EVACUATION - ROLL CALL:
11.
During an emergency evacuation the School Office staff will take the Blue Folder and the Blue Fire Drill & Lock Down Folder
(located in the Administration Managers Office) to the assembly point to cross check with teachers if necessary.
UNJUSTIFIED ABSENCE/EXCESSIVE JUSTIFIED ABSENCE - RESPONSE:
12.
If a student has three days of unjustified absences or levels of explained attendance is causing concern, then the Principal will
contact the family and may also send a letter to the family.
ENROLMENT PACK:
14.
Information on attendance requirements and absence protocols will be given to parents/caregivers as part of the school’s
Enrolment Pack (Information Booklet). This information will also be placed on the school’s website and a reminder notice will be put in the
school newsletter at least once a year. If generic problems arise from time-to-time over student absences, then a further notice about the
issue(s) will be put in the school newsletter. The Principal will be responsible for all this information.
ROLL AUDIT:
15.
Roll Returns are paperless and will be electronically sent through to the Ministry of Education. The school will designate an
approver of the “Roll Return” (Principal) who will open up each of the Roll Return tables and confirm or reject the table. Once this is done,
the approver or administrator can send the return electronically to the Ministry of Education as they normally would in their SMS.
The School Office will do the usual data entry for teacher’s unable to enter data into the computer in the classroom (manual roll).
Roll Return dates are twice yearly on 1st March and 1st July.
PRINICPAL’S DISCRETION:
16.
In the case of a student who is engaging in learning that is taking place not under the direct supervision of the school, the
Principal will use his/her discretion to decide as to whether the student will be marked as present or absent from school. Each case will be
taken on its merits.
ARCHIVING OF ELECTRONIC ATTENDANCE REGISTERS:
17.
A hardcopy print out of the summary pages for each class will be filed annually and held in the archives for 7 years.
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ATTENDANCE CODES 2015

(most applicable partial list)

A full list of Attendance Codes 2015 will be held at the office.

School Code

Classroom
Not in class

Reason
Unknown reason (A
temporary code)

P

In class

Present

L

In class

Student Late for class

S
D

Not in class
Not in class

Sickbay
Medical Appointment –
doctor or dentist

?

E

Not in class

M

Not in class

Student is absent with
an Explained, but
unjustified reason

Student absent due to
short-term
illness/medical reason

Not in class

Justified absence –
reason for absence
within the school policy

G

No in class

Holiday during term
time

T

Not in class

N

Not in class

On a school based
activity

Q

Not in class

On a school based
activity

J

No information
provided – truant (or
throw-away
explanation)

Definition or Explanation
This is the initial entry for a student not in class and the reason is
unknown. It will be edited as relevant information becomes
available about the reason for non attendance. If required the SMS
can be set by the school to automatically change the “?” to a T
after a configurable number of school days (e.g. 7).
Student is in his/her regular class. (This includes supervised study)
School policy will determine when this code is used e.g. School
policy may recommend that a student arriving after 8.55am is
coded “L”
Note: this code does not contribute to the schools absence or
truancy rate.
Student is known to be in the school’s sickbay.
Current legislation means this type of absence is counted as
present for ½ day summaries. There must be documentation
verifying the appointment. This code is not to be used for a stay in
hospital. Use code “M”.
The explanation for the absence is accepted by the school as the
reason for the absence, but the reason does not fit within the
school’s policy as a justifiable reason to take the student off school
(even though the parents may think it is justified and may have
provided a written explanation) e.g. “Molly had to stay home to
look after her younger brother”. For New Zealand and overseas
holidays use code “G” – see below.
Student is at home, or in hospital, because of illness or other
medical reason. Depending on school policy a Medical Certificate
may be requested for prolonged illness e.g. three days, or as
policy requires.
Unplanned absences such as a bus breakdown, accident, road
closure, extreme weather conditions etc.
Planned non-attendance such as national/local representation in a
sporting or cultural event in New Zealand or overseas. Approved
absence (including overseas) can also include bereavement,
visiting an ill relative, exceptional family circumstances or a section
27.
When a student is on a New Zealand or Overseas holiday during
the term time, the absence is Unjustified. A parent’ note does not
provide justification.
An absence where no explanation is received, or the explanation is
trivial (throw-away):
I didn’t feel like maths so I took the period off…
I had to finish an important assignment…
We had a test and I wasn’t ready for it…
I went to the shops….
I went to the river…..
A school-based (on-site) activity.
Cultural/sporting presentation/practice including swimming/athletic
sports
One-to-one tuition either as tutor or tutored.
A school organised off-site activity including overseas school trip
(sporting, cultural or academic) or a school camp.
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O

Not in class

H

Not in class

U

Not in class

Justified overseas
Attending a Health
Camp/Regional Health
School/Residential
School.
Student is Stood Down
or Suspended

A student accompanying or visiting a family member who is on an
overseas posting e.g. military or diplomatic. (Up to 15 weeks)
The student is not in class but in an approved environment for
which the school is entitled to be funded.
Student is Stood Down or suspended according to the conditions
of Section 14 of the Educational Act 1989. This code is for the
period of the stand down/suspension. It does not include the day
the Stand Down was imposed.
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Appendix 5
CONCERNS and COMPLAINTS FLOWCHART
INFORMAL: Most concerns can be resolved at this level
Resolved?

Talk to your child’s teacher

No

Yes

Talk to the Principal

Resolved?

No

Yes

<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<
FORMAL LEVEL: Official investigation for serious complaints or concerns

Put concern in writing to the Principal

Resolved?

No

Put concern in writing to the Board

Yes

Resolved?

Yes

No

Put concern in writing to relevant
government agency or take legal action

Final Decision
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Appendix 6

Use of Physical Restraint Report
Cardinal McKeefry School
Information for the Ministry Of Education and the Cardinal McKeefry School Board of Trustees
SECTION ONE: (for BoT)
Information for Ministry of Education and Board of Trustees Cardinal McKeefry School:
Completed By:

Date of Incident:

Date of Report

Date of Birth:

Year Level:

Gender:
M

Students National Number (no
name):

Ethnicity:

F

First time Student restrained:
Y

The Student has an individual
Behaviour Plan?

Yes:

Physical Restraint is part of the
plan?

Yes:

No:

Were parents notified?

Yes:

No:

Was anyone injured? If yes,
please describe.

Yes:

No:

Was the staff member who
applied the restraint a teacher
of authorised staff member?

Yes:
No:
If no please provide details:

N

No:
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Role of staff member who
applied the restraint?

Teacher:
If other describe role:

Did the staff member who
applied the restraint receive
training prior to the incident?

Yes:
If yes, what training?

Other:
No:

Other Staff/Adults who
witnessed:

SECTION TWO: (for Bot)
Restraint Particulars:
Place where restraint Occurred:

Classroom
Corridor
Hall
Outdoor Area
Toilet Block
Administration Area
Other (Identify)

Behaviour Directed at:

Staff Member - Name:
Student - Name:

Why was the use of physical restraint considered necessary? (Reason)
Serious and imminent risk to the
safety of the student or any other
person - describe:
Actual Injury - describe
SECTION THREE: Reflection
Events Leading to the Incident:
Describe what was happening before the behaviour started to escalate. What was the student doing?
What do you think might have triggered the behaviour? How were other students reacting to the student?

Behaviour of the Student:
What did you notice about the student’s behaviour that alerted you that they were struggling to cope?
Think about the way they looked, or example facial expressions, physical signs, language...
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What did you try before the restraint?
Describe the alternative techniques and interventions tried to prevent the emergency, including a
description of the de-escalation strategies you used. What was the response from the student?

The restraint method used:
Describe the nature of the physical restraint. Include the type of hold and number of people required.

Monitoring:
Describe how the student’s physical and emotional distress was monitored while they were restrained:

After the restraint ended:
Describe the mood of the student following the restraint. What help and support were they offered?

If there is a next time:
What could be done differently in the future to prevent the need for restraint?

How about you?
How are you feeling and what support do you need?

_____________________________________________________________________
Signature of person/s who applied the restraint
______________________________________________________________________
Signatures of any staff witnesses
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SECTION FOUR: Debriefing Form for Staff involved in physical restraint incident:
Date of Incident:
Date of debriefing:
Time of debriefing:
Names of people at the debriefing:

Findings of debriefing:

Next steps/actions:

Principal/Principal delegate signature:
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SECTION FIVE: Debriefing Form for Parents/Caregivers, student re physical restraint incident:

Date of Incident:
Date of debriefing:
Time of debriefing:
Names of people at the debriefing:

Findings of debriefing:

Parent or Caregiver - comments or suggestions:

Student - comments or suggestions:

Next steps/actions agreed:

Signatures:
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Principal or Principal Delegate:
Parents or Caregivers:

Student:
.
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