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Part 3 Curriculum  

 

3.1  Curriculum delivery policy 

 

a. Outcome statement 

Curriculum delivery reflects charter/strategic plan aims and meets legislative requirements. 

 

b. Scope 

The board’s primary objective is to ensure that every student at the school is able to attain 

his or her highest possible standard in educational achievement. 

 

c. Delegations 

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

 

d. Expectations and limitations 

The principal must ensure: 

• an annual plan is developed setting out how progress will be made towards the 

achievement of charter/strategic aims and targets and is approved by the board 

• the Twizel Area School curriculum is based on the vision, values, principles and key 

competencies of the New Zealand Curriculum (or Te Marautanga o Aotearoa) and it was 

developed in consultation with the school’s community 

• school programmes provide students in years 1–10 with opportunities to learn across all 

areas of the national curriculum. Years 11–13 students specialise the National 

Qualifications Framework 

• there is a clear focus on the national priority groups of Māori, Pasifika and students with 

special learning needs within school planning and reporting 

• formative, diagnostic and summative assessment practices ensure that teachers can 

monitor and report on the engagement, progress and achievement of students across 

the curriculum 

• board approval is sought before changes to the school curriculum requiring increased 

expenditure or staffing are made. 

 

e. Monitoring 

The principal will prepare (or, where appropriate, delegate, co-ordinate and approve) a 

report at every board meeting, that (in alignment with the annual plan and review cycle): 
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• includes data and analysis on curriculum delivery, 

student progress and achievement 

• tracks progress and variance towards strategic aims and 

key performance indicators 

• informs the board of any significant changes in staffing, programmes, plans or 

processes that are under consideration. 

 

 

f. Procedures/supporting documentation 

  

TAS Curriculum 

Assessment Procedures  

 

 
 
Reviewed and adopted: 8 June 2020     To be reviewed annually



 

 

6  

 

3.2   Assessment Policy 
 

a. Rationale 
Effective teaching and learning are more likely to occur when there is a coherent and 
regular programme of assessment and evaluation in place.  In an area school, we have a 
unique opportunity to develop a consistent policy and practices throughout the school, thus 
developing the understanding of students and parents in its aims and methods.  
Assessment and evaluation are a central part of programme planning, of monitoring the 
progress of individual students and groups, and of providing feedback to students and 
parents.  Assessment and evaluation play an important role in achieving our aim of 
developing independent and confident learners, and in developing an understanding of the 
learning process. 

 

b. Aims 

• To implement a unified and consistent assessment policy throughout the school. 

• To provide simple, flexible, and effective assessment policy and procedures. 

• To ensure the use of a range of valid, reliable and fair assessment instruments 
throughout the school that assist and support students’ learning. 

• To implement policy and procedures which conform with the National Education 
Guidelines. 

 

c. Objectives 

• To gather reliable information on student progress towards learning objectives outlined 
in the TAS curriculum and NZC. 

• To administer a coherent and timely system of collecting student data on progress and 
achievement.  

• To collect formative and diagnostic information about students’ achievement that will 
inform further teaching strategies and processes.  

• To share achievement information between teachers, students and parents. 

• To formally report on progress and achievement to students, parents and the Twizel 
Area School Board of Trustees consistent with the reporting cycle. 

• To use a full range of assessment methods, including peer assessment, self-
assessment, learning journals, as well as the more traditional methods of formal tests, 
essays, and examinations, appropriate to the knowledge, skills, and attitudes being 
assessed. 

• To involve students as much as possible in the assessment procedures as part of the 
process of becoming independent and confident learners. 

• To involve parents in the assessment outcomes where practicable as a way of 
supporting their children and developing their involvement in their education. 

• To prepare senior students to meet the requirements of the New Zealand Qualifications 
Framework. 

• To regularly evaluate programmes to judge how successful they have been in meeting 
their stated objectives, and the learning needs of the students. 

• To use information gathered during the evaluation process to make any necessary 
adjustments to programmes, and in the planning of future programmes. 
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d. Assessment Principles 
All good assessment is built on the following basic principles: 

• The purpose of the assessment should always be explicit. 

• The best interests and progress of the student should be paramount. 

• Where possible, assessment should be an integral part of the learning process. 

• Assessment information should be shared with the student at the time of the event or as 
soon as possible afterwards. 

• Assessment should be ongoing, accurate, and as objective as possible. 

• Assessment should take many forms, gathering information from several contexts, and 
using a variety of methods according to the needs of the student and the nature of is 
being assessed. 

• The forms of assessment should be appropriate for the knowledge, skills, or attitudes 
that have been integral to the prior learning. 

• Effective assessment takes into account varied learning styles and cultural expectations, 
especially for those students whose first language is not English and those eligible for 
Special Assessment Conditions (SAC). 

• The assessment activity should be appropriate to the age and developmental level of 
the student. 

• The assessment activity should have credibility with all of those involved in it, and the 
results should be capable of being communicated clearly. 

 
 

e. Procedures/supporting documentation 

  

TAS Curriculum 

NZQA Handbook for Staff 

NZQA Handbook for Students  

Twizel Area School Assessment Processes Y1 – 10 

Twizel Area School Reporting Cycle 

 

 
 
Reviewed and adopted 8 June 2020    To be reviewed triennially 
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3.3  Careers Information and Guidance Policy 
 

a. Purpose 
To provide appropriate career information and guidance for all students from Year 7 in 
accordance with the National Education Guidelines (NEGs). To prepare senior students for 
workplace, or further education opportunities, on leaving school. To access targeted 
pathways and/or specific career guidance for those students who have been identified by 
the school as being at risk when leaving school.  
 

b. Objectives 

• To provide students with access to full and accurate information about course and 
vocational pathways so that they can make informed career choices. 
 

• To encourage students to be active participants in decision-making about their future 
career pathways through assisted career guidance.  

 

• To enable students to match their personal qualities, skills and interests to potential 
career and work options through career education and/or experience programmes 
available through, and integrated into, the curriculum. 
 

• To ensure that careers information, guidance, education and experience is suited to the 
range of students’ learning styles and be delivered in culturally relevant ways. 
 

c. Procedures 
    Career Information 

• The school receives and distributes course information from tertiary providers and 
 training establishments. 

• Students access Careers NZ (careers.govt.nz) and other relevant websites for vocational 
 pathways and careers information. 

• A programme of visits and events are organised throughout the year to inform students  
of tertiary courses and training programmes. These include tertiary provider’s open days, 
industry visits and various specialists visiting the school. 

• Students are encouraged to participate or opt into career programmes, e.g. Gateway,  
STAR courses that connect with local businesses and organisations and give an insight 
into various occupations and careers 
 

   Career Education Programme 

• Every student from Year 7 onwards receives career education in line with curriculum 
 requirements. 

• Senior students annually complete a goal setting document using Google docs which is  
shared with the senior dean, their mentors and career’s teacher. They are given 
opportunities throughout the year to update this document and there is provision for the 
mentor and dean to comment. This is optional for students to complete but every 
encouragement is given for this to be done. 
 

  Career, Work Experience and Gateway 

• Those students who wish to gain practical experience in the workforce can do so through  
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negotiation with the Careers Adviser, Gateway Co-
ordinator and people and/or organizations in our wider 
community. 
 
 

  Secondary Tertiary Alignment Resource (STAR)  

• STAR Funding is available to support students with career educational outcomes and 
 gives opportunities for students to take courses that may spark a passion or interest 
      

        Leaver Destinations 

• The Career’s Advisor maintains ongoing longitudinal data (where possible) on student 
 leavers career destinations.  

 
 
 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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3.4  Children requiring learning support 
  
a. Rationale 

All children at Twizel Area School have the right to an education that is appropriate to their 
individual needs.  All children can learn and make progress and it is the school’s 
responsibility to ensure that successful learning occurs for all students including those with 
learning support needs.  Special needs students may require a Collaborative Intervention 
Plan (CIP) and additional resources for successful learning to occur. 

 
b. Purposes (Objectives) 

• To ensure that students identified as requiring learning support or accelerated 
programmes are placed on the learning support register. 

• To ensure that the educational needs of these students are addressed. 

• To assist teachers to plan appropriate programmes for learning support students in their 
classes 

• To apportion (financial and physical) resources and ensure that staff are familiar with the 
resources and that they are easily accessible. 

    
c. Guidelines 

• Students who require additional social, emotional, physical and academic assistance to 
access aspects of the curriculum will be considered for the Twizel Area School’s 
Learning Support Programme. 

• A Learning Support Team exists to facilitate identifying and meeting these students’ 
special educational needs.  This will comprise the Learning Support Coordinator and 
staff members relevant to the areas being considered (such as deputy principals, 
specialist teachers and teacher aides). 

• A learning support register will be kept up to date and be available to teaching staff (on 
school network T drive). 

• Assistance from expert agencies outside the school such as Learning Support South 
Canterbury, the Resource Teaching of Learning and Behaviour (RTBL), BLENNZ, 
CAMHS and Health Services will be sought when appropriate. 

• Provision will be made in the budget for Learning Support. This will also include funding 
provided by the Ministry for HHN, ORRS and ICS. 

• Parents, in all cases, will be involved in the forming a Collaborative Intervention Plan 
(CIP).  

• Learning Support students will be included in their regular classroom as much as 
possible.  

• To ensure Twizel Area School’s Learning Support Policy is implemented and  

relevant procedures are adopted. 
 

 
Reviewed and adopted 5 June 2020    To be reviewed annually 
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3.5  Digital Citizenship Policy  
 

This Policy reflects the Twizel Area School Values of:  

• Quality work; the best we can do at the time with the right effort 

• Respect for each other, ourselves, our community, environment and learning  
 
a.  Outcomes Statement  

• Twizel Area School is committed to creating a safe online learning environment, and to the 
development of our students into capable digital citizens. The Board recognises that its 
obligations under the National Administration Guidelines (NAG 5) extend to use of the 
internet and related technologies.  

 

• Technology provides significant benefits to learning and school operations. The 
Board considers the benefits and risks associated with technology use when making any 
decisions related to the purchase or use of technology.   

 

• Twizel Area School seeks to foster a culture of successful digital citizenship in our students, 
staff and our wider community. We encourage everyone to take responsibility for 
themselves and others in their use of digital technology and online environments.   

 

• The Board is aware that preparing and supporting our students to use digital technology 
and online environments effectively and safely is an important part of their preparation for 
participating and contributing in our digital society.  

 

• In preparing our students to actively participate in the world in which they live, their ability to 
participate as confident and competent digital citizens is a key skill. An important part of 
learning the skills, knowledge, and values that are needed, is being given the chance to 
experience both the opportunities and the challenges presented by technology. It is 
important to do this in a safe, secure and nurturing environment, where clear, effective 
guidance can be given.  

 
b. Expectations 

• Twizel Area School will develop and maintain procedures around the safe and responsible 
use of the digital technologies, school's network and systems, and the internet. These 
online safety procedures will recognise the value of the technology and encourage its use in 
teaching and learning contexts whilst minimising and managing the challenges that may be 
experienced by students, teachers and the wider school community.  

 

• The school will consult with parents and the wider school community, as to how it intends to 
use digital technologies and online environments, and where possible explain how it 
benefits the teaching and learning process.  

 

• These procedures will aim to not only maintain a safer school environment, but also aim to 
address the need of students and other members of the school community for opportunities 
to receive and participate in education and support around the safe and responsible use of 
digital technologies and online environments.   

 
 
 

Reviewed and adopted 12 May 2020                              To be reviewed annually                 
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3.6  English Speakers of Another Language 
 
a. Purpose 

• To provide an inclusive and safe learning environment in which ESOL students can be 

introduced to New Zealand culture as well as having their own specific cultures affirmed. 

• To meet the English language needs of ESOL students so that they can effectively 

participate in the full school curriculum at their respective year levels. 

• To connect with ESOL students and their families so that they can gain a sense of 

belonging to the Twizel Area School learning community. 

 
b. Requirements 

• An appropriate ESOL support programme developed by a qualified ESOL coordinator, 

using up-to-date resources and technology. 

• The enrolment process will be checked in respect for residence and/or refugee status, 

visa status, ethnicity and native country of parent(s). 

• Timetables will be developed to accommodate ESOL studies in consultation with 

homeroom or subject teachers. 

• Supportive relationships will be formed between the ESOL team, students’ families and 

community to enhance job opportunities and purposeful interactions. 

• Provision will be made for ESOL students to voice opinion and give feedback. 

• There will be a balance between explicit and implicit teaching programmes. Teachers 

will ensure implicit learning opportunities are made available first. 

• Additional language learning will be promoted within the classroom environment and 

teacher will participate in cultural professional development. 

• On request the school will provide (where possible) interpreters for parents when 

discussing progress and achievement in relation to the Language Learning Pathways. 

• First language culture and identity will be retained when learning English as a second 

language. 

• The purpose of language differs between cultures and the way in which English 

communication is delivered and responded to may vary 

• Teachers need to be aware of the specific learning development periods, including silent 

phases and critical teaching periods. ‘Low Literate’ assumptions should not be made 

with diagnostic tests. 
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c. Responsibilities 

• The principal will be responsible for applying for and allocating funding of ESOL 

students. 

• The school administrator will take responsibility for the enrolment process and ensuring 

school information is accessible to parents. 

• The ESOL team will include the ESOL teacher(s), the Learning Support Coordinator, 

Deputy and Assistant Principal. They and the homeroom and subject teachers will have 

the responsibility of co-ordinating an appropriate programme for these students. 

• HoLs, Deans and homeroom teachers will be responsible for providing feedback to the 

ESOL teachers about students’ progress and welfare. 

• The Board of Trustees is responsible of over-seeing policy and review. 

 
 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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3.7 Education Outside the Classroom (Under Review) 
 

EOTC at Twizel Area School falls into two main areas. The first is curriculum extension, and 
involves class or field trips, and transition trips. The second part is outdoor pursuits, and 
involves physical activities in the outdoors, such as the camps at Huxley Lodge, and skiing 
trips  

 
a. Purpose 

AN EOTC PROGRAMME 

• Broadens the experience of The Mackenzie Basin and further afield for all of our 
students through a programme of out of school trips. 

• Provides a range of first-hand, out-of-school experiences for pupils that are relevant to 
their age and learning level. 

• Enhances students’ skills in observation, recording, reporting and analysing. 

• Increases students’ awareness of, and concern for, the environment. 

• Increases students’ awareness of, and respect for, the similarities and differences 
existing between cultures, groups, and individuals. 

• Provides learning experiences which enhance classroom programmes. 

• Provides socialisation opportunities for students in different contexts. 
 
b. Objectives 

• To offer students an increasing range of EOTC experiences. 

• To ensure that all involved in EOTC activities show respect for the environment and the 
needs and values of others. 

• To ensure that all programmes encourage an awareness of, and sensitivity for Maori 
and other cultures, and equity issues. 

• To consult with caregivers about trips giving adequate notice of any planned activity. 

• To ensure that no student misses out on a trip for financial reasons. 

• To ensure outdoor pursuits programmes include an element of fun, time for reflection, a 
focus on the development of self esteem, and the opportunity to develop group skills, 
through various adventures, challenges, and cooperative experiences. 

• To ensure ongoing review and evaluation of all EOTC activities. 

• To follow Ministry of Education regulations and guidelines on safety and supervision, 
risk management, leadership, and legal requirements. 

• To ensure that all Legal Requirements and Current Health and Safety Act Requirements 
are followed 

• To achieve this by ensuring that all relevant School Policies and Procedures are 
developed, updated and reviewed regularly 

 
Adopted June 2017     To be reviewed triennially  
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3.8  Equity – Access to Programmes and Resources 
 
a. Purpose 

To provide access for all students to the learning programmes and resources of the school. 
 
b. Objectives 

• Within timetable and staffing constraints, all students have equitable access to a range 
of subjects that meet the needs of the student. 

• No student is denied access to learning programmes on grounds of gender, sexuality, 
physical ability, ethnicity, special needs, geographic isolation or through financial 
disadvantage. 

• The use of the school’s pastoral care/guidance network is encouraged in identifying, 
monitoring and supporting students. 

• Where constraints may limit the opportunity of students to participate in a school activity 
a fund will be kept available to mitigate this, by application to the principal and at the 
principal’s discretion. 

• Where an individual or group of students is identified as not experiencing equitable 
access to learning a programme will be developed to address the issue. 

• Twizel Area School will be responsive to the individual needs of all students and staff, 
by ensuring that the curriculum is non-sexist, non-racist and is sensitive to, and 
considerate of, any religious, family or special needs. 

 

 
Reviewed and adopted 5 June 2020    To be reviewed annually 
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Part 4 Personnel 
 

4.1 Personnel policy 

 

a. Outcome statement 

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

 

b. Scoping 

The board recognises its responsibilities and accountabilities to its employees are achieved 
through its chief executive. 

 

c. Delegations 

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 current terms of employment documents and 

identified good practice. 

 

d. Expectations and limitations 

The principal must ensure: 

• All employment-related legislative requirements are applied 

• All employees’ understand their rights to personal dignity and safety and ensure that 

matters are resolved in an appropriate and fair manner 

• A smoke-free environment is provided 

• Employment records are maintained and all employees have written employment 

agreements 

• Management pay units for appropriate positions are allocated in a fair, transparent 

manner 

Employee leave is effectively managed and reported so that: 

o the risk of financial liability is minimised, operational needs are met and the 

needs of individual staff are considered 

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

o board approval is sought for any requests for discretionary staff leave without pay 

of longer than 4 days 

o board approval is sought for any requests for staff travelling overseas on school 

business 

o the board is advised of any staff absences longer than 5 school days 

• Effective and robust performance management systems are in place for all staff that 

include performance management reviews, attestations for salary increases and staff 

professional development 

• A suitable professional development programme, which takes into consideration the 
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requirements of the strategic and annual plans, is 

provided as part of each employee’s performance 

agreement 

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

• advice is sought as necessary from NZSTA advisers where employment issues arise 

and the school’s insurer is notified. 

• The Board is provided with a personnel report at each Board meeting 

 
 

Reviewed and adopted 5 June 2020    To be reviewed annually 
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4.2  Appointments policy 

 

a. Outcome statement 

The best applicants are appointed through a fair, rigorous appointments process. 

 

b. Scope 

To assist in the appointment of quality staff to any vacancy that may arise, appointment 

committees with expertise relevant to the vacancy will be selected to carry out the 

appropriate appointment procedures. In accordance with the regulatory requirements for 

safety checking under the Vulnerable Children Act 2014, we demonstrate our commitment 

to the safety of children by adopting appropriate safety checking practices when employing 

school staff, whether core workers, volunteers or other. This policy is used in conjunction 

with Twizel Area School procedures on safety checking, Police vetting and screening. 

 

c. Delegations 

• The board delegates authority to determine the composition of the various 

appointment committees according to the schedule outlined below.  

• The board delegates the recruitment and appointment procedures to the principal. 

The Board will be represented in the appointment committee as set out below. 

• Recruitment and appointment of the principal is the responsibility of the board, which 

will determine the process and seek NZSTA advice. 

 

d. Expectations and limitations 

The principal must ensure that: 

• appointment of deputy principals, head of departments/senior teachers, and all 

permanent teaching staff will involve an appointment committee consisting of the 

principal, the board chair and, at the discretion of the board, a further trustee 

• unless determined otherwise by the board, appointment of part-time teachers, long-

term relieving teachers, teacher aides and non-teaching staff will be the responsibility 

of the principal in consultation with the board chair (or delegate where deemed 

necessary) 

• procedures are in place for the recruitment and appointment of all staff 

• procedures are in place and fully implemented that meet all legislative requirements 

regarding safety checking, Police vetting and screening of all staff. 

• In the case of Community of Kāhui Ako membership: staff seeking the Communities 

of Learning I Kāhui Ako leadership role or the teacher across schools role must seek 

and receive consent from their employing board before applying for the role. 

• The principal reports to the board on staff appointments and, as part of the self-

review process, annually reports to the board that the appointment procedure and the 

appointment committee delegations accurately reflect practice. 
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Reviewed and adopted 5 June 2020   To be reviewed annually 
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4.3  Board of Trustees Student Discipline Meeting Policy and 
Procedure 

 
a. Purpose  

• To hear information and decide on the appropriate course of action following a principals 
decision to suspend a student or to reconsider a suspension.  In this case the discipline 
committee performs the same functions as described by “the Board” in the Education 
rules 1999 from the Education Act 1989.   

 

• To hear other disciplinary issues as they may arise before getting to suspension stage. 
 
b. Constitution   

A minimum of at least two elected parent representatives and other members of the Board 
as are able to attend.  

 
c. Meeting procedures. 

Meeting moves into committee.  (Moves that the public be excluded for the protection of the 
privacy of natural persons). 

 
Throughout the process the Board (and the principal) must adhere to the principles of 
natural justice.  This generally means opportunity to know what the accusations are, 
opportunity to prepare an adequate response and a hearing free of bias. 

 
The board receives the principal’s report (may be presented by a member of the senior 
management team).  Guidance personnel reports or other reports may be part of this 
report. 
Anyone present is then able to put questions to the Principal/Senior management to clarify 
events surrounding the suspension. 
The Board hears with an open mind what the student/parent/representative has to say.  The 
chairperson must be prepared to rule whether specific information or material presented by 
either the principal or the student/parent/representative is relevant in considering the 
suspension. 

 
The rules allow for the board to decide on the process it will use to arrive at its decision on 
the outcome of a suspensions meeting.  However, to meet the principle of natural justice 
that the person “bringing the charge” (the principal who suspended the student) shall not 
also be the final arbiter, the board should generally make its decision without the 
recommendation or vote of the principal. The principal may be asked to leave the 
meeting, along with the family, while the board makes its decision.  If, in the interests of a 
more holistic process resulting from a consensus about a course of action,  the principal 
stays however, the student and family may stay.  The Principal may be consulted on 
implications for matters of procedure and setting of conditions without it being taken as 
recommending any particular course of action. 

 
Any trustee, including the staff representative, who personally knows the student 
concerned, or who has any other personal association with the circumstances of the 
suspension, should declare this at the outset.  It would be usual for that trustee to consider 
whether there is a potential conflict of interest that might make it appropriate not to take part 
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in the suspension meeting. In a small town however, it often 
happens that the student or parent is known to board 
members. The board might also consider whether a 
member’s  
 
prior knowledge is likely to unfairly influence the outcome. Cultural or other considerations, 
however, may mean it is appropriate, under some circumstances, for the trustee to continue 
to be involved. 

 
If any new information arises the Board may need to adjourn to allow the recipients of the 
new information time to consider this.  Whether or not the Board adjourns and the time 
needed for this is proportional to the relevance of the new information. The Board needs to 
be mindful of the need to deliver a decision within the statutory time frame. (7 School days 
from the suspension date or 10 calendar days if within the last 7 school days of the end of 
term). 

 
Following consideration of all the material presented by all parties at the meeting, the board 
needs to consider each of the four options available to it before reaching a decision. 

 
(Decisions reached by the Board are ideally reached by consensus, failing that a vote may 
be taken) 

 
There will be occasions when it becomes clear during the meeting that there is a consensus 
about the outcome.  The chairperson will need to confirm with all parties that this is the 
case and the board will then need to make that decision formally.  There are three possible 
decisions, and each one has some options: 
Lifting suspension – with our without reasonable conditions 
Extending suspension pending reasonable conditions 
Exclusion (under 16) Expulsion (over 16) 

 
d. Order of meeting 

• Chairman calls committee to order and receives motion to move into committee. Others 
enter room.  

• Introduce Board members and support. If appropriate, invite student or family to 
introduce themselves.  

• Explain the process, including matters such as recording and in-committee.  

• Principal's report is presented.  

• Establish whether the report is factually correct (eg confirmation from student)  

• Ask questions of clarification  

• Make changes to report if necessary  

• Receive any additional reports or evidence that is relevant. Student should have had 
(minimum 48 hrs) opportunity to review all evidence.  

• Invite student to provide his/her version of events.  

• Questions from Board members.  

• Invite student supporters to offer information on behalf of student.  

• Principal, non Board staff, student, support retire from meeting if requested by 
Committee.  Board deliberates. (Student and parents may opt to go home and wait for 
phone call) 

• Decision is made. 
Motion is put in Committee and carried.  

• Student, Principal, family, return.  
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• Decision is given. (by phone as applicable above) 

• Student, family, Principal leave.  

• Motion that the Committee moves out of committee and 
that the Principal informs relevant parties of the Board's decision within the provisions of 
the Privacy Act, 1994.  

• Meeting closes.  

 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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4.4  Theft and Fraud Prevention Policy  

 

a. Purpose 

The Twizel Area School Board of Trustees has a legal and moral obligation to ensure 

assets of the school (physical and financial) are appropriately protected. The Board agrees 

that the school has a responsibility to prevent and detect theft or fraudulent actions by 

persons who are employed or contracted by the School or who are service recipients of the 

School. The Board will ensure, through the Principal, there are systems and procedures 

established to guard against the actions of theft and fraud. 

 

b Expectations 

• 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.  

 

• As preventative measures against theft and fraud the Board requires the Principal to 

ensure that:  

o All physical assets are kept locked whenever not in use unless fixed such as 

playgrounds.  

o The School's financial systems adhere to Finance Policy 5.3 – Asset 

Protection Policy 

o Staff members who are responsible for the custody of physical, financial or 

electronic resources are: 

▪ Made aware, and trained as is deemed appropriate in the execution, of 

their responsibilities to properly manage and protect those resources in 

their care. 

▪ Held accountable for the proper execution of their responsibilities.  

o 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.  

 

• In the event of an allegation of theft or fraud the Principal shall act in accordance 

with the following procedures:  

o Immediately notify the School's insurance company and Board Chairperson.  

o Decide to either immediately report the matter to the New Zealand Police or 

follow the procedures for investigating an allegation of Theft or Fraud.  

o Report any investigation to the Board at the meeting following the beginning 

of the investigation or sooner if deemed necessary.  

 

• The Board recognises that supposed or actual instances of theft or fraud can affect 

the rights and reputation of the person(s) implicated. All matters related to the case 
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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(s) are in breach of 

confidence and if further action is required. Any action the Principal may consider 

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.  

 

• The Board affirms that any allegation of theft or fraud must be subject to due 

process, equity, fairness, and the person(s) being investigated be treated with 

respect. Should a case be deemed to be answerable then the due process of the law 

shall apply to the person(s) implicated.  

 

• Any intimation or written statement made on behalf of the School, not addressed to 

the party or parties directly involved in the case, 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.  

 

• Any allegation concerning the Principal should be made to the Board Chairperson. 

The Chairperson will then investigate in accordance with the requirements of this 

Policy.  

 

• 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 

this Policy. 

 
 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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4.5  Equal Employment Opportunity Policy 
 
a. Purpose 

The purpose of this policy statement is to ensure that all employees and applicants for 
employment are treated according to their skills, qualifications, abilities and aptitudes 
without bias or discrimination. 

 
b. Objectives 

• The Board shows commitment to equal opportunities in all aspects of employment 
including recruitment, training, promotion and conditions of service. 

• The Board recognises the value to our school of attracting people from all possible 
sources of talent. 

• The Board works actively to ensure that employment and personnel practices are fair 
and free of any bias according to gender, race, disability and sexuality. 

• In making appointments, the Board selects the person most suited to the position in 
terms of skills, experience, qualifications and aptitude. 

 
 
 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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4.6  Exit interview policy and procedures 

 
 
a. Rationale 

The State Sector Act requires every employer in the education service to act as a good 
employer by operating a personnel policy containing provisions generally accepted as 
necessary for the fair and proper treatment of employees.  National Administration 
Guideline 2(b) requires each Board of Trustees with the Principal and staff, to maintain an 
on-going programme of self-review in relation to its policies, plans and programmes. 

 
 
b. Purpose 

The purpose of the Exit Interview is to determine how well the school has supported staff in 
their professional role.  An Exit Interview, properly conducted, can give an employer key 
information about the factors that contribute to a productive and satisfying work 
environment that supports student achievement. 

 
 
c. Guidelines 

• All departing staff will be encouraged to participate in an Exit interview. 

• Exit interviews are optional.  

• Exit interviews will be conducted by the Principal in person or by online survey provided 
to the Principal, or a suitable independent third party engaged by the Board of Trustees, 
which ever option the staff member chooses. 

• Interviews are confidential to the interviewer, interviewee and the Board of Trustees.  

• Exit interviews will be provided to the Chair and Principal 

• If the Chair deems it necessary, the Exit Interview will be tabled at the next Board of 
Trustees’ meeting (during a “public excluded” session). 

 
 

Reviewed and adopted 5 June 2020    To be reviewed biannually 
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4.7   Performance Management System 
 
a. Purpose 

The Performance Management System at Twizel Area School is designed to foster 
professional growth and improve teaching and learning, so that the learning needs of the 
students are met, and the goals of the School Charter and Curriculum Plan are achieved.   
 

Effective and robust performance management systems are in place for all staff that include 

performance management reviews, attestations for salary increases and staff professional 

development 

 
b. Principles 

• The Board of Trustees delegates the operation of the performance management of staff 
(excluding the principal), to the principal and the senior leadership team. 

• The principal’s appraisal will be the responsibility of the Board of Trustees who may 
delegate it to an outside agency. 

• The principal will report annually to the Board of Trustees on the outcomes of the 
performance management system and appraisal process. 

• The performance appraisal cycle is clear and transparent, and is reviewed annually. 

• Any appraisal process for teaching staff complies with the Teachers’ Council Code of 
Professional Responsibility and Standards of the Teaching Profession and the relevant 
collective agreements. 

• The performance management system is integrated to avoid unnecessary duplication of 
work.  The outcomes from the appraisal process may be used for remuneration, 
registration, and decisions about future professional learning development. 

• There is scope for peer, student and self-appraisal in the appraisal cycle. 

• Performance appraisal is confidential to the appraiser, the appraisee, and the Principal. 

• Any formal appraisal documentation will be signed off by both parties (the appraisee and 
the appraiser). 

• There is an appeal process for when teachers feel the appraisal process has been 
unfair. 

 
 

 
 

Reviewed and adopted 5 June 2020    To be reviewed annually 
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4.8  Staff leave policy  
 
a. Purpose 

The purpose of this policy is to ensure that the Board of Trustees, as a good employer, 
considers applications for leave from those it employs.  While wishing to remain generous 
in its granting of leave, the Board takes into account the need to maintain staffing continuity, 
and its responsibility to ensure effective teaching at all levels. 

 
b. Objectives 

• The Board acknowledges the potential professional and personal benefits of leave for 
both the staff involved and the school. 

• The Board, through the Principal, grants leave for agreed conditions in the relevant 
awards, and within the terms negotiated - Award Leave. 

• The Board delegates to the Principal approval for leave for up to five days - termed 
Principal's Discretionary Leave, which is for leave other than award purposes, 
secondment to an educational agency, national or local courses, or other professional 
reasons. 

• Within any one year up to seven days paid leave can be granted under the "Leave for 
Family Reasons" section of the award.  Written applications for extensions of this leave 
will be considered by the Board. 

• The Board receives applications for leave in excess of five days - Special Leave.  
Written applications for special leave detail length of leave sought, educational and/or 
personal reasons for the leave, and any contributions the leave period would make to 
the effectiveness of the applicant's performance as an employee of the Board. 

• Where possible adequate notice is given when applying for Special Leave. 

• Applications for Special Leave are referred to the Principal for recommendations in 
respect of the impact of the leave upon the overall curriculum, pastoral and 
administrative needs of the school. 

• The Board, through the Principal, exercises its responsibility to appoint appropriate relief 
staffing during the leave granted to its employees. 

 
c.  Guidelines 
 

Each application for leave will be considered individually on its merits, with the following 
criteria being used as guidelines: 

• The Board will recognise and appreciate the length of continuous service to this school. 

• The Board will be more receptive to leave which promotes professional development, or 
experience, which, in the opinion of the Board, would have direct benefit to the school. 

• Where appropriate the Board would prefer the requests for a complete year.  Requests 
for one term or two terms leave, may be considered somewhat less favourably.  Leave 
requests which require incursion into school term time, are, in general, less likely to be 
granted.  The time of year, taking into account the school programme and the teacher's 
responsibilities will be considered for periods of less than one year. 

• While the Board can appreciate the value of extended leave, to teachers personally, the 
Board's major responsibility is to ensure the teaching programme and the education of 
the pupils, are not adversely affected. 
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• The Board will seek a clear indication from the teacher 
that he/she will return to school following the leave. 

• The Board will take into account previous applications 
for leave, and any other relevant matters. 

 
  
 

Reviewed and adopted 5 June 2020    To be reviewed annually 
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4.9  Protected Disclosures Policy 
 

a. Introduction 
The purpose of this policy is to provide information and guidance to employees of the 
school who wish to report serious wrongdoing within the school. 
This policy is issued in compliance with of the Protected Disclosures Act 2000 and will 
apply from 1 January 2001. 

 

b. What is a Protected Disclosure 
A protected disclosure is a declaration made by an employee where they believe serious 
wrongdoing has occurred. Employees making disclosures will be protected against 
retaliatory or disciplinary action and will not be liable for civil or criminal proceedings related 
to the disclosure. 

Definition of Serious Wrongdoing 
Serious wrongdoing includes any serious wrongdoing of any of the following type: 

• an unlawful, corrupt, or irregular use of funds or resources of a public sector 
organisation; or  

• an act or omission or course of conduct that constitutes a serious risk to public health or 
public safety or the environment; or  

• an act, omission, or course or conduct that constitutes a serious risk to the maintenance 
of law, including the prevention, investigation, and detection of offences and the right to 
fair trial; or  

• an act, omission, or course of conduct that constitutes an offence; or  

• an act, omission, or course of conduct by a public official that is oppressive, improperly 
discriminatory, or grossly negligent, or that constitutes gross mismanagement; -  

• whether the wrongdoing occurs before or after the commencement of this act. 

 

c. Conditions for Disclosure 
Before making a disclosure the employee should be sure the following conditions are met: 

• the information is about serious wrongdoing in or by the school;  

• the employee believes on reasonable grounds the information to be true or is likely to be 
true;  

• the employee wishes the wrongdoing to be investigated; and  

• the employee wishes the disclosure to be protected. 
 

d. Who can make a disclosure 

Any employee of the school can make a disclosure. For the purposes of this policy an employee 
includes: 

• current employees and principal;  

• former employees and principals; and  

• contractors supplying services to the school. 

 

e. Protection of employees making disclosures 
An employee who makes a disclosure and who has acted in accordance with the procedure 
outlined in this policy: 

• may bring a personal grievance in respect of retaliatory action from their employers;  
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• may access the anti-discrimination provisions of the 
Human Rights Act in respect of retaliatory action from 
their employers;  

• are not liable for any civil or criminal proceedings, or to a disciplinary hearing by reason 
of having made or referred to a disclosure; and  

• will, subject to Clause 5 of the Procedure, have their disclosure treated with the utmost 
confidentiality. 

The protections provided in this section will not be available to employees making 
allegations they know to be false or where they have acted in bad faith. 

 

f. Procedure 
Any employee of the Twizel Area School who wishes to make a protected disclosure should 
do so using the following procedure.  
 
1. The employee should submit the disclosure in writing. 

 
2 The disclosure should contain detailed information including the following: 

• the nature of the serious wrong doing;  

• the name or names of the people involved; and  

• surrounding facts including details relating to the time and/or place of the wrong 
doing if known or relevant.) 

 
3. A disclosure must be sent in writing to the Principal (the recipient) who has been 

nominated by the Board of Twizel Area School under the provision of Section 11 of 
the Protected Disclosures Act 2000 for this purpose. 
OR  
If you believe that the Principal is involved in the wrong-doing or has an association 
with the person committing the wrongdoing that would make it inappropriate to 
disclose to them, then you can make the disclosure to (last resort person) Chair of 
the Board. 

 
4. On receipt of a disclosure the recipient must within 20 working days examine 

seriously the allegations of wrongdoing made and decide whether a full investigation 
is warranted. If warranted a full investigation will be undertaken by the recipient or 
arranged by him/her as quickly as practically possible, through an appropriate 
authority. 

 
5. All disclosures will be treated with the utmost confidence. When undertaking an 

investigation, and when writing the report, the recipients and investigators will make 
every endeavour possible not to reveal information that can identify the disclosing 
person, unless the person consents in writing or if the person receiving the protected 
disclosure reasonably believes that disclosure of identifying information is essential: 

to ensure an effective investigation  
to prevent serious risk to public health or public safety or the environment  
to have regard to the principles of natural justice. 

 
6 At the conclusion of the investigation the investigator will prepare a report of the 

investigation with recommendations for action if appropriate, which will be sent to the 
principal if (s)he isn’t the investigator or the Board Chair if the Principal was the 
investigator. 
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7.  Disclosure to an appropriate authority in certain 
circumstance 

A disclosure may be made to an appropriate authority (including those listed below) 
if the employee making the disclosure has reasonable grounds to believe: 

• the (last resort person) in the school responsible for handling the complaint is or may 
be involved in the wrongdoing; or  

• immediate reference to another authority is justified by urgency or exceptional 
circumstances; or  

• there has been no action or recommended action within 20 working days of the date 
of disclosure. 

Appropriate Authorities include (but are not limited to) 

• Commissioner of Police  

• Controller and Auditor General  

• Director of the Serious Fraud Office  

• Inspector General of Intelligence and Security  

• Ombudsman  

• Parliamentary Commissioner for the Environment  

• Police Complaints Authority  

• Solicitor General  

• State Service Commissioner  

• Health and Disability Commissioner  

• The head of every public sector organisation. 
 

8.  Disclosure to Ministers and Ombudsman 

A disclosure may be made to a Minister or an Ombudsman if the employee making 
the disclosure has made the same disclosure according to the internal procedures 
and clauses of this policy reasonably believes that the person or authority to whom 
the disclosure was made: 

o has decided not to investigate; or  
o has decided to investigate but not made progress with the investigation within 

reasonable time; or  
o has investigated but has not taken or recommended any action; and  
o continues to believe on reasonable grounds that the information disclosed is 

true or is likely to be true 
 
 
 

Reviewed and adopted 5 June 2020    To be reviewed triennially 
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Finance and Property 
 

5.1  Financial planning policy 

 

a. Outcome statement 

All school resources are managed prudently to ensure resources are targeted to where they 

make the most difference to outcomes for students. 

 

b. Scoping 

The board of trustees has overall responsibility for the financial management of the school. 

The principal is the day-to-day manager of the school and responsible for achieving 

legislative requirements and charter/strategic aims and targets within board policy 

objectives. 

 

c. Delegations 

The board delegates the day-to-day management of the school’s finances and budget to 

the principal. 

The principal, in association with the finance committee, is responsible for recommending 

an annual operating and capital budget to the board within the timelines specified in the 

finance committee terms of reference. 

 

d. Expectations and limitations 

Budgeting shall not fail to reflect the annual plan, risk financial jeopardy nor fail to show a 

generally acceptable level of foresight.  

 

The budget should: 

• reflect the results sought by the board 

• reflect the priorities as established by the board 

• comply where the board’s requirement is for a balanced budget 

• demonstrate an appropriate degree of conservatism in all estimates. 

 

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. 

 

 
Reviewed and adopted 5 June 2020    To be reviewed annually 
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5.2  Financial condition policy 

 

a. Outcome statement 

The school is financially viable and manages risks effectively. 

 

b. Scoping 

The financial viability of the school must be protected at all times, and every practicable 

effort is made to eliminate the risk of theft or fraud. 

 

c. Delegations 

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

 

d. Expectations and limitations 

The principal must ensure: 

• unauthorised debt or liability is not incurred 

• generally accepted accounting practices or principles are not violated 

• tagged/committed funds are not used for purposes other than those approved 

• more funds than have been allocated in the fiscal year are not spent without prior board 

approval 

• all money owed to the school is collected in a timely manner 

• timely payment to staff and other creditors is made 

• unauthorised property is not sold or purchased 

• all relevant government returns are completed on time 

• no one person has complete authority over the school’s financial transactions 

• when making any purchase: 

o of over $5,000 comparative prices are sought 

o of over $10,000, an adequate review of ongoing costs, value and reliability is 

undertaken 

o of over $2,000 on a single item, board approval is first sought 

• effective systems are in place to meet the requirements of the payroll system. 

 
 
Reviewed and adopted 5 June 2020    To be reviewed annually
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5.3  Asset protection policy 

 

a. Outcome statement 

Assets of the school are utilised to maximise the best outcomes for students. 

b. Scoping 

Assets may not be unprotected, inadequately maintained or unnecessarily risked. 

c. Delegations 

The principal is delegated day-to-day responsibility for ensuring that the programming and 

funding of general maintenance of the school grounds, buildings, facilities and other assets 

occurs in order to provide a clean, safe, tidy and hygienic work and learning environment 

for students and staff. 

 

d. Expectations and limitations 

The principal must: 

• ensure all board assets are insured 

• not allow unauthorised personnel or groups to handle funds or school property 

• not subject plant and equipment to improper wear and tear or insufficient maintenance 

or inappropriate use 

• maintain an up-to-date asset register for all items of furnishing, plant machinery, 

equipment, text and library books costing more than $500 

• ensure the implementation of the 10-year property maintenance plan 

• engage sufficient property maintenance staff for the school within budget limitations 

• receive board approval for maintenance contracts over $5,000 for any one contract 

• conduct competitive tenders for all contracting 

• protect intellectual property, information and files from loss or significant damage or 

unauthorised access or duplication 

• not receive, process or disburse funds under controls that are insufficient to meet the 

board-appointed auditor’s standards 

• not invest or hold operating capital in insecure accounts or in non-interest-

bearing accounts except where necessary to facilitate ease in operational 

transactions. 

• Keep the board adequately informed and provide regular reports to the board on 

asset management and advise of any issues 

 
Reviewed and adopted 5 June 2020    To be reviewed annually 

 

 



 

 

 

 

 

5.4  Community Library 
 

a. Purpose 
Twizel Area School Community Library is committed to providing the residents of Twizel 
and surrounding areas with a comprehensive, efficient and accessible library service that 
will meet its client’s recreational, educational and personal needs. 

 

b. Objectives 

• Our community Library will actively meet the needs of both the school and community 
by supporting both the school curriculum and the learning needs of the wider 
community. 

• The Board recognises the value of the Library to the school, and is committed to 
ensuring it is accessible to both the school and the wider community 

• The Librarian is to provide a report to the board twice a year outlining such things as 
borrower statistics, donations, maintenance and Computer / internet usage 

• The Board provides finance for the library functions in accordance with the joint 
agreement between the school and the District Council. 
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5.5  Use of school vehicles 
 

a. Purpose 

• To facilitate access to venues for education outside the classroom. 

• To overcome the problem of isolation by the provision of cost effective transport. 

• To recognise community support, and to facilitate community provision of opportunities 
to students. 

 

b. Objectives 

• Vehicles are available first and foremost for school activities. 

• Vehicles may be loaned to community groups on application, subject to Board of 
Trustees approval, delegated to the Principal. 

• Vehicles are used safely, in compliance with Land Transport Safety Authority and 
Ministry of Education regulations. 

• All users have appropriate current licences and medical certificates. 
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5.6 Protection and sharing of intellectual property (Creative 

Commons) policy 

 

a. Outcome statement 

The board enables and encourages sharing and collaboration between teachers by 

recognising and removing legal barriers that exist to the sharing of learning resources and 

other materials created by school staff in the course of their employment. 

 

b. Scoping 

The New Zealand Copyright Act 1994 Section 21 (2) recognises the copyright ownership 

rights of board of trustees of works produced by their employees in the course of their 

employment. 

By licensing its copyright, the board is giving permission in advance for others to copy and 

share learning resources developed by its employees and owned by the board. 

 

c. Delegations/responsibility 

The board delegates to the principal the responsibility to: 

• Apply by default a Creative Commons Attribution Licence to all teaching materials and 

policies in which the board of trustees owns copyright 

• Transfer to the original creator the copyright in created works licensed by the school 

under a Creative Commons Attribution or Creative Commons Share-Alike licence 

• Ensure that all staff are aware of the terms of this policy and how it relates to teaching 

resources they develop in the course of their employment at the school. 

• Ensure that any matters or risks in relation to this policy shall form part of the principal’s 

report to every board meeting, taking care that individual students cannot be identified. 

The board shall monitor the protection and sharing of intellectual property in order to 

identify any risks or issues that require governance action. 

 

d. Limitations and expectations 

The board: 

• does not make any claim over the ownership of copyright works produced by students – 

the copyright to these works remains with the creator 

• recognises that this policy only applies to copyright works and not to any other forms of 

intellectual property 

• recognises that the copyright in works produced by an employee other than in the 

course of their employment by the board of trustees remains the property of that 

employee – where this is unclear, the process for dispute resolution outlined below 



 

 

 

shall apply. 

 

 

e. Resolution of disputed copyright ownership 

Where the first ownership of copyright in a given work is disputed or unclear, the following 
process will apply: 

1. In the first instance, the dispute should be documented and presented to the school 

principal. 

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

chair. 

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

authority will be undertaken.  

 

f. Definitions 

Creative Commons Aotearoa: The New Zealand affiliate of an international non-profit 

movement that provides free open licences that copyright holders can use to share their 

work. 

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

purposes of teaching. 
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Part 6 Health and Safety 
 
6.1 Health and safety policy (Under Review) 

a. Outcome statement 
The purpose of the policy is to ensure that health and safety is effectively managed and 
provides a framework to create a safe environment for students, teachers and the public. 
 
Everyone has a responsibility to act safely; challenge unsafe behaviour and stop activities if 
they do not believe it to be safe. Focus is placed on the way we communicate, collaborate 
and care for each other. 

 

b.  Scope and fit 
This policy underpins our core values and behaviour. It applies to all of the Twizel Area 
School sites and activities.  
The policy details the framework for health and safety management and provides the focus 
by which Twizel Area School will: 

• continuously seek to improve health and safety performance 

• undertake roles based safety and health performance measurement and assessment 
against health and safety responsibilities and constant monitoring of health and safety 
requirements 

• work with ACC, medical and treatment providers to ensure effective support of early 
return-to-work programmes for employees who have suffered workplace injuries 

• display the policy statement throughout all sites 
 

 
c. Health and Safety Commitments 

• ensure continuous improvement 

• involve, empower and consult with staff in health and safety matters 

• give employees the right to stop activities if they feel unsafe 

• meet or exceed the requirements of relevant legislation, regulations, codes of practice 
and standards 

• train and equip staff so that they are competent to work in a safe manner 

• accurately report, record and investigate incidents and accidents and implement 
corrective actions 

• identify, record and manage hazards; eliminate, isolate and if not then minimise the 
exposure as the final option 

• ensure that health and safety risks arising as a result of staff selection, recruitment, and 
turnover are identified and managed 

• review health and safety to identify opportunities to continuously improve processes, 
performance and behaviours 

• analyse health and safety data with a view to identifying improvement opportunities 
 
 
 
 
 
 



 

 

 

 
 
d. Health and Safety Responsibilities 
 

Responsibilities for health and safety at Twizel Area School are defined and set out below. 
 

All individuals are responsible for ensuring their own safety and the safety of others. This 
responsibility includes: 

• taking all practicable steps to ensure their own safety 

• taking all practicable steps to ensure that no action or inaction of theirs while at work 
causes harm to themselves or any other person 

• stopping unsafe behaviour and/or work practices 

• stopping activities if they feel unsafe 

• promptly reporting hazards and incidents 

• thinking about safety and putting it into practice 

• participating actively in health and safety management 
 
The Board is responsible for: 

 

• Twizel Area Schools actions to ensure the health and safety obligations to staff, students 
and the public are met 

• approving the Twizel Area School Health and Safety Policy 

• providing governance and monitoring of safety and health performance 
 
The Principal is responsible for: 

 

• leading by example, being visible, and setting School performance standards to promote 
safety and health performance 

• appointing the staff’s Health and Safety representatives and are resourced to carry their 
duties. 

• ensuring Twizel Area Schools health and safety is adequately resourced, including the 
provision of hazard information and notifications (procedures, white boards, signage, safety 
data sheets, posters) 

• ensuring Twizel Area Schools overall safety and health performance 

• implementing health and safety policy and procedures on site 

• providing health and safety reporting 

• rehabilitation of staff returning to the work 

• ensuring compliance with safety training programmes 

• planning and testing emergency response plans 

• ensuring that any changes to procedures, hazard controls and safe working practices are 
implemented 

• ensuring that activities carried out by staff have been assessed for health and safety risks 
and have appropriate controls implemented to ensure safety 

• ensuring staff and contractors have the competence necessary to undertake their work 
safely 

 

 
Health and Safety staff representatives are responsible for: 

 

• supporting workplace health and safety management 

• chairing the Site Health and Safety meeting 

• ensuring active participation in health and safety meetings 



 

 

 

• develop objectives for approval, in consultation with staff 

• promote the interests of staff, students and the public 

• ensuring approval objectives are implemented, monitored 
and reviewed monthly 

• ensuring that site hazards are identified, assessed and managed 

• providing input into the development, monitoring and review of health and safety 
improvement 

• assist with serious harm incident investigations, if requested 

• raise any concerns with the Principal relating to health and safety matters 
 
 
Reviewed and Re Adopted November 2017   To be reviewed annually 
 



 

 

 

 

6.2  Emergency Response Policy 
 
a.  Outcome statement 

Effective emergency plans and procedures are in place at Twizel Area School. 
 
b.  Scope 

The board is required to ensure there is an emergency plan for the workplace.  
 
 

c. Delegations 

• The principal is to ensure that effective emergency plans and procedures are in place, 
including responding to traumatic incidents  

 
d. Principles 
 

• Safety and well being of the pupils, staff and visitors 

• Provide effective planning and co-ordination of safety procedures 

• Ensure that all school occupants are familiar with emergency drills 

• Allow leave for designated staff to attend Civil Defence and Emergency Response 
Training 

• Provide guidelines for the implementation of emergency procedures 

• Co-operate with Civil Defence on the use of the school facilities in the event of an 
Emergency 

• Continuous review and improvement of practices 
 
 
e. Expectations 

The Principal is required to: 

• Develop and put in place appropriate emergency plans. 

• Ensure that the emergency plan must provide: 

o emergency procedures, including an effective response to an 
emergency, evacuation procedures,  

o procedures for notifying emergency service organisations at the earliest 
opportunity and  

o medical treatment and assistance procedures.  

• Maintain and keep the emergency plan up to date to ensure that it remains effective. 

• Ensure the school holds documents which detail the processes to be followed in the 
event of an emergency event. Such events could be seismic activity, flood, fire, wind, 
storm and tempest, gas leaks, bomb threat.  

• Ensure that any emergency procedures will complement current evacuation procedures.  

• Ensure an ongoing process of review and improvement particularly following an 
emergency event or incident. 

• Ensure procedures and hazards will be reviewed annually. The advice of professional 
Civil Defence agencies may be sought, particularly liaison with the local council and 
regional Civil Defence bodies.  

• Ensure the processes to be followed in the event of an emergency are available at the 
school 



 

 

 

• Ensure procedures and appropriate response for 

effectively dealing with a traumatic incident either at the 

school or beyond the school (where personnel or 

students are involved). 

 
Responsibilities for action in an emergency: 

• Principal, or in his absence a member of SLT, will take charge in an       

emergency. 

• Each teacher will take responsibility for the pupils in their classroom. 

• Support staff may assist in classes they are in and will take responsibility for  

their own safety. 
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6.3  Alcohol and Recreational Drugs Policy  
 

a. Purpose 

• To support students and their parents/caregivers with guidelines on acceptable 

behaviour in relation to the use of alcohol and drugs at school, or on school related 

activities. 

• To ensure the school policy reflects the law. 

• Ensures the safety of students, staff and parents/caregivers in all school activities.  

 

b. Requirements 

• Being under the influence of, and/or the possession or consumption of alcohol, 

cigarettes, and other recreational drugs by students is prohibited at school and at all 

school related activities.  

 

• Breaches of this policy are unacceptable. However, every breach is dealt with on an 

individual basis, which may result in a referral to the Board of Trustees. The 

engagement of other agencies can be considered in individual cases. If there is a 

referral to the Board of Trustees there are clear procedures in place, and clear steps to 

achieve the purposes above.  

▪ Refer to Discipline Committee Procedures 

 

• At school based events and Activities, staff and accompanying parents and caregivers 

do not consume alcohol and / or any other recreational drugs while they are accountable 

for student welfare 
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6.4  Bullying Prevention and Response Policy 
      
a. Rationale or Purpose  

The Twizel Area 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. This policy applies to students, 
staff, parents and whanau who share this responsibility for making Twizel Area School a 
respectful, safe and inclusive environment.  

 
b. 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.  
 

c. 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).  

 

d. 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 Kia Kaha 

student, or our own survey (e.g. by using Survey Monkey)  

• Identify areas for improvement through the survey findings and develop a bullying 

prevention action plan  

• Regularly communicate our expectations as well as successes and challenges in 

preventing bullying (e.g, in assemblies, newsletters, digitally and through reports to the 

Board of Trustees)  

• Hold professional learning and development on our understanding of bullying prevention 

and response (staff meetings, parent meetings, student council)  

• Promote shared responsibility for bullying prevention across all 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)  

• Promote digital citizenship throughout ICT and promoting safe use of technology 

(through our ICT Use Agreements)  

• Support a student-led peer to peer initiative. 

 

e. Bullying Response, for when bullying occurs  

The school recognises 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. The school 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 Edge Pastoral application, 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  

• The school will involve parents and whānau as early as possible and as appropriate  

• All more serious incidents will be escalated to senior management and where we deem 

necessary we may seek advice and involvement from outside agencies  

• The school will provide appropriate support for targets, bystanders and initiators of 

bullying behaviour  

• The school will regularly monitor all incidents of bullying and identify patterns of 

behaviour.  

• The school will make available a concerns and complaints procedure so that concerns 

and/or complaints can be raised and addressed in a timely manner. 

f. Raising Awareness  

The Board recognises 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. The Board 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.  



 

 

 

 
 
 
 
The Board will make the policy and related procedures available to the school community. 
 

 
g. Evaluation and Review  

The Board 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).  
 
The school will track and monitor all bullying related incidents and regularly report this 
information to the Board. The Board will regularly gather data from the school community 
(eg, Wellbeing@School and Kia Kaha student surveys) and report on the effectiveness of 
this policy and Twizel Area School community’s commitment to bullying prevention and 
response.  
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6.5  Privacy Policy 
 
a. Purpose 

This privacy policy sets out how Twizel Area School uses and protects any information that 
you give Twizel Area School as part of our educational work (such as enrolment, reporting 
and application information) and when you use this website. Twizel Area School is required 
to comply with the requirements of the Privacy Act 1993. 

Twizel Area School is committed to ensuring that your privacy is protected.  Should we ask 
you to provide certain information by which you can be identified when using this website, 
then you can be assured that it will only be used in accordance with the provision of the 
New Zealand Privacy Act 1993. 

Twizel Area School may change this policy from time to time by updating this page.  You 
should check this page from time to time to ensure that you are happy with any changes. 

b.  What we collect 
We may collect information about the following: 

• Students and parents and/or guardians before, during and after the course of a student’s 
enrolment at school. 

• Job applicants, staff member, volunteers and contractors 

• Other people who come into contact with the school 

The school will generally collect personal information about individuals by ways of forms 
filled out, face to face meetings, interviews, telephone calls and other communications.  On 
occasions people other than parents and students provide personal information.  This may 
take to form of a report from a medical practitioner or reference from another school. 

 

c.  What we do with the information we gather 
In relation to personal information of students and parents, Twizel Area School's primary 
purpose of collection is to enable it to provide schooling for the student.  This includes 
satisfying both the needs of parents and the needs of the student throughout the whole 
period the student is enrolled at the School.  The purposes for which personal information of 
students and parents is used include: 

• keeping parents informed about matters related to their child’s schooling, through 
correspondence, newsletters and magazines; 

• day-to-day administration; 

• looking after students’ educational, social, spiritual and medical wellbeing; 

• seeking donations and marketing for Twizel Area School; 

• satisfying Twizel Area School’s legal obligations and allowing Twizel Area School to 
discharge its duty of care. 

 

Where Twizel Area School requests personal information about a student or parent, and the 
information requested is not obtained, Twizel Area School may not be able to enrol or 
continue the enrolment of the student. 



 

 

 

d.  Job applicants, staff members and contractors 
In relation to personal information of job applicants, staff 
members and contractors, Twizel Area School's primary 
purpose of collection is to assess and (if successful) to engage the applicant, staff member 
or contractor, as the case may be.  The purposes for which the School uses personal 
information of job applicants, staff members and contractors include: 

• administering the individual’s employment or contract, as the case may be 
• insurance requirements if any 
• seeking funds and marketing for Twizel Area School 
• satisfying the School's legal obligations, for example, in relation to child protection 

legislation. 

e.  Who Might Twizel Area School disclose personal Information to? 
Twizel Area School may disclose personal information, held about an individual to: 

• another school; 
• government departments; 
• medical practitioners; 
• people providing services to the School, including specialist visiting teachers and sport 

coaches; 
• recipients of School publications, such as newsletters and magazines , subject to guardian 

consent; 
• parents; 
• anyone authorised by an individual to receive this information. 

f. Marketing and fundraising 
Twizel Area School treats marketing and seeking donations for the future growth and 
development of the School as an important part of ensuring that the School continues to be 
a quality learning environment in which both students and staff thrive.  Personal information 
held by Twizel Area School may be disclosed to an organisation that assists in the School's 
fundraising, such as Home and School.  Parents, staff, contractors and other members of 
the wider School community may from time to time receive fundraising information. School 
publications, like newsletters and magazines, which include personal information, may be 
used for marketing purposes. 

g. How does Twizel Area School treat sensitive information? 
In referring to ‘sensitive information’, Twizel Area School means: information relating to a 
person’s racial or ethnic origin, political opinions, religion, trade union or other professional 
or trade association membership, sexual preferences or criminal record; and health 
information about an individual.  Sensitive information will be used and disclosed only for 
the purpose for which it was provided or a directly related secondary purpose, unless 
agreed by the individual, or the use or disclosure of the sensitive information is allowed by 
law. 

h. Management and Security of Personal Information 
Twizel Area School and its staff respect the confidentiality of students’ and parents’ 
personal information and the privacy of individuals.  Twizel Area School has in place steps 
to protect the personal information the School holds from misuse, loss, unauthorised 
access, modification or disclosure by use of various methods including locked storage of 
paper records and security protected access rights to computerised records. 

i. Updating Personal Information 
Twizel Area School endeavours to ensure that the personal information it holds is accurate, 
complete and up-to-date.  A person may seek to update their personal information by 



 

 

 

contacting the School. 
The New Zealand Privacy Principles require the School not 
to store personal information longer than necessary. 

j. The Right to Check Personal Information 
Under the New Zealand Privacy Act 1993, an individual has the right to obtain access to 
any personal information which Twizel Area School holds about them and to advise the 
School of any perceived inaccuracy.  There are some exceptions to this right set out in the 
Act.  Students will generally have access to their personal information through their parents, 
but older students may seek access themselves.  To access personal information that 
Twizel Area School holds an individual should contact the Principal in writing and include 
verification of identity and the specific information required. 

k. Consent and Rights of Access to the Personal Information of students 
Twizel Area School respects every parent’s right to make decisions concerning their child’s 
education. 
Generally, Twizel Area School will refer any requests for consent and collection notices in 
relation to the personal information of a student to the student’s parents.  Twizel Area 
School will treat consent given by parents as consent given on behalf of the student, and 
notice to parents will act as notice given to the student.  Parents may seek access to 
personal information held by Twizel Area School about them or their child by contacting the 
Principal.  However, there will be occasions when access is denied.  Such occasions would 
include where release of the information would have an unreasonable impact on the privacy 
of others, or where the release may result in a breach of the School’s duty of care to the 
student. 

l. Security 
We are committed to ensuring that your information is secure.  In order to prevent 
unauthorised access or disclosure we have put in place suitable physical, electronic and 
managerial procedures to safeguard and secure the information we collect online. 

m. How We Use Cookies 
A cookie is a small file which asks permission to be placed on your computer's hard drive.  
Once you agree, the file is added and the cookie helps analyse web traffic or lets you know 
when you visit a particular site.  Cookies allow web applications to respond to you as an 
individual.  The web application can tailor its operations to your needs, likes and dislikes by 
gathering and remembering information about your preferences.  We use traffic log cookies 
to identify which pages are being used.  This helps us analyse data about webpage traffic 
and improve our website in order to tailor it to customer needs.  We only use this 
information for statistical analysis purposes and then the data is removed from the system.  
Overall, cookies help us provide you with a better website, by enabling us to monitor which 
pages you find useful and which you do not.  A cookie in no way gives us access to your 
computer or any information about you, other than the data you choose to share with us.  
You can choose to accept or decline cookies.  Most web browsers automatically accept 
cookies, but you can usually modify your browser setting to decline cookies if you prefer.  
This may prevent you from taking full advantage of the website. 

n. Links to Other Websites 
Our website may contain links to other websites of interest.  However, once you have used 
these links to leave our site, you should note that we do not have any control over that other 
website.  Therefore, we cannot be responsible for the protection and privacy of any 
information which you provide whilst visiting such sites and such sites are not governed by 
this privacy statement.  You should exercise caution and look at the privacy statement 
applicable to the website in question. 



 

 

 

o. Controlling Your Personal Information 
You may choose to restrict the collection or use of your 
personal information in the following ways: 

• whenever you are asked to fill in a form on the website, look for the box that you can click to 
indicate that you do not want the information to be used by anybody for direct marketing 
purposes 

• if you have previously agreed to us using your personal information for direct marketing 
purposes, you may change your mind at any time by writing to or emailing us at 
office@twizel.school.nz. 

We will not sell, distribute or lease your personal information to third parties unless we have 
your permission or are required by law to do so.  We may use your personal information to 
send you promotional information about third parties which we think you may find 
interesting if you tell us that you wish this to happen.  You may request details of personal 
information which we hold about you under the New Zealand Privacy Act 1993.  A small fee 
will be payable.  If you would like a copy of the information held on you please contact the 
school (see contact details on this website).  If you believe that any information we are 
holding on you is incorrect or incomplete, please write to or email us as soon as possible, at 
the above address.  We will promptly correct any information found to be incorrect. 

 

p. Publication of Student Images and Work 
The school uses a range of learning technologies to enhance student learning.  These 
include electronic mail (email) and the Internet.  From time to time, we publish on the 
school’s Internet website www.twizel.wordpress.com/ and related blogs material for 
educational purposes, to share the results of learning within the school community, and to 
promote the school within the wider community.  This may include examples of students’ 
schoolwork and images of students and groups of students in activities at the school. 

• Images of students may include scanned, digital, or video images of them taking part in 
school or class activities. 

• There are three main reasons the school publishes student material online: 
• to educate the student in accordance with the national curriculum, including on the role and 

use of technology in society; 
• to encourage the student to be part of and participate in the school community; 
• to promote the school in the wider community. 

Parents and students should be aware that the school cannot control who has access to the 
information published on its Internet website or the other websites mentioned.  In 
recognition of this, the school takes steps to safeguard the privacy of the students and to 
comply with the Privacy Act 1993.  The school will set the educational purpose for 
publishing students’ work online.  A student’s image and schoolwork may be chosen for 
online publication if it meets this purpose and if the school holds the consent of the student 
and his/her parent to publish the student’s material online.  The material chosen must also 
meet the standards required for the website on which it is to be published.  For example, if 
the student’s schoolwork is to be published on the school website, it must not: defame 
anyone, be objectionable from a human rights point of view, be obscene, or infringe the 
copyright of third parties (for example, the work must not contain substantial portions of 
another person’s copyright material without permission).  If the material is to be published 
on another website, such as The Online Learning Centre – Te Kete Ipurangi, then it must 
meet the publishing standards of that website. 

q. Disclaimer 
Every effort has been made to ensure that the information on this website is accurate and 
up to date however, Twizel Area School makes no guarantee as to the information provided 

mailto:office@twizel.school.nz
http://www.twizel.wordpress.com/


 

 

 

on this website.  Information provided is to the best of our 
knowledge correct but subject to change at any time. 

r. Copyright Notice 
Intellectual property on this website, including logos, photographs, text and layout are the 
property of Twizel Area School (unless stated otherwise).  Written permission is required 
from Twizel Area School for material on this website to be copied, distributed or used for 
commercial purposes. 

s. Enquiries 
Further information about the way Twizel Area School manages the personal information it 
holds can be obtained from the Principal (see contact details on this website). 
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6.7  Child protection policy       

 

a. Outcome statement 

Students at this school thrive, belong and achieve to the best of their ability. The school is 

committed to the prevention of child abuse and neglect and to the protection of all children. 

 

b. Scoping 

All staff members (including contractors and volunteers) are expected to be familiar with 

this policy, its associated procedures and protocols and abide by them. 

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

abuse. 

In line with Section 15 of the Oranga Tamariki Act 1989, any person in our school/kura who 

believes that any child or young person has been or is likely to be harmed (whether 

physically, emotionally or sexually), ill treated, abused, neglected or deprived must follow 

school procedures and may also report the matter to a social worker or the local Police. 

 

c. Delegations 

Although ultimate accountability sits with the board, the board delegates responsibility to 

the principal to ensure that all child safety procedures are implemented and available to all 

staff, contractors, volunteers and parents. 

 

d. Expectations and limitations 

The principal must: 

• develop appropriate procedures to meet child safety requirements as required and 

appropriate to the school 

• comply with relevant legislative requirements and responsibilities 

• make this policy available on the school’s internet site or available on request 

• ensure that every contract or funding arrangement that the school enters into requires 

the adoption of child protection policies where required 

• ensure the interests and protection of the child are paramount in all circumstances 

• recognise the rights of family/whānau to participate in the decision making about their 

children 

• to provide appropriate professional learning development so that all staff are able to 

identify the signs and symptoms of potential abuse and neglect and deal with 

disclosures by children and allegations against staff members, and are able to take 

appropriate action in response 

• support all staff to work in accordance with this policy to work with partner agencies and 

organisations to ensure child protection procedures are understood and implemented 

• promote a culture where staff feel confident they can constructively challenge poor 

practice or raise issues of concern without fear of reprisal 

• consult, discuss and share relevant information with the board or designated person in 

http://www.legislation.govt.nz/act/public/1989/0024/latest/DLM149467.html


 

 

 

line with our commitment to confidentiality and 

information-sharing protocols in a timely way regarding 

any concerns about an individual child 

• seek advice as necessary from NZSTA advisers on employment matters and other 

relevant agencies where child safety issues arise 

• make available professional development, resources and/or advice to ensure all staff 

can carry out their roles in terms of this policy 

• ensure that this policy forms part of the initial staff induction programme for each staff 

member. 

 

Reviewed and adopted 5 June 2020    To be reviewed biannually 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

6.8  School Dress Policy 
 

a. Purpose 
The purpose of this policy is to increase self-esteem and school pride by requiring comfortable, 
appropriate and economic clothing choices within specified codes. 

 

b. Objectives 

• Dress Codes will reflect the wishes of parents, students and staff. 

• All students in the Junior School Year 0-6, will wear the Junior Uniform as specified. 

• All students in the Year 7-12 area will wear the designated Senior Uniform, and the designated 
sports uniform for PE and sports activities.   

• Uniform is an accepted condition of enrolment. 

• Details of the current uniform will be specified in the school prospectus. 
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6.9  Sexual and Racial harassment  
 

a.  Purpose 

• Sexual and or racial harassment is against the law 

• The purpose of this policy is to ensure a safe and healthy school environment for all 
staff and students in which sexual and racial harassment is not permitted. 

 

b. Definition  
Sexual harassment is unwelcome or offensive sexual behaviour that is repeated or 
significant enough to have detrimental effects on the person receiving it. 

Racial harassment is unwelcome or offensive behaviour directed against a person or group 
of people based on and referring to skin colour or ethnicity.  

 

c. Objectives 

• Sexual and or Racial Harassment will not be tolerated in this school. 

• The Board creates an environment where any cases of sexual and or racial harassment 
are reported and dealt with seriously and appropriately. 

• There will be procedures for dealing with complaints of sexual and or racial harassment 
promptly, fairly and privately.   
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6.10  Sun Safe Policy 
 

a. Purpose 
To support students and their parents/caregivers with guidelines on behaviours in relation 
to being sun safe.  To increase awareness of skin cancer among students, parents, and 
staff, and to formalise strategies that encourage skin protection. 

 

b. Objectives 

• Staff are aware of the need to provide shade during outdoor activities; e.g. lunch, group 
work outside. 

• Being Sun Safe and sun-safe procedures are part of the Health curriculum throughout 
the school, including the WAVE team in the promotion of Sunsmart week each year. 

• Staff encourage students in the use of hats and sunscreens and sunglasses and other 
protective behaviours in all outdoor activities such as sport, trips, camps, lunch, playtime 
& swimming. 

• Staff are role models in the school and support the policy by using protective behaviours 
themselves (sunhats, etc.). 

• The Board of Trustees considers the quality and quantity of shaded areas in planning for 
building and grounds development. 

• The Board of Trustees and the staff promote the use of sunhats through TAN and junior 
classes doing the Sunsafe programme. 

• There is a set of sun-safe procedures. 
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6.11 Water and Milk Only Policy 
 

a. Rationale 
We care about the health of our students 

 
Sugary Drinks (1) are one of the most significant causes of poor oral health and contribute 
greatly to childhood obesity and Type 2 diabetes. 

  
We care about their achievement 

 
Sugary drink consumption is associated with problem behaviours. Studies have found poor 
diet and nutrition are associated with lower academic achievement. 

 
 

b. Our Commitment 
 

We will provide parent and students with clear, consistent messages about the 

importance of healthy choices and the impact of sugary drinks by: 

• Continuing to educate students about the importance of healthy drink choices and the 

benefits of consuming water 

• Actively promoting water as the best option in school publications 

• Promoting staff commitment to model healthy drinking habits 

 

And we will create an enabling environment by: 

• Actively discouraging sugary drinks being brought to school by students 

• Providing water (and plain reduced fat milk) as the only drink option for students 

• Allowing students access to water during class time 

• Not associating our school with programmes that promote sugary drinks 

• Encouraging school lunch options don’t include sugary drinks 

• Encouraging sports teams will only use water as their source of hydration 

• Not selling sugary drinks as part of sausage sizzles, the school gala or other 

celebrations. 

 
(1) Any beverage that contains added caloric sweetener usually sugar. The main categories of sugary drinks include soft drinks / fizzy drinks, sachet mixes, 

fruit drinks, cordials, flavoured milks, flavoured waters, cold teas / coffees and energy / sports drinks 
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6.12   Trespass Notice Policy  
 
 a. Purpose 
  

Our school property is owned by the Ministry of Education and the board of trustees 
is the lawful “occupier” responsible for managing the school and grounds through 
section 70 of the Education Act 1989 and under the terms of the Property 
Occupancy Document provided by the Ministry of Education. 

 
Teachers and current students have a right to be on school grounds at appropriate 
times and parents have an “implied licence” to come onto school grounds. An 
implied licence means it is assumed they have a right to be in certain parts of the 
school at certain times (in accordance with the schools rules and policies).  
 
Members of the public do not have an automatic right to be on school grounds 
although some will have an implied licence to attend for certain events, or depending 
on functions, roles and historical community relationships. 

 
The board has obligations under the Health and Safety at Work Act 2015 and the 
Education Act 1989 to ensure the safety and wellbeing of staff and students. This 
needs to be balanced against the extent to which the safety and well-being of staff 
and students is actually impacted by the person’s conduct, which will depend on 
such factors as whether the conduct was in sight and hearing of the students, the 
age of the students and whether there is a reasonable likelihood of harm.  

 
b. Delegations 
  

The Board delegates to the Principal the ability to trespass and issue a trespass 
notice. 

 
d. Tresspass 

 
The Trespass Act 1980 gives the school two ways to deal with individuals that it 
decides should not be on school grounds: 

 
Under section 3 the board or delegate can warn a disruptive or dangerous 
person, or a person who has no reason to be on the school grounds, to leave 
the school immediately, and can call the Police if they don’t. This is usually 
done verbally. 

 
Under section 4 the board or delegate can warn someone to stay off the 
property in future, by written trespass notice. The default period in the Act is 
for two years. The trespass notice removes the implied licence that a person 
might otherwise have to enter and remain on school property. 

 
In either case, if a person ignores the warning, the Police can be called and the 
person may be charged with an offence under the Act. 

 
 

 



 

 

 

 
 
Trespass Notice 

 
Trespass notices should be a last resort when dealing with members of the 
community, unless there is clearly a safety threat to staff or students or the person’s 
presence is disruptive of the school programme. If the person is a parent a letter 
from the school warning that a trespass notice may be issued, and giving the 
individual an opportunity to respond, will normally be required. 

 
A section 4 trespass notice cannot be used to prevent disruptive members of the 
community from attending board meetings for two years.  In that situation section 50 
of the Local Government Information and Meetings Act 1987 applies and takes 
precedence over the Trespass Act. Section 50 limits the exclusion to the specific 
meeting which was disrupted and cannot be used to prevent attendance at future 
meetings. 

 
The board can consider issuing a trespass notice for a shorter period than the 
default two years. In some cases all that is required is sufficient time for people to 
calm down. Trespass notices can be withdrawn by the occupier at any time, by 
writing to the person trespassed and, if the notice was filed with the Police, by 
notifying the Police.  
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6.12 Managing challenging behaviour and physical restraint policy 

 

a. Outcome statement 

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. 

 

b. Scoping 

This policy applies throughout the school. 

All staff are required to familiarise themselves with Ministry of Education 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. 

 

c. 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. 

 

d. Limitations and 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: 

o 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 

o the restraint used is reasonable and proportionate in the circumstances. 

• Authorised staff are employees authorised by their employer (the 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. 

• Instances, matters or risks in relation to this policy shall form part of the principal’s 

report to every board meeting, taking care that individual students cannot be identified. 

• The board shall monitor the use of physical restraint, looking for trends and any action 

that could be taken at governance level to support reducing such incidents. 

 
 

Adopted 5 June 2020     To be reviewed triennially 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
 
6.13 Visitors to Twizel Area School Policy 
 
a.  Outcome Statement  

To ensure the health and safety of staff and students the school needs to appropriately 
manage the access to the school of visitors.  
 
Visitors includes but is not limited to outside agencies, contractors, parents, whanau and 
caregivers.  
 
For the safety of visitors and the school’s students and staff, the school must be able to 
identify who is on the school site and have appropriate rules around access. 

 
b.  Expectations  

The Principal will develop procedures to ensure health and safety of visitors, students and 
staff to: 

• Ensure identification of all visitors to the school.  

• Ensure administration workers are aware of who is in the school throughout the day for 

security and emergency purposes.  

• Provide clear guidelines on identifying visitors. 

• Provide clear guidelines regarding access to school grounds, corridors and teaching 

spaces by visitors   

• Ensure Principal is informed of visitors from outside agencies. 

 
 

Approved 8 June 2020.       To be reviewed biennially  
 



 

 

 

PART 7 LEGISLATION 
 

7.1  Legal Responsibilities Policy 
 
a.  Outcome Statement 

School procedures will meet the legislative statutes and regulations as set down in the 
appropriate Acts, Ministry of Education circulars and the Education Gazette. 

 
 
Reviewed and Adopted 5 June 2020   To be reviewed triennially 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
 
 
 

PART 8 Self Evaluation  
 

8.1  Board of Trustees Self Evaluation Policy 
 

a. Policy Statement 

The Board of Trustees maintains an ongoing programme of self evaluation, the main 

features of which are: 

A five year strategic plan which informs the Charter 

An annual operational plan 

A performance management agreement between the Chair and the Principal 

Regular review of the business plan and annual review of the strategic plan by the 

whole Board 

An ongoing programme of review of the curriculum  

An ongoing review of all policies  

Active consultation on these matters with the school community. 

b. Purpose 

• To keep student achievement as the focus of the Board’s work. 

• To manage the present as well as prepare for the future  

• To provide for effective management as well as long term planning 

• To provide for regular updating of the Charter 

• To ensure appropriate reporting and accountability on the part of Trustees and school 

management 

• To provide for appropriate consultation with the school community 

c. Guidelines 

• The Board shall adopt a work programme which sets out a timetable for review of the 

curriculum as taught at Twizel Area School and all Board policies, as well as all matters 

of strategic importance affecting academic achievement and the life of the school. 

• The Board shall pay particular attention in association with the Principal, staff, students 

and the wider community to the development of the school’s strategic vision. 

• The strategic vision is outlined in the Strategic Plan whose goals will take 3 - 5 years to 

achieve. 



 

 

 

• This vision shall drive the preparation and updating of 

the Charter. 

• From the Strategic Plan, an annual business or operational plan shall be adopted by the 

Board, normally by its first meeting for the calendar year, containing objectives which 

will be achieved within one year. 

• Actual outcomes from the operational plan shall be documented and reviewed on an 

ongoing basis as part of the Principal’s regular reporting to the Board  

• These objectives shall also be reflected in the Principal’s Performance Management 

Agreement concluded with the Board Chair. The Principal’s performance in meeting 

these objectives will be appraised by the Chair according to the Board’s policy. 

• The achievement of goals in the Strategic Plan shall be reviewed regularly though the 

year and the Plan updated accordingly. 

• Community consultation shall be carried out on a regular basis through addresses at 

gatherings of the school community, newsletters, regular emails, presentations at 

meetings and through the school website. A formal consultation of the community shall 

be carried out by questionnaire or survey at least every three years 

• The Board of Trustees shall adopt a code of conduct and shall review its own 

performance in the manner specified. The Board shall also carry out a 3 year plan of 

self-Evaluation. 

 
Reviewed and adopted 5 June 2020    To be reviewed triennially 

 

 

 

 
 
 
 
 
 
 


