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NEWLANDS SCHOOL     
COMMUNITY PARTNERSHIP POLICY

Learning is enhanced when a partnership exists between the School and its community.  Effective consultation is the basis of this partnership.  Consultation should be ongoing, recognising that all people in the community contribute and share responsibility for the values, traditions and heritage of the Newlands School Community.

The purpose of the consultation is:

a) To develop closer relationships between in-School and out-of-School learning. 

b) To recognise children’s experiences and interests in making decisions about learning.

c) To share responsibility for the outcomes of teaching and learning.

d) To use community resources, where relevant, in School programmes.

e) To acknowledge the unique qualities of our inclusive School community and in particular multiculturalism, biculturalism and other differences.

1. Consultation by the School and the Board of Trustees will take a variety of forms including newsletters, meetings, committees, questionnaires, and parent support groups.

2. All groups within the School community will be consulted.

3. Each year the Board of Trustees will report to the School community at a public meeting on how the Charter objectives relating to community partnership, equity, staffing, finance and property development have been met.

4. Each year the Principal will report to the Board of Trustees and School community on curriculum achievement, professional and School wide developments.  This will take place twice a term and also at the Board’s annual meeting as part of the annual targeted planning and reporting.

5. Reports will be written, brief and available for the School community.

6. Dates for annual and regular meetings will be publicised to parents and will be designated as specified by legislation.

7. The purposes of each form of consultation will be clearly defined and difficult areas handled with sensitivity and honesty.

8. Procedures will be provided to enable staff, parents, members of the Board of Trustees and children to voice their concerns, comments, and questions in a manner that respects the dignity and confidentiality of all concerned.


Consultation in this context may include any or all of the following:

· Identifying concerns or issues

· Involving a working party to explore solutions

· Making a decision about a solution

· Asking for feedback from the rest of the learning community

· Re-examining the decision in light of the feedback, and making adjustments as appropriate.

Note: Consultation does not mean involvement in decision-making, but rather, having the opportunity to have a view taken into consideration by the decision-makers. 

Date Reviewed:  September 2006, 2007, 2008, 2010 

Next Review Date:  2012
NEWLANDS SCHOOL
TREATY OF WAITANGI POLICY

Maori are the Tangata Whenua of Aoteraroa and their language and culture are a living part of New Zealand society.  All New Zealanders should recognise and understand the dual cultural heritage of New Zealand.

The purpose of this policy is:

a) To enable our children to understand, respect and show sensitivity for tikanga Maori, i.e. values, attitudes, behaviour and te reo Maori.

b) To provide opportunities where children can experience tikanga Maori.

c) To recognise our obligation to the Treaty of Waitangi.

1. The Maori language, te reo Maori will be part of Newlands School curriculum.

2. Employee development will include te reo Maori, tikanga Maori and cultural sensitivity.

3. The School will provide a welcoming atmosphere for all parents and children that reflects its bicultural dimension.

4. Learning opportunities in tikanga Maori and te reo Maori are provided in every classroom.  All teachers are required to include Maori perspectives in curriculum planning wherever possible, and to introduce basic te reo Maori into classroom learning.  Resources to support these requirements have been made availalbe.  As a School we are not able to provide curriculum delivery in te reo Maori.  

5. Newlands School has a kapa haka group.  The kapa haka group performs at all important School events and whenever a welcome is held.  Important aspects of tikanga are also taught at this time.

6. The whole School participates annually in a local Kapa Haka Festival.

7. Instruction for all children must cherish their unique identity and cultural values.

Date Reviewed:       2006, 2007, 2008, 2010
Next Review Date:  2012
NEWLANDS SCHOOL
CURRICULUM POLICY
Newlands School will foster child achievement by providing a balanced curriculum in accordance with the National Curriculum Statements.

a) To recognise that each child has their own individual talents, dignity, motivation and ways of learning.
b) To provide programmes that meet children’s identified learning needs.
c) Effective learning will be satisfying and enjoyable, involve the children in making choices and decisions and maintain a love of learning.
The School will:

· Provide balanced programmes that are consistent with the New Zealand Curriculum and reflect the School’s charter.

· Implement programmes which address the learning needs of children, and identify, analyse and implement strategies which address barriers top learning and achievement.

· Monitor child progress against the National Achievement Objectives.

· Assess child achievement, maintain individual records and report on child progress.

Compliance reporting by the Principal is documented in National Administration Guideline 2.

The School will have written procedures, which are actively practised and regularly reviewed, for compliance.  These will include:

	Achievement Statement
	Assessment and Report Schedule

	Assessment and evaluation
	School Community and Parental Involvement

	Delivery of the Curriculum
	Homework

	Library
	ESOL

	Planning
	Reading Recovery

	Special Needs/Learning Extension
	Tutor Teacher


Supporting Documents
Programmes of Work

Information Booklet for Parents

Individual Education Plan

Statements of Intent (Long Term Plans)

School Record Folders/Profiles

Curriculum Implementation Folders

Date Reviewed:       2006, 2007, 2008, 2010 

Next Review Date:  2012
NEWLANDS SCHOOL
NATIONAL EDUCATION GUIDELINES & SELF REVIEW POLICY

Newlands School will provide a programme of self-review and document how the National Education Goals are being implemented.

The School will also implement processes of self-review that identify strategies for continuous improvement, which ensure that quality learning and teaching takes place at Newlands School.

a) There will be a timetable of review of the National Administration Guidelines.

b) The general goals of the Charter will be included in the review process.

c) The National Education Goals will be implemented through Newlands School Charter, Strategic Plan, Annual Management Plan and curriculum and management systems.

d) The School will have written procedures, which are actively practised and regularly reviewed, for compliance.  These will include:

· Consultation with and reports to the Community.

· Reports to Board of Trustees meetings

· Review of Policy

Supporting Documents

Targeted Planning and Reporting

Analysis of Variances

Chairperson’s and Principal’s Annual Report

Terms of Reference for Trustees

Annual Financial Report

Statement of Resources


Audit Procedures for Board of Trustees

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL

PERSONNEL POLICY

Newlands School is a good employer for its employees and promotes the best learning environment for its children.

To be a good employer, Newlands School selects the best teachers and employees and provides them with: 

a) optimum working conditions; 

b) adequate resources; 

c) effective training and development opportunities; and 

d) professional and collegial support and encouragement.  

This, in turn, provides the best learning environment for children and high levels of performance.

Smoke Free 

The School is required to ensure that its buildings and grounds are smoke free at all times.  The School will comply with any current smoke-free legislation.

EEO (Equal Employment Opportunities)

All applicable School policies and procedures will incorporate EEO requirements.  The Board of Trustees will specify an EEO programme in consultation with its employees.

Harassment

Any kind of harassment, including sexual harassment, racial harassment and bullying, are not acceptable at Newlands School.  The Board of Trustees and the School will specify procedures to deal with this.

Staffing

All employees will be employed under an Individual Employment Agreement or a Collective Employment Agreement.

a) Newlands School Board of Trustees will comply with the provisions of the relevant Collective or Individual Employment Agreement as applicable to any particular employee.

b) The School will have management procedures that outline managing personnel practices.

Appointments

a) The Board of Trustees will appoint the Principal in accordance with written Appointment procedures.

b) Management employee appointments will be selected by the Principal and Board of Trustees representative(s) responsible for Personnel.

c) All other permanent employees will be selected by the Principal, a member of the management team and a Board of Trustees representative(s) responsible for Personnel.

d) All appointments for less than one year will be selected by the Principal in consultation with management employees.

e) All appointments to non-teaching positions will be selected by the Principal and another employee.

f) Salary units will be allocated for responsibility.  The ratio of fixed/permanent units will be determined by the Board of Trustees representative(s) for Personnel and the Principal.  Reference will be made to the relevant collective employment agreements and the annual Staffing Entitlement Notice.

g) The School will have written procedures that outline appointment practices.

h) The Principal will advise the Board of Trustees of any personnel issues which require Board of Trustees awareness or involvement.

Staff Leave

a) Leave is generally covered by the relevant Collective or Individual Employment Agreement.

b) Leave outside the parameters of the Employment Agreement may be granted at the discretion of the Principal, having taken into account the operational requirements of the School.

c) The School will have written procedures that outline the leave approval practices.

Performance Management

a) The School will have a performance appraisal system, which is consistent with national standards and in keeping with the goals of the School Charter.

b) The School will have written procedures that detail performance management practices.

Staff Development

The School will have a written staff development programme.

Complaints

a) Any matters of concern will be directed to the person(s) involved.

b) The Principal or a Board of Trustee member may receive a complaint in writing and will direct the complaint to the person(s) concerned.  Where the complaint is about the Principal, the Board of Trustees will work with the Principal to resolve the complaint.  Where the complaint is about another employee, the Board of Trustees member should send a copy of the complaint to the Principal for his or her consideration and action.

c) The Principal may act as a facilitator in a meeting between the parties concerned.

d) Where a complaint requires further investigation, the investigation or consideration of the complaint should be on a scale appropriate to the complaint and should not escalate the issue beyond those who are immediately involved.

e) The School will have written procedures that outline the complaints process.

Privacy

The School will have a designated Privacy Officer.  This appointment will be recorded in the Board of Trustees minutes.

Supporting Documents

Job Descriptions

EEO Programme/database

Staff Induction Booklet

Collective Employment Agreements

Annual Management Plan

Employment Relations Act and other relevant legislation

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL
EQUAL EMPLOYMENT OPPORTUNITIES POLICY

Newlands School has a commitment to removing inequality from the workplace and will continue to be an Equal Employment Opportunities (EEO) employer.

The School and the Board of Trustees will:

a) Ensure that all applicable School policies and procedures will incorporate EEO requirements and reflect the School’s commitment to the Treaty of Waitangi.

b) Identify and address discriminatory practices and policies.

c) Provide opportunities that enhance the value and career opportunities of individual employees.

d) Provide a non-discriminatory, culturally sensitive and safe working environment for all employees.

e) Ensure all employees have the right to membership or non-membership to any union and the choice of any representative in negotiating for an Employment Agreement or in any disciplinary circumstance.

f) Maintain an Appointments policy that is in accordance with this EEO policy.

g) Support the development and implementation of an annual EEO programme in consultation with employees, including the election of an EEO representative.

h) Review the annual summary of the EEO programme at the annual meeting and send directly to the Education Review Office.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL

HARASSMENT POLICY

Newlands School has a commitment to ensuring that the School remains free from any form of harassment, which may occur when an employee is subjected to verbal or physical behaviour which is unwelcome and personally offensive and fails to respect the rights of others.  Harassment includes sexual harassment, racial harassment and bullying.  

The School and the Board of Trustees will:

a) Promote a comfortable and safe environment where employees and children can work free from offensive behaviours.

b) Meet the requirements of the Human Rights Act, Employment Relations Act and Health and Safety in Employment Act which deal with harassment issues.

c) Describe what constitutes sexual harassment, racial harassment and bullying.

d) Establish procedures for handling complaints.

Sexual harassment occurs when there is verbal or physical conduct of a sexual nature by a person or group of people toward another and the conduct is unwelcome and offensive or might reasonably be perceived as unwelcome and offensive.  Examples of sexual harassment include:

a) Requests for sexual intercourse, sexual contact or other form of sexual activity that contains an overt or implied promise of preferential treatment, or detrimental treatment or threat about the present or future employment status of the employee;

b) Personally offensive verbal comments;

c) Sexual jokes;

d) Comments or teasing about an employee’s alleged sexual activities or private life;

e) Comments regarding an employee’s sexual preference;

f) Persistent, unwelcome social invitations, telephone calls, emails, letters, faxes or other material from co-workers at work or home;

g) Offensive hand or body gestures;

h) Inappropriate or unwelcome physical contact such as patting, pinching or touching; 

i) Provocative images such as posters, screen savers etc:

Racial harassment may include expressing hostility against, or bringing into contempt or ridicule, an employee on the grounds of race, colour, ethnic or national origin or the attribution of stereotypical or extreme behaviour to a particular racial group.

Bullying occurs where unwelcome and unreasonable behaviour that is intended to and does create a hostile, uncomfortable or offensive work environment for those who are the target of bullying.  Bullying behaviour is intended to, and demeans, intimidates, degrades or humiliates people, often in the presence of others.  Examples of bullying behaviour include:

a) Verbal bullying – including abusive or offensive language, insults, teasing, sarcasm, using aggressive body language, spreading rumours and unwarranted and unjustified criticism and trivializing of achievements;

b) Manipulating the workplace – by isolating individuals from others in the workplace, over-work or under-work individuals maliciously, or set impossible deadlines or expectations;

c) Psychological manipulation – this can be an insidious form of bullying where by individuals can be:

· Deliberately and unjustly excluded from activities;

· Subjected to practical jokes;

· Unreasonably allocated humiliating or demeaning tasks;

· Belittle or disregarded when making suggestions or giving an opinion;

· Unfairly blamed for mistakes or delays, and 

· Unnecessarily or unfairly disciplined/chastised in front of others.

The School’s three principles underlying its policy for dealing with harassment are:

a) A case of harassment should be dealt with as quickly as possible, and with the least degree of formality as appropriate;

b) The feelings of the person claiming harassment should be respected; and

c) All parties should be protected from victimisation and/or unfair accusation.  Confidentiality during any investigation process will be maintained.

PROCEDURE

1. If an employee feels they are being harassed they should attempt to make it clear to the offender either verbally or in writing that such behaviour is offensive and unacceptable.  However, if the employee being harassed feels unable to confront the offender they should seek contact with an appropriate person for advice and support.

2. The School will have in place an appropriate complaints procedure to deal with allegations of harassment.

3. Such procedures will have due consideration to any relevant Employment Agreement.

4. Where the Principal is the alleged offender the matter will be referred directly to the Board of Trustees.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL

NEW STAFF AND POLICE VETTING POLICY

Newlands School will ensure that all employees will be appropriately registered and police vetted.  The Principal shall be the designated person for receiving Police vet information and shall be responsible for ensuring the security and confidentiality of such information.

When employing a new employee (teacher or non teaching staff), the person must be advised that the offer of employment will be “subject to a satisfactory police vet”.  At the interview, the appointment panel must explain that a “satisfactory police vet” means no convictions for sexual or physical assault, drugs or fraud.  In addition, the police vet will not be satisfactory if it receives a red stamp.  The person must be given the opportunity at interview to declare any convictions and given the opportunity to withdraw their application.

For Teachers, the School will ask for:

a) Teacher registration number in application packs; and

b) The type of registration and expiry date.

Documentation that must be filled in at the appointment stage and collected by the Principal includes:

a) School staffing appointment form for Payroll Service Centre.

b) Teacher Registration card signed and entered in the staff register – start date at School and expiry date of registration noted.

c) IRD form collected and filed if required.

d) Reply to appointment letter.

e) Inform employee about the union and notify the site representative.

f) For beginning teachers:

· Application for salary assessment;

· Produce and sign verification of qualifications;

· Complete Beginner Teacher time allowance application.

For all other employees, the School will require:

1. The offer of employment must be “subject to a satisfactory police vet”.  All persons must undergo a police vetting procedure through the Teachers Council.

2. Permanent employees (full time and part time) must be vetted on a three year cycle.

3. A vet form to be sent through to the Teachers Council within two weeks of commencement of employment for casual and temporary employees.

For contractors, the School will require:

1. Existing contractors who regularly work in the School during the school day must be vetted on a three year cycle.

2. A vet form to be sent through to the Teachers Council within two weeks of commencement of work for new contractors who work in the School during the school day.

The Principal will report any irregularities or undue delays in receiving completed vetting reports from the Teachers Council to the Board of Trustees.  

The Principal must adhere to the confidentiality requirements of the Police vetting procedure.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL

INFORMATION TECHOLOGY POLICY
Newlands School recognises the importance of information technology as a learning tool and an essential part of children’s education.  

The Principal shall be responsible for developing and updating Management Statements which outlines the School’s requirements in relation to Information Technology and acceptable uses of technology resources.

All employees will be required to read and acknowledge their acceptance of this Policy and all Management Statements relating to the use of Information Technology.

Any employee who breaches this Policy and any Management Statement relating to the use of Information Technology will be subject to disciplinary action.  Any disciplinary action undertaken by the School may result in the employee’s termination of employment.

Where it is possible that criminal action has arise through the use of Information Technology, then the Principal is required to notify the New Zealand Police.

Supporting Documents

Management Statement – NAG 1: Teaching and Learning: Information Technology

Management Statement – NAG 1: Teaching and Learning: Using the Internet

Management Statement – NAG 1: Teaching and Learning: Acceptable Use of Technology Resources

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL

MEDIA POLICY
Newlands School recognises the importance of ensuring that any matters or issues that arise in the School are handled appropriately.  Where the School or any employee is contacted by the media on any matter or issue arising in the School, the following policy will apply:

The employee will refer the media person to the Principal in the first instance.  The employee will provide the Principal with the name, organisation and contact number of the media person.

In the case of serious matters or issues, the Principal shall notify the Board Chairperson immediately.  The Principal and Board Chairperson shall determine who should speak to the media and/or whether it is more appropriate to provide a written statement made on behalf of the School.

The Principal and/or Chairperson shall, where it is considered appropriate, seek expert advice on dealing with the media.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL
EMPLOYER RESPONSIBILITIES: PROTECTED DISCLOSURES POLICY

The Newlands School Board of Trustees ensures procedures are in place to meet the requirements of the Protected Disclosures Act 2000.
PROCEDURES

1. If on reasonable grounds an employee believes that they have information that a serious wrongdoing is occurring (or may occur) within the School and wish to disclose that information so it can be investigated, the employee can use the schools procedure to make a protected disclosure to the Principal.

2. This can be done verbally or in writing.  The employee should identify that the disclosure is being made under the Protected Disclosures Act and is following the Board procedure, provide detail of the complaint (disclosure), and who the complaint is against.

3. If the employee believes that the Principal is involved in the wrongdoing, or has an association with the person committing the wrongdoing that would make it inappropriate to disclose to them, then the employee can make the disclosure to the Chairperson of the Board of Trustees.  

4. It is up to the person to whom the information is disclosed to decide if the disclosure constitutes a serious wrongdoing, and that the allegations need investigating.  They can decide:

a) to investigate the disclosure themselves;

b) to forward the disclosure to the Board or a committee of the Board to investigate;

c) whether it needs to be passed on to an “appropriate authority”.  If it goes to an appropriate authority that appropriate authority will advise the employee that they are now investigating the complaint.

5. The employee will receive verbal or written feedback on the process undertaken thus far within two weeks of the disclosure being made.

6. If the employee feels that the School procedures are not appropriate for making the disclosure the employee can, under certain circumstances, go directly to the “appropriate authority”.

Under which circumstances can the employee just go directly to the appropriate authority?
7.
There are three circumstances when the employee can go directly to the appropriate authority:

a) When the employee believes both the Principal and the Chairperson of the Board are party to the wrongdoing or have an association with the person which would make it inappropriate for them to investigate.

b) If the matter needs urgent attention or there are other exceptional circumstances.

c) If after 20 working days there has been no action or recommended action on the matter to which the disclosure related.

d) Otherwise the employee will need to go through the internal processes.

Who is an “appropriate authority”?

8. As noted above, in some circumstances the disclosure could be made to an appropriate authority by the employee or the person to whom the employee has made the disclosure.  An appropriate authority is defined in the Act as including:  

i) the Commissioner of Police

ii) the Controller and Auditor-General

iii) the Director of the Serious Fraud Office

iv) the Inspector-General of Intelligence and Security

v) an Ombudsman

vi) the Parliamentary Commissioner for the Environment

vii) the Police Complaints Authority

viii) the Solicitor-General

ix) the States Services Commissioner

x) the Health and Disability Commissioner; and

xi) includes the head of every public sector organisation, whether or not mentioned in paragraph above.  This means that in certain circumstances the appropriate authority could be the Secretary for Education of the Ministry of Education or the Chief Review Officer of the Education Review Office (ERO).

What happens if the appropriate authority does nothing?

9. The employee could then make the disclosure to the Ombudsman (unless they were the authority the employee has already disclosed to) or a Minister of the Crown.

10. The Act does not protect the employee if the employee discloses information to the media or a member of parliament other than a Minister of the Crown in the circumstances referred to above.

Where can the employee find out more information?

11. If the employee notifies the Office of the Ombudsman verbally or in writing, that they have disclosed or are considering a disclosure under this Act, the employee must provide information and guidance on a number of matters including those discussed here and the protections and remedies available under the Human Rights Act 1993 if the disclosure leads to victimisation.

12. A copy of the Act can be found on the internet at Legislation on Line http://rangi.knowledge-basket.co.nz/gpacts/actlists.html  Click on “P” then scroll down to Protected Disclosures Act 2000.  

Date Reviewed:  

March 2007, 2008, 2010
Next Review Date:

2012 

NEWLANDS SCHOOL

FINANCE & PROPERTY POLICY

Newlands School will comply with its financial and property obligations to ensure a safe and healthy environment and to maximise the benefit to children through prudent allocations and control of financial and property assets.  

The Board will allocate funds to reflect the School’s priorities as stated in the Charter by: - 

a) Developing a long-term strategic plan.

b) Ensuring that the School provides an annual operational plan and budget that reflects the Board’s strategic plan, for the Board’s assessment and approval.  

c) The annual budget will be completed annually by the end of November.

d) The annual operational plan will be completed annually by March.

e) The Principal will notify the Board of Trustees if the actual expenditure of the school is 10% of budget. 

The Board and the School will have management procedures for monitoring and controlling expenditure.

The Board will ensure that the annual accounts are prepared and audited as required by the Public Finance Act 1989 and the Education Act 1989 and amendments to these Acts.  

The Board will comply with any asset management agreement, including the Property Occupancy Agreement, the 5-year and 10-year Property Management Plans documenting this responsibility.

The School will comply with all current legislation regarding property including the Resource Management Act 1991, the Building Act 1991 and the Fire Act 1991.

Compliance Reporting is documented in National Administration Guideline 4.

Newlands School’s asset register maintenance is delegated to Education Services, a company specialising in education reporting.  Education Services complies with all Financial Reporting Standards. 

The School will have written management procedures, which are actively practised and regularly reviewed, for compliance.  These will include:

a) Internal Audit Procedures for Income and Expenditure.

Supporting Documents

Asset Register

Budgets – Annual & Monthly Financial Report

Strategic Plan

Five Year and Ten-Year Property Programme

Annual Health and Safety Programme

Hazard Identification Register

Date Reviewed:  2007, 2008, 2010 
Next Review Date: 2012 
NEWLANDS SCHOOL

THEFT AND FRAUD PREVENTION POLICY
Newlands School will put in place systems and procedures to prevent and detect theft and fraudulent actions.

As preventative measures against theft and fraud, the Principal will ensure that:

a) The School’s physical resources are kept secure and accounted for.

b) The School’s financial systems are designed to prevent and detect the occurrence of fraud.  All such systems must meet the requirements and standards as set out in the Public Finance Act 1989 and of generally accepting accounting practice promulgated and supported by the Institute of Chartered Accountants in New Zealand.

c) Employees who are formally delegated responsibility for the custody of physical and financial resources by the Principal are proven competent to carry out such responsibilities and that such persons are held accountable for the proper execution of their responsibilities.

d) All employees 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:

a) Decide to either immediately report the matter to the New Zealand Police or proceed as outlined below.

b) So far as it is possible and within 24 hours:

(i)  Record the details of the allegation, the person or persons allegedly involved, and the quantity and/or value of the theft or fraud;

(ii)  Request a written statement from the person who has informed the Principal, with details as to the nature of the theft or fraud, the time and circumstances in which this occurred, and the quantity and/or value of the theft;

(iii)  Decide on the initial actions to be taken including consulting with the person who provided the information and, if appropriate, confidentially consulting with other senior members of staff about the person who is the subject of the allegation;

(iv)  Inform the Board Chairperson of the information received and consult with them as appropriate.

c) On the basis of the advice received and after consultation with the Board Chairperson, the Principal shall decide whether or not a prima facie case of theft or fraud exists, and if not, to document this decision and record that no further action is to be taken.

d) If there is a prima facie case of theft or fraud, then the Principal shall undertake any or all of the following actions:

(i)  Consider whether suspension of the employee is possible after considering the prima facie case, their employment agreement and employment law.  Seek professional advice on suspension.

(ii)  Lay a complaint with the New Zealand Police;

(iii)  If necessary, commission an independent expert investigation;

(iv)  In the case of fraud, require a search for written evidence of the possible fraudulent action to determine the likelihood or not of such evidence;

(v)  Seek legal advice; or

(vi)  Inform the Manager, National Operations, Ministry of Education local office and/or the school’s auditors.

e) Once all available evidence is obtained the Principal shall consult the Board Chairperson.  The Board Chairperson may, if they consider it necessary, seek legal or other advice as to what further action should be taken.

f) If a case is considered to exist the Principal or a person designated by the Principal shall, unless another course of action is more appropriate:

(i)  Inform the employee in writing of the allegation that has been received and request a meeting with them at which their representative or representatives are invited to be present;

(ii)  Meet with the employee who is the subject of the allegation of theft or fraud and their representatives to explain the complaint against them;

(iii)  Ask for their verbal or preferably written response (all verbal responses must be recorded as minutes of that meeting, and the accuracy of those minutes should be attested by all persons present);

(iv)  Advise the employee in writing of the processes to be involved from this point on.

The Board recognises that supposed or actual instances of theft or fraud can affect the rights and reputation of the employee implicated.  All matters related to the case shall remain strictly confidential with all written information being kept secure.  Should any delegated employee or any other employee improperly disclose information, the Principal shall consider if that employee is in breach of confidence and if further action is required.  Any action considered by the Principal must be in accordance with the terms of the applicable employment agreement and any code of ethics and/or responsibility by which the employee is bound.

The Board affirms that any allegation of theft or fraud must be subject to due process and the principles of natural justice.  

Any written statement made on behalf of the School and related to any instance of supposed or actual theft or fraud shall be made by the Board Chairperson who shall do so after consultation with the Principal and if considered appropriate, after taking expert advice.

Allegations concerning the Principal or Member of the Board of Trustees

Any allegation concerning the Principal should be made to the Board Chairperson.  The Chairperson will then investigate in accordance with 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 this policy.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL

CREDIT CARD POLICY
A Bank of New Zealand Business Visa Card is made available to particular employees.  The Business Visa will provide the flexibility to purchase necessary items as agreed with the Board of Trustees.

The Board believes that the Business Visa is cost effective.  It is convenient for the employee users.

The conditions of use of the Business Visa card are:

a) Business Visa is to be made available to the cardholder on the strict understanding that it is to be used solely for authorised expenses incurred on School business. If the cardholder is found to have misused the Business Visa, summary dismissal may result.

b) The Business Visa must not be used for any private purpose with a view to supporting the private purchase with a personal cheque.

c) The cardholder is not entitled to use the Business Visa for the purpose of ensuring that payment of a personal cheque is guaranteed by the Bank of New Zealand.

d) If the card is lost of stolen the cardholder must contact the Bank of New Zealand immediately as the conditions of use place a number of obligations on Newlands School which have to be dealt with quickly.

e) The credit limit per month for all purchases for the cardholder will be specified.  This level will be reviewed as necessary and adjusted =/- as appropriate.

f) The cardholder will retain all vouchers and attach them to the statements forwarded to the Office Manager.

g) Newlands School Board of Trustees may withdraw the use of the Business Visa at their discretion.

The cardholder shall accept the use of the Business Visa on the Conditions outlined in this policy (attached schedule).  A signed copy of the cardholder’s acceptance of the Conditions of Use will be kept on file by the Office Manager.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
Schedule

Business Visa

Conditions of Use

The conditions of use of the Business Visa card are:

a) Business Visa is to be made available to the cardholder on the strict understanding that it is to be used solely for authorised expenses incurred on School business. If the cardholder is found to have misused the Business Visa, summary dismissal may result.

b) The Business Visa must not be used for any private purpose with a view to supporting the private purchase with a personal cheque.

c) The cardholder is not entitled to use the Business Visa for the purpose of ensuring that payment of a personal cheque is guaranteed by the Bank of New Zealand.

d) If the card is lost of stolen the cardholder must contact the Bank of New Zealand immediately as the conditions of use place a number of obligations on Newlands School which have to be dealt with quickly.

e) The credit limit per month for all purchases for the cardholder will be specified.  This level will be reviewed as necessary and adjusted =/- as appropriate.

f) The cardholder will retain all vouchers and attach them to the statements forwarded to the Office Manager.

g) Newlands School Board of Trustees may withdraw the use of the Business Visa at their discretion.

I 



 agree to the use of the Business Visa Card in accordance with the above conditions.






  Signed 



 Date






 Witness 



 Date

NEWLANDS SCHOOL

FEE PAYING STUDENTS
Newlands School has agreed to observe and be bound by the Code of Practice for the pastoral care of International Students published by the Minister of Education. 

1. PURPOSE

To provide the opportunity for local students to mix with and learn directly from students from other countries.

2. OBJECTIVES

2.1 To ensure that all fee paying International Students have the best possible learning opportunities while at Newlands School.

2.2 To actively encourage the full integration of international fee paying students into the life of our school and to ensure that all barriers to learning specific to these children are recognised and addressed.
2.3 To create discretionary income to purchase resources for programmes school wide which will benefit all students at Newlands School including supporting international students.
2.4 To ensure that the international student is living in New Zealand with a parent or legal guardian.  

2.5 To provide information on enrolment which outlines the position of the school, student, parents and/or legal guardian.

3. GUIDELINES

3.1 Each year the school will offer a limited number of places to 

international fee paying students.  All enrolments will be for a minimum of 1 term.

3.2 Fees for international students will be reviewed and set by the Board of Trustees annually.

3.3 The Senior Management Team will have responsibility for matters relating to learning for international full fee paying students.  They will appoint a sub-committee, which will review the needs of individual students.

3.4 International students will be admitted at the discretion of the Senior Management Team.  Factors taken into consideration when accepting a student will include availability of places in a particular class level and degree of English language support needed.

3.5 International students are required to pay tuition fees in advance.  Long-term students (one term or more) will pay either annually or twice a year.  

3.6 A student who withdraws may apply for a refund of unused tuition fees.  This refund policy is detailed in Attachment A.  The school will notify the New Zealand Immigration Service if any student on a student permit withdraws.  

3.7 All full fee students are required to have a valid student permit for the duration of their enrolment.  

3.8 All full fee students are required to have medical insurance for the duration of their enrolment. 

4. ATTENDANCE REQUIREMENTS
4.1 The school treats international students as it does domestic students. School policy regarding attendance applies. 

4.2
Caregivers will be notified in the event of unexplained absence.

4.2 If a student fails to attend for 21 days or more, their name will be 


removed from the roll and NZIS will be notified. 

5. WITHDRAWAL PROCEDURES / FAILURE TO ATTEND 


SCHOOL

5.1 International students who wish to withdraw from Newlands School must provide written approval from their parents or legal guardian.
5.2 If a student withdraws, their name will be removed from the roll and NZIS will be notified.
6. CIRCUMSTANCES UNDER WHICH TUITION MAY BE TERMINATED.
6.1 Failure to comply with school policies.
6.2 Gross misconduct or inappropriate behaviour.
6.3 The imparting of misleading and or false information on enrolment.
6.4 The NZIS will be informed if tuition is terminated.
7. HEALTH & TRAVEL INSURANCE
Health and travel insurance is a requirement to ensure that international students are protected against unexpected travel costs or medical costs while resident in New Zealand.

[The following is an explanatory note which does not form part of this policy document

Most students are not entitled to publicly funded health services while in NZ 

unless they are:

- a resident or citizen of Australia; 

- or the holder of a temporary permit that is valid for two years or more. 

If the student does not belong to one of these special categories and receives 

medical treatment during their visit to New Zealand their parents or legal 

guardians will be liable for the full costs of that treatment.  We strongly 

recommend that you have insurance that will cover the cost of medical 

treatment in New Zealand for the duration of the students stay in New 

Zealand.  We also strongly recommend that you obtain insurance to cover 

your travel to and from New Zealand.]

8. IMMIGRATION
To ensure that international students are fully aware of the legal requirements of them to enter NZ and become a student in a New Zealand school.

8.1 Full details of visa and permit requirements, advice on rights to 

employment in NZ while studying, and reporting requirements are available through the New Zealand Immigration Service, and can be viewed on their website at www immigration.govt.nz

9. POLICY REVIEW
This policy will be reviewed annually according to the Board’s Programme of Effectiveness Self-Reviews.


Policy Management and Review 
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Reference:  Ministry of Education Code of Practice for the Pastoral Care of International Students 2002

    NEWLANDS SCHOOL

REFUND FOR INTERNATIONAL FEE PAYING STUDENTS

If the pupil withdraws from the school before the completion date the parent/guardian may apply for a refund of tuition fees.

1. In order to be eligible for any refund the parent must apply in writing to the Board of Trustees setting out the special circumstances of the claim within one month of the last day of attendance.

2. If the application for a refund is made before the stated commencement date, tuition fees will be refunded in full less an administration charge of $500 to cover costs incurred by the school.

3. If the application for a refund is made after the stated commencement date, tuition fees will be refunded less:

· An administration charge of $500.

· Costs to school already incurred for tuition.

· Components of the fee already committed for the duration of the course including the appropriate proportions of salaries of teachers and support staff.

· Costs already incurred for the use of facilities and resources.

· The proportion of the Government Levy the school is required to pay.  

· Any other costs incurred.
4. A student who obtains permanent resident status during a term may apply for a refund from the start of the next term.  The refund would be less any costs as listed in clause 3 above.  Documentation must be provided within 14 days.

5. The Board of Trustees will make no refund 

· Where students are asked to leave the School because of misbehaviour, poor attendance or violation of school rules

· Where students wish to transfer to another school

· If the enrolment application is found to be inaccurate in any way the contract may be terminated.

6. If the school is unable to provide, or to continue to deliver a programme, the tuition fees will be refunded in full.

7. The Board of Trustees will ensure that there is a reserve of funds to cover International Students’ prepaid tuition fees in the event that a refund should be necessary.  

Date Reviewed:           2004, 2005, 2006, 2007, 2008, 2010  
          Next Review Date:       2012
NEWLANDS SCHOOL

HEALTH & SAFETY POLICY

Newlands School will be a safe and healthy environment for children and employees.

Newlands School will:

a) Provide a safe physical and emotional environment for children and employees. 

b) Comply with all current legislation, which ensures the health and safety of children and employees.

c) To provide a safe and healthy learning and working environment for children and employees at Newlands School.

d) To preserve the long-term health of the Newlands School community by demonstrating care and concern for oneself, others and the environment.

The School will have written management procedures that are actively practised and regularly reviewed for compliance.  These will include:

a) Accident register

b) Adult conduct in the School, eg parents, visitors, support staff, teachers, tradespeople

c) Child protection

d) Enrolment of children

e) Evacuation and emergencies

f) Hazard identification register

g) Healthy and safety programme

h) Health records

i) Internet use

j) Medical room/sick children. Administration of medication.

k) OSCAR programme

l) Protection from communicable diseases

m) Protection from identifiable hazards, eg  weather, sun, road safety, emergencies, EOTC, equipment, structures

n) Provision of a healthy learning environment

o) Publication of children’s images and children’s work

p) School security

q) Children’s conduct in School

r) The Health & Safety in Employment Act and other Healthy and Safety legislation and their implementation at Newlands School.

Supporting Documents

Hazard Identification Register

Annual Health and Safety Programme

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
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EMPLOYEE ASSISTANCE POLICY

Newlands School recognises its responsibilities under the Health & Safety in Employment Act 1992 by promoting the awareness of workplace stress as a potential health hazard.  To reduce, as far as possible, unreasonable workplace stress on employees.

Newlands School will:

a) Promote an awareness of the issue of workplace stress.  Senior staff will be trained to recognise potential workplace stress situations and to deal with them within the resources of the school.  Staff will need to be educated and trained in strategies to reduce unhealthy stress levels.

b) Have a clear process for considering and responding to complaints and concerns from employees and for identifying and minimising hazardous levels of workplace stress.

c) Ensure that staff are aware of the need to take responsibility for their own stress levels including regular holidays, effective time management, effective and efficient planning and classroom management and reporting to senior management unhealthy levels of stress.

d) Ensure that an employee who needs sick leave for workplace related illness is properly supported when he/she returns to school.  This may relate to his/her curricular and/or co-curricular responsibilities.

e) Foster a caring and safe environment in which to work and also have opportunities for rest and relaxation.

Supporting Documents

Health and Safety policy

Hazard Identification Register

Annual Health and Safety Programme

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL

SMOKEFREE POLICY

The purpose of the Smokefree Environments Act 1990 is to prevent, so far as is reasonably practicable, the detrimental effects of smoking on the health of any person who does not smoke, or who does not wish to smoke, inside any workplace or in certain public enclosed areas.  Under the Act, children, parents of children, and others who have cause to enter a building of a School workplace can be regarded as members of the public.
The aim of this policy is:

a) To provide a healthy environment for employees, children and visitors who enter these premises.

b) That the School is seen to take an active lead as a role model for its children and extended community, on the Smokefree issue.

Newlands School is a totally Smokefree School.  Smoking is not permitted anywhere in the School buildings or grounds at any time, by anyone.  Smoking is not to be permitted in the Hall or (any other School buildings/ grounds) when hired out for private functions.  All people using the School buildings and grounds will be expected to abide by the requirements of the School Smokefree policy.

a) All employees applying for positions in the School, relieving teachers, contract workers and visitors will be informed of the School policy.

b) Appropriate signs will always be clearly visible indicating the non-smoking status of the School.

c) The Smokefree Policy of the School will always be clearly displayed throughout the School, and all employees will be made aware of the contents of the Policy.

d) The School Smokefree policy will be reviewed annually.

e) Appropriate support will be given to those members of the School community who need assistance in quitting.

Any complaints about contravention of the School’s Smokefree policy should:

a) Be put in writing to the Chairperson of the Board of Trustees and will be dealt with within 20 days by the Board of Trustees.

b) The Board of Trustees will take necessary action against those people who contravene the School Smokefree Policy (School disciplinary guidelines will apply).

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL

FOOD AND NUTRITION POLICY 

The Board supports and encourages a healthy eating environment and Culture in our school.

We consider that healthy food and beverage choices can enhance educational outcomes  

Newlands School will
1. Help young people find accurate and unbiased information about  healthy eating.

2. Encourage young people to clarify their own ideas about making 


  healthy eating choices.

3. Help young people develop the skills they need to make responsible decisions about healthy eating.

4. Help young people understand the factors that influence their food and beverage choices and the possible long-term effects of their choices on their well-being.

5. Ensure that only food and beverages that enhance young people’s health are sold or served at Newlands School.

6. Provide an environment that encourages and supports healthy eating.  

These will include:

a) All food staff will support and promote healthy eating practices.

b) Social events will encourage young people to enjoy sharing and eating healthy food and beverages.

c) Water will be the preferred beverage.

d) Young people will be encouraged to wash their hands before eating and also to eat sitting down.

e) We will participate only in food-related events and initiatives that support healthy eating practices, for example, the Fruit in Schools Programme and Healthy Promoting Schools.

f) Only those foods and beverages that fit within the “every day” and “sometimes” sections of the Ministry of Health’s Food and Beverage classification System will be provided or sold at school.

Date :                          March 2008, 2010 
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NEWLANDS SCHOOL

CHILD PROTECTION POLICY

REPORTING CHILD ABUSE AND NEGLECT  

This policy acknowledges that the Newlands School Board of Trustees have particular responsibilities under legislation as well as through social expectations to provide a safe environment that caters for the physical and emotional well-being of its children.  This environment will ensure that all children and young people are treated with dignity and respect.

The policy on reporting child abuse and neglect in schools will be successfully implemented with:

a) an emphasis that the paramount consideration in such a policy is the welfare and interests of the child or young person;

b) the provision of guidelines and training for teachers and others working with children and young people in the School environment;

c) a commitment to ensure that children and young people are provided with preventative education to enhance their safety and awareness;

d) the development of procedures for dealing with cases of current or historical abuse;

e) the identification of which external agencies should be used, what services they provide, what liaison is required along with appropriate referral procedures.

Definitions of child abuse and neglect are:

a) Physical Abuse - All physical injuries to children where there is knowledge that the injury was not accidental or knowingly not prevented.

b) Sexual Abuse - The use of a child for the sexual and/or physical gratification of someone who takes advantage of their power and/or the child’s trust.

c) Neglect - Serious deprivation of children of necessities such as food, shelter, supervision appropriate to their age and essential physical and medical care.  

d) Emotional Abuse - Negative attitudes and behaviours on the part of adults which severely impact on the child’s emotional and physical development.  

The Newlands School Board will facilitate training for all employees to help them to identify suspected abuse and/or neglect and to be able to respond appropriately.   Training needs will be identified and planned regularly in consultation with employees.

To assist with the implementation of a training policy, the Board and Principal will liaise with Child, Youth and Family (CY&F) and New Zealand Police.

Newlands School is able to provide preventative education in the delivery of the Health and Physical Education national curriculum statement.  Children should have access to information about child abuse and appropriate responses to it through the relevant parts of this curriculum.  At Newlands School K.O.S. is taught biannually.  

A useful way of managing suspected cases of child abuse and/or neglect is for an employee to be nominated as a safety advocate for the child or young person.

The vital role of cultural groups and local support agencies in supporting the policy should be recognised by the school and Principal in their ongoing communication and liaison with the wider community.  Similarly, the role of relevant statutory agencies should be recognised in the consultative process.

Decisions about when parents or caregivers are informed us best left to the statutory agency involved.

PROCEDURES

1. If the child or young person is in danger or unsafe, the employee should act immediately to secure their safety.

2. The employee should listen to the child or young person and reassure them but should not make any promises or commitments that cannot be kept.

3. The employee should ensure that any information or disclosures by the child or young person are written down and should check that comments by employee and events surrounding the concern have also been recorded.

4. The employee should ensure that the child or young person has a responsible adult supporting them through this process and that the support role is clearly defined.

5. The employee should not formally interview the child or young person.  Only necessary relevant facts should be obtained and clarification should be sought, if needed.

6. The employee should inform the Principal.

7. The employee should hold an immediate discussion with a guidance counsellor or child safety advocate and agree on an appropriate course of action.

8. The Principal will ensure that CY&F and/or the Police have been notified.  No employee should take any action until contacted by CY&F and/or the Police.

9. After making sure the referral has gone to CY&F or the Police, the employee should get support for themselves from appropriate persons if needed.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
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DEALING WITH CHILD ABUSE ALLEGATIONS AGAINST EMPLOYEES IN SCHOOLS POLICY

This policy is made on the basis that all children and young people should be treated with dignity and respect and have the right to have their needs met in a safe environment.  When allegations are made that threaten that safety, School management will act on those allegations while taking care to treat the employee fairly.

To ensure and/or provide:

a) the safety of the child or young person is the first consideration;

b) that all complaints are taken seriously and dealt with effectively;

c) that in the case of a complaint against an employee, action is guided by the applicable Employment Agreement and/or principles of natural justice;

d) clear guidance for management and employee in respect of any allegations received concerning children or young persons within the School environment.

PROCEDURES
The recommended procedures should be followed in the event of suspicion or disclosure of abuse against an employee.  The child or young person must be adequately protected.

Refer to the Procedures under the "Child Protection Policy - Reporting Child Abuse & Neglect”.

Please note there are two procedures to be followed here:

a) the reporting procedure in respect of the child/young person; and

b) the procedure for dealing with the employee.

In all cases, no one person will have responsibility for dealing with both the reporting issues and the employment issues.

These steps are to be followed when dealing with an employee:

1.
The Principal should consult with the child advocate or guidance counsellor to ensure implementation of policy regarding reporting.  

2.
If the Principal is involved, then consult with the Chairperson of the Board of Trustees.

3.
The Chairperson of the Board of Trustees will be informed as soon as possible.

4.
The Principal is to ensure records are kept of any comments by the child, complaints and/or allegations, and follow-up action taken.

5.
The decision to follow up on an allegation of suspected abuse or neglect against an employee of the School will be made in consultation with the following:

· New Zealand Police

· CY&F 

· Chairperson of the Board of Trustees

6.
The Principal and/or the Chairperson of the Board of Trustees will have a dual responsibility in respect of both the child or young person and the employee. An immediate consultation is sought with the agencies involved.  The purpose of this consultation is to enable the Principal and the Board Chairperson to discuss the concern or allegation and to:

a) determine the extent of the assistance they can give to the investigation;

b) consider the time frame to be followed with regard to the possible conflict between what steps the Board may take as an employer and possible police intervention;

c) consider the employer role of the Board in conjunction with any procedures outlined in relevant employee agreements.

7.
When it has been determined the Board should pursue the matter as an employer, the Board will advise the person accused of the allegation and seek a response.  The employer will refer to the relevant Employee Agreement in every case when proceeding with disciplinary action.

8.
The employee complained against will be advised of their right to seek support/advice from:

a) NZEI, PPTA counsellor or field officer, or other appropriate union/representative; and/or

b) A legal representative.

9.
Under no circumstances will the child or young person raising the concern or making the allegation be exposed to unnecessary risk.  This may require the Board to contemplate removal of the employee from the School environment subject to the requirements of the applicable Employee Agreement.

10.
All actions of the Board must be consistent and applicable with the Collective Employment Agreement or Individual Employment Agreement.

11.
The Newlands School Board will take care to ensure any action taken by the school does not undermine or frustrate any investigations being conducted by any external agency. The Board will maintain a close liaison with the Police and CY&F and to achieve this.

Date Reviewed: 2006, 2007, 2008, 2010 
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NEWLANDS SCHOOL
LEGISLATION & REQUIREMENTS POLICY

Newlands School will comply with all general legislation requirements and regulations and will ensure that the laws of New Zealand concerning School operations are fully met.

1. Management procedures will reference current legislation.

2. Compliance reporting is documented in National Administration Guidelines 6.

3. The School will have written management procedures that are actively practised and regularly reviewed for compliance.

These will include:

a) Length of the School year

b) Structure of the School year

c) Attendance and Absence

d) Admission and withdrawal from School

e) Suspensions

f) Child Privacy

g) Auditing of Roll Returns 

h) National Standards

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012

NEWLANDS SCHOOL



AUDIT COMMITTEE POLICY

To monitor, on the Board’s behalf, compliance with Board policies and external legislation.  This includes:

a) Supporting the Board to review the effectiveness of the Board’s governance processes.

b) Overseeing the Principal’s appraisal process.

c) Reviewing the effectiveness of systems for the assessment and management of material areas of risk.

d) Verifying the mechanisms are in place to ensure compliance with statutory requirements, financial and other.

e) Commissioning reviews of specific controls and procedures (financial or non-financial) where so requested by the Board.

f) Reviewing adherence to management policies and directives.

g) Reporting any problems or reservations arising from the external auditors/reviewers work and any other matters that the external auditors/reviewers to the attention of the Board.

h) Ensuring implementation the Triennial Review programme.

The Audit Committee shall comprise at least two Trustees; but excluding the Chairperson of the Board and the Principal.

Meetings will be held as required.  The minutes of the Audit Committee meetings should be formally recorded and submitted to the Board at its next meeting.  The Chairperson will report to the Board as appropriate on the areas covered by this policy and the Triennial review Programme.

The Audit Committee is formally constituted as a committee of the Board with approved parameters of authority as specified in this policy.  The Committee shall be appointed by the Board.  The Board may co-opt additional trustees to the Committee as and when required.

Members of the Management Team shall attend meetings when requested.  A representative of the external auditors may be requested to attend meetings when appropriate.

The Committee is authorised by the Board to investigate any activity within the parameters of this policy.  It is authorised to seek any information it requires from any Trustee or employee and all Trustees and employees are directed to co-operate with any request made by the Committee.  The Principal will be informed in advance of any such requests.

The Committee may recommend that external and independent advice is sought.  If the advice is likely to incur costs prior approval must be sought from the Board.  Note:  NZSTA provides HelpDesk and Industrial advice free to Trustees and Boards.

No individual member of the Audit Committee can act without the directive of the Committee as a whole.

Date Reviewed: 2006, 2007, 2008, 2010 
Next Review Date: 2012
NEWLANDS SCHOOL



FINANCE POLICY ON FIXED ASSETS

Newlands School asset register maintenance is delegated to Education Services Ltd, a company specialising in education reporting.

Education Services comply with all Financial Reporting Standards.  
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