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Policy 1: Board Roles and Responsibilities Policy 
Outcome statement 
The board of trustees is focused on governance that fosters and supports the ongoing improvement of student 
progress and achievement. 

Scoping 
The board is a body corporate whose policies and decisions exist in perpetuity or until such time as they are rescinded or revoked. 
The board sets the strategic direction for the school and governs via its policies, which it entrusts to the principal to implement. 

Delegations 
Accountability rests with the whole board, with no individual trustee or committee having decision-making authority unless it 
has been delegated and documented. 

Expectations and limitations 
Board actions 

 
Standards 

1. Sets the strategic direction and 
long-term plans and monitors the 
board’s progress against them. 

1.1 The board leads the annual charter/strategic plan review process. 

1.2 
1.3 

The board sets/reviews the strategic aims by February. 
The board approves the annual plan and targets and ensures the charter/strategic plan is 
submitted to the Ministry of Education by 1 March each year. 

1.4 Regular board meetings include a report on progress towards achieving strategic aims. 

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

2. Monitors and evaluates student 
progress and achievement. 

2.1 The board approves an annual review schedule covering curriculum and student progress 
and achievement reports. 

2.2 Reports are received at each regular board meeting from the principal on progress against 
the annual plan, highlighting risk/success. 

2.3 Information reported to the board is thoughtfully discussed, critiqued and challenged. 

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

3. Protects the special character of 
the school (special character 
schools).  

3.1 Special character is obviously considered in all board decisions. 

3.2 A special character report is included at every board meeting as part of the principal’s 
report. 

4. Appoints, assesses the 
performance of and supports the 
principal. 

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

5. Approves the budget and 
monitors financial management of 
the school. 

5.1 Budget is approved by the first meeting each year. 
5.2 Satisfactory performance of financial management against budget is in evidence. 

6. Effectively manages risk. 6.1 The board has an effective governance model in place. 
6.2 The board remains briefed on internal/external risk environments and takes action where 

necessary. 

6.3 The board identifies trouble spots in statements of audit and takes action if necessary. 

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

7. Ensures compliance with legal 
requirements. 

7.1 New members read and understand the governance framework including policies, the 
school charter/strategic plan, board induction pack and requirements and expectations of 
board members 

7.2 New and continuing members are kept aware of any changes in legal and reporting 
requirements for the school. 

7.3 The board seeks appropriate advice when necessary 

7.4 Accurate minutes of all board meetings are approved by the board and signed by the chair. 
 7.5 Individual staff/student matters are always discussed in public-excluded session. 
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Procedures/supporting documentation 
 

Monitoring 
Board Annual Work Plan 
Board Conflict of Interest Register 
Trustee Register 

Legislative compliance 
Education Act 1989 
Employment Relations Act 2000 
State Sector Act 1989 

Version: V1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: Dec 2019 Next Review Date: Dec 2022 

  

7.6 Board meetings have a quorum. 

8. Ensures trustees attend board 
meetings and take an active 
role. 

8.1 Board meetings are effectively run. 
8.2 Trustees attend board meetings having read board papers and reports and are ready to 

discuss them. 

8.3 Attendance at 80% of meetings (minimum). 
8.4 No unexplained absences at board meetings (three consecutive absences without prior 

leave results in immediate step-down – refer Education Act 1989 s104 (1) (c) 

9. Approves major policies and 
programme initiatives. 

9.1 The board approves programme initiatives as per policies. 
9.2 The board monitors implementation of programme initiatives. 

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

10.1 
10.2 

The Treaty of Waitangi is obviously considered in board decisions. 
The board, principal and staff are culturally responsive and inclusive. 

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

11.1 The board becomes and remains familiar with the broad employment conditions that cover 
employees (staff employment agreements and arrangements). 

11.2 The board ensures there are personnel policies in place and they are adhered to (code of 
behaviour). 

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

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

12.1 Successful resolution of any disputes and conflicts referred is achieved. 

13. Represents the school in a 
positive, professional manner. 

13.1 Code of behaviour is adhered to. 

14. Oversees, conserves and 
enhances the resource base. 

14.1 Property/resources meet the needs of the student achievement aims. 

15. Effectively hands over 
governance to new 
board/trustees at election time. 

15.1 New trustees are provided with induction and a copy of the board’s governance manual. 

15.2 New trustees are fully briefed and able to govern following attendance at an orientation 
programme. 

15.3 Appropriate delegations are in place as per Schedule 6 (17) of the Education Act. 

15.4 Board and trustees participate in appropriate ongoing professional development. 
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Policy 2: Responsibilities of the Principal Policy 
Outcome statement 
Authority and accountability for the day-to-day running/operation of the school is delegated to the principal. 

Scoping 
The principal is the professional leader of the school and the board’s chair working in partnership with the board of trustees. The 
board is responsible for the governance of the school, including setting the policies by which the school is to be controlled and 
managed. The principal is responsible for the implementation of these policies including the charter/strategic plan. 
The relationship between the board and principal is based on mutual respect, trust, integrity and support with both parties working 
to ensure no surprises. 

Delegations 
Authority and accountability for the day-to-day running of the school is delegated to the principal. Reference in documentation to the 
school, management and staff is to be read as “principal” for responsibility for implementation. 
Only decisions made by the board acting as a board are binding on the principal unless specific delegations to the chair, individual 
board members, committee chairs or committees of the board are in place. 
The board chair/personnel committee has responsibility for the principal’s performance review. 

Expectations and limitations 
The principal shall not cause or allow any practice, activity or decision that is unethical, unlawful or imprudent or that violates the 
board’s expressed values, its charter/strategic plan or commonly held professional ethic. 
The responsibilities of the principal are set out in the board’s operational policies and include the following: 

• Meet the requirements of their current job description and employment agreement including the four areas of practice 
from the Professional Standards for Primary/Secondary Principals. 

• Participate in the development and implementation of their annual performance agreement and participate in their annual 
review process. 

• Act as the educational leader and day-to-day manager of the school within the law and in line with board policies. 

• Develop, seek board approval for and implement an annual plan that is aligned with the board’s strategic plan, meets 
legislative requirements and gives priority to improved student progress and achievement. 

• Use resources efficiently and effectively and preserve assets (financial and property). 

• Operate within the board’s approved annual budget. 

• Give effect to good employer policies and practices through effective procedures, instructions or guidelines. 

• Employ, deploy and terminate staff positions in line with board policy and legislative requirements. 

• Communicate with the community on operational matters as and where appropriate. 

• Refrain from unauthorised public statements about the official position of the board on social, political and/or educational 
issues that are or have the potential to be controversial. 

• Keep the board informed of all information relevant to its governance role and report this in accordance with the 
requirements set out under Monitoring below. 

• Act as protected disclosures officer and ensure procedures are in place to meet the requirements of the Protected Disclosures 
Act 2000. 

• Appoint, on behalf of the board, the privacy officer and EEO officer. 

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

• Ensure systems are developed and implemented to support the smooth running of the school in regards to surrender and 
retention of property and searches of students. Written records and storage of items must be consistent with legislative 
requirements and associated rules and guidelines. 

• Oversee teacher appraisals and staff development 
• Organise operation with boundaries of prudence and ethics as established in board policies 

 
The principal is not restricted from using the expert knowledge of individual board members acting as community experts. 
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Procedures/supporting documentation 
Board’s governance and management definitions 
Principal’s job description 
Principal’s employment agreement including relevant Principal Professional Standards  
Principal’s performance agreement and review report 
Annual implementation plan and budget 
Personnel-related policy and procedures including appointments and performance management 

Monitoring 
The board will review the principal’s performance in line with its policy on principal performance review. 
Evidence gathered for the review will include principal reporting to the board in line with the board’s annual workplan and that 
addresses all matters having real or potential legal considerations and risk for the school including significant trends, implications of 
board decisions, issues or risk to policy compliance or changes to the basis upon which the board’s strategic aims have been 
developed. 
The principal will prepare (or, where appropriate, delegate, coordinate and approve) a report for every board meeting that: 

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

• 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, programs, plans or processes that are under consideration 

• outlines financial income and expenditure and explains any variance against budget 

• summarises and highlights any risks associated with the fortnightly staff usage and expenditure (SUE) report 

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

• identifies the instances of physical restraint 

• includes information of any actual or potential risks to health and safety 

• specifies current roll numbers and explains any roll variance against year levels 

• recommends changes in board policies when the need for them becomes known 

• highlights areas of possible adverse publicity or community dissatisfaction 

• addresses any other matter requested by the board within a reasonable, specified timeframe. 

• Inform board of any non-compliance to policy 

• Concerns or complaints regarding the principal must follow the policies 10a Concerns and Complaint Process and 10b Board 
Complaints Checklist  

Legislative compliance 
Education Act 1989 
Privacy Act 1993 
Protected Disclosures Act 2000 
Collective Employment Agreement for Principals 
 
Version:  V1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: Dec 2019 Next Review Date: Dec 2022 
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Policy 6: Trustee Code of Behaviour Policy 

Outcome statement 
The school board will act in an ethical and respectful manner 

Scoping 
Every member of the school board will have access to the code of behaviour and opportunities to discuss its expectations of their 

conduct. School board business will be conducted in an ethical and respectful manner, in accordance with legislation and school 

board policy. 

Expectations and limitations 
As members of an effective governance team, each member of the school board of trustees shall: 

• ensure the needs of all students and their achievement is paramount 

• be loyal to the school and its mission 

• maintain and understand the values and goals of the school 

• protect the special character of the school 

• publicly represent the school in a positive manner 

• respect the integrity of the principal and staff 

• observe the confidentiality of non-public information acquired in their role as a trustee and not disclose to any other persons 

such information that might be harmful to the school including the media 

• be diligent and attend school board meetings prepared for full and appropriate participation in decision making 

• ensure that individual trustees do not act independently of the school board’s decisions 

• speak with one voice through school board policies and ensure that any disagreements with the school board’s stance are 

resolved within the school board 

• in the course of school board meetings, disclose any interests in a transaction or decision where they, their family and/or 

partner, employer or close associate will receive a benefit or gain and leave the meeting for the duration of discussion and/or 

voting in relation to the matter 

• recognise the lack of authority in any individual trustee or committee/working party of the school board in any interaction with 

the principal or staff 

• recognise that only the presiding member (working within the school board’s agreed presiding member’s role description or 

delegation) or a delegate working under written delegation can speak for the school board 

• continually monitor their individual performance as trustees against policies and any other current school board evaluation tools 

• be available to undertake appropriate professional development. 

Procedures/supporting documentation 
Trustee Induction Process 

Monitoring 
School Board Conflict of Interest Register 

Trustee Register. 

Legislative compliance 
Education Act 1989 

Review 
Principal, School Board Presiding Member    Version: V1 

 

 

 

http://www.legislation.govt.nz/act/public/1989/0080/latest/DLM175959.html?src=qs
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Approved on Behalf of School Board by: Fleur Peacocke 
 

Review Schedule:  Triennially 

Date Approved: April 2022 Next Review Date: April 2025 
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Policy 7: Trustee Remuneration and Expenses Policy 
Outcome statement 

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

Scoping 
The board exercises its right to set the amount that the chair and other board members are reimbursed for attendance at board 
meetings. These honoraria cover the expense of attending board meetings and are not payment for work undertaken. 
The principal, as a member of the board, is entitled to the same payment as all other trustees except the chair.  
Any other payments or reimbursements are at the discretion of the board. 

Expectations and limitations 
Currently at Belmont Intermediate School: 

• the chair receives $75 per board meeting 

• elected board members receive $55 per board meeting 

• there is no payment for working group/committee meetings 

• attendance fees are non-taxable within the agreed non-taxable amounts of $605 annually for trustees and $825 for the chair 

• costs associated with attendance at professional development sessions may be met by the board but prior approval must be 
sought 

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

Procedures/supporting documentation 
School reimbursement claim form 
Trustee Induction Process 

Monitoring 
 

Compliance 
Income Tax Act 2007 
 

IRD Honoraria payments to school trustees 
 
Version:  V1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: Dec 2019 Next Review Date:  Dec 2022 
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Monitoring 
TBD 

Legislative compliance 
Education Act 1989 Schedule 6 
 

Local Government Official Information and Meetings Act 1987 
 
 

Version: V1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannual 

Date Approved: Dec 2019 Next Review Date: Dec 2021 
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Policy 8: Role of Presiding Member Policy 

Outcome statement 
The school board is effectively led. 

Scoping 
The presiding member is the leader of the school board and works on behalf of the school board with the principal on a day-to day 

basis.  

The presiding member establishes and nurtures a positive professional working relationship with the principal. 

The presiding member represents the school board of trustees to the broader community and works in partnership with the 

principal to safeguard the integrity of the school board’s processes. 

The presiding member often represents the school board to the school and wider community and agencies such as the Ministry of 

Education and the Education Review Office and carries a responsibility to safeguard the integrity of the school board. 

The presiding member presides over school board meetings and ensures that each trustee has a full and fair opportunity to be 

heard and understood by the other members of the school board and that decisions that are in the best interest of the school, its 

students and staff are reached. 

 

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

 

Expectations and limitations 
The presiding member: 

• is appointed by election at the first school board meeting of the year except in a triennial trustee election year where it shall be 

at the first meeting of the school board* 

• acts within school board policy and delegations at all times and not independently of the school board 

• leads the school board members and develops them as a cohesive and effective team 

• welcomes new members, ensures that disclosure of any conflicts of interest is made and the code of behaviour is understood 

(and signed) and leads new trustee induction 

• assists school board members’ understanding of their role, responsibilities and accountability, including the need to comply 

with the trustee code of behaviour policy 

• ensures the work of the school board is completed 

• sets the school board’s agenda and ensures that all school board members have the required information for informed 

discussion of the agenda items 

• ensures the meeting agenda content is only about those issues that, according to school board policy, clearly belong to the 

school board to decide 

• effectively organises and presides over school board meetings, ensuring that such meetings are conducted in accordance 

with the Education Act 1989, the relevant sections of the Local Government Official Information and Meetings Act 1987* and 

any school board protocols and policies 

• ensures interactive participation by all school board members 

• represents the school board to external parties as an official spokesperson for the school except for those matters where this 

has been delegated to another person 

• is the official signatory for the school board, including for annual accounts* 

• is responsible for promoting effective communication between the school board and wider community, including 

communicating appropriate school board decisions 

• establishes and maintains a productive working relationship with the principal 

• ensures the principal’s performance agreement and review are completed on an annual basis 

• ensures concerns and complaints are dealt with according to the school’s concerns and complaints procedures 

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

complaint. 
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Procedures/supporting documentation 
Governance policies 
 

Legislative compliance 
Education Act 1989 Schedule 6 
 

Local Government Official Information and Meetings Act 1987 

 

Review 
 

Principal, School Board Presiding Member 

Version: V2.0 

 

Approved on Behalf of School Board by: Fleur Peacocke Review Schedule:  Biannual 

Date Approved: April 2022 Next Review Date: April 2024 

 

 

http://www.legislation.govt.nz/act/public/1989/0080/latest/DLM187901.html
http://www.legislation.govt.nz/act/public/1987/0174/latest/DLM122242.html?src=qs
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Policy 9: Delegated Authority for Dicsiplinary 
Committee
Purpose 
To ensure that all processes relating to the standing down, suspension, exclusions and expulsion of students adhere to the 
requirements of the Education Act 1989, Education Rules 1999 and Ministry of Education guidelines. 

Committee members 
All members of the board excluding the principal. The chair of the committee is the board chair or, in the chair’s absence, will be 
determined by the committee. The quorum for the committee shall be three trustees. 

Delegated authority 
Under Schedule 6 section 17 of the Education Act 1989, certain powers of the board shall be delegated to the student disciplinary 
committee of the board of trustees. The committee will: 

• act in fairness, without bias or prejudice and with confidentiality

• act within legislation and the Ministry of Education guidelines

• act only on written and agreed information, not verbal hearsay

• use processes of natural justice in discipline hearing procedures

• make recommendations on discipline matters to the board as necessary, or

• decide the outcome of any student disciplinary meeting.

The board will be kept informed by the principal of the number of stand-downs, suspensions, exclusions and expulsions at each 
board meeting. 

Monitoring 
Principal includes the number of stand-downs, suspensions, exclusions and expulsions in Principals Report to the Board at each 
board meeting. 

Version: V0.1 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: December 2019 Next Review Date: Dec 2022 
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Policy 10: Concerns and Complaints Policy 

Outcome statement 
All complaints, concerns and incidents are attended to promptly, respectfully and professionally and seek to bring effective 

resolution to all parties concerned. 

Scoping 
In order to maintain a safe and comfortable environment for all students, staff and visitors, an accessible procedure for handling 

complaints and grievances will be implemented and maintained to provide an open and fair way of resolving issues and will comply 

with all relevant legislation. 

Delegations 
The board delegates to the principal full responsibility of ensuring processes are in place and operating effectively and adequately. 

In the event of a complaint or grievance concerning the principal, responsibility lies with the board. 

Expectations and limitations 
In complying with the policy, the principal shall not fail to: 

• implement and maintain robust procedures to meet the policy requirements 

• ensure that the process for complaints or grievances is clearly communicated 

• report to the board as follows: 

o When receiving a complaint, the board must ensure that the complainant has previously followed the 

school’s Concerns and Complaints Procedure and that the complaint has been escalated to board level 

correctly. 

o Should the board receive a complaint regarding the principal or determine that any policy violation may have 

occurred, the board in the first instance will consider whether this may be dealt with in an informal manner (as per 

the employment agreement provisions that apply to the principal). 

o Where the board considers the degree and seriousness of the concern or any violation sufficient to warrant 

initiating a disciplinary or competency process, the board shall seek the support and advice in the first instance 

from an NZSTA adviser to ensure due process is followed.  

Procedures/supporting documentation 
10a: Concerns and Complaints Process  

10b: Board Complaints Checklist 

Monitoring 
The principal shall maintain a register of complaints that are raised to the principal, their resolutions and report to the board at least 

quarterly per annum outlining numbers of complaints, resolution success figures and any areas of concern for board deliberation.  

Legislative compliance 
 
Version: V2 

 

 

Approved on Behalf of School Board by:  
Fleur Peacocke 
 

Review Schedule:  Biannually 

Date Approved: April 2022 Next Review Date: April 2023 
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No 

Your concern or problem does 
not involve a classroom matter 
or particular staff member or 
has not been resolved by 
visiting the staff member. 

Yes 
You now have a complaint. 

Issue resolved? 

Your concern or problem has 
not been resolved by visiting 
the staff member or the 
principal or it involves the 
principal or board of trustees. 

Write to the board of trustees 
via the chair outlining your 
problem, concern or complaint 
in detail and all actions taken 
to date. The chair will need to 
ensure the correct process has 
been followed before the board 
will consider and may direct 
you back to the staff member 
or principal. Include your 
name, signature and contact 
numbers. Your complaint will 
be acknowledged along with 
an expected timeframe for 
resolution. 

P10a Concerns and Complaints Process  
 
 

 

Yes  
  
 
 
  
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 

 

 
 
Yes Yes 

 
 

Starting point 

Your concern or problem 
involves a classroom matter or 
a particular staff member. 

No further action is required 

Except in exceptional 
circumstances, the board of 
trustees will not accept any 
complaint unless it is in writing 
and a reasonable attempt has 
been made to resolve it 
through this process. Once the 
board has considered and 
resolved the complaint, the 
board will endeavor to convene 
a follow-up contact within 1 
month. 

Write a note or phone the staff 
member concerned to make a 
suitable time to discuss the 
issue. Indicate before the 
discussion what the concern is 
about. 

Talk with the relevant staff 
member about the issue. Be 
prepared to listen to their point 
of view. This may require more 
than one meeting and/ or 
involve the associate principal. 

Provide feedback to the staff 
member as to whether you 
were satisfied or not to 
ensure the problem is settled. 

Issue resolved? 

Write a note or phone the 
principal and make a time to 
discuss the concern or 
problem. Indicate before the 
discussion what the concern is 
about and the steps you have 
taken to remedy it. 

 
Discuss with the principal, be 
prepared to listen to their point 
of view also and provide 
feedback to ensure the 
problem is settled. The concern 
may be referred back to the 
staff member(s) particularly 
where this process has not 
been followed to date. 

No No 

No 
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10b Board Complaints Checklist 
 
Once a letter of complaint has been received, the board chair should ensure the following process is followed: 
 

 Notes/date completed 

1. Ensure the process has been followed as outlined in the concerns and complaints 
procedure or is a genuine complaint against the principal or board. 

 

 

 

2. Verify with the principal that any staff (or others) identified in the complaint are 
aware of the situation and that there has been discussion and attempts to reconcile. 

 

 

 

3. If the complaint or action is employment related or has potential industrial relations 
implications, contact the NZSTA employment advisory and support centre. For all 
other complaints, contact the NZSTA governance advisory and support centre. 

 

 

 

4. Alert the school’s insurance broker. 
 

 

 

5. Acknowledge the letter of complaint within 7 days and advise the board process, or 
redirect the complainant to principal, syndicate leader or staff member as 
appropriate. Report to the board without names or detail at the next meeting. 

 

 

 

6. Once confirmed as a complaint, forward it confidentially to all trustees for 
consideration. 

 

 

 

 

7. Board request to principal to present full written report outlining all actions taken, 
advice received, meetings held and justified decisions made. 

 

 

 

8. Board determines whether the above fully satisfies them of full and fair process. If 
so, the board supports the principal and advises the complainant. 

 

 

 

9. If not satisfied, the board meets and discusses in committee, determines whether to 
formally meet the complainant and delegates responsibility to trustee(s) as deemed 
appropriate. 

 

 

 

10. Board delegates meet with the complainant and discuss the complaint more fully, 
verifies, investigates and clarifies. Support persons should be confirmed as 
welcome to attend. 

 

 

 

11. Board delegates report back to full board and recommend actions/decisions. 
 

 

 

12. Board takes appropriate actions, records and formally minutes decisions. 
 

 

 

13. Board advises complainant in writing of its provisional decisions and factors 
considered in reaching them, within 21 days of complaint receipt, unless otherwise 
agreed by all parties. Complainant is given opportunity to comment before the 
board’s final decision is reached and given. 

 

 

 

14. Board endeavors to convene follow-up meeting within 1 month of step 9. 
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13. Curriculum delivery policy 
 
Outcome statement 
Curriculum delivery reflects charter/strategic plan aims and meets legislative requirements. 

Scoping 
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. 

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

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 school curriculum is based on the vision, values, principles and key competencies of the New Zealand Curriculum (or 
Te Marautanga o Aotearoa) 

• school programmes provide students in years 1–10 with opportunities to learn in all areas of the national curriculum and 
for students in years 11–13 to continue to learn in their specialised areas of learning 

• there is a focus on the national priority groups of Māori, Pasifika and students with special learning needs in school 
planning and reporting* 

• assessment practices enable the engagement, progress and achievement of students to be monitored and reported 

• board approval is sought before changes to the school curriculum requiring increased expenditure or significant changes 
to programmes or staffing are made. 

Procedures/supporting documentation 
Curriculum 
planning 
Assessment 
cycle 

Monitoring 
The principal will prepare (or, where appropriate, delegate, co-ordinate and approve) a report for every board meeting that: 

• 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. 

Legislative compliance 
Education Act 1989 
New Zealand Curriculum/Te Marautanga o Aotearoa 
 
*National Education and Learning Priorities (from 2019) 
 
Version:  V1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: Dec 2019 Next Review Date: Dec 2022 
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Policy 14: Financial Planning and Condition Policy 
 
 
The purpose is to ensure that the school is financially viable, manages risks effectively and resources 
are targeted to where they make the most difference to outcomes for students. 
 
The School Board has overall responsibility for the financial management of the school. The Principal is the 
day-to-day manager of the school and responsible for achieving legislative requirements and 
charter/strategic aims and targets within board policy objectives. 
 
The financial viability of the school must be protected at all times and every practicable effort must be made 
to eliminate the risk of theft or fraud. 
 

Delegations 
The Principal, in association with the Audit and Finance Committee, is responsible for recommending an 
annual operating and capital budget to the Board within the specified timelines.  
The Board delegates the day-to-day management of the school’s finances and budget to the Principal. 
The Principal is required to ensure robust, clear procedures are in place to safeguard the integrity of 
financial management. 
 

Implementation, expectations and limitations of the Policy 
The annual operating and capital budget should; 

•  be prepared before the start of the budget year and approved by the School Board no later than the 
end of Term 1  

• shall not fail to reflect the annual plan, risk financial jeopardy nor fail to show a generally acceptable 
level of foresight 

• aim to breakeven after depreciation each year to maintain the assets of the school and have 
contingency plans identified in case income from International Students is materially below budget 
for more than two terms in a row 

• ensure that positive working capital (defined as current assets less current liabilities) is maintained 
at all times. The working capital should be equivalent to 25% of the annual operating grant 
(exclusive of GST) or $225,000, whichever is higher. 

• reflect the priorities as established by the Board  
• demonstrate an appropriate degree of conservatism in all estimates. 

 
The principal must ensure: 

• Actual income and expenditure against budget and prior year are reported to the Board at each 
ordinary meeting with an explanation of variances 

• unauthorised debt or liability is not incurred 
• generally accepted accounting practices or principles are followed 
• 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 non-budgeted expenditure over $5000 is referred to the School Board for approval.  In a case of 

urgent necessity, approval by email will suffice with ratification at the next board meeting 
• 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 
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• no one person has complete authority over the school’s financial transactions 
• when making any purchase  

o that all purchases are within the scope of the approved budget 
o the budget holder has given approval 
o of over $500 net of GST, the principal has pre-approved the purchase and approved the 

invoice(s) before payment 
o of over $10,000 net of GST, comparative prices are sought 
o of over $10,000 net of GST, an adequate review of ongoing costs, value and reliability is 

undertaken 
o of over $20,000 net of GST on a single item, board approval is first sought 

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

Procedures/supporting documentation 
Annual budget 
Procedure 14a : Schedule of Financial Responsibilities 
 

Monitoring 
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. 
 

Legislative compliance 
Refer to the Ministry of Education website for information on managing school finances and the Financial 
Information for Schools Handbook (FISH). 
 
 

Approved on Behalf of BOT by: Fleur Peacocke Review Schedule:  Biannually 

Date Approved: 17 May 2021 Next Review Date: May 2023 
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Policy 15: Health and Safety Commitment Policy 
 

Belmont Intermediate School recognises that its staff, students, contractors, any other 

workers, and visitors need to be provided with a safe and healthy place of work. It is our commitment to take 

all reasonable practical steps in incident prevention, risk management, reporting, and the wellbeing of the 

people we are responsible. To ensure the successful promotion and implementation of this policy 

responsibilities are identified below, but not limited to: 

 
Responsibility of Board of Trustees, Principal and Health & Safety Officer 
 

• The Principal and Health and Safety Officer has overall responsibility for the effective management 

of workplace health and safety 

• The Principal is responsible for appointing a Health and Safety Officer and members of the Health 

and Safety Committee responsible for active practice and promotion of a positive health and safety 

culture 

• That all Officers (School Board, Principal, H&S Officer) possess an understanding of their 

responsibilities as they relate to health and safety 

• That all Officers (School Board, Principal, H&S Officer) receive any training necessary to gain an 

understanding of legislation health and safety requirements 

• Adequate budgetary and resourcing is made available to comply with health and safety legislation 

and to meet health and safety objectives 

• Senior staff are held accountable for their performance in managing health and safety in areas under 

their control 

• Ensure procedural systems throughout the school facilities and education curriculum are in place to 

provide verifiable assurance of health and safety activity and performance. 

• Monitoring of health and safety performance 

• Health and safety responsibilities are appropriately defined and included in all position descriptions, 

key performance indicators and reviewed annually 

• That health and safety is a standard agenda item in School Board meetings 

• Ensure Senior Staff attend health and safety training.  

• All actions relating to Pandemic prevention and management should refer to Policy 48 : Pandemic 

Preventative Action Policy 

 

Responsibility of Senior Staff (Principal, Deputy Principals, Assistant Principal and Senior 
Management) 
 

• Be familiar with the hazards and associated risks in their area of responsibility, and delegate 

responsibility for the management of these as appropriate 

• Actively practice and promote a positive health and safety culture 

• Ensure that safe work practices are -cultivated and applied at all times 

• Ensure the assessment of health and safety risk for all current, new, and changed work activities, 

and new or modified work environments is undertaken prior to implementation or occupation 

• Ensure that they, along with staff, contractors workers and visitors in their area of responsibility have 

received and completed a health and safety induction and training for them to safely perform work 

relevant to their area of accountability, and that they hold the necessary qualifications or 

competencies to perform the tasks 

• Monitor and assess contractor performance to ensure compliance to expected standards 
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• Ensure that the health of staff, and workplace conditions are monitored 

• Instruction of staff in safety compliance and their understanding of the Health and 

Safety Personnel Policy Statement 

• Ensure consultation in all safety matters 

• Ensure safety is a standard agenda in team meetings 

• Ensure all health and safety records are maintained 

• Develop and maintain good housekeeping standards in the areas under their control 

• Include safety compliance as part of staff performance appraisals 

• Investigate all hazards, near miss, incidents and injuries so that causes are identified and 

preventative actions are taken to eliminate or minimise the risk 

• Comply with all injury management guidelines in ensuring a safe return to work 

• Ensure that pedestrian crossing patrol management is overseen by a teacher staff member   

 

Responsibility of Staff, Contractors, other Workers and Visitors 
 

• Comply with all Belmont Intermediate School policies, procedures and guidelines 

• It is a prerequisite that all staff attend a Health and Safety briefing by the Health and Safety Officer 

each year. 

• Identify hazards and assess and control the risks associated with the work activities that they 

supervise using the documented risk management process 

• Ensure their action or inaction does not place themselves or other persons at risk of injury or illness 

• Ensure timely reporting of all hazards, near misses, incidents, injuries and illnesses 

• Take action to avoid, eliminate or minimise risks 

• Undertake the appropriate safety induction or training provided 

• Seek information or advice where necessary before carrying out new or unfamiliar work 

• The timely completion of all health and safety forms 

• Wear the correct Personal Protective Equipment to perform the required work e.g. Traffic patrol, 

Yard duty 

• Be familiar with all emergency and evacuation procedures and the location of emergency equipment 

• All staff are required to review and signoff the staff handbook acknowledging review of this policy 

biannually in Terms 1 & 3. 

 

Associated Policies and Procedures  
 
Policy 16: Health and Safety Personnel Statement 
Policy 48 : Pandemic Preventative Action Policy 
 
Legislative compliance 
 
Health and Safety at Work Act 2015  
Children’s Act 2014 
Education and Training Act 2020 
 
Review 
 
This policy is reviewed annually and is communicated to all staff, contractors, workers and visitors.  It is available 
to the community. 
 
Version:  V2.0 

http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
http://www.legislation.govt.nz/act/public/2014/0040/latest/whole.html#DLM5501618
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Approved on Behalf of School Board by: Fleur Peacocke 
 
 

Review Schedule:  Triennially 

Date Approved: 01 November 2021 Next Review Date:  June 2024 
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Policy 16: Health and Safety Personnel Statement Policy 
 

Health and Safety at Work Act 2015 
 
SAFETY RULES 
 

In any job that you do, there are rules and precautions to ensure your safety, and that of your 

colleagues.  The School Board and Principal, who has overall Health and Safety responsibility at 

Belmont Intermediate School expect you follow all our safety rules and practices, and to take an active 

interest in the safe running of the school.  We also encourage you to bring to management any ideas 

or suggestions you may have on how we might do things better. 

 

To ensure full knowledge of all Health and Safety practices at BIS all staff are required to attend a 

Health and Safety briefing annually and sign the staff handbook biannually in Term 1 and Term 3 

agreeing to follow all Health and Safety Policies and Procedures.  
 

Note: these rules apply also to relieving teachers, visitors and contractors to the school. 
 
A SHARED RESPONSIBILITY 
 

Health and Safety matters are the joint responsibility of both employers and employees.  Every 

member of staff has a duty to make sure our operation is safe.  This extends to report “near misses”, 

which are often “accidents waiting to happen”. 

 
MONITORING WORKPLACE ACTIVITIES 
 

Where we undertake any monitoring workplace activities which may be seen as a potential risk to a 

staff member, visitor or contractor to the school, all staff are reminded that a condition of your 

employment requires us to co-operate fully in such monitoring. 

 
NOTIFYING HAZARDS OR POTENTIAL HAZARDS 
 

Any hazard (or potential hazard) in the school must be reported IMMEDIATELY to your team leader or 

a Health and Safety advocate. Failure to do so may result in an accident, and this will be regarded as 

serious misconduct. 

Every accident, however minor (and this includes “near misses”) must be reported to your team leader 

or a Health and Safety advocate, and it must be reported in an incident and accident book. The 

School Secretary in the Administration office keeps this book. 

The Hazard Register is a “living” document that is under regular review. The Health and Safety Co-

ordinator and Principal undertake to review this annually. 
 
WELL BEING – PHYSICAL AND MENTAL STRESS 
 

The School Board and Principal value maintaining a healthy and safe environment for our staff and 

acknowledge our duty of care, on both physical and mental health at work.  We are committed to 

providing a supportive environment that maintains, fosters and actively promotes the health and 

wellbeing of our staff. 

You have a duty to the following but are not limited to: 

• Report any concerns you may have over the mental wellbeing of yourself or colleagues to the 

Principal or Deputy Principals. 

• To fulfil any role they may have been designated under this policy and its procedures. 

• Report any related incidents through the available incident reporting system. 

 
FIRST AID 
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First Aid kits are located in the Administration office sick bay, the staffroom, sports office, art 

and food technology rooms. Anyone needing first aid should report to their team leader and 

the School Secretary, who holds a current first aid certificate.  You must inform the School 

Secretary of first aid items that are consumed so that kits are re-stocked. 
 
SMOKING/ALCOHOL/ILLICIT DRUGS 
 

Alcohol is not permitted to be consumed on the school premises, unless approved by the School 

Board or the Principal. 

 

Under the Smoke-free Environments Act 1990 the school is smoke free.  Smoking is not permitted on 

the school premises. 

 

The consumption of illicit drugs is not permitted on school premises.  Neither is the consumption of 

alcohol and illicit drugs permitted where these substances would adversely influence your work 

performance at school that would put yourself, other staff and students at risk.    

 
FIRE 
 

Please help prevent fires by:  

• Complying with our smoking policy 

• Making sure that faults in any item of electrical equipment are reported promptly 

• Maintain good household practices 

 

Fire extinguishers are located in each Pod, specialist rooms, workrooms, and office. Necessary 

training can be provided during workplace induction. 
 
EMERGENCY PROCEDURES 
 

Emergency procedures training is done during workplace induction and documentation can be found in 
the Schools Google Documents Shared Drive under the Health and Safety Folder.  
             

Review 

Principal, School Board Presiding Member 
 
Version:  V2.0 
 

Approved on Behalf of School Board by:  
 
Fleur Peacocke, Presiding Member 

Review Schedule:  Biannually 

Date Approved: 
20 September 2021 

Next Review Date: June 2023 
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Policy 17: Legal Compliance 
 

This Policy covers the School Board’s responsibilities under National Administration Guideline 6 

(NAG 6). 
 

Policy 
 

1. The School Board is to ensure compliance with all general legislation. 

2. The School Board has resolved that the Principal will be responsible for the day to day 

management of the school, according to Policy 2 Responsibilities of the Principal, which 

includes:  

(a) attendance, the length of the school day, term start dates and end dates, and the length 

of the school year, as mentioned in NAG 6. 

(b) financial management of the school, particularly in terms of the Public Finance Act 

1989, the Crown Entities Act 2004, the Education Act 1989 and all Regulations, Orders 

in Council, directions and other subsidiary leglislation issued pursuant to those Acts. 

(c) employment issues in relation to School Board staff, in terms of the Employment 

Relations Act 2000 and the collective agreement (if relevant). 

(d) the operation of the school in terms of the Health and Safety in Employment Act 1992 

(occupational health and safety), the Resource Management Act 1991 (compliance with 

applicable consents and any conditions attaching to them, and the control over the 

release of contaminants into the environment) and the Hazardous Substances and New 

Organisms Act 1996 (the control of use and storage of chemicals and hazardous 

substances). 

3. The Principal is to keep the School Board fully informed of any issues which may give rise 

to liability on the part of the School Board in relation to such matters. 

Implementation 
 

The Principal shall prepare and keep up to date procedures which address the issues raised by all 

relevant legislation, and shall monitor compliance with the procedures and keep the School Board 

informed of any issues relating to the procedures and any compliance issues as they arise. 

 

NAG 6 

Each member of the School Board is also expected to comply with all general legislation concerning 

requirements such as attendance, the length of the school day, and the length of the school year. 

Legislative compliance 
 
Health and Safety at Work Act 2015  
Children’s Act 2014 
Education and Training Act 2020 
Resource Management Act 1991 

Review 
 

Principal, School Board Presiding Member  
 
Version:  V2.0 
 
 
 

http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
http://www.legislation.govt.nz/act/public/2014/0040/latest/whole.html#DLM5501618
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Approved on Behalf of the School Board by: Fleur Peacocke Review Schedule:  Biannually 

Date Approved: 01 November 2021 Next Review Date: June 2024 
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Policy 18: Theft and Fraud Prevention Policy 
 

Outcome Statement 
The physical and financial resources of the School must be adequately protected against theft and fraud and 
appropriate action must be taken in the event of suspected theft or fraud. 

 

Implementation of Policy 

The Board requires that: - 
1. The Principal establish systems designed to prevent and detect the occurrence of fraud. 
2. The Principal report to the Board any instances of theft and fraud 
3. The Principal establish procedures for investigating and reporting instances of suspected theft and fraud 

which ensure that any such investigation is conducted in a manner that conforms to the principles of 
natural justice and is procedurally just and fair. 

4. The Principal ensure that proper steps are taken to report any instances of theft or fraud to the 
appropriate authorities. 

 

Procedures 

In conformity with the above policies the Principal has established the following procedures which the Board 
acknowledges conforms with its policy on theft and fraud prevention 

 

1. In the event of an allegation of theft or fraud the Principal shall act in accordance with the following 
procedures: 

a. Decide to either immediately report the matter to the New Zealand Police or proceed as outlined 
in this paragraph. 

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

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

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

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

iv. Inform the School Board Presiding Member of the information received and consult 
with them as appropriate. 

c. On the basis of advice received and after consultation with the School Board Presiding 

Member, 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. The Principal shall then carry out the following procedures: 

i. Investigate the matter further in terms of procedures as set out in sub- paragraph 
(d); 

ii. If a prima facie case is thought to exist to continue with their investigation; 

iii. Invoke any disciplinary procedures contained in the contract of employment should 
the person be a staff member; 

iv. Lay a complaint with the New Zealand Police if appropriate; 

v. If necessary, commission an independent expert investigation; 

vi. In the case of fraud, require a search for written evidence of the possible fraudulent 
action to determine the likelihood or not of such evidence; 
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vii. Seek legal advice; or 

viii. 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 School Board Presiding 

Member. The School Board Presiding Member may, if they consider it necessary, seek legal 
or other advice as to what further action should be taken. 

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

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

ii. Meet with the person who is the subject of the allegation of theft or fraud and their 
representatives to explain the complaint against them. 

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

iv. Advise the person in writing of the processes to be involved from this point on. 

g. If appropriate the principal or delegate shall inform the schools insurance company of 
potential claim. 

 
2. All matters related to the case shall remain strictly confidential with all written information kept secure. 
Should any delegated staff member or any other staff member improperly disclose information the Principal 
shall consider if that person or persons are in breach of confidence and if further action is required. Any action 
the Principal considers must be in terms of the applicable conditions contained in their contract of employment 
and any code of ethics or code of responsibility by which the staff member is bound. 

 

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

 

4. Staff have been advised that any allegation concerning the Principal should be made direct to the School 

Board Presiding Member who will then conduct an investigation in accordance with these procedures. 
 

5. Any allegation concerning a member of the School Board should be made to the Principal who will then 
advise the manager of the local office of the Ministry of Education and then carry out an investigation in 
accordance with these procedures. 

 

Review 

Principal, School Board Presiding Member, School Board Member holding Finance portfolio 

 
Version: V1.1 

 
 

Approved on Behalf of School Board by: Fleur Peacocke Review Schedule: Biannually 

Date Approved: 1 November 2021 Next Review Date: October 2023 
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Policy 19: Te Tiriti o Waitangi Policy 
 

We acknowledge New Zealand's cultural diversity and the unique position of Māori as tangata whenua. Te 

Tiriti o Waitangi (the Treaty of Waitangi) is one of eight principles in The New Zealand Curriculum that 

provide a foundation for a school's decision making. 

 

The Education and Training Act 2020 sets giving effect to te Tiriti o Waitangi as a primary objective for the 

board, including by: 

• ensuring plans, policies, and local curriculum include local tikanga Māori, mātauranga Māori, and te ao 

Māori 

• taking reasonable steps to offer or make available instruction in tikanga Māori and te reo Māori 

• having equitable outcomes for Māori students. 

 

Belmont Intermediate School's commitment to the principles of te Tiriti o Waitangi is reflected through the 

following: 

 

Partnership and consultation 

 

 We recognise and value all cultures at our school, and acknowledge the special position of Māori in New 

Zealand society. We work together to achieve the best environment for success for our students. We access 

cultural advice as appropriate and consult with our Māori community in creating and maintaining our school 

charter/strategic plan so that it reflects local tikanga Māori, mātauranga Māori, and te ao Māori. 

 

Protection and self-determination 

 

We respect each person's cultural diversity and their right to follow their cultural direction. We take all 

reasonable steps to offer teaching in te reo Māori and tikanga Māori as part of the government's Maihi 

Karauna strategy to revitalise Māori language. 

 

Participation 

 

We promote equitable Māori achievement and equal opportunities for all members of the school community, 

including our staff and our students who need extra support at school. 

 

Legislative compliance 

Education and Training Act 2020 

 

Resources 

TKI: Treaty of Waitangi principle 

Te Ara: Principles of the Treaty of Waitangi – ngā mātāpono o te tiriti 

 
Version: V1 

 

 

Approved on Behalf of School Board by:  
Fleur Peacocke 

Review Schedule:  Annually 

Date Approved: April 2022 Next Review Date: April 2023 



 

respect | excellence | humility | courage | creativity | integrity 
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Policy 20 – BIS Uniform Policy 
 

 

Policy 
Belmont Intermediate School students are required to wear a common uniform for the 
following reasons: 
 

• To create in each student positive feelings of ‘belonging’ and pride in the school 
 

• To enable students to be identified as part of Belmont Intermediate School in and out 
of the school grounds 
 

• To eliminate peer pressure brought about by comparisons resulting from differing 
socio-economic backgrounds 
 

• To enhance the image of the school 

 
• To provide suitable clothing for school activities 

 
Therefore, the Principal shall ensure the following: - 
 

• The required uniform is listed on the website – a copy of the uniform regulations 
follows 

• Standards of uniform are maintained throughout the school year 
• Students will be required to wear full uniform on all school outings unless an 

exemption is given by the Principal 
• Temporary departures from the uniform code must be supported by a note from home and 

brought to the Principal, a temporary uniform pass will be issued 
• The physical education (PE) uniform will be worn by all students for all physical 

education, fitness and sporting events 
• Uniform requirements are reviewed annually and the Board will conduct a full review 

of the suitability and appeal of the uniform every five years. 

 

Review process 
 

-  Uniform Survey  
-  Community and students 
-  Annually. Full review every 5 years 

 

Version:  V2.0 

Approved on Behalf of BOT by: Fleur Peacocke 
 

Review Schedule:  Annually 

Date Approved:  01/11/2021 Next Review Date: November 2022 
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Policy 21: Protected Disclosure Policy  
 

Outcome Statement 
The school encourages the disclosure by staff of serious wrongdoing and will protect all staff who make 
such disclosures. 
 
 

Implementation of Policy 
1. The Principal is to develop and maintain procedures for receiving and dealing with information about 

serious wrongdoing within or by the school.   
2. The procedures must 

a. comply with the principles of natural justice 
b. identify the person to whom disclosure may be made, and 
c. outline the circumstances in which disclosure may be made to the Ministry of Education or other 

appropriate authority (eg a Minister of the Crown or the Ombudsman), the Principal, or to either of 
the Associate Principals 

d. protect employees making disclosures from retaliatory or disciplinary action and will ensure they 
are not liable for civil or criminal proceedings relating to the disclosures. 

3. Such procedures are to be circulated, periodically republished and made available to all staff. 
 

Expectations and Limitations 
This Policy deals with disclosures covered by the Protected Disclosures Act 2000 and the Education and 
Training Act 2020. 
 
a. When information may be disclosed 

A staff member may disclose information in accordance with the procedure described in the following 
section if: 

i. the information is about serious wrongdoing in or by the organisation; and 
ii. the staff member believes on reasonable grounds that the information is true or likely to be true; and 
iii. the staff member wishes to disclose the information so that the serious wrongdoing can be 

investigated; and 
iv. the staff member wishes the disclosure to be protected. 

b. Personal Grievance 
Where a staff member who makes a protected disclosure of information claims to have suffered retaliatory 
action from the school, that staff member may have a personal grievance in accordance with the provisions 
of the Protected Disclosures Act. 

c. Immunity from civil and criminal proceedings 
No staff member who – 

i. Makes a protected disclosure of information; or 
ii. Refers a protected disclosure of information to an appropriate authority for investigation 

– is liable to any civil or criminal proceeding or to a disciplinary proceeding by reason of having made or 
referred to the disclosure of information. 
Sections d.(i) and (ii) apply despite any prohibition of or restriction on the disclosure of information 
under any enactment, rule of law, contract, oath, or practice. 
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d. Confidentiality 
i. Every person to whom a protected disclosure is made or referred must use his or her best 

endeavours not to disclose information that might identify the staff member who made the protected 
disclosure unless – 

i. the disclosing staff member consents in writing to the disclosure of that information; or 
ii. the person who has acquired knowledge of the protected disclosure reasonably believes that 
disclosure of identifying information – 

1. is essential to the effective investigation of the allegations in the protected disclosure; or 
2. is essential to prevent serious risk to public health or public safety or the environment; or 
3. is essential having regard to the principles of natural justice. 

ii. A request for information under the Official Information Act 1982 (other than one made by a 
member of the police for the purpose of investigating an offence) may be refused, as contrary to the 
Protected Disclosures Act, if it might identify the disclosing staff member. 

e. False allegations 
The protections conferred by the Protected Disclosures Act and by section 66(1)(a) of the Human Rights 
Act 1993 do not apply where the disclosing staff member makes an allegation known to that staff member 
to be false or otherwise acts in bad faith. 

f. Internal procedure 
The published procedure must be followed when staff wish to disclose information about a serious 
wrongdoing. This is in accordance with the requirement of the Protected Disclosures Act that all public 
sector organisations must operate appropriate internal procedures. 

 
 

Review 
V 0.1 
Approved on Behalf of BIS School Board by:  
 
Principal, BIS 
Presiding Member, BIS School Board 
 

Review Schedule:  2 year cycle 

Date Approved: 27 June 2022 Next Review Date: July 2024 
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Policy 24: Learning Support and Special Needs 

Policy 

Outcome Statement 
 

Every student has the right to achieve success and make progress at school, regardless of their ability. Every 

student with special education needs also has the right to receive extra support to assist them to reach their 

potential.  

 

Success for All – Every School, Every Child (2010) states that all schools should be ready for all children, 

whatever their needs. Learning should be a positive experience for every young person, including those with 

special education needs. 

 

Implementation of Policy 

Students with Special Needs  
Children and young people with special education needs include learners with disabilities, learning difficulties, 

communication or behaviour difficulties, and/or sensory or physical impairments. Resources provided include 

specialist support, therapy, staffing, equipment and other materials, and property modification and transport, 

as well as advice and specialist support. (MOE Special Education Policy) 

 

All aspects of special needs delivery are co-ordinated at the school. Deciding on the best approach to support 

the student's learning needs includes parents/caregivers. 

• Teachers plan programmes and strategies to cater for the individual needs of the students in their class. 

Teachers who are responsible for students with special needs may receive relevant professional 

development.  

• A student who is not achieving success may be offered extra support by the school. Some children with 

significant educational needs are regarded as having ongoing special needs, and their extra support is 

funded through Ongoing Resourcing (ORS).  

 

The Special Education Grant (SEG) funds the support of other children regarded as needing extra support at 

school. These may be gifted and talented students and English Language Learners.  Support for students 

under this programme may include extra teacher time, teacher aide time, or other learning resources. 

Resourcing for special needs staffing and support is included in the annual budgeting process. The Special 

Needs Co-ordinator, Principal, Deputy Principal meets regularly to budget, prioritise, and allocate these 

resources, and to monitor the progress of students. 

Special Needs Supervision 

Children with special needs may have particular needs with regards to safety and supervision. Each student's 

individual education plan includes specific strategies to ensure their adequate supervision at all times, for 

example:  

• A teacher aide may be appointed to support a special needs child, or group of special needs children.  

• Some playground supervision may be shared, or delegated to teachers on duty by the special needs 

coordinator. 

• Toileting of special needs students is only carried out by an appropriate teacher or a trained support staff 

member, and another staff member is informed. 
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• In the event of a playground accident, the teacher aide has the child checked by a staff 

member with a current first aid certificate, and the incident is logged in the medical register. 

The parent of a special needs child is informed about any accident at school.  

• If a special needs child leaves the school without permission or goes missing during the school day, the 

missing student protocol is immediately followed. 

Missing Student Protocol 

Occasionally, a child will leave the school without permission. If a child should disappear, the following steps 

are actioned immediately: 

• The office is informed of the disappearance so a search can be coordinated. The principal is informed as 

early as possible. 

• All available staff are mobilised to search the school for several minutes, and visual checks are made at each 

of the school exits. 

• If appropriate, involve other adults in the search. 

 

If the child is still missing, some staff leave the school and begin combing the local area, while the rest of the 

staff continue to search the school. The child's parents are informed of the situation. After ten minutes, the 

police are called to assist. 

Parents are always informed if a student leaves the school. 

Special Needs Coordination 

At BIS the Special Needs Co-ordinator is responsible for all special needs children for all aspects of special 

needs delivery across the school. Funding is provided from different sources.  The co-ordinator develops an 

integrated approach to special needs support within existing class programmes. 

  

The key tasks and responsibilities of this role may be to:  

• coordinate applications for support from outside the school 

• liaise with pre-schools, attend IEPs, and manage the transition to school 

• liaise with teachers, teacher aides, consultants, speech language therapists (SLT), occupational therapists 

(OT), physiotherapists (PT), resource teachers of learning and behaviour (RTLBs), psychologists, parents 

• monitor programme delivery 

• timetable programmes, meetings, IEPs, and visits from outside agencies 

• process and circulate completed IEPs 

• maintain records on individual children 

• oversee the school referral process  

• chair meetings as required 

• manage the special needs budget 

• develop, monitor, and guide teacher staff development in issues relating to special needs 

• regularly consult and review the attitudes, opinions and general work issues of teacher aides 

• develop, monitor, and guide teacher aide staff development. 

Special Needs Support Staff 

Teacher aides work with teachers to support children with ongoing special needs, funded through ORS or 

Child, Youth and Family, or with groups or individuals funded through the Special Education Grant. 

For ongoing special needs, the teacher aide: 
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• supports the mainstreaming of the child into the classroom 

• follows the advice, guidance, and requirements of the classroom teacher and the Special 

Needs Co-ordinator 

• contributes to the development of the Individual Education Plan 

• works to meet the objectives of the Individual Education Plan 

• fosters independence and normalisation as far as possible 

• maintains confidentiality within the school 

• assists with other children to allow the child time with the teacher. These duties are specified and clear. 

• supervises and assists as appropriate with routine needs such as toileting, personal hygiene, and student 

safety 

• prepares and maintains resources to assist the class or student programme. 

For special education, the teacher aide: 

• may work within the classroom setting or, at times, largely unsupervised by the teacher and the Special 

Needs Co-ordinator 

• works with individuals or groups to support teaching and learning and curriculum delivery across the school 

• uses existing resources as directed by teachers to assist children with learning problems 

• maintains confidentiality within the school 

• works hours negotiated with the principal.  

Individual Education Plan (IEP) 

An ongoing, collaborative, and monitored individual education plan IEP is a living document that details 

general and specific targets, strategies, plans, assessments, and resources for a student with special needs. 

An IEP is intended to support planning for a student's needs. The IEP can represent:  

• the complete cycle of assessment, planning, provision and evaluation  

• the meeting at which the individual needs of a student are discussed  

• a plan for an individual student, and/or  

• a documented programme for an individual student. 

See the Ministry of Education website and TKI for further information on IEPs. 

 

Review 
Principal, School Board Presiding Member 

Version: V2.0 

 

Approved on Behalf of School Board by:  

 

Fleur Peacocke, Presiding Member 

Review Schedule:  Biannually 

Date Approved: 

20 September, 2021 

Next Review Date: August 2023 

 

https://www.education.govt.nz/quick-links/learning-support/
http://seonline.tki.org.nz/IEP/IEP-guidelines
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Policy 25: Child Protection Policy 
 

Outcome Statement 
Belmont Intermediate School Board of Trustees (BOT), Principal and staff are committed to protecting the safety and promote 
the wellbeing of every child that attends or visits Belmont Intermediate School (BIS). 

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. 

Delegations 
Although ultimate accountability sits with the board, the board delegates responsibility to the principal to ensure that all child 

safety procedures are implemented and available to all staff, contractors, volunteers and parents. 

Expectations 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 

• ensure that all staff are able to identify the signs and symptoms of potential abuse and neglect and deal with disclosures by 

children and allegations against staff members and are able to take appropriate action in response 

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

protection procedures are understood and implemented 

• promote a culture where staff feel confident they can constructively challenge poor practice or raise issues of concern 

without fear of reprisal 

• consult, discuss and share relevant information with the board or designated person in 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 program for each staff member. 

Implementation of Policy 
 
Policy Principles 

• Our first and paramount concern is always the rights, welfare and safety of the child / tamariki. 

• Every aspect of the education and wellbeing programmes provided by Belmont Intermediate School contributes to the 

nurturing and protection of the students and advocate for them. 

• Every aspect of the education and wellbeing programmes provided by Belmont Intermediate School for the care and 

protection of the children are built on a bicultural partnership in accordance with the Treaty of Waitangi. 

• All children are assessed and managed within a culturally safe environment. 

• Maori children / tamariki are assessed and managed within a culturally safe environment. 

http://www.legislation.govt.nz/act/public/1989/0024/latest/DLM149467.html
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• Wherever possible the family / whanau, hapu and iwi participate in making decisions affecting that child / 

tamariki. 

• All staff recognise and will be sensitive to other cultures. 

• Staff will receive training and regular updates to enable them to remain competent in identification and management of 

actual or potential abuse and/or neglect through the Belmont Intermediate School Child Protection Policy. 

 
Organisational Commitment to Child Protection 
 

Our leadership team will ensure 
• The Belmont Intermediate School-wide policies affect appropriate response to and management of any suspicion 

or concern about child abuse and neglect. 

• That the BIS child protection policy and procedures comply with legislative requirements, the principles of the 

Treaty of Waitangi and best practice standards. 

• Belmont Intermediate School-wide procedures exist to provide appropriate, adequate support for, and supervision 

of, staff affected by child abuse and neglect. 

 
All employees at Belmont Intermediate School have responsibility for the safe management of 
identified and suspected child abuse and neglect. Those responsibilities include: 

1. Being fully conversant with the Belmont Intermediate School Child Protection Policy and related procedures. 

2. Understanding the statutory referral processes and management of identified or suspected abuse and neglect. 

3. Attend initial training, refresher training and regular updates, as appropriate. 

4. Actively seek immediate advice of the identified Belmont Intermediate School Child Protection Coordinator 

(BISCPC), if there is any suspicion of neglect or abuse. 

 

Deputy Principal is the designated Belmont Intermediate School Child Protection Coordinator 
(on behalf of the Belmont Intermediate Board of Trustees) and has responsibilities which include: 

1. Review of Child Protection Policy and procedures as required. 

2. Coordinate a school-wide response to child abuse and neglect. 

3. Develop and initiate a working training plan and ensure refresher and advanced training of staff is available 

cyclically. 

4. Ensure documentation tools are in place and accessible to staff for the recording of care and protection concerns 

through the student management system (Assembly). 

5. Ensure audit and evaluation tools are in place to assess the BIS Child Protection Policy, processes and practice. 

6. Ensure regular audits and reflections of incidents when there has been use of the BIS child protection policy and 

updates are regularly included in the BOT Principal’s Reports and leadership team. 

7. Access and provide resources to support the programme and make these available to the BOT, staff, students and 

parents as appropriate. 

8. Develop functional internal and external relationships with agencies, government or independent, for the 

protection and support of students who may require support, whatever the reason (e.g. School Counsellor, 

Strengthening Families, New Zealand Police, mentoring agencies, Oranga Tamariki, Marinoto, ACC, etc).  Provide 

support and advice to staff regarding child abuse and neglect. 

 

The classrooms, staffroom, library, website, school google site and resource room all have information about accessing 

support and interventions for concerns about child abuse and or neglect.  

This information will be available in the languages of our staff, students, family, and community to recognise our diversity. 

 
Definitions 
 
Child abuse refers to the harming (whether physically, emotionally or sexually), ill-treatment, abuse, neglect, or serious 

deprivation of any child / tamariki.  This includes actual, potential and suspected abuse. 

• Physical abuse - any acts that may result in physical harm to a child or young person. 

• Sexual Abuse - any acts that involve forcing or enticing a child to take part in sexual activities, including sexual 

exploitation, whether or not they are aware of what is happening. 

• Emotional abuse - any act or omission that results in adverse or impaired psychological, social, intellectual and 

emotional functioning or development. 

• Neglect - the persistent failure to meet a child’s basic physical or psychological needs leading to adverse or impaired 

physical or emotional functioning or development. 
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Oranga Tamariki - the agency responsible for investigating and responding to suspected abuse and neglect 

and for providing care to children found to be in need. 

 

The New Zealand Police - the agency responsible for responding to situations where a child is in imminent danger and for 

working with Oranga Tamariki in child protection work, including investigating cases of abuse or neglect where an offence may 

have occurred. 

 

Identifying and Responding to Suspected Abuse or Neglect: 

Through training all Belmont Intermediate staff are aware of the indicators of: 

• Physical signs 

• Developmental delays 

• Physical neglect 

• Medical neglect 

• Behavioral concerns 

• Disclosure - child talking about things that may indicate abuse 

• Neglectful supervision 

 

It should be recognised that every situation is different, and it is vital that full consideration be given to all available information 

about the child and their environment before reaching conclusions. The School’s Child Protection Coordinator should be the one 

to balance all this data before next step taken. 

 

Responding to Suspected Abuse or Neglect: 
 
In ALL cases where a member of staff has a concern about a child / tamariki being or likely to be abused or neglected by an 

adult or another child / tamariki , they will report this to the The Belmont Intermediate School Child Protection Coordinator, who 

will work with the staff member to make a plan for the next steps to address the care and protection of the child.  Referral to 

Oranga Tamariki can be made at any time. 

 

Detailed notes of the cause for concern and actions must be kept in detail along with the effect of each action / intervention. 

This is the responsibility of The Belmont Intermediate School Child Protection Coordinator. 

 

Belmont Intermediate School recognises that in some cases the involvement of statutory agencies would be inappropriate and 

potentially harmful to family / whanau. There are many statutory and non-statutory agencies who help provide a network of 

support for our vulnerable children - an appendix of contacts for these is at the end of this policy. 

 
Steps for responding to a child when the child discloses abuse or neglect: 

 

Listen to the child. 

Remain calm and quiet. Try not to react emotionally to 

what is being said. 

Disclosure by children are often subtle and need to be handled with 

particular care, including an awareness of the child’s cultural identity 

and how that affects interpretation of their behaviour and language 

Reassure the child. 

Sit quietly with the child but not in a secluded place. 

Let the child know they are not in trouble and have not done 

anything wrong. 

Ask open-ended prompts - eg “what happened next?” Do not interview the child - offer open prompts. 

Do not make promises that cannot be kept - like “I will keep you 

safe now”. 

If the child is visibly distressed. Provide appropriate reassurance and re-engage in appropriate 

activities until they can participate in ordinary activities. 

If the child is not in immediate danger. Re-involve the child in ordinary activities and explain what you are 

going to do next. 

If the child IS in immediate danger. After talking to the BIS Child Protection Coordinator if possible and 

together contact the Police. 
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As soon as possible afterward, record the disclosure Record word-for-word what the child said, the date, time, place and 

who was present. 

 
Steps for recording and notifying Oranga Tamariki of suspected child abuse or neglect: 

 

Process Example Key considerations 

Recording Formally record 

• Anything said by the child 

• The date, time, location and names of any 

staff members that may be relevant 

• The factual concerns or observations that 

have led to the suspicion of abuse or 

neglect 

• The action taken 

• Any other relevant information 

Relevant information can support and inform any 

future actions. 

Decision making Discuss any concern with the School Child 

Protection Coordinator 

No decision should be made or action taken in 

isolation without consultation BISCPC. 

Notifying 

authorities 

Notify Oranga Tamariki promptly if there is real belief 

the child has or is likely to be abused or neglected. 

This enables a conversation to take place and 

advise to be given. 

PHONE 0508 FAMILY (0508326459) 

E-mail  contact@ot.govt.nz 

Record the details of the conversation.  They will 

make decisions about the care of the child and 

advise actions. 

Following the 

advice of Child, 

Youth and 

Family 

Oranga Tamariki advice will include what, if any 

immediate action may be appropriate, including 

referring the concern to the Police. 

Oranga Tamariki is responsible for looking into 

the situation to find out what may be happening, 

whether BIS needs to work with the family / 

whanau and people in the community to help and 

support. 

Storing relevant 

information 

Securely store 

• The record of concern 

• A record of any related discussions 

(including copies of any correspondence - 

written, electronic or transcripts of 

conversations) with other staff, team 

leader, School Counsellor etc. 

• Advice received and from who 

• The action taken and the rationale behind 

this 

• This concern with any earlier ones may 

support current or future actions / 

interventions 

 

 
Allegations or concerns about staff 

 
• All concerns about staff need to be immediately escalated to School Child Protection Coordinator / Principal. 

• To ensure the child is kept safe management may take steps to remove the staff member against whom an allegation 

has been made - subject to the NZEI Primary collective agreement. 

• Management will consult with Oranga Tamariki and / or the Police before further action is taken. 
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Confidentiality and Information Sharing 

 
All observations after investigation will be stored securely to maintain confidentiality. The Privacy Act 

(1993) and the Children’s and Young Persons and their Families Act (1989) allow information to be shared to keep children 

safe when abuse or suspected abuse is reported or investigated. 

 

NOTE - any person can report suspected neglect or abuse to Oranga Tamariki provided the report be made in good faith 

and NO civil, criminal or disciplinary proceedings can be brought against them. 

 

Recruitment and Employment (safety checking) 

 
• All teachers employed at BIS will be registered and have a current practicing certificate (which requires police vet 

checking for renewal every 3 years. 

• All staff working with the students will be police vet checked. 

• All visitors to BIS will sign in and have a label to say they are visiting. 

• The Property Manager will endeavour to ensure all maintenance / emergency repair personnel are checked, or he will 

accompany them while on site. 

 
Training Supervision and Support 

 
The BIS Child Protection Coordinator will advise the senior management team of the requirements for training. All staff working 
with children at BIS will undertake CPP training and development within the schools wellbeing programme. 

 

Related documents 
Vulnerable Children’s Act 2015 
Children, Young persons and their Families Act 1989 
Care of Children Act 2004 
The Privacy Act 1993 
Domestic Violence Act 1995 
Victims Rights Act 2001 
The UN Convention on the Rights of the Child (UNROC) 
MoE National Education Guidelines (NEGS) 
MoE National Administration Guidelines (NAGS) 
The Primary School Collective 
 

Monitoring 
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. 

 

Review 
 

Principal, BOT Chair 

Version: V0.1 

 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannually 

Date Approved: 22 June 2020 Next Review Date: June 2022 

 

http://www.legislation.govt.nz/act/public/2014/0040/latest/DLM5501618.html
http://www.legislation.govt.nz/act/public/1989/0024/latest/DLM147088.html
http://legislation.govt.nz/act/public/2004/0090/latest/DLM317233.html
http://www.legislation.govt.nz/act/public/1993/0028/latest/DLM296639.html
http://www.legislation.govt.nz/act/public/1995/0086/latest/DLM371926.html
http://www.legislation.govt.nz/act/public/2014/0035/latest/DLM3942608.html
http://www.lead.org.au/mr/unroc.html
http://www.education.govt.nz/ministry-of-education/legislation/the-national-education-guidelines/
http://www.education.govt.nz/ministry-of-education/legislation/nags/
http://www.education.govt.nz/school/running-a-school/employing-and-managing-staff/collective-agreements/primary-teachers-collective-agreement/
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Policy 26: Education Outside the Classroom Policy 
Outcome statement 
 
Belmont Intermediate School Board of Trustees will : 

1. Provide a safe physical and emotional environment for students and employees 
2. Comply in full with any current legislation or that may be developed to ensure the safety of students and 

employees. 

MOE guidelines relating to safety and EOTC, frame much of this policy. It is designed to assist the BoT, Principal, 
staff, volunteers and parents/caregivers to enhance safety in EOTC programmes and to meet obligations under the 
relevant statutory and best practice requirements. All EOTC programmes should be appropriate to the curriculum or 
charter – related needs of students and be based on sound teaching and learning practices. 

 
Procedures/supporting documentation 

1) The BoT, through the Principal, will ensure that: 
a) All EOTC practices are in accord with risk management appropriate to the activity. This includes completion of 

all appropriate documentation. 
b) There are opportunities for ongoing training for leaders of EOTC, subject to available finance.  
c) The programme is organised in such a way that EOTC goals are attainable without major disruption to other 

courses. Major disruption is defined by a high volume of staff and student complaint. 
d) As far as possible, no student will miss out on an EOTC experience for financial reasons, and work to identify 

and overcome any other barriers to participation. 
e) Inform all parents/caregivers, volunteers and contractors that only those people who are assigned, and 

passed the police vetting process are to attend Level 2 (high Risk) EOTC activities.  No other 
parent/caregiver, volunteer or contractor is to attend or visit EOTC, without prior consent by the Principal. 

2) The teacher in charge of the activity will ensure that: 

a) Risk management appropriate to the activity is carried out. This includes: 
i) Completion of all appropriate documentation. (See guidelines) 
ii) Ensure that all roles and responsibilities have been clarified, written up and agreed to when anyone is 

placed in a supervisory or instructional role. This includes ensuring that everyone in a supervisory or 
instructional role has appropriate qualifications and/or experience, including a current first aid certificate. 

iii) Volunteers and contractors (Level 2) have passed the police vetting process. 
iv) Ensure those parents/caregivers (Level 2), volunteers and contractors who are assigned, and passed the 

police vetting process are to participate in their designated duties at EOTC. 
v) Checking the safety of the activity, venue and staff and volunteers involved before the activity. This 

includes having recent site-specific knowledge, e.g. a white water kayaking instructor would have checked 
the river before submitting a Safety Action Plan. 

vi) Identifying safety and emergency procedures and conveying these to all staff, volunteers, contractors and 
students. 

vii) Ensure that appropriate safety equipment and clothing is used when needed. First aid kits and a means of 
communication are essential items and all participants in the activity should know their location. 

viii) Ensuring that all equipment is returned to storage clean and in good repair and that the equipment log has 
been completed. 
 

b) EOTC is integrated, as far as possible, into the school programme. This means that: 
i) The activity will be related to school programmes or local goals from the charter. 

(a) There will be an evaluation by the Principal, staff and students to ensure its continued relevance. 
(b) It will have the appropriate resources to support the students and enable them to learn. 
(c) Staff involved will have the necessary skills and knowledge to teach and assess (where 

appropriate) the activity. 
(d) Students have sufficient information to make appropriate choices when participating in EOTC 

activities. 
(e) Any assessment will follow school assessment policy and guidelines 
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c) Organisation includes: 
i) Applications for overnight camps trips, long journeys and swimming activities must be 

submitted to the BoT at least 28 working days prior to the event.  
ii) Applications for day trips and sports days must be submitted to the Principal at least 7 

working days prior to the event.  
iii) Any exemption to this will only be after consultation with the BoT and Principal. 
iv) Adequate notification to parents and administrators of time away from school, costs and management. 
v) Recognition of the impact of student absence on other courses. 

d) All involved show respect for the environment and for the needs and values of other people. 
d) In the case of an incident, support services will be made available, which can include Medical Practitioner, 

Victim Support, Counsellor or MOE Special Education. 
 

3. All activities will be classified: 
a. Level 1: Low Risk (such as short local trips.) E.g. Museum, farms, local library, Marae, Day out, Sports 

zone day, art galleries, music trips. 
b. Level 2: High Risk E.g. Waipu Camp, AIMS, Year 7 EOTC, Woodhill, Te Awamutu  

i. Using external contractors to provide risk management. 
ii. Activities that the school is running. 

4. A historical file for each activity will be maintained. This will include events, RAMS form, evaluation, reports on 
any incidents and accidents and site-specific knowledge. 

5. EOTC Risk Management Plans will periodically be reviewed by an external expert, as approved and 
appointed by the BoT. 

Communication Lines 
 

 
Reference: “Safety and EOTC - A good practice guide for schools.” Ministry of Education publication 
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Monitoring 
Board Annual Work Plan 
Board Conflict of Interest Register 
Trustee Register 
 

Legislative compliance 
Education Act 1989 
Employment Relations Act 2000 
State Sector Act 1989 

Version: V1 

 

Review and Approve 
 
Principal and Board of Trustees Chair 

 
 

Approved on Behalf of BOT by: Fleur Peacocke Review Schedule:  Triennially 

Date Approved: July 2021 Next Review Date: July 2024 
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Policy 27 - Allergies and Allergic Reactions 
 

At Belmont Intermediate School, we are aware that children can have allergies that may cause 

allergic reactions.  We will follow this policy to ensure allergic reactions are avoided and staff are 

aware of how to support a child who may be having an allergic reaction.  Statements in this policy 

relate to daily school activity, field trips, sports events and overnight camps. 
 

• All parents/caregivers will be required to give information on the child registration form 

regarding their child’s allergies or allergic reactions and complete a Health Care Plan 

clearly outlining the allergen and the procedure to follow, if necessary.  All staff will be 

made aware of the child’s allergies. 

• Each child’s Anaphylaxis Plan will be displayed in the school staffroom.  All staff will 

familiarise themselves with each child and their plan. 

• In the case of an EOTC event parents/caregivers will be required to provide or reconfirm 

the current information on the child’s allergies as part of the EOTC Risk Management 

Plan. 

• All information will be transferred to the school’s allergies register which teachers will 

have access to. 

• If parents/caregivers fail to complete their child’s health care form, the management 

team is required to decline the attendance of the child to an EOTC event. 

• If parents/caregivers fail to disclose all of the child’s medical conditions the management 

team can remove the child from the EOTC event. 

• The School Board and Principal will approve and sign-off on the Health Care Plan for the 

children attending an EOTC event. 

• A risk assessment will be carried out regarding a child’s allergies in connection with the 

school’s proposed activities. 

• The management team, camp caterer, staff and parents/caregivers will endeavour to 

work together to ensure a child with specific food allergies or environmental allergies 

receives no food or be in contact with substances or animals that may harm them. This 

may include designing an appropriate menu or providing pre-prepared meals by the 

parents/caregivers.  Catering requirements included, but not limited to: 

▪ Ingredients and food to be stored and cooked separately to other food. 

▪ Separate cooking and eating utensils are used, washed, dried and stored 

separately to other cooking, serving and eating utensils. 

• The management team in consultation with the parents/caregivers can decide that pre-

prepared packaged food is provided for the child.  The parents are to provide an inventory 

of this pre-prepared food. 

• The management team in consultation with the parents/caregivers can decide that due 

to the severe allergy condition of the child that the parents/caregivers will attend the 

EOTC event. 

• As part of the EOTC management plan the experience and reliability of camp chefs will be 

assessed.  This is to include food storage, food preparation, cooking and food serving. 

• All staff and volunteers are aware of highest risk children. 

• Where practicable a health care professional should be selected to attend an overnight 

camp. 

• If a child has an allergic reaction to food, a bee sting or plant a first aid trained member 

of staff will administer the appropriate treatment.  Parents/caregivers must be 

immediately informed, and it must be recorded on an incident form. 

• A fully stocked first aid kit and other relevant medical equipment will be available at EOTC 

events. 
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• At least two staff members will be trained Epipen administration 

• At least two staff members or one staff member and a volunteer will work directly with 

the child and the management team will receive specific medical training to be able to 

administer the treatment to high risk students.  

• A sick child above all needs their family therefore every effort will be made to contact a 

family member as soon as possible. 

• If the allergic reaction is severe a member of staff or EOTC team leader will summon an 

ambulance or paramedic immediately. We WILL NOT attempt to transport the 

sick/injured child in our own vehicles. 

• Whilst waiting for the ambulance or paramedic, the management team or designated 

member of staff will contact the parents/caregivers using the emergency contact list and 

arrange to meet them at the hospital. 

• The management team or designated member of staff will accompany the child and 

collect together the child’s personal file including their Health Care Plan, medication and 

comforter. 

• Staff and volunteers must remain calm at all times. Children who witness an allergic 

reaction may well be affected by it and may need comforting, reassurance or counselling. 

• All incidents will be recorded, investigated, reviewed by the Principal and School Board , 

shared and signed by parents at the earliest practicable opportunity. 

 

Version:  V2 

Approved on Behalf of School Board by:  

Fleur Peacocke 

Review Schedule: Biannually 

Date Approved: April 2022 

 

Next Review Date: April 2024 
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Policy 28 - Media 
 

Outcome Statement 
Regardless of how innocent an interview may seem, there is always a risk that comments will be misconstrued and/or 

misreported. Belmont Intermediate School’s (BIS) media policy is designed to protect staff and management and minimise the 

risk of damage to the school’s reputation through negative media coverage. 

Implementation of Policy 

• In the first instance, all requests for media comment must be referred immediately to the Principal or their designate 

• Once the Principal (or their designate) understands the nature of the request, they will consult with the BoT 

Chairperson and any media advisors 

• On the basis of that consultation, it will be determined whether the school will respond and, if so, who will speak on 

behalf of BIS 

• Apart from exceptional circumstances, the Principal (or their designate) will be the only person who speaks to the 

media on behalf of BIS 

• Staff members, BoT members, contractors or volunteers are not 

o permitted to speak to the media on behalf of BIS unless authorised to do so by the Principal (or their designate) 

o permitted to release any information (written or otherwise) pertaining to BIS, unless authorised by the Principal 

(or their designate) 

o permitted to use social media, defined as any internet, on-line or digital platform, to release or publish, or blog 

any information pertaining to BIS, unless authorised by the Principal (or their designate) 

• It is possible that some staff members, contractors or volunteers will engage with media on matters not related to 

their work with BIS (e.g. private sporting club activities etc). This type of engagement cannot be used as an 

opportunity to comment on BIS matters 

• Media releases and any other written statements relating to BIS cannot be issued without the approval of the 

Principal (or their designate) 

Interview guidelines 
 

• Anyone speaking on behalf of BIS to the media should be well briefed and, if necessary, supported by BIS‘s media 

advisors 

• Anyone speaking on behalf of BIS to the media must not be drawn into casual conversations about the school - even 

after the formal interview has finished and no matter how friendly the reporter might be. All conversations should be 

treated as on-the-record    

• Care should be taken at all times to ensure responses are well considered 

Review 
Principal and BOT Chair 

Version:  V0.1 

Approved on Behalf of BOT by: Brendon Clark 
 
 

Review Schedule:  Triennially 

Date Approved:  22 June 2020 Next Review Date:   June  2023 

 



 

Policy 29: Principal Appraisal Policy 

Outcome Statement 
A fair and transparent performance management process recognises the professionalism of the principal and the accountabilities 
of the board. 

Scoping 
● An annual performance agreement will be established between the board and principal and be in place at the beginning of 

each school year. 

● The appraisal process should be agreed by the board, and if engaging an external provider, the scoping, costing and 
appointment should be signed off by the board before the end of March.  

● The principal’s performance against this agreement will be reviewed throughout the year, and a final report will be prepared 
and a summary presented to the board at the end of the school year or as agreed. 

● The prime focus of the agreement will be that every student at the school is able to attain their highest possible standard 
in educational achievement. 

● Appraisal will identify the developmental needs of the principal so that s/he can improve her/his performance 
● Appraisal will enable attestation for remuneration purposes and for re-registration with the Teachers’ Council to be 

achieved 
● A budget for professional expenses and for professional development will be established annually in accordance with the 

principal’s professional development plan contained in their performance agreement and be included in the budget. Any 
overseas trips for professional development must be approved by the board of trustees at least one term in advance of 
the event. 

● Professional development expenses may include but are not confined to continuing education, books and periodicals, 
mentoring and attendance at professional conferences. 

● Appraisal will guide the Principals next performance agreement and the subsequent performance appraisal process. 
 

Delegations 
The chair (or personnel committee of the board) will ensure an annual performance review is carried out in accordance with this 
policy. 

 

Expectations and limitations 
● The review process will occur annually, providing a written record of how the principal has performed as per the terms of the 

performance agreement and identifying professional development needs. 

● The principal’s performance will be formally reviewed on an annual basis by duly delegated members of the board and, 
optionally at the board’s choice, an independent consultant who specialises in education. 

● Those delegated or contracted to perform the review process shall have written formalised instructions specifying the 
responsibilities of the role, confidentiality of materials and data storage guidelines. 

● There will be one interim review near mid year preceding the annual formal review, between the principal and chair or 
delegate(s) to discuss progress. 

● The principal will be reviewed on the criteria set out in the performance agreement – performance objectives, professional 
standards, learning and development objectives and fulfilment of additional duties that require concurrence payment. 

● If the principal and the board disagree on the performance objectives, the board, after considering the principal’s input, will 
amend the disputed objectives or confirm the unchanged objectives. The board’s decision will be final. 

● The board chair, delegate(s) and consultant shall gather information from staff, parents or any other relevant members of the 
larger school community who can provide feedback on how the principal has performed. Documentary evidence to be 
obtained and document should include the following list. If information is not available please identify this. 

o Principal Self-evaluation  
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o Peer evaluation 

o Student achievement/exam results 

o Board members comments 

o Staff input – a random sample of staff  selected for short interviews/surveys 

o Student input – a random sample of students for short interviews/surveys 

o Comments (verbal, letters, emails) received from community members 

o Principals monthly board reports/annual report 

o School newsletters 

o School policies/handbooks 

o ERO reports 

o Analysis of variance report 

o Staff climate survey (how staff feel about their work environment) 

o Staff usage and expenditure (SUE) report 

o NZQA audits 

o Advice and guidance program for provisionally registered teachers 

o Statistics on the number of staff leaving the school (turnover) 

o Exit interviews (finding out why staff are leaving the position) 

o Student records of truancy/suspension  

o Staff records of employment disputes/issues 

o Results of professional development activities 

o Educational plans for students with high needs 

o Enrolment information 

o Collection of school media exposure 

o Board minutes 

o Staff professional development summary 

o The condition of school property/finances 

o Professional organization membership 

● The principal and delegate(s) will meet for a formal interview to discuss whether the performance agreement has been 
satisfied, with the principal given the opportunity to discuss and comment on each criterion by the end of November..The 
results will then be drafted into a report by the delegate(s) and sent to the principal. The principal can accept the report or 
dispute the report. If the report is disputed, the chair/delegate(s) will consider the principal’s views before deciding to either 
amend the report in accordance with the principal’s views or let the report stand with the principal’s comments attached. 

● The chair/delegate(s)/consultant will present a summary back to the board with the result of the review before the December 
BOT meeting. The principal may/may not be present at the presentation and/but will have the opportunity to address the 
board. The principal will then exit, and further discussion may continue among the board. 

● The principal will be informed personally and in writing of the final outcome following the report discussion. 

● The performance agreement and results of the review are confidential to the principal, the board and their agents unless both 
parties agree to wider distribution. 

● Written feedback on the appraiser will be given by the Principal and Chairperson within a month of the final report being 
handed over. 

● The BOT (collectively) and trustees (individually) are expected to keep all matters relating to the Principals appraisal “in 
committee” and therefore confidential. 
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● The final report and summary are to be kept securely by the Principal. 

● The appraiser maintains strict confidentiality at all times. 

Dispute Resolution 
In the event of any dispute between the appraiser and the principal regarding the process, the BOT Chair will be invited to 
mediate 
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Procedures/supporting documentation 
Principal Appraisal Process 

The principal appraisal process provides a guidance for the HR Sub Committee to prepare and conduct principal appraisal which 
the Board shall agree before the end of March.  

Monitoring 
TBD

Legislative compliance 
Education Act 1989 

Version: V1.0 

Approved on Behalf of BOT by:  Review Schedule:  Biannually 

Date Approved: Next Review Date: June 2021 
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Brendon Clark

22 June 2020

http://www.legislation.govt.nz/act/public/1989/0080/latest/DLM175959.html?src=qs
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Policy 30:  Acceleration Policy 

 

Rationale 
 
The overall aim of this policy is to maximise the educational outcomes of schooling for gifted and students who 
may benefit from acceleration. 
 

Belmont Intermediate School (BIS) recognises that the learning needs of gifted students may differ cognitively, 
socially, and emotionally from other students and that planned provision and/or support is necessary for the 
school to meet its responsibility to assist students to turn their potential into performance.   
 

In addition, BIS recognises that in order to meet the needs of some gifted students, it will be necessary to 
accelerate their class either by year level or in individual subject areas.  
 

There will always be students who require the challenge that only acceleration can provide, regardless of the 
best efforts in the regular, age-based classroom. Positive social and emotional effects of acceleration on students 
are well documented and a student’s social and emotional maturity is linked more to his/her mental age rather 
than chronological. Benefits of acceleration include improved motivation, confidence and performance, and the 
prevention of disengagement. 

 
The National Guidelines [NAG's] for the provision of education to students in New Zealand require each School 
Board, through the Principal and Staff, to comply with requirements, which meet the learning needs of all 
students. Our school makes acceleration available for appropriately selected students.   

   
Some Possible Characteristics of Acceleration Candidates: 
 

• The student’s level of achievement and ability significantly surpasses same-age peers. They will have been 
identified through the school’s gifted identification process. 

• The student academically demonstrates levels of skill well above the average of students in the level s/he is 
currently in. 

• The student who is not performing well, whose behaviours in the classroom may be negative, and whose 
teachers ‘suspect’ high ability (e.g. gifted underachiever).    

 

Acceleration Procedures 
 
The purpose of acceleration is to enable teachers to provide a responsive learning environment which will meet 
the needs of individual students. 
  
For Accelerated Students: 
Acceleration should be considered on a case by case basis and involve input from all key stakeholders. 
 

Acceleration processes should: 
• Be inclusive. 
• Be a flexible and continuous process to allow for the recognition of gifted students who may need 

acceleration which may emerge or be recognisable at any stage of a student’s education. 
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• Utilise information from a variety of sources, including classroom teacher observation and 
assessment as well as knowledge gained from other – e.g. parents, peers, and other 
teachers.  

• Be monitored and reviewed in order to ensure it continues to meet the student’s needs. 
• Involve open communication between parents/caregivers, students, teachers, the Principal and the 

School Board. 
• Use a team approach to coordinate acceleration processes. 

 

See GATE Procedure for Acceleration Process Flowchart and meeting documentation. 
 

For Receiving Classes/Teachers: 
 
Students in receiving class will need to be prepared by the classroom teacher: 
• understand/acknowledge the reason behind the student being included in the class if there is significant 

difference in age or physical development, or there in a change from a previous school peer group 
• Teacher understands and acknowledges the need for acceleration, and is aware of how to adapt their 

provision to fill gaps and meet socio-emotional needs. [This teacher should have been involved in the 
student’s initial acceleration meeting.] 

• Teacher is aware of the administrative requirements of acceleration e.g. assessment requirements, 
reporting, absences/roll, communication between whānau and other relevant teachers.  
 

Support for the Accelerated Student 
Additional support will be provided for the accelerated students by providing timetabled mentoring sessions 
with someone from the Gifted Education Team during the first stages of acceleration.   
 

Key stakeholders will reflect on the process and the outcomes to ensure that the student’s needs are being met 
through the acceleration. 
 

Version:  V2.0 

Approved on Behalf of School Board by:  
 
Fleur Peacocke, Presiding Member 

Review Schedule:  Biannually 

Date Approved:  
20 September, 2021 

Next Review Date: June 2023 
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Policy 31 : Policy for Gifted Students 

RATIONALE 
The overall aim of this policy is to establish best practice provision to maximise outcomes for gifted students 
across the school. 

This policy is designed to meet the requirements of NAG 1.c)iii and d) which state that schools are required to 
identify gifted students and address their needs appropriately. 

DEFINITION  
Gifted students at Belmont Intermediate School demonstrate exceptional performance, or the potential to 
excel, relative to their peers. 

Performance or potential may be seen in the following areas: 
● Physical and sport
● Creativity
● Culture-specific abilities and qualities
● Digital Technology
● Emotional Intelligence
● Intellectual
● Social/Leadership
● Technological
● Visual and Performing Arts

We recognise giftedness in all societal groups and that students may be multi-exceptional. 
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STUDENT LEVEL 

a) Identification Procedures 
The purpose of identifying giftedness is to enable teachers to provide a responsive learning environment which 
will meet the needs of individual students. 
 
Identification of gifted students can be preceded by: 

● Information from parents/student/peers 
● Teacher professional knowledge of gifted and talented education 
● Parent/peer/self nomination 
● Representation at a regional or national level 
● Beyond peer results in formal testing 
● Information from previous school or Early Childhood Education centre 

 
Identification Data Collection will include: 

● Domain specific characteristics 
● Intensities/overexcitabilities 
● Formal data (e.g. standardised and class test results, Ed Psych reports…)  
● Informal data (e.g. anecdotal evidence) 
● Targeted learning, social and emotional needs 

 
Identification Procedure: 
Identification processes should: 

● Be inclusive 
● Be a flexible and continuous process to allow for the recognition of gifted and talents which 

may emerge or be recognisable at any stage of a student’s education. 
● Utilise a cumulative data base so that identification is on-going and dynamic. 
● Utilise information from a variety of sources, including classroom teacher observation and 

assessment as well as knowledge gained from other – e.g. parents, peers, and other teachers.  
● Involve open communication between parents/caregivers, students, teachers, the Principal and 

the BOT. 
● Be as unobtrusive as possible and a natural part of the students’ learning environment. 
● Use a team approach to coordinate identification processes. 
● Be alert to the hidden gifted or under-represented groups.  These may include: minority 

groups, different ethnic groups, under-achievers, those with learning, sensory and physical 
difficulties, those with social difficulties and those from lower socio-economic groups. 
 
(Adapted from Ministry of Education New Zealand. (2000). Gifted and talented students: 
meeting their needs in New Zealand Schools. New Zealand: Learning Media Ltd. Page 27.) 

b) Provision 
 
All teachers will provide for gifted and talented students in their classroom with differentiated learning.  The 
GaTE co-ordinator to liaise with teachers and assist with developing extension activities. The school recognizes 
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its partnership with parents, whanau and the wider community and acknowledges that gifts and 
talents may be provided outside of the school.  
 
School-wide provision will include: 

● A key team with responsibility for leading gifted and talented education 
● A teacher to facilitate and liaise with teachers and whānau re the educational provisions for those 

students whose needs extend beyond classroom.  
● Ongoing, needs based professional development for staff 
● An increase in the GaTE budget for human and educational resources 
  

Provision for differentiated learning for students whose needs extend beyond the classroom may be made 
through: 

● IEPs 
● Multi-level ability grouping 
● Year level ability grouping 
● Extension/enrichment groups 
● Specialists / mentors working alongside teacher 
● Ako 

 
School-wide provisions may also include: 

● Special interest programs 
● Subject acceleration 
● Whole year acceleration (See Acceleration Policy) 

 
 In-class provisions for differentiated learning for gifted and talented may include: 

● IEPs 
● Critical, creative and caring thinking skills (complex thinking) 
● Independent study 
● High ability co-operative learning groups 
● Competitions 
● Learning Centres 
● Online learning (webquests) 
● Thematic / integrated learning 
● Field trips / excursions 
● Ability grouping and/or interest grouping 
● Higher level research skills 
● Compacting courses 

 

c) Tracking and Reflection 
 
All teachers will record their provision for gifted and talented students on the appropriate GaTE register.  This 
allow the GaTE team to track the process of the students as they advance through the school and ensure that 
they are making continual progress. 
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At the end of each year, the GaTE team will ask key stakeholders to reflect on the year’s provision 
and this will help teachers to set goals for the coming year. 

SCHOOL LEVEL 

a) Professional Learning

Will take place on a collective and individual basis throughout the year. This will be planned and based on 
individual needs of teachers.  

b) Roles and Responsibilities

The Gifted Team will have clearly defined roles that will be transparent to the Senior Leadership Team and 
teaching staff. The lead teacher will have a specified Job Description. 

c) Evaluating Success of the Programme

At the end of each year, the GaTE team will review the programme through student and parent surveys and a 
focus group comprising parents of gifted students, teachers and a member of the Board. This process will enable 
the team and teachers to set goals for the coming year. 

Review 
Principal, School Board Presiding Member 

Version: V1.1 

Approved on Behalf of BOT by: 

  Fleur Peacocke	

Review Schedule:  Triennially 

Date Approved: 9 August 2021 Next Review Date: August 2024 
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Policy 32:  International Students Refund Policy 

 
GENERAL TERMS 

PURPOSE: 

This refunds policy outlines factors that will be considered when a request for a refund of international students 

fees is made to the school. This policy should be read in conjunction with the Education (Pastoral Care of 

International Students) Code of Practice 2016 and the Education Act 1989. 

 

REQUESTS FOR A REFUND OF INTERNATIONAL STUDENT FEES   
            
The school will consider all requests for a refund of international student fees.  Requests should be made in 
writing to the School as soon as possible after the circumstances leading to a request. 

A request for a refund should provide the following information to the School: 

a) The name of the student 

b) The circumstances of the request 

c) The amount of refund requested 

d) The name of the person requesting the refund 

e) The name of the person who paid the fees 

f) The bank account details to receive any eligible refund 

g) Any relevant supporting documentation such as receipts or invoice 

 

REFUND OF TUITION FEES 
 
NON-REFUNDABLE FEES 
 
The school is unable to refund some fees.  The following fees relate to expenses that the School may have paid 
or will incur as a result of receiving an application for enrolment and cannot be refunded: 
 

a) Administration fee:  Administration fees meet the cost of processing an international student 
application.  Administration fees exist whether an application is accepted or not or whether a student 
remains enrolled after an application is accepted.  

b) Insurance:  Once insurance is purchased, the school is unable to refund insurance premiums paid on 
behalf of the student.  Students and families may apply directly to an insurance company for a refund 
of premiums paid. 

c) Homestay placement fee:  Homestay placement fees meet the cost of processing a request for 
homestay accommodation by the student.  Costs incurred for arranging homestay accommodation for 
the student prior to the refund request, cannot be refunded. 

d) Used homestay fees:  Homestay fees paid for time the student has already spent in a homestay cannot 
be refunded.  Used homestay fees may also include a notice period of two weeks. 

e) Portion of unused tuition fees:  The School may retain a portion of unused tuition fees.  Amounts 
retained will relate to costs that have been incurred or committed by the School and may vary.  

 
REQUESTS FOR A REFUND FOR FAILURE TO OBTAIN A STUDY VISA                                             
If an international student fails to obtain an appropriate study visa, a refund of international student tuition fees 
will be provided less any Administration Fee that has been paid. 
 
REQUESTS FOR A REFUND FOR VOLUNTARY WITHDRAWAL - Withdrawal prior to enrolment: 
If an international student voluntarily withdraws prior to the start date of their enrolment, a refund will be 
provided less any relevant non-refundable fees set out in the policy. 
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REQUESTS FOR A REFUND FOR VOLUNTARY WITHDRAWAL - Withdrawal after enrolment: 
If an international student voluntarily withdraws on or after the start date of their enrolment, 
reasonable written notice of withdrawal is required by the school.  Unless otherwise agreed by the 
school, a refund will be provided less a minimum of 10 weeks tuition fee and any other relevant non-
refundable fees as outlined in this policy. 
 
REQUESTS FOR A REFUND FOR FAILURE TO PROVIDE A COURSE, CEASES AS A SIGNATORY OR CEASES TO BE 
A PROVIDER: 
If the school fails to provide the agreed course of education or is no longer a signatory to the Code or no longer 
operates as an international education provider, the school will negotiate with the student or their family to 
either: 

● refund the unused portion of international student tuition fees or other fees paid for services 
not delivered or 

● transfer the amount of any eligible refund to another provider or 
●  make other arrangements agreed to by the student or their family and the school 

 
REQUESTS FOR A REFUND WHERE THE STUDENT’S ENROLMENT IS ENDED BY THE SCHOOL: 
In the event the student’s enrolment is ended by the school for a breach of the Contract of Enrolment, the 
school will consider a request for a refund less: 

●  any non-refundable fees set out in this policy 
● 10 weeks’ tuition fee 
●  any other reasonable costs that the school has incurred in ending the student’s enrolment 

 
REQUESTS FOR A REFUND WHERE THE STUDENT CHANGES TO A DOMESTIC STUDENT DURING THE PERIOD 
OF ENROLMENT: 
If the Student changes to a domestic student after the start date of their enrolment, reasonable written notice 
of the change is required by the school.  Unless otherwise agreed by the school, a refund will be provided less 
a minimum of 10 weeks’ tuition fee and any other relevant non-refundable fees as outlined in the policy. 
 
REQUESTS FOR A REFUND WHERE THE STUDENT VOLUNTARILY REQUESTS TO TRANSFER TO ANOTHER 
SIGNATORY: 
If the student requests to transfer to another signatory after the start date of their enrolment, reasonable 
written notice of the transfer is required by the school.  Unless otherwise agreed by the school, a refund will 
be provided less a minimum of 10 weeks’ tuition fee and any other relevant non-refundable fees as outlined in 
the policy. 
 
REFUND OF OTHER FEES 

REQUESTS FOR A REFUND OF HOMESTAY FEES 

If for any reason, an international student withdraws after the start date of their enrolment, any unused 
homestay fees will be refunded, less any relevant non-refundable fees set out in this policy. 
  

Where a student moves from a school homestay and requests a refund of any unused homestay fees, these 
will be refunded less any relevant non-refundable fees set out in this policy.   

 
REQUESTS FOR A REFUND OF FEES UNUSED AT THE END OF ENROLMENT 
Except by written request from parent/legal guardian, prepaid fees unused at the end of enrolment amounting 
to less than NZD$500 will be refunded to the student in cash.  Sums of NZD$500 or greater will be refunded into 
a nominated bank account. 
 
OUTSTANDING ACTIVITY FEES OR OTHER FEES 
Any activity or other fees incurred by a student during enrolment and owed to the School at the time of 
withdrawal, will be deducted from any eligible refund. 
 
REFUNDS TO BE MADE TO THE COUNTRY OF RECEIPT 
Unless otherwise agreed in writing, all eligible refunds of fees of NZD$1000.00 or more received from outside 
of New Zealand will be refunded to a nominated bank account in the source country. 
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RIGHTS OF FAMILIES AFTER A DECISION REGARDING A REFUND HAS BEEN MADE BY THE SCHOOL 
A decision by the school relating to a request for a refund of international student fees will be provided 
to the student or parent/legal guardian in writing and will set out the following information: 

● factors considered when making the refund decisions 
● the total amount to be refunded 
● details of non-refundable fees 

 
The student and their family have the right to take a grievance to the Code Administrator or Disputes 
Resolution Scheme in the event they are dissatisfied with a refund decision made by the school. 
 

REVIEW AND REPORTING 

REVIEW: 

The school will review the conditions relating to this policy as part of the annual self-review. The school will 
collect and record appropriate evidence of the review. 

  
REPORTING: 

The staff member in charge of international education will report directly to the school Principal on the operation 
of the school’s policy for the refund of international student fees. 
  

This policy has been approved by the Board of Trustees 

 

Version:  V1 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: Dec 2019 Next Review Date: July 2021 
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Policy 34: Exit Interview Policy 
 

 

Outcome statement 
The purpose of this policy is to ensure Belmont Intermediate School (BIS) gathers information from 
departing employees in a consistent format and to ensure employees are aware of the options for this to 
be conducted and what their information will be used for. This policy applies to all departing team 
members to ensure Belmont Intermediate employees have the opportunity to share their experience 
based on their time at Belmont Intermediate. 

 

Policy statement 
Belmont Intermediate is committed to gaining valuable information on staff perceptions of the work 
environment, their personal employment and insights into their experience at BIS. The exit interview will 
seek the employees' views on the working conditions, leadership and general environment of the school 
in addition to asking for some suggestions for improvement. 

 

Conducting an exit interview 
The information from the exit interview will be entirely confidential and may be used to monitor employee 
satisfaction and identify any issues that have not been previously addressed. This information will allow 
insight to ensure we are providing a supportive/safe environment that allows continual learning 
opportunities (something that applies to our strategy/values). 

 

Expectations and limitations 

• Exit Interviews are voluntary, while they are encouraged participation is not mandatory 

• Exit interview are confidential, the information will be shared with employees Manager following 
permission from the employee 

• Exit interview will be conducted by the Principal or another senior member  

• Appropriate follow-up action be taken on that feedback if any areas of improvement are identified. 

 

Procedure 
• Within the final 2 weeks of employment an appointment for the Exit Interview is made with the 

Principal prior to their final date of employment 

• An Exit Interview will be conducted verbally 

• A copy of the exit interview will be held on the employees file 

• Feedback and learnings are actioned if and when applicable 

• Confidentiality will be maintained at all times 

• In instances where the Exit Interview raises significant issues requiring further investigation the 
employee will be referred to the complaints procedure 

Outputs will be subject to review and documentation, as appropriate, in the Principal's Report at the 
next meeting of the School Board. 

 

Supporting documentation 
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Exit Interview Questionnaire Template 

Monitoring 
The principal is responsible for maintaining employment records and reporting and taking action on 

anything discussed during the exit interview that requires follow up or action to be taken. The principal 

will report to the board that the exit interview has taken place and provide a synopsis of the exit interview, 

identifying themes, information that needs to be taken seriously and appropriate follow-up action be taken 

on that feedback if any areas of improvement are identified. A summary of the exit interview is to be 

reported to the board with recommendations on the actions required. 

 

Legislative compliance 
● Refer to the New Zealand School Trustees Association website for information on 

https://www.nzsta.orq.nz/advice-and support/employment/concluding-employment-

relationships/exit-interview/ 

● The Privacy Act 2020 protects personal information being shared, information collected from the 

employee via an exit interview or exit survey regarding their reasons for leaving, and any 

observations they communicate about the School, policies and practices. The Belmont 

Intermediate Privacy Policy applies to all personal information shared by or collected from an 

employee via an exit interview or survey. 

 

 

Review 
Approved by Principal and Presiding Member 

 

V 0.2 

Approved on Behalf of BIS School Board by:  
 
Principal, BIS 
Presiding Member, BIS School Board 

Review Schedule: 2 year cycle 

Date Approved: 27 June 2022 Next Review Date: June 2024 
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 Policy 36: Conflicts of Interest Policy 

  

Outcome statement 
The board effectively manages actual, potential and perceived conflicts of interest ensuring the integrity of board decisions and 

reputation of board members. 

Scoping 
The board shall create a register of all board members detailing any interests, relationships or holdings that could potentially result 

in a conflict of interest. This register shall be updated whenever a board member’s circumstances change or a new member joins 

the board. It should be reviewed at the start of each school year and following trustee elections. 

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

meetings). 

Expectations and limitations 
• All staff and board members will effectively manage conflicts of interest between the interests of the school on one hand 

and personal, professional and business interests on the other. This includes managing potential and actual conflicts of 

interest as well as perceptions of conflicts of interest. 

• Any trustee who has a pecuniary interest or any other interest that may influence them in carrying out their duties and 

responsibilities as a trustee must be excluded from any meeting while the board discusses, considers, considers 

anything relating to or decides on the matter. 

• Any trustee who is a member of the board’s staff must be excluded from any meeting while the board discusses, 

considers, considers anything relating to or decides on any matter relating to their own employment or a complaint 

received against them. 

• Any trustee who is a student enrolled at the school must be excluded from any meeting while the board discusses, 

considers, considers anything relating to or decides on any matter relating to them as an individual student. 

• In the course of board meetings, board members will disclose any interests in a transaction or decision where their family 

and/or partner, employer or close associate will receive a benefit or gain. After disclosure, the person making the 

disclosure will be asked to leave the meeting for the discussion and will not be permitted to vote on the question. 

 

Procedures/supporting documentation 
Disclosure of interest statements 

 

Monitoring 
Conflict of Interest Register 

 

Legislative compliance 
 

Review 
 

Principal, BOT Chair 

Version: V0.1 
 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: September 2020 Next Review Date: September 2023 
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Associated legislation 
Education Act 1989 

Education (Physical Restraint) Rules 

2017 Health and Safety at Work Act 

2015 

Monitoring 
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. 

Review 
Approved by Principal and BOT Chair 

Version: V0.1 

 

 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannually 

Date Approved: December 2020 Next Review Date: Dec 2022 

  
 
 
 
 
 
 
  

http://www.legislation.govt.nz/act/public/1989/0080/latest/DLM175959.html
https://www.education.govt.nz/assets/Documents/News/2017-Physical-Restraint-Rules-2017.pdf
https://www.education.govt.nz/assets/Documents/News/2017-Physical-Restraint-Rules-2017.pdf
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
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Policy 37. Role of Staff Representative Trustee 

Outcome statement 
The staff representative brings a staff perspective to board discussion and decision making. 

Scoping 
As a member of the school board, the staff representative is elected by their peers to serve the interests of 
the school at governance level. They have equal voice, vote, standing and accountability to any other 
board member. 

Expectations and limitations 
Staff/Student representative accountability 
measures 

Standard 

1. To work within the board’s charter/strategic
plan.

1.1 The charter/strategic plan is obviously considered 
in board decisions. 

2. To abide by the board’s governance and
operational policies.

2.1 The staff representative has a copy of the 
governance manual and is familiar with all board 
policies. 

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

3.1 
3.2 

The staff representative is not a staff/student 
advocate. 
The staff representative does not bring staff 
concerns to the board. 

4. The staff representative is bound by the board 
code of conduct.

4.1 The staff representative acts within the code of 
conduct. 

5. It is not necessary for the staff representative
to prepare a verbal or written report for the
board unless specifically requested to by the
board.

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

Review 
Review and Approve by Principal and BOT Presiding 
Member 
Version: V0.1 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: 12 April 2021 Next Review Date: March 2024 
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Policy 38. Relationship between Presiding Member 
and Principal  

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

Scoping 
A positive, productive working relationship between the principal and the presiding member is both central 
and vital to the school. 
The presiding member and principal should act as sounding boards, both supporting and challenging, in 
order to hold the school to account for achieving the goals and targets that have been set. 
The presiding member has no authority except that granted by the board. The presiding member does 
not act independently of the board. 

Expectations and limitations 
• The presiding member and principal must work as a team, and there should be no surprises.
• The relationship must be professional.
• Each must be able to counsel the other on performance concerns.
• The presiding member supports the principal and vice versa as appropriate.
• Each agrees not to undermine the other’s authority.
• There is agreement to acting in good faith to each other.
• Each agrees and accepts the need to follow policy and procedures.
• Neither party will deliberately hold back important information.
• Neither party will knowingly misinform the other.

Review 
Review and Approve by Principal and BOT Presiding 
Member 
Version: V0.1 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Triennially 

Date Approved: 12 April 2021 Next Review Date: March 2024 
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Policy 39: Managing Challenging Behaviour and 
Physical Restraint  

 

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. 

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. 

Delegations 
The board delegates to the principal: 

• responsibility for ensuring that adequate staff training and support is in place 

• the reporting of incidents of physical restraint to parents, caregivers and the Ministry of Education 

• notification to parents and caregivers if an element of physical restraint is in a student’s individual behaviour plan. 

Limitations 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. 

Associated Procedures 
Are there related procedures required by BIS 
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Associated legislation 
Education Act 1989 

Education (Physical Restraint) Rules 

2017 Health and Safety at Work Act 

2015 

Monitoring 
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. 

Review 
Approved by Principal and BOT Chair 

Version: V0.1 

 

 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannually 

Date Approved: December 2020 Next Review Date: Dec 2022 

  
 
 
 
 
 
 
  

http://www.legislation.govt.nz/act/public/1989/0080/latest/DLM175959.html
https://www.education.govt.nz/assets/Documents/News/2017-Physical-Restraint-Rules-2017.pdf
https://www.education.govt.nz/assets/Documents/News/2017-Physical-Restraint-Rules-2017.pdf
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?src=qs
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Policy 44: Asset Protection Policy  
Outcome Statement 
Assets of the school are utilised to maximise the best outcomes for students. 

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

Delegations 
The principal is delegated day-to-day responsibility for ensuring that the programming and funding of general maintenance of the 
school grounds, buildings, facilities and other assets occurs in order to provide a clean, safe, tidy and hygienic work and learning 
environment for students and staff.  

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 

Procedures/supporting documentation 
Finance Manager to maintain a fixed asset register which includes: 

• Purchase price 

• Depreciation 

• Net book value 

Monitoring 
TBD 

Legislative compliance 
Refer to the Ministry of Education website for information on managing school finances and the Financial Information for Schools 
Handbook (FISH). 
 
Version: V1 

 
Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannually 

Date Approved: Dec 2019 Next Review Date: Dec 2021 
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Policy 45: Sensitive Expenditure Policy  
 

Outcome Statement 
 

To inform staff and other relevant individuals of the school’s policy relating to sensitive expenditure. The following 
areas are considered to be potential areas of sensitive expenditure and are covered by this policy: 
 

1. Travel and accommodation expenditure 

2. Entertainment, hospitality and meals 

3. Credit Card usage 

Travel and Accommodation Expenditure 

Scope 

The School Board agrees that it has a responsibility to ensure that travel expenditure incurred by the School must 
clearly be linked to the business of the School and has delegated responsibility for the implementation and 
monitoring of this Policy to the Principal. The Principal may, from time to time, further delegate some of their 
responsibilities, and all such delegations must be attached as appendices to this policy.  

Principles  

1. Travel expenditure is on the Board’s business, and the School obtains an acceptable benefit from the travel 
when considered against the cost;  

2. Expenses are reimbursed in accordance with the staff member’s employment agreement or on an actual and 
reasonable basis; and  

3. Staff that are required to travel on business do not suffer any negative financial effect.  

 

Process for Making Travel Arrangements  

● Under no circumstances may any staff member approve their own travel.  

● All booking for international and domestic travel is to be conducted through the School’s normal purchase 
procedures. This includes the booking of accommodation, flights and rental cars.  

● Travel within New Zealand  

o The justification for travel within New Zealand must be documented. It is to be transparent and must 
relate to a school need.  

o All domestic air travel is to be economy class.  

● International Travel  

o Prior to international travel being undertaken, the traveller must be given a copy o f this policy.  

o All international travel should be authorised by the Principal before the booking is finalised. A proposal 
must be put to the Principal detailing the purpose of the trip, the expected benefit to the School which 
will arise from the trip and an estimate of the costs of the trip. The Board will receive a report on any 
overseas trip with recommendations, if appropriate, for action.  

o All international air travel is to be economy class 

o If a staff member has a travel time without a stopover in excess of 20 hours, a rest period of 24 hours 
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before commencing work is permitted if appropriate.  

● Accommodation  

o Staff should opt for good but not superior accommodation, for example Qualmark 
3 star accommodation and must be prepared to justify exceptions to this rule to the 
Board.  

o Staff who stay privately will be reimbursed on production of receipts, for koha or for the cost of a gift 
given to the people they have stayed with. Prior to travel the staff member should receive authorisation 
for the value of the intended koha/gift.  

● Vehicles 

o When using rental cars, staff should opt for good but not superior models vehicles 

o Use of private vehicles is to be approved on a one-off basis and reimbursement will be at the rate 
specified by the staff member’s employment agreement (either the relevant Collective Agreement or 
Individual Employment Agreement).  

o If taxis are used, then staff should pay for the taxis out of their own pocket, obtain a receipt and seek 
reimbursement as part of an expense claim except where the member of staff has a school credit card.  

● Reimbursement of Expenses  

o The reimbursement for business related travel expenses will be as specified in the staff member’s 
employment agreement. 

o The expense is not covered by the staff member’s employment agreement, the reimbursement for 
business related travel expenses on the basis of actual and reasonable costs. Actual and reasonable 
expenditure is defined as “the actual cost incurred in the particular circumstance, provided that it is a 
reasonable minimum charge”. 

o For travel within New Zealand, actual and reasonable expenses are those incurred above the normal day 
to day costs. For example, a staff member would normally incur personal expenditure for lunch on a 
daily basis and the cost of lunch when travelling should not be reimbursed unless the costs are greater 
than that normally incurred.  

o All personal expenditure is to be met by the staff member. Examples of this are mini bar purchases, in 
house movies, laundry and private phone call charges are to be paid separately by the travelling staff 
member.  

o All receipts must be retained and attached to the travel claim. The claim is to be authorised on a one-off 
basis.  

o For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also be 
a GST invoice to ensure that GST can be reclaimed by the School. Authorisation can still be given for 
expenditure less than $50 where there is no receipt, for example if it is not practical to obtain a receipt 
or if the receipt is lost. The expenditure can be reimbursed provided there is no doubt about its nature 
or the reasons for it.  

o Staff must travel by the most direct route unless scheduling dictates otherwise.  

o The School will not meet expenses incurred on behalf of a spouse or travelling companion. In the event 
of a person travelling with an employee, a reconciliation of expenses should clearly demonstrate that 
the School did in no way incur additional expenditure. The exception is when free travel is granted in 
trips e.g. Japan, Korea, where a husband/wife team is expected. The cost for this will only be in the form 
of free travel, not a cost to the School. 
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Entertainment  

Scope 

The School Board agrees that it has responsibility to ensure that expenditure on entertainment 
incurred by the School must clearly be linked to the business of the School. The School Board has agreed on the 
fundamental principles of this Policy, and has delegated responsibility for the implementation and monitoring of this 
Policy to the Principal.  

The School Board requires the Principal, as the chief executive and the School Board’s most senior employee, to 
implement and manage this Policy. The Principal may, from time to time, further delegate some of their 
responsibilities, and all such delegations must be attached as appendices to this policy.  

This Policy must be read in conjunction with other School Board Policies, and the exercising of all authority and 
responsibilities conferred under this Policy must be in accordance with the Schedule of Delegations and may not 
exceed an individual’s established level of delegated authority.  

Purposes of Entertainment  

Entertainment expenditure in general will be for the following purposes:  

● Building relationships and goodwill 

● Representation of the school in a social situation 

● Hospitality provided in the course of school business to external parties 

● Internal social functions  

The purpose of all purchases should be transparent and the amount expended able to be demonstrated as 
reasonable and appropriate.  

School Events and Staff Meetings  

This includes conferences, seminars, workshops, training courses and meetings, overseas exchanges.  

When deciding upon a venue, teachers should take into account location, accommodation standard and tariff rates. 
They should give due consideration to the nature of the event, total cost, expectations of participants and their 
home location.  

When deciding upon catering, teachers should take into account the nature of the event and the quality of food 
required. Lunch should only be provided for staff meetings where it is not possible to arrange the meeting for a 
period which avoids the lunch break.  

Alcohol Purchases  

The school should purchase alcohol for entertainment purposes only. 

Purchases are usually for the consumption by staff and guests at school hosted events. The amount expended needs 
to be demonstrably reasonable and appropriate for the event and should be sufficient for moderate consumption 
only 

Credit Card Usage 

Scope  

The School Board requires the Principal, as the chief executive and the School Board’s most senior employee, to 
implement and manage this Policy. The Principal may, from time to time, further delegate some of their 
responsibilities, and all such delegations must be attached as appendices to this policy. 

Process for Issue of Credit Cards 
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● Credit cards should only be issued to staff members after being authorised by the 
School Board 

● A register of cardholders should be maintained.  

● The limits set for credit card use should not exceed the overall financial delegations of 
the cardholder, as set out in the Schedule of Delegations. Any variations require School Board approval.  

● Prior to the card being issued, the recipient must be given a copy of this policy and be required to sign it off 
to signify that they have read and understood it.  

Procedures to be Followed when Using the Card 

1. The credit card is not to be used for any personal expenditure  

2. The credit card will only be used for:  

a. Payment of actual and reasonable travel, accommodation and meal expenses incurred on School 
business; or  

b. Purchase of goods where prior authorisation from the School Board is given.  

3. All expenditure charged to the credit card should be supported by:  

a. A credit card slip  

b. A detailed invoice or receipt to confirm that the expenses are properly incurred on School business  

c. For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also 
be a GST invoice to support the GST input credit.  

4. The credit card statement should be certified by the cardholder as evidence of the validity of expenditure.  

5. All purchases should be accounted for within 5 working days of receiving a credit card statement or, if 
overseas within 5 working days of return to New Zealand.  

6. Cash advances are not permitted.  

Cardholder Responsibilities  

The cardholder should never allow another person to use the card 

The cardholder must only purchase within the credit limit applicable to the card 

The cardholder must notify the credit card company and the school immediately if the card is lost or stolen 

The cardholder must return the credit card to the School upon ceasing employment there or at any time upon 
request by the School Board. 

Review 
 
Principal, School Board Presiding Member 
 

Version: V2.0 

Approved on Behalf of BIS School Board by:  
 
Principal, BIS 
Presiding Member, BIS School Board 

Review Schedule: 2 year cycle 

Date Approved: 27 June 2022 Next Review Date: June 2024 
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Policy 46: Behaviour Management 

 
Our school provides a safe physical and emotional environment for students and staff. 

Belmont Intermediate School uses restorative practices. This is a positive, proactive, schoolwide organisational 
approach for behaviour and discipline. 

Managing behaviour relies on consistently applying both our school's behaviour plan and strategies to promote 
positive student behaviour. We also expect high standards of conduct from our school community, which includes 
modelling good behaviour for students. 

At Belmont Intermediate School: 

·                  Staff, including relievers, coaches, and tutors etc, maintain positive learning environments 
and relationships with students. 
·                  We make a clear statement of acceptable and unacceptable behaviour known to all staff, 
parents, and students. 
·                  All members of the school, including the students themselves, have a responsibility to 
recognise bullying and to take action when they are aware of it happening. 
·                  We consistently apply our discipline plan in all cases of unacceptable behaviour, and 
endeavour to maintain the dignity of the student at all times. 
·                  Staff manage challenging behaviour and use de-escalation techniques if a student's 
behaviour is becoming out of control and/or poses a danger to themselves or others. Parents/caregivers 
are contacted and may be requested to come to school immediately. Outside agencies may also be 
brought in at this stage if deemed necessary. Physical restraint is used only in an emergency situation, 
and only according to our physical restraint guidelines. 
·                  The school actions the procedures outlined by the Ministry of Education for the stand-
down, suspension, or exclusion of students, in cases of extreme and persistent behaviour. 
·                  Individual programmes and strategies for students with particular behaviour difficulties are 
devised with parents and staff, and outside agencies if necessary, and these students may be dealt with 
outside the school's behaviour plan. 
 
 

Our school follows the same behaviour management and disciplinary procedures for international students as for 
domestic students. Any additional or different conditions for international students (such as around 
accommodation, attendance, or visa requirements) are outlined in the enrolment contract. 

Parents' concerns about student behaviour 
If a parent has a concern about an incident at school, it is important that the parent contact the school and the 
school will deal with the concern. The school believes that parents should not approach other students or parents 
about school behaviour incidents. This also applies to incidents that occur out of school time or off school 
grounds but when students are still connected with the school e.g. at EOTC events, while wearing school 
uniform, or travelling to and from school. 

Privacy and Confidentiality  

When reporting back to parents, we will adhere to privacy and confidentiality at all times. See Policy 10. 
Concerns and Complaints and Policy 10a. Concerns and Complaints Process. 

Review 
Approved by Principal and BOT Chair 

Version: V0.1 

Approved on Behalf of BOT by: Brendon Clark Review Schedule:  Biannually 

Date Approved: December 2020 Next Review Date: Dec 2022 

 

https://drive.google.com/file/d/1NP_OdxW4chVuwslT_5YFkhc47gf3wVsj/view?usp=sharing
https://drive.google.com/file/d/1-uIHFFUMUwcVFRmUOItXLrNnuVpvejK2/view?usp=sharing
https://drive.google.com/file/d/1-uIHFFUMUwcVFRmUOItXLrNnuVpvejK2/view?usp=sharing
https://drive.google.com/file/d/1g9gx7_wtlpgBqOx7SZW3NiAQLyoUXlDR/view?usp=sharing
https://drive.google.com/file/d/1g9gx7_wtlpgBqOx7SZW3NiAQLyoUXlDR/view?usp=sharing
https://drive.google.com/file/d/1e_T7kKku_2KqGTrx-k-XFJ8boUr3S1x2/view?usp=sharing
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Policy 47: Employment Appointments Policy 
 

Outcome statement 
The most appropriate applicants are appointed through a fair, rigorous appointments process. 
 

Scoping 
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 Children’s 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 Belmont Intermediate School procedures on safety checking, 
Police vetting and screening. 
 

Delegations 
The board delegates authority to determine the composition of the various appointment committees according to the 
schedule outlined below. Appointment of the principal is the responsibility of the board, which will determine the process 
and seek NZSTA advice. 
 

Expectations and limitations 
The principal must ensure that: 

• appointment of deputy principals, head of departments/senior teachers will involve an appointment committee 
consisting of the principal, the board member, at the discretion of the board, a further trustee and Senior Staff. 

• unless determined otherwise by the board, appointment of all other teachers, part-time teachers, long-term 
relieving teachers and non-teaching staff will be the responsibility of the principal 

• 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 Learning I 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. 
•  

Procedures/supporting documentation 
Police vetting 
procedure 
Safety checklist 
Templates – application form, shortlisting matrix, interview matrix, reference checking matrix etc. 
 

Monitoring 
Board to enter own monitoring and reporting procedures. 
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Legislative compliance 
Collective employment 
agreements 
Employment Relations Act 2000 
Children’s Act 2014 

 

Review 
Approved by Principal and Presiding Member 

Version: V0.1 

 
 

Approved on Behalf of BOT by: Fleur Peacocke Review Schedule: Biannually 

Date Approved: July 2021 Next Review Date: July 2023 
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Policy 48: Pandemic Preventative Action Policy 

 

Purpose 
The purpose of this policy is to provide instruction and guidance from the School Board and Principal on 
actions the School will take during the time prior to a potential pandemic occurring.  This objective is to 
provide preventative actions before a state of civil emergency.  If the Government agents declare a Pandemic 
crisis, then the Pandemic Policy will take precedent over this Preventative policy. 
 

Statement 
• The School will implement the Crisis Management Plan – refer Harrison Tew documentation. 

• The Crisis Management team will meet to put a plan into action, and take the relevant steps as 
designated.  

• The School will take advice and guidance from the relevant Government agencies. 
• No actions will be taken by any other person/s without the approval of the Crisis Management Team.  

Refer to the School Media policy in relation to public announcements.    
• The School reserves the right to request a parent or caregiver that their child or children do not 

return to School after returning from travel overseas under circumstances of this policy, in 
accordance with any Governmental requirements/guidelines.  

• Returning to School is defined as the time from when the School is informed by the parent or 
caregiver the child or children are in the country i.e. at home, through to the end of the isolation 
period stated by the Government agencies. 

• In regard to international students, the Principal and International Student Director will work closely 
together to ensure compliance is achieved when liaising with international student families. 

• The School will provide instruction to the staff and students on preventative care measures - refer to 
Appendix A. 

• The School will provide communication to the community on their initial stance for preventive 
actions and procedures.  The basis of which will be advice taken from Government agencies. 

• The School will provide regular communication to the community about their on-going actions and 
procedures. 

• The School will consider the possibility of postponing or cancelling inter school group sports events, 
concerts, and travel to other regions or areas of Auckland and the country. 

• The School will consider the possibility of postponing or cancelling school events, such as swimming 
and athletics, concerts, fairs or any events that brings the community into a confined space. 

• The school will provide counselling to the staff and students about their fears or concerns. 
• A record of the School’s actions will be maintained and kept on file. 

 

Appendix A – action points 
• Brief staff and teachers on safe hygiene procedures. 
• Regularly inform and update students in class and at assembly of safe hygiene practices. 
• Implement rigorous hand-washing – 20 seconds at least – and make sure there's soap and drying 

facilities.  
• Paper towels and toilet tissue is regularly stocked. 
• Provide hand sanitiser to classrooms and staff facilities. 
• Students do not dwell or congregate in bathrooms and cloak bays. 
• Teachers regularly check tidiness and cleanliness of cloak bays. 
• Additional hygiene signage. 
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• Cover the mouth and nose when sneezing and coughing. Wearing of masks may be required. 
• Use disposable rather than reusable towels and cloths. 
• Ensure staff and students who are unwell stay home. 
• Air-conditioning units are clean. 
• Consider limiting staff involvement in events involving large numbers of people. 
• Monitor staff and student’s health and be ready to discuss working from home or other measures for 

potentially vulnerable staff and students. 
• Postpone travel to high risk regions and countries. 
• Communication to parents and caregivers of School actions.   

 
 

 
Associated legislation 
N/a 
 
Monitoring 
 
 
Review 
Approved by Principal and Presiding Member 

Version: V0.1 

 
 

Approved on Behalf of BOT by: Fleur Peacocke Review Schedule:  Biannually 

Date Approved: July 2021 Next Review Date: July 2023 
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Policy 49: BIS School Privacy Policy 

Purpose and Scope 
This Privacy Policy defines the way that Belmont Intermediate School (“School”) will handle the personal information we collect, 

store, use and share about the School community, including our students, families and staff. It will support the School’s 

compliance with its legal obligations under the Privacy Act 2020 to ensure personal information is handled appropriately. This 

policy applies to all staff, students, volunteers, contractors, visitors and other people associated with the School, both onsite and 

externally representing the School. 

Our Privacy Statement on our website how we deal with their personal information. We may, from time to time when necessary, 

update this Privacy Policy and/or the Privacy Statement. 

Key Definitions 
Personal information means any information about an identifiable individual. Personal information: 

• has to tell us something about a natural person; and

• has to identify a person, either because it includes a name or identifier (such as an identification number) or because it

contains enough detail to identify who they are;

• could be in any form, including databases, spreadsheets, reports, letters, emails, file notes, recordings (audio or video),

location information, photographs and CCTV footage; and

• can be deliberately and actively collected (e.g. via a ‘contact us’ form on the website) or obtained on an unsolicited or

accidental basis (e.g. an image of a person unintentionally caught on camera) – regardless, the School has obligations

under the Privacy Act in respect of that personal information.

Privacy breach means any unauthorised or accidental access to, or disclosure, alteration, loss, or destruction of personal 

information, or an action that prevents the School from accessing personal information. 

Privacy breaches that have caused, or are likely to cause, serious harm to the individuals the information is about must be notified 

to the Privacy Commissioner as soon as practicable and to the affected individuals – see the Privacy Breach Process referenced 

below. 

Roles and Responsibilities 

Role Responsibility 

School Board  Responsible for overseeing privacy compliance 

Privacy Officer 

(Principal) 

• Support staff, contractors and volunteers to understand and comply with this policy

• Maintain this policy and any associated procedures and guidelines

• Evaluate possible exceptions to this policy or other privacy procedures

• Manage privacy breaches, high-risk requests for personal information or other privacy issues raised

• Manage privacy complaints from staff, students or parents

• Be the point of contact between the School and the Privacy Commissioner regarding any privacy

breaches

• Report all privacy beaches to the School Board

Senior Leadership 
Team

• Ensure their staff and volunteers comply with the Privacy policy

• Manage requests for personal information that are not high risk

• Escalate issues as required to the Privacy Officer

All staff, 

contractors and 

volunteers 

• Comply with this policy

• Participate in any privacy training as requested

• Report any privacy breaches or requests for personal information, or other privacy issues to the

Privacy Officer without delay
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Belmont Intermediate Privacy Principles 
  

To help us comply with our obligations under the Privacy Act 2020 we have developed a set of School Privacy Principles, based 

on the requirements of the Privacy Act: 

1. Collect and hold only what we need; 

2. Ensure that the information we hold is held in appropriately secure manner; 

3. Ensure we comply with this Privacy Policy; 

4. Communicate openly with the School community regarding information collected and stored about 

individuals. 

1. Collect and hold only what we need - we limit the personal information collected and retained to 

that which is necessary for us to deliver education to our students 

• We will collect only the information we need to do our jobs, run our school and deliver educational and pastoral services. 

• We will collect information directly from the people concerned where we can. We may go to third parties (such as parents 

or families) to collect information in some circumstances, for example when we have consent to do so or it is necessary for 

health and safety reasons. 

• We will tell people what information we are collecting, why we need that information, and how we intend to use or share it 

• We will collect information in ways that are fair and not unreasonably intrusive. This obligation requires us to consider 

matters such as the age of the person, any cultural or religious matters, and their family environment. 

2. Ensure that the information we hold is held in an appropriately secure manner – we’ve taken 

reasonable steps to protect the information we hold 

• All staff, volunteers and contractors have a responsibility to protect the personal information they collect, use and store 

against loss, misuse, or unauthorised access, modification or disclosure. 

• We will only have access to or use personal information if this is necessary for a legitimate purpose connected with our 

roles at the School. 

• Personal information will be stored in the appropriate school information systems. Staff should not duplicate information 

across multiple systems and must not retain personal information about school students or families on personal devices. 

• Staff will not use third-party software, platforms, or web-based applications that collect or use personal information, or 

ask students or parents to use these, without the approval of the Privacy Officer. 

• Personal information will not be retained for longer than the School has a lawful purpose to require that information 

• If staff suspect there has been a privacy breach they must follow the School’s privacy breach process as follows: 

1. Alert: Any staff member who becomes aware of a privacy breach (or suspected or potential breach) must 

immediately report the breach to the Privacy Officer. 

a. Contain: The Privacy Officer will promptly determine what steps, if any, are required to contain the breach and 

retrieve or secure the information where possible. 

b. Evaluate: The Privacy Officer will promptly determine the scope of the privacy breach, including the type of 

information at risk and the likelihood of serious harm to the impacted individual(s).  

c. Notify: The Privacy Officer will determine whether the breach is a notifiable privacy breach under the Privacy 

Act 2020 (a breach that it is reasonable to believe has caused or is likely to cause serious harm to the 

affected individuals) and, if so, notify the Privacy Commissioner and the affected individuals as soon as 

reasonably practicable after the School has become aware of the breach. 

d. If the privacy breach is deemed serious or is of a type that is notifiable to the Privacy Commissioner, the 

Privacy Officer will immediately notify the School Board. 

e. Prevent: The Privacy Officer will investigate the cause of the privacy breach and determine what steps, if any, 

should be taken to prevent a similar breach in the future. 

 

3. Ensure we comply with the Privacy Policy – use and share personal information only in the ways we 

tell people we will, and in other ways only if these are lawful. 

• As a general rule, we will only use or share personal information in the ways we have informed people we would in 
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our privacy statement or other collection notice. These contain our purposes for collecting the 

information. 

• We may use or share personal information in ways not anticipated when collected as long we can 

satisfy one of the exceptions in the Privacy Act, such as having consent to do so, it being 

necessary to prevent harm or to assist law enforcement or court proceedings where the law requires this. 

• Where another law specifically requires or permits the use or sharing of personal information in a certain way, this 

may take precedence over the Privacy Act. For example the Oranga Tamariki Act allows notifications of suspected 

abuse to be made. 

• We will take all reasonable steps to ensure that we only disclose the minimum personal information necessary to 

achieve our purpose and in all cases with compliance to the requirements of the Privacy Act. 

4. Be as open as we can with our community - we are transparent with our students, families and staff 

about the ways we will use or share their information and that we respond to privacy requests or 

complaints quickly and openly. 

• We will ensure that we are clear and transparent in our communications (such as our privacy statement) when 

collecting information so that the people we are collecting private information from understand the purpose and use 

of the collection of that information. 

• Staff, students, parents/guardians (or their representatives) or any other individual has the right to request a copy of 

the information we hold about them (or to correct their information if they believe it is wrong). We will release 

information on request to the individual, unless we have a lawful basis to withhold that information. 

• Parents/guardians may act as representatives for their children. We may release information about a student to their 

parent/guardian if we believe on reasonable grounds that they are lawfully acting as a representative. 

• We will process Privacy Act requests as quickly as practicable and respond to the requester no later than 14 working 

days after the request has been received. 

• We will forward any high-risk Privacy Act request to the Privacy Officer. High-risk requests are requests: 

a. in which the requester specifically mentions the Privacy Act; 

b. that relate to a legal or other dispute between the requester and the School; 

c. that have been made by a lawyer on behalf of the requester; or 

d. from parents or guardians, where we believe that releasing the information would not be in the best interests 

of the student. 

 

If we need to withhold information, we must tell the student or their representative why the information will be withheld inform them 

of their right to contact the Privacy Commissioner. Decisions to withhold information will only be made by the Privacy Officer. 

Any complaints received from students, parents, staff or members of the wider School community about how the School handles 

personal information will be directed to the Privacy Officer without delay. 

 

Consequences of Breach of Policy 
Any breach of the School’s Privacy Policy may result in disciplinary action. 

 

Belmont Intermediate School Privacy Statement 
This privacy statement explains how the School manages the personal information we hold about students, parents, families, 

volunteers and other people within our school community. We may update this privacy statement from time to time. This privacy 

statement was last updated in December 2021. 

Types of personal information collected  

The School collects a wide range of personal information about students, parents/guardians, families, employees or prospective 

employees, contractors and prospective contractors, volunteers, visitors and other people within the School community. The types 

of personal information that the School collects and holds depends on the circumstances of collection and the relationship with the 

individual that the information is about.  

For students, the School collects and stores personal information including name, age, contact details, academic records and 

history, and may also collect more sensitive information (such as information about a student's health, racial or ethnic origin). 

For people who deal with the School in some other capacity (for example, as a staff member, parent or guardian, volunteer, 

contractor or visitor), the School will usually collect general information such as the relevant individual's name, contact details, as 

well as any other information they choose to provide to the School and/or that is relevant to their relationship with the School. 
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Collection and storage of personal information 

The information collected by the School about students, parents/guardians and families may be collected before, 

during or after the student is enrolled at the School. The primary purpose of collecting the information is to 

enable the School to provide schooling and educational services for the student or prospective student. 

Information about students and their parents may be collected in several ways including: 

• Directly from students and parents by telephone, in enrolment, EOTC (Education Outside the Classroom), medical 

forms or in person; 

• From other parties (such as medical practitioners or other schools); and 

• From publicly available sources. 

• The information the School collects about job applicants and employees/contractors may be collected in a number 

of ways including: 

• Directly from job applicants and employees during the recruitment phase and during the course of employment; 

• From other parties (such as job applicant’s referees, or in respect of teacher registration/vetting); and  

• From publicly available sources. 

 

The School has CCTV cameras that are in place for safety and security purposes. Accordingly, information may also be collected 

in relation to anyone that comes into contact with the School, through the use of those CCTV cameras installed on school 

premises. 

 

Use and disclosure of information 
The School collects personal information so it can use and share it for a range of purposes to enable it to 

fulfil the primary purpose of providing schooling and educational services for its students, including to: 

• Manage relationships, safety and welfare with students and parents; 

• Consider job applicants for current and future employment; 

• To tell people about the School through marketing and school publications (for example, on our website and social 

media). 

The School only uses and shares personal information for the purposes for which the information was collected or for other lawful 

and permitted purposes. 

 

Use of information 

The School may use personal information collected about students (including past students) and parents for the following 

purposes: 

• Providing schooling for its students; 

• To communicate with parents in relation to their child/children’s schooling; 

• Day-to-day administration; 

• Looking after the students’ educational, social and medical well-being and safety; 

• Communicating to the wider school community and wider public (including marketing); 

• To satisfy legal obligations; and 

• For any other lawful purposes. 

The School may use personal information collected about prospective employees, employees and contractors for the following 

purposes: 

• To assess whether an individual is suitable for employment or work; 

• Administering the individual's employment or contract; 

• To ensure that information the School has collected is accurate and up-to-date; 

• Internal accounting and administration; 

• Insurance purposes; 

• For reporting to educational and Government authorities; 

• To satisfy legal obligations including with respect to child safety and child abuse; and 

• For any other lawful purposes. 

 



 

respect | excellence | humility | courage | creativity | integrity 
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Disclosure of information 

The School may lawfully disclose personal information for administrative and educational purposes and to 

ensure child safety. This may include disclosing information to: 

• Other schools; 

• Government departments or authorities; 

• People providing services to the School; 

• Parents/guardians; and 

• Anyone else to whom the School is lawfully authorised to disclose information. 

 

Keeping information secure 
We will take care to protect the personal information we hold from unauthorised access, disclosure, loss or misuse, using 

reasonable and appropriate technical and organisational security measures. We will not retain personal information longer than 

we need it for our lawful purposes, and will dispose of it securely and permanently when we no longer need it. 

 

Access to information 
All individuals have the right under the Privacy Act 2020 to request a copy of, or the correction of, the personal information the 

School holds about them. Parents or guardians can generally request a copy of personal information about their child, on the 

basis that they are acting as their child’s representative.   

Requests for access to or correction of personal information should be sent to the Principal using the details set out below. 

 

Enquiries and Complaints 
If you have any concerns, questions or complaints about the way the School handles personal information, please do not hesitate 
to let us know by contacting the Principal using the following details: 

 

Procedures/supporting documentation 
TBD 
 

Legislative compliance 
 

The Privacy Act 2020 

 

Review 
 

Principal, School Board Presiding Member 

Version: V1.0 

 

Approved on Behalf of School Board by: Fleur Peacocke Review Schedule:  Biannual 

Date Approved: April 2022 Next Review Date: April 2024 

 

 

http://www.legislation.govt.nz/act/public/1987/0174/latest/DLM122242.html?src=qs


Policy 50: Harassment

Scoping
Schools are required to provide a safe physical and emotional environment and to treat all people with dignity and respect.
See our Health, Safety, and Welfare Policy (Policy 15).

This policy describes the steps to take when there is harassment involving employees in the workplace.

Expectations
Harassment between students or by students towards staff members is usually dealt with using Policy 51: Bullying and
Online Bullying policy.

Harassment, and bullying behaviour, is not tolerated at Belmont Intermediate School Auckland.

Harassment is any behaviour that is unwelcome, intimidating, intrusive, or offensive to the receiver, and which would be
seen as unreasonable by any reasonable person.

Types of harassment include :
● harassment based on ethnicity or race, gender, sexuality, religion and beliefs, disability, age, or harassment may

be sexual in nature.
● Harassment can result in Victimisation.
● Harassment may be ongoing or may be an isolated incident. It may be delivered in-person or impersonally, such

as through emails, texts, phone calls, social media, etc.
● Victims of harassment can suffer psychological harm or physical injury.
● Harassment can adversely affect someone’s mental health and performance. It may affect productivity and staff

morale, and contributes to an unsafe work environment and unhealthy workplace culture.

Prevention and response
Our harassment policy requires us to:

● work towards a safe and effective learning environment where staff and students are free from harassment
● provide educational programmes that promote positive attitudes to racial and other differences, and to the

bicultural heritage of New Zealand
● educate and inform the whole school community about what is acceptable, and what is unacceptable behaviour
● promote respectful interactions between members of the school community follow appropriate and proper

procedures to handle complaints of harassment
● meet the requirements of the Human Rights Commission and employment legislation.

Any member of staff, volunteer, parent, or other member of the school community who feels that they are suffering
harassment should follow the harassment complaints procedure.

Delegations
The School Board delegates to the principal:

● responsibility for ensuring that adequate staff training and support is in place
● the reporting of incidents of harassment to parents, caregivers and the Ministry of Education

Related topics
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• Bullying and Online Bullying
• Communicating with Parents
• Inclusive Education
• Staff Conduct
• Staff Wellbeing
• Community Conduct Expectations

Associated Legislation
• Health and Safety at Work Act 2015
• Human Rights Act 2000
• Harassment Act 1997
• Education and Training Act 2020 section 30
• Crimes Act 1961

Resources
● Worksafe: Bullying

● Worksafe: Good practice guidelines: Preventing and responding to bullying at work

● Bullying-Free NZ (information and resources for schools, parents and whānau, and students)

● Bullying prevention and response: A guide for schools 2015

Monitoring
Instances, matters or risks in relation to this policy shall form part of the principal’s report to every School Board
meeting, taking care that individual students cannot be identified. – confirm if what level of monitoring wanted by the
School Board

Review
Approved by Principal and School Board Presiding Member

Version: V0.1

Approved on Behalf of BIS School Board by:

Principal, BIS
Presiding Member, BIS School Board

Review Schedule:  1-year cycle

Date Approved: 27 June 2022 Next Review Date: June 2023
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Policy 51: Bullying and Online Bullying

Scoping
Bullying is deliberate, harmful behaviour that is repeated, or continues over a period of time. It often involves a power
imbalance and it is difficult for those being bullied to defend themselves.

Bullying is a form of harassment, and usually refers to intimidating behaviour between school students, but may involve
staff.

Expectations
All members of the school have a responsibility to recognise bullying and online bullying, and to take action when they are
aware of it happening. Maintaining awareness is important as bullying can be subtle and hard to recognise but small acts
are still harmful over time.

Belmont Intermediate School (BIS) aims to create a safe environment but if students are being bullied, they need to feel
supported and know what to do.

Bullying may be defined as:

● physical, e.g. hitting, kicking, taking belongings

● verbal, e.g. name calling, insults

● social/relational, e.g. spreading nasty stories, excluding from groups, making threats

● identity-based, e.g. racist, sexist, religious, ableist, sexuality and gender-based.

Prevention and response
At BIS we:

● create a safe, inclusive and respectful environment

● identify bullying behaviour, and do not tolerate it

● recognise diversity and avoid cultural bias

● work to eliminate racism, discrimination, and stigma in education

● promote digital citizenship by teaching students about safe and responsible technology use, such as:

o activating privacy settings on social media sites

o only giving personal information to people they know and trust

o using available online safety options (e.g. website blockers and email/spam filters)

o avoiding sharing images of themselves they wouldn't want distributed further

o talking to an adult they trust (parent, teacher, etc.) or contacting a support service like Netsafe if they feel
bullied or need help with a digital incident

o knowing how to contact a service provider to report abuse or problems.

Delegations
The School Board delegates to the principal:

● responsibility for ensuring that adequate staff training and support is in place
● the reporting of incidents of bullying to parents, caregivers and the Ministry of Education

Associated Procedures
BIS deals with incidents of bullying and online bullying through our school's internal Behaviour Management plan.
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Related topics
• Digital Technology and Cybersafety

• Harassment

Associated Legislation
Harmful Digital Communications Act 2015 Privacy Act 2020

Resources
● Bullying-Free NZ (information and resources for schools, parents and whānau, and students)

● Bullying prevention and response: A guide for schools 2015

● Netsafe: Incident support for Young People and Schools

● New Zealand Police: Kia Kaha

● TKI: PB4L (Positive Behaviour for Learning)

Monitoring
Instances, matters or risks in relation to this policy shall form part of the principal’s report to every School Board
meeting, taking care that individual students cannot be identified. – confirm if what level of monitoring wanted by the
School Board

Relevant matters or risks shall be reported by the principal in the Principals report a board meetings as deemed
relevant by the principal
v0.1

Review
Approved on Behalf of BIS School Board by:

Principal, BIS
Presiding Member, BIS School Board

Review Schedule:  1-year cycle

Date Approved: 27 June 2022 Next Review Date: June 2023
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	Policy 45: Sensitive Expenditure Policy
	Outcome Statement
	Travel and Accommodation Expenditure
	Scope
	The School Board agrees that it has a responsibility to ensure that travel expenditure incurred by the School must clearly be linked to the business of the School and has delegated responsibility for the implementation and monitoring of this Policy to...
	Principles
	1. Travel expenditure is on the Board’s business, and the School obtains an acceptable benefit from the travel when considered against the cost;
	2. Expenses are reimbursed in accordance with the staff member’s employment agreement or on an actual and reasonable basis; and
	3. Staff that are required to travel on business do not suffer any negative financial effect.
	Process for Making Travel Arrangements
	● Under no circumstances may any staff member approve their own travel.
	● All booking for international and domestic travel is to be conducted through the School’s normal purchase procedures. This includes the booking of accommodation, flights and rental cars.
	● Travel within New Zealand
	o The justification for travel within New Zealand must be documented. It is to be transparent and must relate to a school need.
	o All domestic air travel is to be economy class.
	● International Travel
	o Prior to international travel being undertaken, the traveller must be given a copy o f this policy.
	o All international travel should be authorised by the Principal before the booking is finalised. A proposal must be put to the Principal detailing the purpose of the trip, the expected benefit to the School which will arise from the trip and an estim...
	o All international air travel is to be economy class
	o If a staff member has a travel time without a stopover in excess of 20 hours, a rest period of 24 hours before commencing work is permitted if appropriate.
	● Accommodation
	o Staff should opt for good but not superior accommodation, for example Qualmark 3 star accommodation and must be prepared to justify exceptions to this rule to the Board.
	o Staff who stay privately will be reimbursed on production of receipts, for koha or for the cost of a gift given to the people they have stayed with. Prior to travel the staff member should receive authorisation for the value of the intended koha/gift.
	● Vehicles
	o When using rental cars, staff should opt for good but not superior models vehicles
	o Use of private vehicles is to be approved on a one-off basis and reimbursement will be at the rate specified by the staff member’s employment agreement (either the relevant Collective Agreement or Individual Employment Agreement).
	o If taxis are used, then staff should pay for the taxis out of their own pocket, obtain a receipt and seek reimbursement as part of an expense claim except where the member of staff has a school credit card.
	● Reimbursement of Expenses
	o The reimbursement for business related travel expenses will be as specified in the staff member’s employment agreement.
	o The expense is not covered by the staff member’s employment agreement, the reimbursement for business related travel expenses on the basis of actual and reasonable costs. Actual and reasonable expenditure is defined as “the actual cost incurred in t...
	o For travel within New Zealand, actual and reasonable expenses are those incurred above the normal day to day costs. For example, a staff member would normally incur personal expenditure for lunch on a daily basis and the cost of lunch when travellin...
	o All personal expenditure is to be met by the staff member. Examples of this are mini bar purchases, in house movies, laundry and private phone call charges are to be paid separately by the travelling staff member.
	o All receipts must be retained and attached to the travel claim. The claim is to be authorised on a one-off basis.
	o For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also be a GST invoice to ensure that GST can be reclaimed by the School. Authorisation can still be given for expenditure less than $50 where there is no ...
	o Staff must travel by the most direct route unless scheduling dictates otherwise.
	o The School will not meet expenses incurred on behalf of a spouse or travelling companion. In the event of a person travelling with an employee, a reconciliation of expenses should clearly demonstrate that the School did in no way incur additional ex...
	Entertainment
	Scope
	The School Board agrees that it has responsibility to ensure that expenditure on entertainment incurred by the School must clearly be linked to the business of the School. The School Board has agreed on the fundamental principles of this Policy, and h...
	The School Board requires the Principal, as the chief executive and the School Board’s most senior employee, to implement and manage this Policy. The Principal may, from time to time, further delegate some of their responsibilities, and all such deleg...
	This Policy must be read in conjunction with other School Board Policies, and the exercising of all authority and responsibilities conferred under this Policy must be in accordance with the Schedule of Delegations and may not exceed an individual’s es...
	Purposes of Entertainment
	Entertainment expenditure in general will be for the following purposes:
	● Building relationships and goodwill
	● Representation of the school in a social situation
	● Hospitality provided in the course of school business to external parties
	● Internal social functions
	The purpose of all purchases should be transparent and the amount expended able to be demonstrated as reasonable and appropriate.
	School Events and Staff Meetings
	This includes conferences, seminars, workshops, training courses and meetings, overseas exchanges.
	When deciding upon a venue, teachers should take into account location, accommodation standard and tariff rates. They should give due consideration to the nature of the event, total cost, expectations of participants and their home location.
	When deciding upon catering, teachers should take into account the nature of the event and the quality of food required. Lunch should only be provided for staff meetings where it is not possible to arrange the meeting for a period which avoids the lun...
	Alcohol Purchases
	The school should purchase alcohol for entertainment purposes only.
	Purchases are usually for the consumption by staff and guests at school hosted events. The amount expended needs to be demonstrably reasonable and appropriate for the event and should be sufficient for moderate consumption only
	Credit Card Usage
	Scope
	The School Board requires the Principal, as the chief executive and the School Board’s most senior employee, to implement and manage this Policy. The Principal may, from time to time, further delegate some of their responsibilities, and all such deleg...
	Process for Issue of Credit Cards
	● Credit cards should only be issued to staff members after being authorised by the School Board
	● A register of cardholders should be maintained.
	● The limits set for credit card use should not exceed the overall financial delegations of the cardholder, as set out in the Schedule of Delegations. Any variations require School Board approval.
	● Prior to the card being issued, the recipient must be given a copy of this policy and be required to sign it off to signify that they have read and understood it.
	Procedures to be Followed when Using the Card
	1. The credit card is not to be used for any personal expenditure
	2. The credit card will only be used for:
	a. Payment of actual and reasonable travel, accommodation and meal expenses incurred on School business; or
	b. Purchase of goods where prior authorisation from the School Board is given.
	3. All expenditure charged to the credit card should be supported by:
	a. A credit card slip
	b. A detailed invoice or receipt to confirm that the expenses are properly incurred on School business
	c. For expenditure incurred in New Zealand of value greater than $50 (including GST) there should also be a GST invoice to support the GST input credit.
	4. The credit card statement should be certified by the cardholder as evidence of the validity of expenditure.
	5. All purchases should be accounted for within 5 working days of receiving a credit card statement or, if overseas within 5 working days of return to New Zealand.
	6. Cash advances are not permitted.
	Cardholder Responsibilities
	The cardholder should never allow another person to use the card
	The cardholder must only purchase within the credit limit applicable to the card
	The cardholder must notify the credit card company and the school immediately if the card is lost or stolen
	The cardholder must return the credit card to the School upon ceasing employment there or at any time upon request by the School Board.
	Review




