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Next review November 2021 
 
 

Assessment 

 
 
RATIONALE 
 
The purpose of assessment is to improve students’ learning and the quality of the learning 
programmes. 
 
PURPOSES 

1. To meet those aspects of the Charter and the National Education Guidelines relating to 
student assessment 

2. To use the information for the diagnosis of learning weaknesses and strengths and guide 
future learning and teaching. 

3. To provide students with information about their progress towards learning goals (both 
formative and summative). 

4. To report progress to students and caregivers. 
5. To provide information for the evaluation and review of programmes. 
 

GUIDELINES 
 

1. The school should ensure that all legal and other requirements relevant to this policy are 
met. 

2. The school should ensure that the budget makes provision for the implementation of this 
policy. 

3. Assessment must integrate with curriculum requirements. 
4. Assessment should be regular, manageable and an integral part of the learning process. 
5. Assessment should be valid, consistent, fair and to the national standard. 
6. Assessment information should be shared with the student at the time of the event or as 

soon as possible afterwards (within a time-frame of two weeks). 
7. Assessment can take many forms, and be gathered from several contexts using a variety of 

methods according to the needs of the student and the nature of what is being assessed. 
8. The results of assessment should be capable of being communicated clearly. 
9. Central records of assessment information will be stored on Classroom Manager and will be 

updated on a regular basis. 
10. Late work, missed assessments, extensions and further assessment opportunities are set 

down in the Staff Procedures for National Qualifications Handbook which is updated 
annually. 

 
  
 

 
 

Section 1:  Curriculum Management  
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Curriculum  
 
RATIONALE 
 
Curriculum must meet the legal requirements as set down by the Ministry of Education.  Curriculum 
should be relevant, challenging and appropriate so that learners are encouraged to reach their full 
potential.  Curriculum should offer a broad education for all and provide knowledge, skills, attitudes 
and values, as well as meet the diverse needs of all students. 
 
PURPOSES 
  

1. To meet the requirements of the New Zealand Curriculum and other documents as set down 
by the Ministry of Education. 

2. To challenge all students to achieve to the maximum of their ability. 
3. To offer courses that recognise the range of abilities and learning styles of all students. 
4. To ensure that all students are given opportunities to develop and extend their literacy and 

numeracy skills. 
5. To encourage enjoyment of learning by providing a supportive, caring and equitable 

environment which recognises cultural diversity. 
6. To provide career education and guidance for all students. 

 
GUIDELINES 
 

1. The school curriculum will provide students with opportunities to undertake continuing study 
in the eight learning areas (English, the Arts, Health and Physical Education, Learning 
Languages, Mathematics and Statistics, Science, Social Sciences, Technology), and to 
develop the values and key competencies as stated in the New Zealand Curriculum (2007). 

2. The school curriculum will be sufficiently flexible to respond to each student’s educational 
needs, experiences, interests and values and recognise cultural diversity, including special 
needs, the gifted and talented and education outside the classroom. 

3. At all levels of schooling, programmes will build on students’ previous learning experiences, 
and will prepare them for future learning and pathways. 

4. The school curriculum will recognise and value the unique position of Māori in New Zealand 
Society. 

5. The school curriculum will encourage students to understand and respect the different cultures 
that make up New Zealand society. 

6. The school curriculum will provide learning which students can see to be relevant, meaningful 
and useful to them. 

7. The HOD/Curriculum Committee oversee qualifications, curriculum and assessment. 
8. The Board of Trustees will provide sufficient funds to ensure curriculum requirements are met. 
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Māori Education 
 
 
RATIONALE 
 
The College Curriculum acknowledges the Principles of protection, partnership and participation of 
Te Tiriti o Waitangi/The Treaty of Waitangi and the bi-cultural foundations of Aotearoa/New Zealand 
 
PURPOSES 
 
1 To provide students with quality, relevant Māori curriculum. 
2 To provide students with opportunities for high achievement outcomes. 
3 To value Māori culture and language. 
4 To encourage the Māori community to actively participate in school life. 
 
GUIDELINES 
 

1. The kawa of the school reflects the local iwi Rangitāne. 
2. Board, staff and the school community support students to achieve success. 
3. Support and monitoring is in place to lift the levels of Māori achievement across the whole 

school 
4. Māori are represented and involved with school governance 
5. Strategic goals for the direction of Māori education are included in the planning and reporting 

documentation of the College. 
6. Communication and collaboration between the College and the Māori community is 

maintained and enhanced whenever possible. 
7. The schools’ expectations and practice reflect the values manaakitanga, kāwanatanga, 

whanaungatanga and manawanuitanga. 
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 Sexuality Education 

 

RATIONALE 

Queen Elizabeth College recognises that effective sexuality education provides not only accurate 
information, but also decision making and communication skills. It places importance on building self-
esteem and is holistic in its approach (Hauora). 

 

PURPOSE 

To prepare students to make informed, wise and healthy decisions about relationships and their 
sexuality. 

 

1 Caregivers can exercise their right to withdraw a student from any part of the sexuality 
programme by putting their request in writing to the Principal. 

 

2 Concerns may be discussed with the HOD Health. 

 

3 The HOD Health will ensure consultation with the wider school community about Health 
programmes takes place every two years. 

 

4 Sexuality teachers will have relevant training and preparation, which draws on 
specialised expertise, e.g. knowledge of community health agencies. Other teachers 
and Deans who do not have the relevant training and preparation, particularly in the 
more sensitive areas, should consult the Principal, the HOD Health and/or the 
Counsellor before offering such programmes. 

 

5 Programmes may include: 

▪ biological information including pubertal changes, conception and birth 

▪ decision making skills/making safe choices 

▪ contraception 

▪ sexually transmitted diseases, including HIV/Aids 

▪ relationships and sexuality 

▪ alcohol, drugs and sexuality 

▪ communication skills 

▪ self-esteem 

▪ community helping agencies 

▪ implications of unintended teenage pregnancy 

▪ awareness of differences in sexual orientation 

 

 Particular regard will be given to Māori and other cultural contexts. 

 

 

CONCLUSION 

Informed sexual decision making is based on factual, accurate and up to date information. 
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Section 2: Human Resources Management  

Next review May/June 2019 
 
 

Appointments 

 
RATIONALE 
 
The quality of staff determines the quality of the School in all respects.  The appointment of all staff 
is one of the most important aspects of the Board of Trustees’ governance role. In addition, the 
appointment of quality staff should ensure that the School operates for the best interest of all 
involved in the School. 
 
PURPOSES 
 
1. To provide consistency and impartiality in the making of appointments. 
 
2. To ensure that all the requirements of the Board and its policies and guidelines together with 

all Legislation are met. 
 
3. To ensure that teacher-student ratios are within the limits and/ or requirements specified by 

regulation or Legislation. 
 
4. To ensure that the New Zealand and local curriculum objectives are consistently met. 
 
GUIDELINES 
 
1. The Board should follow all legal and other requirements and it should apply due diligence in 

appointment and give preference of appointment to the person best suited to the position. 
 
2. The Board shall delegate to the Principal or Nominee the responsibility of appointments of 

ancillary staff and teachers below Head of Department level 
 
3. For positions of Head of Department or above the Board or its appointment Committee shall 

be involved in short-listing, interviewing and appointment 
 
4. In respect of all appointments the principal or Nominee will advertise and consider all 

applications as well as completing all or any investigations necessary e.g. Qualifications, 
references and any other matters deemed appropriate in the circumstances, prior to any 
appointment being made (ensuring compliance with the vulnerable children act). 

 
5. All appointments shall be confirmed with name, position and tenure in the Board of Trustees 

Minutes, irrespective of the category of the vacancy which has been filled. 
 
6. The Board shall ensure strict confidentiality of all information tendered or gathered relating to 

any application and except for that information pertaining to the successful applicant, such 
information shall be destroyed once the position has been filled. 
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Equal Employment Opportunities 

 
RATIONALE 
 
In accordance with the requirements under the State Sector Amendment Act 1989, The Human 
Rights Act 1993 and the NAG 3, this school supports the development and implementation of an 
equal employment opportunities programme. 
 
 
PURPOSE 
 
The purpose of this policy statement is to ensure that all employees and applicants for employment 
are treated according to their skills, qualifications, abilities and aptitudes without regard for irrelevant 
details. 
 
GENERAL GUIDELINES: 
 
1 This school will develop and implement the EEO programme in consultation with employees, 

especially employees from the target groups of: 
 

• Māori 

• ethnic or minority groups 

• women 

• persons with disabilities 
 

 
2. An EEO sub-committee will be appointed consisting of at least one Board Member and one 

Staff Member.  They will be responsible for co-ordinating the development and 
implementation of the EEO programme. 

  
3 A database will be established to identify members of the EEO target groups and an 

employment profile of the school.  
 
4 All personnel policies and practices will be developed and reviewed to ensure they adhere to 

EEO principles.  Areas to be considered are: 

• recruitment and selection 

• promotion and career development 

• conditions of service 

• staff professional development 

• sexual harassment 

• appraisal 

• performance management 
 
   
SPECIFIC GUIDELINES: 
 
By implementing these guidelines and working in consultation with our employees we will make 
equal educational opportunities a reality in our school. 
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Grievance  

 
RATIONALE 
 
To ensure equity and justice for students, staff, parents and all who have an association with the 
College, a clear grievance procedure is in place 
 
The College has fully embraced the Restorative approach to complaint management. 
 
PURPOSE 
 
1. To ensure all students, staff, parents and those who have an association with the College 

know that they have the right to make a complaint. 
 
2. To ensure that all students, staff, parents and those who have an association with the College 

know what the procedures are. 
 
3. Where possible a restorative process will be used in dealing with complaints which may 

include a full and formal restorative meeting. 
 
PROCEDURE 
 
1. Complaints from the Public 
 

Most complaints from members of the public come through the Deputy Principal or Principal 
who, as appropriate, will deal with the complaint themselves or refer the complaint to the 
appropriate person.   In general, they will not give members of the public access to students 
without reference to parents.   They will follow up the complaint with staff or students 
concerned. 

 
2. Complaints from Staff regarding other Staff 
 

(a) Step One - The complainant should discuss the issue with the staff member 
concerned. 

 
(b) Step Two- If Step One does not resolve the issue it should be referred to a member 

of the Senior Management Team who will mediate by arranging for the disputants to 
meet together with him/her and to resolve the issue themselves. 

 
(c) Step Three - If the disputants cannot reach an agreement the  

Principal or Deputy Principal will negotiate a resolution to the problem with the 
disputants involved. 

 
(d) Step Four - If the matter cannot be resolved or disciplinary procedures could be 

involved, the issue is referred to the Board. 
 
3. Complaints from Parents about Staff 
 

(a) Step One - The complainant should discuss the issue with the staff member 
concerned. 
 

(b) Step Two - If Step One is not possible or the issue is not resolved, the complainant 
should be referred to the Principal who will mediate by arranging for the disputants to 
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meet together with him/her and to resolve the issue themselves. 
 

(e) Step Four - If the matter cannot be resolved or disciplinary procedures could be 
involved, the issue is referred to the Board. 

 
 
4 Complaints from Students regarding Staff 
 

(a) Step One - If appropriate the student will be advised to see the staff 
member concerned to resolve the issue if possible. 

 
(b) Step Two - If Step One is not possible or the issue is not resolved, the 

person to whom the complaint was made will either act as mediator 
themselves or refer the student to another appropriate mediator, e.g. Poutama 
Teacher, H.O.D., Dean, Guidance Counsellor etc). 

 
(b) If the issue is not resolved by the strategy in STEP TWO, follow STEPS 3, 4 and 5 as 

outlined in Section Two. 
 

(c) If there is a possibility that the complaint will require disciplinary action the complaint 
should be given to the Poutama teacher or Dean, or for those of a more serious nature 
referred to the Deputy Principal or Principal and may then be referred to the Board. 

 
4. Complaints from Students regarding other Students 
 

(a) Step One - If appropriate, the student will be advised to sort out the problem with the 
other student. 

 
(b) Step Two - If Step One is not possible or fails to resolve the issue, the student can 

engage a peer mediator or a staff member to mediate. 
 

(c) If the issue is not resolved by the strategy in STEP TWO, follow 
 STEPS 3, 4 and 5 as outlined in Section Two. 

 
5. Complaints from Staff regarding Students 
 

(a) Step One - Staff should generally take steps to resolve the conflict/dispute with the 
student concerned. 

 
(b) Step Two - If Step One is inappropriate or fails to resolve the issue, refer the student 

to the Poutama teacher, Dean, Guidance staff, another appropriate staff member or 
the student's caregiver. 

 
(c) Step Three - If further action is required of a disciplinary nature, refer the student to 

the Deputy Principal or Principal. If suspensions are involved, the Deputy Principal and 
Principal must inform caregivers and provide a written report to the Board.  

 
6. Complaints from Staff regarding the Principal 
 

(a) Step One - The complainant should discuss the issue with the Principal. 
 

(b) Step Two - If Step One is not possible or the issue is not resolved, the  
complainant should refer the matter to the Chairman of the Board of Trustees. 
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7. Serious Complaints 
 

A serious complaint is any action by any person which could involve legal proceedings or 
professional misconduct, e.g. abuse, theft, sexual harassment, assault. 

 
(a) In all such matters the Principal must be informed. The Principal will also inform the 

Board Chairperson. 
 

(b) The Principal will follow Board policy, the Education Act Regulations and the 
Disciplinary proceedings set out in the current, relevant Employment Agreements. 

 
8. Complaints Directed to Board Members 
 

From time to time, complaints from parents, teachers or students will be made in the first 
instance to Board members. 

 
Where the complaint concerns a member of the staff or a student, the complainant should be 
advised to follow the procedures outline in Sections 2, 3, 4 or 5 of this Policy. 

 
Where these procedures have not resolved the issue, or where the complaint is a serious one 
with the potential for legal procedures or allegations of professional misconduct, the matter 
should be referred immediately to the Principal and the Chair of the Board of Trustees. Where 
possible this referral should take place well prior to a Board meeting to allow appropriate 
enquiries and action to be taken. 
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 Leave 

 
RATIONALE 
 
The Board will balance staff members’ applications for leave with the needs of the College. 
 
GUIDELINES 
 
1. The Board will approve any Leave applications which conform to Leave entitlements under 

current collective agreements or contracts. 
 
2. The Board will consider applications for Leave from all staff and will make decisions on a 

case-by-case basis after considering: 
 

(a) the timing of the leave applied for and its effect on the school programmes 
(b)       whether an appropriate reliever can be found 
(c)       whether or not there will be any additional cost to the school 

 
3. All leave applications outside operative contract provisions, with or without pay, may be 

granted using the following guidelines: 
 

- length of service to the College 
- number of previous successful applications 
- level of involvement in school activities 
- strength of the reason for leave being applied for 

 
4. Staff will apply to the Board Secretary in writing for Leave to be considered at the next 

monthly Board Meeting. The staff member will be notified of the outcome as soon as 
possible after the monthly meeting. 
 

5. In urgent circumstances the Principal and/or the Board Chairperson may be delegated the 
responsibility of deciding whether Leave can be taken. 

 
6. Day to day absences of staff is delegated to a senior staff member. Leave is to be granted 

according to the appropriate Collective Agreement or Contract. 
 

7.        Staff on study leave are required to notify the Board of Trustees in writing of their intentions 
to return to the college the following year by 30th September. Failure to do this means that 
the Board will assume they will not be returning at the commencement of the first term of the 
following year. 
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Performance Management 
 
RATIONALE 
 
Performance management of staff is a statutory obligation and the responsibility of the Board of 
Trustees (New Zealand Gazette, December 1996).   
 
PURPOSES 
 
Performance Management encompasses staff recruitment, retention, selection, appointment, 
employment agreements, registration, professional development and discipline. 
 
The ‘Self-Review Handbook’, ‘The Policy Manual’ and the ‘Staff Operations Manual’ will include 
policies and procedures relating to the above. 
 
GUIDELINES 
 

1. Queen Elizabeth College will have procedures relating to staff recruitment, retention, 
selection, appointment, employment agreements, registration, professional development and 
discipline. 

2. Every staff member will have a job description which forms the basis for their performance 
appraisal. 

3. Performance will be measured using the Professional Standards (2017) and Registered 
Teacher Criteria for teaching staff and job descriptions for support staff. 

4. Individual staff will negotiate their goals each year based on both school and personal 
priorities. 

5. The appraisal process will be detailed in the “Self-Review Handbook” and updated annually 
by the principal. 

6. The appraisal process should establish strengths and identify areas for development. 
7. The Board of Trustees will ensure that the budget makes appropriate provision for the 

implementation of this policy. 
8. Staff are required to keep the appraisal documentation for three years so it is available to 

meet re-registration requirements. 
9. Attestation will be based on the completion of the appraisal process provided that the staff 

member meets the professional standards. 
 

CONFIDENTIALITY 
 
Any documentation relating to individual staff will remain confidential to the staff member, the 
Principal and Board Chair, unless otherwise agreed. 
 

DISPUTE RESOLUTION 
 
Any dispute related to performance management will be referred to an independent arbitrator 
mutually agreed upon by the parties involved. In the final analysis the Board as employer will 
have the responsibility for the final decision. 
 
 
This policy replaces the previous policies Staff Appraisal and Attestation. 
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Principal’s Appraisal and Performance Agreement 
 
RATIONALE 
 
As part of its obligations as an employer the Board of Trustees is required to conduct in each twelve 
month period an appraisal of the performance of its Principal and put in place an annual 
performance agreement 
 
PURPOSE 
 
As a good employer under the provisions of the State Sector Act 1988 s77(a) the Board seeks to 
raise the performance standards of its Principal.  This is done through ongoing appraisal against the 
performance agreement and provides opportunities for developing performance. 
 
GUIDELINES 
 

1. The responsibility of managing the Principal’s appraisal and performance agreement is 
delegated to the Board chairperson. 

 
2. The Board chair may if deemed necessary engage, in consultation with the Principal, 

persons with the appropriate skills to contribute to the process. 
 

3. The Board chair and the Principal will through consultation determine a process for 
conducting the appraisal. This may involve such tools as questionnaires, interviews or an 
external review.  Every Third year the appraisal will be undertaken by an external provider 

 
4. The focus of the appraisal will be the Principal’s annual performance agreement assessed 

against indicators and any further goals decided upon through consultation with both parties. 
 

5. The appraisal process will be recorded in the performance agreement and implemented 
annually. 

 
6. The Board shall ensure that the budget makes appropriate financial provision for this policy. 

 
 
CONFIDENTIALITY 
 
Any documentation relating to the Principal’s appraisal will remain confidential to the Principal and 
the Board Chair, unless the Principal otherwise agrees. 
 
DISPUTE RESOLUTION 
 
Any dispute related to the appraisal process will be referred to an independent arbitrator mutually 
agreed upon by the Principal and Board chair. 
 
In the final analysis the Board as employer will have responsibility for the final decision. 
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Professional and Trustee Training  

 
RATIONALE 
 
It is the Board of Trustees policy to encourage Professional Development for its staff as well as for 
the Trustees. 
 
PROCEDURE FOR REIMBURSEMENT 
 
1. Reimbursement of costs and the amount of such reimbursement for Professional 

Development shall be considered on a case by case basis once approved by the Principal or 
the Board having regard to: 

 
 (a) The annually approved professional development Plan 
 (b)  The appropriateness of the Professional Development having regard to the degree of 

contribution this would have for the School generally 
 
 (c) The amount of Professional Development the applicant has received to date 

 
2. Where staff or members apply for funding assistance, the degree of funding support will 

depend on the availability of funding and be wholly at the discretion of the Board. 
 
3. The Board reserves the right to withhold funding approval for any proposed course with 

respect to professional development. 
 
4. Except in exceptional circumstances, the Board will not consider applications for 

reimbursement of tuition fees for courses that were completed in a previous year or in the 
service of another employer. 

 
5. It is a condition that where funding has been made available that the individual provides the 

Board with a brief report on completion of the course of Professional Development. 
 

6. As a general guideline for personal study such as a degree 50% will be contributed 
successfully. Keeping points 1-5 in mind.  
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Police Vetting Policy  
 
RATIONALE 
 
Queen Elizabeth College recognises the importance of implementing the Police Vetting policy as 
provided for in the Education Standards Act (“The Act”) 2001. 
 
All offers of employment will be conditional on: 
 

a) Current Teacher Registration 
b) Police Vet that does not flag any criminal behaviour related to 

drugs, sexual misconduct, violence and dishonesty 
PURPOSE 
 
To protect all members of the School’s Community, including Students, Staff and 
others from risk. 
 
GUIDELINES 
 

1) The principal is responsible for ensuring a police Vet is undertaken at the time 
of a position being offered. 

2) If the Police Vet returns with a concern the Principal will clarify what the issue 

is; 

a) For Support Staff the issue is included in the response to the vet 

application 

b) For Teachers the response is written to the principal from the Council. 

3) The principal in consultation with the Board Chair will review the offer of 

employment on the basis of the information supplied 

4) If the information received is serious and is not advised by the applicant the 

offer of employment will be reviewed by the Board In-committee. 

a) Having regard to: 

• The degree of risk relevant to the position 

• The passage of time between the conviction and the date of validation 

• The nature of the offence which led to the conviction 

• Any other matters which may arise on a case by case basis. 
 
        b)   If a criminal record does raise issues about the suitability of the person 
in their role at the School, then the Board may consult with a NZSTA 
personnel/industrial relations advisor on the correct procedure to follow in each 
case. 
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Protected Disclosure(s) 
 
RATIONALE 
 
Queen Elizabeth College recognises the importance of having a Protected Disclosures policy 
pursuant to the Protected Disclosures Act 2000 and its Amendments (“The Act”). 
 

Introduction 

1. The Board accepts that it has a responsibility to have in operation internal procedures 
for receiving and dealing with information about serious wrongdoing in or by the 
School.  The Board also accepts that it must regularly educate and train its employees 
on the internal disclosure system. 

2. The Board agrees that this Policy must be published widely in the School, will be 
provided to all new employees and will be republished at regular intervals (at least 
annually). 

3. The purpose of this policy is to provide information and guidance to employees of the 
School who wish to report serious wrongdoing within the school.  The policy is issued 
in compliance with the Protected Disclosures Act 2000 and the Education Act 1989. 

What is a Protected Disclosure? 

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

Definition of Serious Wrongdoing 

5. Serious wrongdoing includes any serious wrongdoing of any of the following type: 

• an unlawful, corrupt, or irregular use of funds or resources; or 

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

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

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

• an act, omission or course of conduct by a public official that is oppressive, 
improperly discriminatory, or grossly negligent, or that constitutes gross 
mismanagement. 
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Conditions for Disclosure 

6. Before making a disclosure, the employee should be sure the following conditions are 
met: 

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

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

• the employee wishes the wrongdoing to be investigated; and 

• the employee wishes the disclosure to be protected. 

Who can make a Disclosure? 

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

• current employees and Principal; 

• former employees and principals; and 

• contractors supplying services to the school. 
 

Protection of employees making disclosures 

8. An employee who makes a disclosure and who has acted in accordance with the 
procedure outlined in this policy: 

• may bring a personal grievance in respect of retaliatory action from their 
employers; 

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

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

• will, subject to paragraph 15 in the Procedure, have their disclosure treated with 
the utmost confidentiality. 

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

Procedure 

10. Any employee of the School who wishes to make a protected disclosure should do so 
using the following procedure: 

11. How to submit a disclosure 
The employee should submit the disclosure in writing. 

12. Information to be contained 
The disclosure should contain detailed information including the following: 

• the nature of the serious wrongdoing; 

• the name or names of the people involved; and 

• surrounding facts including details relating to the time and/or place of the 
wrongdoing if known or relevant. 
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13. Where to send disclosures 
A disclosure must be sent in writing to the Principal who has been nominated by the 
Board under the provision of Section 11 of the Protected Disclosures Act 2000 for this 
purpose. 
OR 
If you believe that the Principal is involved in the wrongdoing or has an association 
with the person committing the wrongdoing that would make it inappropriate to 
disclose to them, then you can make the disclosure to the Board Chairperson. 

 

14. Decision to investigate 
On receipt of a disclosure, the Principal or Board Chairperson must within 20 working 
days examine seriously the allegations of wrongdoing made and decide whether a full 
investigation is warranted.  If warranted a full investigation will be undertaken by the 
Principal or Board Chairperson or arranged by him/her as quickly as practically 
possible, through an appropriate authority. 

 

15. Protection of disclosing employee’s name 
All disclosures will be treated with the utmost confidence.  When undertaking an 
investigation, and when writing the report, the Principal or Board Chairperson will 
make every endeavour possible not to reveal information that can identify the 
disclosing person, unless the person consents in writing or if the person receiving the 
protected disclosure reasonably believes that disclosure of identifying information is 
essential: 

• to ensure an effective investigation; or 

• to prevent serious risk to public health or public safety or the environment. 

16. Report of investigation 
At the conclusion of the investigation the Principal will prepare a report of the 
investigation with recommendations for action if appropriate, which will be sent to the 
Board Chairperson. 

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

• The Board Chairperson is or may be involved in the wrongdoing;  

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

• There has been no action or recommended action within 20 working days of the 
date of the disclosure. 
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Appropriate Authorities include (but are not limited to) 

• Commissioner of Police 

• Controller and Auditor General 

• Director of the Serious Fraud Office 

• Inspector General of Intelligence and Security 

• Ombudsman 

• Parliamentary Commissioner for the Environment 

• Police Complaints Authority 

• Solicitor General 

• State Service Commissioner 

• The head of any public sector organisation 
 

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

• has decided not to investigate; or 

• has decided to investigate but not made progress with the investigation within 
reasonable time; or 

• has investigated but has not taken or recommended any action;  
and the employee continues to believe on reasonable grounds that the information 
disclosed is true or is likely to be true. 
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Staff Discipline and Termination from Position 

 
RATIONALE 
 
In relation to this policy, the Board is cognizant of its governance obligations to ensure that Staff 
Discipline and Termination from Position shall follow the procedures in the Employment Relations 
Act 2000, the applicable employment agreement and any other relevant matter.   
PURPOSES 
 
1. To ensure that all staff are treated fairly and in good faith 
 
2. To ensure that students are at all times protected from any involvement in any form when 

the issue of Staff discipline and/or termination from position procedures are taking place. 
 
GUIDELINES 
 
1. The Board shall ensure that all legal and other requirements are followed in the 

implementation of this policy. 
 
2. NZSTA advice should be sought and followed in disciplinary matters, at the beginning of any 

disciplinary process. 
 
3. The Board shall ensure that the Performance Management cycle reduces the need to 

consider implementation of this policy. 
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Section 3  Financial Management     

Next review November 2021 
 
 

Donations and Sponsorship 

  
RATIONALE 
 
To administer donations and sponsorship schemes involving the College and members of the public 
or commercial organisations. 
 
GUIDELINES 
 
1. The College may accept donations from any source if the school is not involved in 

endorsing or promoting a product or service from the proposed donor. 
 
2. If a product or service endorsement is involved (e.g. name on uniform) prior approval must be 

sought from the Board of Trustees. 
 
3. Any sponsorship agreement involving reciprocal responsibilities for the sponsor and/or the 

College, must be approved by the Board of Trustees. 
 
UNIFORM 
 
1. The College colours must feature in any special activities uniform item. 
 
2. Any logo other than the standard College logo must be approved by the Board. 
 
3. If endorsement on uniform is approved the College name must be paramount and the 

sponsor's name must be of secondary importance. 
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Fees and Refunds 
 
RATIONALE 
 
A clear policy for the payment and refund of tuition fees will facilitate smooth financial operation of 
the school. Students need to be made aware of this policy prior to enrolment. 
 
PURPOSE 
 

To ensure that fees and refunds for all students are consistently and fairly applied. 
 

GUIDELINES 
 

1. Fees will be reviewed annually during the budget round by the Asset sub-committee and 
approved by the Board of Trustees. 
 

2. The fees structure will be displayed in the enrolment package as well as the Senior Course 
Handbook. The refunds policy and will be given to Families/Students at enrolment time. 

 
3. Refunds will be given according to the conditions as specified: 

 
For all Regular and Adult Students 

• Students who are unable to complete a full year’s study and who leave before 1st 
March of any year receive the full refund. 

• No student who enrols in or withdrawals from a course after 1st March of any year will 
receive any refund of fees. 

 
NB The provisions of the Consumer Guarantees Act and the Fair Trading Act override the terms of 
the refund condition in the agreement the school has with the student, and the provisions of the 
Education Act.  
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Financial Interest Register 

 

RATIONALE 
 
Pursuant to the Crown Entities Act 2004 each Board member must disclose all or any Financial 
Interest that they may have, which may impinge on the College’s financial affairs. 
 
PURPOSE 
 
In order for the Board to keep appraised of any financial interest any Board member may have a 
register of financial interest will be maintained. 
 
Any Board member who may have a financial interest touching and concerning the affairs of the 
school shall be required to disclose this interest which interest shall be recorded in this register. 
 
The onus shall be on each Board member to disclose any possible financial conflict when it arises. 
 
 
GENERAL 
 
Any financial conflict that may arise should be referred to the Ministry of Education by either the 
Principal or the Chairman of the Board. 
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Financial Management and Accountability 

 
RATIONALE 
 
 
It is necessary that the decisions relating to the budgeting of Queen Elizabeth College's finances 
reflect the intentions of the Strategic Plan, the daily school operations and the learning and teaching 
programmes of the school. To provide an equitable and consistent policy for the guidance of staff 
and trustees with financial responsibilities. 
 
PURPOSES 
 
To establish a process and guidelines through which the Board of Trustees can decide on priorities 
for spending. 
 
PROCEDURES 
 

1. To allocate funding from the Operations Grant and other sources. 
2. To implement the priorities established by Board, Principal and Staff. 
3. To control spending to achieve maximum benefit within strict budgetary limits. 
4. To develop models of allocation between departments that reflect need, numbers, class time 

and intensity of use. 
5. To ensure adequate and appropriate accounting systems are in place, and regular information 

is provided. 
6. To ensure that the procedure for handling cash is in place and regular communicated to the 

necessary staff. 
7. To monitor finances to ensure budgetary controls are effective and priorities are met in 

promoting the school’s strategic goals. 
  

GUIDELINES 
 
The Principal and the Senior Management Team has the following responsibilities: 
 

- to establish income for the ensuing year 
- to invite requests for budget allocation 
- to prepare a budget according to priorities established by the Board  
- meet regularly to review and monitor the budget, and act to correct variations 
- to make recommendations on major items of expenditure 

 
Limits on spending: 
 
Heads of Departments have authority to spend up to $500 on any single item within their 
budget; over this limit requires the prior approval of the Principal or Deputy Principal. 
 
The Principal may authorise spending up to $5000 on any single item and any expenditure 
that has been pre-approved by the board.  The Principal’s delegated authority applies to the 
Deputy Principal if the Principal is on an extended absence from the College. 

 
The Principal and Board Chairman in consultation may authorise spending up to $10,000 on  
any single item.  Beyond $10,000 requires prior approval of the full Board. 
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Credit Card  

Introduction 

1. The Board agrees that it has a responsibility to ensure that credit card expenditure incurred 
by the School must clearly be linked to the business of the School.  The Board has agreed on 
the fundamental principles of this Policy and has delegated responsibility for the 
implementation and monitoring of this Policy to the Principal. 

2. The Board requires the Principal, as the chief executive and the Board’s most senior 
employee, to implement and manage this Policy. The Principal may, from time to time, further 
delegate some of their responsibilities, and all such delegations must be attached as 
appendices to this policy. 

3. This Policy must be read in conjunction with other Board Policies, and the exercising of all 
authority and responsibilities conferred under this Policy must be in accordance with the 
Schedule of Delegations and may not exceed an individual’s established level of delegated 
authority. 

Process for Issue of Credit Cards 

4. Credit cards should only be issued to staff members after being authorised by the Board. 

5. A register of cardholders should be maintained. 

6. The limits set for credit card use should not exceed the overall financial delegation of the 
cardholder, as set out in the Schedule of Delegations.  Any variations require Board approval. 

7. 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 

8. The credit card is not to be used for any personal expenditure. 

9. The credit card will only be used for:  

• payment of actual and reasonable travel, accommodation and meal expenses incurred 
on School business; or 

• purchase of goods where prior authorisation from the Board is given. 

10. All expenditure charged to the credit card should be supported by: 

• A credit card slips 

• A detailed invoice or receipt to confirm that the expenses are properly incurred on School 
business 

• For expenditure incurred in New Zealand of value greater than $50 (including GST) there 
should also be a GST invoice to support the GST input credit 

11. The credit card statement should be certified by the cardholder as evidence of the validity of 
expenditure. 

12. Authorisation for the expenditure should be obtained on a one-up basis (for example the 
Principal should authorise any travel by the Deputy Principal and the Board should authorise 
any travel by the Principal).  Cardholders are not allowed to approve their own expenditure. 

13. All purchases should be accounted for within 5 working days of receiving a credit card 
statement. 
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Cash Advances 

14. Cash advances are not permitted except in an emergency. 

15. Where cash advances are taken, the cardholder must provide a full reconciliation, with receipts 
wherever possible, of how the cash was used.  Any unspent monies must be returned to the 
School. 

Discretionary Benefits 

16. Any benefits of the credit card such as a membership awards programme are only to be used 
for the benefit of the School.  They should not be redeemed for personal use. 

 

Cardholder Responsibilities 

17. The cardholder should never allow another person to use the card. 

18. The cardholder must protect the pin number of the card.  

19. The cardholder must only purchase within the credit limit applicable to the card. 

20. The cardholder must notify the credit card company and the school immediately if the card is 
lost or stolen. 

21. The credit card should not be used on the internet without prior Board approval. 

22. The cardholder must return the credit card to the School upon ceasing employment there or 
at any time upon request by the Board. 
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Sensitive Expenditure with Financial Management and Accountability 
 
RATIONALE 
 
Queen Elizabeth College is obliged to safeguard and use its resources in a responsible manner.  
Furthermore, Queen Elizabeth College staff must guard against actual or perceived conflicts of 
interest regarding the use of those resources.  Due to risk of perceived or actual personal benefit to 
the staff member arising from certain expenditure categories, such as travel, accommodation, gifts 
and hospitality, they are considered ‘sensitive’ expenditure.  Expenditure on entertainment, travel 
and gifts needs to be transparent, justified and accountable. 
 
PURPOSE 
 
To inform members of Queen Elizabeth College’s position and procedures relating to sensitive 
expenditure. 
 
PROCEDURES 
 
To ensure that adequate and appropriate processes are in place to cover ‘sensitive’ items of 
expenditure such as Travel, Gifts and Entertainment.  Expenditure must conform to the following 
guidelines: 
 

• The board agrees that it has a responsibility to ensure that all expenditure of board funds is 
clearly linked to strategic goals and the business of the school and does not at any time 
provide unreasonable and personal benefit from those funds to any individual or group 
individuals (staff or student). 

• The board acknowledges that at times there are expenses which may be considered to be 
beneficial only to individuals or small groups of individuals.  These may include expenses in 
relation to travel (especially international travel), or to koha, gifts and other payments to 
individuals. 

• The board has determined that any expenditure which may be considered to be beneficial to 
individuals or groups of individuals will be carefully scrutinised before approval and will be 
supported by appropriate fundraising specific to that expenditure. 

• Particular reference should also be made to the board’s travel policy in considering 
expenditure which may benefit individuals or groups of individuals. 

• The board has agreed on the fundamental principles of this Policy and has delegated 
responsibility for the implementation and monitoring of this Policy to the principal. 

Principles 

• The board requires the principal, where expenditure may be beneficial to an individual or group 
of individuals, to take account of the following prior to authorising this expenditure: 

▪ Does the expenditure benefit student outcomes?  
▪ Does the expenditure represent the best value for money?  
▪ Is it in the budget?  
▪ Could the board justify this expenditure to a taxpayer, parent or other 

interested party?  
▪ How would the public react if this expenditure was reported by the media?  
▪ Would there be perceived to be any personal gain from this expenditure?  
▪ Does this expenditure occur frequently? 
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• Any proposed expenditure which may benefit individuals or groups of individuals will be 
backed by funds which have been raised for the purpose.  The funds will be raised with a full 
understanding of their purpose known to those contributing the funds – such as parents or 
other funding sources (eg. Charities).  The funds raised will cover all costs (including travel 
and accommodation costs for teachers who may be involved). 

 

Accounting for expenditure 

• All expenditure which is incurred on behalf of individuals or groups of individuals will be fully 
accounted for and a separate income statement for management reporting purposes showing 
all funds raised and expenditure incurred will be provided to the board. 

Approval 

• When the board approved this Policy, it agreed that no variations of this Policy or amendments 
to it can be made except with the unanimous approval of the board. 

• As part of its approval the board requires the principal to circulate this policy to all staff, and 
for a copy to be included in the School Policy Manual, copies of which shall be available to all 
staff. The School policy manual shall also be made available to students and parents at their 
request. The board requires that the principal arrange for all new staff to be made familiar with 
this Policy and other policies approved by the board. 

 
Purchase and or receipt of gifts will be subject to: 
 

• All gifts should be purchased through the School’s normal purchase procedures, using the 
numerical order forms and approval procedure.  Gifts should not be accepted if there is 
concern that their acceptance could be seen by others as an inducement or a reward that 
might place the staff member under obligation. 
 

• If gifts received are a value above $100.00 the recipients must advise the Board of the gift. 
 
 

• If the gift arises from an employee’s role as an employee of the Board, then the gift remains 
the property of the Board.  Receipt of the gift should be declared to the Principal. 

Board of Trustees expenditure on gifts to Staff should be limited to the following: 
(unless prior board approval is given). 
 
 
 

Staff employed for 10 years or less Zero contribution from BOT 

Staff employed for 10 years or more $100.00 contribution from BOT 

Staff employed in key roles At the discretion of the BOT or Principal 
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Travel  

Introduction 

1. The 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.  The Board has agreed on the 
fundamental principles of this Policy and has delegated responsibility for the implementation 
and monitoring of this Policy to the Principal. 

2. The Board requires the Principal, as the chief executive and the Board’s most senior 
employee, to implement and manage this Policy. The Principal may, from time to time, further 
delegate some of their responsibilities, and all such delegations must be attached as 
appendices to this policy. 

3. This Policy must be read in conjunction with other Board Policies, and the exercising of all 
authority and responsibilities conferred under this Policy must be in accordance with the 
Schedule of Delegations and may not exceed an individual’s established level of delegated 
authority. 

Principles 

4. The Board agrees to ensure that: 

• the travel expenditure is on the Board’s business, and the School obtains an acceptable benefit 
from the travel when considered against the cost;  

• expenses are reimbursed on an actual and reasonable basis; and  

• staff that are required to travel on business do not suffer any negative financial effect. 

Process for Making Travel Arrangements 

5. Under no circumstances may any staff member approve their own travel. 

6. 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. 

7. Travel bookings are not to be made using manual cheques or credit cards. 

Travel within New Zealand 

8. The justification for travel within New Zealand must be documented.  It is to be transparent 
and must relate to a school need.  Travel within New Zealand is to be authorised on a one-up 
basis (for example the Principal should authorise any travel by the Deputy Principal and the 
Board should authorise any travel by the Principal). 

9. All domestic air travel is to be economy class. 

International Travel 

10. Prior to international travel being undertaken, the traveller must be given a copy of this policy 
and be required to sign it off to signify that they have read and understood it. 

11. All international travel should be authorised by the Board before it is commenced.  A proposal 
must be put to the Board detailing the purpose of the trip, the expected benefit to the Board 
which will arise from the trip and an estimate of the costs of the trip.  The Board will approve 
the travel in writing. 

12. At the end of the trip overseas, the traveller must prepare a trip report, which details the costs 
incurred during the trip, activities which took place during the trip and the benefits to the Board 
and the School of the trip. 
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13. Except where the flight time exceeds 10 hours, all international air travel is to be economy 
class. 

14. Business class travel may be approved, where the Board considers appropriate, for travel 
more than 10 continuous hours in duration.  

15. 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. 

Accommodation 

16. Staff should opt for good but not superior accommodation, for example Qualmark 2 star 
accommodation and must be prepared to justify exceptions to this rule to the Board. 

17. 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. (Refer to Gift Policy) 

Vehicles 

18. When using rental cars, staff should opt for good but not superior model vehicles and should 
be prepared to justify any exceptions to this rule to the Board. 

19. Use of private vehicles is to be approved on a one-up basis and reimbursement will be at the 
rate specified by the Inland Revenue Department. 

20. If taxis are used, then staff should pay for the taxis out of their own pocket, obtain a receipt 
and seek reimbursement through petty cash or as part of an expense claim. 

Reimbursement of Expenses 

21. The reimbursement for business related travel expenses is 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”. 

22. 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. 

23. 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. 

24. All receipts must be retained and attached to the travel claim.  The claim is to be authorised 
on a one-up basis. 

25. 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. 

26. 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. 
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Discretionary Travel Benefits 

27. Travel benefits, including airpoints and loyalty scheme rewards/points (Flybuys, Global, etc), 
accrued from official travel are only to be used for subsequent travel on behalf of the School.  
They should not be redeemed for personal use. 

28. Staff must travel by the most direct route unless scheduling dictates otherwise. 

29. 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. 
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Entertainment 

Introduction 

1. The Board agrees that it has a responsibility to ensure that expenditure on entertainment 
incurred by the School must clearly be linked to the business of the School.  The Board has 
agreed on the fundamental principles of this Policy, and has delegated responsibility for the 
implementation and monitoring of this Policy to the Principal. 

2. The Board requires the Principal, as the chief executive and the Board’s most senior 
employee, to implement and manage this Policy. The Principal may, from time to time, further 
delegate some of their responsibilities, and all such delegations must be attached as 
appendices to this policy. 

3. This Policy must be read in conjunction with other Board Policies, and the exercising of all 
authority and responsibilities conferred under this Policy must be in accordance with the 
Schedule of Delegations and may not exceed an individual’s established level of delegated 
authority. 

Purposes of Entertainment 

4. Entertainment expenditure in general will be for the following purposes: 

• Building relationships and goodwill 

• Representation of the school in a social situation 

• Hospitality provided in the course of school business to external parties 

• Internal social functions 

5. The purpose of all purchases should be transparent and the amount expended able to be 
demonstrated as reasonable and appropriate. 

School Events and Staff Meetings 

6. This includes conferences, seminars, workshops, training courses and meetings.  

7. When deciding upon a venue, teachers should take into account location, accommodation 
standard and tariff rates.  They should give due consideration to the nature of the event, total 
cost, expectations of participants and their home location. 

8. When deciding upon catering, teachers should take into account the nature of the event and 
the quality of food required.  Lunch should only be provided for staff meetings where it is not 
possible to arrange the meeting for a period which avoids the lunch break. 

Alcohol Purchases 

9. The school should only purchase alcohol for entertainment purposes.   

10. Purchases are usually for the consumption by staff and guests at school hosted events.  The 
amount expended needs to be demonstrably reasonable and appropriate for the event and 
should be sufficient for moderate consumption only. 

 

 
 
 
 
 
 



34 

Fixed Asset Management 

Introduction 

1. The Board accepts that it has a responsibility to protect the assets of the School. The Board 
has agreed on the fundamental principles of this Policy and has delegated responsibility for 
the implementation and monitoring of this Policy to the Principal.  

2. In the formulation and approval of this Policy the Board has had due regard to the accepted 
standards of sound asset management and applied these to the School. The Board wishes to 
record that it sought the advice of a chartered accountant and consulted with the School’s 
auditor in their role as agent of the Controller and Auditor General before approving this Policy. 

3. The Board requires the Principal, as the chief executive and the Board’s most senior 
employee, to implement and manage this Policy. The Principal may, from time to time, further 
delegate some of their responsibilities, and all such delegations must be attached as 
appendices to this policy. 

4. This Policy must be read in conjunction with other Board Policies, and the exercising of all 
authority and responsibilities conferred under this Policy must be in accordance with the 
Schedule of Delegations and may not exceed an individual’s established level of delegated 
authority. 

Acquisition of Assets 

5. The Board agrees to review the asset management plan annually and agree a budget for 
annual asset acquisitions. 

6. The principal shall have delegated authority to purchase assets within the annual asset 
acquisition budget, following good procurement processes, provided that the value of any 
individual asset is no more than $10,000. 

7. The decision to purchase any asset with a cost of over $10,000 must be made by the Board, 
not the principal alone. 

8. The Board shall consider the most cost efficient acquisition method for each new asset 
acquisition decision i.e. whether to buy or lease, and whether to acquire by operating or 
finance lease. 

9. The Boards shall follow good procurement processes for the acquisition of assets over 
$10,000. This may include placing a notice on the Government Electronic Tendering System 
(GETS) for acquiring assets with a combined value over $100,000; obtaining several quotes 
to compare value for money; and managing any potential conflicts of interest appropriately. 

Information Technology Assets 

10. All information technology assets, such as computers and laptops and associated software, 
must be compatible with the standard operating platform used within the school.   

11. The Board aims to provide and maintain a suite of IT assets that provides the best possible 
learning tools for students, within budget constraints, including a replacement programme that 
matches the expected useful life of each asset. 
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Expected Useful Lives 

12. The Board agrees on the expected useful lives of the following types of assets: 

Buildings – School    18-40 years 

Building improvements – Crown   10–20 years 

 Furniture and equipment    10–15 years 

Information and communication technology  4 years 

Motor vehicles      5 years 

Textbooks      3 years 

 Leased assets      4 years 

 Library resources     8 years 

Maintenance of Assets 

13. The principal shall have delegated authority to maintain the school’s assets in good working 
order, within the approved budget. 

Asset Records 

14. A fixed asset register for all assets with a cost of $1,000 or more shall be recorded in the fixed 
asset register.  

15. Assets that cost less than $1,000 shall be recorded in a register of valuable assets.  

16. A review of assets against the fixed asset and valuable asset registers shall be undertaken at 
least once a year. 

Disposal of Assets 

17. The principal shall have delegated authority to dispose of any asset that has reached the end 
of its useful life (as recorded in the fixed asset or valuable asset registers), provided the original 
cost of that asset was less than $10,000. The principal shall report to the board about reasons 
for disposal, disposal process and any net disposal proceeds.   

18. The Board shall approve the disposal of any asset that had an original cost of over $10,000, 
including the reasons for disposal, disposal process and use of any disposal proceeds. 
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Cash Management 

Introduction 

19. The Board accepts that it has a responsibility to protect the cash resources of the School. The 
Board has agreed on the fundamental principles of this Policy and has delegated responsibility 
for the implementation and monitoring of this Policy to the Principal.  

20. In the formulation and approval of this Policy the Board has had due regard to the accepted 
standards of sound financial management and applied these to the School. The Board wishes 
to record that it sought the advice of a chartered accountant and consulted with the School’s 
auditor in their role as agent of the Controller and Auditor General before approving this Policy. 

21. The Board requires the Principal, as the chief executive and the Board’s most senior 
employee, to implement and manage this Policy. The Principal may, from time to time, further 
delegate some of their responsibilities, and all such delegations must be attached as 
appendices to this policy. 

22. This Policy must be read in conjunction with other Board Policies, and the exercising of all 
authority and responsibilities conferred under this Policy must be in accordance with the 
Schedule of Delegations and may not exceed an individual’s established level of delegated 
authority. 

Cheque and Call Deposit Accounts 

23. The Board agrees that one cheque account shall be operated for Board general receipts and 
payments. The only other cheque account permitted shall be for the school’s trust funds 
account. 

24. The signatories to this cheque account shall be as follows: 

• the Board Chairperson – Doug Wallace 

• the Deputy Principal – Santi Budhia 

• the Principal – Chris Moller 

• the Executive Officer – Lesley Fail 

 

25. All cheques for operating expenses shall be signed by at least one of either the Principal or 
the Executive Officer 

26. Under no circumstances is a cheque signatory to sign a blank cheque. 

27. All cheques, except those for petty cash reimbursement, must be issued as ‘Not Transferable 
– Account Payee Only’. 

28. At no time shall the cheque account be operated in overdraft without permission from the bank 
and the Ministry if the overdraft exceeds the borrowing limits.  

29. One at-call interest bearing deposit account shall be operated to hold cash resources not 
currently required for operating purposes. This account is only to be operated by the Principal 
or Executive Officer, with any transactions reported by the Principal at the next Board meeting. 

30. Separate at-call deposit accounts shall also be operated for Fixed Asset Replacement and 
Cyclical Maintenance reserves as specified in the Board’s policies for these matters. 

Investments 

31. Investments of School funds may only be made in accordance with the terms of Section 73 of 
the Education Act 1989.  
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32. Notwithstanding the requirements of Section 73, no investments may be made in equity stocks 
or in synthetic money market products (e.g. Forward Rate Agreements and Interest Rate 
Swaps).  

33. Investments may only be made with the written authorisation of the Principal and the Board 
Chairperson. 

Fundraising 

34. The Board acknowledges that under Section 73 of the Education Act 1989 some professional 
fundraising contracts constitute an illegal fundraising contract. No such fundraising contract 
will be entered into by the School. If doubt exists about the legality of a proposed fundraising 
contract, the Principal will contact the regional Financial Adviser of the Ministry of Education 
for advice. 

Cash Receipts 

35. All cash and cheques received must be paid into the school office and properly receipted. This 
includes trading income, other local funds receipts and reimbursements for learning materials.  

36. No cash received can be used to pay accounts in cash. 

37. Only delegated staff may handle cash. 

38. All receipts must be banked as soon as possible and preferably within two working days of 
receipt. 

39. All cash and cheques kept on the premises must be kept secure in the safe and under the 
control of a delegated person. 

Accounts for Payment 

40. All accounts for payment, other than expense reimbursements and attendance fees, must be 
supported by a copy of the: 

• official school order form 

• the invoice, with certification by the orderer that each item has been received, prices and 
quantities are correct and the payee details are correct  

• the correctly completed cheque ready to be signed.  

41. No person can sign off two of the documents that comprise the voucher except the order and 
the invoice. The invoice must be certified by the person who authorises the expenditure. 

42. Expense reimbursements must be certified by the manager of the individual being reimbursed, 
provided the certifier has delegated authority to sign. An expense claim should be supported 
by GST receipts or invoices. Claims for the use of private motor vehicle usage must be certified 
by the Principal or delegate to indicate that approval was given. Scale rates as per the award 
will be the basis of reimbursement per kilometre. 

Accounting Records 

43. The Principal shall arrange for proper accounting records to be maintained. The records must 
satisfy all requirements specified in Acts of Parliament, financial reporting standards and other 
applicable standards. 

44. The financial system must be so organised by the Principal that the Principal and Chairperson 
can sign without hesitation the annual Statement of Financial Responsibility as required by 
Section 155 of the Crown Entities Act 2004. 
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Periodic and Annual Financial Statements 

45. For each calendar month the Executive Officer shall prepare financial reports showing: 

• Statement of Financial Performance, including comparison to budget 

• a summary Statement of Cashflow and  

• a summary Statement of Financial Position.  

46. For each month the Principal shall present a written summary report that describes: 

• key (financial) achievements from the previous month 

• expectations for the month ahead and 

• significant matters and/or risks that must be addressed by the School. 

47. This report shall be presented to the Finance Committee and tabled at the next meeting of the 
Board. 

48. Any recommendations made to the Board for the purchase of fixed assets, investments and 
other use of cash resources must refer to the impact on the School’s present cash resources 
and projected cashflows for the next 12 months. 

 

 
Procedures for handling cash receipts 
 
Scope 
These procedures provide guidance on how to handle cash receipts (cash) to protect the payor, the 
recipient and Queen Elizabeth College.  All staff, students, organisations and individuals who 
handle cash receipts at Queen Elizabeth College must follow the procedures described below.   
 
Purpose 
To establish and maintain a uniform cash receiving policy and procedures at Queen Elizabeth 
College. All parties involved with handling cash should be committed to establishing and maintain 
strong internal controls around the cash receipts process to prevent the mishandling of funds and 
safeguarding against loss.  
 
Definition   
Cash receipts include checks (personal checks, cashiers checks, money orders, and other similar 
items) and currency (bills and coins) received in payment of amounts owed to Queen Elizabeth 
College.  
  
Responsibility 
 The Administrator and Financial officer have primary responsibility for collecting and depositing all 
cash receipts at Queen Elizabeth College.  
 
Procedure 
Always provide the payor with a pre-numbered receipt for currency.  Maintain the duplicate receipts 
in the receipt book or in a numerical file.  Include originals of voided or damaged receipts in the file. 
If any duplicate receipts are missing, include a note in the file explaining what happened to them. 
 
Involve both the Administrator and Financial officer daily.  While one may take the cash and issue 
the receipt to the payor the second person could prepare the Deposit slip and deliver it to the Bank.   
 
At the end of the day the receipt book shall be totalled and reconciled with the physical cash. Both 
parties should witness the counting of the currency and initial that the amount shown on the Deposit 
Voucher is correct in the receipt book.  This is to protect everyone as well as Queen Elizabeth 
College. 
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Never make disbursements from cash received.  Deposit the cash and request a disbursement 
through normal payment processes. 

 
Banking must be done no later than weekly or as soon as total cash and checks on hand reach 
$200.00. 

 
Individual receipts of over $50.00 must be receipted by the procedures above, but all prepared for 
deposit separate from the weekly deposit (but taken down at the same time).  
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Property Management 
 
BACKGROUND 
 
The Education Act delegates to the Board of Trustees the responsibility for the management of the 
grounds, buildings and the fixtures and fittings within the school. 
 
The Property Agreement is contained in the Property Occupancy document.  
 
The Board is required to maintain the buildings to an acceptable standard and to comply with all 
relevant legislation (including amendments), regulations and local and regional by-laws.  
  
RATIONALE 
 
For the school to assist students' learning, the environment should as far as possible, be well-
maintained, clean, safe, attractive and functional.   Equipment and other resources should also be 
well maintained and up to date.   
 
PURPOSES 
 
1. To maintain and develop the grounds, buildings and all other facilities in a safe, tidy, clean, 

hygienic and workable condition. 
2. To ensure that facilities management reflects the school's health and safety policy and 

procedures. 
 
3. To ensure that in facilities management, consideration is given to equity and to the Treaty of 

Waitangi requirements. 
4. To ensure that as far as is practically possible, all individuals or groups have equal opportunity 

of access to all school facilities. 
5. To ensure that the College has an approved 10 year property plan and an approved 5 year 

property programme. 
 
GUIDELINES 
 
1. The school will ensure that all legal and other requirements relevant to this policy are met, 

including the Property Occupancy Agreement and the requirements of all National and Local 
Regulations and Acts relating to Health and Safety. 

2. The school will meet all local body requirements relating to the hire and/or use of school 
facilities by the community. 

3. The school will ensure that the budget makes provision for the implementation of this policy. 
 
4. The school will operate a long term plan for the maintenance and/or replacement of facilities 

and equipment. 
5. The school will maintain an up to date Asset Register. 
 
6. The 10-year property plan and 5 year property programme are reviewed and updated annually 
 
CONCLUSION: 
 
This policy should be read in conjunction with the Health and Safety policy. 
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School Fundraising  

 
BACKGROUND 
 
This policy formalises existing school practices regarding fundraising.  
 
RATIONALE 
 

1. This policy applies to all groups who use: 
 

(i) the school’s name 
(ii) the school resources 
(iii) school personnel 

 
 in the fundraising process. 
 

2. The Queen Elizabeth College Board of Trustees is in control of all funds raised  
 and applications for funding from Trusts and Grants, using the school name, school  
 resources or school personnel. Prior approval must first be gained from the Principal. 

 
3. The Ministry of Education and the Education Review Office require clear audit trails for any  
 funds held or raised by schools.   The Board is also accountable to parents for funds raised 
  in the name of the school. 

 
GUIDELINES 
 
1. All groups who use the school name, who use school resources or who use school   

Personnel in the fundraising process are required to gain prior Board approval for any   
fundraising occurring. Trust applications are to be co-ordinated and prioritised by  
Senior Management before being submitted to the Board for approval. 

 
2. All such groups must be able to demonstrate clear audit trails for the funds raised.    

 
This means that funds: 

 
(a) will be banked in the school’s bank account immediately. Interest from this 
  account is retained by the Board of Trustees for the good of all students. 
(b) will be receipted using only the school receipt book in the office. 
 

3. No funds from fundraising activities can be spent without the Board’s prior  
 authority. 

 
4. No contracts or commitments involving amounts over $1000 may be entered into without prior 

 authority from the Board. 
 

5. A report of fund raising activities must be submitted to the Board on not less 
 than an annual basis. 
 

6. The Finance Officer is to maintain separate records of each group’s financial transactions 
 and made available to the Board on its request. 

 
7. The school will administer the account, provide administrative services from time to time on a case 

by case basis underwrite the costs of school trips subject to the Board’s approval. 
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8. In-school fundraising opportunities are available to groups through prior application to the Principal.   

 These applications will be decided according to school policy which dictates that whole school  
activities in school time must benefit the maximum number of students possible.  Priority  
for school-wide raffle/workday organisation: 

 
(a) curriculum areas 
(b) co-curricular activities 
(c) other groups 

 
9.     Refunds 
 

(a) If a student withdraws prior to any event before the cut-off date set by the organising 
 committee, individual contributions will be refunded by bank transfer and not cash.    
This does not include funds raised through fundraising activities of the group as a whole  
or the school. 

 
(b) Withdrawal from any event after the cut-off date will result in no refund unless circumstances  

exist to the satisfaction of the event organiser. 
 
10. If the intended trip is cancelled, money raised towards this event shall be held for a future 

substitute trip or special projects within the school.   The students who have contributed to 
 the fundraising should have some input into the final decision of how this money should  
be spent and relayed to the Board. The money raised should be spent within the same  
financial year. 
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Theft and Fraud Prevention 

RATIONALE 

1. The Board accepts that it has a responsibility to protect the physical and financial resources 
of the School. The Board has agreed that through its chief executive, the Principal, the School 
has a responsibility to prevent and detect theft and fraudulent actions by persons who are 
employed or contracted by the School or who are service recipients of the School. The Board 
accepts that any investigation into any theft or fraudulent actions will be conducted in a manner 
that conforms to the principles of natural justice and is procedurally just and fair. 

2. The Board, therefore, requires the Principal to establish systems and procedures to guard 
against the actions of theft and fraud. The Principal is to report such actions to the Board 
Chairperson as prescribed in the procedures set out below. 

General 

3. As preventative measures against theft and fraud the Board requires the Principal to ensure 
that: 

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

b. The School’s financial systems are designed to prevent and detect the occurrence of 
fraud. All such systems must meet the requirements and standards as set out in the 
Crown Entities Act 2004 and of generally accepted accounting practice promulgated and 
supported by the Institute of Chartered Accountants of New Zealand. 

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

d. All staff members are aware of their responsibility to immediately inform the Principal 
should they suspect or become aware of any improper or fraudulent actions by staff, 
suppliers, contractors, students or other persons associated with the School. 

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

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

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

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

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

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

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

c. On the basis of advice received and after consultation with the Board Chairperson, the 
Principal shall decide whether 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: 
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i Investigate the matter further; 

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

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

iv Lay a complaint with the New Zealand Police;  

v If necessary, commission an independent expert investigation; 

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

vii Seek legal advice; or  

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

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

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

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

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

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

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

5. The Board recognises that supposed or actual instances of theft or fraud can affect the rights 
and reputation of the person or persons implicated. All matters related to the case shall remain 
strictly confidential with all written information kept secure. Should any delegated staff member 
or any other staff member improperly disclose information the Principal shall consider if that 
person or persons are in breach of confidence and if further action is required. Any action the 
Principal considers must be in terms of the applicable conditions contained in their contract of 
employment and any code of ethics or code of responsibility by which the staff member is 
bound. 

6. The Board affirms that any allegation of theft or fraud must be subject to due process, equity 
and fairness. Should a case be deemed to be answerable then the due process of the law 
shall apply to the person or persons implicated. 

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

Allegations Concerning the Principal or a Trustee 

8. Any allegation concerning the Principal should be made to the Board Chairperson. The 
Chairperson will then investigate in accordance with the requirements of paragraph 4 of this 
Policy. 

9. Any allegation concerning a member of the Board of Trustees should be made to the Principal. 
The Principal will then advise the manager of the local office of the Ministry of Education and 
commence an investigation in accordance with the requirements of paragraph 4 of this Policy. 
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Section 4  Strategic Management   

Next review November 2021 
 

Policy Making 
 
RATIONALE: 
 
Policy needs to be established because people in organisations need to know what is 
expected of them and how the organisation operates. Boards of Trustees need to 
establish policy to meet Planning & Reporting requirements and to promote the best 
possible learning conditions for students and teachers. 
 
PURPOSES: 
 
1. To establish a process through which the Board of Trustees can fulfil its 

governance role. 
2. To provide guidelines for Planning and Reporting goals to be put into practice. 
3. To encourage policy making as a shared process. 
4. To provide documentation against which practice can be evaluated. 
 
GUIDELINES: 
 
1. Draft policies may be initiated/written by any person in the school community. 
2. All draft policies should be reviewed by the Strategic Sub-Committee, who will 

ensure that they are directed to appropriate groups for consultation. 
3. Consultative groups will offer changes and amendments to policy as they see 

appropriate. 
4. The Strategic Sub-Committee will refer draft policies to the Board for ratification 

only when Sub-Committee members are satisfied that appropriate consultation 
has taken place and that they are in line with school priorities. 

5. Policies, in some instances, will be supported by procedures.  Any procedures 
that support policies need to be reviewed annually by the Senior Management 
Team. Procedural documentation is found within the appropriate 
manual/handbook. 

6. All policies will be subject to review every 3 years except the annual ones noted 
in 8. 

7. Policies to be reviewed annually: 
- Curriculum  
- Assessment 
- Fees and Refunds (October) 

8. In addition to policy and procedures the following need to be ratified by the 
Board annually; 
 

• Privacy Officer 

• Limits of Authority 

• Principal’s Nominee 
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Section 5  Risk Management 

Next Review November 2021 
 

Behaviour Management 
 
BACKGROUND:  
 
Positive Behaviour for Learning School-Wide is a framework for establishing a 
positive school culture in order to improve outcomes for students. PB4L(Including 
Restorative Practices) puts into place consistent systems and practices that are 
driven by data and informed by best practice research. In 2013 the College 
committed to implementing PB4L with the required 80% of staff approval.  
 
RATIONALE:  
 
Queen Elizabeth College is committed to using positive behaviour management 
strategies - teaching, reinforcing and recognising appropriate behaviour. We are 
committed to correcting behaviour errors using research based and data driven 
strategies that are targeted to differing levels of student need.  
 
PURPOSE: 
 
The purpose of Queen Elizabeth College’s school-wide discipline plan is to create a 
safe and supportive environment within our school community to build positive and 
respectful relationships that improve academic achievement and encourage 
independent and lifelong learning.  
 
GUIDELINES:  

1. All behaviour is a learned response that is reinforced by other people’s 

reactions.  

2. Behaviour errors should be responded to in the same way as academic 

errors. 

3. PB4L behaviour expectations apply to all members of our school community. 

4. PB4L is implemented by a Schoolwide Tier 1 team as well as a Tier 2 team. A 

tier 3 team will be established in due course.  

5. Behaviour data is collected using ODR forms and recorded onto SWIS. It is 

then analysed by the Tier 1 team who plan and implement monthly 

schoolwide behaviour interventions and report back on progress. 

6. Teachers are expected to teach and reinforce weekly lesson plans using 

verbal praise and Gold stars.  

7. The Behaviour Matrix defines appropriate behaviours in a range of settings. 

8. The Behaviour flow chart determines the response to minor and major 

behaviour errors. 

9. The preferred way of dealing with behaviour errors is restorative rather than 

punitive. 

10. Further information and guidance can be found in the PB4L Staff Handbook.  
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Child Protection Policy 
 
RATIONALE:  
 
The well-being and safety of children and young people is a paramount concern of 
this organisation. This includes the prevention of child abuse or maltreatment.  
 
PURPOSE: 
 
This policy outlines the board’s commitment to child protection and recognises the 
important role and responsibility of all our staff in the protection of children. It includes 
the board’s expectations when child abuse is reported or suspected by us. 
 
The board of trustees has an obligation to ensure the wellbeing of children in our 
care so they thrive, belong and achieve. We are committed to the prevention of child 
abuse and neglect and to the protection of all children. The safety and wellbeing of 
the child is our top priority. Advice will be sought through appropriate agencies in all 
cases of suspected or alleged abuse. 
 
In line with the requirements of the Vulnerable Children’s Act 2014  with respect to 
vulnerable children and child protection, any person in our school 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 reporting procedures . 
 
Although ultimate accountability sits with the board, the board delegates 
responsibility to the principal to ensure that all child safety procedures are 
implemented and available to all staff, contractors, volunteers and parents. All staff 
members (including contractors and volunteers) are expected to be familiar with this 
policy, its associated procedures and protocols and abide by them.   
 
Procedures 
Procedures are defined under four categories, these being Vetting, Staff-Student 
Relationships, Abuse, Harassment  
 

• Vetting 
 

The purpose of this section of the policy is to protect all members of the 
School’s Community, including Students, Staff and others from risk. 
All non-teaching staff members are required to be police vetted at the time of 
appointment and subsequently every three years.  All Teaching staff are required to 
have current Teacher Registration and to comply with the required professional 
standards, as well as two forms of identification with one required to be photo I.D. 
For full details please refer to Police Vetting Policy 
 
 

• Staff-Student Relationships  
 

1. This section of the policy applies equally to instructors contracted by the school.  
The co-ordinator of this contract must ensure that the instructor is familiar with 
this policy and guidelines. 

2. In all relationships with students, teachers must remain aware of the authority 
they have both from their professional position and from age.   They must 
accept that it is their responsibility to control the nature of the relationships. 
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3. Under no circumstances should teachers provide students with, or allow 
students to distribute or consume, alcohol, addictive substances or 
pornographic material. 

4. All staff should be aware of the possible consequences of spending a lot of time 
privately with individual students; they should not allow themselves to become 
over familiar by failing to maintain professional distance. 

5. Under no circumstances should staff use, or condone student usage of, sexist, 
racist or derogatory language. 

6. All staff should be aware that, although acceptable in some cultures, touching 
students in a sympathetic or congratulatory way can be misconstrued.   If 
appropriate, it should always be done openly in the presence of other people 
so that there is no confusion of motive for students. 

7. Procedures for breaches of this policy will be taken according to the Secondary 
Teachers' Collective Employment Agreements, and other Collective 
Employment Agreements for non-teaching staff. 

 
 

• Abuse 
 
The purpose of this section of the policy is to ensure that each student of Queen 
Elizabeth College can socially, physically emotionally and academically develop in a 
safe environment.  The School will not accept abuse, neither will it minimize or permit 
anyone to be desensitized to that abuse. 
 
1.)    (a)   Students or members of the school community who believe they are       

being subjected to abuse are encouraged to immediately bring it to the 
attention of senior management, staff, prefects, peer support leaders or 
peers. 
b)   The information shall be recorded in writing and shall be treated 
confidentially with urgency and sensitivity, without fear of repercussions. 

 
2.) The type and degree of abuse will determine how the matter will be handled. 
 
3.) (a)   If the degree of abuse is considered serious, then a notification shall be 

made to the Child Youth and Family Service or to the Police who will be 
required to conduct an Investigation. 
 
(b)   If the degree of abuse is considered to be less serious by the Principal or 
Nominee, then the Principal or Nominee shall refer the matter to the School’s 
Guidance Counsellor who shall deal with the matter directly or will involve 
other appropriate agency(s) for further assistance. 

 
4.) In the event that the abuse is perpetrated by a Student of Queen Elizabeth 

College and having regard to the degree of seriousness of the abuse, the 
perpetrator may be stood down for not less than five days or may be 
suspended until the matter is dealt with by the Board of  Trustees. 
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• Harassment 
 

1. The school should ensure that all legal and other requirements relevant to this 
policy are met. 

 
2. The school should recognise and support the policies on harassment, as laid 

down in the various staff awards and all relevant sections of the Human 
Rights Commission Act. 

 
3. The school should encourage in all aspects of its activities: 
 (a) an awareness of harassment in its many forms 
 (b) the promotion of self-esteem and the concept of respect for self and others 
 (c) Strategies designed to recognise and successfully deal with harassment 
 
4. There should be programmes to help students with specific needs in this 

area, e.g. Anger Management, Peer Mediation. 
 
5. There should be a support network, encompassing trust and confidentiality, of 

which students and staff are aware and to which all should have access. 
 
6. The school should develop parental awareness of the school's policy and 

encourage their active participation and support in dealing with harassment. 
 
7. There should be provision of appropriate programmes, the ongoing 

development of staff awareness, skills and knowledge in this area. 
 
8. There should be clear procedures for students or staff to follow if they wish to 

complain of harassment (See Grievance Procedures Policy in HR). 
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VAPING / SMOKEFREE SCHOOLS POLICY 

 
PURPOSE: 
This procedure covers how the school will: 
 
1.  Address smoking and vaping whilst complying with smokefree legislation  
2.  Create an environment which supports students to remain smokefree 
 
RATIONALE 
 
Smoking is the single most preventable cause of premature death and ill health in our 
society. Most people who smoke initiate smoking by the age of 18 years. Passive 
smoking also affects the health of non-smokers. Everyone has the right to breath 
clean air, and non-smokers are in the majority. Recent studies show that the side 
effects of vaping include increased heart rate and blood pressure, lung disease, 
chronic bronchitis and insulin resistance leading to type 2 diabetes. 
 
 
PROVIDING A SMOKEFREE ENVIROMENT 
 
The Smoke-free Environments Amendment Act (2003) is a government regulation 
requiring school buildings and grounds to be smokefree from 2004. The procedure 
outlines how the school will comply wit this legislation. 
 
 
GUIDELINES 
 

• The smokefree policy applies to all visitors to the school, for example relieving 
staff, parents and contractors. 
 

• In accordance with the requirements of the smokefree legislation, the school 
will display appropriate signage at the entrance to the school. The purpose is 
to ensure that all people who come on to the grounds are aware that the 
entire grounds are considered smokefree. Signs inside the school office and 
within the staff room will be displayed to remind visitors (such as contractors) 
that smoking is not permitted. Where appropriate, contractors and visitors will 
be advised of the policy. 
 

• Current employees will be regularly reminded, and all prospective employees 
will be given or shown a copy of this procedure. 
 

• While the purpose is not to create confrontation, and person seen smoking 
within the school grounds should be asked to cease. 
 

• Smoke free areas include the school road crossing patrol for staff on duty. 
Employees who smoke will be asked to ensure they cannot be seen smoking 
by students (even if off school grounds). Education outside of the classroom 
and other similar events held off-site are also considered to be smokefree. 
Parent helpers will be reminded prior to such trips that they must not smoke 
while looking after pupils. 
 

• Smoking or vaping in the school uniform by students is not permissible at any 
time. This includes parents or staff wearing school jackets or items of 
clothing.  
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COMPLAINTS  
 
All complaints involving smoking will be referred to the Principal, who may pass these 
to the Board of Trustees for investigation. Investigations shall take place within 20 
working days of the complaint or incident. The investigation shall follow the 
procedures as laid down in the Smokefree Environment Amendment Act (2003). 
 
 
 
SELF REVIEW AND CONSULTATION 
 
The Board of Trustees will undertake a review of the policy as part of the three-yearly 
review cycle. The school will seek input into this policy from the school community, 
particularly the Māori community. 
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Drug and Alcohol Awareness 
 
RATIONALE 
 
Queen Elizabeth College recognises its responsibility to provide an environment safe 
from exposure to alcohol and drugs.  Accordingly this school prohibits the possession 
by any student of any form of alcohol and unlawful possession of any form of 
prescription medicine or controlled drugs and associated drug paraphernalia.  This 
school encourages preventative alcohol and drug awareness programs and will 
support Police random search initiatives provided those do not unduly violate the 
rights of students. 
 
PURPOSE 
 
1. To ensure that Queen Elizabeth College provides an environment safe from 
 exposure to alcohol and drugs and associated paraphernalia. 
 
2. To ensure that detection of any prohibited substance is dealt with immediately 
 and effectively with due consideration given to any law enforcement 
 requirements and the rights of students. 
 
3. To encourage student compliance through random Police searches on the 
 school premises (with or without Police dogs). 
 
GUIDELINES 
 
At the time of enrolment at Queen Elizabeth College all students and their parents or 
caregivers will be made aware, and by signature acknowledge and accept, that this 
school prohibits the possession and/or use of alcohol and drugs in the school 
environment. 
 
If alcohol or illegal drugs/or associated paraphernalia are found in a student’s bag, 
locker or possession then the student and their parent/caregiver will meet with the 
Principal or nominee to discuss outcomes. 

 
The student and their parent/caregiver will be advised that the onus is on the student 
to obtain the necessary assistance to becoming alcohol and/or drug free.  The school 
will make a list available of those organizations or agencies that may be able to 
assist. 

 
The student and their parent/caregiver will be encouraged to liaise closely with the 
Principal or nominee so that their rehabilitation can be monitored closely. 
 
The student and their parent/caregiver will be advised that the school and its Board of 
Trustees deem a breach of the Alcohol and Drug Prohibition Policy to be Gross 
Misconduct.  The onus will be on the student to establish that they are alcohol and/or 
drug free.  
 
The Principal or nominee will report the student’s progress to the Board of Trustees 
who may then consider the student’s application for reinstatement on its merits. 
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Food and Nutrition 

Rationale: 

 
This policy aims to promote both an awareness of healthy food choices with 
particular reference to the Ministry of Health’s Food and Nutrition Guidelines for 
Healthy Adolescents (1998).  

Good eating habits are important to students, staff and the community's present and 
future health.  

Purposes: 
1. To encourage the students and staff of Queen Elizabeth College to make healthier 
food choices. 

2. To increase the knowledge of school staff, families and students about food and 
nutrition. 

3.  To develop a school environment that supports the New Zealand Food and 
Nutrition Guidelines. 

Guidelines. 

The College will; 
1.  Educate the students, staff and community for safe food handling, preparation and 
storage. 

2. Encourage students and families to provide healthy food from home in appropriate 
classes and communications with families. 

 3.  Encourage healthy food options to be served at the cafeteria that reflect these 
guidelines and information will be displayed to complement this. 

4.   Encourage staff to use healthy or non-food rewards for students to replace the 
sweet treats often used.  

5.  Through structured lessons in accordance with the Health and Physical Education 
Curriculum, healthy eating and safe food practices will be promoted. 

6. Practices within the school will reflect the New Zealand Food and Nutrition 
Guidelines. 
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Harassment  
 
RATIONALE 
 
An environment within which all members of the school community feel comfortable, 
safe and secure is one in which harassment in any form (e.g. sexual harassment or 
bullying) is unacceptable. 
 
PURPOSES 
 
1. To ensure that all staff and students are aware of harassment in its many forms. 
2. To understand the meaning of harassment, i.e. when the receiver feels 

uncomfortable regarding another's words or actions towards them. 
3. To empower the individual with strategies to deal with harassment. 
4. To create a climate of trust within the school that encourages the individual to 

feel comfortable about sharing concerns with an appropriate person. 
5. To provide support and appropriate action should harassment occur. 
 
GUIDELINES 
 
1. The school should ensure that all legal and other requirements relevant to this 

policy are met. 
2. The school should recognise and support the policies on harassment, as laid 

down in the various staff awards and all relevant sections of the Human Rights 
Commission Act. 

3. The school should encourage in all aspects of its activities: 
(a) an awareness of harassment in its many forms 
(b) the promotion of self-esteem and the concept of respect for self and 

others 
(c) Strategies designed to recognise and successfully deal with 

harassment. 
4. There should be programmes to help students with specific needs in this area, 

e.g. Anger Management, Peer Mediation. 
5. There should be a support network, encompassing trust and confidentiality, of 

which students and staff are aware and to which all should have access. 
6. The school should develop parental awareness of the school's policy and 

encourage their active participation and support in dealing with harassment. 
7. There should be provision of appropriate programmes, the ongoing 

development of staff awareness, skills and knowledge in this area. 
8. There should be clear procedures for students or staff to follow if they wish to 

complain of harassment.   
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Health and Safety 
 
RATIONALE 
 
Boards of Trustees are required, under the Health and Safety At Work Act 2015, to take all 
practicable steps to ensure the safety of staff, students, visitors and contractors by 
complying with relevant health and safety legislation, standards and codes of practice.   
 
The Board of Trustees is required to take all practicable steps to see that its employees 
ensure the safety of students. 

 
PURPOSE 

• To prevent injury/harm to all persons and accidental damage to property.  
• To provide and maintain a safe working environment, including work conditions, 

practices and procedures for all employees and students.  
• To ensure by regular inspection that plant, property and equipment is maintained in a 

safe working condition.  
• To develop safety awareness throughout the College.  
• To maintain a system of hazard identification and to eliminate those hazards where 

possible.  
• To develop and implement appropriate safety procedures where hazards cannot be 

eliminated.  
• To set responsible standards of safety for all persons to follow at all times.  
• To Provide training and supervision to ensure that all persons have enough 

knowledge to perform in a safe manner and to avoid hazards outside their control.  
• To involve all members of the college community in the development of safety and 

emergency procedures. 
 

While the College is committed to the purpose as stated, all members of the college 
community are required to:  

 
• Always observe safe work practices and follow the College’s Health & Safety Policies 

and procedures. 
• Understand and take responsibility to ensure their own safety and that of others in 

the workplace including the contribution they make to the wellbeing of themselves 
and their colleagues. 

• Ensure all safety equipment provided is used at the appropriate times and in a 
correct manner.  

• Maintain a safe and tidy work area.  
• Ensure that they know how to do their tasks safely before starting.  
• Report on any hazards and contribute ideas on how to improve safety to the Principal 

or Health and Safety Officer 
• In no circumstances should a staff member physically intervene in an alteration 
• A “no touch” philosophy is safest for all parties involved in an alteration 
• Immediately report all accidents and incidents to the Principal or Health and Safety 

Officer. 
• Understand their responsibilities in an emergency situation and where to seek 

medical assistance and obtain First Aid equipment 
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. 
 

 
GUIDELINES 
 
The Policy will be implemented through the following; 

 

• The College will involve staff in the formation and operation of a site Health and 
Safety Committee consisting of elected staff, student, SMT Member, student 
representative and an appointed Health and Safety Officer. 

• Health and Safety procedures contained in the Health and Safety Manual. 

• Health and Safety/ Risk Management requirements relating to EOTC contained in the 
EOTC Procedures Booklet. 

• The Board of Trustees will make provision to resource Health and Safety 
requirements whilst maintaining fiscal responsibility. 

• A review of Health and Safety Procedures by the Board of Trustees as required. 
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Random Searches For Drugs And Associated Paraphernalia - (Including 
“Legal Highs”) 

 
RATIONALE 

 
It is essential to the safety of students that we ensure our school remains drug free. National 
prevention measures such as drug education and a routine-organised random search for drugs in 
bags or a student’s person are valuable ways of deterring students from bringing to, or using drugs 
and associated paraphernalia at school.   It is also important that such searches do not unduly violate 
the rights of students. 
 
PURPOSE 

• To deter students from possessing or using drugs and associated paraphernalia at school. 

• To involve caregivers in helping students to remain drug free. 
 
GUIDELINES 

 
1. All students and parents will be made aware that random searches (with or without dogs) could 

take place without warning three or four times a year.  This information must be given out to 
each student/caregiver at the time of the student enrolling at the school.  In addition, each 
student, and where applicable, the student’s caregiver shall sign an acknowledgement of 
receipt of this policy on the reverse side of the enrolment form. 

 
2. If drugs are found in a student’s bag or on their person then: 
 

(a) The Principal (or Nominee) or the police shall contact the student’s caregiver if the 
student is under 19 years of age and the student shall have the right to have their 
caregiver present before matters are taken further. 

 
(b) If drugs or associated paraphernalia are found in the student’s bag or on their person, 

the student and caregiver shall meet with the Principal or Nominee to discuss the 
student’s future. 

 
(c) The Alcohol and Drugs Prohibition Policy shall come into effect. 
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Privacy 

 
RATIONALE 
 
All people have the right to privacy. 
 
 
AIMS 
 

1. To protect the right to privacy for students, teachers, parents and members of the 
wider community. 

2. To comply with the requirements of the Privacy/Information Act. 
3. To set out guidelines for handling information affected by the Privacy Act. 

 
 
GUIDELINES 
 

1. Parents/Caregivers and students will be asked for their permission for staff to obtain 
and release information relevant to helping them learn.   Information that we wish to 
obtain or disseminate will be printed on the enrolment form and adult students or 
caregivers of students are required to sign whether or not they permit such 
information to be obtained. The type of information this relates to is that: 

 
(a) they permit us to use information on students for reports, testimonials, or to 

report successes in newsletters or newspapers. 
(b) they permit us to obtain information relevant to the student’s progress from 

the previous school. 
 

2. Any matter potentially prejudicial to an individual will be dealt with in the 
 In-Committee section of Board or any other meeting held in the school. 

 
3. Staff may obtain and release information on a student under the following conditions 

only: 
 

(a) Adult students and staff - with their prior permission 
(b) Other students - only with the permission of the student and their caregiver or 

guardian. 
 
 

N.B.   No information prejudicial to students or staff or members of the school 
community may be released to anyone else without the prior permission of the 
student. 

 
4. Staff wishing to release material on students to the public must gain approval from 

the Principal who is the school’s Privacy Officer. 
 

5. Student records of present or past students may not be released to other persons 
without prior written permission from the student or their caregiver. 
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Student Behaviour 
 

BACKGROUND:  
 
Positive Behaviour for Learning School-Wide is a framework for establishing a 
positive school culture in order to improve outcomes for students. PB4L puts into 
place consistent systems and practices that are driven by data and informed by best 
practice research. In 2013 the College committed to implementing PB4L with the 
required 80% of staff approval.  
 
RATIONALE:  
 
Queen Elizabeth College is committed to using positive behaviour management 
strategies - teaching, reinforcing and recognising appropriate behaviour. We are 
committed to correcting behaviour errors using research based and data driven 
strategies that are targeted to differing levels of student need.  
 
PURPOSE: 
 
The purpose of Queen Elizabeth College’s school-wide discipline plan is to create a 
safe and supportive environment within our school community to build positive and 
respectful relationships that improve academic achievement and encourage 
independent and lifelong learning.  
 
GUIDELINES:  
 

1. All behaviour is a learned response that is reinforced by other people’s 

reactions.  

2. Behaviour errors should be responded to in the same way as academic 

errors. 

3. PB4L behaviour expectations apply to all members of our school community. 

4. PB4L is implemented by a Schoolwide Tier 1 team as well as a Tier 2 team. A 

tier 3 team will be established in due course.  

5. Behaviour data is collected using ODR forms and recorded onto SWIS. It is 

then analysed by the Tier 1 team who plan and implement monthly 

schoolwide behaviour interventions and report back on progress. 

6. Teachers are expected to teach and reinforce weekly lesson plans using 

verbal praise and Gold stars.  

7. The Behaviour Matrix defines appropriate behaviours in a range of settings. 

8. The Behaviour flow chart determines the response to minor and major 

behaviour errors. 

9. The preferred way of dealing with behaviour errors is restorative rather than 

punitive. 

10. Further information and guidance can be found in the PB4L Staff Handbook.  
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 Use of Surveillance cameras 

 
RATIONALE 
 
Our school community: 
 
1. Values the high standards of maintenance and cleanliness of the school 

buildings and property. 
 

2. Believes that we should do all that is possible to protect the property and 
wellbeing of students, staff, the school and the public. 

 
3. Is conscious of the importance of rights to privacy of individuals. 
 
PURPOSES 
 

• To deter individuals from vandalizing school property. 

• To deter alcohol and/or drug abuse and possession of associated 
paraphernalia. 

• To protect the property of students, staff and visitors. 

• To ensure that an individual’s right to privacy is respected. 
 

GUIDELINES 
 
Surveillance cameras will be installed in corridors and outside areas such as the bike 
shed and car-parks so that people who interfere, vandalise or are involved in drugs 
and/or alcohol, can be identified and incidents followed up. 
 
Notices informing staff, students and the public that surveillance cameras are 
operating will be displayed in the office area and in areas where cameras are 
operating. 
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Visitors in School 

 
RATIONALE 
 
The priority of Queen Elizabeth College is to achieve the least disruption to the 
smooth running of the School in general and its students and staff, in addition to 
ensuring the Privacy of its staff and students. 
 
 
GUIDELINES 
 
All visitors to the School shall in the first instance report to the School’s Office to state 
their business. 
 
At no time is any member of the staff to give out information about any staff member 
or student. Neither is any member of the staff permitted to confirm or deny the 
existence or otherwise of the School’s membership.  
 
If at any time a Visitor is asked to leave the School property and refuses to do so, the 
School shall inform the Police and the Visitor shall be deemed to be a Trespasser. 
 
 

1) Visitors to Students under 16 years of age        
 

a) Unless directed by an Order of the Court, there shall be no contact 
between a student enrolled at Queen Elizabeth College and a 
student’s non-custodial parent/caregiver during School hours. 

 
b) In the event that there is a Court Order, such contact between the 

student and the non-custodial parent/caregiver shall be as arranged 
by the school’s Guidance Counsellor whose arrangements shall be 
final. 

 
 

2) Visitors to the School requiring contact with or information about Staff or 
Students over 16 years of age 

 
a)  If contact with or information about a Staff member or a student is 

sought by the visitor, then the contact or information sought shall be 
denied with no need for the School’s staff to explain such refusal. 
 

b) If it is thought to be of such sufficient seriousness or urgency, then a 
member of the senior management will make a decision whether or 
not contact should be allowed.  The senior manager’s decision shall 
be final. 

 
 
 

 


