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Please ensure that you always refer to the digital copy on the server and school website as 
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1. Personal complaints from staff about colleagues 
 In all cases, the managing of complaints from staff should follow this process 

a. The complainant tries to resolve the issue directly with the other person 
concerned 

b. Where the initial attempt to resolve the problem fails, the complainant should 
repeat the process with a support person present 

c. If this second attempt to resolve issues fails, the matter should be brought to the 
Rector in writing 

d. The Rector will deal with each case on its own merits in terms of para 3.4 and 3.5 
of the Collective Agreement 

e. If issues are brought directly to the Rector as the first resort, particularly when 
an imbalance of power and bullying are concerns, the process will be managed at 
the RectorΩǎ ŘƛǎŎǊŜǘƛƻƴΣ ǿƛǘƘ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊ ōŜƛƴƎ ŎƻƳǇƭŀƛƴŜŘ ŀōƻǳǘ ƘŀǾƛƴƎ 
right of reply 

f. Where the complaint is made against the Rector, staff must follow the first two 
steps in this process, and then direct the issue in writing to the Board Chair if the 
situation remains unresolved, with the Rector having right of reply 

 
2. Professional complaints from staff about colleagues 

a. Professional complaints must be dealt with in consultation with the Rector, or 
Board Chair if it is about the Rector.  Where it is deemed necessary, the NZSTA 
and PPTA will be consulted. 

 
3. Complaints from staff about the Board 

a. Staff who are members of the PPTA should address their written complaint 
directly to the Board through the PPTA Branch Chair 

b. Staff may also choose to direct their written complaint through the Rector 
 

4. Complaints from staff about adult members of the school community other than 
colleagues 

a. All complaints from staff relating to parents, service providers and volunteers 
should be directed in writing to the Rector for action 

b. The Rector will deal with each case on its own merits 
c. The Rector may delegate the management of cases where necessary 

 
5. Complaints from staff about abusive student behaviour  

a. Abusive student behaviour includes bullying, physical and verbal intimidation, 
sexual harassment, racist language, derogatory comments, vandalism (regardless 
of degree) 

b. Staff must report the incident fully, in an email, naming witnesses, as soon as 
possible, directly to the Assistant Rector 

c. The Dean(s) will be notified and consulted 
d. The Assistant Rector and Dean(s) will deal with each case on its own merits 
e. The Assistant Rector may delegate the management of cases where necessary 
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f. Where necessary, the Assistant Rector request the Rector to employ stand-
down, or suspension to the Board Disciplinary Committee 
 

6. Personal grievance 
a. Personal grievance will be managed in terms of para 9.2 of the Collective 

Agreement 
 

7. Protected Disclosure 
a. A Protected Disclosure is a complaint of a serious nature made by a person 

wishing to remain anonymous 
b. Protected Disclosures must be made directly to the Rector and Board Chair 
c. If the Disclosure involves the  

i. Board Chair, it should be directed to the Deputy Board Chair 
ii. Rector, it should be directed to the Board Chair directly 

d. When making a Protected Disclosure, the complainant must indicate this 
intention at the beginning of the conversation 

e. The Disclosure may only be dealt with in committee in a Board meeting 
f. All information relating to the Disclosure will be held under lock and key 
g. The Privacy Officer will check and confirm that the process is Protected 

 
 



 

WBHS Procedures                          Page 14 of 264   Date Updated Updated by whom 

COMPLAINTS PROCEDURE - STUDENTS AND 
PARENTS COMPLAINTS ABOUT STAFF AND 
STUDENTS 

Feb 2018 John Mattisson 

 

/hat[!Lb¢{ twh/95¦w9 π {¢¦59b¢{ !b5 t!w9b¢{ /hat[!Lb¢{ 
!.h¦¢ {¢!CC !b5 {¢¦59b¢{ 

 
1. Complaints from students and parents about the delivery of the curriculum 

a. Students and parents who feel comfortable with dealing initially with the staff 
member or appropriate Head of Department concerned should do so. An 
appointment for the meeting must be made first through the school office 

b. If the issue is not resolved, or if they choose not to meet with the teacher 
concerned, the student and parent should make the complaint in writing to the 
appropriate Head of Department.   

c. The Head of Department must immediately inform the Deputy Rector of the 
complaint and must work with the student, parent and teacher to resolve the 
issue 

d. If the HoD cannot bring about resolution, the matter must be referred to the 
Deputy Rector for action 

e. The Deputy Rector must also bring the matter to the RectorΩǎ ŀǘǘŜƴǘƛƻƴ 
f. If the issue remains unresolved, the Rector will deal with each case separately on 

its own merits in terms of the Professional Standards for Secondary Teachers 
(Collective Agreement, Supplement 1, pp 106 ς млуύ ŀƴŘ ¢ƘŜ b½ ¢ŜŀŎƘŜǊǎΩ 
Council Registered Teacher Criteria 

i. Students and parents may choose to deal directly with the Deputy Rector, 
Rector or Board, in which case the matter will be referred initially to the 
appropriate Head of Faculty for resolution  

ii. Where the complaint is made against a Head of Faculty, the student and 
parent can choose to deal directly with the HoF initially, or bring the 
matter directly to the attention of the Deputy Rector and/or Rector 

 
2. Complaints from students about the serious negative behaviour of other students 

a. Serious negative student behaviour would include bullying, physical and verbal 
intimidation, sexual harassment, racist language, derogatory comments, 
vandalism 

b. Students should report such behaviour immediately to their Tutor Group teacher 
or any teacher that they trust who will follow PB4L procedures 

c. The informed teacher must immediately notify the Dean and school Student 
Guidance Counsellor in writing by email 

d. The Dean and  Student Guidance Counsellor 
i. will handle the matter directly  
ii. may delegate tasks as required 
iii. will ensure that Tutor Group teacher(s) is/are involved  

  Students may opt to bring the matter directly to the Dean, Guidance  
  Counsellor, Assistant Rector and/or Rector for action 
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3. Complaints from students, parents and community about serious negative staff 
behaviour 

a. Serious negative staff behaviour would include bullying, physical and verbal 
intimidation, sexual harassment, racist language, derogatory comments, 
dereliction of duty regarding student safety, and any behaviour that brings the 
teaching profession into disrepute 

b. Signed complaints about staff behaviour must be made in writing directly to the 
Rector or Board Chair 

c. Evidence will be measured against the School Staff Code of Behaviour, the 
¢ŜŀŎƘŜǊǎΩ /ƻǳƴŎƛƭ /ƻŘŜ ƻŦ 9ǘƘƛŎǎ ŀƴŘ ǘƘŜ tǊƻŦŜǎǎƛƻƴŀƭ {ǘŀƴŘŀǊŘǎ ŦƻǊ {ŜŎƻƴŘŀry 
Teachers 

d. Complaints about staff behaviour with legal implications will be referred to other 
ŀƎŜƴŎƛŜǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ¢ŜŀŎƘŜǊǎΩ /ƻǳƴŎƛƭΣ tt¢!Σ b½{¢! ŀƴŘ tƻƭƛŎŜ 
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1. Staff leave request 
a. All staff are expected to apply for all leave using a Staff Leave Request and 

submit it in good time to the Rector for a decision 
b. Where staff absence is required to accompany official school trips, the staff 
ƳŜƳōŜǊΩǎ ƴŀƳŜ Ƴǳǎǘ ŀƭǎƻ ōŜ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ ¢ǊƛǇ !ǇǇƭƛŎŀǘƛƻƴ ŀƴd RAMs form in 
good time if this is known 

c. The decision about granting the leave will be communicated to the applicant 
staff member by the Deputy Rector 

d. When approval for leave is given, the applicant staff member must make 
appropriate class and teaching arrangements for that period of time 

e. The Rector will pass all approved applications to the Deputy Rector, who will  
i. arrange for appropriate relief  
ii. record the application on a staff leave spreadsheet for reporting purposes 
iii. file the Relief Summary with the Finance Officer 

 
2. Leave categories ς see Collective Agreement 

a. Sick leave   para  6.2  personal sick leave 
b. Parental leave   6.3 maternity, leave to attend partner 
c. Bereavement leave  6.4 obligations of blood or family ties 
d. Leave for family reasons 6.5 involving near relatives; accidents, sickness 

      at home, own wedding, capping 
e. Special leave   6.6  
f. Refreshment leave  6.7 

 
3. Discretionary leave 

a. Leave may be granted with or without pay to staff applicants with needs not 
specified in the Collective Agreement 

 
4. Staff relief 

a. All staff relief will be organised solely by the Deputy Rector or a delegate 
b. Teaching staff may request a specific reliever 
c. For planned relief, Teaching staff are expected to leave clear and adequate 

instructions for the reliever on KAMAR, including: 
i. Work to be covered and goals to be met 
ii. Homework to be given 
iii. Seating plans if required 
iv. Information about specific students to assist with class management 
v. Where resources are located 

d. Relievers are supplied with a daily pack, including class rolls and work instructions 
e. In emergency situations, the appropriate HoD is expected to ensure that 

adequate and appropriate work is provided for relievers to use in classes 
f. Relief staff are not expected to teach classes unless they are competent in the 

curriculum area and they agree to the expectation 
g. Teaching staff should not leave work to be done that may be inappropriate, 

including 
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i. Specific technology work in FTY and DTY and Science experiments (unless 
the reliever is known to be fully competent in the area and is agreeable) 

ii. Watching a video (unless this is related to other work done during the 
same lesson)  

iii. NCEA assessments 
h. Relievers may only be used to cover classes of staff absent from school, on 

approved internal duties, or who require negotiated time in-lieu 
i. Internal relief 

i. Teaching staff will provide internal relief once senior students have left 
school in November, using NCEA class time 

ii. Teaching staff who may provide internal relief up to November will be 
compensated by being called upon less at the end of the year 

iii. The Deputy Rector will record all internal relief to ensure that there is 
equity of use 

 
5. Staff absence from school during the school day and not covered by Leave 

a. Staff who are off school premises during the school day without approved leave 
must sign out and in in the school exeat tablet at Reception ƻǊ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 

b. Staff may leave school premises for short periods of time during the school day 
during non-contact periods, interval and lunch, provided that  

i. there is a clear understanding that non-contact time is paid work time 
ii. the management of the school is not compromised 
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1. Support Teachers 
Two teachers who either volunteer or who are elected by female staff 

 
2. Task 

Provide emotional support to female staff as required 
 
3. Principles 

a. All discussions are regarded as private and confidential 
b. The Rector will be informed in instances of bullying or where there are potential 

legal implications  
c. Staff may opt to have a support person with them during sessions 
d. Every meeting must have a recorded agreed outcome with next steps 

 
4. Process 

a. Staff needing support indicate this to the Support Teacher(s) 
b. A meeting is arranged 
c. Relief is organised by MA if necessary 
d. Brief minutes record discussion outcomes and next steps ς minutes are lodged 

with AV 
e. Staff may also opt to be supported by EAP Services etc.  
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²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ {ŎƘƻƻƭ ²ƻƳŜƴΩǎ [ƛŀƛǎƻƴ wŜŎƻǊŘ {ƘŜŜǘ 
 
Date: ___________________    Time: __________________ 
 
Parties present: __________________________________________________________________ 
 

 
This record sheet will be kept: 

o in ___________________Ωǎ ŎƻƴŦƛŘŜƴǘƛŀƭ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜ όƪŜǇǘ ōȅ !±ύ 
o in the ŎƻƴŦƛŘŜƴǘƛŀƭ ²ƻƳŜƴΩǎ [ƛŀǎƻƴ ŦƛƭŜ όƪŜǇǘ ōȅ AV) 

 
Signed: ____________________________ & _____________________________ 

 
 

Brief outline of issue: 

Agreed next steps: 
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1. This Code of Conduct refers to the  
a. b½ ¢ŜŀŎƘŜǊǎΩ /ƻǳƴŎƛƭ /ƻŘŜ ƻŦ 9ǘƘƛŎǎ 
b. NZPPTA Code of Ethics 
c. NZEI Code of Ethics 

 
2. The professional interactions of Teachers are governed by 4 fundamental principles: 

a. Autonomy  -  to treat people with rights that are honoured and defended 
b. Justice  -  to share power and prevent the abuse of power, and act  without 

prejudice 
c. Responsible care - to do good and minimise harm to others 
d. Truth - to be honest with others and self 
e. and also include paying particular attention to the rights and aspirations of Maori 

 
3. Commitment to learners.  The primary professional obligation of teachers is to those 

they teach.  Teachers are expected to: 
a. Develop and maintain professional relationships with learners based on the 

ƭŜŀǊƴŜǊǎΩ ōŜǎǘ ƛƴǘŜǊŜǎǘǎ  
b. Base professional practice on continuous professional learning and best practice, 

and knowledge about their learners  
c. Present subject matter from an informed and balanced viewpoint 
d. Encourage learners to think critically about significant social issues 
e. Cater for the varied learning needs of diverse learners 
f. Promote the physical, emotional, social, intellectual and spiritual wellbeing of 

learners 
g. Protect the confidentiality of information about learners that is obtained in the 

course of professional service, consistent with legal requirements 
 
4. Commitment to parents/guardians and family.  Teachers are expected to: 

a. Recognise that they work in collaboration with the parents/guardians and family 
of learners 

b. Establish open, honest and respectful relationships with parents/guardians 
c. Involve parents/guardians in decision-making about the care and education of 

their children 
d. Respect lawful parental/guardian authority, and rights to information about their 

children 
e. Make professional decisions weighted towards the best interests of their 

learners 
 

5. Commitment to the School and community.  Teachers are expected to: 
a. Be trustworthy and responsible 
b. Help prepare learners for life in the community 
c. Work collegially to develop the School as an appropriately democratic 

community 
d. Teach and model widely-accepted positive values (including respect, 

accountability, integrity) 
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e. Accept responsibility for their own actions and judgements 
f. Encourage community participation in the School 
g. Ensure that the School is a safe place 

 
6. Commitment to the profession.  Teachers are expected to: 

a. Engage in continuing professional development 
b. Contribute to the development of an open and reflective professional culture 
c. Treat colleagues and associates with respect 
d. Work collegially and cooperatively with colleagues and associates to promote 

student learning 
e. Respect confidential information about colleagues, unless disclosure is required 

legally 
f. Assist new teachers in the profession 
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The policy for equal employment opportunities is outlined on this page. This includes the 
legislation that guides equal employment opportunities and the responsibilities of managers, 
HR and staff. 
 

1. Objective 
 ²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ {ŎƘƻƻƭ ƛǎ ŎƻƳƳƛǘǘŜŘ ǘƻ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ƻŦ Ŝǉǳŀƭ ŜƳǇƭƻȅƳŜƴǘ 

opportunities and being a good employer. We apply this through supporting and 
promoting good EEO practices across WBHS. EEO is one of the ways WBHS recognises 
ŀƴŘ ǎǳǇǇƻǊǘǎ ǘƘŜ ŀƛƳǎ ŀƴŘ ŀǎǇƛǊŀǘƛƻƴǎ ƻŦ aņƻǊƛΣ ǘƘŜǊŜōȅ ŎƻƴǘǊƛōǳǘƛƴƎ ǘƻ ǘƘŜ ǎǇƛǊƛǘ ƻŦ 
partnership envisaged by the Treaty of Waitangi 

 
2. Background 

 EEO is about removing barriers so all staff have opportunities to develop and progress in 
the workplace. EEO practices lead to staffing within WBHS that reflects the values and 
composition of the community, assisting in improved policy development and service 
delivery. 

 
 WBHS recognises the need to proactively identify and eliminate practices, policies and 

procedures (or any institutional barriers) which may cause or perpetuate inequality on 
the following grounds: sex, marital status, religious belief, ethical belief, colour, race, 
ethnic or national origins, disability, age, political opinion, employment status, family 
status or sexual orientation. 

 
 EEO is good management practice because, when consistently applied, it will: 

a. Foster an organisational culture that is inclusive, respectful and responsive which 
enables access to work, equitable career opportunities, and maximum 
participation for members of designated groups and all staff.  

b. Ensure procedural fairness as an integral part of all strategies, systems and 
practices.  

c. Bring the skills and perspectives of all groups of people to all levels of staff and 
management.  

d. Lead to staffing that reflects the values and composition of the community and 
contributes to providing a better quality service.  

e. Enhance job satisfaction and performance and encourage harmonious working 
relationships.  

 
 To demonstrate its good employer and EEO obligations under the State Sector Act 1988 

WBHS reports to the State Services Commission annually on progress made on EEO. 
 
3. Legislative Framework 

 WBHS complies with the legislative requirements of the State Sector Act (1988) and the 
Human Rights Act (1993) and uses the Public Service EEO Policy to 2010 as a resource 
document. 
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4. EEO Policy Principles 
 WBHS will endeavour to include EEO principles into everyday staff and management 

practices by: 
a. Integrating EEO principles into the strategic and business planning process, 

ensuring that EEO is not a stand-alone practice  
b. Developing an environment where staff diversity is welcomed and valued.  
c. Providing an environment where staff treat each other with respect and operate 

professionally.  
d. 5ŜǾŜƭƻǇƛƴƎ aņƻǊƛ ŀƴŘ tŀŎƛŦƛŎ ǎǘŀŦŦ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ aņƻǊƛ ŀƴŘ tŀŎƛŦƛŎ 

People strategies.  
e. Working to remove the barriers to participation faced by people with disabilities 

as set out in the New Zealand Disability Strategy.  
f. Encouraging a diverse range of employees to work in WBHS.  
g. Identifying and eliminating discriminatory practices based on sex, marital status, 

religious belief, ethical belief, colour, race, ethnic or national origins, disability, 
age, political opinion, employment status, family status or sexual orientation.  

h. Proactively seeking to reflect the ethnicity of the community in employees of 
WBHS.  

 
 This will be achieved by: 

a. Ensuring all policies and practices comply with the EEO policy.  
b. Implementing family-friendly practices in the workplace  
c. Providing equal opportunities for all staff.  
d. Ensuring EEO principles and activities are reflected in recruitment processes, job 

descriptions, employment agreements and performance agreements and the 
induction process for new staff.  

e. Promoting and respecting diversity and openness among staff.  
f. Creating an environment, which is free from harassment for staff, clients, 

stakeholders and visitors.  
g. Providing development opportunities and support to staff, so they can 

contribute to their full potential and draw from their range of knowledge and 
experience.  

h. Removing potential barriers for staff to both access training and development 
opportunities and to assist them to reach their full potential.  

i. Working with staff to find solutions that work for them and WBHS eg. networks, 
kapa haka groups.  

j. Continuing to develop programmes, for example, Cultural Awareness 
programmes that encourage the breakdown of traditional stereotypes and assist 
staff in their employment with WBHS. 

 
5. Responsibilities. 

a. Managers are responsible for: 
i. implementing this policy and ensuring that staff understand what EEO 

means  
ii. modelling their commitment to EEO in all their actions  
iii. enabling and encouraging staff to participate in EEO related activities  
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iv. assisting with the collection of EEO data, especially through the 
appointment process and surveys.  
 

b. The Human Resources Team is responsible for: 
i. monitoring the effectiveness of Ministry action taken in terms of EEO  
ii. collecting and maintaining EEO data  
iii. advising and supporting staff and managers  
iv. reporting progress in WBHS against the Public Service EEO Policy 2010 to 

the State Services Commission  
v. developing and maintaining EEO policies and strategies  
vi. providing EEO input to business planning processes.  

 
c. Staff are responsible for: 

i. complying with relevant legislation and policies and conducting 
themselves in a way that supports EEO principles and practices.  
 

6. EEO Resources 
a. EEO Working document  
b. aņƻǊƛ {ǘǊŀǘŜƎȅ  
c. Pacific Island Strategy  
d. Gatherings ς A strategy for Ethnic Minority people  
e. Pathways ς A strategy for people with disabilities  
f. NZ Disability Strategy  
g. Workplace Harassment Policy 
 

7. References 
a. EEO Working Document  
b. Collective Agreement/Individual Agreement  
c. Puao te-ata-tu  
d. State Sector Act 1988  
e. Human Rights Act 1993  
f. Employment Relations Act 2000  
h. NZ Bill of Rights Act 1990  
i. Equal Pay Act 1972  
j. Parental Leave and Employment Act 1987  
k. Health and Safety in Employment Act 1992  
l. EEO Trust 
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1. Professional supervision 

a. Professional supervision will be handled in a manner that is supportive, and 
maintains the dignity of the staff member concerned 

b. Staff will be required to follow a support programme of professional supervision 
when 

i. The appraisal process reveals personal professional shortcomings that are 
not addressed adequately in the next appraisal cycle 

ii. There are ongoing issues and/or complaints relating to professional 
behaviour in terms of 

a) curriculum delivery 
b) meeting the expectations of the School and Education Council Code 

of Ethics 
c. The Rector will  

i. inform the Board of the issue, and intended actions  
ii. consult with key people, who may include, but not limited to, 

a) the NZSTA consultant 
b) the PPTA Field Officer 
c) senior management 
d) the Student Guidance Counsellor 
e) the PPTA Branch Chair 

i. Decide on the course of action, including 
a) actions required by the staff member ranging from  

¶ discussion and reflection to 

¶ attending appropriate professional development courses 
b) who the supporting supervisor(s) will be 
c) the roll of the supervisor(s) 
d) the timeline for the actions 
e) how action outcomes will be assessed 
f) what will happen if outcomes are not adequate 

d. Supporting supervisors will 
i. be professionally mature staff members 
ii. meet with the staff member according to a schedule 
iii. provide advice, guidance and support directed solely at remedying the 

issue 
iv. keep records of discussions, meetings, actions and outcomes for the staff 

ƳŜƳōŜǊΩǎ ŦƛƭŜ 
v. hold feedback discussions with the Rector 
vi. provide valid evidence to enable assessment of process outcomes by the 

Rector 
 

2. Competency 
a. The competency process will 
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i. be followed when a staff member who has undergone an effective 
programme of supportive professional supervision persistently fails to 
meet professional standards 

ii. be managed by School Management 
iii. take place in terms of para 3.3 of the PPTA Collective Agreement 
iv. be handled in a manner that is supportive, and maintains the dignity of 

the staff member concerned 
 

3. Disciplinary procedures 
a. Where a breach of Staff discipline appears to have occurred, the Rector will 

inform the Board in writing, providing preliminary evidence 
b. The Board will decide whether or not to proceed 
c. If the Board does proceed, it will be in terms of para 3.4 of the PPTA Collective 

Agreement 
d. Matters warranting disciplinary action may include, but are not restricted to 

i. disobedience of lawful orders or instructions 
ii. negligence, carelessness or indolence in carrying out duties as a teacher 
iii. gross inefficiency as a teacher 
iv. misuse or failure to take proper care of school property or equipment in 

the custody or charge of the teacher 
v. absence from duty without valid excuse 
vi. conduct in his/her capacity as a teacher or otherwise which is 

unbecoming to a member of the teaching profession 
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1. Selection and Appointment of Staff for a New of Vacant Position 
a. Delegation of the school appointments panel 

i. The WBHS Commissioner retains the authority to appoint the Rector and 
members of Senior Leadership 

ii. The Commissioner has delegated the appointment of all other school 
staff to the Rector in the current Board Policies 

iii. The Rector includes relevant Department Heads in the process of staff 
appointment  

iv. The Rector may delegate the interview process to specific staff for 
specific staff appointments, but will sign letters of appointment 

b. Advertisement of the vacancy 
On receiving a resignation or creating a new staffing position, the Rector will: 

i. Inform the Board 
ii. 9ƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǊŜǇƭŀŎŜƳŜƴǘ Ǉƻǎƛǘƛƻƴ ƛǎ ǿƛǘƘƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ŀƴƴǳŀƭ 

staffing entitlement 
iii. Discuss the recruitment/appointment of a new/existing staff member 

with the relevant Department Head 
iv. Review the existing job description or write a new job description 
v. Advertise the position for the required number of days in the Education 

Gazette and other appropriate media 
vi. Publish the vacancy, job description and application documents on the 

school website 
c. Receipt of applications 

The Rector will ensure applicant privacy while: 
i. Accepting and prioritising applications 
ii. Discussing applications with the relevant Department Head 
iii. Checking that suitable applicants are registered with the NZTC 
iv. Contacting all applicant references and confirm personal and professional 

history regarding character, competence, qualifications and experience 
 Short-listed applicants will be required to: 

i. Provide originals or certified copies of key documents, including 
qualifications 

ii. Provide details of people who certified their documents 
iii. Attend an appropriate interview, either in person or via internet 

d. Staff appointments 
 Successful applicants will be: 

i. notified verbally and in writing 
ii. expected to confirm acceptance of appointment in writing 
iii. expected to pass a new Police Clearance 
iv. announced to the school community by the Rector 

e. Persons without a practising certificate or LAT (Limited Authority to Teach) will 
not be permanently appointed 

f. Staff will not continue to be employed who have had their  
i. teacher registration cancelled and have not been reregistered 
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ii. LAT cancelled and have not been granted renewed authorisation or 
teacher registration 

iii. LAT or practicing certificate suspended by the NZTC Disciplinary Tribunal 
 
2. Job/Role Descriptions 

a. The Rector will ensure that each staff position has a consulted job description 
b. Each appraisal document will reflect the job description for that position 

 
3. Staff Induction 

a. The following staff are responsible for the induction of new staff: 
i. SMT   Rector, existing SLT 
ii.  HoDs   HoD appointed by the Academic Committee 
iii.  Dean   Assistant Rector, existing Dean 
iv.  Teachers  Specialist Classroom Teacher (SCT), HoD 
v.  Teacher Aides  SENCO 
vi.  Office staff  Executive Officer 
vii.  Grounds staff  Property Manager 
viii.  Cleaning staff  Property Manager 

b. Staff will be inducted through a process that will involve structured 
familiarisation with 

i. All management, teaching and support staff 
ii. School buildings 
iii. The staff and student handbook 
iv. School procedures and guidelines 
v. The school annual calendar 

 
4. Professional Development 

a. The Rector retains overall control of staff professional development 
b. The SCT is responsible for the development of the annual programme of staff 

professional development 
c. Professional development needs are indicated through 

i. Outcomes of staff appraisal (personal PD) 
ii. The school review process (school-wide PD) 

d. All professional development should be aimed at supporting improvement in 
teaching and learning 

e. All staff must have equal opportunity to access professional development  
 
5. Maintenance of Staff Personal Records and  

a. Staff personal files are maintained in the office of the Rector 
b. Only the Rector and the specific staff member can access staff records of that 

staff member 
c. Files for Teacher Aides are maintained in the office of the SENCO/ Learning 

Support 
d. Basic personal information is inputted against each staff member on KAMAR, 

which is available to all staff with KAMAR access 
e. All staff must ensure that the staff phone-tree for emergencies should not be 

available to students 
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6. Police Vetting of Staff 

a. All new staff must successfully undergo Police vetting 
b. All non-teaching staff must be vetted every 3 years 
c. The wŜŎǘƻǊΩǎ t! is responsible for  

i. keeping records of police vetting of non-teaching staff 
ii. managing and submitting all staff Police vetting applications 
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1. Assessment timetable - To be completed by 31 December each year  
a. Assessee and assessor to meet, to discuss and confirm: 

i. Assessee's specific departmental responsibilities for the year. 
ii. Assessee's goals for the year - (one page for each goal). 
iii. How the assessor can assist in the achievement of these goals 
iv. The specific assesse plan to reach each goal 
v. Analysis of assesseeΩǎ ƻǿƴ b/9! ǎǘǳŘŜƴǘ ŀŎƘƛŜǾŜƳŜƴǘ ŦƻǊ ǘƘŜ ǇǊŜǾƛƻǳǎ 

year (by class group), including strategies to improve student learning 
outcomes.  Data from the DepartmentΩǎ Board report is also useful. 

vi. Goals must address academic outcomes and Effective Teaching Profile. 
b. Throughout the year: formative assessment 

i. Professional discussion ς reflect on goals and the evidence to satisfy the 
various performance criteria.  Record outcomes on the assessment 
document as you go. 

ii. Analysis of exam results, student work etc 
iii. Classroom observation of a minimum of 3 classes.  Peer observation and 

reflection of 2 classes. 
iv. Student feedback from a minimum of 2 classes, using generic or faculty 

form, to be initiated by assessor or assesse. 
c. Summative assessment to be completed by the end of Week 7 Term 4 

i. Assessor and assesse review the data collected, including summaries of 
two student feedback exercises. 

ii. Complete the summary for the year. 
iii. The Assessment Form is completed by the assessor and assesse, and is 

signed by both 
 
2. Confidentiality 

a. Original assessment documentation is kept by the assesse. 
b. Copies of the completed Assessment Form are kept by the assessor and the 

Rector.  
c. No assessment documentation is available to the School Board of Trustees. 
d. Assessment documentation is available to the Education Review Office only to 

indicate that the school is meeting its obligations in operating an effective 
professional performance management programme.    

 
3. Appeal 

a. An assessee may appeal to the Rector* against an aspect of the assessment 
procedure.   (*Deputy Rector if the Rector is the assessor) 

b. An assessee may request further classroom observation, or a new assessor. 
c. In the event of a new assessor, the Rector will determine whether it is realistic to 

continue with the assessment for the year, or to recommence in the new year. 
 
4. Philosophy and Purposes  

a. All classroom teachers will be assessed 
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b. Self-assessment is the main form of assessment.  The assesseŜΩs take the 
initiative in setting and working towards their own goals, and in reviewing 
achievement. 

c. The assesse has the right to request a different assessor. 
d. Teachers who hold management units will also be assessed on their performance 

in those areas of special responsibility.    
 
5. Purposes of assessment 

a. To maintain and enhance the quality of teaching and learning  
i. Ensure that effective teaching occurs in every classroom 
ii. Monitor and assist the application of changes to curriculum, technology 

and methodology   
b. To enhance professional development of all staff members   

i. Clarify individual and generic job descriptions 
ii. Achieve motivation and satisfaction through achieving goals 
iii. Recognize contributions and achievements, and potential 
iv. Recognize problems, frustrations, and professional development needs, 

in a supportive manner. 
 
6. The PPM Programme is both formative and summative. 

a. The formative element occurs during the year and provides guidance,   support 
and feedback for a teacher, in a positive and constructive way. 

b. The summative ŜƭŜƳŜƴǘ ƻŎŎǳǊǎ ŀǘ ǘƘŜ ȅŜŀǊΩǎ ŜƴŘ ŀƴŘ Ŏƻƴǎƛǎǘǎ ƻŦ ŀ ǿǊƛǘǘŜƴΣ 
objective, and official assessment of a teacher's performance. 

 
7. The relationship between assessor and assesse will be effective if: 

a. The assesse: 
i. takes the initiative in the assessment process  
ii. has confidence in the assessor 
iii. is prepared to be honest and candid 
iv. is prepared to listen and learn, and genuinely wishes to improve 

b. The assessor: 
i. is sensitive and tactful 
ii. is honest and candid  
iii. is objective 
iv. is positive 
v. is realistic 
vi. is discreet, and ensures the total confidentiality of the process 
vii. is prepared to allocate time and resources to the assessment process 
viii. is prepared to work in partnership with the assesse 
ix. genuinely wishes to help the assesse 

   
8. Goal-setting 

The role of goal-setting 
a. Assessment is about: 

i. The setting of goals and action to achieve them 
ii. Continuing review of progress towards those goals  
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b. The setting and reviewing of goals: 
i. Enables assesses to take the initiative in their own assessment 
ii. Requires a substantial degree of honest self- analysis on the part of the 

assesse 
 

Two types of goals can be set 
a. Permanent goals 

i. The main things you want to put in to, and get out of, your job 
ii. They will have no time limit, as they are permanent 
iii. Some will be measurable 
iv. In a high pressure job it is dangerous to lose sight of permanent goals  

b. Specific goals (School / Faculty / Personal) 
i. Describe a specific skill or standard or achievement to be attained 
ii. Must be measurable, and have a target completion date 
iii. Must be accompanied by action to achieve the goal 
iv. Must be realistic for the needs and capabilities of the assesse 
v. Must be appropriately supported by others in the school 
vi. Some goals for the year may be set by the school or the Faculty 

 
9. Personal Evidence in Arinui 

 Evidence could be 
a. Personal Inquiry results, analysis and reflection 
b. Junior/NCEA results, with analysis and reflection 
c. Board report (HoDs) 
d. Observations with reflections : appraiser and peer 
e. Student survey feedback 
a. Evidence of reflection on PD attended 
b. Unit of work, lesson plans (evidence of ETP, PB4L) 
c. Minutes of meetings (evidence of involvement in Faculty and school functioning) 

 
10. Time-Line 

  

Term 1 By Week 4 
goal-setting completed, 1 observation + reflection, 
student survey 

Term 2 
By Week 5 1 observation + reflection, 1 assessment meeting 

By Week 9 2nd observation + reflection, student survey 

Term 3 By Week 5 1 observation + reflection, 1 assessment meeting 

Term 4 
By Week 4 

1 observation + reflection, 1 assessment meeting,  
student survey 

By Week 7 
Digital Assessment document complete and signed 
off 
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This procedure refers to the PPTA document on UNITS and CONSULTATION 2011 and relates to 
Clause 4.3 of the STCA 
 

1. Proportion of Fixed Term Units and Allowances 
a. The proportion shall be as close to 60 (P)/40 (NP) as possible, but not less than 

60% (P) 
 

2. Criteria applied to determine when a Unit or Allowance is issued 
a. Units and Allowances should be allocated objectively 
b. Units and Allowances should be attached to specific roles or tasks 
c. Units are allocated for management, or curriculum or pastoral leadership roles 
d. Allowances are allocated for curriculum or pastoral roles 
e. ²ƘŜƴ ǘƘŜ ƘƻƭŘŜǊΩǎ ǊƻƭŜ ŎƘŀƴƎŜǎΣ ǘƘŜ ¦ƴƛǘ ƻǊ !ƭƭƻǿŀƴŎŜ ƎƻŜǎ ǿƛǘƘ ǘƘŜ ǊƻƭŜΣ ŜȄŎŜǇǘ 

in the case of Senior Leaders, where the Units go with the post 
f. When a Unit or Allowance is relinquished during the year, it may be allocated to 

another staff member through consultation 
 

3. Criteria applied to determine Fixed-term or Permanence 
a. Short-term tasks and roles should attract Fixed-term (non-permanent) Units and 

Allowances  (eg Library) 
b. Long-term ongoing tasks and roles should attract Permanent Units and 

Allowances (eg Dean, HoD etc) 
c. Permanent Units and Allowances can only be changed to Fixed-term at the time 

of a role change or attrition 
d. Fixed-term Units and Allowances can be made Permanent through consultation 

 
4. Advertising and Allocation (Term 4) 

a. Consultation with the PPTA Branch takes place between week 1 and 4 
b. All Fixed-term Units and Allowances must be advertised internally during week 5  
c. Staff applications must be submitted by end of week 6 
d. Allocation of Units and Allowances must be published by week 8  
e. Units and Allowances must be issued in writing to all holders by the last day  
f. Fixed-term Units allocated to serving staff do not need to be advertised in the 

Gazette 
g. Staff Unit and Allowance allocations for the next year will be published in school 

at the end of Term 4 
 

5. Review process 
a. Takes place during week 1 to 4 of Term 4 
b. The Review Committee will consist of one Senior Leader, a designated member 

of the PPTA Branch, and a representative of non-union teaching staff 
c. The Review Committee will address the following key issues: 

i. Identified priority areas for the next year 
ii. Recruitment and retention needs 
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iii. Changing curriculum, pastoral and management needs 
iv. The long-term strategic plan 
v. Implications of a falling/growing roll 
vi. Equal employment issues 

d. The Committee will make recommendations about 
i. Unit and Allowance allocations 
ii. Whether or not Units and Allowances should be Fixed-term or Permanent 

e. The employer may reallocate to the same teacher a fixed-term unit or units for a 
further period of time or for a further particular assignment or task. (Secondary 
Teachers Collective Agreement 2013-2015, para 4.3.6) 
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This procedure refers to the Protected Disclosures Act 2000 
 
1. Make the protected disclosure to the Rector  

a. if, on reasonable grounds you believe that you have information that a serious 
wrongdoing is occurring/may occur within the school and/or Hostel 

b. and you wish to disclose that information so that it can be investigated 
 
2. This can be done verbally or in writing 
 
3.  Identify that the disclosure is being made under the Protected Disclosures Act, following 

Board procedure 
 
4. Provide details of the complaint 
 
5. State who the complaint is against 
 
6. If the complaint is against the Rector, or he is associated with the person you are 

complaining about, then make the disclosure to the Commissioner 
 
7. If the complaint involves both the Rector and Commissioner you may approach an 

extŜǊƴŀƭ άŀǇǇǊƻǇǊƛŀǘŜ ŀǳǘƘƻǊƛǘȅέ ŘƛǊŜŎǘƭȅΦ  !ƴ ŀǇǇǊƻǇǊƛŀǘŜ ŀǳǘƘƻǊƛǘȅ ƛǎ ŘŜŦƛƴŜŘ ƛƴ ǘƘŜ !Ŏǘ 
as including the 

a. Commissioner of Police 
b. Controller and Auditor-General 
c. Director of the Serious Fraud Office 
d. Inspector-General of Intelligence and Security 
e. Ombudsman 
f. Parliamentary Commissioner of the Environment 
g. Police Complaints Authority 
h. Solicitor-General 
i. State Services Commissioner 
j. Health and Disability Commissioner 
k. Head of every public sector organisation not mentioned above, including the 

i.  Secretary for Education 
ii.  Ministry of Education 
iii.  Chief Review Officer of the Education Review Office 

 
8. There are only 3 circumstances when a disclosure can be made directly to an 

appropriate authority 
a. When it is believed that the organisation head is also party to wrongdoing or has 

an association with the person being complained about, making it inappropriate 
to investigate 

b. If the matter needs urgent attention or there are other exceptional 
circumstances 
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c. If after 20 working days there been no action or recommended action on the 
matter to which the disclosure is related 

 
9. If the appropriate authority does nothing, the disclosure can be made to the 

Ombudsman or a Minister of the Crown 
 
10. The Act does not protect you if you disclose information to the media or a Member of 

Parliament other than a Minister of the Crown in the circumstances written above 
 
11. If you notify the Office of the Ombudsman verbally or in writing that you have disclosed 

or are considering a disclosure under this Act, they must provide information and 
guidance on a number of matters including those discussed here and the protections 
and remedies available under the Human Rights Act 1993 if the disclosure leads to 
victimisation. 

 
12. The person who the disclosure is made to will decide if the disclosure constitutes a 

serious wrongdoing and whether or not it needs investigation and may act as follows 
a. Investigate the disclosure personally 
b. Forward the disclosure to the Board or a Board Committee for investigation 
c. Pass the disclosure on to an appropriate authority, who will advise that they are 

now investigating. 
 
13. Staff with access to privileged information about other staff, students and parents shall 

not 
a. Disclose this information in the media, and public internet forums 
b. Leave information unsecured in a manner that makes it available to 

unauthorised persons 
c. Disclose the information vocally in public places or private gatherings where it is 

overheard by persons not approved to receive this information 
 
14. Staff with knowledge of breaches of this policy are required to inform the Rector 
 
15. The Act is available at http://rangi.knowledge-basket.co.nz/gpacts/actlists.html under P 
 
 

http://rangi.knowledge-basket.co.nz/gpacts/actlists.html
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1. Lƴ ǘŜǊƳǎ ƻŦ ǘƘŜ ±ǳƭƴŜǊŀōƭŜ /ƘƛƭŘǊŜƴ !Ŏǘ нлмп ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊ ƻŦ ²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ 
School  

a. adopts this Child Protection Policy 
b. has ensured that the Policy is available on the School website 
c. Ƙŀǎ ǊŜǉǳƛǊŜŘ ǘƘŀǘ ŜǾŜǊȅ ƛƴŘŜǇŜƴŘŜƴǘ ŎƻƴǘǊŀŎǘŜŘ ǇǊƻǾƛŘŜǊ ƻŦ ŎƘƛƭŘǊŜƴǎΩ ǎŜǊǾƛŎŜǎ 

has a Child Protection Policy 
d. has a plan to review the Policy and related Procedures every 3 years 

 
2. Summary 

a. ¢Ƙƛǎ ǇƻƭƛŎȅ ƻǳǘƭƛƴŜǎ ǘƘŜ {ŎƘƻƻƭΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ŀƴŘ ƛǘ ǊŜŦŜǊǎ ǘƻ 
the following School procedures  

i. Dealing with child abuse 
ii. Guidelines for professional behaviour 
iii. Complaints Procedure 
iv. Staff Code of Conduct 

b. The foundation document ŦƻǊ ǘƘƛǎ tƻƭƛŎȅ ƛǎ ά{ŀŦŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ {ŀŦŜǊ ŎƘƛƭŘǊŜƴ ς 
DǳƛŘŜƭƛƴŜǎ ŦƻǊ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ǇƻƭƛŎƛŜǎ ǘƻ ōǳƛƭŘ ǎŀŦŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎέ ό/ƘƛƭŘǊŜƴΩǎ 
Action Plan. Identifying, Supporting and Protecting Vulnerable Children) 

 
3. Purpose 

a. In relation to the children in its care, the School staff  
i. has the obligation to ensure their wellbeing and safety  
ii. must be committed to the prevention of their abuse and neglect 
iii. has the child as its first priority when investigating suspected / alleged 

abuse 
iv. supports the NZ Police and Child, Youth and Family (CYF) in investigations 

of alleged abuse 
v. will report alleged abuse to the Police and CYF 
vi. will support families / whanau to protect their children 
vii. will provide a safe environment that is free of physical, emotional, verbal 

or sexual abuse 
 

4. Principles 
a. The interest and protection of the child is paramount in all actions 
b. The rights of the family / whanau to participate in decision-making about their 

children are recognised 
c. Maori tamariki and rangatahi are assessed and managed within a culturally-safe 

environment 
d. Members of all cultures are respected and managed sensitively 
e. All staff are guided and trained to identify the signs and symptoms of potential 

abuse and neglect and to take appropriate action in response 
f. All staff are supported to  

i. work in accordance with the Policy and related Procedures 
ii. work with partner agencies and organisations 
iii. ensure that child protection procedures are consistent and high-quality 
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g. Relevant legislative responsibilities will be complied with 
h. Information will be shared in a timely way and concerns about individual children 

will be discussed immediately with the appointed Child Protection Coordinator 
i. The School staff will promote a culture where staff can confidently challenge 

poor practice in a constructive way and raise issues of concern without fear of 
reprisal 

j. ά{ŜǘǘƭŜƳŜƴǘ ŀƎǊŜŜƳŜƴǘǎέ ǿƛƭƭ ƴƻǘ ōŜ ǳǎŜŘ ǘƻ ǎŜǘǘƭŜ ŎƻƳǇƭŀƛƴǘǎ ŀƎŀƛƴǎǘ ǎǘŀŦŦ 
where these are contrary to a culture of child protection 

k. Information is systematically recorded and stored to ensure confidentiality and 
privacy  

l. This Policy and related Procedures  
i. comply with legislative requirements and principles of the Treaty of 

Waitangi 
ii. meet best-practice standards 
iii. are reviewed and audited annually 

 
5. Interpretation 

a. Child  
i. Person under the age of 18 years, not married or in civil union 

b. Improving the well-being of vulnerable children includes taking measures aimed 
at 

i. Protecting them from abuse and neglect (school anti-bullying procedure 
and programme, reporting of alleged abuse /neglect procedure) 

ii. Improving their physical and mental health, and their cultural and 
emotional well-being (physical education programme, participation in 
sport, Maori Kapa Haka programme, Rite Journey, Peer Support, Guidance 
Counsellor availability, liaison with Community Mental Health) 

iii. Improving their education and training and their participation in 
recreation and cultural activities  (curriculum delivery, V-path, Section 71, 
SCRANO, Hostel activity programme) 

iv. Strengthening their connection to their families, whanau, hapu and iwi, or 
other culturally-recognised family group  (Maori Achievement Group, 
Pasifika Achievement Group, Tutor teacher contact with home) 

v. Increasing their participation in decision-making about them and their 
contribution to society  (Student leadership, Student Council, student-
parent interviews and discussions) 

vi. Improving their social and economic well-being  (peer mentoring, 
tuakana/teina programme, curriculum delivery, V-path, Section 71, 
Gateway) 
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1. Definitions 
a. Child abuse includes  

i. physical, emotional, verbal and sexual abuse 
ii. neglect which is the direct consequence of a deliberate act or 

omission by an adult 
iii. has the potential or effect of serious harm to the child 

b. Physical abuse 
i. any acts that may result in physical harm of a child or young person 

c. Emotional abuse 
i. any act or omission that results in adverse or impaired psychological, 

social, intellectual and emotional functioning or development 
ii. includes verbal abuse 

d. Sexual abuse 
i. any acts that involve forcing or enticing a child to take part in sexual 

activities, including child sexual exploitation, whether or not they are 
aware of what is happening 

e. /ƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊ 
i. A person who works in, or provides, a regulated service and the 
ǇŜǊǎƻƴΩǎ ǿƻǊƪ 

a) Involves regular or overnight contact with children 
b) Takes place without a parent or guardian of the child being 

present 
f. Core worker 

i. A person whose work involves being 
a) ¢ƘŜ ƻƴƭȅ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪer present 
b) The person who has primary responsibility for/authority over 

the children present 
g. Safety checked 

i. The person has been safety-checked in compliance with section 31 
within the last 3 years 

h. Regular or overnight contact 
i. The person has contact with children overnight, or at least once each 

week, or on at least 4 days each month (excludes billets) 
 

2. Identifying possible abuse or neglect 
a. Principles 

i. Consider all available information about the child and his context 
before reaching conclusions 

ii. When there are concerns about abuse and neglect there is immediate 
consultation with SMT / Designated Person for Child Protection 

iii. Consider the overall wellbeing of, and risk of harm to, the child  
iv. Recognise when something is wrong, especially if patterns form 
v. Exposure to intimate partner violence (IPV) is a form of abuse 

 
b. Signs of possible abuse 
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Physical 
unexplained injuries, burns, fractures, unusual /excessive itching, 
genital injuries, STDs 

Developmental 
delays 

small for age, cognitive delays, falling behind in school, poor 
speech, poor social skills 

Emotional 
abuse/neglect 

sleep problems, low self-esteem, obsessive behaviour, inability to 
cope in social situations, sadness, loneliness, self-harm 

Behavioural 
concerns 

age-inappropriate sexual interest or play, fear of a certain person 
or place, eating disorders, substance abuse, disengagement, 
neediness, aggression 

Allegation or 
disclosure 

Talking about things that indicate abuse 

 
c. Signs of possible neglect 

 

Physical 
looking rough and uncared-for, dirty, inappropriately clothed, 
underweight 

Developmental 
delays 

small for age, cognitive delays, falling behind in school, poor 
speech, poor social skills 

Emotional 
abuse/neglect 

sleep problems, low self-esteem, obsessive behaviour, inability to 
cope in social situations, sadness, loneliness, self-harm 

Behavioural 
concerns 

eating disorders, substance abuse, disengagement, neediness, 
aggression 

Neglectful 
supervision 

out and about unsupervised, left alone, no safe home to return to, 
living with friends 

Medical neglect Skin disorders, other untreated medical issues 
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3. Responding to suspected abuse or neglect 
a. Responding to a child who discloses abuse 

 
  Disclosure of abuse or neglect 

¶ Listen to the child 

¶ Reassure the child 

¶ Give open-ŜƴŘŜŘ ǇǊƻƳǇǘǎ ŜƎ άǿƘŀǘ ƘŀǇǇŜƴŜŘ ƴŜȄǘΚέ 

Provide appropriate reassurance and re-engage 
in appropriate activities under supervision until 
he can re-engage 

If the child is visibly distressed 

Child not in immediate danger Child is in immediate danger 

Contact the Police immediately   111 

Record 

¶ What the child said, word-for-word 

¶ The date, time, location and names of any 
staff that may be relevant 

¶ The factual concerns and observations that 
have led to the suspicions of abuse or 
neglect 

¶ The actions taken by the school 

¶ Any other relevant information 

Formally record the disclosure as 
soon as possible 

Decision-making 
Consult with SLT/ Designated Person 
for Child Protection 

Notify CYF and / or Police 

Notify CYF promptly if it is believed that 
the child has been / is likely to be 
abused or neglected 
Phone : 0508 Family (0508326459) 
Fax : 09 914 1211 
Email : cyfcallcentre@cyf.govt.nz 
 

Re-involve the child in ordinary activities 
and explain what you are going to do next 
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b. When an allegation is made against a member of staff 
 
  Disclosure/allegation of child abuse by staff member 

¶ Listen to the child 

¶ Reassure the child 

¶ Give open-ŜƴŘŜŘ ǇǊƻƳǇǘǎ ŜƎ άǿƘŀǘ ƘŀǇǇŜƴŜŘ ƴŜȄǘΚέ 

If the child is visibly distressed 

If the child is not in immediate danger 

Record 
ω What the child said, word-for-word 
ω The date, time, location and names of 

any staff that may be relevant 
ω The factual concerns and observations 

that have led to the suspicions of abuse 
or neglect 

ω The actions taken by the school 
ω Any other relevant information 

Refer immediately to SMT 

If the child is in immediate danger 

Formally record the disclosure as soon as 
possible 

Contact the Police immediately   111 

Provide appropriate reassurance and re-engage 
in appropriate activities under supervision until 
he can re-engage 

SLT consults with CYF and/or Police 
Consult Collective Agreement, Union, Lawyers re 
action involving staff member (suspension etc) 

Depending on outcomes of discussions 
with statutory agencies, CYF and/or SLT 
advise staff member and seek a written 
response  

¶ Staff member advised of right to seek 
support and advice from Union or 
other appropriate representative 

¶ SLT consider suspension, subject to 
Collective Agreement 

¶ SLT continues to liaise with CYF 
and/or Police 

¶ SLT committed to not use 
άǎŜǘǘƭŜƳŜƴǘ ŀƎǊŜŜƳŜƴǘǎέ 

Re-involve the child in ordinary activities and 
explain what you are going to do next 
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c. Confidentiality and information sharing 
i. Staff immediately inform SLT and Designated Person for Child 

Protection of suspicions/allegations 
ii. SLT and Designated Person for Child Protection seek advice from CYF 

and Police before further sharing of information about alleged 
abuse/neglect 

iii. Family/whanau are only informed about suspected/actual abuse after 
discussions with CYF and Police 

iv. No disciplinary proceedings may be brought against a person making a 
report in good faith about abuse/neglect allegations to CYF and Police 

v. Meet the requirements of privacy principles when collecting 
information 

vi. Information may be disclosed under the Privacy Act if there is a 
serious risk to health and safety 

 
4. Safety Checking 

a. /ƘƛƭŘǊŜƴΩǎ ²ƻǊƪŜǊ {ŀŦŜǘȅ /ƘŜŎƪƛƴƎ 
i. People employed or engaged in work that involves regular or 

overnight contact with children must be safety checked 
ii. ¢ƘŜ ǎŎƘƻƻƭ Ƴŀȅ ƴƻǘ ŜƳǇƭƻȅ ŀ ǇŜǊǎƻƴ ŀǎ ŀ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊ ǿƛǘƘƻǳǘ 

ensuring that a safety check of that person complies with section 31 
before employment commences 

iii. The school must safety-check existing core and non-core worker 
employees within 3 years of this school procedure coming into force 

iv. Nothing in the Criminal Records (Clean Slate) Act 2004 authorises the 
concealment of a conviction for a specified offence of a person who is 
subject to a safety check in relation to employment as a core worker, 
even if the person is otherwise deemed to have no criminal record 

v. A person may apply for exemption according to section 36(1) for a 
specified offence 

b. The safety checking regulations include: 
i. ConfirƳŀǘƛƻƴ ƻŦ ǘƘŜ ƛŘŜƴǘƛǘȅ ƻŦ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊΣ ŦƻǊ ŜȄŀƳǇƭŜ 

sighting the required documents, or by using an electronic service, 
such as the RealMe identity verification service. 

ii. Consideration of specific information prescribed by regulations made 
under section 32 - collection and consideration of a range of 
information about the candidate, including a work history, a referee 
check, and an interview of the candidate, and third party checks with 
their professional registration body or licensing authority (as 
appropriate) 

iii. A Police vet is required. 
iv. A risk assessment carried out as prescribed by regulations under 

section 32 - evaluation of this information and assessment of the risk 
the person would pose to the safety of children if employed or 
engaged as a chilŘǊŜƴΩǎ ǿƻǊƪŜǊΣ ƛƴŎƭǳŘƛƴƎ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ǿƘŜǘƘŜǊ 
ǘƘŜ ǊƻƭŜ ƛǎ ŀ ŎƻǊŜ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŦƻǊŎŜ ǊƻƭŜΦ 

c. Managing a core worker convicted of a specified offence (refer Appendix 1) 
i. The school must immediately 
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a) Suspend the worker from all duties that require the person to 
act as a core worker 

b) Specify the period of suspension ς not less than 5 working days, 
and may be extended from time to time 

c) Inform the worker of the reason for the suspension and grounds 
ŦƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ ōŜƭƛŜŦ 

d) Advise the worker that s/he may respond to the reason(s) for 
suspension 

ii. The school may not terminate employment/engagement until at least 
5 working days after suspension 

iii. The school must continue to pay the worker during suspension on 
whatever basis would apply had the person been suspended on the 
grounds of serious misconduct 

iv. At the end of the period of suspension employment must be 
terminated if the school believes there are reasonable grounds for 
termination 

v. LŦ ŀ ǿƻǊƪŜǊΩǎ ŜƳǇƭƻȅƳŜƴǘ Ƙŀǎ ōŜŜƴ ǘŜǊƳƛƴŀǘŜŘ ƛƴ ǘŜǊƳǎ ƻŦ ǘƘŜ 
Vulnerable /ƘƛƭŘǊŜƴΩǎ !Ŏǘ 

a) No compensation or other payment is payable regardless of 
contractual agreement 

b) The termination is deemed a justifiable dismissal for the 
purposes of Part 9 of the Employment Relations Act 2000 

d. Process 
Confirming identity ς use one of the two methods below 

i. Method (a) ς use of electronic identity credential 
a) Verify by using an electronic identity credential as defined in the 

Electronic Identity Verification Act 2012, such as the RealMe 
identity verification service 

b) Establish uniqueness of claimed identity by searching the 
¢ŜŀŎƘŜǊǎΩ /ƻǳƴŎƛƭ ǊŜŎƻǊŘǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎƭŀƛƳŜŘ ƛŘŜƴǘƛǘȅ 
does not belong to another person employed or engaged 
(currently or previously) as a teacher 

ii. Method (b) ς use of appropriate regulatory process 
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A. Establishing that the identity exists using an original primary identification 
document ς one must be used 

DOCUMENT ISSUING AGENCY 

NZ Passport Dept of Internal Affairs 

Overseas passport Overseas authority 

NZ emergency travel document Dept of Internal Affairs 

NZ Certificate of Identity  (Passports 
Act 1992 and Immigration Act 1987) 

Dept of Internal Affairs 
Ministry of Business, Innovation or 
Employment 

NZ Firearms Licence NZ Police 

NZ Full birth certificate issued after 1 
Jan 1998 with a unique identification 
number 

Dept of Internal Affairs 

NZ Citizenship Certificate Dept of Internal Affairs 

 
B. Establishing that the identity is a living identity and that the person presenting 

uses the identity in the community, using an original secondary identity document 
ς one must be used 

DOCUMENT ISSUING AGENCY 

b½ 5ǊƛǾŜǊΩǎ [ƛŎŜƴŎŜ NZ Transport Agency 

18+ Card Hospitality NZ Inc 

Community Services Card Ministry of Social Development 

SuperGold Card Ministry of Social Development 

Veteran SuperGold Card Ministry of Social Development 

NZ student photo ID NZ Educational Institution 

NZ Employee photo ID Employer 

NZ Electoral roll record Electoral Enrolment Center of NZ Post Ltd 

Inland Revenue number IRD 

NZ issued utility bill under 6 months 
old 

 

Steps to Freedom form Dept of Corrections 

 
C. 9ǎǘŀōƭƛǎƘƛƴƎ ǘƘŀǘ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊ ƭƛƴƪǎ ǘƻ ǘƘŜ ƛŘŜƴǘƛǘȅ ƛn one of two ways 

Option (i) ς check at least one of the two forms of identification against the 
worker using the photo identification     OR 
 
Option (ii) ς use an identity referee provide by the worker on presentation of 
identity documents.  The worker must provide 

¶ Name and contact details of an identity referee  AND 

¶ ! ǇƘƻǘƻ ƻŦ ǘƘŜ ǿƻǊƪŜǊ ŀǳǘƘŜƴǘƛŎŀǘŜŘ ōȅ ǘƘŜ ǊŜŦŜǊŜŜ όάŎŜǊǘƛŦƛŜŘ ǘǊǳŜ ƭƛƪŜƴŜǎǎ 
ƻŦ ΧΧΦΣ signed and dated)     OR 

¶ A verification statement signed and dated by the identity referee verifying 
that the primary identification document produced by the worker relates to 
that worker 

¶ Criteria to qualify as an identity referee 
- Has known the worker for at least 12 months 
- Is older than 16 years 
- Lǎ ƴƻǘ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǿƻǊƪŜǊ ŀƴŘ ƴƻǘ ǇŀǊǘ ƻŦ ǘƘŜ ǿƻǊƪŜǊΩǎ ŜȄǘŜƴŘŜŘ ŦŀƳƛƭȅ 
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- Is not a spouse or partner of the worker 
- Does not live at the same address as the worker 
 

D. Establishing that the worker is the sole claimant of the identity 

¶ 9ǎǘŀōƭƛǎƘ ǳƴƛǉǳŜƴŜǎǎ ƻŦ ŎƭŀƛƳŜŘ ƛŘŜƴǘƛǘȅ ōȅ ǎŜŀǊŎƘƛƴƎ ǘƘŜ ¢ŜŀŎƘŜǊǎΩ /ƻǳƴŎƛƭ 
records to ensure that the claimed identity does not belong to another 
person employed or engaged (currently or previously) as a teacher 

¶ Identity verification for periodic checking 
- Limited identity verification is required for 3-yearly rechecking 
- Confirm that the person has not changed name during the interval since 

presenting identity documents the first time 
- If there has been a name change since the last safety check, the person 

must submit a supporting name change document relating to the name 
change 

¶ Verifying documentary evidence 
- All documentation sighted for identification purposes must be original 
- Check between documents and across documents for authenticity ς 

warning signs include rips, tears, discoloration, damage, lettering 
inconsistencies, incorrect spelling 

¶ Name changes 
- The following documents may be used as evidence to support a name 

change 
- Once identification has been established, staff may ǳǎŜ ǘƘŜƛǊ άǇǊŜŦŜǊǊŜŘ 
ƴŀƳŜέ 

 DOCUMENT ISSUING AGENCY 

NZ Birth Certificate issued for the purpose Dept of Internal Affairs 

Change of name by statutory declaration Dept of Internal Affairs 

Change of name by deed poll Dept of Internal Affairs 

NZ Name change Certificate Dept of Internal Affairs 

NZ Marriage Certificate Dept of Internal Affairs 

NZ Civil Union Certificate Dept of Internal Affairs 

NZ Order dissolving marriage or civil union Ministry of Justice 

NZ Order declaring marriage or civil union void Ministry of Justice 

¶ Dealing with discrepancies 
- First seek an explanation from the applicant 
- If the documentation is clearly fraudulent, direct the issue immediately 

to the appropriate agency (Police, issuing body, professional body, 
licencing authority) 

- Discrepancies must be satisfactorily resolved before continuing with the 
recruitment and appointment process 

¶ Carrying out interviews 
- All new applicants must be interviewed as part of the safety checking 

process 
- Interviews are used to confirm information submitted during the process 

¶ Best practice 
- Interviews should be face-to-face but may be via telephone or SKYPE 
- Conduct 2 interviews to allow reference and other checks to take place 
- Use a panel for the interview 
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- Have a structure and use planned, open questions 

¶ Risk assessment 
- A risk assessment must be made for every person being safety checked 
- Determine 

o ²ƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜ ǇŜǊǎƻƴ ŀǎ ŀ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊ ǇƻǎŜǎκǿƻǳƭŘ 
pose any risk to the safety of children 

o If the person does / would pose a risk, what the extent of that risk 
is in the context of a core / non-core worker 

- Take into account all information gathered through identity confirmation, 
Police vetting, interview and 5 year work history / referees / professional 
organisations / licencing or registering authority 

- Take into account any guidelines issued by a key agency 
- The assessment must be carried out by  

o An officer or employee of the governing body 
o A person or organisation acting on behalf of the governing body 
o A combination of the above 

- Complete the Assessment Form, Appendix 2 
 

5. Staff training, supervision and support 
a. Staff will be trained to 

i. Identify possible abuse or neglect 
ii. Respond to suspected abuse or neglect 

b. Training will be 
i. included in the annual professional training schedule  
ii. delivered by school staff and agency professionals as required and 

appropriate 
c. Staff who are psychologically affected by issues arising from dealing with child 

abuse and neglect can access support from 
i. peers 
ii. school guidance counsellor 
iii. Community Mental Health 
iv. EAP 
v. Church support groups 
vi. SMT 

 
6. Related documentation 

a. Vulnerable Children Act 2014 
b. Safer organisations, Safer children.  Guidelines for child protection policies to 
ōǳƛƭŘ ǎŀŦŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ώ/ƘƛƭŘǊŜƴΩǎ !Ŏǘƛƻƴ tƭŀƴϐ 

c. Vulnerable Children (RequirŜƳŜƴǘǎ ŦƻǊ {ŀŦŜǘȅ /ƘŜŎƪǎ ƻŦ /ƘƛƭŘǊŜƴΩǎ ²ƻǊƪŜǊǎύ 
Regulations 2015 

d. /ƘƛƭŘǊŜƴΩǎ ǿƻǊƪŜǊ ǎŀŦŜǘȅ ŎƘŜŎƪƛƴƎ ǳƴŘŜǊ ǘƘŜ ±ǳƭƴŜǊŀōƭŜ /ƘƛƭŘǊŜƴ !Ŏǘ нлмп 
ώ/ƘƛƭŘǊŜƴΩǎ !Ŏǘƛƻƴ tƭŀƴϐ 

e. Vulnerable Children Act ς Scope of the Standard Safety Checking 
Requirements 

f. WBHS Complaints Procedure 
g. WBHS Staff Code of Conduct 
h. WBHS Professional Boundaries with Students Guidelines 
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7. Review process and timeline 
a. Date of Policy adoption - 29 October 2015 
b. Date of Management Review of Procedure - November 2016 
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Appendix 1 
Specified offences 
(1) section 98 dealing in slaves 
(2) section 98AA dealing in people under 18 for sexual exploitation 
(2A) section 124A indecent communication with a young person under 16 
(3) section 128B sexual violation 
(4) section 129 attempted sexual violation and assault with intent to commit sexual violation 
(5) section 129A sexual conduct with consent induced by certain threats 
(6) section 130 incest 
(7) section 131 sexual conduct with dependent family member 
(8) section 131B meeting young person following sexual grooming 
(9) section 132 sexual conduct with child under 12 
(10) section 133 indecency with girl under 12 
(11) section 134 sexual conduct with a young person under 16 
(12) section 135 indecent assault 
(13) section 138 sexual exploitation of a person with significant impairment 
(14) section 139 indecent act between woman and girl 
(15) section 140 indecency with a boy under 12 
(16) section 140A indecency with boy between 12 and 16 
(17) section 141 indecent assault on man or boy 
(18) section 142A compelling indecent act with animal 
(19) section 143 bestiality 
(20) section 144A sexual conduct with children and young people outside New Zealand 
(21) section 144C organising or promoting child sex tours 
(22) section 154  abandoning child under 6 
(23) section 172 punishment for murder 
(24) section 173 attempt to murder 
(25) section 177 punishment for manslaughter 
(26) section 178 infanticide 
(27) section 182 killing of unborn child 
(28) section 188 wounding with intent 
(29) section 189(1) injuring with intent to cause grievous bodily harm 
(30) section 191 aggravated wounding or injury 
(31) section 194 assault on child 
(32) section 195 ill-treatment or neglect of child or vulnerable adult 
(33) section 195A failure to protect child or vulnerable adult 
(34) section 198 discharging firearm or doing dangerous act with intent 
(35) section 204A female genital mutilation 
(36) section 204B further offences relating to female genital mutilation 
(37) section 208 abduction for purposes of marriage or sexual connection 
(38) section 209 kidnapping 
(39) section 210 abduction of young person under 16 
 
Specified offences 

¶ An offence that is equivalent to an offence against any section of the Crimes Act 1961 referred to in 
clause 1, but that was committed against a provision of the Crimes Act 1961 that has been repealed 

¶ An attempt to commit any offence referred to in clause 1 and 2, where the offence is not itself specified 
as an attempt and the provision does not itself provide that the offence may be completed on an attempt 

¶ A conspiracy to commit any offence referred to in clause 1 or 2 

¶ An offence against any of the following sections of the Films, Videos and Publications Classification Act 
1993 

o Section 124 offences relating to objectionable publications, involving knowledge 
o Section 127(4) exhibition to persons under 18 
o Section 131A offences relating to possession of objectionable publications,  involving 

knowledge 

¶ An offence against section 209(1A) of the Customs and Excise Act 1996  
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²!L¢!YL .h¸{Ω ILDI {/Ihh[ 
APPENDIX 2  VULNERABLE CHILDREN ACT 2014 SAFETY CHECK FORM 

Applicant DOB 

Assessor Position 

 

CONFIRMATION OF IDENTITY        
Document Photo match Seen by Authentic Date 

1 Y/N  Y/N  

2 Y/N  Y/N  

SUPPORTING NAME CHANGE DOCUMENTS 

   Y/N  

REFEREE 
Name Contact details Authenticated photo 

  Y/N 

POLICE VETTING 
Concerns   Specified offences Date 

   

   

RISK ASSESSMENT 
Context Extent of risk Assessor 

Core   

Non-core   

 

RECOMMENDATION 

 

 

 

 

 

 

 

Applicant signature                                                                                                                 Date 

Assessor signature                                                                                                                  Date 

For the BoT                                                                                                                               Date 
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HEALTH AND 
SAFETY 
SECTION
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The school will be a safe environment for students and staff 

1. Risks and Hazards 
a. All staff are generally responsible for contributing towards work place safety 

by 
i. reporting and logging risks and hazards 
ii. eliminating or minimising identified risk and hazards 

b. All HoDs, department heads and the Hostel Manager are responsible for 
i. discussing and minuting risks and hazards at each department 

meeting 
ii. ensuring that minuted risks and hazards are immediately emailed to 

MA and CW for action 
iii. developing an action plan to eliminate or minimise risks and hazards 

in their area of responsibility 
c. Science staff are responsible for 

i. conducting experiments safely 
ii. ensuring that chemicals are correctly stored and used 
iii. ensuring that safety gear is worn appropriately and correctly 
iv. ensuring that hazardous spills are correctly contained and dealt with 
v. disposing of hazardous waste correctly 

d. Technology staff are responsible for 
i. properly supervising the storage and use of equipment and materials 
ii. ensuring that machine operators have documented training 
iii. ensuring that students use machines as approved within MoE Safety 

Guidelines 
e. Agriculture staff are responsible for 

i. ensuring the safe storage and use of chemicals, equipment and 
materials 

ii. ensuring the safety of students and animals on the school farm 
f. The Property supervisor is responsible for the 

i. safekeeping and correct use of fuel, chemicals and poisons used by 
Property 

ii. safekeeping, maintenance and use of all Property appliances and 
machinery 

f. The Hostel Director is responsible for 
i. discussing and minuting risks and hazards at each Hostel staff meeting 
ii. ensuring that minuted risks and hazards are immediately emailed to 

MA and CW for action 
iii. developing an action plan to eliminate or minimise risks and hazards 

in the Hostel 
g.  The Occupational Health and Safety Coordinator (MA) will  

i. maintain and quarterly review a list of potential hazards and 
appropriate controls in each area of the school 

ii. ensure that staff and students working in those areas are aware of 
them 

iii. manage the action plan to eliminate or minimise risks and hazards 
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iv. ensure that each work space has a Hazard Register displayed in clear 
view 

v. coordinate H and S with the Deputy Rector on a day-by-day basis 
h. The Deputy Rector will provide a monthly H and S report to the BoT 
 

2. Worker Engagement and Participation 
a. Issue Resolution 

i. Any matter that concerns a worker about their health and safety 
should be raised by that worker with his/her line manager in the first 
instance ς this can be raised by the worker or HSR 

ii. LŦ ǘƘŜ ǎŎƘƻƻƭ ƭŜŀŘŜǊ Ŏŀƴƴƻǘ ǊŜǎƻƭǾŜ ǘƘŜ ƛǎǎǳŜ ǘƻ ǘƘŜ ǿƻǊƪŜǊΩǎ 
satisfaction, the HSR will be approached to mediate if not already 
involved  

iii. The worker, HSR and school leader will work together to get a 
satisfactory and timely resolution 

iv. If a satisfactory resolution still cannot be reached, the worker / HSR / 
worker and HSR can opt to use the following options to get resolution 

a) Operational issues (including workload, work processes) should 
be raised with the relevant appropriate manager  

b) Building facilities matters should be raised with the  

¶ Property Supervisor (maintenance and repair),  

¶ Timetabler (room allocations),  

¶ IT Manager (IT / telephone /data projectors),  

¶ Deputy Rector (hazards), or  

¶ Rector 
c) Policy concerns should be raised via the Committee and / or 

HSRs with the Board 
b. Right to refuse unsafe work 

i. If a worker believes that carrying out specific work would expose the 
worker or any other person to a serious risk to the health and safety 
of the worker or other person arising from an immediate or imminent 
exposure to a hazard, the worker may cease or refuse to carry out 
work. 

ii. The following steps will be taken 
a) The worker will immediately advise the relevant member of 

school leadership 
b) The worker and school leader will attempt to resolve the 

matter as soon as is practicable 
c) If the matter is not resolved the worker may continue to refuse 

to carry out the work, if the worker has reasonable grounds to 
believe that carrying out the work would expose the worker or 
any other person to a serious risk ǘƻ ǘƘŜ ǿƻǊƪŜǊΩǎ ƻǊ ŀƴȅ ƻǘƘŜǊ 
ǇŜǊǎƻƴΩǎ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ ŀǊƛǎƛƴƎ ŦǊƻƳ ŀƴ ƛƳƳŜŘƛŀǘŜ ƻǊ 
imminent exposure to a hazard 

d) WorkSafe NZ will be requested to assist with matters that 
cannot be resolved 
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e) The worker will perform any other work that the employer 
reasonably requests within the scope of their employment 
agreement until the issue is resolved 

c. Provisional Improvement Notices 
i. An appropriately-trained HSR may issue a Provisional Improvement 

Notice (Notice) to a person if the HSR reasonably believes that the 
person is contravening / likely to contravene a provision of the Act or 
Regulations 

ii. The Notice may require the person to 
a) Remedy the contravention 
b) Prevent a likely contravention from occurring 
c) Remedy the things / activities causing / likely to cause the 

contravention 
iii. The Notice may only be issued after the HSR has first consulted with 

the person at fault 
iv. A Notice may not be issued if an inspector has already issued a Notice 

in relation to the same matter 
v. When a Notice is issued, the HSR must provide a copy of that notice to 

the relevant school leader as soon as is practicable 
d. Committee Meetings 

i. All meetings will have an agenda circulated in good time before the 
meeting 

ii. The agenda format is as follows 
Health and Safety Committee 
Meeting to be held on  
Venue    
Time     
Agenda 
1. Present 
2. Apologies 
3. Minutes of last meeting 
4. Matters arising 
5. Regular reports  

¶ Board member(s) 

¶ Rector 

¶ Health and Safety Representatives 
6. Outstanding issues from previous meeting 
7. Review of actions of previous meetings 
8. Requests or issues to be considered by the Board of Trustees 
9. Progress on any internal or external reviews of policies, 

processes and procedures 
10. Progress on health and safety improvements 
11. Next meeting. 

iii. Meeting minutes will be circulated within 3 working days of a meeting 
iv. The format for meeting minutes is as follows 
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Health and Safety Committee   Minutes of meeting 
Date    
Venue    
Present    
Apologies   

 

 
e. Policy and Procedure Review 

i. Every 2 years or more regularly by agreement 
ii. Provisions of this agreement may be varied by the Board following 

consultation with workers 
 

3. Risk Management 
a. Managing health and safety risks effectively 

The four steps for managing health and safety risks effectively are 
i. Identifying hazards by finding out what situations and things could 

cause death, injury and illness 
ii. Assessing risks by understanding 

a) the nature of the risk that could be caused by the hazard 
b) what the consequences could be 
c) the likelihood of an event happening 

iii. Controlling risks by implementing the most effective control measures 
that are reasonably practicable in the circumstances 

iv. Reviewing control measures to ensure that they are working 
effectively 

b. Roles and responsibilities 
i. Officers 

a) Ensure that workers and others know about school health and 
safety risk processes and procedures 

b) Ensure that workers receive appropriate health and safety risk 
training, and are aware of the risks on induction into the work 
area 

Agenda item ς Topic ;   

Discussion points 

Actions Responsible Due Date 

1.   

2.   

Agenda item ς Topic:  

Discussion points:  

Actions Responsible Due Date 

1.   

2.   
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¶ Hold and maintain the risk register for the work group, 
which records the following for each identified hazard 

¶ The harm that the hazard could cause 

¶ The likelihood that the harm could occur 

¶ The level of risk 

¶ The effectiveness of current controls 

¶ What further controls are needed 

¶ How the controls will be implemented (who, when) 

¶ Review date 
c) LƴŦƻǊƳ ΨƻǘƘŜǊǎ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΩ ƻŦ ŀƴȅ ƪƴƻǿƴ Ǌƛǎƪǎ ŀƴŘ ŎƻƴǘǊƻƭǎ 

in place 
d) Assess reported risks 
e) Consult with workers on the most effective controls to manage 

identified risks 
f) Regularly review and monitor risks and the controls that are in 

place 
ii. Workers (employees, temporary workers, contractors, volunteers) 

a) Take reasonable care of their own health and safety 
b) Take reasonable care that their acts are not a risk to the health 

and safety of others 
c) Take reasonable steps to eliminate risks when they are first 

identified 
d) Report any risks to the appropriate school leader, including risks 

that have already been eliminated 
e) Seek support from the health and safety representatives (HSR)  

on health and safety risk matters if required 
f) Comply with the Risk Management Policy and Procedure in the 

school 
g) Comply with any reasonable instruction given by the BoT or the 

PCBU of the school in relation to risks in the workplace 
h) Inform others of known risks 
i) May cease or refuse to carry out work if they believe that the 

work would expose them to a serious risk 
iii. Health and Safety committee 

a) Facilitates cooperation between the BoT and school workers to 
instigate, develop and carry out measures designed to ensure 
the health and safety of workers at school 

b) Assists in developing any standards, rules, policies or procedures 
relating to health and safety that are to be adhered to in the 
school 

c) Makes recommendations to the BoT about work health and 
safety 

iv. Health and Safety Representatives 
a) Represent workers on health and safety risk matters 
b) Promote the interests of workers who have raised health or 

safety risks 
c) Monitor risk controls undertaken by the BoT 



 

WBHS Procedures                             Page 58 of 264   Date Updated Updated by whom 

HEALTH AND SAFETY Jan 2019 John Mattisson 

 

d) Investigate complaints from workers about health and safety 
risks 

e) Issue provisional improvement notices after first consulting with 
the appropriate school leader, when risks in the workplace are 
not managed so far as is reasonably practicable 

f) Direct workers to cease work if they believe that the work would 
expose them to a serious risk 

v. Others (visitors, students, parents, contractors etc) 
a) Take reasonable care of their own health and safety 
b) Take reasonable care that their acts are not a risk to the health 

and safety of others 
c) Take reasonable steps to eliminate risks when they are first 

identified 
d) Comply with any reasonable instruction given by the BoT in 

relation to risks 
c. Assessing Risks 

i. The consideration of the severity of consequences for a person 
exposed to a hazard, combined with the likelihood of the event 
happening 

ii. Risk level increases as the likelihood of injury or illness increases 
iii. Risk assessments determine 

a) Risk severity 
b) The effectiveness of existing control measures 
c) Actions required to control specific risks 
d) The urgency of required action 

iv. Assessing severity - Rated by the degree of injury or illness that could 
result 

DESCRIPTOR VALUE DESCRIPTION 

Catastrophic 5 Single or multiple deaths 

Major 4 
Extensive injuries or severe illness requiring hospitalisation; 
permanent disability; sick days greater than 2 weeks; 
amputation 

Serious 3 
Injuries or illness requiring medical attention off-site; 
hospitalisation greater than 48 hours; restricted work greater 
than 28 days; lost days less than 2 weeks 

Moderate 2 
Injuries or illness requiring first-aid, can be dealt with on-site; 
restricted work for less than 28 days 

Minor 1 
Negligible or no injuries or illness, no treatment required; near-
miss; injuries require on-site first aid 
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v. Assessing likelihood - Rated according to likelihood of occurrence 

DESCRIPTOR VALUE DESCRIPTION 

Almost 
certain 

5 
Expected to occur unless preventative action is taken; frequent 
occurrences under similar conditions 

Likely 4 
Will probably occur at some time under current risk control 
measures; infrequent occurrence in similar conditions; 50% 
chance of occurrence in current conditions 

Possible 3 
Occurrence possible under current/similar conditions; lack of 
evidence for assurance of impossibility; at least one occurrence 
under similar conditions 

Unlikely 2 
Occurrence unlikely under current/similar conditions; not aware 
of occurrence 

Rare 1 
Possibility/occurrence unlikely under significantly changed 
conditions 

 
vi. Assessing the level of risk ς Risk level will increase as the likelihood of 

injury or illness and its severity increases.  Use to prioritise risks for 
appropriate control measures 

LIKELIHOOD 
CONSEQUENCE 

Minor Moderate Serious Major Catastrophic 

Very likely 5 10 15 20 25 

Likely 4 8 12 16 20 

Possible 3 6 9 12 15 

Unlikely 2 4 6 8 10 

Rare 1 2 3 4 5 

 

RISK LEVEL 
MANAGEMENT 

LEVEL 
CRITERIA 

High Risk value 
11 - 25 

Immediate 
action 

Unacceptable risk under existing circumstances; 
requires immediate action to eliminate/ minimise 
risk so far as is reasonably practicable; includes 
work stoppage 

Medium Risk value 
4 -10 

Review and 
manage risks, 
monitor 

Existing controls are not effective/managing the 
risk; risk must be reviewed and managed with 
controls 

Low Risk value 
1 - 3 

Acceptable with 
controls 

Work can proceed with accepted controls in 
place, with monitoring 
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vii. Completing the Hazard Register 
Five steps 

a) Describe the hazard, and the harm it could cause 
b) State the location 
c) Rate the risk and likelihood 
d) Recommend the control measure (eliminate / isolate / 

minimise), rate current controls 
e) Obtain authorisation for implementation of control measure 

(who, what, when, where) 
viii. Review 

a) Biennially or longer by agreement. 
b) Provisions may be varied by the BoT following consultation with 

workers 
 
 
²!L¢!YL .h¸{Ω ILDI {/Ihh[ 
 
RISK ASSESSMENT REGISTER 
 

Assessment 
date 

Location 
Hazard 

description 
Risk level Likelihood 

Control 
Eliminate, 

isolate, 
minimise 

Control 
actions 
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4. Injury and Accident Management and Reporting 
Six steps of effective incident management 

a. Step 1: Identification of an incident 
i. All workers must be able to identify when a near-miss has occurred 
ii. Act immediately to ensure the safety of all involved 
iii. Ensure that the workplace environment poses no further risks 
iv. Apply/seek first-aid if needed 

b. Step 2: Notification of the incident 
i. Notify the relevant school leader immediately 
ii. Use the Incident Notification form to document the incident(s) 
iii. School leader(s) investigate the incident and take local action 
iv. All incidents and notifiable events (including near-misses) must be 

reported 
c. Step 3: Assessment of the incident 

i. School leader(s) assess the level of incident 
ii. Schƻƻƭ ƭŜŀŘŜǊ ŎƻƴǘŀŎǘǎ ²ƻǊƪ{ŀŦŜ b½ ǿƘŜƴ ŀ ΨbƻǘƛŦƛŀōƭŜ 9ǾŜƴǘΩ ǘŀƪŜǎ 

place (notifiable injury/illness/incident ς harm resulting in 
hospitalisation for 48 plus hours) 

iii. Preserve the incident site if WorkSafe NZ must inspect for a Notifiable 
Event 

d. Step 4: Investigate the incident 
i. Investigate to identify the cause(s) of the incident 
ii. Identify corrective actions to prevent similar incidents occurring again 
iii. Implement the corrective actions as soon as practicable  

e. Step 5: Actions 
i. Develop actions for each recommendation (who, what, where, when) 
ii. Consult about action with the HSR, the affected worker(s) and others 

involved in the workplace 
iii. Review the Risk Register and put risk controls into place 
iv. Specific workers are accountable for implementing actions 
v. HSR monitors implementation progress regularly 
vi. Additional monitoring using the Risk Register, Committee, and 

through information collated by Officers 
vii. The HSR and Officers collate information to generate reports and 

analysis from incident data  
viii. The HSR and Officers identify trends and risks, and initiate, monitor 

and evaluate system improvements 
f. Step 6: Review 

i. Monitor whether or not actions have been successful in preventing 
further incidents 

ii. The manager and HSR reviews actions in consultation with workers 
 

Roles and responsibilities 
a. PCBU 

i. Make health and safety a key part of the PCBU role 
ii. Do everything reasonably practicable to remove or reduce the risk of 

injury or illness 
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iii. Ensure that all incidents, injuries and near-misses are appropriately 
recorded 

iv. Investigate incidents and near-misses, and reduce the likelihood of 
them being repeated 

v. Have emergency plans and procedures in place 
vi. Train everyone on site about hazards and risks to ensure a safe 

working environment 
vii. Help workers who have been ill or injured to return to work safely 

b. Officers (Rector, individual Board members) 
i. Know about and keep up-to-date with incidents related to school 

operations 
ii. Ensure that resources and processes are in place to prevent incidents 

from happening 
iii. Ensure that processes are in place to produce timely information 

about incidents 
iv. Ensure that health and safety procedures are actually implemented 
v. Monitor the health and safety performance of the school 

c. Workers 
i. Take reasonable care of their own health and safety 
ii. Ensure that their actions or omissions do not affect the health and 

safety of others 
iii. Report every incident immediately to the relevant school leader 
iv. Report every risk and hazard immediately to the relevant school 

leader 
v. Co-operate during the implementation of the incident management 

policy and procedure 
vi. Co-operate during the implementation of incident investigations 
vii. Participate in the implementation, monitoring and evaluation of 

actions following incident investigations 
viii. Comply with all reasonable instructions given by the PCBU of a related 

site when visiting there 
ix. Expect fellow workers and others to notify school leaders about 

identified incidents 
d. Members of the school leadership team 

i. View all submitted incident investigation forms as soon as is 
practicable 

ii. Report Notifiable Events to WorkSafe NZ via the Rector 
iii. Investigate all submitted incident reports, undertake corrective 

actions in a timely manner, and document everything 
iv. Consult with the HSR, affected worker(s) and others in the workplace 

during investigations and when taking action 
v. Delegate actions to relevant workers, allowing them to also review the 

delegated actions 
vi. Monitor and review the effectiveness of actions 

e. HSR 
i. Represent workers on matters relating to health and safety incidents 
ii. Investigate complaints from workers in the workplace 
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iii. Monitor the incident management approach undertaken by the Board 
iv. Promote the interests of workers who have reported health and safety 

incidents 
v. Participate in incident investigations if requested to do so by the 

relevant school leader 
f. First Aiders 

i. Take reasonable care of their own health and safety in incident 
situations 

ii. Identify themselves to all others in the workplace 
iii. Provide immediate first aid to anyone who has suffered an injury or 

illness while at work 
iv. Ensure that the workplace has adequate first aid resources for the 

level of first aid qualification 
v. Ensure that first aid can be provided for the level of risk identified 

through risk assessment 
vi. Keep first aid qualifications up-to-date 
vii. Attend training or refresher courses as required 

g. Others in the workplace (students, parents, visitors, contractors) 
i. Take reasonable care of their own health and safety 
ii. Ensure that their actions or omissions do not affect the health and 

safety of others 
iii. Comply with instructions given by the PCBU 
iv. Immediately report all risks and incidents to an officer 
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INJURY AND INCIDENT REPORTING CHECKLIST 
Used to review injury and incident reporting processes 
 

Does WBHS have: Yes No 

An injury and incident reporting procedure?   

Injury and Incident Registers?   

A procedure for reporting Notifiable Events to WorkSafe NZ?   

A process for following-up a recommendation from WorkSafe NZ?   

A procedure for investigating injuries and incidents?   

A process to show that corrective actions are undertaken when investigations 
identify deficiencies? 

  

A record to show that all workers understand what notifiable injuries and illnesses 
are? 

  

 A process for educating all school workers, students and visitors about injury and 
illness reporting? 

  

A process for collating all injury and incident data into a central database or 
spreadsheet for analysis? 

  

A process to review the causes of injuries and incidents and remedial actions?   

A process to identify trained First Aiders to workers and others?   

 
Approved by _________________________________    Date : _____________ 
 
Next review date : ________________ 
 

ACTIONS ARISING FROM CHECKLIST WHO WHEN WHERE 
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Send WorkSafe NZ form 
within 7 days 

WorkSafe NZ investigates 
incident 

WorkSafe NZ provides 
findings of investigation 

School implements WorkSafe NZ 
recommendations 

Inform workers 

Notify Workafe NZ asap 
(phone/email/fax) 

INJURY / INCIDENT PROCEDURE FLOWCHART 
 
 
 
 

 
  

Injury or incident Ensure injured person/s are treated 

Complete incident form 

Notify emergency services, if 
required 

Preserve incident site 

Obtain WorkSafe NZ 
agreement to clear site 

Record in incident register 

Investigate accident or 
incident 

Take corrective actions 

Inform workers 

Note:  If there is injury 
or illness consider 

who might need to be 
contacted eg 

parent/caregiver or 
next of kin 

NO 

YES 

YES NO Notifiable event?  
(No, end process) 

 

Notifiable event? 
 

Any harm? (injury or illness) 
 

YES 
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CHECKLIST FOR CAUSES OF INCIDENTS AND INJURIES 
 

Procedures and Practices 

Operating without authority  Defective equipment  Inadequate work standards  

Failure to warn  Improper use  Failure to use PPE  

Failure to secure  Improper loading  Improper positioning  

Improper speed  Improper lifting  
Servicing equipment while in 
use 

 

Over-riding safety devices  Other  

Plant, Equipment, Conditions  and Work Environment 

Abuse or misuse  Temperature extremes  Inadequate guards or barriers  

Wear and tear  Radiation exposure  Inadequate PPE  

Inadequate maintenance  Noise exposure  
Defective tools, equipment, 
materials 

 

Inadequate engineering  Exposure to disease  Congested / restricted action  

Inadequate ventilation  Poor housekeeping  Hazardous gas/dust/fumes  

Inadequate lighting  Fire and explosion hazard  Inadequate tools/ equipment  

Inadequate warning system  Other  

Personal Factors 

Lack of knowledge  Improper motivation  Lack of skill  

Stress   Inadequate capability  Skylarking  

Tiredness  Other  

Management or System Failures 

Insufficient training or 
information 

 Inadequate leadership    

Inadequate ventilation  Poor housekeeping    

Inadequate lighting  Fire and explosion hazards    

 

Comments 

 

 

 
Reviewed by ___________________________   Date _______________ 
 
Next review date _____________________ 
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INJURY / INCIDENT INVESTIGATION FORM - ²!L¢!YL .h¸{Ω ILDI SCHOOL 
 

Injury or Incident Details 

Date Time Location Date reported 

Personal details of person involved 

Name 

Address 

Phone numbers 

Injury type (circle) 

Strain/sprain Bruising Dislocation Other  

Fracture  Scratch/abrasion Internal  

Laceration/cut Amputation  Foreign body 

Burn/scald Chemical reaction Stress/fatigue 

Damaged property 

Cause of damage Nature of damage Type of damage  

The Injury 

Describe what happened 

Describe injuries 

Describe the causes of the injury/incident 
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Diagram of incident 

What is the risk of this event happening again? (circle) 

Very likely                    Likely                         Moderate                           Unlikely                          Rare 

Action to be taken to prevent recurrence 

Action? Actioned Who? When? 

    

Injury treatment 

Treatment type ie 
medical, first aid 

Name of person giving 
first aid 

Doctor / Hospital (if required) 

   

Investigator name Date 

WorkSafe advised  (circle)                     YES                    NO Date 

 
 
 __________________________________________  Signed __________________________ 
Investigator name 
 
___________________________________________ Signed __________________________ 
HSR name 
 
___________________________________________ Signed __________________________ 
Worker name 

 
Date __________________________ 
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NOTICE OF RECORD OF INJURY/NOTIFIABLE EVENT 
9ƳǇƭƻȅŜǊ ŘŜǘŀƛƭǎ Υ ²ŀƛǘŀƪƛ .ƻȅǎΩ High School, Private Bag 50057, Oamaru.  034370529 

Location : 10 Waitaki Avenue, Oamaru 

Details of injured person 

Name Date of birth 

Address Sex (circle)               Male                  Female 

Occupation / job title 

Length of employment (tick appropriate box) 

First week First month One to 6 months Six months to 1 year 

One to 5 years More than 5 years Non-employee  

Treatment of injury (tick appropriate box) 

Nil First Aid Doctor (not hospital) Hospital 

Time and date of notifiable event 

Time Hours worked since start of work day 

Date Shift (circle)        Day           Afternoon       Night 

Mechanism of incident/serious harm (tick all appropriate boxes) 

Fall, trip, slip Sound or pressure Body stressing Biological factors 

Mental stress Hitting objects with 
body part 

Hit by moving objects Heat, radiation or 
energy 

Chemicals or other 
substances 

   

Agency of incident/notifiable event (tick all appropriate boxes) 

Machinery or (mainly) 
fixed plant 

Mobile plant or 
transport 

Powered equipment, 
tools, appliances 

Non-powered tools, 
equipment, appliances 

Chemicals, chemical 
products 

Material or substance Environmental agency Animal, human, 
biological agency 

Bacterial or viral    

Body part (tick all appropriate boxes) 

Head Neck Chest Abdomen 

Upper arm    left/right Lower arm   left/right Hand         left/right Spine 

Upper leg      left/right Lower leg     left/right Foot          left/right         Multiple locations 
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Systemic (state systems and/or organs) 

Nature of injury or disease (tick all appropriate boxes) 

Fatal 
 

Fracture of spine Limb fracture Fracture of pelvis 

Dislocation Amputation Head injury Cranial fracture 

Compound fracture Open wound Internal injury of 
abdomen 

Internal injury of chest 

Puncture wound Eye injury Ear injury Nerves or spinal cord 

Multiple injuries Poisoning and toxic 
effects 

Occupational hearing 
loss 

Occupational vision 
loss 

Superficial injury Bruising, crushing Foreign body Burns 

Damage to artificial aid Disease, nervous 
system 

Disease, musculo- 
skeletal 

Disease, skin 

Disease, digestive 
system 

Disease, respiratory 
system 

Disease, circulatory 
system 

Tumour, benign or 
malignant 

Disease, infectious Disease, parasitic   

Where and how the incident / harm happened 

 

Investigation carried out? 
Yes No 

Significant hazard involved? 
Yes No 

Completed by 9ƳǇƭƻȅŜǊ κ 9ƳǇƭƻȅŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ (tick) 

Name 

Signature                                                                             Date 
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5. Emergency response plans 
a. The school will have an emergency response plan in event of fire, earthquake, 

tsunami, need for lockdown, traumatic event, pandemic,  gas leak or chemical 
spill 

b. The school will practice an emergency evacuation drill 3 times per year 
c. Lockdown/earthquake drill will be practiced once per year 
d. All practices will be 

i. managed by the Health and Safety Co-ordinator 
ii. logged 
iii. carried out with the knowledge of local police and emergency services 

 
6. First Aid/Sickroom 

a. The First Aid 
i. will operate at all times during the school day ŦǊƻƳ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 
ii. will be provided and registered by the Pastoral Secretary 

b. Staff with current First Aid Certificates will provide support as needed 
c. Caregivers shall be notified by the Pastoral Secretary if a student 

i. is too unwell to attend class 
ii. requires further medical treatment 

d. If a student urgently requires further medical treatment  
i. an ambulance will be called 
ii. the school will simultaneously attempt to contact caregivers/emergency 

contacts 
iii. inability to make contact with caregivers/emergency contacts will not 

prevent the school from taking emergency medical action 
e. Caregivers are responsible for supplying the school with emergency first aid for 

students with serious allergies or diabetes 
f. Students may not keep medication with them unless this has been negotiated 

with the Deputy Rector, who will then notify the appropriate staff   
g. Medication will only be dispensed by the school  

i. by arrangement between caregivers/parents and school management 
ii. if it is essential for the well-being of the student 
iii. if it has been handed in at 5ŜŀƴǎΩ ǎǳƛǘŜ for safe-keeping 

h. All dispensed medications will be logged by the Pastoral Secretary 
i. All staff and student injuries will be 

i. reported immediately to the Pastoral Secretary 
ii. logged and recorded by the Pastoral Secretary 
iii. reported weekly to the Deans and Assistant Rector 
iv. reported monthly to the BoT by the Assistant Rector 

 
7. Sun protection 

a. All staff and students will wear approved sun-hats  
i. especially during Terms 1 and 4 
ii. during interval, lunchtime and school events and activities outside the 

classroom, and off-site 
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b. All staff and students are advised to wear sunblock when outside during the 
school day ς ǎǳƴōƭƻŎƪ ƛǎ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 

 
8. Managing serious bullying, threatening, racist, abusive and dangerous student 

behaviour 
a. This behaviour is monitored directly by the Deans and Assistant Rector 
b. Staff, parents and students are expected to immediately report such behaviour 

to Deans, the Student Guidance Counsellor and/or Senior Leadership 
c. Staff should not intervene in student fights unless they are sure that no harm will 

be done, either professionally or personally, and whether or not additional staff 
support is needed first 

d. School management can manage the situation by 
i. using controlled isolation 
ii. investigating the incident and taking student statements 
iii. contacting  and meeting with caregivers 
iv. employing full Restorative Practice 
v. employing in-school or home stand-down 
vi. suspending the student to the Board Disciplinary Committee 
vii. involving the Police if required 

e. All evidence and actions will 
i. be fully-documented according to the PB4L process and include written 

witness statements 
ii. appropriately recorded in the pastoral record on KAMAR 

 
9. Psychological support for students and parents 

a. Parents of victims of negative behaviour will be fully involved in their 
psychological support  

b. Support will be managed and coordinated by the Student Guidance Counsellor  
c. Tutor Teachers or other staff trusted by the student may be involved with 

support actions 
d. Peer support can be mobilised by the Tutor Support group  
e. Outside agency support may be sought with parent involvement 

 
10. The possession and use of nicotine, alcohol and illegal drugs, or substance abuse, by 

students or staff while under school authority is expressly forbidden 
a. Possession and use of tobacco 

i. The school grounds are a no-smoking zone for all staff, students, 
contractors and visitors 

ii. Students found smoking will be managed within the school disciplinary 
system 

iii. Smokers will be supported by the school in an effort to break 
dependency.  The Student Guidance Counsellor will coordinate this with 
the Health Nurse 

b. Possession and use of illegal drugs and alcohol 
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i. The personal belongings of suspects may be searched by SLT if there are 
good grounds for this - Police may be called in to search students if 
required 

ii. The known possession and use of illegal drugs and alcohol will be 
immediately  

a) reported to caregivers by the Assistant Rector or delegate 
b) referred to the police by the Assistant Rector 

iii. Possessors will be isolated under supervision until police arrive 
iv. Any person suspected to be under the influence of a chemical substance 

on school grounds will be treated as being poisoned and will be sent by 
ambulance to Oamaru ED, with Police assistance if the person involved is 
non-compliant or is behaving in an unsafe manner 

v. The school will support users to break dependency, through the Student 
Guidance Counsellor 

vi. If there are good grounds for believing that drug or substance abuse away 
from school is iƳǇŀŎǘƛƴƎ ƴŜƎŀǘƛǾŜƭȅ ƻƴ ŀ ǎǘǳŘŜƴǘΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ 
ōŜƘŀǾƛƻǳǊΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎŀǊŜƎƛǾŜǊǎ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ 
concern by the Assistant Rector 

vii. Possession and use of illegal drugs and alcohol and tobacco will be logged 
on KAMAR 

 
11. Weapons 

a. The unauthorised possession of weapons by students or staff while under school 
authority is expressly forbidden 

b. A weapon is regarded as any object that can be used to inflict injury or to 
intimidate others and that is possessed or being used in an uncontrolled and 
unauthorised manner and for the wrong purposes 

c. When suspected possession of a weapon is reported to senior management, the 
Assistant Rector or delegate  will immediately notify the Police and caregivers  

d. Staff will not intervene or search a student unless it is feared that physical harm 
is imminent and that this can be prevented by staff intervention 

e. Senior Leadership may elect to impose a school-wide lockdown as a 
precautionary intervention 

f. Staff residing on school grounds who are firearm owners are responsible for 
providing their own proper facilities for the safe storage of those firearms, 
firearm parts and ammunition 

g. Student firearms brought to school for participation in trap-shooting must be 
placed in the care of the Deputy Rector immediately on being brought onto 
school grounds 

 
12. Responding to child abuse 

a. School staff will report suspicion or evidence of child abuse inside or outside of 
school to the Student Guidance Counsellor and/or Assistant Rector and/or 
SENCO 

b. The police and CYFs will be contacted to deal with the complaint 
c. The school will not contact the caregivers 
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d. Confidentiality of information and action will be maintained 
 

13. Managing student attendance 
A. ABSEENTEEISM 

a. The school expects the maximum possible attendance from students 
b. Staff will monitor student attendance carefully, using the electronic roll at the 

start of each period of contact 
c. Relief staff will use manual roll-call on paper copies of class rolls, and send these 

to the tŀǎǘƻǊŀƭ {ŜŎǊŜǘŀǊȅ ƛƴ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ for electronic entry 
d. Caregivers are expected to inform the school on the first day of a period of 

absence  
i. by email, phone-call, or text 
ii. giving the reason for the absence 

e. Absences will be responded to by 
i. Monitoring all daily absences 
ii. Monitoring all parent reasons for student absence 
iii. Contacting all parents who have not given a reason for student absence 
iv. Indicating cumulative absences on formal reports to the Board 

f. Students with large numbers of absences for any reason will  
i. be followed-up by their Tutor Teacher to determine underlying reasons 
ii. be followed-up on by the Pastoral Secretary to establish the facts 
iii. have the facts presented to the Assistant Rector for a decision 
iv. be reported to the North Otago Attendance Service   

g. The Pastoral Secretary will monitor staff roll completion daily and report to the 
Deans on a daily basis for action 
 

B. STUDENTS ARRIVING LATE OF LEAVING EARLY 
a. No student may leave school without the knowledge of the Deans or Senior 

Leadership 
b. Students needing to leave the school during school hours must 

i. have caregiver permission by email, text or phone-call to the Pastoral 
Secretary before leaving - loose notes must be clearly signed and dated 
and will be filed 

ii. ǎƛƎƴ ƻǳǘ ƛƴ ǘƘŜ ŜȄŜŀǘ ōƻƻƪ ƛƴ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 
iii. inform the Pastoral Secretary so that the teachers of the remaining 

lessons for the day can be notified by email of the absence 
c. Year 13 students have permission to leave school during Friday lunchtimes  

 
C. STUDENT ABSENCE FOR EXTENDED PERIODS 
a. 9ȄǘŜƴŘŜŘ ŀōǎŜƴŎŜǎ ŦƻǊ ƘŜŀƭǘƘ ǊŜŀǎƻƴǎ Ƴǳǎǘ ōŜ ǎǳǇǇƻǊǘŜŘ ōȅ ŀ ŘƻŎǘƻǊΩǎ ƴƻǘŜ 
b. Parents who take their student out of school for extended holiday must notify 

the Rector in good time in writing before departure ς the Rector will inform staff 
c. Parents of students attending sporting events other than those supported by the 

school must notify the school in writing in good time 
d. Parents must inform the school of student absence for bereavement when the 

bereavement is known 
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e. Staff are only required to supply student work in cases of health issues and 
bereavement 

 
14. Visitors to the school 

a. All visitors, including parents, suppliers and tradespeople,  
i. must first sign in at the front office in on the attendance tablet 
ii. Ƴǳǎǘ ǿŜŀǊ ŀ ǾƛǎƛǘƻǊΩǎ ōŀŘƎŜ 
iii. must sign out when leaving the school (except when the school is open to 

the public) 
b. Parents wishing to meet with staff  

i. must first make an appointment through the 5ŜŀƴǎΩ office 
ii. may not go to classrooms without permission from Senior Leadership, 

and ǿƛǘƘ ǘŜŀŎƘŜǊΩǎ ƪƴƻǿƭŜŘƎŜ 
c. Parents of special needs students  

i. may contact the SENCO directly 
ii. visit the Learning Support Department directly 
iii. will be monitored by Learning Support staff 

d. Parents needing to meet with staff during an emergency will be assisted by 
Management without an appointment 

 
15. Trespass notices 

We might want someone to leave the school grounds for a number of reasons. They 
may be committing offences on school property, such as being disorderly or simply have 
no right to be there.   
While there is no legal requirement to give a trespass notice in writing, a written 
document reinforces the situation for the person given the trespass notice; they cannot 
say they did not know of the notice and requirement to leave and not return. 

 
a. Verbal trespass 

i. When a trespass notice is delivered verbally, record the date and time 
along with the reason for giving a trespass notice to that person. Also 
record the name or description of the person asked to leave. 

b. Written trespass 
i. When a written trespass is given, complete three copies of the Trespass 

Notice: 
a) one copy to the person you are serving the trespass notice on 
b) one copy for you to keep 
c) one copy to give to the nearest police station or attending police 

officer, for entering into the Police records database 
ii. To serve a notice you simply hand it to the person. If they refuse to 

accept it and it drops on the ground, it is still considered served. Keep 
that copy and note down that the person refused to accept the notice. 

iii. You are required to give a reasonable time for the trespasser to leave. If 
the person stays or takes an unreasonable time to comply, call 111 and 
ask for Police. 
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iv. If someone comes back after you have given them a trespass notice they 
will have committed an offence. Call 111 and ask for Police. 

 
16. Traffic Plan 

a. Student vehicles 
i. All student vehicles must be registered with the Deputy Rector to be in 

school grounds 
ii. Drivers must be properly qualified 
iii. Passengers may only be carried by written consent from the parents of 

both the driver and passenger 
iv. The road code also applies within school grounds 

b. Parking 
i. Staff may park in any parking space in school grounds but it is 

recommended that they park adjacent to the Hostel dining-room 
ii. Day students may only park in demarcated parks on the south side of the 

Technology Block 
iii. Hostel students may only park adjacent to the school pool along the 

western wall 
c. Speed limits 

i. The speed limit within school grounds is 10 km/h 
ii. The speed limit in Waitaki Avenue past parked buses is 20 km/h 

d. Tractors and quad bikes 
i. Drivers on quad bikes must wear correct head gear 
ii. No passengers may be carried on tractors or quad bikes unless for driver 

training purposes 
e. Staff duty 

i. Staff and Prefects are allocated to the front gate as part of school duty 
between 

a) 8-30am and 8-50am 
b) interval 
c)   lunch 
d) 3-20pm and 3-40pm 

ii. Duty staff will  
a) manage student movement between the railway line and front 

gate  
b) record and report latecomers to the Pastoral Secretary 
c) record and report contraventions of the road code in Waitaki 

Avenue to the Deputy Rector 
d) record and report details of students behaving inappropriately on 

the railway lines to the Deputy Rector 
e) confirm that students have permission to be exiting/re-entering 

the grounds during interval and lunch 
f. Movement before school 

i. Parents may not enter school grounds to deliver a student to school 
unless the student 

a) is unable to walk through injury or  



 

WBHS Procedures                             Page 77 of 264   Date Updated Updated by whom 

HEALTH AND SAFETY Jan 2019 John Mattisson 

 

b) is also delivering/collecting a large item or  
c) and parent(s) are attending a meeting with staff 

ii. Students must be dropped off in Virgil Street or Regina Lane 
iii. Cars may not stop in the round-about at the school gates to drop or pick 

up students. 
iv. Cars may not be stopped within the area demarcated with dotted yellow 

lines opposite/within the bus stop area between 8-25am and 8-40am. 
v. Pedestrians must keep out of the road and must enter school grounds 

using one of the 3 pedestrian walkways provided (cycle track, chained 
walkway, pathway through the front gardens) 

vi. Students must use the pedestrian crossing at the Canteen with due care 
g. Interval and Lunchtime 

i. Duty Staff and Prefects will  
a) manage all students exiting and re-entering school grounds 
b) report issues to appropriate managing staff 

h. Movement after school 
i. No parents may collect students within school grounds unless the student 

a) is unable to walk normally because of injury or  
b) is also delivering/collecting a large item or  

ii. is attending a meeting with parent and staff 
iii. All pedestrians must leave school using either the 

a) cycle path if moving south or to the buses in Waitaki Avenue 
b) footpath through the front gardens if moving north or to the Milner 

field 
iv. Students must use the pedestrian crossing at the Canteen with due care 
v. No pedestrian may cross Waitaki Avenue between the school gates and 

the west end of the demarcated bus stop area between 3-20pm and 3-
40pm unless instructed to do so by school staff on duty 

vi. No vehicles may block the round-about at the school gates 
vii. Cars may not be stopped within the area demarcated with dotted yellow 

lines opposite/within the bus stop area between 3-15pm and 3-45pm. 
i. Railway crossing 

i. No student may cross/walk on the railway line except at a demarcated 
crossing 

ii. Students may not cross the railway line on foot or in a vehicle while the 
red warning lights and bells are operating 

iii. There is a compulsory vehicle stop at the railway line at all times for all 
vehicles 

 
17. Student drivers 

a. will follow all requirements of the New Zealand Road Code 
b. sign and adhere to the WBHS Code of Conduct for student drivers 
c. will be issued with a pass to be kept in their vehicle 
d. student driver may only carry passengers when 

i.  they have a full licence 
ii. they have written permission from their parents and the Deputy Rector 
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iii. their passengers have written permission from their parents and the 
Deputy Rector 

 
18. Buses 

Students travelling on school buses will  
a. sign and adhere to the WBHS Bus Code of Conduct 
b. ensure that they are marked off on the bus roll each day for travel 
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1. Identifying when you may need to apply physical restraint 
a. Physical restraint is a serious intervention, intended to deal with the upper end 

of the spectrum of situations where teachers and authorised staff members have 
physical contact with a student.  

b. The emotional and physical impact on the student being restrained and the 
person doing the restraining can be significant.  

c. There are legal and reputational risks if a student is harmed. 
d. The first aim should be to avoid needing to use physical restraint. Use 

preventative and de-escalation techniques to reduce the risk of injury. 
e. Use physical restraint only where safety is at a serious and imminent risk when 

i. the teacher or authorised staff member reasonably believes that the 
safety of the student or of any other person is at serious and imminent 
risk. 

ii. the physical restraint response must be reasonable and proportionate in 
the circumstances: 

iii. the minimum force necessary to respond to the serious and imminent 
risk to safety is used. 

iv. physical restraint is used only for as long as is needed to ensure the 
safety of everyone involved. 

f. Serious and imminent risk to safety: 
Teachers and authorised staff members will need to use their professional 
ƧǳŘƎŜƳŜƴǘ ǘƻ ŘŜŎƛŘŜ ǿƘŀǘ ŎƻƴǎǘƛǘǳǘŜǎ άŀ ǎŜǊƛƻǳǎ ŀƴŘ ƛƳƳƛƴŜƴǘ Ǌƛǎƪ ǘƻ ǎŀŦŜǘȅέΦ 
These situations are examples. 

i. A student is moving in with a weapon, or something that could be used 
as a weapon, and is clearly intent on using violence towards another 
person. 

ii. A student is physically attacking another person, or is about to. 
iii. A student is throwing furniture, computers, or breaking glass close to 

others who would be injured if hit. 
iv. A student is putting themselves in danger, for example running onto a 

road or trying to harm themselves. 
g. Examples where there is no serious and imminent risk to safety:   

Avoid using physical restraint to manage behaviour in these situations: 
i. to respond to behaviour that is disrupting the classroom but not putting 

anyone in danger of being hurt 
ii. ŦƻǊ ǊŜŦǳǎŀƭ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ŀƴ ŀŘǳƭǘΩǎ ǊŜǉǳŜǎǘ 
iii. to respond to verbal threats 
iv. to stop a student who is trying to leave the classroom or school without 

permission 
v. as coercion, discipline or punishment 
vi. to stop a student who is damaging or removing property, unless there is 

a risk to safety. 
h. Acceptable physical contact: 

Staff may need to physically support students. The following situations involving 
physical contact to support students happen in schools every day: 
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i. Temporary physical contact, such as an open hand on the arm, back or 
shoulders to remove a student from a situation to a safer place. 

ii. Supporting a student to move them to another location, or help them to 
get in a vehicle or use the stairs. 

iii. The practice of harness restraint, when keeping a student and others safe 
in a moving vehicle, or when recommended by a physiotherapist or 
occupational therapist for safety or body positioning. 

iv. Younger students, especially in their first year of school, sometimes need 
ŀŘŘƛǘƛƻƴŀƭ ƘŜƭǇΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ Ƴŀȅ άǎƘŜǇƘŜǊŘέ ŀ ƎǊƻǳǇ ƻŦ ȅƻǳƴƎŜǊ 
students from one place to another. 

v. Assisting a student with toileting, including changing a nappy. 
 

2. Using preventative and de-escalation techniques 
a. Initial preventative techniques ς use first 
b. Understand the student 

i. Get to know the student and identify potentially difficult times or 
situations that may be stressful or difficult for them. 

ii. Identify ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊǎƻƴŀƭ ǎƛƎƴǎ ƻŦ ǎǘǊŜǎǎ ƻǊ ǳƴƘŀǇǇƛƴŜǎǎ ŀƴŘ 
intervene early. 

iii. Monitor wider classroom/playground behaviour carefully for potential 
areas of conflict. 

c. Respect the student 
i. 5ŜƳƻƴǎǘǊŀǘŜ ŀ ǎǳǇǇƻǊǘƛǾŜ ŀǇǇǊƻŀŎƘΥ άLΩƳ ƘŜǊŜ ǘƻ ƘŜƭǇΦέ 
ii. Be ŦƭŜȄƛōƭŜ ƛƴ ȅƻǳǊ ǊŜǎǇƻƴǎŜǎΥ ŀŘŀǇǘ ǿƘŀǘ ȅƻǳΩǊŜ ŘƻƛƴƎ ǘƻ ǘƘŜ ŘŜƳŀƴŘǎ ƻŦ 

the situation. 
iii. Be reasonable: a reasonable action, request or expectation deserves a 

reasonable response. 
iv. Promote and accept compromise or negotiated solutions, while 

maintaining your authority. 
v. Take the student seriously and address issues quickly. 

d. tǊŜǎŜǊǾŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘƛƎƴƛǘȅ 
i. Address private or sensitive issues in private. 
ii. Avoid the use of inappropriate humour such as sarcasm or mocking 

 
3. De-escalation techniques 

a. Safety first ς create space and time 
i. Remove the audience ς ask other students to take their work and move 

away. 
ii. Give the student physical space. 
iii. bŀƳŜ ǘƘŜ ŜƳƻǘƛƻƴ ƛƴ ŀ ŎŀƭƳ ŜǾŜƴ ǾƻƛŎŜΥ ά¸ƻǳ ƭƻƻƪ ǊŜŀƭƭȅ ŀƴƎǊȅέΣ άL Ŏŀƴ 

ǎŜŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ǾŜǊȅ ŦǊǳǎǘǊŀǘŜŘέΧ 
iv. Wait. 

b. Communicate calmly 
i. Talk quietly, even when the person is loud. 
ii. Try to remain calm and respectful. 
iii. Monitor your own body language and allow the student the opportunity 

to move out of the situation with dignity. 
iv. Focus on communicating respect and your desire to help. 
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v. Keep verbal interactions respectful. 
vi. When appropriate, give the student clear choices and/or directions to 

help them feel more secure and regain control. 
c. Think ahead in case the situation escalates 

i. If escalation occurs, move further away. 
ii. Make sure you have an exit plan. 
iii. Constantly reassess the situation. 
iv. Send for help if necessary. 

d. What may escalate the behaviour 
i. Threatening the student. 
ii. Arguing or interrupting. 
iii. Contradicting what the student says ς even if they are wrong. 
iv. Challenging the student. 
v. Trying to shame the student or showing your disrespect for the student. 

 
4. Using physical restraint 

a. What to do if prevention and de-escalation do not work 
i. Physical restraint should only be applied by teachers and authorised staff. 
ii. There may be situations when an unauthorised staff member intervenes 

and physically restrains a student, for example when there are no 
teachers or authorised staff nearby. 

iii. The Education Act 1989 will not cover the intervention of an 
unauthorised staff member who physically restrains a student. There may 
be other justifications for intervening available in legislation or common 
law that apply. 

iv. If teachers and authorised staff members do not have the skills or 
confidence to safely restrain a student, call for help. 

v. Call the police when a student cannot be managed safely and the 
imminent danger to students, staff or themselves remains, after all 
alternatives have been explored. 

vi. All staff should be aware that physical restraint is a serious intervention 
to be used when no other, less severe, options are available. 

b. Do not use these restraints 
i. tƘȅǎƛŎŀƭ ǊŜǎǘǊŀƛƴǘ ǘƘŀǘ ƛƴƘƛōƛǘǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōǊŜŀǘƘƛƴƎΣ ǎǇŜŀƪƛƴƎ ƻǊ Ƴŀƛƴ 

method of communication, for example physical restraint that inhibits a 
ǎǘǳŘŜƴǘΩǎ ŀōƛƭƛǘȅ ǘƻ ǳǎŜ ǎƛƎƴ ƭŀƴƎǳŀƎŜΦ 

ii. Prone (face-down) physical restraint 
iii. Pressure points and pain holds 
iv. Tackling, sitting, lying or kneeling on a student 
v. Pressure on the chest or neck 
vi. Hyperextension (bending back) of joints 
vii. Headlocks 
viii. Using force to take/drag a student, who is resisting, to another location 
ix. Restraint when moving a student from one place to another ς trying to 

get them into a van or taxi, for example ς when they are in an escalated 
state, as this may escalate them further. 

c. Monitor wellbeing throughout when applying physical restraint 
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i. The physical and psychological state of the student being restrained 
should be continuously monitored by the person performing the restraint 
and other people present. 

ii. Apply physical restraint only for the minimum time necessary and stop as 
soon as the danger has passed. 

iii. Monitor the physical and psychological wellbeing of both the student and 
the staff member who applied the restraint for the rest of the school day. 
Watch for shock, possible unnoticed injury and delayed effects. 

 
5. Actions following an incident involving physical restraint 

a. After an incident involving physical restraint, take these steps to ensure 
everyone involved stays safe, future incidents can be prevented if possible, the 
parents or caregivers know, and the incident is reported. 

i. Check the staff member and the student regularly to ensure they are not 
in shock. Support them as necessary. 

ii. Tell the parents or caregivers the same day the incident occurred so they 
Ŏŀƴ ƳƻƴƛǘƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿŜƭƭōŜƛƴƎ ŀǘ ƘƻƳŜΦ 

iii. If the student attends a residential school, ensure the residential team 
ƳŀƴŀƎŜǊ ƛǎ ǘƻƭŘΣ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿŜƭƭōŜƛƴƎ Ŏŀƴ ōŜ ƳƻƴƛǘƻǊŜŘ ŀŦǘŜǊ ǎŎƘƻƻƭΦ 

b. Reflection 
i. Reflect formally on why the incident occurred that resulted in the student 

being restrained. Consider what might have prevented it, and what might 
need to change to minimise the likelihood of it happening again. 

ii. Consider whether all preventative and de-escalation strategies were used 
according to the Individual Behaviour Plan, if there is one, and whether 
the restraint used was safe. 

iii. Review the Individual Behaviour Plan and make decisions as a team 
about what needs to be strengthened to minimise the likelihood of a 
similar incident. 

c. Debriefing staff 
i. IƻƭŘ ŀ ŘŜōǊƛŜŦƛƴƎ ǎŜǎǎƛƻƴ ǿƛǘƘ ƛƴǾƻƭǾŜŘ ǎǘŀŦŦΣ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ 

delegate, and another member of staff not involved in the physical 
restraint incident. Hold it within two days of the incident. 

ii. In the debriefing, focus on the incident, the lead-up to it, the different 
interventions used that were unsuccessful in de-escalating the behaviour, 
and what could have been done differently. 

iii. LŦ aƛƴƛǎǘǊȅ ƻǊ w¢[. ǇǊŀŎǘƛǘƛƻƴŜǊǎ ŀǊŜ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀƳΣ ƛƴǾƻƭǾŜ 
them in the debriefing process. 

iv. If the police were involved in the incident, invite them to participate in 
the debriefing session. 

v. Write notes on the debrief along with agreed next steps or actions. 
vi. Debriefing parents or caregivers 
vii. Offer the parents or caregivers a separate debriefing as soon as 

practically possible, preferably within two days of the incident. 
viii. At this meeting, give them the opportunity to discuss the incident. Invite 

them to become active partners in exploring alternatives to restraint. If 
appropriate, involve the student in this debriefing session. 

ix. Write notes from the debriefing along with next steps or actions. 
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d. Managing complaints from parents 
i. It is understandable that some parents may feel upset if their child has 

been physically restrained refer to the \School Complaints Procedure.  
ii. The school will contact the local Ministry office if the complaint cannot 

be easily resolved. If further investigation is required then the Ministry 
reserves the right to be a party to that process. 

 
6. Promoting the minimisation of physical restraint 

a. ¢ƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜ ǎƘƻǳƭŘ ōŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊΥ 
i. promoting the goal of minimising the use of physical restraint through a 

focus on alternative strategies 
ii. ensuring appropriate training is provided that aligns with the goal of 

minimising physical restraint in schools 
iii. monitoring the use of physical restraint in the school (to include 

gathering and analysing information, identifying trends, and checking 
that documentation about each incident is complete) 

iv. collating information about physical restraint in a report and sharing data 
on physical restraint regularly with the Board of Trustees via the 
tǊƛƴŎƛǇŀƭΩǎ ǊŜǇƻǊǘ ŀǘ .ƻŀǊŘ ƳŜŜǘƛƴƎǎ ς do this in a public-excluded session 

v. managing any complaints and feedback. 
b. Reporting and documenting the incident 

i. Staff must complete an incident report (Appendix 1).  
ii. The staff members involved in the physical restraint should sign the 

ƛƴŎƛŘŜƴǘ ǊŜǇƻǊǘΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜΦ 
iii. tǳǘ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳǎ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜΣ ŀƴŘ ƳŀƪŜ ǘƘŜƳ ŀǾŀƛƭŀōƭŜ 

ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊ ŀƴŘ ǇŀǊŜƴǘǎ ƻǊ ŎŀǊŜƎƛǾŜǊǎΦ 
iv. All incidents of physical restraint must be reported to the Ministry of 

Education and the employer (Appendix 2). 
 

7. Individual Behaviour Plan 
a. A student who regularly presents with high-risk behavior should have an 

Individual Behaviour Plan.  
b. ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǎǳǇǇƻǊǘ ǘŜŀƳ Ƴŀȅ ŀƎǊŜŜ ǘƻ ƛƴŎƭǳŘŜ physical restraint in the 

Individual Behaviour Plan as an emergency strategy for keeping people safe. 
Making this part of their plan ensures an individualised approach that is tailored 
ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘǎΦ 

c. The Individual Behaviour Plan should outline the preventative and de-escalation 
strategies which, if successfully implemented, would prevent the need for 
physical restraint. It should clearly state that physical restraint is only to be used 
ǿƘŜƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōŜƘŀǾƛƻǳǊ ǇƻǎŜǎ ŀ ǎŜǊƛƻǳǎ ŀƴŘ ƛƳƳƛƴŜƴǘ Ǌƛǎk to the safety of 
themselves or others. 

d. The team supporting the student should ensure the type of physical restraint 
ǳǎŜŘ ƛǎ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŘƛǾƛŘǳŀƭ ƴŜŜŘǎ ŀƴŘ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎΣ 
including: 

i. ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀƎŜΣ ǎƛȊŜ ŀƴŘ ƎŜƴŘŜǊ 
ii. any impairments the student has, eg physical, intellectual, neurological, 

behavioural, sensory (visual or hearing) or communication impairments. 
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iii. any mental health issues or psychological conditions the student has, 
particularly any history of trauma or abuse 

iv. any other medical conditions the student has 
v. ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇƻǘŜƴǘƛŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ǇǊŜǾŜƴǘŀǘƛǾŜΣ ŘŜ-escalation and 

physical restraint techniques. 
e. Parents or caregivers should always be a member of the team developing the 

plan. 
i. Give parents or caregivers the opportunity to help make decisions about 

their child and agree to the interventions that will be put in place to 
support them. 

ii. Inform parents or caregivers if physical restraint is identified in the 
ǎǘǳŘŜƴǘΩǎ LƴŘƛǾƛŘǳŀƭ .ŜƘŀǾƛƻǳǊ tƭŀƴΣ ƛƴŎƭǳŘƛƴƎ Ƙƻǿ ƛǘ ǿƛƭƭ ōŜ ŀǇǇƭƛŜŘ in 
accordance with these guidelines. 

iii. Provide all relevant professionals and parents or caregivers with a copy of 
the Individual Behaviour Plan. It should be signed off by the Principal (or 
tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜύ ŀƴŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ƻǊ ŎŀǊŜƎƛǾŜǊǎΦ 

f. The use of physical restraint 
i. The use of physical restraint should be regularly reviewed and monitored 

by the team supporting the student. 
ii. Parents/caregivers should be told as soon as possible on the same day 

about the incident and how it was managed in accordance with the 
guide. 

iii. If the student resides in a residential school or home, the residential 
ǘŜŀƳ ǎƘƻǳƭŘ ōŜ ǘƻƭŘ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿŜƭƭōŜƛƴƎ Ŏŀƴ ōŜ ƳƻƴƛǘƻǊŜŘ ŀŦǘŜǊ 
school. 

g. Adapting the Individual Behaviour Plan 
i. Following an incident of physical restraint hold a meeting as soon as 

possible. Involve the team supporting the student, including the parents 
or caregivers, and the residential team manager if the student is enrolled 
in a residential school. Use the meeting to review the Individual 
Behaviour Plan and the physical restraint processes followed in the 
incident. 

ii. In the updated plan, identify ways to prevent the need to use physical 
restraint in the future. 

iii. Incorporate in the plan the suggestions of parents or caregivers and, if 
appropriate, the student. 

iv. If a behaviour specialist from the Ministry or an RTLB is supporting the 
team around the student, involve them in the review of the plan. 

v. tǳǘ ŀƭƭ ǊŜƭŜǾŀƴǘ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜΣ ŀƴŘ ŎƻǇȅ ƛǘ ǘƻ ǘƘŜ 
ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊ ŀƴŘ ǇŀǊŜƴǘǎ ƻǊ ŎŀǊŜƎƛǾers. 

 
8. Training in safe responses 

a. For the whole school 
²ŀƛǘŀƪƛ .ƻȅǎΩǿƛƭƭ ǳǎŜ ǘƘŜ ǘǊŀƛƴƛƴƎ ǇŀŎƪŀƎŜΣ Understanding Behaviour ς 
Responding Safely (UBRS) with the focus is on preventative and de-escalation 
techniques.  

b. School staff are made aware of the following: 
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i. physical restraint should only be used in emergency situations, and only 
when less restrictive interventions have not ended the serious and 
imminent risk to the safety of the student or others. 

ii. the forms of physical restraint that may compromise health and safety, 
and the serious physical risks associated with some physical restraint 
techniques. These include the risk of asphyxia and sudden death. 

c. For the team supporting the student 
i. When a Ministry Learning Support Practitioner is part of the team 

supporting the student, the team will be taught how to safely restrain the 
student, in situations when preventative and de-escalation strategies 
have not been effective, and physical restraint is part of an Individual 
Behaviour Plan. 

ii. Parents and caregivers who have to use physical restraint in the home 
environment may want to be part of this training. 

 
9. Reporting templates for physical restraint 

a. Instructions: 
i. Staff must complete a Staff Physical Restraint Incident Report1. Use the 

form attached to these guidelines, or other suitable template. The staff 
member who applied the physical restraint should sign the incident 
ǊŜǇƻǊǘΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜΦ 

ii. Place a copy of the Staff Physical Restraint Incident Report and any other 
relevant fƻǊƳǎΣ ŜΦƎΦ ŀƴ ƛƴƧǳǊȅ ŦƻǊƳΣ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜΦ aŀƪŜ ǘƘŜ ŎƻǇƛŜŘ 
ŦƻǊƳǎ ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊκǎ ŀƴŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ƻǊ 
caregivers. 

iii. Report all incidents of physical restraint to the Ministry of Education2 
and the employer (board of trustees). Use the form: Information for the 
Ministry of Education and the Employer specified in Appendix 1 of the 
rules. A copy of the form is also included below. 

iv. The debriefing forms should be completed by the Principal or delegate. 
v. Share information on physical restraint incidents with the Board of 

¢ǊǳǎǘŜŜǎ Ǿƛŀ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ǊŜǇƻǊǘΦ hƴƭȅ ǎƘŀǊŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŀ 
session that excludes the public. 

b. Staff physical restraint incident report 
i. This must be completed as soon as possible and always within 24 hours. 
ii. The incident report should be signed off by the staff involved, any staff 

ǿƘƻ ǿƛǘƴŜǎǎŜŘ ǘƘŜ ƛƴŎƛŘŜƴǘΣ ŀƴŘ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜΦ 
c. Information for the Ministry of Education and the Employer (BoT) 

i. Complete the form and email it to physical.restraint@education.govt.nz 
Provide a copy of the form to the employer. 

ii. NOTE:  If the Principal applied the restraint, a delegated senior 
management team member should sign off the report. 

d. Staff reflection form 
i. The staff member who applied the restraint should complete this as soon 

as possible and always within 24 hours. 
e. Physical restraint debriefing form (staff) 

mailto:physical.restraint@education.govt.nz
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i. Within two days of the incident, a debriefing with the staff involved 
should be ƘŜƭŘ ōȅ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩǎ ŘŜƭŜƎŀǘŜΦ !ƴƻǘƘŜǊ ƳŜƳōŜǊ 
of staff who was not involved in the restraint should attend. 

ii. If a behaviour specialist from the Ministry or an RTLB is supporting the 
ǎǘǳŘŜƴǘΩǎ ǘŜŀƳΣ ǘƘŜȅ ǎƘƻǳƭŘ ōŜ ǇŀǊǘ ƻŦ ǘƘŜ ŘŜōǊƛŜŦƛƴƎ ǇǊƻŎŜss. 

iii. NOTES:  The Principal is responsible for facilitating the debriefing unless 
they are the person who applied the physical restraint.  If this is the case, 
a suitable senior leader in the school should take this role.  If police have 
been involved they should be invited to the staff debriefing too. 

f. Physical restraint debriefing (parents or caregivers and, if appropriate, the 
student) 

i. The parents or caregivers should be notified and involved in discussion 
ŀōƻǳǘ ǘƘŜ ƛƴŎƛŘŜƴǘ ǿƛǘƘ ǘƘŜ tǊƛƴŎƛǇŀƭ ƻǊ tǊƛƴŎƛǇŀƭΩs delegate as soon as 
ǇƻǎǎƛōƭŜ ǎƻ ǘƘŜȅ Ŏŀƴ ƳƻƴƛǘƻǊ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭ ŀƴŘ ŜƳƻǘƛƻƴŀƭ 
wellbeing at home. 

ii. The parents or caregivers should be given the opportunity to discuss the 
incident and invited to become active partners in exploring alternatives 
to restraint. 

iii. NOTE:  The staff member who applied the physical restraint should not 
be part of this meeting  
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Appendix 1: Staff physical restraint 

incident report form 
 
 

Report completed by: Date of  Date of   
 incident  report   
      

Name of student      
      

Date of birth   Gender M F 
      

Ethnicity      
      

Time restraint started      
      

Time restraint ended      
      

Name/s of staff member/s administering restraint      

     
Trained in safe physical restraint? Yes No   

      

Other staff /adults who witnessed      
      

      

Place where restraint occurred      
      

Classroom      
      

Corridor      
      

Assembly hall      
      

Outdoor area      
      

Toilet block      
      

Administration area      
      

Other (identify)      
      

      

Behaviour directed at      
      

Staff member ï name      
      

Student ï name      
      

Self      
      

Property ï describe the serious and imminent      
risk to the safety of self or others      

      

      

Reason restraint was considered necessary      
      

Serious and imminent risk to safety ï describe      

      
Actual injury ï describe and attach injury form      

      

      

Signatures      
      
       
 
 
 
 
Principal or Principalôs delegate Staff member involved Other staff (witnesses)  

 
Place a copy of this form on the studentôs file. 
 
Note: The information in this form may be the subject of requests made under the Privacy Act 1993 and the Official Information Act 1982. 
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Appendix 2: Information for the 
Ministry of Education and the 
employer ï in accordance with 
Rule 8(1) of the Education 
(Physical Restraint) Rules 2017 
 
 
If a teacher or staff member physically restrains a student the incident must be reported to 

the Ministry of Education and the employer (board of trustees, sponsor of a partnership 

school kura hourua, or manager of a private school). Complete the form below and email it 

to physical.restraint@education.govt.nz. Provide a copy of the form to the employer. 

 

 

Why is the Ministry collecting this information? 
 
The Ministry will use the information to provide appropriate support to schools and 

students when there are incidents of physical restraint on students. 
 
The Ministry will also use this information to update the rules and guidelines to reflect 

evolving practice or address areas of concern. 

 
What is physical restraint? 
 
The Act defines physical restraint as using physical force to prevent, restrict, or subdue the 

movement of a studentôs body or part of the studentôs body. Physical restraint is a serious 

intervention. The legislation limits the use of physical restraint on students to teachers or 

authorised staff members. 
 
The following situations involving physical contact happen in schools every day. They are 

not examples of physical restraint and do not have to be reported to the Ministry: 
 
o Temporary physical contact, such as a hand on the arm, back or shoulders to remove a 

student from a situation to a safer place. 
 
o Holding a student with a disability to move them to another location, or help them to get 

in a vehicle or use the stairs. 

o The practice of harness restraint, when keeping a student and others safe in a moving 

vehicle, or when recommended by a physiotherapist or occupational therapist for safety 

or body positioning. 
 
o Younger students, especially in their first year of school, sometimes need additional 

help. For example, you may ñshepherdò a group of younger children from one place to 

another. 
 
o Staff may hold the hand of a young student who is happy to have their hand held for a short 

time. 
 
o Staff may pick a young student up to comfort them briefly. 
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Information for the Ministry of 

Education and the employer form 
 
 

Information for Ministry of  Date of dd/MM/yy Date of dd/MM/yy 

Education and the Employer:  incident   report  

completed by       
       

Name of School       
      

Studentôs National Student Number (no name)      
       

Date of birth dd/MM/yy Year level yy Gender M F 

       

Ethnicity       
      

First time the student has been physically restrained? Yes No    
      

The student was physically restrained more than Yes No If yes,   
once during the day?    how many   

    times?   
       

The student has an Individual  Yes No    
Behaviour Plan?       

      

Physical restraint was a part of the plan? Yes No    

       
Were parents notified?  Yes No    

       
Was anyone injured?  Yes No If yes   

    describe   
      

Was the staff member who applied the restraint a Yes No If no,   
teacher or authorised staff member?   provide   

    details   
      

Role of staff member who applied the restraint? Teacher  If other,   
  

Other 
 describe   

   role   
      

      

Did the staff member who applied the restraint receive Yes No If yes, what   
any training prior to the incident?   training?    

 

 
Why was the use of physical restraint considered necessary? 

 
Serious and imminent  
risk to the safety of the  
student or any other  
person ï describe 

 
Any other comments 

 
 
 
Complete the form above and email it to the Ministry of Education at physical.restraint@education.govt.nz Provide a 

copy to the employer (board of trustees, sponsor of a partnership school kura hourua, or manager of a private school) 

 
Note: The information in this form may be the subject of requests made under the Privacy Act 1993 and the Official Information Act 1982. 
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Appendix 3: Staff reflection form 
 
Events leading to the incident   
Describe what was happening before the behaviour started to escalate. What was the student doing? What do you think might 

have triggered the behaviour? How were other students reacting to the student? 

 
 
 
 
 
 
 

 
Behaviour of the student 

 
What did you notice about the studentôs behaviour that alerted you that they were struggling to cope? Think about the way they 

looked, for example facial expressions, physical signs, language. 

 
 
 
 
 
 
 

 
What did you try before the restraint? 

 
Describe the alternative techniques and interventions tried to prevent the emergency, including a description of the 

de-escalation strategies you used. What was the response from the student? 

 
 
 
 
 
 
 

 
The restraint method used 

 
Describe the nature of the physical restraint. Include the type of hold and number of people required. 

 
 
 
 
 
 
 
 

 
Monitoring 

 
Describe how the studentôs physical and emotional distress was monitored while they were restrained. 
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After the restraint ended   
Describe the mood of the student following the restraint. What help and support were they offered? 

 
 
 
 
 
 
 
 
 
If thereôs a next time 

 
What could be done differently in the future to prevent the need for restraint? 

 
 
 
 
 
 
 
 
 
How about you? 

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

 
 
 
 
 
 
 
 
 
Signature of person who applied the restraint Signature of any staff witnesses  

 
 
 
 
 
 
 
 
Note: The information in this form may be the subject of requests made under the Privacy Act 1993 and the Official Information Act 1982. 
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Appendix 4: Debriefing form for staff 

involved in physical restraint incident 
 
 
 
 
 
Date of incident dd/MM/yy   

    

Date of debriefing dd/MM/yy Time of debriefing  
   

Names of the people at the debriefing   
 
 
 
 
 
 
 
 
 
 
 
Findings of debriefing 

 
 
 
 
 
 
 
 
 
 
 
Next steps/actions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Principal or Principalôs delegate signature  

 
Note: The information in this form may be the subject of requests made under the Privacy Act 1993 and the Official Information Act 1982. 
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Appendix 5: Physical restraint 
debriefing form ï parents or 
caregivers, student 
 

 
Date of incident dd/MM/yy  

   

Date of debriefing dd/MM/yy Time of debriefing 
   

Names of the people at the debriefing   
 
 
 
 
 
Findings of debriefing 

 
 
 
 
 
 

 
Parent or caregiver ï comments and suggestions 

 
 
 
 
 
 

 
Student ï comments and suggestions 

 
 
 
 
 
 

 
Next steps/actions agreed 

 
 
 
 
 
 

 
Signatures 

 
 

 

Principal or Principalôs delegate Parents or caregivers Student 
   

 
Note: The information in this form may be the subject of requests made under the Privacy Act 1993 and the Official Information Act 1982 
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1. Appointed First Aid provider 

a. School  -  ƛƴ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 
b. Hostel -  in the Hostel office 
c. Other school and Hostel staff have First Aid Qualifications 
d. A First Aid qualified staff member will be ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ ŘǳǊƛƴƎ 

interval and lunch 
 
2. General First Aid 

a. Students with injuries who can self-ƳƻōƛƭƛǎŜ Ƴǳǎǘ ǊŜǇƻǊǘ ǘƻ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ 
during the school day 

b. Minor injuries will be treated on site 
c. Where more serious injury is evident or suspected 

i. Parents are immediately contacted 
ii. If necessary an ambulance is called and the student is escorted in the 

ambulance by a staff member 
d. Where the student complains of headache/stomach ache/generally being 
ǳƴǿŜƭƭκŦƭǳΣ ƘŜ ǿƛƭƭ ōŜ ƪŜǇǘ ŀǘ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ ǳƴŘŜǊ ǎǳǇŜǊǾƛǎƛƻƴ ǳƴǘƛƭ ǘƘŜ ŜƴŘ ƻŦ 
the school day or he is collected by a parent/guardian (DAYBOYS) or sent back to 
the Hostel (BOARDER). 

e. Students suspected to be under the influence of any chemical (including alcohol, 
prescription medication, marijuana etc) will be referred immediately to Oamaru 
ED by ambulance, with Police involvement if required 

 
3. Medication 

a. Students needing medication on an ad hoc basis must hand this in to the Pastoral 
Secretary at the DeŀƴǎΩ ǎǳƛǘŜ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ǘƘŜ Řŀȅ 

i. The medication must be named and labelled, with instructions 
ii. The medication will be kept under lock and key by the Pastoral Secretary 

b. tǊŜǎŎǊƛǇǘƛƻƴ ƳŜŘƛŎŀǘƛƻƴǎ ŀǊŜ ƘŜƭŘ ŀǘ ǎŎƘƻƻƭ ŦƻǊ 5ŀȅōƻȅǎ ƛƴ ǘƘŜ 5ŜŀƴǎΩ ǎǳƛǘŜ ƻƴ 
written request from the parent/guardian - all medications  

i. must be clearly labelled, with instructions, in proper containers 
ii. will be kept under lock and key by the Pastoral secretary 
iii. will be administered in sight of the Pastoral Secretary 
iv. will be recorded (time, date, quantity, staff signature) when issued 

c. Students with diabetes may keep their test kits and Glucagon kits with Mrs Bond 
d. Students who are at risk of severe anaphylactic shock must leave a spare 

emergency kit with the Pastoral Secretary 
e. Prescription medication for Special Needs students is kept under lock and key in 

N5 by the SENCO ς all medications 
i. must be clearly labelled, with instructions, in proper containers 
ii. will be administered in sight of the SENCO or designated Special Needs 

staff 
iii. will be recorded (time, date, quantity, staff signature) when issued 
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f. Disposal of prescription medication ς the medication manager must 
i. Record the disposal (date, amount, by whom) against the record for the 

medication 
ii. Dispose of via a Pharmacy with a receipt 
iii. File the receipt for audit 

 
4. Dealing with hazardous human material - Human blood, tissue and faecal waste 

a. Prevent the transmission of tissue-borne diseases by 
i. Using gloves when cleaning and dressing wounds 
ii. Washing hands and affected areas well with soap and water as soon as 

possible 
iii. Cleaning up blood and tissue with disinfectant wipes and bleach 
iv. Disposing of soiled gloves, dressings, clothing etc in a hazmat waste bag 
v. Dispose of faecal waste by 
vi. Changing the student in an appropriate area eg Special Needs bathroom 
vii. Cleaning the student 
viii. Changing and laundering soiled clothing 
ix. Containing contaminated disposables in hazmat waste bags 
x. Dispose of hazmat bags by arrangement with the school garbage service 

provider 
 
5. Managing Medical Emergencies 

a. Epileptic Seizures: 
 During the seizure  

i. [ƻƻǎŜƴ ŎƭƻǘƘƛƴƎ ŀǊƻǳƴŘ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƴŜŎƪ 
ii. Do not hold or restrain the patient 
iii. Do not insert anything into the mouth of the patient 
iv. Reassure concerned bystanders and ask them to stand back 
v. Remove objects that may cause harm and injury (furniture, machinery, 

glasses etc) 
  
 When the seizure has passed 

i. Arrange the patient on his/her side in the recovery position 
ii. Maintain an open airway and remove vomit or food from the mouth if 

necessary 
iii. Check whether or not the patient has dentures 
iv. Stay with the patient, who may be confused 
v. Assist the patient to retain dignity if he/she has soiled him/herself by 

covering with a suitable item eg blanket or towel 
vi. Check for medical identification (eg medic alert bracelet) 
vii. Try to determine if the patient is  

a) taking anticonvulsant medication 
b) currently taking any other medication 

viii. Call 111 if  
a) having a seizure is abnormal for the patient 
b) the seizure last longer than 5 minutes 
c) another seizure begins soon after the previous one ends 
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d) the patient cannot be awakened after limb movements have 
stopped 

e) the patient has a known heart condition or diabetes 
f) you are concerned that something else may be wrong, including 

involvement of alcohol and other drugs or medication 
 

b. Cardiac Arrest 
 On discovery of the patient 

i. Arrange the patient on his/her back 
ii. Check for a carotid (neck) pulse 
iii. Check for breathing (hand on chest, ear over patient mouth and nose, 

look for rise and fall of chest ς for 10 seconds) 
iv. Ensure that the patient has an open airway  

a) check for obstructions in the mouth and remove them/it 
b) tilt patient head back 

v. Call 111 if no pulse or breathing 
vi. Start chest compressions at a rate of 100/minute 

c. Possible neck/head injury 
i. Where there is the possibility of a head or neck injury, DO NOT MOVE the 

patient 
ii. Call the Pastoral Secretary and SMT to evaluate 

d. Severe bleeding 
i. Attempt to stop bleeding by applying heavy pressure to the wound site 
ii. Call the Pastoral Secretary and SMT for assistance 
iii. Call 111 if bleeding is severe and cannot be stopped 

 
 



 

WBHS Procedures                             Page 97 of 264   Date Updated Updated by whom 

SEARCHES, SURRENDER AND RETENTION OF 
PROPERTY 

Jan 2019 John Mattisson 

 

{9!w/I9{Σ {¦ww9b59w !b5 w9¢9b¢Lhb hC twht9w¢¸ 
 
¢Ƙƛǎ tǊƻŎŜŘǳǊŜ ǊŜŦŜǊǎ ǘƻ ǘƘŜ aƻ9 άD¦L59[Lb9{ ŦƻǊ ǘƘŜ ǎǳǊǊŜƴŘŜǊ ŀƴŘ ǊŜǘŜƴǘƛƻƴ ƻŦ ǇǊƻǇŜǊǘȅ ŀƴŘ 
searŎƘŜǎέΣ ŘŀǘŜŘ WŀƴǳŀǊȅ нлмп  
 

1. Designation of authorised staff 
a. Authorised Staff are designated in writing by the Commissioner to the staff 

members concerned 
b. ά!ǳǘƘƻǊƛǎŜŘ ǎǘŀŦŦέ ƛǎ ǊŜǎǘǊƛŎǘŜŘ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 

i. Rector 
ii. Deputy Rector 
iii. Assistant Rectors 
iv. Deans 
v. SENCO 
vi. Hostel manager 
vii. Hostel Matron 

c. The names and positions of Authorised Staff are available for inspection by the 
ǎŎƘƻƻƭ ŎƻƳƳǳƴƛǘȅ ǘƘǊƻǳƎƘ ǘƘŜ wŜŎǘƻǊǎΩ hŦŦƛŎŜ 

d. Authorised Staff are authorised to exercise the powers under both section 
139AAA and section 139AAB of the Education Act 1989. 

 
2. Information based on the Education Act 1989 

A. 139AAA Surrender and retention of property: 
1. This applies if an authorised staff member has reasonable grounds to believe 
ǘƘŀǘ ŀ ǎǘǳŘŜƴǘ Ƙŀǎ ƘƛŘŘŜƴκƛƴ ŎƭŜŀǊ ǾƛŜǿ ƻƴκŀōƻǳǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊǎƻƴΣ ƻǊ ƛƴ ŀƴȅ 
ōŀƎκƻǘƘŜǊ ŎƻƴǘŀƛƴŜǊ ǳƴŘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ control, an item that is likely to 

i. Endanger the safety of any person 
ii. Detrimentally affect the learning environment 
iii. Be harmful and pose an immediate threat to the physical/emotional 

safety of any person 
 

2. The authorised staff member may require the student to produce and surrender 
the item if he believes that the item is harmful 

3. If the item is stored on a digital/electronic device, the authorised person may 
require the student to 

i. Reveal the item 
ii. Surrender the device on which the item is stored 

4. An authorised person may do either/both of the following to an item 
surrendered under this section 

i. Retain the item for a reasonable period 
ii. Dispose of the item (if appropriate) ς devices may not be disposed of 

5. An authorised person may retain a computer or other electronic/digital devise 
surrendered under (3)(b) for a reasonable period 

6. If an item/digital/electronic device is retained under this section, it must be 
stored in an appropriate manner 
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7. At the end of any period of retention, any retained device/item that is not 
disposed of under subsection (4)(b) must be 

i. Returned to the student OR 
ii. Passed to another person/agency, as appropriate 

8. An authorised person who exercises a power under this section must comply 
with any rules made under section 139AAH 

9. Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ŀƴŘ ǎŜŎǘƛƻƴǎ моф!!. ǘƻ моф!!LΣ άŀǳǘƘƻǊƛǎŜŘ ǎǘŀŦŦ ƳŜƳōŜǊέ ƳŜŀƴǎ 
an employee of the WBHS Commissioner 

10. Notes 
i. Belief on reasonable grounds depends on context and nature of the item 

in question ς ŀ ƎƻƻŘ ǘŜǎǘ ƛǎ ǘƻ ŀǎƪ άƛŦ L explained my decision to another 
ǎǘŀŦŦ ƳŜƳōŜǊΣ ǿƻǳƭŘ ǘƘŀǘ ǇŜǊǎƻƴ ōŜ ƭƛƪŜƭȅ ǘƻ ŀƎǊŜŜ ǿƛǘƘ ƳŜΚέ 

ii. Endangering safety depends on context and circumstances ς is the use of 
the object likely to endanger safety at the time? 

iii. A harmful item poses an immediate threat to the physical and/or 
emotional safety of any person ς this criterion must be met before a 
search can be undertaken 

iv. Items are any physical objects (including weapons, lighters, texts, videos, 
photos, drugs etc) 

v. A device is regarded as anything digital/electronic used to store/display 
digital information (includes mobile phone, smart phone, computer, 
tablet, netbook, game console, portable media player, camera, digital 
voice recorder) 

vi. If the student refuses to surrender an item or device, the school will 
follow standard disciplinary procedures that may involve referral to the 
police and Commissioner 

vii. All drugs surrendered by students must be handed over to the NZ Police 
immediately 

 
B. 139AAB Searches of clothing and bags or other containers 

1. This section applies if 
i. An authorised person has reasonable grounds to believe that a student 

has a harmful item on/about his person/in any bag or container under the 
ǎǘǳŘŜƴǘΩǎ ŎƻƴǘǊƻƭ !b5 

ii. The authorised person has required the student to produce and 
surrender the harmful item under section 139AAA AND 

iii. The student has refused to produce and surrender the item 
2. If this section applies, the authorised person may require the student to do 

any/all of the following 
i. Remove any outer clothing (except where the student has no other 

clothing OR only underclothing under that outer clothing) 
ii. Remove any head covering, gloves, footwear, socks 
iii. Surrender the bag/other container 

3. The authorised person may search any clothing, footwear, bag or other container 
surrendered under subsection (2) 

4. If the authorised person finds any harmful item or item that is likely to 
detrimentally affect the learning environment, the item may be seized by the 
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authorised person and sections 139AAA(4) to (7) apply with any necessary 
modifications 

5. Notes 
i. Searches can only be carried out by authorised staff and only for harmful 

items   
ii. The search is only initiated if the student refuses to produce or surrender 

a harmful item 
iii. The search involves searching any outer clothing, head coverings, gloves, 

footwear, socks, bags or other containers when handed over by the 
student  

iv. SHIRTS AND TROUSERS MAY NOT BE SEARCHED BY THE STAFF MEMBER ς 
ƛǘ ƛǎ ǳƴƭŀǿŦǳƭ ǘƻ ǎŜŀǊŎƘ ŀ ǎǘǳŘŜƴǘΩǎ ǇŜǊǎƻƴ 

v. Staff may not use force against a student, other than in an emergency 
situation where staff are acting to defend themselves or others against 
immediate harm 

 
C. 139AAC Restrictions on searches 

1. An authorised person carrying out a search under section 139AAB must carry it 
out with decency and sensitivity and in a manner that affords the student the 
greatest degree of privacy and dignity consistent with the purpose of the search 

2. Any search under section 139AAB must be carried out 
i. By a male authorised staff member 
ii. In the presence of the student and another male staff member 

3. Unless impracticable, a search under section 139AAB must not be carried out in 
view of any person other than the authorised searcher, the student and a male 
staff witness 

4. As soon as the search is completed, the authorised person carrying out the 
search under section 139AAB must 

i. Return all clothing and any bag/container surrendered by the student 
ii. Enter a written record of any items seized under section 139AAB(4) 

 
D. 139AAD Limitations on sections 139AAA and 139AAB 

1. There is no permission to 
i. Search any student 
ii. Use physical force against a student 
iii. Require a student to provide a bodily sample 

2. There is no permission for an authorised person to have a dog with him for the 
purpose of exercising a power under 139AAA or 139AAB 

3. The powers set out in 139AAA and 139AAB may not be exercised in relation to 2 
or more students together unless the authorised person has reasonable grounds 
to believe that each student has an item specified in 139AAA(1), or a harmful 
item on/about his person, or in a bag/container under his control 

4. Nothing in subsection (1) limits or affects sections 15 and 17 of this Act or 
sections 41, 48 and 59 of the Crimes Act 
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5. Notes 
Search, in relation to a student, includes 

i. A strip-search 
Strip-search means that the person conducting the search requires the 
searched person to: 

a) Remove clothing other than outer clothing, head covering, gloves, 
footwear, socks 

b) Raise, lower or open all/any part of the personal clothing 
ii. A rub-down search 

Rub-down search means that the person conducting the search 
a) Runs/pats his hand over the body of the searched person, whether 

outside or inside the clothing of the searched person 
b) Inserts his hands inside any pocket or pouch in the clothing of the 

searched person 
 

E. 139AAE Prohibitions on searches by contractors 
1. Contractors may not search students 
2. A contractor may bring a trained search dog onto school property for the 

purpose of searching school property (including lockers, desks or other 
receptacles provided for storage purposes) 

 
F. 139AAF Refusal to reveal, produce or surrender an item 

1. If a student refuses to reveal, produce or surrender an item, computer or other 
electronic device under section 139AAA(2) or (3), the authorised person may 
ǘŀƪŜ ŀƴȅ ŘƛǎŎƛǇƭƛƴŀǊȅ ǎǘŜǇǎ ƻǊ ǎǘŜǇǎ ǘƻ ƳŀƴŀƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōŜƘŀǾƛƻǳǊ ǿƛǘƘƛƴ ǘƘŜ 
ǎŎƘƻƻƭΩǎ ǎǘǳŘŜƴǘ ƳŀƴŀƎŜƳŜƴǘ ǇǊƻŎŜǎǎ 

2. If a student refuses to remove any outer clothing, head covering, gloves, 
footwear or socks, or to surrender a bag or other container under section 
139AAB(2), the authorised person may take any disciplinary steps or steps to 
ƳŀƴŀƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōŜƘŀǾƛƻǳǊ ǿƛǘƘƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǘǳŘŜƴǘ ƳŀƴŀƎŜƳŜƴǘ 
process 

 
G. 139AAG Power to search storage containers not affected 

1. Nothing in section 139AAA and 139AAB limits or affects any power to search any 
locker, desk, or other receptacle provided to students for storage purposes 

 
3. Rules 

a. The Commissioner is required to keep the following documents 
i. Guidelines in relation to the retention of items and devices, and searches 
ii. List of authorised staff members 

b. Staff who are not teachers are not authorised to search students or retain items 
or devices 

c. Relevant considerations to be taken into account when deciding how an item or 
device is to be dealt with are 

i. Health and Safety of people 
ii. The apparent value of the item or device 
iii. The person believed to be entitled to the possession of the item or device 
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d. Every authorised staff member who is in possession of a retained item or device 
is required to take all reasonable care of the item or device while it is in his 
possession or under his control and to place the item/device in secure storage if 
it is to be retained overnight or for a longer period 

e. It is required that the retained item/device is returned to the student from 
whom it was taken, as soon as practicable as determined by the authorised 
person/Commissioner, in light of the relevant considerations (see (3) above) 

f. If satisfied that it is appropriate to do so and in light of the relevant 
considerations, the authorised person/Commissioner may pass the retained 
item/device to another person (parent, caregiver, or person believed to be 
entitled to possess the item/device) or to an agency (eg NZ Police) 

g. Provided that the authorised person is satisfied that it is appropriate to do so in 
light of the relevant considerations, he may dispose of an item, but not by sale 

h. The Commissioner is required to make and keep a record of every item/device 
taken under the Act that is retained for 2 nights (each of which follows a day on 
which the school is open for instruction) or longer 

i. The Commissioner is required to make and keep a record of every search that is 
carried out under section 139AAB of the Act 

j. Students cannot be required to open their off-site social media accounts 
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Date ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
 
 
ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Ŏκƻ ²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ 
Waitaki Avenue 
Oamaru 
 
 
Dear ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
 
APPOINTMENT AS AN AUTHORISED STAFF MEMBER  
 
¢ƘŜ ²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ {ŎƘƻƻƭ Commissioner hereby authorises ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  for 
the purpose of managing the surrender and retention of items and devices, and student 
searches. 
 
You are authorised to exercise powers under both sections 139AAA and 139AAB of the Act. 
 
You are required to act within the WBHS Procedure (Searches and the surrender and retention 
ƻŦ ƛǘŜƳǎ ŀƴŘ ŘŜǾƛŎŜǎύ ŀƴŘ ǘƘŜ aƛƴƛǎǘǊȅ άDǳƛŘŜƭƛƴŜǎ ŦƻǊ ǘƘŜ ǎǳǊǊŜƴŘŜǊ ŀƴŘ ǊŜǘŜƴǘƛƻƴ ƻŦ ǇǊƻǇŜǊǘȅ 
ŀƴŘ ǎŜŀǊŎƘŜǎέ 
 
You are required to provide the Commissioner with a written acknowledgement of receipt of 
this authorisation. 
 
The Board may revoke this authorisation at any time in writing. 
 
Yours truly 
 
 
 
 
Commissioner 
²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ {ŎƘƻƻƭ 
 
 
 
LΣ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ ƘŜǊŜōȅ ŀŎƪƴƻǿƭŜŘƎŜ Ƴȅ ŀǇǇƻƛƴǘƳŜƴǘ ŀǎ ŀƴ ŀǳǘƘƻǊƛǎŜŘ ǎǘŀŦŦ 
member for the purpose of managing the surrender and retention of items and devices, and 
ǎǘǳŘŜƴǘ ǎŜŀǊŎƘŜǎ ŀǘ ²ŀƛǘŀƪƛ .ƻȅǎΩ IƛƎƘ {ŎƘƻƻƭ 
 
 
 
___________________________________   Date : ____________________ 
Signed
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²!L¢!YL .h¸{Ω ILDI {/Ihh[  -  RECORD OF RETENTION OF SURRENDERED ITEMS/DEVICES 
 

Date 
Authorised staff 
member 

Student owner Relevant consideration Description of item/device 
Recipient signature 
on return 

Return 
date 
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WAITAKI .h¸{Ω ILDI {/Ihh[  -  RECORD OF SEARCHES OF STUDENT CLOTHING/BAGS/CONTAINERS 
 

Date 
Authorised staff 
member 

Student searched Relevant consideration 
Which requirements of section 
139AAC(2) were not complied with 
and why 

Witness 
signature  

Any disciplinary 
outcome 

       

       

       

       

       

       

       

       

       

 


































































































































































































































































































































