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1. Personal complaints from staff about colleagues
In all cases, the managing of complaints from staff should fatasvprocess

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 shoeltbrought to the
Rectorin writing

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

e. Ifissues ardrought directly to the Rectaas the first resort, particularly when
an imbalance of power and bullying are concerns, the proadsbe managed at
the RectoRd RAAONBIA2YS>S gAGK GKS adGFFF YSYc
right of reply

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

2. Professional complaints from staff about colleagues
a. Professimal complaints must be dealt with iconsultation with the Rectoor
Board Chir if it is about the RectorWhere 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 shicadldress their written complaint
directly to the Board through the PPTA Branch Chair
b. Staff may also choose to direct their written complaint through Rextor

4. Complaints from staff about adult members of the school community other than
colleagues
a. All canplaints from staff relating to parents, service providers and volunteers
should be direted in writing to the Rectdior action
b. The Rectowill deal with each case on its own merits
c. The Rectomay 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 théssistaniRector
c. The Deaf(s) will be notified and consulted
TheAssistantRector and Dean(8)ill deal with each case on its own merits
e. TheAssistanRectormay delegate the management of cases where necessary

o
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f.

Where necessary, thassistaniRector request the Rector to emplsyand
down, orsuspension tahe Board Disciplinary Committee

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

Agreement

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

b.
C.

—h

wishing to remain anonymous
Protected Disclosures musebmade directly to the Rect@nd Board Chair
If the Disclosure wolves the

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

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

. When making a Protected Disclosure, the complainant must indicate this

intention at the beginning of the conversation
The Dislosure may only be dealt with in committee in a Board meeting
All informationrelating to the Disclosureill be heldunder lock and key

. The Privacy Officer will check and confirm that the process is Protected
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1. Complaints from students and parents about the delivery of the curriculum

a. Students and parents who feel comfortable with dealimigjally with the staff
member @ appropriate Head oDepartmentconcerned 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, tle student and parent should make the complaint in writing te th
appropriate Head oDepartment

c. The Head obepartmentmust immediately inform théeputy Rectoof the
complaint and must work with the student, parent and teacher to resolve the
issue

d. Ifthe HdD cannot bring about resolution, the matter must be referred to the
Deputy Rectofor action

e. TheDeputy Rectomust also bing the matter tothe Rect@®®d | GG Sy G A2y

f.

If the issue emains unresolved, the Rectatll deal with each case separately on

its own merits in terms of the Professional Standards for Secondary Teachers

(Collective Agreement, Supplement 1, ppt06ny 0 'y R ¢ KS
Council Registered Teacher Criteria

b %

i. Students and parents may choose to deal directly withDieputy Rector,
Rectoror Board, in which case the matter will be referred initially te th

appropriate Head of Faculfgr resolution

ii. Where the complaint is made against a Headratulty the student and

parent can chose to deal directly with the HaRitially, or bring the
matter directly to the attention of thddeputy Rector and/or Rector

2. Complaints from students about the serious negative behaviour of other students
a. Serious negative student haviour would include bullying, physical and verbal

intimidation, sexual harassment, racist language, derogatory comments,
vandalism

¢ S|

Students should report such behaviour immediately to their Tutor Group teacher

or any teacher that they trust who will follv PB4L procedures
The informed teacher must immediately notify tBean andschool Student
Guidance Counsellor in writing by email
The Dearand Student Guidance Counsellor

i. will handle the matter directly

ii. may delegate tasks as required

iii.  will ensure that Ttor Group teacher(s) is/are involved
Students may opt to bring the matter directly to tlean, Guidance
CounsellorAssistanRector and/or Rectoior action
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3. Complaints from students, parents and community about serious negative staff
behaviour

a. Seious 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 dispeite

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

c. Evidence will be measured against thehool Staf€ode of Behaviour, the
¢SFOKSNRQ /2dzyOAf [/ 2RS 2F 9GKAOH% FyR
Teachers

d. Complaints about staff behaviour with legal implications will be referred to other
F3SyOASazr AyOfdzZRAYy3I (GKS ¢S OKSNEQ [/ 2dzy
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1. Staff leave request
a. All staff areexpected to apply for all leave using a Staff Leave Request and
submit it in good time to the Rectdor a decision
b. Where staff absence is required to accompany official school trips, the staff
YSYOSNRAa yIYS Ydzald Ifa2 o0S dRAMsffarRiEs R 2y
good time if this is known
c. The decisiorabout granting the leave will be communicated to the applicant
staff member by thédeputy Rector
d. When approval for leave is given, the applicant staff member must make
appropriate class and teachingrangements for that period of time
e. The Rectowill pass all approved applications to tBeputy Rectarwho will
i. arrange for appropriate relief
ii. record the application on a staff leave spreadsheet for reporting purposes
iii. file the Relief Summary with thEinance Officer

2. Leave categoriessee 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 Agreent

4. Staff relief
a. All staff relief will be organised solely the Deputy Rectoor 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 relieveon 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 cldssand work instructions
e. In emergency situadns, the appropriate Hois 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 ingfarea 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 sohool
approved internal dutiesor who require negotiatediine 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 lesstet end of the year
iii. TheDeputy Rectowill 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 appr@sact|
must sign out and in in the school ex¢ablet at Receptio2 NJ 1 KS 5SI yaQ
b. Staff may leave school premises for short periods of time during the school day
during noncontact periods, interval and lunch, provided that
i. there is a clear understamy that norrcontact 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 emotionasupport 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 thelmring 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 YA if necessary

d. Brief minutes record discussi@utcomes and next stepsminutes are lodged
with AV

e. Staff may also opt to be supported by EAP Services etc.
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Date: Time:

Parties present:

Brief outline of issue:

Agreed next steps:

This record sheet will be kept:

o in Q& O2yFARSY(GALlIf LISNAZ2YYS
o intheO2Yy FARSYUGALE 22YSHQa [Al azy FTALS
Signed: &
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1. This Code of Conduct refers to the
a b1 ¢SIOKSNBRQ /2dzyOAtf [/ 2RS 2F 90GKAOa&
b. NZPPTA Code of Ethics
C. NZEI Code of Ethics

2. The professional interaitins of Teachers are governed by 4 fundamental principles:
a. Autonomy - to treat people wih rights that are honoured andefended
b.  Justice- to share power and prevent the abuse of power, andwithout
prejudice
c. Responsible careto do good andninimise 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 learnersThe primary professional obligation of teachers is to those
they teach Teaches are expected to:
a. Develop and maintain professional relationships with learners based on the
f SINYSNEQ o06Sald AyaSNBada
b. Base professional practice on continuous professional learning and best practice,
and knowledge about their learners
Present subject ntéer from an informed and balanced viewpoint
Encourage learners to think critically about significant social issues
Cater for the varied learning needs of diverse learners
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

-~ ® 20

4. Commitment to parents/guardians and familyeachers are expected:to

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

b.  Establish open, honest and respectful relationships with parents/guardians

c. Involve parents/guardians in decisiomaking about the care and education of
their children

d. Respect lawful parental/@ardian 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 communityeachers are expected:to
a. Be trustworthy and responsible
b. Helpprepare learners for life in the community
c. Work collegially to develop the School as an appropriately democratic
community
d. Teach and model widelgccepted positive values (including respect,
accountability, integrity)
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e.  Accept responsibility for their own ians and judgements
f. Encourage community participation in the School
g. Ensure that the School is a safe place

6. Commitment to the professianTeachers are expected:to

a. Engage in continuing professional development

b.  Contribute to the development of an open areflective 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 employmempportunities and the responsibilities of managers,
HR and staff.

1. Objective

2 AGFTA . 284aQ |1 A3IK {OK22tf A& O2YYAGGSR (2
opportunities and being a good employer. We apply this through supporting and

promoting good EE@ractices across WBHS. EEO is one of the ways WBHS recognises
YR adzllll2NIa GKS FAYAa YR FALANI GA2ya 27
partnership enisaged by the Treaty of Waitangi

. Background

EEO is about removing barriers so all staffehepportunities 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 potively 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 agins, 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 responkicé
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 perspeees 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 encouragebnious 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.

. Legislative Framework

WBHS complies with the legisia 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 endeaww to include EEO principles into everyday staff and management
practices by:
a.

b.
C.

Integrating EEO principles into the strategic and business planning process,
ensuring that EEO is not a staatbne practice

Developing an environment where staff diversity is welcomed and valued.
Providing an environment where staff treat each otherhwiéspect and operate
professionally.

5S@St2LIAY3I an2NRA YR tFOAFTAO &adlTF Ay
People strategies.

Working to remove the barriers to participation faced by people with disabilities
as set out in the New Zealand Disapifitrategy.

Encouraging a diverse range of employees to work in WBHS.

Identifying and eliminating discriminatory practices based on sex, marital status,
religious belief, ethical belief, colour, race, ethnic or national origins, disability,
age, politichopinion, employment status, family status or sexual orientation.
Proactively seeking to reflect the ethnicity of the community in employees of
WBHS.

This will be achieved by:

a

b
c
d

—h

Ensuring all policies and practices comply with the EEO policy.

Implementing familyfriendly practices in the workplace

Providing equal opportunities for all staff.

Ensuring EEO principles and activities are reflected in recruitment processes, job
descriptions, employment agreements and performance agreements and the
inductionprocess for new staff.

Promoting and respecting diversity and openness among staff.

Creating an environment, which is free from harassment for staff, clients,
stakeholders and visitors.

Providing development opportunities and support to staff, so thag

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

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

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

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

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 Mistry 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 EEOipms 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

EEOWNorking document
an2NRA {dNrdGdS3e
Pacific Island Strategy

NZ Disability Strategy
Workplace Harassment Policy

N N

7. References
EEO Working Document

Puao teata-tu

State Sector Act 1988

Human Rights Act 1993
Employment Relations Act 2000
NZ Bill of Rights Act 1990

Equal Pay Act 1972

S~Po0oTp

EEO Trust

Gatherings; A strategy for Ethnic Minority people
Pathways; A strategy for people with disabilities

Collective Agreement/Individual Agreement

Parental Leave and Emplogmt Act 1987
Health and Safety in Employment Act 1992
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1. Professional supervision
a. Professional supervision will be handled in a manner thsitijgortive, 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 the next appraisal cycle
ii. There are ongoing issues and/or complaints relating to professional
behaviour in terms of
a) curriculum delivery
b) meetingthe expectations of the Schoahd EducationCouncil Code
of Ethics
c. The Rectowill
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 theourse of action, including
a) actions required by the staff member ranging from
1 discussion and reflection to
1 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 ations
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 directeteoat remedying the
issue
iv. keep records of discussions, meetings, actions and outcomes for the staff
YSYoSNRa FAfS
v. hold feedbak discussions with the Rector
vi. provide valid evidence to enable assessment of process mdsdy the
Rector

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

be managed by School Management

take place in terms of para 3.3 of tREPTA Collective Agreement

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 disciplinp@ears to have occurred, the Rectaill
inform the Board in writingproviding preliminary evidence
b. The Board will decide whether or not to proceed
c. Ifthe 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.

ii.
iii.
iv.

V.
Vi.

disobealience of lawful orders or instructions

negligence, carelessness or indolence in carrying out duties as a teacher
gross inefficiency as a teacher

misuse or failure to take proper care of school property or equipment in
the custody or charge of the teacher

absence from duty without valid excuse

conduct in his/her capacity as a teacher or otherwise which is
unbecoming taa member of the teaching profession

WBHS Procedures
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1. Selection and Appointment of Staff for a NewMaicant Position
a. Delegation of the school appointments panel
i. The WBH&ommissioneretains the authority to appoint the Rector and

members of Senioteadership

ii. TheCommissionehas delegated the appointment of all other school
staff to the Rector in theurrentBoard 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. Advertisementof the vacancy

On receiving a resignation or creating a new staffing position, the Rector will

i. Inform the Board

i. 9yadsaNBE GKFIG GKS NBLI I OSYSy(d LIAaAAGAZ2

staffing entitlement

iii. Discuss the recruitment/appointment of a new/existis@ff 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 descrigatiand 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 suitablapplicants are registered with the NZTC
iv. Contacting all applicant references and confirm personal and professional
history regarding character, competence, qualifications and experience
Shortlisted applicants will be required to
i. Provide originals or cefted copies of key documents, including

gualifications

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 invriting

ii. expected to confirm acceptance of appointment in writing
ili. 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 permanent appointed

f.  Staff will not continue to be employed who have had their
i. teacher registration cancelled and have not been reregistered

WBHS Procedures Page27 of 264

Date Updated

Updated by whom

HUMAN RESOURCE MANAGEMENT

Feb 2018

JohnMattisson




ii. LAT cancelled and have not been granted renewed authorisation or
teacher registration
iii. LAT or practicingertificate 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, existinglS
ii. HoDs HoD appointed by the Academic Committee
iii. Dean Assistant Rectorexisting Dean
iv. Teachers Specialist Classroom Teacher (SCT), Ho
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. Schoobuildings
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 annuglranome of staff
professional development
c. Professional development needs are indicated through
i. Outcomes of staff appraisal (personal PD)
ii. The school review process (schaate 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. Maintenanceof 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 axestaff records of that
staff member

c. Files for Teacher Aides are maintained in the office ofSBR&ICOLearning
Support

d. Basic personal information is inputted against each staff member on KAMAR,
which is available to all staff with KAMAR access

e. Allstaff must ensure that the staff phorteee 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 nonteaching staff must be vetted every 3 years

c. ThewS O 2 iNd@sponsite for

i. keeping records of police vetting of né@aching staff
ii. managing and submitting all staff Police vetting applications
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1. Assessmentimetable- To be completed b@1 Decemberach year
a. Assesee and assessoto meet, to discuss and confirm:

I. Assesee's specific departmental responsibilities for the year.

ii. Assesee's goals for the year(one page for each goal).

iii. How the a&sessocan assist in the achievement of these goals

Iv. The specifiasseseplan to reach each goal

V. AnalysisofssesseQa 26y b/ 9! aiddzRSyid | OKAS@S
year (by class group), including strategies to improve student learning
outcomes. Data from thBepartment) Board report is also useful.

vi. Goals must address academic outcomes and Effective Teaching Profile.

b. Throughout the yearformative asessment

C.

i. Professional discussiaqreflect on goals and the evidence to satisfy the
various performance criteria. Recapdtcomes on the ssessment
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 oryacult
form, to be initiated by asessoor assess.
Summative assessmerd be completed byhe end of Week 7 Terrh

i. Assessoandassessreview the data collected, including summaries of
two student feedback exercises.

ii. Complete the summary for the year.

iii. The AssessmenEorm is completed by thassessoand asess, and is
signed by both

2. Confidentiality

a. Original @sessmentlocumentation is kept by thessesse

b. Copies of the completedssessmenEorm are kept by thessessoand the
Rector.

c. No asssessmentdocumentation is available to the School Board of Trustees.

d. Assessmentlocumentation is available to the Education Review Office only to
indicate that the school is meeting its obligations in operating an effective
professional performance managent programme.

3. Appeal

a. Anassessemay appeal to the Rector* against an aspect of tesemsment
procedure. (*Deputy Rector if the Rector is tres@ssoyr

b. Anassessemay request further classroom observation, or a nesgsessar

c. Inthe event of a nevassessarthe Rector will determine whether it is realistic to

continue with the asessmentor the year, or to recommence in the new year.

4. Philosophy and Purposes
a. All classroom teachers will besesed

WBHS Procedures Page30of 264 Date Updated | Updated by whom

PROFESSIONAL PERFORMANCE MANAGEME Feb 2018 JohnMattisson




b. Seltassessmenis the main form of ssessment TheassessS Ctake the
initiative in setting and working towards their own goals, and in reviewing
achievement.

c. Theassesséas the right to request a differerissessar

d. Teachers who hold management units will also bsegsean their performance
in those areas of special responsibility.

5. Purposes of

ssessment

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

and methodology

b. To enhance professional development of all staff members

i.

ii.
iii.
iv.

Clarify individual and generic job descriptions

Achieve motivation and satisfaction through achievinglgo
Recognize contributions and achievements, and potential
Recognize problems, frustrations, and professional development needs,

in a supportive manner.

6. ThePPMProgramme is both formative and summative.
a. Theformative element occurs during the year andopides guidance, support
and feedback for a teacher, in a positive and constructive way.

b. Thesu

mmativeSt SYSy i 200dzNRE |

GKS @SIFNDRna Sy

objective, and officiahssessmentf a teacher's performance.

7. The relationship betweeassessoand asesewill be effective if:
a. The ®sess:

i.
ii.
iii.
iv.

i

il.
iii.
iv.
V.
Vi.
Vii.
Viii.
iX.

8. Goalsetting

takes the initiative in th@ssessmenprocess
has confidence in thassessor
is prepared to be honest and candid

is prepared to listen and learn, and genuinely wishes to improve
b. The &sessa

is sensitive and tactful
is honest and candid
is objective

is positive

is realistic

is discreet, and ensures the total confidentiality of the process
is prepared to allocate time and resources to Hssessmenprocess
is prepared to work in panership with theassese

genuinely wishes to help thesaese

The role of goasetting

a. Assessmenis about:
The setting of goals and action to achieve them
Continuing review of progress towards those goals
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b. The setting and reviewing of gsal
i. Enables ssesss to take the initiative in their ownssessment
ii. Requires a substantial degree of honest-satfalysis on the part dhe
assesse

Two types of goals can be set
a. Permanent goals
i.  The main things you want to put in to, and get outyaiur job
ii.  They will have no time limit, as they are permanent
iii.  Some will be measurable
iv.  In ahigh pressure job it is dangerous to lose sight of permanent goals
b. Speific goals (School / Facultyersonal)
i.  Describe a specific skill or standard or achieventerfite 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 tissese
v. Must be appropriately supported by others in the school
vi. Some goals for #gayear may be set by the school or the Faculty

9. PersonaEvidence in Arinui
Evidencecould be
Personal Inquiry results, analysis and reflection
JuniorNCEA results, with analysis and reflection
Board repat (HoDs)
Observations with reflectionsappraiser and peer
Student survey feedback
Evidence of reflection on PD attended
Unit of work, lesson plans (evidence of ETP, PB4L)
Minutes of meetings (evidence of involvement in Faculty and school functioning)

copoaooTy

10.TimeLine

goalsetting completed, 1 observation + reflection,

student survey

By Week 5 1 observation + reflection, 1saessmenimeeting

By Week 9 2nd observation + reflection, student survey

Term3 By Week 5 1 observation + reflection, dssessmentneeting

By Week 4 1 observation + reflection, 1saessmenineeting,
student survey

DigitalAssessmentlocument complete and signed

off

Terml By Week 4

Term?2

Term4

By Week 7
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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.

®oo0 o

—h

Units and Allowances should be allocated objectively

Units and Allowances should be attached to specific roles or tasks

Units are allocated for management, or curriculunpastoral leadership roles
Allowances are allocated for curriculum or pastoral roles

2 KSYy (KS K2f RSNDa NS OKFy3aSas GKS
in the case of Senidreaderswhere the Units go with the post

When a Unit or Allowance iglinquished during the year, it may be allocated to
another staff member through consultation

3. Criteria applied taletermineFixedterm or Permanence

a.

b.

C.

d.

Shortterm tasks and roles should attract Fixetm (nonpermanent) Units and
Allowances (eg Library)

Longterm ongoing tasks and roles should attract Permanenitd_snd
Allowances (eg Dean, Betc)

Permanent Units and Allowances can only be changed to fé&xeadat the time
of a role change or attrition

Fixedterm Units and Allowances can be made Pererdrthrough consultation

4. Advertising and Allocation (Term 4)

~ooo0 oW

Consultation with the PPTA Branch takes place between week 1 and 4

All Fixedterm Units and Allowances must be advertised internally during week 5
Staff applications must be submitted by endwdek 6

Allocation of Units and Allowances must be published by week 8

Units and Allowances must be issued in writing to all holders by the last day
Fixedterm Units allocated to serving staff do not need to be advertised in the
Gazette

Staff Unit and Abwance allocations for the next year will be published in school
at the end of Term 4

5. Review process

a.
b.

Takes place during week 1 to 4 of Term 4
The Review Committee will consist of one Seh@ader a designated member
of the PPTA Branch, andepresentative of norunion teaching staff

. The Review Committee will address the following key issues

I. Identified priority areas for the next year
il. Recruitment and retention needs
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iii. Changing curriculum, pastoral and management needs
iv.  The longterm 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 Fikuin or Permanent
e. The employer may reallocate the same teacher a fixeterm unit or units for a

further period of time or for a further particular assignment or task. (Secondary
Teachers Collective Agreement 264315, para 4.3.6)
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This procedure refers tthe 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 thatformation so that it can be investigated

2. This can be done verbally or in writing

3. ldentify that the disclosure is being made under the Protected Disclosures Act, following
Board procedure

4. Provide details of the complaint
5. State who the corplaint 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 themmissioner

7. If the complaint involves both the Rector a@Gdmmissioneyou may approach an
extSNY Ff aF LIWINRPLINRFGS FdziK2NAGeé¢ RANBOGE @ o
as includinghe

Commissioner of Police

Controller and AuditoGeneral

Director of the Serious Fraud Office

InspectorGeneral of Intelligence and Security

Ombudsman

Parliamentary Commissioner of the Environment

Police Complaints Authority

SolicitorGeneral

State Services Commissioner

Health and Disability Commissioner

Head of every public sector organisation not mentioned above, including the

I. Secretary foEducation
il. Ministry of Education
iii. Chief Review Officer of the Education Review Office

X P7Q 0200

8. There are only 3 circumstances when a disclosure can be made directly to an
appropriate authority
a. When itis believed that the organisation head is also party to gdaing 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 aatiothe
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 Menfber
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 pranidemation 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 decidledafdisclosure 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 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. Leavenformation 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 dbreaches of this policy are required to inform the Rector

15. The Act is available attp://rangi.knowledgebasket.co.nz/gpacts/actlists.htrander P
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VULNERABLE
CHILDRERACT
SECTION
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1. Ly GSN¥Ya 2F GK +dzf YSNIYofS / KAt RNBy ! Ol H
School
a. adopts this ChildProtection Policy
b. has ensured that the Policy is available on the School website
c. KIa NBIdzZANBR GKIFIG SOSNER AYyRSLISYRSyid Oz
has a Child Protection Policy
d. has a plan to review the Policy and related Procedures everyr3 yea
2. Summary

atKAa LRtAOCe 2dzif AySa (KS {OK22fQa 0O2YY)

b.

the following School procedures

i. Dealing with child abuse

ii. Guidelines for professional behaviour

iii. Complaints Procedure

iv. Staff Code of Conduct
The foundation documerif 2 NJ G KA & t2f A0& Aa a{¢ FSNJ
DdZA RSt AySa FT2NJ OKAfR LINRPGSOGAZzY LIt A
Action Plan. Identifying, Supporting and Protecting Vulnerable Children)

21
OA ¢

3. Purpose

a.

In relation to the children in & 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 arihild, 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 sexuakbuse

4. Principles

a.
b.

The interest and protection of the child is paramount in all actions

The rights of the family / whanau to participate in decismaking about their
children are recognised

Maori tamariki and rangatahi are assessed and managed withittaally-safe
environment

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

abuse and neglect and to take appropriate action in response
All staff are supported to
I. work in accordance with the Policy and related Procedures
il.  work with partner agencies and organisations
iii. ensure that child protection procedures are consistent and {ggality
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g. Relevant legislative responsibilities will be complied with
h. Information will beshared 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 waya raise issues of concern without fear of
reprisal
o a{SGdGfSYSyd | INBSYSyitaeg gAatft y23 0S5 dz
where these are contrary to a culture of child protection
k. Information is systematically recorded and stored to ensure confidentiality and
privacy
I.  This Policy and related Procedures
i. comply with legislative requirements and principles of the Treaty of
Waitangi
ii. meet bestpractice standards
iii. are reviewed and auditednnually

5. Interpretation
a. Child
i. Person under the age of 18 years, not married or in civil union
b. Improving the welbeing of vulnerable children includes taking measures aimed
at

i. Protecing them from abuse and negle@chool antbullying procedure
and poogramme, reporting of alleged abuse /neglect procedure)

ii. Improving their physical and mental health, and their cultural and
emotional wellbeing(physical education programme, participation in
sport, Maori Kapa Haka programmiite Journey, Peer Suppdstidance
Counsellor availability, liaison with Community Mental Health)

iii. Improving their education and training and their participation in
recreation and cultural activitiegcurriculum delivery, Yath, Section 71,
SCRANO, Hostel activity programme)

iv. Strenghening their connection to their families, whanau, hapu and iwi, or
other culturallyrecognised family grougMaori Achievement Group,
Pasifika Achievement Group, Tutor teacher contact with home)

v. Increasing their participation in decisianaking about then and their
contribution to society(Student leadership, Student Council, student
parent interviews and discussions)

vi. Improving their social and economic wbking (peer mentoring,
tuakana/teina programme, curriculum deliverypdth, Section 71,
Gateway
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1. Definitions
a. Child abuse includes

/1 L[5wW9b twh/ 95!

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 oeffect 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 @evelopment

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. /| KAt RNByQa ¢2NJ SNJ
i. A person whavorks in, or provides, a regulated service and the

LISNE2Y Q4 62 NJ

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) ¢KS 2yfe O&presBWEYy Qa g2 NJ
b) The person who has primary responsibility for/authority over

the children present
g. Safety checked

i. The person has been safethecked in compliance with section 31

within the last 3 years
h. Regular or overnight contact

i. The person has contact with itdiren overnight, or at least once each
week, or on at least 4 days each month (excludes billets)

2. ldentifying possible abuse or neglect
a. Principles

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

before reaching conclusions

ii.  Whenthere 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 itchin
genital injuries, STDs

Developmental
delays

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

Emotional
abuse/neglect

sleep problems, low seffsteem, obsessive behaviour, inability td
cope in social situations, sadness, loneliness;hsain

ageinappropriate sexuahterest or play, fear of a certain person

Behavioural : . .

CONCEMS or place, eating disorders, substance abuse, disengagement,
neediness, aggression

AIIegatlon or Talking about things that indicate abuse

disclosure

c. Signs of possible neglect

Physical

looking rough and uncarefbr, dirty, inappropriately clothed,
underweight

Developmental

small for age, cognitive delays, falling behind in school, poor

delays speech, poor social skills

Emotional sleep problems, low sedfsteem, obsessive behavioumability to
abuse/neglect | cope in social situations, sadness, loneliness;hsetin
Behavioural eating disorders, substance abuse, disengagement, neediness
concerns aggression

Neglectful out and about unsupervised, left alone, no safe home to return
supervision 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 ahild who discloses abuse

Disclosure of abuse or neglect

!

1 Listen to the child
1 Reassure the child
1 GiveopenSYRSR LINRPYLIi& S3 daoKIG KI

l Provide appropriate reassurance andeegage
) in appropriate activities under supervision until
he can reengage

_—

If the child is visibly distressed

Child not in immediate danger Child is in immediate daeg
Reinvolve the child in ordinary activities Contact the Police immediately 111

and exnlain what voul are aonina to do nex

l Record

1 What the child said, worfor-word

Formally record the disclosure as , T The date, time, location and names of any
soon as possible staff that may be relevant

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

Theactions taken by the school

Any other relevant information

= =

Decisi ki Consult with Sl/TDesignated Person
ecisioAmaking g for Child Protection

Notify CYF promptly if it Iselieved that l

the child has been / is likely to be Notifv CYE and / or Poli

abused or neglected — otify and /or Folice

Phone : 0508 Family (0508326459)
Fax:09914 1211
Email : cyfcallcentre@cyf.govt.nz
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b. Whenan allegation is made against a

member of staff

Disclosure/allegation of child abuse by staff membe

l

9 Listen to the child
T Reassure the child
1 GiveopersSY RS R

LINR Y LJG &

S3 4asK

!

If the child is not inmmediate danger

Reinvolve the child in ordinary activities and
explain what you are going to do next

l

Formally record the disclosure as soon 8
possible —)

Refer immediately to SMT —

Depending on outcomes of discussions
with statutory agencies, CYF and/or SLT]

response

Provide appropriate reassurance andeegage

he can reengage

If the child is visibly distressed - (————) in appropriate activities under supervision until

If the child is in immediate danger

l

Contact the Police immediately 111

Record
w What the child said, wordfor-word
w The date, time, location and names of

any staff that may be relevant

w The factual concerns and observations
that have led to the suspicions of abuse

or neglect

€ €

The actions taken by thechool
Any other relevant information

SLT consults with CYF and/or Police

Consult Collective Agreement, Union, Lawyers re

action involving staff member (suspension etc)

i Staff member advised of right to seel
support and advice from Union or
other appropriate representative

advise staff member and seek a written |=—) ¢ SLT consider suspensisnpject to

Collective Agreement

T SLT continues to liaise with CYF
and/or Police

T SLT committed to not use
GaSiaft SYSyd I aINB¢
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C. Confldentlallty and information shamy

Vi.

Staff immediately informIS and Designated Person for Child
Protection of suspicions/allegations

ST and Designated Person for Child Protection seek advice from CYF
and Police before further sharing of information about alleged
abuse/neglect

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

No disciplinary proceedings may be brought against a person making a
report in good faith about abuse/neglect allegations to CYF and Police
Meet the requirements of pvacy principles when collecting

information

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

4. Safety Checking

a. | KA
i

V.

f RNByQa 22NJ SN {I FSie&e / KSOlAy3
People employed or engaged in work that involuegular or

overnight contact with children must be safety checked

¢KS a0Kz22f Ylre y2i SyYLX2@& | LSNRER2Y
ensuring that a safety check of that person complies with section 31
before employment commences

The school must safetshed existing core and neoore worker
employees within 3 years of this school procedure coming into force
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 toa safety check in relation to employment as a core worker,
even if the person is otherwise deemed to have no criminal record

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

b. The safety checking regulations include:

Confiv A2y 2F (GKS ARSyGaidte 2F (GKS OKJ
sighting the required documents, or by using an electronic service,

such as the RealMe identity verification service.

Consideration of specific information prescribed by regulations made

under setion 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)

A Police vet is required.

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
engagedasacRINBY Qa4 ¢62NJ SNE Ay Of dzRAy 3 O2y
GKS NRtS A& I O2NBE OKAftRNBYyQa ¢2NJ 7T

c. Managing a core worker convicted of a specified offence (refer Appendix 1)

The school must immediately
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a) Suspend the worker from all duties that require the perso
act as a core worker
b) Specify the period of suspensigmot 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
T2N) 0KS ao0OKz22ftQa o0StAST
d) Advise the worker that s/he may respotaithe 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 @n th
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. LT I 62N]JSNRa SyLiXz2eyvySyid KFa o6SSy i
Vulnerable KA f RNBy Qa ! Ol
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 identityq use one of the tw methods below
i. Method (a)c 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 cla@ah identity by searching the
¢SFOKSNRQ /2dzy OAf NBO2NRaA (2 Syac
does not belong to another person employed or engaged
(currently or previously) as a teacher
ii. Method (b)c use of appropriate regulatory process
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A. Establishing thathte identity exists using an original primary identification

documentc 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

NZCertificate 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
Jan 1998 with a unique identificatio
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

¢ one must be used

DOCUMENT

ISSUING AGENCY

b% 5NROBSNDA [ AOS

NZ Transport Agency

18+ Cad

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 Lt
Inland Revenue number IRD

NZ issued utility bill under 6 months
old

Steps to Freedom form

Dept of Corrections

C. 9allofAaKAy3

GKFG GKS OKhoneoiBvw @ags ¢ 2 NJ S NJ

Option (i) ¢ check at least one of the two forms of identification against the
worker using the photo identification OR

Option (ii) ¢ use an identity referee provide by the worker on presentation of

identity documents. The worker must provide

1 Name and contact details of an identity referee AND

! LK2G2 2F GKS 62N]J SN I dzZziKSyGagAOFrGdSR o@

2 T Xighédand dated)

OR

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

that worker

9 Criteria to qualify as an identity referee
- Has known the worker faat least 12 months

- Is older than 16 years

-La y2i NBtIFTGSR (G2 GKS 2Nl SN YR y2i
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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 claimahthe identity
T9ailofAdK dzyAljdzSySaa 2F OftlFAYSR ARSyYy(A
records to ensure that the claimed identity does not belong to another
person employed or engaged (currently or previously) as a teacher
1 Identity verification for eriodic checking
- Limited identity verification is required forgearly 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 dasety check, the person
must submit a supporting name change document relating to the name
change
1 Verifying documentary evidence
- All documentation sighted for identification purposes must be original
- Check between documents and across documents for auitigng
warning signs include rips, tears, discoloration, damage, lettering
inconsistencies, incorrect spelling
1 Name changes
- The following documents may be used as evidence to support a name

change
- Once identification has been established, staff daj S G KSA NJ a LINS ¥
Y& YS¢
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 Namehange 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 uniand | Ministry of Justice

1 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
1 Carrying out interviews
- All new applicants must be interviewed as part of the safety checking
process
- Interviews are used toanfirm information submitted during the process
1 Best practice
- Interviews should be fact-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 ug#anned, open questions

1 Risk assessment

- Arisk assessment must be made for every person being safety checked
- Determine
0 2KSGKSNI 2NJ y2i GKS LISNaR2Y lFa I OK
pose any risk to the safety of children
o If the person does / would pose &ki what the extent of that risk
is in the context of a core / neoore worker
- Take into account all information gathered through identity confirmation,
Police vetting, interview and 5 year work history / referees / professional
organisations / licencingraegistering 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
0 A person or organisation acting on behalf of the governing body
0 A combination of theabove
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
Training will be
i. included in the annual professional training schedule
ii. delivered by school staff and agency professionals as required and
appropriate
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. CommunityMental 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
0dzAf R &l FSNJ 2NHIFIyAal 0A2yad w/ KAf RNBYy Q&

c. Vulnerable Children (Req&ry Sy ia F2NJ { I FSie& [/ KSO1a 21
Regulations 2015

d / KAt RNByQa ¢2NJ] SNJ alFSie OKSOlAy3a dzyRS
w/ KAf RNByQa ! OdAz2y tfl ye

e. Vulnerable Children ActScope of the Standard Safety Checking
Requirements

f.  WBHS Complain®rocedure

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 adoption29 October 2015
b. Date of Management Review of Proceduifdovember 2016
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Appendix 1
Specified offences

(1)

()

(2A)
®3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)
(11)
(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)
(26)
(27)
(28)
(29)
(30)
(31)
(32)
(33)
(34)
(35)
(36)
(37)
(38)
(39)

section 98
section 98AA
section 124A
section 128B
section 129
section 129A
section 130
section 131
section 131B
section 132
section 133
section 134
section 135
section 138
section 139
section 140
section 140A
section 141
section 12A
section 143
section 144A
section 144C
section 154
section 172
section 173
section 177
section 178
section 182
section 188
section 189(1)
section 191
section 194
section 195
section 195A
section 198
section 204A
section 204B
section 208
section 209
section 210

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 agatra 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 competad 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

|l

= =

1993

0 Section 124

dealing in slaves

dealing in people under 18 for sexual exploitation
indecent communication with a young person under 16
sexual violation

attempted sexuaviolation and assault with intent to commit sexual violation
sexual conduct with consent induced by certain threats
incest

sexual conduct with dependent family member
meeting young persoroflowing sexual grooming

sexual conduct with child under 12

indecency with girl under 12

sexual conduct with a young person under 16

indecent assault

sexual exploitation of person with significant impairment
indecent act between woman and girl

indecency with a boy under 12

indecency with boy between 12 and 16

indecent assault on man or boy

compelling indecent act with animal

bestiality

sexual conduct with children and young people outside New Zealand
organising or promoting child sex tours

abandoning child under 6

punishment for murder

attempt to murder

punishment for manslaughter

infanticide

killing of unborn child

wounding with intent

injuring with intent to cause grievous bodily harm
aggravated wounding or injury

assault on child

ill-treatment or neglect of child or vulnerable adult
failure to protect child or vulnetale adult

discharging firearm or doing dangerous act with intent
female genital mutilation

further offences relating to female genital mutilation
abduction for purposes of marriage onagl connection
kidnapping

abduction of young person under 16

offences relating to objectionable publications, invia knowledge

0 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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APPENDIX 2 VULNERABLE CHILDREN ACT 28MFETY 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

Authenticatedphoto

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

[¢] ' b5 {!CO9¢,

safe environment for students and staff

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

by
i
i

reporting and logging risks and hazards
eliminatingor minimising identified risk ankazards

b. AII Hds, department heads and the Hostel Managee responsible for

discussing and minuting risks and hazards at egfartment

meeting

ensuring that minuted risks and hazards are immediately emailed to
MA andQW for action

developing an action plan to eliminate or minimise risks and hazards
in their area of responsibility

c. Science staff are responsible for

i.
ii.
iii.
iv.
V.

conducting experiments safely

ensuring that chemicals are correctly stored and used

ensuring that safety geas worn appropriately and correctly

ensuring that hazardous spills are correctly contained and dealt with
disposing of hazardous waste correctly

d. Technology staff are responsible for

properly supervising the storage and use of equipment and materials
ensuing that machine operators have documented training

ensuring that students use machines as approved within MoE Safety
Guidelines

e. Agriculture staff are responsible for

ensuring the safe storage and use of chemicals, equipment and
materials
ensuring thesafety of students and animals on the school farm

f.  The Property supervisor is responsible for the

safekeeping and correct use foiel, chemicals and poisonssed by
Property

safekeeping, maintenance and useatifProperty appliances and
machinery

f. The Hatel Director is responsible for

discussing and minuting risks and hazards at each Hostel staff meeting
ensuring that minuted risks and hazards are immediately emailed to
MA andCWfor action

developing an action plan to eliminate or minimise risks andhtos

in the Hostel

g. The Occupational Health and Safety Coordinéth) will

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

ensure that staff and students working in those areas are awhre 0
them

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-bgylay basis
h. TheDeputy Rector will provide a monthlyahd 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
instanceg this can be raised by theorker or HSR

i. L¥F

GKS ao0OK2z22f

f S RSNJ Ol yy2i

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 @atisfactory 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
1 Property Supervisor (maintenance and repair),
1 Timetabler (room allocations),
1 IT Manager (IT / telephone /data projectors),
1 Deputy Rectofhazards), or

1 Rector

c) Policy concerns should be raised via the Come@iand / 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 immediatr 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 rigk2

LISNB 2y Qa

KSFtdK FyR

imminent exposure to a hazard
d) WorkSafe NZ will be requested to assist with matters that

cannot be resolved

NBazft gs

0KS 62NJ] SNDa 2N
ar¥side

NA a A
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e) The worker will perform any other work that the employer
reasorably requests within the scope of their employment
agreement until the issue is resolved

c. Provisional Improvement Notices

iv.

V.

d. Comm
i

iii.
iv.

An appropriatelytrained 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
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
The Notice may only be issued after the HSR has first consulted with
the person at fault
A Notice may not be issued if an inspector has already issued a Notice
in relation to the same matter
When a Notice is issued, the HSR must provide a cojmabhotice to
the relevant school leader as soon as is practicable
ittee Meetings
All meetings will have an agenda circulated in good time before the
meeting
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
fBoard member(s)
fRector
fHealth and Safety Representatives
6. Outstanding issues from previous meeting
7. Review of actions of previous meetings
8
9

. Requests or issues to be satered by the Board of Trustees
Progress on any internal or external reviews of policies,
processes and procedures

10.Progress on health and safety improvements

11.Next meeting.
Meeting minutes will be circulated within 3 working days of a meeting
The format f@ meeting minutes is as follows
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Health and Safety Committee
Date

Venue

Present

Apologies

Minutes of meeting

Agenda itenx; Topic ;

Discussion points

Actions

Responsible | Due Date

1.

2.

Agenda itenx; Topic:

Discussion points:

Actions

Responsible | Due Date

1.

2.

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. Ildentifying hazards by finding out what situations and things could

cause death, injury and illness

ii. Assessing risks by understanding
a) the natureof 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 controineasures 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
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1 Hold and maintain the risk register for the work group,
which records the following for each identified hazard

1 The harm that the hazard could cause
9 The likelihood that the harm could occur
1 The level of risk
1 The effectiveness of current controls
9 What further controls are needed
1 How the controls will be implemented (who, when)
1 Review date
OLYF2NY W20KSNE Ay (GKS g2NJ LI I OSQ
in place

d) Assess reported risks
e) Consult wih 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, teporary 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 elimined
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 ool 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 asuhool 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
schal
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
¢) Monitor risk controls undertakeby the BoT
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V.

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

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 ehbalth
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

The consideration of the severity of consequences for a perso
exposed to a hazard, combined with the likelihood of the event
happening
Risk level increases as the likelihood of injury or iliness increases
Risk assessments determine

a) Risk severity

b) The effectiveness of existing control measures

c) Actionsrequired to control specific risks

d) The urgency of required action
Assessing severityRated by the degree of injury or iliness that could
result

DESCRIPTO| VALUE | DESCRIPTION

Catastrophic 5 Single or multiple deaths

Extensive injuries awevere illness requiring hospitalisation;

Major 4 permanent disability; sick days greater than 2 weeks;
amputation
Injuries or illness requiring medical attention -site;

Serious 3 hospitalisation greater than 48 hours; restricted work greater
than 28 days; lddays less than 2 weeks

Moderate 5 Injuri_es or illness requiring firstid, can be dealt with osite;
restricted work for less than 28 days

Minor 1 Negligible or no injuries or illness, no treatment required; Reg

mMiss; injuries require ositefirst aid
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v. Assessing likelihoodRated according to likelihood of occurrence

DESCRIPTO| VALUE | DESCRIPTION
Almost 5 Expected to occur unless preventative action is taken; freque
certain occurrences under similar conditions
Will probably occur at some time under current risk control
Likely 4 measures; infrequent occurrence in similar conditions; 50%
chance of occurrence in current conditions
Occurrence possible under current/similar conditions; lack of
Possible 3 evidence forassurance of impossibility; at least one occurren
under similar conditions
. Occurrence unlikely under current/similar conditions; not awsa
Unlikely 2
of occurrence
Possibility/occurrence unlikely under significantly changed
Rare 1 "
conditions

vi.  Assessing the level of rigkRisk level will increase as the likelihood of
injury or illness and its severity increasésse to prioritise risks for
appropriate control measures

CONSEQUENCE
LIKELIHOOD
Moderate Serious Catastrophic
Very likely
Likely
Possible
Unlikely
Rare
MANAGEMENT
RISK LEVEL LEVEL CRITERIA
Immediate Unacceptable risk under existimgcumstances;
action requires immediate action to eliminate/ minimis
risk so far as is reasonably practicable; include
work stoppage
: . Review and Existing controls are not effective/managing the
MediumRisk value : o ) :
manage risks, | risk; risk must beaviewed and managed with
monitor controls
Acceptable with| Work can proceed with accepted controls in
controls place, with monitoring
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Vil. Completing the Hazard Register
Five steps
a) Describe the hazard, and the harm it could cause
b) State thelocation
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)
viil. Review
a) Biennially or longer bggreement.
b) Provisions may be varied by the BoT following consultation with
workers

21 L¢!YL .h,.{Q ILDI {/1hhJ

RISK ASSESSMENT REGISTER

Control
Assessment Location Haz_ar_d Risk level| Likelihood E_Ilmlnate, COT‘”"'
date description isolate, actions
minimise
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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 nemaiss has occurred
ii.  Actimmediately to ensure the safety of all involved
iii.  Ensure that the workplace environment poses no further risks

Iv.  Apply/seek firstaid if needed
b. Step 2: Notification of the incident

I Notify the relevant school leader immediately
ii.  Use the Incident Notification fan to document the incident(s)

iii.  School leader(s) investigate the incident and take local action
iv.  All incidents and notifiable events (including neaisses) must be

reported

c. Step 3: Assessment of the incident

I School leader(s) assess the level of incident
i. Sc2f fSIFRSNI O2y il Ol a
place (notifiable injury/iliness/inciderg harm resulting in

hospitalisation for 48 plus hours)

22N {I S

b %

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

Event

d. Step 4: Investiga 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 eaaecommendation (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 ranitors 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 Oféics 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
i.  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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iv.

V.
Vi.

Vil.

Ensure that all incidents, injuries and neaisses are appropriately
recorded

Investpgate incidents and neamisses, and reduce the likelihood of
them being repeated

Have emergency plans and procedures in place

Train everyone on site about hazards and risks to ensure a safe
working environment

Help workers who have been ill or injured &turn to work safely

b. Officers (Rector, individual Board members)

c. Worke
i
il

iii.
iv.

V.

Vi.
Vii.

viii.

iX.

Know about and keep ufp-date with incidents related to school
operations

Ensure that resources and processes are in place to prevent incidents
from happening

Ensure that processes are irapé to produce timely information
about incidents

Ensure that health and safety procedures are actually implemented
Monitor the health and safety performance of the school

rs

Take reasonable care of their own health and safety

Ensure that their actiomor omissions do not affect the health and
safety of others

Report every incident immediately to the relevant school leader
Report every risk and hazard immediately to the relevant school
leader

Cooperate during the implementation of the incidentanagement
policy and procedure

Cooperate during the implementation of incident investigations
Participate in the implementation, monitoring and evaluation of
actions following incident investigations

Comply with all reasonable instructions given by ti@B® of a related
site when visiting there

Expect fellow workers and others to notify school leaders about
identified incidents

d. Members of the school leadership team

Vi.

e. HSR
i.

ii.

View all submitted incident investigation forms as soon as is
practicable

Report NotifiableEvents to WorkSafe NZ via the Rector

Investigate all submitted incident reports, undertake corrective
actions in a timely manner, and document everything

Consult with the HSR, affected worker(s) and others in the workplace
during investigations and whemking action

Delegate actions to relevant workers, allowing them to also review the
delegated actions

Monitor and review the effectiveness of actions

Represent workers on matters relating to health and safety incidents
Investigate complaints from worke in the workplace
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iii.
iv.

V.

Monitor the incident management approach undertaken by the Board
Promote the interests of workers who have reported health and safety
incidents

Participate in incident investigations if requested to do so by the
relevant school leader

f. Hrst Aiders

Vi.
Vii.

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

Identify themselves to all others in the workplace

Provide immediate first aid to anyone who has suffered an injury or
illness while at work

Ensure that thavorkplace has adequate first aid resources for the
level of first aid qualification

Ensure that first aid can be provided for the level of risk identified
through risk assessment

Keep first aid qualifications wjp-date

Attend training or refresher coursess required

g. Others in the workplace (students, parents, visitors, contractors)

i

il
iii.
iv.

Take reasonable care of their own health and safety

Ensure that their actions or omissions do not affect the health and
safety of others

Comply with instructions given by th€BU

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 andincident Registers?
A procedure for reporting Notifiable Events to WorkSafe NZ?
A process for followingp a recommendation from WorkSafe NZ?
A procedure for investigating injuries and incidents?
A process to show that corrective actions aralertaken when investigations
identify deficiencies?
A record to show that all workers understand what notifiable injuries and illness
are?
A process for educating all school workers, students and visitors about injury a
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 | WHEREH
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INJURY / INCIDENT PROCEDURE FLOWCHART

Injury or incident Ensure injured person/s are treated

Complete incident form Any harm? (injury or illness)

YE:

L4

Notifiable event?
r Y ES . |\ O 1

Notify emergency services, i
required

Notifiable event?

(No, end process)

Record in incident register

. . Investi ident or
Preserve incident site SSlELe el @

YE incident
N Workafe. )2 EEELY Take corrective actions
(phone/email/fax)
Obtain WorkSafe NZ
: Inform workers

agreement to clear site

Send WorkSafe NZ form

within 7 days
WorkSafe NZ investigates
incident
WorkSafe NZ provides
findings of investigation
Note: If there is injury
or illness consider
School implements WorkSafe who might need to be
recommendations contacted eg
parent/caregiver or
next of kin
Inform workers
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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

Overriding safety devices

Other

Plant, Equipment, Conditions and WoBnvironment

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 talisease

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 oknowledge Improper motivation Lack of skill
Stress Inadequate capability Skylarking
Tiredness Other

Management or System Failures

Insufficient training or
information

Inadequate leadership

Inadequate ventilation

Poorhousekeeping

Inadequate lighting

Fire and explosion hazards

Comments

Reviewed by

Date

Next review date
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INJURY / INCIDENT INVESTIGATION FARML ¢ ! Y L

BCHOQL | L DI

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 thgjury/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 toprevent recurrence
Action? Actioned Who? When?

Injury treatment

Treatment type ie Name of person giving
medical, first aid 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

9 YLX 2&SNJ RS MighaSchool, PrivatdiBag 50057, @anar@ 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

Nonemployee

Treatment of injury(tick appropriate box)

Nil First Aid

Doctor (not hospital) | Hospital

Time and date ohaotifiable event

Time

Hours worked since start of work day

Date

Shift (circle) Day Afternoon Nigh

Mechanism of incident/serious harntick all appropriate boxes)

Fall, trip, slip Sound or pressure

Body stressing Biological factors

Mental stress Hitting objects with

body part

Heat, radiation or
energy

Hit by moving objects

Chemicals or other
substances

Agency of incident/notifiable eventtick all appropriate boxes)

Machinery or (mainly) | Mobile plant or

Powered equipment, | Non-powered tools,

fixed plant transport tools, appliances equipment, appliances
Chemicals, chemical | Material or substance | Environmental agency| Animal, human,
products 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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Systemidstate systems and/or organs)

Nature of injury or diseasétick 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 Internal injury of chest
abdomen

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, muscwo
skeletal

Disease, skin

Disease, digestive

Disease, respiratory

Disease, circulatory

Tumour, benign or

system system system malignant
Disease, infectious Disease, parasitic
Where and hav the incident / harm happened
—— . 5
Investigation carried out~ Yves No
Significant hazard involved?
Yes No

Completed byd Y LJX 2 & SNJ K

9 YLX 2 aid&ND A

NELINBaSyidl dA@sS

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 lockdowntraumatic event, pandemicgas leak or chemical
spill
b. The school will practice an emergereyacuationdrill 3 times per year
Lockdown/earthquake drill will be practiced once per year
d. All practices will be
i. managed by the Health and Safety-@dinator
ii. logged
iii. carried out with the knowledge of locpblice and emergency services

o

6. First Aid/Sickroom
a. The First Aid
i. will operate at all times during the school dBYNB Y (G KS 5SS yaQ
ii. will beprovided and registered by the Pastoral Secretary
b. Staff with current First Aid Certificates will provide supp@tnaeded
c. Caregivers shall be notified by tRastoral Secretany 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 simultaneouss 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 firgtraid f
students with serious allergies or diabetes
f. Students may not keep medication with them unless this has been negotiated
with the Deputy Rectgrwho will then notifythe appropriate staff
g. Medication will only be dispensed by the school
i. by arrangement between caregivers/parents and school management
ii. ifitis essential for the welbeing of the student
ii. ifit has been handed in & S | y & Gbr safdkkeapitg
h. All dispensed medications Wie 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 amssistaniRector
iv. reported monthly to the BoT by &hAssistaniRector

7. Sun protection
a. All staff and students will wear approved shats
i. especially during Terms 1 and 4
ii. during interval, lunchtime and school events and activities outside the
classroom, and of§ite
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b. All staff and students are adviséalwear sunblock when outside during the
schooldaycd dzy o f 201 Aa F@FAftlIofS FTNRBRY (GUKS 5

€Ny

8. Managing serious bullying, threatening, racist, abusive and dangerous student
behaviour
a. This behaviour is monitored directly by tBeans andissistaniRector
b. Staff, parents and students are expected to immediately report such behaviour
to Deans the Student Guidance Counsellor &ndSeniorLeadership
c. Staff should not intervene in studenghts 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 inciderdind teking student statements
iii. contacting and meeting with caregivers
iv. employing full Restorative Practice
v. employing irschool or home standown
vi. suspendinghe studentto the Board Disciplinary Committee
vii. involving the Police if required
e. All evidence and actionaill
i. be fullyx-documented according to the PB4L process and include written
witness statements
ii. appropriately recorded in the pastoral recoott 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 tfator 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 schbauthority is expressly forbidden
a. Possession andse of tobacco
i. The school grounds are a4smoking zone for all staff, students,
contractors and visitors
ii. Students found smoking will be managed within the school disciplinary
system
iii. Smokers will be suppted by the school in an effort to break
dependency. The Student Guidance Counsellor will coordinate this with
the Health Nurse
b. Possession and use dégal drugs and alcohol
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i. The personal belongings of suspects may be searchetlbif there are
good graunds 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 thAssistaniRectoror delegate
b) referred to the policdy the AssistaniRector
iii. Possessorwill 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 assistafites 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
fromschoolisY LJF Ot Ay 3 yS3IFdA@Ste 2y I &idzR
O0SKI @A2dz2NE GKS aidzRSyiQaoz2 A aa 9SNA
concern by theAssistaniRector
vii. Possession and use of illegal drugs and alcohol and tobacco will be logged
on KAMAR

11.Weapons

a. Theunauthorised 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 uncontratidd
unauthorised manner and for the wrong purposes

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

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

e. SeniorLeadershipnay elect to impose a schoewlide lockdown as a
precautionary intervention

f.  Staff residing on school grounds who are firearm owners @spansible 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 tralpooting must be
placed in the care of the Deputy Rector immediately emb brought onto
school grounds

12.Responding to child abuse
a. Schookstaff will report suspicion or evidence of child abuse inside or outside of
school to the Studet Guidance Counsellor and/é&ssistantRector and/or
SENCO
b. The police and CY®4dl be contated 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. Staffwill monitor student attendance carefully, using the electronic roll at the
start of each period of contact
c. Relief staff will use manual rethll on paper copies of class rolls, and send these
tothet F a4 2 NI £ { SONXB G HoNdectlonyfcedtrit S 5SS+ yaQ & dz
d. Caregivers are expected to inform the school on the first day of a period of
absence
I. by email, phonetall, 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 aleces on formal reports to the Board
f.  Studentswith large numbers of absences for any reason will
i. be followedup by their Tutor Teacher to determine underlying reasons
ii. be followedup on by the Pastoral Secretary to establish the facts
iii. have the facts presented to th&ssistaniRector 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 ARRIVINGEAOF LEAVING EARLY
a. No student may leave school without thedwmledge of the Deans oreSior
Leadership
b. Students needing to leave the school during school hours must
i. have caregiver permission by email, text or phaadl to the Pastoral
Secretanbefore leaving loose notes must be clearly signed and dated
and will be filed
i. aA3dy 2dzi Ay GKS SESIG 6221 Ay GKS 5
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. 9EGSYRSR +04aSy0Sa T2NJ KSIfiK NBlIazya Y
b. Parents who take their student out of school for extended holidagimotify
the Rector in good time in writing before departugehe 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 sclobof 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 th

e school

a. All visitors, including parents, suppliers and tradespeople,
must first sgn in at the front office iron the attendance tablet

Ydzad 6SIFNJI @AraridzNRa

the public)

b. Parents wishing to meet with staff
must first make an appointment through tfe S | ¢ffic®

may not go to classrooms without permission fr@anior Leadershjp
andg A 0K (GSIFOKSNRa (1y2s6fSR3AS

c. Parents of special needs students

may contact theSENCdirectly
visit the Learning Support Departnietirectly

ol R3S
must sign out when leaving the school (except when the school is open to

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 leavihe school groundfor a number of reasong.hey
may be committing offences asthoolproperty, such as being disorderly or simply have
no right to be there.
While there is no legal requirement to give a trespass notice in wriingritten
document reinforces the situation for the person givée trespass notice; they cannot
say they did not know of the notice and requirement to leave and not return.

a. Verbal trespass
i.  Whena trespass notice deliveredverbally, record the date and time
along with the reason for giving a trespass notice to fhatson. Also
record the name or description of the person asked to leave.
b. Written trespass
i. Whena written trespasss 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 tkeep
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 consiadkeserved. 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 someore 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 theputy Rectoto be in
school grounds
ii. Drivers must bgroperly 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 thathey park adjacent to the Hostel dinimgom
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 limiwithin 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 purpses

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

a) 8-30am and8-50am
b) interval
c) lunch
d) 3-20pm and 240pm

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

gate

b) record and report latecomers tthe Pastoral Secretary

c) record and report contraventions of the road code in Waitaki
Avenue tothe Deputy Rector

d) record and report details of students behavimgppropriately on
the railway lines tdhe Deputy Rector

e) confirm that students have permission to be exitingéstering
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
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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 nostop inthe round-about at theschool gateso 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 betwee28am and8-40am.

v. Pedestrians must keep out of the road and must enter school grounds
using ore 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 exitinand reentering 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 lg& 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 betwee20Dpm and 3
40pm unless instructed to do so by school staffoity

vi. No vehicles may block the rousadbout at the school gates

vii. Cars may not be stopped within the area demarcated with dotted yellow
lines opposite/within the bus stop area betweerl8pm and 245pm.
i. Railway crossing

i. No student may cross/walk on the railwéine 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. Thereis a compulsory vehicle stop at the railway line at all times for all
vehicles

17.Student drives
a. will follow all requirements of the New Zealand Road Code
b. sign and adhere to th&/BHSCode 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. theyhave written permission from their parents and tBeputy 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 th&vBH®Bus Code of Conduct
b. ensure that they are marked off on the bus roll each day for travel
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1. ldentifying 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 rastééhand 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 deescalation techniques to reduce thakiof injury.

e. Use physical restraint only where safety is at a serious and imminent risk when

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.

the physical retsaint response must be reasonable and proportionate in
the circumstances:

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

physical restraint is used only for as long as is needed to ensure the
safety ofeveryone involved.

f. Serious and imminent risk to safety:
Teachers and authorised staff members will need to use their professional
2dzRASYSyd G2 RSOARS ¢gKIG O2yadAdiddziSa
These situations are examples.

g. Exam
Avoid
I.

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

A student is physically attacking another person, or is about to.

A student is throwing furniture, computers, or breaking glabse to
others who would be injured if hit.

A student is putting themselves in danger, for example running onto a
road or trying to harm themselves.

ples where there is no serious and imminent risk to safety:

using physical restraint to mag@behaviour in these situations:

to respond to behaviour that is disrupting the classroom but not putting
anyone in danger of being hurt

(

F2NI NSFdzalt (G2 O2YLX e gA0GK Fy | Rdz

to respond to verbal threats

to stop a student who is trying to leavedltlassroom or school without
permission

as coercion, discipline or punishment

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. Tdiwing 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 nve 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 safetyrdody positioning.

iv. Younger students, especially in their first year of school, sometimes need
FRRAGAZ2Y I f KStfLIWP C2NJ SEF YL S @&2dz Y
students from one place to another.

v. Assisting a student with toileting, including changingaapy.

2. Using preventative and descalation techniques
a. Initial preventative techniques 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.
i. ldentify i1 KS &addzRSyiQa LISNER2YIlIf &aiadya :
intervene early.
lii.  Monitor wider classroom/playground behaviour carefully for potential
areas of conflict.
c. Respect the student
. 5SY2yai0NFrGS | AadzLILI2 NI AGS | LILINER I OKY
i. BeFt SEA0ES Ay @&2dz2NJ NBalLkyasSay I RI LI
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 athority.
v. Take the student serlously and address issues quickly.
d t NBaSNBS (KS aiddzRSydQa RAIyAGE
i. Address private or sensitive issues in private.
ii. Avoid the use of inappropriate humour such as sarcasm or mocking

3. Deescalation technigues
a. Safety firstg createspace and time
i. Remove the audience ask other students to take their work and move
away.
ii. Give the student physical space.
ii. bFrYS GKS SY2G4A2y Ay | OFtY S@Sy @2A
aSS GKF{d &2dz NB @SNE FTNHzAGNF 0dSRE X
iv. Walit.
b. Communicate calmly
i.  Talk quietly, even when the person is loud.
ii.  Tryto remain calm and respectful.
iii.  Monitor your own body language and allow the student the opportunity
to move ou of the situation with dignity.
iv.  Focus on communicating respect and your desire to help.
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V.
Vi.

c. Think
i
il.
iii.
iv.

Keep verhl interactions respectful.

When appropriate, give the student clear choices and/or directions to
help them feel more secure and regain control.

ahead in case the situation escalates

If escalation occurs, move further away.

Make sure you have an exitan.

Constantly reassess the situation.

Send for help if necessary.

d. What may escalate the behaviour

i.
il
iii.
iv.
V.

Threatening the student.

Arguing or interrupting.

Contradicting what the student sayseven if they are wrong.
Challenging the student.

Trying to shamehte student or showing your disrespect for the student.

4. Using physical restraint
a. What to do if prevention and descalation do not work

vi.

Physical restraint should only be applied by teachers and authorised staff.

There may be situations when anmauthorised staff member intervenes
and physically restrains a student, for example when there are no
teachers or authorised staff nearby.

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

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

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

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

b. Do not use these restraints

Vi.
Vii.
Viil.
iX.

t KEAAOFf NBAOGNIAYyG GKFEG AYKAOAGA
method of communication, for example physical restraint that inhibits a

0 K

AGdRSyiQa FoAtAGe G2 d&asd arady fFy3ad

Prone (facedown)physical restraint

Pressure points and pain holds

Tackling, sitting, lying or kneeling on a student

Pressure on the chest or neck

Hyperextension (bending back) of joints

Headlocks

Using force to take/drag a student, who is resisting, to another location
Restraint when moving a student from one place to anothQerying to

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

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

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

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 incidentvolving 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.

Check the st member and the student regularly to ensure they are not

in shock. Support them as necessary.

Tell the parents or caregivers the same day the incident occurred so they
OFy Y2yAiU2N) 6KS adddzRSyiQa ¢SftfoSAy3
If the student attends a residential sablp ensure the residential team
YFEYyF3aSNI Aad G2fRXY a2 GKS addzRSydQa ¢

b. Reflection

Reflect formally on why the incident occurred that resulted in the student
being restrained. Consider what might have prevented it, andtwhight
need to change to minimise the likelihood of it happening again.
Consider whether all preventative and-dscalation strategies were used
according to the Individual Behaviour Plan, if there is one, and whether
the restraint used was safe.

Reviewthe 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

| 2f R I RSONASTFAYy3I aSaairzy gAGK Ayg2
delegate, and andter member of staff not involved in the physical

restraint incident. Hold it within two days of the incident.

In the debriefing, focus on the incident, the lead to it, the different
interventions used that were unsuccessful inekralating the behaviau

and what could have been done differently.

LT aAyAaadNE 2NJ wée¢[. LINFOUGAGAZ2YSNA |
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 tam 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.

iXx.  Write notes from the debriefing along with next steps or actions.
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d. Managing complaints from parents
i. Itis understandable that some parents may feel upset if their child has
been physically restrained refer to th&chool Complaints Procedure.
ii.  The school will contact the local Ministry office if the complaint cannot
be easilyresolved. 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 ¢KS tNAYOALIf 2NItNAYOALIfQa RSES3AFGS

I.  promoting the goal of mimising the use of physical restraint through a
focus on alternative strategies

li.  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 idelu
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 Trest via the
t NAY OA LI £ Qa NI LX¥dudhis ih @ publi@xcliBd sesSod i A v 3

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 thdhysical restraint should sign the
AYOARSY(G NBLE2NI:Z Fa ¢Stf Fa GKS t NR

ii. tdzi GKS O2YLX SGSR FT2N¥a 2y G(GKS adidzR
G2 GKS aiddzRSyidQa G4SIFOKSNJ YR LI NByi

iv.  Allincidents of physical restint must be reported to the Ministry of
Education and the employer (Appendix 2).

7. Individual Behaviour Plan
a. A student who regularly presents with higisk behavior should have an
Individual Behaviour Plan.
b. ¢KS &a0dzRSYy Q& & dzLJLJ2 NIphysicSllrestraiMIinghe | ANB S
Individual Behaviour Plan as an emergency strategy for keeping people safe.
Making this part of their plan ensures an individualised approach that is tailored
G2 GKS adGddRRSyiQa ySSRao
c. The Individual Behaviour Plan should outlihe preventative and descalation
strategies which, if successfully implemented, would prevent the need for
physical restraint. It should clearly state that physical restraint is only to be used
gKSY (KS a0dzRSYydQa oSKI @A 2kdaNthelsifeliy®fa | &
themselves or others.
d. The team supporting the student should ensure the type of physical restraint
dzZa SR A& O2yaAraiusSyd eAGK GKS addzRSyidQa
including:
. 0KS aiddRRSydQa [3S>x aAaAl S FyR 3ISYRSNJI
ii. anyimpairmentghe student has, eg physical, intellectual, neurological,
behavioural, sensory (visual or hearing) or communication impairments.
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iv.
V.

any mental health issues or psychological conditions the student has,
particularly any history of trauma or abuse

any other medtcal conditions the student has

0KS ai0dzRSYyiQa LIR2GSY (A lebcadidhand?2 yaS (2
physical restraint techniques.

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

plan.
i.

Give parents or caregivers the opportunityhelp make decisions about

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

support them.

Inform parents or caregivers if physical restraint is identified in the
d0dzZRSyi1Qa LYRAGARdAzZIt . SKI @A 2imzNI t £ |y
accordance with these guidelines.

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

t NAYOALI fQa RSESIFGSO YR GKS a0GdzRS

f.  Theuse of physical restraint

The use of physical restraint should be regularly reviewed and monitored

by the team supporting the student.

Parents/caregivers should be told as soon as possible on the same day

about the incident and how it was managedaiccordance with the

guide.

If the student resides in a residential school or home, the residential

GSFY aK2dzZ R 0S G2fR a2 (KS &aGdzZRSylQ
school.

g. Adapting the Individual Behaviour Plan

Following an incident of physical resttahold 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 RIn and the physical restraint processes followed in the

incident.

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

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

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.

tdzi Fff NBEtSOFIyld R20dzYSyidlFaGdAazy Ay
aGdzZRSy i Qa GSIFOKSNIskyR LI NByida 2N OF

8. Training in safe responses
a. For the whole school

2 A

GF1A .284Q6A¢f ¢ UmeStandifgBenavitigA YAy 3 LI €

Responding Safely (UBR the focus is on preventative and gescalation
techniques.
b. School staff are made aware of the followgi
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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.

the forms of physical restraint that may compromise hedaltid safety,

and the serious physical risks associated with some physical restraint
techniques. These include the risk of asphyxia and sudden death.

c. For theteam supporting the student

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-decalation strategies

have not been effective, and physical restraint is part of an Individual
Behaviour Plan.

Parents and caregivergho 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:

Staff must complete &taff Physical Restraint Incident Repotiise the

form attached to these guglines, or other suitable template. The staff

member who applied the physical restraint should sign the incident
NELR2NIZ a ¢Sttt Fa GKS t NAYOALIE 2N
Place a copy of th8taff Physical Restraint Incident Report any other
relevantB NYa s So3Id 'y Aya2dz2NE F2N¥YI Ay 0
F2N¥Ya F@FAtTLFofS (2 GKS addzRSyiaQa S
caregivers.

Report all incidents of physical restraint to the Ministry of Education2

and the employer (board of truses). Use the forminformation for the

Ministry of Education and the Employsrecified in Appendix 1 of the

rules. A copy of the form is also included below.

The debriefing forms should be completed by the Principal or delegate.

Share information on physal restraint incidents with the Board of
CNHzAGSSa Al (GKS t NAYOALN f Qa NBLIZ NI
session that excludes the public.

b. Staff physical restraint incident report

This must be completed as soon as possible and always within 24. hours

The incident report should be signed off by the staff involved, any staff

pK2 gAlySaasSR GKS AYOARSYyGszZ FyR GKS
Information for the Ministry of Education and the Employer (BoT)

Complete the form and email it tohysical.restraint@education.govt.nz

Provide a copy of the form to the employer.

NOTE: If the Principal applied the restraint, a delegated senior

management team member should sign off the report.

d. Staff rdlection form

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)
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mailto:physical.restraint@education.govt.nz

Within two days of the incident, a debriefing with the staff involved
shouldbeK St R 6& GKS t NAYOALI f 2NJ t NAYyOAX
of staff who was not involved in the restraint should attend.

If a behaviour specialist from the Ministry or an RTLB is supporting the
aGdzRSyiQa GSFHY>X GKSeée aK2dsf R 0S LJ NI
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 theylsould be invited to the staff debriefing too.

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

The parents or caregivers should be notified and involved in discussion
Fo2dzi GKS AYyOARSYyl( ¢ 4delggaté & Sooradh y OA L
Ll2aadAoftsS a2 GKS@ OFy Y2yAG2N) GKSANJI
wellbeing at home.

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

to restraint.

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

Classroom

Corridor

Assembly hall

Outdoor area
Toilet block
Administration area
Other (identify)

Staff member i name

Student i name
Self

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

Serious and imminent risk to safety i describe

Actual injury i describe and attach injury form

I

Principal or Principal 6 sStafineemgradved Other staff (withesses)

Pl ace a copy of this form on the studentds 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 T 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 studentoés body or part of the studen
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:

o0 Temporary physical contact, such as a hand on the arm, back or shoulders to remove a
student from a situation to a safer place.
0 Holding a student with a disability to move them to another location, or help them to get

in a vehicle or use the stairs.
0 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.
0 Younger students, especially in their first year of school, sometimes need additional
hel p. For example, you may fAshepherdod a group
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/MMlyy Date of dd/MMlyy
Education and the Employer: incident report
completed by
Name of School
Student s National Student
Date of birth dd/MM/lyy 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,

oth describe
er 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 i 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.

WBHS Procedures PageB9 of 264

Date Updated

Updated by whom

USE OF PHYSICAL RESTRAINT

Jan 2019

John Mattisson




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 studentods behaviour that &l erted yo
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 studentods physical and eesimindgdonal di stress was mo
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After the restraint ended

Describe the mood of the student following the restraint. What help and support were they offered?

| f therebdbs a next ti me

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/MMlyy

Date of debriefing dd/MMlyy

Time of debriefing

Names of the people at the debriefing

Findings of debriefing

Next steps/actions

Principal or Principalds

del egate

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 T parents or

caregivers, student

Date of incident dd/MMlyy

Date of debriefing dd/MMlyy | Time of debriefing

Names of the people at the debriefing

Findings of debriefing

Parent or caregiver i comments and suggestions

Student i comments and suggestions

Next steps/actions agreed

PrincipalorPr i nci pal 6s d 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
Hostel

-AYy (KS 5SIyaQ adzaids
- in the Hostel office

al 1 all % wn B |
9 a¢

a95L/ ! |

b.

c. Other school and Hostel staff have First Aid Qualifications

d. A First Aid qualified staff member willbe@ | At I 6t S Ay (GKS 5SI y:
interval and lunch

2. General Firs

t Aid

a. Students with injurieswhocanse&ff2 6 Af A4S Ydzad NBLRZ2 NI (2

during

the school day

b. Minor injuries will be treated on site
c. Where more serious injury is evident or pested

Parents are immediately contacted

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/gehetming

SttkFfdzx KS gAff o6S 1SLING Fd GKS 58St
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 (imgjwadcohol,
prescription medication, marijuana etc) will be referred immediately to Oamaru

dzy ¢

ED by

3. Medication

ambulance, with Police involvement if required

a. Students needing medication on an ad hoc basis must hand thigle t®astoral
anattheD¢ yaQ &adzAdS G GKS adFNI 2F GKS
The medication must be named and labelled, with instructions

The medication will be kept under lock and kel Pastoral Secretary

Secret
i
il.
b. t NB

AONARLIIA2Y YSRAOFGAZYy A

FNBE KSfR {4 a

written request from the parent/guardianall medications

must be clearly labelled, with instructions, in proper containers

will be kept under lock and key ltlye Pastoral secretary

will be administered in sight ahe Pastoral Secretary

will be recorded (timedate, 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 witlthe Pastoral Secretary

e. Prescription medtation forSpecial Needstudents is kept under lock and key in

i.
ii.
iii.
iv.

N5 byt
.
i,

he SENCQ@ all medications

must be clearly labelled, with instructions, in proper containers
will be administered in sight dhe SENCOr designatedSpecial Needs

staff

will berecorded (time, date, quantity, staff signature) when issued
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f. Disposal of prescription medicatia@the medication managemust
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 receiptfor audit

4. Dealing with hazardous human materidluman blood, tissue and faecal waste
a. Prevent the transmission of tisstmrne diseases by
I.  Using gloves when cleaning and dressing wounds
ii. Washing hands and affected areas well with soap an@mas 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 areaSgggcial Needsathroom
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. Bpileptic Seizures:

During the seizure
. [22aSy Of20KAy3a | NRdzyR (KS LI GASyGQ
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 harndanjury (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 denés
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 mediert bracelet)
vii. Try to determine if the paént 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 patientcannot 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 othe 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 chestfor 10 seconds)
Iv. Ensure that the patient has an open airway
a) check for olstructions 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. Callthe Pastoral Secretagnd SMT to evaluate
d. Severe bleeding
i. Attempt to stop bleeding by applying heavy pressure to the wound site
ii. Callthe Pastoral Secretaignd SMT for assistance
iii. Call 111 if bleeding is severe and cannot be stopped
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sealOKS&¢3 RFEGSR WFydzr NBE HAmMnD
1. Designation of authorised staff
a. Authorised Staff are designated in writing by tiemmissioneto the staff
members concerned
b. a! dZiK2NAASR adl FF¢ A& NBaAaGNAOGSR (2 (K
i. Rector
ii. Deputy Rector
iii. Assistant Rectar
iv. Dears
v. SENCO
vi. Hostel manager
vii. HostelMatron
c. The names and positions of Autteed Staff are available for inspection by the
a0K22f O2YYdzyAideée GKNRdAdAK GKS wSOi2NARQ
d. Authorised Staff are authorised to exercise the powers under both section
139AAA and section 139AAB of the Education Act 1989.

2. Information based one EducatiorAct 1989
A. 139AAA Surrender and retention of property
1. This applies if an authorised staff member has reasonable grounds to believe
GKFGO + addzRSyid KlFa KARRSYkAYy Of SINJ @A S
0l Ak 20 KSNJ O2y il A ycontdl dayiters tNat if ke tod G dzZRSy i O
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 thieident 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)devices may not be disposed of
5. An authorised person may retain a computeradher 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. Atthe end of any period of retention, any retained dm/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 139AA

9. LY GKAAa &aSOGA2y FTYR aSouAazya wmog!!. G2
an employee of the WBHSommissioner

10.Notes

i. Belief on reasonable grounds depends on context and nature of the item
inquestionck 32 2 R (S & éxpldingdd my Becisich {o ariotheF L
aG1FrFT YSYOSNE ¢2dA R GKFG LISNBE2Y 0S5

ii. Endangering safety depends on context and circumstageeshe use of
the object likely to endanger safety at the time?

iii. A harmful item poses an immediate thre@atthe physical and/or
emotional safety of any persanthis 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 anythidigital/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, theosthvill
follow standard disciplinary procedures that may involve referral to the
police andCommissioner

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
aGdzRSyiQa O2yGNRf ! b5
ii. The authorised person has required the student to produce and
surrende 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 stateas 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 unér 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 staffartg 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 MEMB
AG A& dzyfl ¢ 7FdzA G2 &aSIkNOK | addzRSyidQ

v. Saff 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 AB9ust 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 sfamember
ii. Inthe 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 athe 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 Limitatios 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 sged 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 ta student, includes

i. A stripsearch
Srip-search means that the person adurcting 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 persbabpthing
ii. A rubdown search
Rubdown 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 poucthaclothing 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 prope(tpcluding lockers, desks or other
receptacles provided for storage moses)

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 138A(2) or (3), the authorised person may
GFr1S Fye RAAOALI AYIFNER aidSLA 2N aidsSLa
a0K22ft Qa aiGdzRSyd YFylF3aSYSyid LINROSaa
If a student refuses to remove any outer clothing, head covering, gloves,
footwear or socks, ato surrender a bag or other container under section
139AAB(2), the authorised person may take any disciplinary steps or steps to

YIEYylF3S GKS aidzRSyidQa o0SKI@A2dzNI gA0GKAY

process

G.139AAG Power to search storage containerd affected

1. Nothing in section 139AAA and 139AAB limits or affects any power to search any

3. Rules
a.

locker, desk, or other receptacle provided to students for storage purposes

TheCommissioners required to keep the following documents
i. Guidelines in reladn 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 anotem
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 itetevice
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. Itisrequired that the retainettem/device is returned to the student from
whom it was taken, as soon as practicable as determined by the authorised
person/Commissionerin light of the relevant considerations (see (3) above)

f.  If satisfied that it is appropriate to do so and in lightloé relevant
considerations, the authorised persd@@®mmissionemay 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 authorisd 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. TheCommissioneis required to make and keep a record of every item/device
taken under the Act that is retained f@rnights (each of which follows a day on
which the school is open for instruction) or longer

i.  TheCommissioneis 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 theiff-site social media accounts
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Dale X X X X X X X X X X X X X X XXX P

XXXXXXXXXXXXXXXXXP

Ok2 2FAGIFTA .284Q | A3K
Waitaki Avenue

Oamaru

DearX X X X X X X X X X X X X X X X X &

APPOINTMENT AS AN AUTHORISED STAFF MEMBER

¢CKS 2 AdF 1A .ComndisSionehirébi authddigeX X X X X X X X X X X Xfoft X X X
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 aetithin the WBHS Procedure (Searches and the surrender and retention

2F AlGSYa YR RSOAOS&a0 IyYyR (KS aAyAailiNER a&aDdzi R
YR &SI NOKSa¢

You are required to provide theommissionewith a written acknowledgement atceipt of
this authorisation.

The Board may revoke this authorisation at any time in writing.

Yours truly

Commissioner
2 AGF1TA . 28aQ | A3IK {OK2z22f

LY XXXXXXXXXXXXXXXXXX KSNBXoe O0lyz2eftSR3IAS Yo
member for the purpos of managing the surrender and retention of items and devices, and
a0dzRSyd aSFNOKSa Fd 2FAGFTA . 28aQ | A3K {OK2?2

Date :
Signed
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2l Lel YL

. h ., { & RECORD OR RETENMEISURRENDERED ITEMS/DEVICES

Date

Authorised staff
member

Student owner

Relevant consideration

Description of item/device

Recipient signature
on return

Return
date

WBHS Procedures
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WAITAKI h . { Q

| L D41 RECORDIOR $EARCHES 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

WBHS Procedures
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