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House Names and Meanings 1  
 
 

The following names are a collection of Maori words which have significance to Rosehill 
because: 
 
 they are words associated with the education of youth 
 they are multi-layered in meaning 
 they lend themselves to proverbial sayings from which they are derived 
 they are part of the indigenous history of New Zealand 
 

1. Atawhai 
 

This word contains the following meanings: 
 
to show kindness towards others 
to foster all things positive 
to be liberal 
to desire 
to be kindly disposed 
 
It can be found in the Maori translation of the national anthem ‘kia tau to atawhai’ 
which literally means ‘instil, cover or settle your kindness, your compassion within 
us’.  It was used to describe those people who looked after their visitors and their 
own people well. 

 
2. Kahurangi 
 

A word which means noble, a precious jewel, a type of pale greenstone.  It is also 
used to identify a woman of high rank, being equivalent to that of a ‘Dame’. 
 
 ‘Whaia te iti kahurangi’ 
 
This is the first line of a proverb which literally means ‘pursue the precious things in 
life’. The rest of the proverb goes on to say `if one should bow, let it be a lofty 
mountain’ meaning to never give in. 
 
 ‘Me he tuohu 
 He maunga teitei’ 

 
3. Manutaki 
 

A manutaki is the leading bird in a flock of birds migrating, or seeking new horizons.  
It is that bird at the apex of the ‘V-formation’.  It is also the bird that acts as a 
sentinel, as a sentry for the other birds while they are feeding. 
 
 ‘Ano he manutaki’ 
 
Literally means ‘like the manutaki’, alert, ever guiding the flock towards new 
destinations. 
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4. Pounamu 
 

Most people would know that this word is the Maori word for the precious stone 
found in our rivers.  It was extremely prized by the early Maori and is still held in this 
esteem.  It has a proverbial saying attached to it 
 
 ‘Ahakoa he iti, he pounamu’ 
 
This literally said means ‘although it is little it is precious’.  This proverb is used in 
speech making on Marae to signify the importance of things close to the heart and 
to items and reasons that may be small and are usually overlooked, but play a 
significant role in the daily lives of everybody. 

 
 
5. Rangatahi 
 

This word is synonymous with youth and is found in the proverb: 
 
 ‘Ka pu te ruha 
 Ka hao te rangatahi’ 
 
The old net is cast aside the new net goes fishing.  The rangatahi is the new net, 
the young people who are the leaders of tomorrow.  This proverb is uttered when a 
leader is ready to stand down and hand over his or her mantle over to the next 
generation. 

 
 
6. Taikura 
 

This is the heartwood of the totara tree, the redwood.  The heartwood is the 
strongest most treasured part of the tree and was used for the making of the finest 
canoes, the most illustrious carvings, and the best weapons.  Taikura is 
synonymous with enlightenment in that it is used to indicate that the student has 
attained the key to understanding, has reached the threshold of knowledge.  The 
penny has dropped! 
 
 ‘Ko te reo te taikura ki te whakaao marama’ 
  
 ‘Language is the key to understanding’ 

 
 
 
 
 
 

.
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Job Description  -  Tutor    2 
 

PRIMARY OBJECTIVES: 
 
To accept responsibility for the educational and welfare progress of a designated group of 
students within a House. 

Educational 
KEY TASK 

 
 EXPECTED RESULTS 

To encourage Tutor Group students to 
achieve excellence in academic 
attainment. 

 Student successes will be acknowledged. 
 
Action will be taken on matters concerning 
Tutor Group and students referred by the 
Head of House. 
 
 

To address issues that hinders the 
success and progress of students. 

 Students not succeeding will be identified early 
and referred to appropriate personnel. 

   
   
   

KEY TASK   EXPECTED RESULTS 
 
To foster the emotional and physical 
well-being of the student within the Tutor 
group. 

  
The Tutor establishes a rapport with each 
student in his/her group. 
 
Student’s physical and emotional well-being is 
appropriately managed. 

To encourage the discussion of issues 
affecting the well-being of students. 

 Concerns of students are listened to and 
discussed. 
Students’ general welfare will be monitored 
and referred to HOH, other teachers and 
parents where appropriate. 

To encourage participation in a wide 
range of educational, social, cultural, 
competitive, sporting and recreational 
activities within the House, between 
Houses and within the whole school. 

 Students participate in a wide range of 
activities. 
 
Tutors and students are involved in House 
activities. 

 
To encourage interaction between Tutor 
group students and promote leadership 
opportunities. 

  
Students will feel part of the group and will 
help each other in school and personal 
matters.  
 
Leadership roles will be undertaken by 
students. 
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ADMINISTRATION 
KEY TASK 

 
 EXPECTED RESULTS 

To be responsible for the establishment 
of the Tutor Group at the beginning and 
throughout each year. 

 New students welcomed into Tutor Group.  
All students have timetables and an 
understanding of Rosehill systems such as 
uniform, attendance. 

   
To carry out Tutor group administration. 
 

·  Reports 
·  Subject Selection Sheets 
·  Uniform 
·  Attendance 

 All administrative procedures to be completed 
accurately by the deadline. 

   
  Serious and/or frequent pupil breaches of 

discipline to be reported to the HOH. 
 
All pupils adhere to uniform requirements as 
set out in the School Prospectus. 
 
The Register accurately marked daily for all 
pupils and absentee and lateness policy 
followed. 

   
  A complete checked tutor set is passed on to 

HOH. 
 
HOH Is informed when there are concerns 
about students progress. 

   
  Student Office is notified of any changes in 

student details, e.g. change of address. 
 
 
 

GENERAL 
KEY TASK  EXPECTED RESULTS 

 
To explain and promote the Rosehill 
Expectations. 

 Students understand and adhere to the 
Rosehill Expectations 

   
To fill in and maintain individual 
student profiles in consultation with 
the students 

 All students have individual profiles that 
are maintained for the duration of their 
attendance at Rosehill College. 

 



 5 

 
 

The Tutor’s Job – the “user friendly” version of th e Job Description 
 
 
Attendance Monitoring 
 

1. Maintain accurate attendance records.  The Tutor attendance record to the Student 
Office must  be accurate.  This is the data used to ring absent student’s parents 
and if it is inaccurate, can cause much anguish for parents. 

 
2. Follow up students who are absent.  It is a good idea for the Tutor to make contact 

with a parent if he/she has concerns about a student’s absence.  At all times Head 
of House must  be informed if a Tutor has concerns about a student’s attendance 
records. 

 
3. Follow attendance procedures as set down in this manual. 
 
 
Academic Mentoring/Monitoring 
 

1. Spend time in Tutor time discussing with individual students their academic 
progression. Students will use the NCEA pages of the homework diary and tutor 
teachers are to use those as a point of discussion with individual students on a 
regular basis. Develop individual student profiles. 

 
2. Give students some directions on how to achieve better – e.g. study skills, how to 

ask teachers for help, how to establish and work with timelines. 
  
3. Direct students to support services where necessary e.g. careers for career advice, 

guidance for coping with exam stress. 
 
4. Collate reports. Check for accuracy and completion. 
 
5. Ensure that student’s subject choices for the next year are based on future career 

options and are realistic.  Give them individual guidance. 
 
Pastoral Mentoring 
 

1. Use the Rosehill Expectations in a positive manner.  Do not use it as a punishment. 
 
2. Make all students feel included in the group.  This is especially important for 

students new to the school.  Ring parents of all new students in the first two weeks. 
 
3. Encourage students to be involved in extra-curricular activities.  Direct notices from 

the bulletin at specific students. 
 
4. Know what your students are involved with beyond the classroom.  Keep a record 

of this. 
 
5. Promote safe school policies.  Discuss issues such as bullying and tall poppy 

syndrome.  Encourage a no tolerance for put downs in Tutor classrooms. 
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6. React to students who are “at risk” by involving Student Support and HOH. 
 
7. Support and counsel students who are in trouble because of unacceptable 

behaviour. 
 
8. Allow time for student House representatives to report back to Tutor group. 
 
9. Encourage senior students to take initiative in Tutor class initiations – allow them to 

take responsibility for new ideas. 
 
Other 
 
1. Uniform check at all Tutor times.  At no time should a student leave Tutor class in 

incorrect uniform.  Refer students to HOH if necessary. 
 
2. Make sure students inform you and Student Office if they change address. 
 
3. Take a pro-active stance in your role as Tutor and ring home if you have any 

concerns about your students.  At all times let HOH know if you are worried about a 
student.  Be pro-active rather than reactive. 

 
4. Complete individual student profiles. 
 
 
 
 

Careers Room 
 
The Careers “room” is located at the far end of the library.  It is available for use by 
students at interval and lunchtime and during study for Year 13 students.  All students, but 
especially those in Year 11 on, are strongly advised to research their future options in the 
Careers Room well before subject selection time. 
 
Career Quest is a computer programme which is a useful starting point if students don’t 
know what they want to do.  Six computers are available for students to research careers 
information.  Course information books are available for most training places in New 
Zealand. Information is also available on apprenticeships etc. There is a ‘job vacancies’ 
board available also which displays full and part time jobs that are available. 
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The School’s Jurisdiction    4  
 
 
It should be noted that students are under the jurisdiction of the College from the time they 
leave home for school until their return home.  This also applies to students attending as 
spectators or involved as participants in any school function, sports fixture, field trips or 
camps held outside normal school hours. 
 
·  Regulation uniform as prescribed must be worn by students in Year 9 to Year 12.  

Year 13 students must abide by their dress code. 
 
·  At least part of the cost of any damage caused to school or to other people’s 

property must be paid. 
 
·  No student is allowed to smoke, consume liquor, or be in possession of alcohol or 

illicit drugs on school property or while under the control of the school, e.g. sports 
fixtures, camps, field trips, socials, while travelling to and from school, or when 
wearing school uniform. 

 
·  Years 9-12 students must stay on the College grounds once they are at school.  

They are not to go home at lunchtime or during interval. 
 
·  Once school has started students must stay away from the periphery of the school 

and the front and back entrance of the College. 
 
·  Year 13 students have specific rights in that they are allowed to leave the College 

without a permit during study time and at interval and lunch hours.  However they 
do have responsibilities that go with this.  They are not to use cars to transport 
other students during the school day nor are they to sit in cars during school hours. 

 
 
Leave Procedure 
 
1. If a student needs to leave school during the day they must bring a note from 

parent/caregiver or a medical/appointment card and present this to their HOH 
before school so that a permit can be issued. 

 
2. When a student leaves school the sign out sheet at the Student Office must be 

signed and when they return to school the sign in sheet at the Student Office must 
be signed. 

 
3. If a student is leaving the College permanently they must bring a note from their 

parent/caregiver to their HOH who will organise leaving procedure for them. 
 
 

 
 



 9 

 
 

                      School Attendance Procedure                        5 
 
 
Monitoring of this is a prime responsibility of Tutor. A normal hard copy register will be 
used from the start of the year. However, it is almost certain that electronic registers will 
be introduced during this year. 
 
Registers 
 

1. Must be maintained in ink.  Registers are legal documents and twink and pencil 
must not be used. 

 

2. Transfer all names from temporary roll sheet, in correct alphabetical order, with 
boys and girls mixed. Print surname first, followed by first name.  Temporary 
registers must be kept together with register.  The temporary roll is the first 4 week 
bar-coded Tutor lists. 

 

3. Age, time since entering first school and classification are not required but year 
group is - e.g. Year 11. 

 

4. Mark any absences from beginning of year.  The register must be marked positively 
i.e. when a student is present all day an X must be used. 

 

5. e.g. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Absences should be marked with an ‘a’ for full day or /a or a/ for afternoon or 

morning respectively.  When a satisfactory reason for the absence has been 
received, circle the ‘a’.  Absence notes are to be collected from the returning 
absentees and placed in the envelope in the back of the register. Half and full day 
truancy is marked in the usual way with an ‘a’ which is not circled.  

 

7. Dots are not acceptable in registers. 
 

8. If a phone message is received about absence, the information will be placed in 
your register and the absence may then be circled. 
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9. When a pupil has been absent two full consecutive days, the Student Office must 

be informed. 
 
10. Weekly Summary.   This must be done weekly.  It is the total of the number of half 

days a student has been absent for that week. 
 

Year 2008 Term Ending 18 th April 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. Do not remove or add pupils’ names from the register without notification from 

HOH.  When students are added or removed put their starting or leaving date 
alongside their name.  Note transfers from Tutor groups clearly. 

 
12. When a student leaves the college a single line should be ruled from the last 

attendance/absence along to the end of the page. 
 
13. Registers should never leave the College.  They should only be out of the 

Staffroom for the minimum amount of time required by the teacher to mark them. 
 
14. End of Term Totals:   This is required. 
 
15. Registers are held on file above pigeonholes in Staffroom foyer. 
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Attendance and Truancy Procedures   6  

 
Purposes:  
1. To ensure that school attendance is effectively monitored 
 

2. To respond appropriately to attendance problems 
 

Parents/Caregivers Responsibilities: 
1. Parents/Caregivers should ring the Attendance Officer on the morning of their 

child’s absence. 
 

2. If they don’t do this they must give their child a note explaining the absence on the 
day of return to school.  This note is to be given to the Tutor Teacher. 

 

3. When an absence can be predicted in advance (e.g. overseas trip, representative 
sports fixture, etc.) prior agreement must be sought in writing from the Head of 
House by the parent/caregiver. 

 
4. Extended time off school, including overseas trips, must be approved by the 

Principal. 
 
Tutors Must: 
1. Insist on attendance at all Tutor periods and assemblies including Year 13 students 

with study period 1. 
 

2. Reinforce with students the importance of attendance at school. 
 

3. Tutor teacher to advise Student Attendance Officer of any explained absences (e.g. 
notes or phone calls from parents/caregivers).  This can be done by writing a note 
on the back of the Tutor Bar Code or emailing the Student Office. 

 

4. Each Tutor will be given a list of students in their Tutor class for the week.  This will 
be in a plastic sleeve in which it is to be kept.  Each student will appear as follows. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 The number (27999) is the student’s enrolment number.  The 5 blocks under the 

bar code represent the 5 days of the school week Monday to Friday. 
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5.  EACH BOX MUST HAVE AN ENTRY  FOR EACH STUDENT  

 

Present - mark the box with a diagonal line. 
 

Absent  – Enter the letter a in the box for the appropriate day. 
 

Late – Enter the letter L in the box for the appropriate day. 
 

 Explained  – Enter the letter E in the box for the appropriate day when you know of 
an explained absence. 

 

 Under No Circumstances  should any other code be entered. If the student is 
absent an ‘a’ must be entered NOT C, T or S. If the student is on a trip the 
Attendance Officer will already have been given a list of students who will be 
absent. 

 
 
 
 
 
 
 
 
 
 
 

If a mistake is made cross out the box and write underneath the box the correct 
status e.g. Present, Absent 

 

 If the Tutor wants the Student Office to follow up on an absence e.g. ring home, 
enter details on the sheet provided in the plastic sleeve.  
 
Register must be returned to Student Office at the end of Tutor time , i.e. 9am. 
Registers must not be returned before 9am each day.  (10.10am on Tuesdays) 

 

6. All Tutors will be given a final list at the end of the day.  Tutors are to use this the 
next day at Tutor time to follow up on any unexplained absences and Heads of 
Houses are to be notified as necessary. 

 

 The following codes are used on the final list. 
 

? Absent – Reason Unknown 
A Alternative Education 
C Court 
D Doctor / Dentist 
E Unjustified Explained Absence 
F Off-site Course 
H Health Camp/School 
I Internal Appointment 
J Justified Explained Absence 
K Teen Parent Unit 
L Late  
M Medical 
 

N  School Activity 
O Overseas 
P Present 
Q School Trip/Camp 
R  Removed from Class 
S Sickbay 
T Truant 
U Stand-down/Suspension 
V Study Period 
W Work Experience 
X Exam Leave 
Y Activity Centre 
 

In this example Tessa was: 
·  Present on Monday and Wednesday.  
·  Absent on Tuesday and Thursday 
·  Late to Tutor time on Friday. 

 

a 

L 

E 
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Example 1. 
 

 Daily List 
 Wed 7/Feb/2008 (Term 1 Week 1) 

Rosehill College Daily List     Wed 7/2/2008 Tm 1  Wk1  printed 2/02/2008 
Ordered by Group TJH 
Name Grou Yr T 1 2 3 4 5 
         

Goff, Michael MAC 9 Q Q Q Q Q Q 
  

Mr Phil Goff   –   Home 299 5555        -  Work 027 66655511 
Michael was on a trip all day. Tutor will not need to follow up. 
 

Example 2. 
 

  Daily List 
 Wed 7/Feb/2008 (Term 1 Week 1) 

Rosehill College Daily List     Wed 7/2/2008 Tm 1  Wk1  printed 2/02/2008 
Ordered by Group ACA 
Name Grou Yr T 1 2 3 4 5 
         

Clark, Richard Francis MAC 9 ? ? ? ? ? ? 
 

Mrs Helen Clark   –   Home 2685444     -  Work 07 6581058 
Richard was absent all day, school was not informed. Tutor will need to follow up. 
 

Example 3. 
 

  Daily List 
 Wed 7/Feb/2008 (Term 1 Week 1) 

Rosehill College Daily List     Wed 7/2/2008 Tm 1  Wk1  printed 2/02/2008 
Ordered by Group RNF 
Name Grou Yr T 1 2 3 4 5 
         

Wilson, Cam Tavish MAC 9 J J J J J J 
 

Mr J Keys  - Home 29666666     - Work  021 10101010 
Cam’s mother rang the student office to explain absence.  Tutor will not need to follow up. 
 

Example 4. 
 

  Daily List 
 Wed 7/Feb/2008 (Term 1 Week 1) 

Rosehill College Daily List     Wed 7/2/2008 Tm 1  Wk1  printed 2/02/2008 
Ordered by Group MAC 
Name Grou Yr T 1 2 3 4 5 
         

Brash, James MAC 9 L   ?   
 

Mr D Brash   -  Home 2754545  
James arrived late to Tutor time and was absent Period 3.  Tutor will need to follow up 
both issues. 
 

Example 5. 
 

  Daily List 
 Wed 7/Feb/2008 (Term 1 Week 1) 

Rosehill College Daily List     Wed 7/2/2008 Tm 1  Wk1  printed 2/02/2008 
Ordered by Group KMR 
Name Grou Yr T 1 2 3 4 5 
         

Sharples, Wade Matthew MAC 9 E E      D 
 

Dr Sharples     -   Home 0274 6663333 
Elliott’s mum phoned to explain his lateness as he missed the bus and arrived during 
Period 1 (Explained but unjustified) and he had a Doctors or Dentist appointment Period 
5.  Tutor will not need to follow up. 
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7. Record in the official Register student’s absence – see section 5. 
 
8. Inform Attendance Officer of students who have been absent for two consecutive 

days without explanation so a followup phone call can be made. 
 

9. Inform HOH immediately of any absences that look suspicious. 
 

10. Inform HOH of any student who is developing an unsatisfactory attendance pattern. 
This includes frequent absences that are explained. 

 

11. Inform Student Office and Head of House names of students who give you prior 
notice of absence so the Student Office does not ring the caregiver. 

 

12. Tutors are to appoint two attendance monitors.   Their job is to bring the register 
folder to the student office at the end of Tutor time . 

 

Classroom teacher must:  
1. Maintain a daily register of attendance for all classes in a roll book.  This will need 

to be available for inspection at any time. 
 

2. Collect from their pigeonholes a pink barcoded list of names of students in their 
classes for the day. 

 
3. Students who are late to Period 1 must be sent to the duty HOH to get a green slip. 
 
4 Each period cross out the name  of any student absent. Use a coloured pen, not 

black. Do not cross through the bar code as the scanner will not be able to read the 
bar code. Students must be marked absent even if the reason for the absence is 
known. The Student Office will have a list of those students on a trip/camp e.t.c. 
and they will enter this data 

 

5. Have this sheet ready for the runners during Period 5 or hand in to the Student 
Office by 3.20pm. 

 

 

Student Office Must: 
1. Produce a weekly bar-coded list for tutors  with names of students in their tutor 

group. 
 
2. Produce a pink barcoded list for teachers  with the names of students in their 

classes. 
 
3. Ring parents/caregivers of any student who fails to bring a note on their first day 

back. 
 
4. Add a note into the Notes in the absences program for phoned in absence 

messages. 
 
5. Pass on to Tutors (1) phoned-in absence messages for pre-explained long 

absences e.g. hospital and explained previous absences. (2) Notes from students 
for late or unexplained absences. 

 

6. Pass onto HOH medical certificates received. 
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7. Where possible ring parents/caregivers of students who are absent and who 
haven’t contacted the school.  The parents/caregivers are asked to send a note to 
the Tutor explaining absence when student returns. 

 

8. Ring the parents/caregivers of students who are away for two consecutive days 
without notification to the school and pass on relevant information to Tutors. 

 

9. Produce a whole House weekly attendance report in the afternoon for HOH and a 
daily attendance report for Tutors. 

 
10. Remove students from the roll when notified by HOH. 
 
Student Support Staff Must 
1. Enter absences into the absence package of all students visiting the Student 

Support area by 4.00pm of each day. 
 
HOH must:  
1. Phone home if student absence is suspicious, and/or send a pro forma letter. 
 
2. Check weekly Tutor teacher registers to ensure they are being kept up to date. 
 
3. Check period by period absences on a regular basis and require Tutor teachers 

who are not carrying out their responsibilities to do so. 
 
4. Use the Student Office for phoning home as appropriate. 
 
5. Document home contact and write formal warning letters if required. 
 
6. Identify core offenders and ensure that all teachers pay particular attention to these 

people and keep you informed. 
 
7. Provide access to counselling/guidance incentives in order to encourage good 

attendance. 
 
8. Inform Senior Management in cases of serious truancy or attendance problems. 
 
9. Use appropriate agencies to follow up attendance concerns, e.g. Papakura Truancy 

service. 
 
10. Inform the Student Office of students who have been absent for 20 consecutive 

days without explanation, ask to be removed from the roll.  Also do NETS referral. 
 
11. Record electronically any exit permit issued. 
 
Electronic recording of absences 
 
All staff are encouraged to use this. If you want to record attendance data electronically 
you can organise this with the Student Office Manager. 
 
It is likely that all staff will be required to do this in 2008, once approval has been given by 
the Ministry. 



 
Attendance Procedures 

 

 
Parent/Caregiver 

rings Student 
Office 

 
 
 

Student Office 
passes on 

message to Tutor 
 
 
 

Absence circled in 
register 

 

 
Attendance 

Officer rings, 
where possible 

students who are 
absent without 

parent notification 
 
 
 

Passes response 
on to Tutor 

 
 
 

Advise HOH for 
problem 

absences  
e.g. truant 

 
Student 

brings note 
on return to 

school 
 
 
 

Tutor circles 
absence in 

register 
 
 
 

Advise 
Student 
Office to 
change 
records 

 
Student does not 
bring a note on 
return to school 

 
 
 

Tutor uses back of 
bar coded 

attendance return 
to let Student Office 

know 
 
 
 

Attendance Officer 
rings 

parent/caregiver 
and passes 

information to Tutor 
 
 
 

Absence circled 
when note 
received. 

 
Student absent 

for two 
consecutive days 
without informing 

school 
 
 
 

Tutor uses back 
of bar coded 

attendance return 
to let Student 
Office know 

 
 
 

Attendance 
Officer rings 

parent / caregiver 
and passes 

information on to 
Tutor 

 
 
 

Student bring note 
on return to 

school – absence 
circled in register. 

 
Student who 
develops an 
attendance 
problem, i.e. 

weekly or 
fortnightly 

absence, must be 
referred to the 

HOH by the Tutor 
 
 
 
 
 

 
 
 
 
 



Late to School Procedure  
 

1. Students who are late to school go straight to Tutor time/assemblies.  They are not to sign in.  
If it is assembly they must see their Tutor. 

 
2. Tutor is to mark the register with late and give the student a lunchtime detention for that day.  

The blue carbon copy of the detention slip is to be placed in the box in the staffroom by the 
end of interval of that day.  Students are not to be marked absent on the pink form. Late 
means any time after the 8.40am bell. 

 
3. Students who say that someone has phoned the school or they are able to bring a note are 

given a detention for the following day and the detention can be cancelled if the reason is 
acceptable.  A note saying the student ‘slept in’ or similar is not acceptance to get the 
student off the detention.  It must be a reason that is beyond the student’s control. 

 
4. Late buses are an issue.  If a student tells their tutor teacher this, they can be issued a 

detention for the following day and the student office will delete these students if their bus 
has been late. 

 
5. When HOH meet their individual tutor teachers throughout the year, discussion on late 

comers will take place. 
 
6. Attendance returns are to be done at the end of Tutor time and the monitor is not to bring it 

up until the last 2-3 minutes. 
 
7. If a student arrives in Tutor time after the roll monitor has taken the roll to the Student Office 

the Tutor sends the student to the Student Office with a note.  This enables the Student 
Office to record the student as present and thus not phone home. 

 
8. Students who arrive late after 9.00am with a note sign in at the student office who will issue 

them a green slip if the note is acceptable.  If not acceptable the student will be sent to the 
duty HOH. 

 
9. Students who arrive after 9.00am without a note are to go to the Duty HOH to collect a green 

late slip.  This will appear as an absence from Tutor time and an L for the first period on the 
final print out.   

 
10. If a student is absent from tutor time, but not late to first period, they have arrived at school 

between tutor time and first period.  The names of those students are to be forwarded to 
their HOH to be given an after school detention. 

 
11. If a student is late again without acceptable reason a phone call home by the Tutor would be 

a good idea at this point. 
 
12. If a student is late for the third time refer and discuss this with the HOH. 
 
13. First period teachers are not to let students into their class if they arrive late and do not have 

a green slip.  Students are to be sent to the late sign in which will be with the duty HOH.  
These students will get a green slip and an after school detention. 

17 
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                   Homework/Emergency Procedures           7 
 
Homework 
 
Students are required to do a certain amount of homework to consolidate work done in class 
and to assist them in class and to assist them in their studies.  This is an integral part of a 
student’s training in accepting responsibility for their own learning. 
 
Years 9 and 10 -  up to 1.5 hours daily or 7.5 hours weekly 
Year 11  -  up to 2 hours daily or 10 hours weekly 
Years 12 and 13 -  up to 2.5 hours daily or 12.5 hours weekly 
 
Parents should get in touch with the HOH if their children say they have no homework or 
seldom do any.  A student who is unable to do homework for any reason should bring a note 
of explanation from home. 
 
 
Valuables 
 
Valuable items such as sound equipment and large sums of money should not be brought to 
school. 
 
The College is not responsible for any such items and cannot take responsibility for them. 
 
Where valuable items or money must be brought to school, pupils should hand them in to 
the Student Office on arrival at school, for safekeeping.  Valuables should not be left in 
changing rooms, lockers, coats, bags and similar places. 
 
 
Emergency Procedures 
 
1. (a) The alarm is a continuous ringing of bells. 
 (b) The alarm is cancelled by three short rings. 
 
2. When the alarm sounds pupils leave all gear as is and go to the House assembly point 

as indicated on the green posters in all rooms. 
 
3. If the alarm rings when pupils are not in class, pupils are to report to the House 

assembly points. 
 

 
At all times respond in a calm, sensible manner  
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                                        Uniform        8 

�
‘Rosehill Labelled’  
The shirt, blouse, skirt, shorts and trousers have a small Rosehill College crest on them. 
 

Boys’ Uniform 
Years 9 and 10 

 
1. Jersey  – regulation blue V necked jersey with Rosehill College crest embroidered on it.  

Manufactured by Remar or 553. 
2. Shirt – short sleeved and/or long sleeved Rosehill labelled sky blue shirt manufactured by 

Argyle. 
3. Shorts/Trousers  – either royal navy Rosehill labelled polyester/cotton shorts or navy 

poly/viscose Rosehill labelled trousers. Trousers to be worn with navy blue or black plain 
belt. 

4. Socks  – if wearing black shoes and blue shorts, Canterbury sky blue walk socks – 60% 
wool/40% nylon – are to be worn, manufactured by Jockey Gold Top.  Plain navy or black 
socks to be worn with trousers. 

 
Girls’ Uniform 
Years 9 and 10 

 
1. Jersey  – regulation blue V necked jersey with Rosehill College crest embroidered on it. 

Manufactured by Remar or 553.    
2. Blouse  – white short sleeved and/or long sleeved Rosehill labelled blouse manufactured 

by Argyle. 
3. Skirt  – regulation tartan skirt manufactured by Argyle. Skirt must be mid-knee in length . 
4. Optional Trousers  – navy poly/viscose Rosehill labelled, manufactured by Argyle. 
5. Socks/stockings  – plain white socks to be worn with skirt. Black or navy stockings may 

be worn as an alternative, without socks.  If trousers are worn, socks are to be plain black 
or navy-blue. 

 
 

Boys’ Uniform 
Seniors Years 11 & 12 

 
1. Jersey  – regulation blue V necked jersey with Rosehill College crest embroidered on it.  

Manufactured by Remar or 553. 
2. Shirt – short sleeved and/or long sleeved Rosehill labelled chambray blue shirt 

manufactured by Argyle. 
3. Shorts/Trousers  – either dark navy Rosehill labelled shorts or dark navy Rosehill 

labelled trousers, manufactured by Somerset.  Trousers to be worn with navy blue or 
black plain belt. 

4. Socks  – if wearing black shoes and shorts, black socks with sky hoops (stripes) are to be 
worn, manufactured by Holeproof.  Plain navy or black socks to be worn with trousers. 
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Girls’ Uniform 

Seniors Years 11 & 12 
 
1. Jersey  – regulation blue V necked jersey with Rosehill College crest embroidered on it. 

Manufactured by Remar or 553.  
2. Blouse  – chambray blue short-sleeved and/or long sleeved Rosehill labelled blouse 

manufactured by Argyle. 
3. Skirt  – dark navy Rosehill labelled skirt.  Skirt must be mid-knee in length . 
4. Optional Trousers  – dark navy Rosehill labelled trousers to be worn with black or navy-

blue plain belt, manufactured by Argyle. 
5. Socks/stockings  – plain, black socks to be worn with skirt. Black or navy stockings may 

be worn as an alternative, without socks.  If trousers are worn, socks are to be plain black 
or navy. 

 
 

All Students, Years 9 to 12 
 
Footwear - Plain black, flat, leather traditional lace-up shoes or plain black, flat sandal with 
heel strap. ‘Plain black sandals or shoes’ means without any other colouring or adornments.  
Platform shoes or sandals are not permitted.  If you are unsure whether a shoe or sandal 
you are purchasing meets these requirements, please consult the school. 
 
Optional Jacket  - Maroon and blue jacket manufactured by SAS Sport. Phase out 2008. 
New style from 2008, blue anorak jacket with red piping, manufactured by SAS Sport. 
 
Physical Education - Regulation shirt and shorts manufactured by Colenco or 553 and only 
available from the School Uniform Centre or Underwoods. 
 
Jewellery - NO  jewellery can be worn other than one small round sleeper per ear, a watch 
and a recognized ‘medicalert’ bracelet. 
 
Head-bands  - Black or White only 
 
Hair - If artificially coloured, must be dyed with natural colours only.  No extreme hairstyles  
(like Mohawks, shaved hair lines running through hair, for example) will be allowed. Boys 
must be clean shaven.  
 
Scarf – Rosehill scarf or plain black scarf can be worn in terms II or III. 
 
Make-up & Nail Polish  - If worn, these must be a natural shade. 
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PREAMBLE 
 
As with all members of the College community, Year 13 students are expected to maintain a 
high standard of dress that is appropriate to uphold the values that the College aims to 
nurture as reflected in our mission statement, “Together we provide an environment for 
personal excellence”.  Year 13 students are also eminent role-models and leaders in the 
College and they should therefore dress in a way that befits this.  Personal safety is also an 
important consideration, especially where students use laboratories, workshops and 
gymnasiums. 
 
 
ALL YEAR 13 STUDENTS: 
 
All items of clothing and footwear are to be clean and in a good state of repair. 
Clothing is not to promote activities that contravene school rules or breach community 
standards by being offensive (for example: T-shirts that advertise alcohol/smoking etc). 
Dress, jewellery and make-up are to be moderate and not excessive. 
Footwear must be worn and “rubber” jandals are not permitted. 
Dress sandals & scuffs are acceptable. 
Board shorts are acceptable provided they are not torn or holed.   
Caps / hats and/or sunglasses may not be worn during assemblies or lessons. 
 
 
BOYS: 
 
Tops/shirts with sleeves are required.  Singlets alone are not acceptable. 
 
 
GIRLS: 
 
Moderate dress is to be worn with the emphasis on modesty rather than a flaunting outfit. 
Shoestring tops, halters and “boob-tubes”, as well as backless tops are not permitted. 
No plunging necklines are allowed.  
Bra straps are not to be overtly exposed. 
Bare midriff is not allowed. 
Mini skirts which are no shorter than mid-thigh are permitted. 
 
The College reserves the right to withdraw the privilege of this dress code from any Year 13 
student who does not meet the required standards. 
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Student Leadership    9 

 
Head Students  
 
There will be four Head Students – two boys and two girls.  They will be Year 13 students. 
 
 
Role & Responsibilities:  
 
1. To be the student leaders of the College. 
 
2. To represent the College at official occasions as required. 
 
3. To take a pro-active role in the implementation of a safe school by addressing 

inappropriate student behaviour in the grounds. 
 
4. To be a passionate and well-organised leader of one of the Student Committees. 
 
5. To meet weekly with the Principal, Associate Principal and Deputy Principal 

responsible for Student Leadership. 
 
6. To assist with the running of Principal’s assemblies. 
 
7. To assist with the selection of students who will comprise other committees e.g. 

Environment Committee, Common Room Committee, Ball Committee, Graduation 
Dinner Committee 

 
 
House Leaders 
 
There will be four leaders for each House – two boys and two girls.  The leaders can be Year 
12, 13 or 14 students.  Each leader will be of equal status. 
 
Role and responsibilities  
 
1. To be the student leaders of their house. 
 
2. To meet weekly with the Head of House. 
 
3. To take a pro-active role in the implementation of a safe school by addressing 

inappropriate student behaviour in the grounds. 
 
4. To chair the House council meetings. 
 
5. To take an active part in a student committee (see following pages). 
 
6. To assist with the running of House activities such as inter Tutor group activities, 

assemblies, house events and information. 
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Student Committees 
 
There are four student committees each chaired by a Head Student and each with one 
leader from each of the six Houses.  Each committee will have a supporting teacher attached 
to it and can co-opt additional students as required.   
 
1.  Cultural Committee 
 
The main focus of this Committee is to recognise and support the diversity of 
cultures within our College. The Committee will do this through: 
 
(i) Organising World Vision 40 Hour Famine in Term 1. 

(ii) Organising events throughout the year that recognise our cultural diversity and liaising 
with the different cultural groups within the College, e.g.  assembly speeches / 
performances. 

(iii) Organising Cultural Week in Term 3, a week of activities involving the different cultural 
groups within the College, including an inter-house competition to 

(iv) Present cultural diversity. 

(v) Organising at least two lunchtime cultural activities in Term 2. 

(vi) Reporting back to and involving House Council members through the keeping of 
accurate minutes which are to be emailed to all HoHs after each meeting. 

(vii) Promoting College cultural events and achievements at assemblies and  in 
newsletters. 

 
2.  Social Committee  
 
The main focus of this Committee is to organise social activities in the College.  The 
Committee will do this through: 
 
(i) Organising the Rosehill College Ball in conjunction with Mrs McConchie and other co-

opted ball committee members. 

(ii) Deciding which charities should be supported by the College and organising the 
consequent fund-raising. 

(iii) Organising at least two lunchtime activities in Terms 2 and 3 (like a non-competitive 
outrageous/comical/superhero outfit display for example) and an inter-house quiz in 
Term 4. 

(iv) Organising and promoting SAAD (Students Against Drunk Driving) in the College. 

(v) Promoting College social events and achievements at assemblies and in newsletters. 

(vi) Reporting back to and involving House Council  members through the keeping of 
accurate minutes which are to be emailed to all HoHs after each meeting. 
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3.  Sports Committee 
 
The main focus of this Committee is to organise sports activities in the College.  The 
Committee will do this through: 
 
(i) Being involved in the House organisation and promotion of the House Day and 

Swimming Sports in Term 1. 

(ii) Organising lunchtime Inter-House sports competitions in Terms 2, 3 & 4, including 
Rugby Sevens/Turf Soccer/Volleyball, Netball and Indoor Rowing. 

(iii) Working with the Sports Coordinator on specific sports activities including the 
organising and running of non competitive lunchtime activities to involve large 
numbers of students (such as big ball soccer, Tapawae etc). 

(iv) Promoting College sports results and achievements at assemblies and in newsletters. 

(v) Reporting back to and involving House Council members through the keeping of 
accurate minutes which are to be emailed to all HOHs after each meeting. 

 
4. Performing Arts Committee 
 
The main focus of this Committee is to support and promote the Performing 
 Arts in the College.  The Committee will do this through: 
 
(i) Working with the Performing Arts Co-ordinator to organise and promote the 

Performing Arts Week in Term 3. 
 
(ii) Working with the Performing Arts Co-ordinator to organise and promote the Talent 

Quest in Term 3. 
 
(iii) Organising at least two lunchtime performing arts activities in Terms 1 and 3 and an 

inter-house competition (similar to lip sync or wearable art) in Term 2. 
 
(iv) Promoting College arts events and achievements at assemblies and in newsletters. 
 
(v) Reporting back to and involving House Council members through the keeping of 

accurate minutes which are to be emailed to all HoHs after each meeting�  
 
5. Junior Leadership Committee 
 
The main focus of this Committee is to recognise and support the importance of leadership 
in the junior school.  They will do this through: 
 
1. Being a voice for the junior school. 

2. Organising activities specific to the junior school. 

3. Report and meet with the Tone of the School group. 

4. Students are encouraged to volunteer to join this committee. 
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House Council  
 

Structure: 
Four House leaders - two boys and two girls. 
13 Tutor Group Representatives - one from each Tutor class  
 
Job Description of Tutor Representatives: 
 
1. To ensure that views of Tutor group are presented to House Council and House 

Council decisions are communicated to Tutor group. 
 
2. To attend House Council meetings which will be held every fortnight. 
 
3. To assist in the organisation of House and inter-House activities. 
 
4. To assist when required in the running of Assemblies. 



 26 

 

    Kaimanaaki Programme    10  
 
 
The term “Kaimanaaki” is best described as one who is concerned with the holistic needs 
and aspirations of both the individual and their whanau. It also involves participation and 
dialogue with significant others who are most likely to have some practical interface with the 
individual and/or whanau.   
 
Within Rosehill College, ‘Kaimanaaki’ is both the name of a Maori student mentoring 
programme and also the name of personnel operating within that programme.  The primary 
focus of the Kaimanaaki programme is:  
 
i)  the retention of Maori Students at school from Yr 9 through to Yr 13, and ii) the promotion 
of academic excellence to the limit of each Maori student’s potential. 
 
Despite many success stories at Rosehill College Maori students are still under-represented 
in aspects such as assessment successes and are over-represented in disciplinary 
proceedings.  It is recognised that systems in the college that provided sufficient guidance 
for most students were not being adequately successful for Maori students, and that 
culturally specific systems required development.  
 
Where is Kaimanaaki based?  Can I contact Kaimanaak i? 
 
The Kaimanaaki (Matua Charles Hohaia) is part of the Student Support team and as such 
has an office in M Block along with the counselors / nurses / learner support.  As a subject or 
Tutor teacher, if you have concerns about a Maori student who’s behavior and/or conduct 
has the potential to impact negatively on his/her learning, including other students learning, 
please voice your concerns to the appropriate Head of House - they in turn will forward the 
necessary information on to Matua Charles.  
 
NB: As every situation will vary with individual students, Staff should feel free to contact 
Matua Charles at anytime. 
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Student Advisors     11 
  
 
Student Advisors are Year 12 and 13 students who have been selected on the basis of their 
responsible attitude toward Rosehill College life and their positive relationships with junior 
students as judged by their Heads of Houses and Tutor Teachers. 
 
In many cases there is one boy and one girl from each Tutor Group.  However in 
circumstances where suitable students could not be found, there may be more or less than 
two Student Advisors in each Tutor Group.  Therefore, across the school there are 
approximately 150 Student Advisors spread evenly across the six Houses. 
 
 
What Is Their Task? 
 
In broad terms, the Student Advisor’s role is to present themselves as positive student role 
models for the Rosehill College community and to be resource people on issues that involve 
student welfare.  More specifically, their role is to: 
 

·  Attend a two-day Peer Support training programme before the beginning of the school 
year.  

·  Attend the ‘Year 9 only’ day in week 1 (Term 1) to orientate beginning students and 
begin the establishment of a trusting relationship with the Year 9 students from their 
House. 

·  Run the Peer Support programme with the Year 9 students for the first 8 weeks of 
Term 1. 

·  To have an ongoing relationship with the Year 9 students – especially those in their 
tutor group, so that they feel they have a ‘big brother’ or ‘big sister’ who they can seek 
advice or support from. 

 
 
 
What Support Do The Student Advisors Have? 
 
Teaching staff train the Student Advisors in the “Peer Support” programme at the beginning 
of each year and provide weekly ‘supervision’ for them over the first five weeks of Term 1. 
 
The Student Advisor programme is overseen and co-managed by the school Counsellors. 
 
If you have any concerns about the Student Advisor(s) in your tutor group – such as not 
being a positive role model – have a chat with them – or let Janet Milne or Paula Crisinel, the 
two counsellors, know about your concerns. 
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What Help Can Tutor Teachers Provide For Student Ad visors? 
 
Student Advisors quickly find (as every teacher does) that the rewards if working with young 
people are interspersed with unexpected hassles. You can help the Student Advisors from 
your Tutor Group in his/her duties in the following way: 
 

·  Give recognition in the Tutor Group for the work that Student Advisors do. 
 
·  Ask your Student Advisor to report on what they are/have been doing. 
 
·  Consult with your Student Advisor - give an opportunity during Tutor Time for the 

Student Advisor to run a simple activity with juniors. 
 
·  Encourage your Tutor Group to engage in the activities that your Student Advisor 

might want to run. 
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SAFE SCHOOL PLAN    12 

 
 

Rationale  
 
Rosehill College is committed to providing a safe learning environment for all members of 
the school community.  
 
Our Safe School policy implementation is the responsibility of all members at the school 
community. 
 
Rosehill College does not tolerate violent behaviour.  Our non-violence rules are: 
 

1. No physical violence 
 

2. No verbal violence 
 

3. No violence to property 
 
Rosehill College is a school in which respect for all is the fundamental principle. 
 
The Rosehill College Safe School Plan includes procedures which deal with: 
 

·  Assault 

·  Bullying 

·  Crisis 

·  Procedures for Anti-Social Events 

·  Search and Seizure 

·  Sexual Harassment 

·  Sexual Abuse 

·  Theft 

·  Tobacco, Alcohol and Drugs 

·  Cellphones 

·  Trespassing 

·  Vandalism (includes graffiti) 

·  Weapons 

·  HIV/Aids and other blood-borne viruses 

·  Privacy procedures 

·  Multi-Cultural School 

·  Notification of Accidents 

Note: Health and Safety policies and procedures are available on ROSNet 
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ASSAULT 
 

Definition 
Assault involves an unlawful attempt of force, a threat of force or an application of force to 
injure another person physically. 
 
Prevention Strategies 
·  Provide units of study in the curriculum (health programme, Tutor time) which stress 

values and conflict resolution techniques (e.g. restorative conversations; defusing 
confrontations) for dealing with human relationships in a non-violent manner. 

·  Communicate Rosehill College’s strong commitment to non-violence to students and 
their families through school publications such as the Rosehill Expectations,1 
prospectus, the orientation booklet, student diary, school newsletters, and wall 
posters. 

·  Establish highly visible duty supervision. 
·  Encourage students to report cases of conflict likely to result in the use of physical 

violence by teaching how to recognise signs of escalating conflict. 
·  Treat all reports of potential conflict and outside assaults seriously and speak to the 

participants immediately. 
·  Identify potential victims and provide assertiveness training and support. 
·  Refer new students with a history of violent behaviour to Student Support. 
·  Provide staff with professional development opportunities to address the above. 

 
Immediate Response Strategies 
·  Assess the situation and decide on a strategy (e.g. using help to break up the fight). 
·  Seek assistance from others who are in the area - students or staff. 
·  Send others to go for help . 
·  Separate those involved taking personal safety into consideration. 
·  Disperse the crowd, noting the names of witnesses. 
·  Ensure the safety and treatment of the assaulted student/staff members. 
·  Report the incident to Head of House or Senior Management. If the assault is on a 

staff member, a member of the SMT must be notified immediately. 
·  Use walkie-talkie to get assistance from SMT or Rachel in the Front Office. 

 
Follow up Procedures 
 
Assault Upon a Student 
When an assault upon a student by a student of the school occurs the HOH or SMT will: 
·  Interview the victim, and the person(s) responsible for the alleged assault. 
·  Contact the parent(s) / caregiver(s). 
·  Decide on appropriate consequences e.g., restorative conference, suspension; 

participation in a counselling programme; restrictions on freedom of movement, 
privileges at school, close monitoring by Tutor Teacher or Head of House or DP; 
regular periodic assessment and review. 

·  Person dealing with assault to ensure victim and family are kept informed. 
·  Set up restorative conference for all parties or stand-down will be considered 
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Note:  If the person responsible is not a student of the school, contact the Police. 
- 31 - 

 
Assault Upon a Staff Member 
 
If an assault upon a staff member by a student occurs, the SMT must be informed. They will: 
·  Ensure the staff member is safe and has appropriate support within and outside of the 

school. 
·  Interview person/s responsible for the alleged assault. 
·  Contact the student’s parent(s)/caregiver(s). 
 
 
 

BULLYING  
 

Definition of Bullying  
 
3 Common Features 
 

-  it is deliberate, hurtful behaviour. 
-  it is repeated, often over a period of time. 
-  it is difficult for those being bullied to defend themselves. 
 
3 Main Types 
 

-  physical - hitting, kicking, taking belongings 
-  verbal - name-calling, insulting, racist remarks 
-  indirect - spreading nasty stories, excluding someone from the group. 
 
BULLY   
 
A person or group behaving in a way which might meet needs for excitement, status, 
material gain or group process and does not recognise or meet the needs and rights of the 
other people/person who are harmed by the behaviour. 
 
VICTIM  
 
A person or group that is harmed by the behaviour of others and who does not have the 
resources, status, ability to counteract or stop the harmful behaviour. 
 
Rationale : 
 
1. Bullying is unacceptable harassment and as such can contravene human rights 

legislation. 
 
2. Infringement of an individual rights and group rights. 
 
3. Interferes with students’ educational and social development. 
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Procedures : 
 
1. Raise and maintain awareness of what constitutes bullying and appropriate responses 

by including information in: 
 
 *   Staff manual 

 *   Orientation booklet 

 *   Peer support 

 *   Assemblies 

 *   Staff meetings (include support staff) 

 *   Tutor groups 

 *   Newsletters 

 *   Staff training 

 *   Student Advisors 

 
2. A “telling environment” will be encouraged by educating students, parents and staff on 

the necessity of telling the appropriate people. 
 
3. A variety of approaches to their response to bullying will be used.  These may include 

holistic approaches such as restorative justice and a ‘no blame’ approach. 
 

4. If issues of safety are a concern there is an immediate response.  Parents/Caregivers 
of victim and offenders to be informed. 

 
5. Students that exhibit bullying behaviours are referred to Counselling staff. 
 
6. Students that are victims are offered ongoing support by Student Support. 
 
7. Staff must react to all incidents of bullying, e.g. low level bullying - verbal reprimand;  

high level bullying - referred to Head of House/Student Support. 
 
8. Ensure adequate duty coverage before school, interval and lunchtime. 
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CRISIS PROCEDURE 
 
Definition  
A crisis is a tragedy or trauma involving a severe emotional impact on the affected persons.  
This can affect the wider community especially one which involves the death or serious injury 
of students, staff, their families or friends. 
 
Procedures  
1. Any person who is informed of the death of a student, or of an incident which will 

impact on students and/or staff, should advise the Principal or Counsellor 
immediately.  

 
2. The Principal will verify the death by direct contact with the victim’s family. 
 
3. If a crisis should occur the following team of staff members will meet as soon as 

possible, evaluate the available information, and plan strategies for coping with the 
crisis: 

 

·  Counsellor(s) 
·  Senior management staff 
·  Staff with relevant cultural knowledge, skills 
·  Head of House (if the event occurs at the start of the day the HOH should first 

provide support to the tutor group) 
·  Tutor(s) 
·  GSE (if available) 
·  Secretarial support 

 
The team will prepare a written statement communicating essential information to the 
BOT Chairperson and staff, and specifying the procedures which they should follow. 

 

Staff will be informed as soon as possible by telephone tree, staff meeting or by crisis 
team members visiting classrooms.  Any teacher who is distressed will be replaced.  
Staff will be treated according to their wishes which the crisis team will identify. 
 

Group Specialist Education ‘Critical Incident Team’ will be notified as quickly as 
possible. 
 

The Papakura Truancy Officer, Rosehill Ambassador and Papakura Ambassador 
Group are to be alerted.  

 

The crisis team will operate on the basis of the principles that the needs of victims, or 
those most affected, will be given priority, and that staff needs must be met first in 
order to enable staff to meet student needs. 
 
As much as is possible the crisis team will endeavour to consult and involve staff in 
decision-making. 

 
1. Space will be made available as support facilities for students / families / staff. 
 

2. Identify high-risk students and plan short-term interviews. 
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3. In the event of the death of a student, a designated crisis team member may visit 
each class in the student’s timetable for at least the first days. 

 

4. A designated SMT member and a Student Support member of the crisis 
management team will initiate as soon as possible and maintain contact with 
affected families and will update staff, including support staff, regularly. 

 

5. The crisis management team co-ordinator will liaise with the Front Office and 
Student Office staff, preparing them with statements suitable for community 
release. 

 

6. The Principal or BOT chairperson will liaise with the media and prepare a written 
media release if appropriate.  Any media requests are to be dealt with by the 
principal or BOT chairperson who will be recognised as the designated media 
spokesperson. 

 

7. If appropriate the Principal will engage an outside consultant with the relevant 
expertise (cultural, gender or professional) to supervise the crisis management 
process and provide support for the Principal. 

 

8. The crisis team will meet regularly at intervals suitable to the Team.  This may 
take the form of an afternoon debriefing session when events of the day can be 
reviewed and plans made for the next 24 hours. 

 

9. The crisis team will plan follow up strategies to cover events and circumstances 
in the ensuing weeks and months to organise events such as staff debriefing, 
memorials and attendance at funerals/tangis. EOTC procedures are to be 
followed if the college is involved in taking students to an out-of-town 
funeral/tangi. 

 
Teacher’s Role  
There will be expectations placed on teachers to be in control and supportive of students. 
 

·  Teachers will be kept informed of all updates in the situation 
 

·  Time will be made for staff to express their own feelings and receive the support that 
they need to support the students. 

 

·  The crisis team will cover with staff, ways to facilitate discussion in their classes. 
 

·  The Student Support offices will be a support venue for staff, students and families.  A 
roll will be kept of students’ arrivals and departures. 

 

·  Given the importance of knowing where students are at all times, if any students 
known to be at school are not in class a list of their names should be sent to the 
support venue. 

 

·  If a student in class is distressed encourage them to go to the support venue with a 
classmate as support. 

 
Teachers may need to assist with a special duty roster so as to provide more staff in the 
grounds during interval and lunchtime and after school to monitor students’ reactions. 
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PROCEDURES FOR DEALING WITH FIGHTS OR OTHER ANTI-SOCIAL 
EVENTS THAT INVOLVE NUMBERS OF STUDENTS  
 
Rationale 
 
These procedures are to assist the management team and other staff to respond quickly, 
coherently and effectively when we have an outburst of violence inside the school (or outside 
where it affects numbers of our students).  
 
Procedures 
 
1. As soon as a fight or other event occurs an urgent meeting of the SMT will be called. 

SMT members will drop other business to ensure that they can attend this meeting. 
Other relevant staff may be instructed to attend as well, including counsellors, 
Kaimanaaki, Heads of Houses and staff who witnessed the incident. This group, 
however constituted, is known hereafter as the ‘team’. 
 

2. As soon as possible the team will determine the following: 
 

What happened? 
Who was actively involved in the incident(s)? 
What underlying issues need to be noted, if any? 
Which students need to be interviewed urgently? Note: it is imperative at this stage 
that good notes are kept of interviews. It may be necessary to use to Principal’s PA to 
take notes, or for team members to interview in pairs with one dedicated to taking 
notes especially. 
 

3. Have a second meeting of the team as quickly as is practicable to cross check 
information and to determine the following: 
Which parents need contacting immediately because their children have been 
victims? 
Which parents need to be contacted because their children are implicated and need 
to be isolated or punished by the school. SMT members of the team will inform 
parents if their students need to stay home for a short period of time (usually no more 
than a day) while investigations continue? 
 

4. Restorative conferences may be used if deemed useful. 
 

5. Other measures may be taken including keeping students out of circulation at break 
times for a period of time and/or banning them from parts of the school. 
 

6. The principal will consult the team regarding whether punishments such as stand 
downs or suspensions should be applied. 
 

7. When a student has not been suspended or stood down for participating in a fight  - 
this would normally only occur if a student was defending him or herself only – then 
his or her parents will receive a letter warning them that he or she would almost 
certainly be suspended or stood down if involved in another fight. 
 

8. Staff will be kept informed of the Team’s responses to the incident. 
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SEARCH AND SEIZURE PROCEDURE 
 
 
When searches can be made 
 
Recovery of stolen property or detection of illegal weapons and substances, or any other 
matter reasonably believed to be a threat to maintenance of an orderly educational 
environment. 
 
 
What may be searched 
 
Bags, lockers, clothing not being worn.  As to clothing worn by a student, Senior 
Management staff  may request that coats, jackets, jerseys, shoes and socks be removed for 
inspection.  Pockets may be emptied.  No student will be required to remove other items of 
clothing. 
 
 
Grounds for Search 
 
In general suspicion of a particular student is required before a search may proceed. 
 
 
Use of Force 
 
No force may be used except in extreme circumstances involving threat of imminent harm. 
 
 
Procedure 
 
Search is to be undertaken only by the Principal and a Senior Management Team member.  
In general the student is to be told the reason for the search.  There must always be two 
staff members present when the search is conducted.  Parents/caregivers must be notified 
after the event in all searches. 
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SEXUAL HARASSMENT 

 
 
BOT have legal obligations as both employers and education providers to prevent sexual 
harassment occurring.  Legal requirements are contained in the Human Rights Contract Act 
1991 and the Education Act 1989, State Sector Act 1988, Bill of Rights Act 1990 and the 
Crimes Act 1961 and Summary Offences Act 1981. 
 
 
GUIDELINES 
 
1. The Rosehill College Board of Trustees regards sexual harassment as a serious 

offence and it will not be tolerated within the College community. 
 
2. Sexual harassment is offensive, unasked for behaviour. Sexual harassment generally 

occurs when a person is subjected to unwelcome verbal or physical conduct of a 
sexual nature. 

 
 It can include:  
 

·  Sex orientated jokes, cartoons, posters, pin-ups. 
 
·  Offensive questions, comments, abuse, leering. 
 
·  Unwanted, unnecessary, deliberate physical contact, touching and gestures. 
 
·  Questions and comments about private life. 
 
·  Requests for sexual favours implying promises of favourable treatment or threats 

of unfavourable treatment. 
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SEXUAL HARASSMENT CAN OCCUR BETWEEN: 

 
·  Individuals 
·  Individual and Group 
·  Groups 
·  Students 
·  Students and Adults 
·  Adults 
 
 
1. Sexual harassment is serious and can be detrimental to one’s work performance, to 

learning, to job opportunities, as well as to self-esteem and reputation.  All employees 
and students must be able to work in, learn in, and be part of, an environment that is 
free from sexual harassment. 

 
2. The Board will ensure that all members of the college community are informed of the 

nature and implications of sexual harassment, and will act to reduce the risk of its 
occurrence. 

 
3. All complaints of sexual harassment will be taken seriously, investigated quickly, 

privately and fairly, and could be the subject of disciplinary procedures. 
 
4. A complainant will not be the subject of any victimisation. 
 
5. If anyone wishes to make an enquiry or a complaint about sexual harassment, they 

should contact one of the following : 
 

·  Head of House 
 
·  The Sexual Harassment Programme Co-ordinator 
 
·  Student Advisors 
 
·  Counsellors 
 
·  Any Board of Trustee member 
 
·  Contact outside agencies e.g. Police, CYPS, Human Rights Commission 
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SEXUAL HARASSMENT ENQUIRY / COMPLAINT PROCEDURES  

 
1.1 All members of the college community are to be informed of the nature and 

implications of sexual harassment and will act to reduce the risk of its occurrence. 
 
1.2 AWARENESS RAISING WITHIN THE ROSEHILL COMMUNITY 
 

All employees - Staff meetings, induction and training. 
 

Students - Induction programmes 
 - Teaching programme components 
     (as in Health, Transition) 
 - Tutor Teacher support 
 - Pastoral team guidance 
 - Public posters 
 - Assembly comment 

 
Caregivers - Newsletter 
 - Reference to Rosehill Board of Trustees, PTSA. 

 
 
1.3 TRAINING RESPONSIBILITY : 
 

Training will be the responsibility of the Student Support Team who will work with and 
through - 
 
1) Senior Staff (Principal, Associate Principal, Deputy Principals, Assistant 

principal, Counsellor and Nurse)  
 

2) Professional Development Committee which will ensure that all employees 
undergo training on the scope and implications of sexual harassment, and the 
procedures set up to deal with it.   
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SEXUAL ABUSE 

 

Guidelines 
 
1. Adults will be receptive and sensitive to students so that the students feel listened to and 

believed. 
 
2. The school will use the most appropriate agency for sexual abuse. 
 
3. In the case of a report from a third party to the school, the first course of action will be the 

school will direct the third party to an appropriate agency without becoming involved.  The 
school will follow up to see that this happens and may be actively involved. 

 
4. Appropriate units will be taught as part of the Health Syllabus to increase children’s 

assertiveness skills in dealing with uncomfortable situations. 
 
5. Parents will be informed except where the children’s welfare is likely to be threatened.  

Whichever agency is involved in the cases will be responsible for informing the parents. 
 
6. Any staff member who believes that any child or young person has been, or is likely to be, 

harmed (whether physically, emotionally or sexually), ill-treated, abused, neglected, or 
deprived may report the matter to a Social Worker or a member of the Police. 

 
7. The counsellors will be the resource people in this area.  Staff who have concerns will 

either report those directly as per No 6 above or discuss them with a Counsellor, Heads of 
Houses or Senior Management. 

 
 
Procedures 
 
1. If a teacher is aware or suspects that a student is the victim of sexual abuse he/she must 

tell the Head of House or a Counsellor.  If the HOH is informed they must pass this 
knowledge on to a Counsellor or Kaimanaaki. 

 
2. All information/discussion will be confidential to the staff involved.  Notes must be kept as 

they may be important in any future court action.  Data will be stored with the Counsellor.  
This data will be kept for the duration of the child’s stay at the school.  It will be forwarded 
at the discretion of the Associate Principal. 

 
3. Where further action is necessary the Counsellor will contact the appropriate agency 

without identifying the child and seek advice on the appropriate action. 
 
4. Once the agency has been involved, that agency will investigate and the school will act on 

the advice from those agencies. 
 
5. Whenever an agency meeting is held with a child, an adult whom the child has confidence 

in, must be present.  The welfare of the child must be the first priority and wherever that is 
compromised the interview must be terminated.  Any staff member attending such an 
interview would need to have the ability to make this judgement. 
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Sexual Abuse - Procedure Flowchart 

 

Student or Friend of 
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Member of Teaching or 
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Head of House 

 

Counsellors 
 

Parents 

 

Appropriate 
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See No 6 under 
Procedures 

 
Senior 

Management 
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COMPLAINTS OF SEXUAL ABUSE AGAINST STAFF 

 
 
Guidelines 
 
1. Student or staff member who alleges sexual abuse by staff member may seek 

assistance from any member of staff or another student. 
 
2. Principal and/or Counsellor to be informed.  Counsellor must tell Principal of alleged 

sexual abuse. 
 
3. Principal informs staff member of allegation. 
 
4. Allegation is investigated by Principal using appropriate services i.e. Student Support, 

Children and Young Persons Services, PPTA, BOT, Police. 
 
5. If allegation is found to have substance discipline procedures as per relevant 

Employment Agreement will apply. 
 

 
Notes: 
All information/discussion will be confidential to the staff involved. 
 
Allegations and response by school to be kept on staff member’s file in Principal’s 
Assistant’s Office. 
 
 
Physical Assault upon a Staff Member 
 
When an assault upon a staff member by a student occurs. 
 
1. Ensure the safety of the assaulted staff member. 
 
2. Inform Senior Management immediately. 
 
3. Senior Management to interview the victim and the student responsible for the 

assault. 
 
4. Appropriate witnesses to be interviewed.  Written documentation to be kept. 
 
5. Senior Management to decide on appropriate consequences to the student which 

could include notification to Police and suspension. 
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THEFT 

 
 
Students and staff should be able to bring property to school without fear of it being 
interfered with or taken. 
 
Prevention strategies 
 
·  Discourage students from bringing expensive brand clothing, money, jewellery and 

other valuable belongings or gear to school.  If it is unavoidable, encourage students 
to secure them at the Student Office. 

 
·  Discourage students from leaving bikes and helmets unsecured in the racks. 
 
·  Request that where possible monies coming into the school for fees and activities be 

in the form of cheques made payable to the school and not in the form of cash. 
 
·  Encourage students to label indelibly all personal property. 
 
·  Students to have secure locks on lockers. 
 
·  Students only permitted to visit lockers before school, in the first and last 10 minutes 

of interval and lunch hour and after school. 
 
·  Strongly encourage students not to leave bags unattended. 
 
·  Ensure that windows are closed and doors are locked, when classrooms containing 

belongings or valuable equipment are not being used. 
 
·  Confine storage of school and personal equipment or valuables to secure locations. 
 
·  Maintain procedures whereby staff and students must sign out school equipment so 

that its location is known at all times. 
 
·  Maintain procedures in which staff personal insurance is used if items borrowed from 

school are stolen. 
 
·  Encourage staff and students to report to Senior Management the presence of 

unidentified visitors or trespassers and the exceptional movement of all persons. 
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Immediate Response Strategies 
 
Report all thefts, losses immediately to Student Office and fill in appropriate form. 
Student Office to notify Head of House and/or Senior Management of theft or send student 
to HOH or Senior Management immediately if there is a prospect of quick action retrieving 
stolen property. 
 
HOH/Senior Management to interview persons who can provide information regarding the 
theft and to record all pertinent information. 
 
Search and seizure to be undertaken according to policy. 
 
 
Intervention and Follow-up Strategies 
 
·  Liaise with and report back to victim.  At all times regard for victim must be of 

paramount consideration. 
 
·  Inform and meet with the parent(s)/caregiver(s) of the student who stole. 
 
·  Decide on appropriate consequences. 
 

- Return of stolen goods or payment of cost/damage of stolen goods 
 
- Run a restorative conference with offender(s) and victim(s). 
 
- Impose punishment: - after school cleanup detentions, one to three day 

Principal’s stand-down, repeated theft - BOT suspension. 
 
- Arrange appropriate guidance and counselling for the student responsible. 

 
·  Document what has happened and place in the file of the student who has stolen. 
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TOBACCO, ALCOHOL AND DRUGS 

 
Rosehill College has a drug free environment.  This applies to all people at all times.  The 
BOT may grant dispensation with respect to the use of alcohol at their discretion for special 
events or functions. Rosehill College has a responsibility for the health and safety, and the 
personal and legal well-being of the students and staff of the school.  The college also has 
an interest in promoting good health practice, based on educational and social policy, both 
within the school and the wider community. 
 
Rosehill College recognises that the consumption of tobacco, alcohol and other drugs can 
impair individual well-being, endanger personal safety and also interfere with teaching and 
learning. 
 
The aim of this policy is to increase the personal well-being of students and staff and to 
promote a safe and healthy school environment. 
 
Prevention Strategies  
 
Education/Curriculum  
To implement a preventive health education programme in the school curriculum, taught by 
suitably qualified teachers, which promotes smokefree and drug-free lifestyle choices. 
 
To intervene in the harmful or inappropriate use of tobacco, alcohol and drugs in a positive 
and supportive manner considering the best interest of the student, staff member and other 
parties concerned. 
 
School Environment  
To promote the health and well-being of the whole school community, Rosehill College has a 
smoke-free and drug free policy. 
 
Guidelines 
 
·  During normal school hours and at times when staff have responsibility for 

students , including field trips, sporting and cultural occasions and social events, 
students and staff will not: 

 
- smoke tobacco, drink alcohol, or use prohibited drugs. 
- inappropriately use prescription or over-the-counter medicines. 
- inappropriately use solvents/inhalants. 
- have in their possession drug related objects such as pipes, bongs, syringes etc. 

 
·  Students and members of the school community are prohibited from possessing, 

selling, supplying, exchanging or negotiating concerning any of the above while under 
the school’s jurisdiction - this means on the way to and from school, at school or on 
any occasion when the staff have responsibility for an individual or group of students. 
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·  Health education will provide opportunities for students to develop social and personal 

skills which foster confidence to make responsible choices about drug and alcohol 
use, and will affirm students who choose to abstain from using alcohol and drugs. 
Parents will have opportunities to participate in alcohol and drug education activities 
through the Parents’ Teachers & Students Association. 

 
·  The smoke-free policy will apply to all persons hiring school facilities at the school and 

will be displayed prominently around the school to inform all members of the school 
community. 

 
·  Staff, students and parents will be informed about the school tobacco, alcohol and 

drugs policy through the school prospectus and/or the staff manual and newsletters. 
 
·  Adult consumption of alcohol at school will be limited to special events or official 

events scheduled outside normal school hours as approved by the Board of Trustees. 
 
·  Staff consumption of alcohol may occur with specific permission of the Principal if no 

students are present, or under care. 
 

Immediate Response Procedures Concerning Alcohol an d Drug Use at 
School by Students 
 
·  Inform Senior Management of any concern regarding substance abuse behaviour.  

Senior Manager will investigate referral by confidential interviewing of persons holding 
information. 

·  Senior Manager may undertake a search of student(s) adhering to school policy on 
search and seizure. 

·  Senior Manager will inform parents/caregivers as soon as possible. 
 
Disciplinary consequences of Tobacco Smoking  
 
First offence  - referral to HOH who will issue an after school detention and send a letter 
home.  The student will also be required to do litter pick up with the Principal after school on 
Friday. 
 
Second offence  - two community service detentions.  Parents will be asked in with the 
student for an interview with the Deputy Principal. 
 
Third offence  - three community service detentions.  Parents and student asked to come in 
for an interview with Deputy Principal who will inform them that a repeat offence will result in 
the student being stood-down for continual disobedience.  
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Disciplinary Consequences of Consumption Possession or Supply of Alcohol 
 
First Offence   
Principal’s stand-down of one to three days is likely to happen. 
Parent/caregivers must have an interview with the appropriate Senior Manager before 
student returns to school.  Counsellor to be involved. 
 
Second offence  
Principal could impose a BOT suspension.  Counsellor to be involved. 
 
 
Disciplinary Consequences of Use, Possession or Suppl y of Illegal Drugs.  
 
Supplying or in possession of a significant quantit y 
Principal imposes an BOT suspension.  Disciplinary Committee to meet to decide whether to 
reinstate or permanently suspend the student. 
 
Notes: 1. Senior Managers will inform the police and pass to them the substance 

concerned. 
 
 2. If a Senior Manager has been told that a student has been selling, supplying 

or smoking illegal drugs at school but the Senior Manager lacks concrete 
evidence to justify a suspension, he/she will talk to the student’s 
parent/caregiver about this. 

 
 3. Search of a student may be made as long as the search and seizure 

procedure is followed. 
 
 
Use of or in possession of a small quantity 

1. Principal’s stand-down to 5 days is likely to happen. 

2. Placed on the KickIt programme which involves a contract with the school, police, 
parents and student and regular drug testing. 
This programme lasts for one year. 

 
CELL PHONES 

 
 
Students are not allowed to use cell phones during school hours. The reason for this is to 
reduce the opportunity for txt bullying. If a teacher sees a student with a cell phone during 
school hours they are to confiscate the cell phone and hand it to the Student Office. 
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TRESPASSING 

 
 
Definition: 
Trespassing is the presence of unauthorised persons on school property. 
 
 
Prevention Strategies  
·  Place signs requesting visitors to report to the main office where they will sign in and 

be given an identification label. 
 
·  Roster staff to be on duty at main entrances and grounds at interval and lunchtime. 
 
·  Duty roster staff included in daily bulletin. 
 
·  Instruct and encourage students and staff to report immediately to management or 

office staff, trespassers or visitors whose identity is unknown. 
 
·  Register to be kept in main office to record persons with trespass orders on them. 
 
 
Immediate Response Strategies 
 
·  Approach unidentified visitors in a courteous but firm manner and ask the nature of 

their visit. 
 
·  Either ask suspected trespassers to identify themselves and request that they leave 

and inform Senior Management of their presence. 
 
 
Further intervention Strategies  
 
Senior Management Team will contact the police concerning trespassers who become 
abusive or threatening. 
 
Request that the Police issue a trespass order to repeating offenders and inform all staff 
about persons who have been issued with such orders. 
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VANDALISM  (includes graffiti)  

 
Definition:  
Vandalism is the wilful damage of school, staff or student property. 
 
 
Prevention Strategies 
 
·  Develop and maintain a positive school climate which encourages a caring and 

protective attitude towards the school environment. 
 
·  Ensure that it is safe for students to give confidential information to staff. 
 
 
Immediate Response Strategies 
 
·  Report damage immediately to the Property Manager by recording relevant details 

and place the information in his pigeonhole;  serious damage should be reported 
immediately to management staff. 

 
·  Report graffiti to Senior Management or Property Manager, who will photograph 

graffiti and keep a file. Involve Matua Charles who will use his team to identify the 
tagger. 

 
·  Repair or eradicate damage within four hours. 
 
·  Interview all persons who can provide information. 
 
 
Follow Up Strategies 
 
·  Contact the parent(s)/caregiver(s) and arrange a meeting with the student 

responsible. 
 
·  Require restitution, removal or repair of damage where appropriate. 
 
·  Impose a stand-down in serious cases. 
 
·  Notify the police in cases where the alleged perpetrator is not a student of the school. 
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WEAPONS 

 
 
Definition:  
Weapons are defined as anything used or intended for use in causing death or injury to 
persons whether designed for such purpose or not.  Furthermore, weapons are anything 
used or intended for use for the purpose of threatening or intimidating any person; replica 
weapons fit this category. 
 
Prevention Strategies 
 
·  Communicate clearly that weapons (including replicas) are strictly prohibited on 

school property or at school-sponsored events.  Indicate serious disciplinary 
consequences will ensue, including at least contact with parents. 

 
·  Encourage students to report any weapons or potential weapons to school staff on a 

confidential basis. 
 
·  Develop procedures for students to follow where, as part of a specific programme or 

event, the teacher-in-charge has requested that a weapon or replica be brought into 
the school. 

 
·  Monitor the supervision, storage and access of any equipment or material that can be 

used as a weapon.  For example, craft knives and bladed items required in specialist 
subjects should be provided, not brought to school, and counted in and out each 
lesson. 

 
·  Communicate clearly that there is no tolerance towards misuse of such tools (e.g. 

fooling around, horseplay, joking etc.). 
 
 
Immediate Response Strategies 
 
·  Respond to the reported presence of a weapon by immediately informing senior 

management staff. 
 
·  Contact the police as appropriate. 
 
·  Isolate the individual(s) concerned and/or isolate other students and staff to remove 

them as much as is possible from potential danger. 
 
·  Keep students in the classrooms, hold the bell, announce that students are not to 

change classes, and remove students from the immediate area as appropriate. 
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Intervention and Follow Up Strategies 
 
 
Possession of a Weapon 
 
When an individual is found to be in possession of a weapon: 
 
·  The weapon will be confiscated and secured by either senior management staff or 

Police as appropriate. 
 
·  The Police may be notified by Senior Management staff; in the case of a loaded gun, 

the Police must be contacted immediately. 
 
·  The weapon may be released to the police or parent/guardian at a time deemed 

appropriate by the Principal. 
 
·  A stand-down may be imposed. 
 
·  The school may recommend to the Police that charges be laid. 
 
 
Threat to Use a Weapon and Use of a Weapon 
 
When an individual in possession of a weapon threatens to use it or uses it: 
 
·  The weapon will be confiscated and secured by Senior Management staff or Police as 

appropriate. 
 
·  The Police may be contacted. 
 
·  A Principal’s stand-down or suspension may be imposed. 
 
·  The school may recommend to the Police that charges be laid. 
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HIV/AIDS AND OTHER BLOOD-BORNE VIRUSES 

 
 
Procedure 
 
Disclosure of Information 
 
(a) When a child is enrolled at Rosehill College they and their parents are made aware of 

this policy. 
 
(b) If a child has HIV/AIDS or other blood-borne viruses, it is recommended that the 

Principal be informed of this by the child’s parents prior to the child’s start at school.  
This will enable the school to work with the parents to provide the best possible 
support. 

 
(c) The Principal with the parents’ consent, will let the nurse know and any other staff 

members (e.g. Student Support, Heads of Houses, Senior Management) who the 
parents and Principal consider should know, so as to give support to the child. 

 
(d) The College will not inform the parent body of a child’s HIV Hepatitis or other blood-

borne viruses. 
 
Involvement with Parents and Local Community 
 
(i) If it becomes known in the community that a student with HIV/AIDS is attending the 

school, the Board will: 
 
 - invite health professionals to work with the student community 
 - provide opportunities for open discussion, e.g. a parent meeting 
 
 
Education Programmes 
 
(i) Opportunities to be provided for staff to participate in professional development in 

health and safety areas. 
 
(ii) Health education for students to include programmes to develop the knowledge, 

understandings, skills and attitudes necessary for students to deal confidently with 
matters surrounding HIV/AIDS and other blood-borne viruses. 

 
(iii) Health programmes to be based on the health and PE Curriculum. 
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Procedures for Staff 
 
(i) Guidelines for Infection control: 
 
 1. Before treating a child who is bleeding, make sure you cover any cuts or 

abrasions with a water-proof dressing. 
 
 2. Wear gloves for all procedures. 
 
 3. Don’t delay treatment of a child who is bleeding, under any circumstances 

because gloves are not immediately available.  Use an absorbent barrier such as 
a towel, paper towel, handkerchief, etc for an actively bleeding child. 

 
 4. Dispose of used gloves, soiled dressings, sanitary towels, tissues, etc in a place 

where they will not be handled, e.g. in bags which are burnt or buried. 
 
 5. Wipe clean and then sterilise all surfaces and instruments contaminated with 

blood.  Make sure you use an effective disinfectant, e.g. (one volume of 
household bleach to nine volumes of cold water). 

 
 6. Soak surfaces for 20 minutes and then wipe dry.  Prepare a fresh solution 

immediately before you want to use it. 
 
 7. Wash hands thoroughly when you have finished.  Hand washing is usually 

adequate for non-blood secretions, but the above precautions (i.e. gloves, etc) 
can be used. 

 
 8. Make sure that first-aid kits include disposable gloves, disposable wipes or 

towels, plastic bags for contaminated waste, a skin disinfectant and a bleach 
solution (or hypoclorite solution/or granules), with instructions for use. 

 
(ii) Cleaning staff to have guidelines for disposal of contaminated wastes. 
 
(iii) First aid kits are to be kept in the Health Centre, Technology Workshops and 

Gymnasium. 
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PRIVACY PROCEDURES 

 
 
Purpose 
 
The purpose of these privacy procedures is to promote and protect individual privacy with 
regard to: 
 
(a) the collection, use and disclosure of information relating to individuals 
(b) access by each individual to information relating to that individual held by the school. 
 
In complying with the provisions of the Privacy Act 1993, the Board will appoint at least one 
Privacy Officer.  The Privacy Officer will be the Associate / Deputy Principal responsible for 
Pastoral care. 
 
The procedure will be designed to comply with the principles contained in the Privacy Act 
1993 which specify requirements in terms of: 
 

·  Purpose of collection of personal information 
 
·  Source of personal information 
 
·  Collection of information from subject 
 
·  Manner of collection of personal information 
 
·  Storage and security of personal information 
 
·  Access to personal information 
 
·  Correction of personal information 
 
·  Accuracy, etc, of personal information to be checked before use 
 
·  Agency not to keep personal information for longer than necessary 
 
·  Limits on use of personal information 
 
·  Limits on disclosure of personal information 
 
·  Unique identifiers 
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Access to Students During School Hours 

 
1. Requests by Parent/Caregiver to see a student duri ng school hours  
 
 (a) At all times we must be certain that the person wanting to see a student is the 

parent/caregiver of the student.  There are times when we have been told that a 
parent does not have access to a student.  Student Office, SMT and HOH need 
to know which students these are.  If there is any doubt refer the person wanting 
access to a Senior Manager or the student’s Head of House. 

 
 (b) If the reason why the parent/caregiver wants to see a student is an obvious one, 

e.g. need a key to get in to home, or a family problem that has just happened, 
e.g. accident, bereavement, the student can be sent for.  There could be 
occasions that you need to find a quiet space for the parent to talk with the 
student. 

 
 
2. Request by a friend or a relation to see a student  
 
 We do not allow this.  If this is challenged refer to Senior Management Team or Duty 

Head of House who will ask the reason for this and contact parents if need be. 
 
 
3. Request by Police to see a student 
 
 This is to be referred to Senior Management Team or the student’s Head of House.  

As a general rule, the Police are not to interview a student unless parent/caregiver’s 
permission has been obtained.  The exception to this is if the Police have a safety 
issue for the student which involves the parent/caregiver.  An adult is to be present 
while the interview takes place. 

 
 
4. Request by a Government Agency to see a student 
 
 This is to be referred to Counsellors, Senior Management Team or student’s Head of 

House.  Wherever possible parent/caregiver be notified that this is happening.  At all 
times an adult must be present at the interview.  Access will be allowed if there is a 
safety issue for the student. 
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Access to Information on Students 

 
 
These procedures are based on Principles 6, 10 and 11 of the Privacy Act. 
 
 
1. Access to Personal Information 
 
 An individual has the right to have access to information about him/her. 
 
 
2. Access of Information to Others  
 
 (a) Information can be given to others if the written permission of a student is given. 
 
 (b) Attendance information .  If the request is from a parent/caregiver information 

can be given. 
 
 (c) Information on academic attainment can be given to other schools. 
 
 (d) Information can be given if it is needed to maintain law or for public breach or 

safety reasons.  All such requests must be approved by Senior Management 
Team or the student’s Head of House. 

 
 (e) Information can be given if it is needed to protect life or health of an individual.  

All requests must be approved by Senior Management Team or the student’s 
Head of House. 

 
Commonsense is the key way to approach requests for disclosure of information about 
students.  Information can be disclosed if that is the reason for collecting it.  If in doubt talk to 
one of the Senior Management Team. 
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Multi – Cultural School 

 
Introduction 
 
Our college is becoming increasingly multi-cultural.  Students from different cultures must 
feel welcomed and included. 
 
Procedures 
 
1. International fee paying students are initially enrolled by the Director of International 

Students.  They must then be introduced to their Head of House who will complete the 
enrolment. 

 
2 A student committee has responsibility for organising cultural activities during the 

year.  This includes a cultural week in which different cultures are celebrated. 
 
3. Performing arts groups from different cultures are encouraged to enter festivals and 

perform at school assemblies. 
 
4. Classroom practices reflect customs of different cultures as appropriate e.g. the 

removal of shoes in the Japanese and Maori teaching rooms. 
 
5. Heads of Houses are sensitive to the customs of different cultures and approve 

exceptions to uniform regulations as required and approve absences from school for 
culturally significant holidays. 
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NOTIFICATION OF ACCIDENTS 

 
Procedures – Students 

 
1. If a student has an accident the Nurse administers First Aid and arranges  appropriate 

follow up.  e.g.  either organise a taxi to take the student to Counties Care or call an 
ambulance  and contacts parents. 
 

2. The accident is recorded in the Health Centre Day Book. 
 
3. OSH documentation of accidents and incidents is completed as required. 
 
4. If the Nurse becomes aware that there are areas in the college that are unsafe as 

they are contributing to accidents, the Property Manager and Associate / Deputy 
Principal responsible for Health and Safety are informed. 

 

 
Staff 

 
1. If a staff member has an accident First Aid is administered if required and OSH 
 Documentation completed. 

 
2. The Department of Labour and the Principal are notified if the accident falls 
 within the Labour Department definition of serious harm as per the Health and 
 Safety in Employment Act 1992. 
 

 
Management and Administration of Medical  
Over the counter Medication 

 
1. Over the counter medication (Panadol, cough medicine, aspirin) if dispensed is 
 recorded in the daybook. 

 
2. On the enrolment form parents/caregivers are asked if they give permission to the 
 school nurse to give their child Panadol/aspirin/cough medicine if needed. 

 A register of students who parents/caregivers who have said no to this is kept in the 
Health Centre. 

 
3. If the Nurse considers a student is becoming a frequent user of over the counter 
 medication she will counsel the student to discuss the issue at home and seek 
 medical advice. 

  
 If this does not resolve the Nurses concern she will talk with the students 
 parents/caregivers. 
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Prescription Medicine  
 
1. Prescription medicine is stored in a locked cupboard. 

 
2. A form is issued to parents/caregivers who request the Nurse dispense the 
 medication authorising the Nurse to do this. 

 
 
Other  
 
Medical conditions that require medication in a case of emergency e.g.  asthma and allergies 
are identified by the Nurse from the enrolment form.  Parents/caregivers are  contacted and 
asked to supply the medication.  Authority forms are issued. 

 
 


