Staff List 2009
	Adamson, Ian, Mr
	AD
	Physical Education

	Aitchison, Howard, Mr
	AC
	HOH Taikura, English

	Aitchison, Linda, Mrs
	AS
	Social Studies   

	Anderson-King, Tracey, Mrs
	
	Library Assistant and Arts Coordinator

	Atkinson, Stephen, Mr
	AN
	Accounting, Economics & Business Studies

	Aw, Kartika, Miss
	AK
	HOD ESOL, Japanese

	Banham, Sue, Mrs
	SB
	HOD Music

	Bashar, Nazmul, Mr
	NB
	Mathematics

	Bell, Irene, Mrs
	IB
	MU English

	Benjamin, Ryan, Mr
	BN
	Drama, Music, English

	Bennett, Nadia, Miss
	BT
	Asst. HOD Social Studies, Geography

	Bethell, Jack, Mr
	
	Groundsman

	Bigham, Tania, Mrs
	BM
	Physical Education

	Blackbourn, Delwyn, Mrs
	
	International Students Co-ordinator

	Blank, Lisa, 
	
	Gateway Co-ordinator

	Bolt, Stacey, Ms
	BL
	HOD Drama

	Botha, Gray, Mr
	BA
	Physics/Electronics/Science

	Bourgeois, Cécile, Ms
	BU
	French

	Briant, Vicki, Miss
	BR
	Science, Biology

	Brown, Noeline, Mrs
	
	Principal's Assistant

	Burnell, Janeen, Mrs
	
	Teacher Aide

	Caffery, Valerie, Ms
	VC
	Asst HOD Mathematics

	Chernosky, Jillian, Miss
	CN
	Drama/Dance

	Chitty, Rachel, Miss
	
	Receptionist

	Clarke, Brian, Mr
	CA
	Mathematics

	Clarke, James, Mr
	CK
	Deputy Principal, English

	Conway, Fiona, Mrs
	
	Canteen Assistant

	Crisinel, Paula, Ms
	CS
	Guidance Counsellor

	Curtis, Dianna, Mrs
	
	Photocopy Clerk/Data Assistant

	Dean, Sandy, Ms
	
	Student Office Assist., Attendance Officer

	Dixon, Gail, Mrs
	
	Head of House Admin Assistant

	Djamali, Jamal, Mr
	JJ
	Technology Automotive

	Duff, Greg, Mr
	DF
	HOD Media Studies

	Dyer, Nicola, Mrs
	
	Resource Room Assist./Student Office Receptionist

	Edgar, Ann, Mrs
	
	Food & Textiles Technician

	Everitt, Cheryl, Mrs
	CE
	Maths (part time)

	Flynn, Matthew, Mr
	MF
	Asst HOD Physical Education

	French, Margaret, Mrs
	
	Student Office Reception

	French, Rachel, Ms
	RF
	History and Social Studies

	Furniss, Gaylene, Mrs
	
	Sports Assistant

	Gayner, Tracey, Miss
	
	Community Education Co-ordinator

	Gedult, Terence, Mr
	
	Property Manager

	Goldthorpe, Meg, Ms
	GE
	Head of EOTC

	Gray, Briar, Mrs
	BG
	Technology, Food & Nutrition

	Green, Julie, Mrs
	JG
	HOF Business Ed., GATE Co-ordinator MU

	Greenhow, Karen, Mrs
	
	Accounts Manager

	Gu, Mingzhu, Ms
	MG
	Mathematics

	Guthrie, Karen, Ms
	
	Relief Nurse

	Hainsworth, Sarah, Mrs
	HN
	Assist. HOD Physical Education & Health (On Leave)

	Hatton, Melissa, Miss
	HT
	Art/Art History

	Hawkins, Angela, Ms
	HW
	HOF Mathematics

	Herst, Janet, Mrs
	
	Assistant to Associate Principal

	Hewitt, Nicola, Mrs
	NH
	Acting HOD Biology

	Higgott, Pamela, Mrs
	
	Teacher Aide

	Hohaia, Charles, Mr
	HH
	Kaimanaaki

	Holley, Trevor, Mr
	TH
	Technology (part time)

	Hooks, Jacqueline, 
	HS
	Physics

	Horacek, Miriana, Ms
	HK
	HOF Science (on leave)

	Hubbard, Bill, Mr
	HB
	Deputy Principal

	Hunt, Juelle, Miss
	
	Student Office Manager

	Hunt, Patricia, Mrs
	HU
	Food Technology/Hospitality

	Iyadurai, Rajah, Mr
	ID
	Mathematics

	Jenkins, Faye, Mrs
	
	Careers/Library Assistant

	Johnston, Cindy, Ms
	JS
	English

	Jones, Carmel, Mrs
	
	Librarian

	Kaisser, Philippa, Mrs
	
	Assistant to Deputy Principals

	Kerr, Noel, Mr
	NK
	HOF Technology

	Knight, Lizzy, Miss
	KH
	Acting HOD Geography

	Koppens, Jan, Mrs
	
	Science Technician

	Kramer, Antoinette, Mrs
	KA
	Music

	Kumar, Jitend, Mr
	KU
	Mathematics

	Lacey, Hamish, Mr
	LC
	Science/Biology

	Lawson, Linda, Mrs
	
	Teacher Aide

	Lawson, Wendy, Mrs
	
	Science Technician

	Ledington, Murray, Mr
	
	Technology Technician

	Lendrum, Bob, Mr
	RL
	Mathematics, Bus Controller

	Loveday, Stephanie, Ms
	
	Assessment & Reports Data Assistant

	Lyon, Katy, Miss
	LN
	Art

	Macann, Graeme, Mr
	GM
	Principal

	Mackay, Desna, Ms
	MK
	HOH Kahurangi, Biology

	Malhotra, Jay, Mr
	MT
	Science, Electronics, Physics

	Mansell, Barbara, Ms
	
	Archivist

	Marinovich, Kylie, Miss
	MV
	Art

	Marr, Judi, Mrs
	
	Sports Co-ordinator

	Marshall, Colin, Mr
	
	Property Maintenance Officer

	Marshall, Paula, Miss
	MS
	Physical Education

	Matich, Florence, Miss
	FM
	Senior Administrator, HOD Food Technology & Design Fabric

	McConchie, Karen, Mrs
	KM
	HOD Careers, STAR

	McConchie, Steve, Mr
	SM
	HoH Pounamu, Social Studies, Geography

	McCullough, Joanne, Mrs
	
	Canteen Manager

	McHardy, Robert, Mr
	RM
	HOD Learner Support

	McLagan, Jamie, Mr
	MC
	Physical Education

	McLean, Christine, Ms
	
	Canteen Assistant

	McLeod, Christine, Mrs
	CM
	HOD Office Systems

	Middleton, Ewen, Mr
	EM
	HOF English

	Milne, Janet, Ms
	MI
	HOD Student Support

	Mitchell, Philip, Mr
	
	Groundskeeper

	Mockridge, Janice, Mrs
	JM
	HOD Computer Studies

	Morgan, Heidi, Mrs
	
	School Nurse

	Morgan, Philip, Mr
	MN
	HOD TAPs, Acting SCT

	Mulder, Gerard, Mr
	MD
	Technology

	Muringer, Marie-Laure, Ms
	ME
	French (On leave)

	Nath, Saroj, Mrs
	SN
	English (On leave)

	Nellore, Gopal, Mr
	NL
	Mathematics

	Neville, Renee, Mrs
	NV
	Art, Te Kotahitanga Deputy Co-ordinator

	Nguyen, Hannah, Mrs
	
	Pay-Roll Officer

	Nippard, Lianne, Ms
	ND
	Asst HOD Art

	Oliff, John, Mr
	OF
	Asst HOD Technology

	Olver, Garry, Mr
	GO
	Deputy Principal, Chemistry

	Osborne, David, Mr
	OB
	Art

	Pakeho, Alma, Ms
	
	Ambassador

	Palmer, Glenda, Ms
	PM
	HoH Manutaki, French

	Palmer, Stuart, Mr
	PA
	Science, Laboratory Manager

	Parrey, Robyn, Ms
	
	Accounts Clerical Assistant

	Pearce, Rosalie, Mrs
	
	Canteen Assistant

	Pearse, Gay, Ms
	GP
	HOD Spanish  (part time)

	Pommarède, Sue, Mrs
	SP
	HOF Languages

	Potae, Freda, Mrs
	
	Kapahaka Cultural Co-ordinator 

	Prahaladh, Dhiraj, Mr
	DP
	HOD Physics, Science

	Prahaladh, Prunelle, Mrs
	PD
	English, Social Studies 

	Prossor, Stuart, Mr
	PR
	English

	Pryor, Victoria, Miss
	PY
	Drama & Dance, MU Timetable

	Rassell, Diann, Mrs
	
	Resource Centre Manager

	Raynes, Rhonda, Mrs
	RN
	Mathematics

	Rennell, Merrick, Mr
	MR
	HOD Physical Education and Health

	Robinson, Deborah, Ms
	RS
	RTLB

	Robinson, Helen, Miss
	RO
	English

	Robinson, Ria, Mrs
	RR
	Accounting & Business Studies

	Rosedale, Naomi, Mrs
	RD
	English

	Ryland, Vicki, Mrs
	
	Cashier

	Sanderson, Denise, Ms
	DS
	English (part-time)

	Sands, Marisa, Mrs
	SD
	Mathematics

	Schouten, Erica, Ms
	SU
	English 

	Scott-Knight, Susan, Mrs
	SC
	English

	Serfontein, Christiaan, Mr
	SF
	Technology

	Siber, Liz, Ms
	LS
	Assistant HOD Mathematics

	Smith, Ian, Mr
	IS
	English

	Smith, Mavis, Mrs
	SI
	Science, Physics (part time)

	Spackman, Shane, Mr
	SK
	HOF Social Science, HOD Classics & History

	Stanley, Theresa, Mrs
	ST
	Director of Library Services

	Stanning, Sean, Mr
	SS
	Acting HOF Science

	Strachan, Mike, Mr
	
	Magazine, School Photography

	Sudhakar, Kushum, Mrs
	KS
	Technology Food & Nutrition

	Sweetman, Hollie, Miss
	SE
	Social Studies & History

	Taylor, John  , Mr
	JT
	HOH Rangatahi

	Templeton, Louella, Ms
	
	Teacher Aide

	Te'o, Joanne, Mrs
	TE
	Assistant HOD English

	Tilley, Glenda, Mrs
	
	Teacher Aide

	Torrealba Tronscoso, Karen, Miss
	TA
	Spanish

	Turner, Laura, Miss
	TR
	English

	Turner, Wiremu, Mr
	WT
	TIC Maori

	Poelman, Aletta, Ms
	PL
	HOD Chemistry

	Waanders, Sally, Mrs
	WA
	HOD Art  

	Walters, Regina, Ms
	
	Teacher Aide

	Webb, Gemma, Ms
	WB
	Science, Biology

	Whitworth, Susan, Mrs
	WW
	Geography and Social Studies, MU Geography, SCT (On leave)

	Williams, Steve, Mr
	SW
	HoH Atawhai, Technology

	Wilson, Tanya, Ms
	WL
	Art 

	Wolken, Nicola, Miss
	WK
	History and Social Studies

	Wudrich, Andrew, Mr
	AW
	MU Sport, Physical Education, Elite Sports Programme

	Wynne, Christopher, Mr
	CW
	Physical Education  Te Kotahitanga Co-ordinator 

	Ye, Felix , Mr
	YE
	Director of International Students

	Yoxall, Brenda, Mrs
	BY
	HOD Economics, Social Studies, TAPS


     
Rosehill College: What is this place about?
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Some comments from Graeme Macann (Principal)

Our commitment to each other and to the students and their parents/caregivers is to:

· Ensure that all students experience effective teaching

· Support students’ learning by engaging with families and whanau

· Use evidence-based practice 

· Address barriers to learning

· Ensure that our students enjoy success appropriate to their abilities

· Provide for ongoing professional learning for our staff

Michael Fullan is an accessible writer on issues affecting schools. He was in New Zealand recently commenting on the Educational Leadership Best Evidence Synthesis amongst other things. He notes that great organisations, including great schools, have the following characteristics:

· They choose the right people and put them in the right positions.

· They are able to face the often harsh realities of their environment without losing faith.

· They transcend the ‘curse of competence’.  That is, they aim to be great, not just good.  Being good is not enough.  If we’re satisfied with just being good then we may not strive, collectively, to be great.

· They have a culture of discipline.  That is, disciplined people, thought, actions.  Combine that with forward looking vision and you have what he calls ‘the magical alchemy of great performance.’

(Fullan, The Moral Imperative of School Leadership, 2003)

Our 2009 Development Plan will focus on particular issues in the learning and teaching environment that we provide for students and staff. In particular it will focus on 

· Enhancing our Learning Culture at Rosehill College

· Inducting staff and Year 9 students successfully into the College

Our Mission Statement says: ‘Together we provide an environment for personal excellence’. This means we will have a commitment to student academic, sporting, artistic and cultural achievement and a commitment to providing the resources that will make those achievements possible. We will endeavour to meet the individual and collective needs of students as they strive to be successful in a variety of school settings. In doing so we will have processes in place that align us to the Schooling Strategy 2005-2010: Making a Bigger Difference for all Students with its focus on effective teaching, collaborating with family and whanau and using evidence-based practice. To support our work with students we will support our staff by being good employers, by providing for ongoing professional learning and training, and by promoting the principles of Equal Employment Opportunities. We will provide an environment for students and staff which is free from any forms of harassment and bullying. We will also develop positive and effective links with our contributing schools, with relevant tertiary institutions and with our community.

In particular our vision will encompass developing:

· Students whose behaviour will reflect the school’s values, namely excellence, respect, honesty, commitment to learning and participation.
· Students who have a commitment to learning of all kinds; academic, vocational related, artistic, cultural and sporting.
· Students who will develop a ‘can do’ attitude and who will develop resilience in the face of learning challenges and the personal and social challenges that teenagers often face. 

· Students who will aspire to be good citizens at school and in their communities and who will desire to participate in a range of activities at school and beyond.

· Students who appreciate and care for the school environment and their environments beyond the school. 

· Students who are growing confident in their self identity and who have a thirst for  knowledge about their own culture and heritage.

· Students who appreciate and can celebrate diversity and are tolerant of all cultures.

· Students who demonstrate pride in themselves and their school.

Dealing with change

Coping well with change is as important in a school environment as it is in any other professional environment.  We would find it strange and unacceptable if an engineer, doctor or even dentist said they didn’t have much engagement with the latest technology available in their area of work. So it is with teaching and school administration. It’s imperative that we provide resources to allow students, teachers and other staff to use the best of current relevant technology. We should also use what technology we can to provide opportunities for parents and caregivers to engage as fully as possible with the school.

We are committed to self review. We will continue to evaluate the way we work to ensure that we respond as well as we can to a ever changing environment.  

When we focus on changes we will

1. Ensure to the best of our ability that the proposed changes will improve the learning environment for students;


2. Consult as widely as we reasonably can to give all those who have a stake in the issues a voice;


3. Recognise that differences of opinion in a professional setting are normal, healthy, to be encouraged;


4. Accept that in a large organisation such as this one it is certain that some decisions may not be wholly to our liking.  We will, nevertheless, accept them because we had the opportunity to be part of the consultative process – we had our say.


5. We will also have the good grace to say so when we get things wrong, as we will from time to time.

Staff Dress

We do expect our students to dress formally and staff are expected to do the same.  Please dress in a manner that reflects the professional status we wish to preserve.

This means the following are inappropriate:

Anything which might be considered beach wear

Denim jeans of any colour

Cargo type/beach trousers/shorts

Joggers/running shoes

Rubber beach type jandals

Crop tops/singlet type tops/casual T shirts

Logo/illustrations which advertise alcohol or cigarettes

PE staff may have to make exceptions given the nature of their particular activities.

If your dress is considered inappropriate you will be approached by a senior member of staff.  Please do not take any offence if this happens.  It will be a simple matter of providing information about our expectations
Board of Trustees
The Rosehill College Board of Trustees, established under the Education Act, is the controlling authority of the school.  The Board has responsibility for:

1.
Control and management of the school.

2.
Appointment and suspension of teachers and other staff.

3.
Maintenance of grounds, buildings, services and equipment.

4.
Expenditure of the finance allocated to the school by way of bulk funding.

5.
Suspension and exclusion of pupils.

The constitution of the Board provides for:

5 members elected by parents of College pupils


1 member elected by teaching staff


1 member elected by students


Up to 3 members who may be co-opted onto the Board.

The Board elects a chairman and deputy chairman from amongst its own members.

The present Board was elected in 2007 to serve until the next election in 2010.   Its members are:


Mr I Alexander

Deputy Chairperson


Mr G Macann

Principal


Mr B Holland

Mrs K Marr





Ms D Howard-Afeaki
Mr G Pepper
Mr J Dempsey


Mrs A Hawkins

Staff Representative


Rosie Archer


Student representative


Mrs N Brown


Minute Secretary

(Chairperson to be appointed at the February Meeting)
Management and Decision Making Structures 2009
The Senior Management Team consists of:

Graeme Macann (Principal)

Sue Blakely (Associate Principal)

James Clarke (Deputy Principal)

Garry Olver (Deputy Principal)

Bill Hubbard (Deputy Principal)

The SMT meets once a week, reports to the board of trustees and holds ultimate decision-making power in all matters.  The principal chairs the SMT.

Pastoral Care Team
Bill Hubbard

Janet Milne

Paula Crisinel

Rob McHardy
Charles Hohaia

Desna Mackay
Glenda Palmer

Howard Aitchison 
John Taylor

Steve McConchie 
Steve Williams
The role of the HOHs will be:

1.
To accept overall responsibility for the welfare, behaviour and academic progress of students in their House.

2.
To address discipline concerns in relation to house students.

3.
To work with Student Support network to ensure students’ needs are met.

4.
To work with tutors to ensure tutor time is used appropriately and students are monitored.

5.
To be pro-active in the implementation of Safe School policies

6.
To support and foster leadership within the House Group.

7.
To enforce correct wearing of school uniform.

8.
To be pro-active in the professional development of staff as it relates to the above activities in conjunction with the PD Committee.

9.
To meet all NEGs and NAGs as appropriate.

Faculty Heads

Primary role

To administer the work of staff and HODs in the faculty in order to ensure that all staff focus on improving student achievement.

Tasks:

· Lead and communicate with Heads of Department and MU holders in the faculty.

· Attend BOS meetings (not Student Support since the BOS is essentially a curriculum and assessment group), and disseminate information to HOD’s and MU holders.
· Run department and faculty wide meetings as necessary and appropriate.

· Ensure that all information required for reporting and NZQA processes is updated and available in a timely manner.

· Be responsible for ensuring that all department budgets are prepared by Heads of Departments.

· Ensure that all departmental and faculty budget requests are co-ordinated and integrated where appropriate.

· Present all budgets, professional development and resource requirements to the SMT person responsible for the faculty in the normal appraisal cycle.

· Ensure that all staff in the faculty are appraised and carry out all their appraisal obligations.

Other Teams:

Arts Education (including HODs Art, Music and Drama)
This team will not operate exactly like a faculty.  Each department will act independently as a department and each HOD will carry out standard budgeting and appraisal processes.

The team will have one HOD (selected by the Principal) who will act as the team’s representative on the BOS.  This person will run team meetings of the HODs in the ARTS area when appropriate.  The purpose of these meetings could include discussion and action related to:

· Communication from and to the BOS

· Integrated budget proposal as necessary or appropriate

· Curriculum links between the Arts subjects

Business Studies (includes HOD Computing, Accounting, Business Studies, Office Systems, Employment Skills)

This team will operate in the same manner as the Arts team and will have one representative on the BOS.

Board of Studies

This will include the following people for 2009:

	Sue Blakely (BK)
	Miriana Horacek (HK) (on leave)

	Angela Hawkins (HW)
	Noel Kerr (NK)

	Ewen Middleton (EM)
	Rob McHardy (RM)

	Graeme Macann (GM) will be ex officio
	Shane Spackman (SK)

	Julie Green (JG)
	Stacey Bolt (BL)

	Merrick Rennell (MR)
	Sue Pommarède (SP)

	Sally Waanders (WA) 
	Sean Stanning (SS)


Consultation / Communication

This continues to be a challenge in a large staff, but we need to ensure that everyone feels they have input into major decisions that affect us all - particularly as they relate to classroom practice.  All staff and MU holders and HODs will have input into major decisions through the Monday cycle of meetings.  The link will be through the BOS/Faculty/team leaders/department meetings and staff meetings.  A non-MU holder should expect to be consulted and kept in touch through their meetings with their HOD and/or the HOF.  All HOFs have this important role on their job/task description.

SMT Roles and Responsibilities
Curriculum:

	Associate Principal
Deputy Principal:


Sue Blakely


	Deputy Principal

James Clarke


	Curriculum Area

Mathematics


Learner Support

Careers 

Physical Education

Sport

EOTC



	Curriculum Area
Art

English

Drama

Music

Technology

Computing

	Deputy Principal
Deputy Principal:

Garry Olver

	Deputy Principal
Bill Hubbard

	Curriculum Area
Science
Social Science

Business Studies

Office Systems

Library

Te Reo Māori

ESOL
	Curriculum Area
Student Support
Languages
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ROSEHILL COLLEGE SENIOR ASSESSMENT STATEMENT 2009

	Students must follow these procedures for internal assessments that count towards a qualification


Absence Procedures 

1. Absence from an internal summative assessment, which is outside the control of the student, such as illness, bereavement, an emergency or an important event, the date for which cannot be changed and in which the student has an important role, must be explained to the school before the day of the assessment event or due date. The Head of House will issue the student with a pink Approved Absence From Internal Assessment slip. The student is to take this slip to the teachers concerned before the absence. Activities such as going for a driver’s licence, an appointment with the dentist or on holiday are considered within a student’s control and hence do not qualify the student for a pink slip for any internal assessment missed.

2. If the illness or emergency occurs on the day of the absence, the parent/caregiver should phone the Head of House on the day of the assessment. On the day the student returns to school, they must collect a pink slip from the Student Office and take it to the teacher whose assessment has been missed. The teacher will then make arrangements, if practicable, for the student to complete the assessment.

3. The student must take the pink slip with supporting written evidence/confirmation of the reason for absence to the Head of House for verification. In the case of illness, this means a medical certificate. If the reason for the absence does not meet the approved criteria, then the credits for the assessment will not be awarded, and the HOH notifies the teacher and HOD.

4. If the student does not present the pink slip to the teachers concerned, either before the assessment event or at the first class after the student’s return, there will be no further assessment opportunities for the missed assessment. Upon receiving notification of verification and approval of the absence from the Head of House, via an official pink form and entry in the ‘Approved Absences’ electronic folder on T drive, the classroom teacher concerned will, if feasible, provide another internal assessment opportunity either in the student’s own time or, in cases where another opportunity is planned, in class time. 

Since student evidence is required to make a judgment about performance in an achievement standard or unit standard, the student must complete a task that assesses the standard expressed in the achievement or unit standard in order to attain that award. Hence, no teacher is able to give assessed grades based on different work. 

Late Work Procedures 

A student seeking an extension beyond the deadline specified on the assessment task must do so prior to the deadline.

This extension must be sought from the subject teacher in writing.

Generally, an extension will only be granted when the reason for lateness is beyond the control of the student.

Work for achievement standards and unit standards, which is handed in after the deadline specified on the assessment task without permission, will not be eligible for assessment.

Appeal Procedures

A classroom teacher will give students the opportunity to check the marking of an assessment when it is handed back.

Either party may refer a dispute about the marking of an assessment to the teacher in charge of the course and/or the HOD within 7 school days.

Either party may refer an unresolved dispute about the marking of an assessment to senior management, who will make the final decision.

Work Completion Procedures 

Throughout the year, students are expected to:

Complete all set work.

Maintain full attendance. 

The college reserves the right not to enter a student in particular achievement standard(s) or unit standard(s) if they fail to fulfil these requirements.
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ROSEHILL COLLEGE JUNIOR ASSESSMENT STATEMENT 

Students in Years 9 and 10 must follow these procedures for all assessments.

Absence Procedures 

Absence which is beyond the control of the student must be explained in a note from the parent or guardian to the teacher concerned either on or before the day of an assessment event or due date. In extreme circumstances this may not be possible, in which case, this must happen the day the student returns to school.

Such an absence will be either an illness or bereavement. Absence for activities such as going for a driver’s licence, an appointment with the dentist or on holiday are considered within a student’s control

Late Work Procedures 

A student seeking an extension beyond the deadline specified on the assessment task must do so prior to the deadline.

This extension must be sought from the subject teacher in writing.

Generally, an extension will only be granted when the reason for lateness is beyond the control of the student.

Work that is handed in after the deadline specified on the assessment task without permission, will not be eligible for assessment.

Appeal Procedures

A classroom teacher will give students the opportunity to check the marking of an assessment when it is handed back.

Either party may refer a dispute about the marking of an assessment to the teacher in charge of the course and/or the HOD within 7 school days.

Either party may refer an unresolved dispute about the marking of an assessment to senior management, who will make the final decision
The Professional Development Committee consists of:

Garry Olver (Chair)
Chris Wynne
Stuart Palmer
Bill Hubbard
Irene Bell 
Desna Mackay

Phil Morgan
Rob McHardy
Renee Neville









Shane Spackman
The role of the PD committee will be to:

1.
Encourage and develop a school culture with staff that values PD
2.
Implement PD requests from the SMT, the BOS, the HOHs, HODs and staff on the basis of college wide goals.

3.
Plan Tuesday sessions and other important PD days.

4.
Ensure PD opportunities are made known to staff, and appropriate staff are encouraged to take advantage of PD on offer.

5.
Ensure a database of staff PD is created and maintained both electronically and as part of staff PD portfolios.

6.
Develop PD policy.

7.
Update the PD library.

The PD Committee will consult widely in order to carry out its role; it will report to the SMT.

Professional  Development
The Professional Development Philosophy is based on the following Carol Cardno model – an holistic approach where all 4 areas are to be covered equally.  Professional Development is to be “uniquely” linked to school goals and appraisal.
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There are Nine categories:

(a)
Tuesday Period 1 Staff Professional Development

(b)
National Conferences

(c)
Internal Courses

(d)
Induction for Yr 1, Yr 2 and Teachers new to the school

(e)
External Courses:  Those programmes offered by outside agencies

(f)
Te Kotahitanga
(g) 
Private study subsidy
(h)
Study/travel grant

(i)
Secondary Numeracy Project
Goals

1.
To improve the teaching/learning process.

2.
To provide opportunities for all staff to continue to develop their roles in the College.

3.
To allow every staff member to participate by facilitating in some aspect of staff development.

4.
To provide career guidance and support for career advancement.

(a)
Tuesday Period 1 Professional Development

Each Tuesday Period 1 for 5 out of 6 weeks, there is a one hour p.d. session for all staff from 8.40am to 9.40am.  The programme is put together by the P.D. Committee based on the school goals.  It includes a combination of outside speakers and staff to take the sessions, cross-curricular groups, departments and in-school workshops.
 (b)
National Conferences

1.
If possible applications for attendance is required at the end of the previous year and submitted with the p.d. budget.  Estimates of expected costs to be submitted.


2.
Detailed application to be made two months prior to the conference.


3.
Full reimbursement for transport, accommodation and conference fees.  Type of transport and level of accommodation is to be approved by Garry Olver.


4.
More than one member of the department may attend, but the final number attending is at the discretion of Garry Olver.


5.
Whenever possible, attendance at conference is to be during holidays.

(c)
Internal Courses

1.
To be held 'out of school' hours.

2.
Responsibility of HOD - all other staff to be given an opportunity to facilitate some aspect/s of the course.

3.
Courses to be budgeted for at the end of the previous year.

4.
All staff in the department are expected to attend.

5.
A meal allowance will be paid if the course runs after school and is a minimum of two hours and continues beyond 6pm.

(d)
External Courses

1.
If during school hours - to be kept to a minimum and to be only those which the HOD sees as being absolutely necessary at that time. Explore the possibility of bringing the course to the school and being held outside school hours, and the possibility of inviting other schools.  Consider costs.

2.
Those attending to give appropriate feedback to a Department Meeting
3.
Priority will be given to those courses which return immediate benefit to students and/or those which are necessary as a direct result of the curricula.

Procedure

1.
Having satisfied the above criteria the HOD is to complete the P.D. Application Form, available above pigeonholes.

2.
Pass to Garry Olver 10 days before the course.

3.
Once the course has been approved a staff leave application form must be completed and given to Garry Olver 7 days before leave is taken.

4.
It is the responsibility of the HOD to make the appropriate booking with the outside agency for a staff member to attend an external course.

5.
Hand work (separate paper for each period) to Florence Matich no later than 4.00pm the previous day.

6.
Report back to the Department at the next meeting.

(e)
Private Study Subsidy

1. Up to $500 or 50% of course fees, travel or accommodation for out of town workshops, which ever is less, will be paid.

2. The costs for travel and accommodation must be applied for prior to attending the workshop.

3. The course must be relevant to teaching and learning.

4. A refund is expected if the course is not completed.

5. Application should be with the P.D. Committee prior to the end of Term 1

(f)
Research Grant


1.
The grant is up to $10,000 per year.


2.
Available to one or more applicants


3.
Application can be made any time but as much time as possible should be given so the application can be considered.


4.
See Garry Olver for further details.

The Information and Communications Technology Committee (ICT) will consist of:

James Clarke (Chair)
Janice Mockridge
Edtech Technicians 
Julie Green

Christine McLeod
and other volunteers from subject departments
Clive Francis (Edtech) 


The ICT Committee will consult widely to make recommendations to the SMT.

The role of the ICT Committee will be to:

1.
Develop and implement the College’s ICT plan which will reflect the school-wide goals.

2.
Consider developments which will enhance the integration of ICTs into classroom practice.

3.
Ensure that PD for staff is provided, in conjunction with the PD Committee requests.

4.
Recommend administrative function developments to more efficiently support the College’s operations.

5.
Ensure ICT developments are made known to staff.

6.
Conduct surveys of the use and impact of ICT.

7.
Develop policies, conduct audits and evaluate ICT development in the College.

Meeting Schedule for 2009
Staff Daily Meetings

Staff Meetings are held every day at 8.30am.  All staff, except those on duty are expected to attend these meetings.

These meetings last for five minutes and their purpose is to give staff information that cannot be included in weekly or daily bulletins.  Urgent late notices are to be given to the Associate Principal.

Monday Meetings

Staff are expected to keep Monday after school free to attend meetings as scheduled.

These meetings are either full staff meetings, HOH/Tutor meetings, Faculty or Department meetings.

The rotation for Term 1 is as follows:


9 February
Department meetings

16 February
HOH/Tutor meeting

23 February
Full staff meeting

2 March
Faculty/MU meeting

9 March
Department meetings  

16 March
HOH/Tutor meeting

23 March
Full staff meeting

30 March
Faculty/MU meeting

6 April
Department meetings

This rotation will be the same (except when a change is necessary for particular tasks) for Terms 2 to 4 based on the first meeting of every term being a full staff meeting.

Tuesday and Thursday

Available for additional department meetings.

BOS meets every Thursday.

Wednesday

Every alternate week PCT/HOH meeting or HOH/Case Study meeting.

Available for department meetings if HOH not required.  Departments who have HOH as members are to organise department meetings at an alternative time.

Areas of Responsibility

	Adult Students
	James Clarke

	Administration Concerns not covered by this document
	Graeme Macann

	Appraisal
	Garry Olver

	Assessment
	Sue Blakely

	Attendance Concerns
	Head of House

	Attendance Procedures
	Bill Hubbard

	Attestation
	Garry Olver

	Beginning Teachers
	Garry Olver

	BOT Staff Representative
	Angela Hawkins

	Budget
	Graeme Macann

	Building Maintenance
	Terence Gedult

	Buildings
	Terence Gedult

	Buses
	Bob Lendrum

	Canteen
	Joanne McCullough

James Clarke

	Car Parking
	Terence Gedult

	Careers
	Karen McConchie

	Cashier
	Vicky Ryland

	Clearance
	Diann Rassell
Garry Olver

	Community Education
	James Clarke

	Community Relations
	Graeme Macann

	Computer Problems
	EDtech 

	Copy Centre
	Dianna Curtis

	Correspondence School
	Sue Pommarede

	Course Booklets
	Sue Blakely

	Curriculum – School wide
	Sue Blakely

	Daily Bulletin
	Sue Blakely

	Daily Organisation
	Sue Blakely

	Day Relief
	Florence Matich

	Detentions 
	Heads of House

	Duty
	James Clarke

	Emergency Evacuation

Health & Safety
	Terence Gedult



	Enrolments
	DPs and Heads of House

	EOTC
	Sue Blakely

	EOTC – Year 10 Camps
	Meg Goldthorpe

	ESOL
	Kartika Aw

	External Exams
	Ros Quinn

	Finance
	Graeme Macann
Karen Greenhow

	Furniture and fittings
	Terence Gedult

	Graduation Dinner
	Bill Hubbard

	Graffiti
	Jack Bethell

	Grounds
	Jack Bethell

	Head Students
	Graeme Macann

	Hire of Facilities
	Terence Gedult

	Homework Diary
	James Clarke 

	ID Cards
	Juelle Hunt

	Induction of new Students
	Bill Hubbard and Janet Milne

	Inter-house Competition
	Bill Hubbard

	Internal Examinations
	James Clarke

	International Students
	Felix Ye

	IT Manager
	James Clarke

	Keys
	Terence Gedult

	Learner Support
	Rob McHardy

	Liaison with feeder schools
	Bill Hubbard

	Litter
	James Clarke

	Lockers
	James Clarke

	Leave of absence
	Garry Olver

	Lost Property
	Student Office

	Media
	Graeme Macann

	Minibus
	Rachel Chitty

	MOE Return
	James Clarke

Graeme Macann

	Network
	EDtech

	New Teachers
	Garry Olver

	NZQA Liaison
	Sue Blakely

	Open Evening for Year 8
	Sue Blakely

	Parent Report Evenings
	James Clarke

	Payroll/Salaries
	Hannah Nguyen

	Phones
	Terence Gedult

Noeline Brown

	Photographs
	Sue Blakely

	PPTA
	Julie Green/Brian Clarke

	Principal’s Assemblies
	Graeme Macann

	Principal’s Awards 
	Sue Blakely

	Privacy Officer
	Graeme Macann

	Prizegiving
	Sue Blakely

	Professional Development
	Garry Olver

	Prospectus
	James Clarke

	PTSA
	James Clarke 

Graeme Macann

	Reader/Writer Co-ordinator
	Rob McHardy

	Records, Data Base
	Juelle Hunt

	Registers
	Head of House

	Reports Procedures
	Sue Blakely

	Reports – printing
	Sue Blakely

	Restorative Practices
	Bill Hubbard

	School Development Plan
	Graeme Macann

	Set up of Principal’s Assemblies
	Jack Bethell

	Sexual Harassment
	Janet Milne

	Smoking
	Head of House

	Staff Manuals
	Graeme Macann

	Staff Newsletter
	Graeme Macann

	Staff Notice Boards
	James Clarke

	Staffing Appointments
	Graeme Macann

Garry Olver

	STAR
	Karen McConchie

	Stationery
	Diann Rassell

	Student Advisors
	Bill Hubbard

Janet Milne

	Student Discipline
	Head of House, SMT

	Student Exchange Programmes
	James Clarke

	Student Leadership
	Bill Hubbard

	Student Office
	Garry Olver

	Student Support/Pastoral
	Bill Hubbard

	Subject Selection Evening
	Karen McConchie

Sue Blakely

	Teacher Trainees
	Garry Olver

	Te Kotahitanga
	Chris Wynne

	Theft
	Head of House

	Timetable
	Victoria Pryor
Garry Olver 

	Toll Calls
	Rachel Chitty

	Tutor Manual
	Bill Hubbard

	Tutor Time
	Head of Houses

	Uniform – Dress
	Student Office

	Uniform - Sports
	Judi Marr

	Uniform Policy
	Graeme Macann

	Utilities – gas, power & water
	Terence Gedult

	Web Page, Intranet
	Janet Mockridge

	Weekly bulletin
	Sue Blakely

	Weekly newsletter
	Noeline Brown

	Work Day
	James Clarke

	Year 9 Administration
	Bill Hubbard

	Year 9 Class Placements
	Rob McHardy

Bill Hubbard

	Year 10 Administration
	Garry Olver

	Year 10 Runners
	Student Office

	Year 11 Administration
	Sue Blakely

	Year 12 Administration
	James Clarke

	Year 13 Administration
	Garry Olver

	Year 13 Study
	Garry Olver

	Yearly Planner
	James Clarke


Personal Information

Personal information about students, employees and members of the school community: collection, storage and access. From time to time the school seeks and receives personal information about students. This can range from unusual family circumstances, medical history, protection orders and so on. This information may be stored electronically or in hard copy form in students’ files. Students’ and their families’ rights to privacy are to be respected at all times and material that we receive or which is volunteered to us must be stored securely and used with discretion. Similarly, confidential information may be collected on staff. This too must be kept in secure files. In the case of police vets for support staff, these are to go to the relevant deputy principal. S/he will have them shredded once read. Staff have the right to inspect their files and to see everything that may be in them.

Parents (Non-Custodial)


A parent’s right to access to their child or to information about their child can only be withdrawn by a protection order or by a letter from a lawyer. If there is no protection order in place, then both parents have access to information, including reports, and they retain this as guardians if the child is in CYFS care unless a court makes an order depriving them of this. If a child does not want information released to a non-custodial parent the college will need to take the student’s wishes into account which might mean giving general comments mostly to the parent.
Library Information
Staff:
Director of Library: 
Theresa Stanley

Librarian:  
Carmel Jones

Library Assistants:
Faye Jenkins and Tracey Anderson-King
1.
The Library is open for use at interval and lunchtime and:

Monday, Wednesday and Thursday from 8.00 am - 4.30 pm

Tuesday from 9.30 am to 4.30 pm

Friday from 8.00 am to 3.30 pm

2.
There is a booking sheet on the library front desk for the three library areas that can be booked for groups or whole classes. Each area has about 15 computers. There are also 2 SSR slots (1st and 2nd half) for classes to access the fiction collection.

3.
When entering the Library, classes are expected to wait quietly in the foyer for their teacher.  If assistance from Library Staff is required this should be negotiated and recorded on the booking sheet.

4.
Class Teachers are responsible for the supervision of their classes.

5.
Independent use of the Library either individually or in small groups (2 – 3 students) during class time is encouraged.  Students sent to the library must have a note from their teacher detailing the area of study.

6.
A working level of noise is expected at all times, i.e. a level of noise that will not distract others and prevent them from working.

7.
Students are able to borrow up to 3 books at a time.  The books are issued for 2 weeks and can be renewed after that time.

8.
Students must produce their own ID cards when borrowing books.  No ID card means no books.  Using a friend’s ID card is not allowed.

9.
Before using the Internet or their own email account, students need to have returned their Cybersafety Use Agreements.  Cybersafety rules will be treated in the same way as any other school rules, and if not followed, privileges of use will be withdrawn, e.g. removal from network or closing of email account. Students using computers without teacher supervision (at interval, lunch or after school) must register at the library front desk.

10.
Trained student librarians will be on duty each interval and lunchtime to assist students and staff.

Use of School Computers and the Internet

ICTs provided by the Board are to be used to facilitate the business of the school only, that is, for teaching and learning and for administration. Staff will observe high ethical standards when using the school’s computers and will not access or store any information, files or software that do not meet high ethical standards. Inappropriate material includes, but is not limited to the following: objectionable material, viruses, virus hoaxes, chain letters and any malware.
Staff will avoid engaging in any unreasonable activity, including: any that affects the ability of other staff to meet their obligations to the school, is for personal profit, brings the school into disrepute, causes harassment or offence to others, overloads shared systems by sending or receiving excessive amounts of material. Staff will use the school’s Internet and email systems in an appropriate manner and avoid uses that would be considered misconduct, including accessing material of an objectionable nature, carrying out gambling or trading activities. The Board reserves the right to audit how ICT equipment provided by the school is being used.
Careers Centre
The Careers Department is staffed by Karen McConchie and Faye Jenkins.  The Careers “Centre” is located in the far end of the library.  Students are able to use the facilities to browse at interval, lunchtime and during their study periods.  There is a lot of information available in the area on different jobs and courses.  If we don’t have the information, we can find it.  Students unsure of their future directions can complete Career Quest (Yrs 9 and 10) or Career Voyage (Years 11, 12 and 13) on the computers.

Staff are encouraged to have a career “focus” in their subject area to make students understand the relevance of the subject, skills learnt etc.  Careers staff pass subject information on to HODs as it is available. If there is anything you require, please see Karen or Faye.

If you plan to give students a career based assignment, it is helpful if you let Karen or Faye know in advance so that they can make sure there is plenty of the relevant brochures etc.

Please be aware that the Careers pod of computers is NOT part of the Library booking system – the computers are free for senior students to access careers and job information and cannot be used by classes overflowing from the computer pods.

The Gateway Office is also located in the Careers area.

Protected Disclosures

The Protected Disclosures Act came into force in 2000 to protect current or former employees of the school or contractors. The point of the Act is to allow employees and contractors to disclose information where they think a serious wrong doing had occurred, without being victimised or having their identity divulged. See our Protected Disclosures Act 2000 Policy and Procedures for more information.
Media

The Board Chair and Principal will be the school’s spokespersons in dealings with the media, unless a specific delegation to another staff member has been arranged.
Copyright

‘The purpose of copyright law is to balance the rights of creators to earn a living from their works against the need for public access to those works.’ The school pays an annual licence fee to allow for reasonable copying. For print media, this includes 10% of a chapter, up to 15 pages of a single work contained in a collection of works (e.g. poem, short story), an article from a periodical plus additional articles from the same periodical if on the same subject. Whole works may be copied if out of print or unavailable for purchase (subject to written approval from Copyright Licensing Ltd; www.copyright.co.nz). 

Staff Car Parks

Car parks available on the grounds are for staff.  Students are not permitted to use them.  In order for this to be managed all staff will need to display a Rosehill College pass on their cars.  These passes are available from the Front Office.  If you are likely to use more than one car you may apply for more than one pass.  Your name, car make, model, colour and registration number needs to be provided. 

Structure of the Day
PERIOD TIMES
	Monday, Wednesday, Thursday and Friday
	
	Tuesday

	First Bell 8.35am
	
	No Period 1

	Tutor Time / Assembly

8.40 – 9.00am
	
	First Bell 9.45am

	Period 1:

9.05 – 10.00am
	
	Tutor Time / Assembly

9.50 – 10.10am

	Period 2:

10.05 – 11.05am
	
	Period 2:

10.15 – 11.10pm 


	Interval:

11.05 – 11.25am
	
	Interval:

11.10 – 11.25

	Period 3:

11.30 – 12.30pm
	
	Period 3:

11.30 – 12.30pm

	Period 4:

12.35 – 1.35pm 
	
	Period 4:

12.35 – 1.35pm

	Lunch:

1.35 – 2.15pm
	
	Lunch:

1.35 – 2.15pm

	Period 5:

2.20 – 3.20pm
	
	Period 5: 

2.20pm - 3.20pm


Wet Days

Three bells may ring at interval or lunchtime this indicates that students’ may go inside. All rooms except workshops, art rooms and science laboratories are normally open. Students may go into any empty rooms or the library.
Communication
Daily Bulletin
This is a major form of communication in the College.  

Notices for this MUST be on the clipboard in the front office or emailed to chitty,r by 3.30pm on the preceding day.  Any urgent late notices must be given to the Associate Principal before staff briefing and they will be given to staff at morning briefing.

Do not repeat notices over several days as this makes the bulletin very long and loses impact.

Notices for meetings, sports and cultural practices, tutorials must go in the meeting section.

Weekly Bulletin
Notices for this must be on the 2009 Year Calendar in James Clarke’s office by 1.30pm Thursday in the preceding week.  It is advised that all major assessments and activities that will interrupt class time are entered on this as soon as staff know about them to enable other staff to plan around the events accordingly.

Weekly Principal’s Newsletter – given to students every Friday to take home

Articles and information you would like to put in the newsletter must be to Noeline Brown, Graeme’s assistant, by Thursday 3.30pm at the latest. All sports information is to be sent to Judi Marr by Wednesday 3.30pm.
Year Planner
This is in James Clarke’s office and must be checked when events are organised to avoid clashes.

Staff Brief
This takes place at 8.30am in the Staffroom.

Staff Newsletter

Produced by the Principal regularly throughout the year to keep staff informed of current matters. 

Assemblies

Principal’s Assemblies - odd weeks starting in Week 3 of Term 1
House Assemblies - even weeks starting in Week 2 of Term 1

 

Tutor Time:
8.40 – 9.00am Monday, Wednesday, Thursday and Friday


9.50 – 10.10am Tuesday
Monday:


Principal’s Assemblies:
Rangatahi and Taikura 


(Weeks 3, 5, 7, 9 & 11)


House Assemblies
Rangatahi – Gym 1 and Taikura– Hall


(Weeks 2, 4, 6, 8 & 10)

Peer Support:


(Year 9 only)
Atawhai and Kahurangi (Term 1 only – starting in Week 2)

 

Tuesday:

Tutor Time all Houses

Wednesday:


Principal’s Assemblies:
Atawhai and Kahurangi 


(Weeks 3, 5, 7, 9 & 11)


House Assemblies:
Atawhai– Gym 1 and Kahurangi – Hall


(Weeks 2, 4, 6, 8 & 10)
 
Peer Support:


(Year 9 only)
Manutaki and Pounamu (Term 1 only – starting in Week 2)

 

Thursday:


Principal’s Assemblies:
Manutaki and Pounamu 


(Weeks 3, 5, 7, 9 & 11)


House Assemblies:
Pounamu – Gym 1 and Manutaki – Hall


(Weeks 2, 4, 6, 8 & 10)

Peer Support:


(Year 9 only)
Rangatahi and Taikura (Term 1 only – starting in Week 2)

Friday:
Tutor Time all Houses
 

Homework and Use of Student Diary
Each student will be issued with a student diary.  This has the calendar of events for the year in it and the school six day cycle.  The importance of this diary must be emphasised from the start of the year.  It can be used as a method of communication with parents.

Homework
Students must write their homework each period in the diary.  The following is a guide to how much homework students can expect to do.

Years 9 and 10
up to 1½ hours daily or 7½ hours weekly

Year 11
up to 2 hours daily or 10 hours weekly

Years 12, 13 and 14
up to 2½ hours daily or 12 ½ hours weekly

Out of Class permit

Students are to be in class at all times unless they have a permit/note from HOH or Senior Management or an out of class permit.  Teachers should have a supply of these permits in their classrooms.

	OUT OF CLASS PERMIT
Name:  ____________________ Tutor Group____________ Date: _______________

Time left class: _________________

Destination/Reason: ____________________________________________________

Teacher:  ________________________________




Rosehill Ambassador

Alma Pakeho is our Ambassador and has the following duties:

· Monitor student behaviour at the Edinburgh Ave shops from 8.15 to 8.35 each morning (9.30 to 9.45 on Tuesdays) 

· Monitor students who are not in class by asking to see out-of-class permits, taking students without permits back to class or to the Duty HOH, 

· Circulate around the grounds at interval and lunchtime, monitoring ‘hot spots’ and assisting staff. 

· Supervise Community Service after school 
Discipline

Refer to Classroom Behaviours Procedure Manual
Year 9 and 10 House Book

For Core Classes

Purposes:
Ongoing record of: -
attendance / absence






achievement






successes


A means of monitoring issues that affect learning:-


homework


lateness


behaviour


A record of corrective work given:-


actions


detentions


additional work


Administration  -  Assignments set, dates, homework etc.

Why:
It gives HOH an overall view of what is happening in class.  

A very quick up front method of identifying who is / who is not working.


It supports teachers in applying school policy and procedures.

Applies to:
Horizontal classes for core subjects in Years 9 and 10.

Student Tracking of Unacceptable Behaviour

Student Name:  _____________________
Year Level & Tutor Group:  ______

Behaviour Codes:
L = late to class
H    = no homework
IB = inappropriate behaviour

E = no equipment
UE = unsatisfactory effort
U  = uniform

(Use “O” for behaviour that doesn’t fit the categories above - and give a very brief description of the behaviour)

	Date
	Behaviour Code
	Action Taken
	Staff Code

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Action Codes:

SA = Sheet A used
SB = Sheet B used 
I = imposition


PC = parent contacted
L = letter home
RC = restorative conversation
OD = own detention
	
	Referred to HOD

(for withdrawal)
	Referred to HOH

(for repeated misbehaviour)
	Entered on MUSAC 

(HOH)

	Date
	
	
	


Please refer over the page for a step-by step guide to the support available to you as a classroom teacher.  There are further details available in the Staff Manual.

On referral, this sheet must be given to the relevant HOH for entry onto the school database.

Teacher Code:  ___________

Positive Discipline

1. We all respond to positive comments on what we are doing.  Teachers do this through constant feedback about class work and behaviour 
2. Praise Postcards 

All teachers have these and can use them to acknowledge good work or behaviour. Teachers fill in the postcards and give them to the students HOH who will have them posted.

3.
Reward System – Year 9 and 10 Students

(a) Each teacher has a voucher book to issue

(b) Teachers may issue as many vouchers as they wish

(c) When a student has 7 vouchers he/she sees their HOH who will present them with a blue certificate, and on the second lot of 7 vouchers a small gift.

4.
Principal’s Awards
Classroom teachers nominate no more than two students per class to receive these awards, which are presented in class by one of the principals.

These awards recognise students who have improved their results, behaviour or maintain high standards of work or behaviour.

Learner Support Information Available to Staff

The following information can be accessed from ‘T’ drive:

· The Special Educational Needs Register.

· A list of students who qualify for special assessment conditions in external assessment and should have matching arrangements for internal assessments.

· PAT scores for Years 9 & 10.

· Entrance test data (requires adobe acrobat to read files) arranged in teaching groups and by whole school alphabetically.

Students Requiring Assistance in Internal Assessments:

Complete one of the purple forms located in the white trays near the entrance to the staff room and pass it to Rob McHardy (RM), or email Rob at “McHardy,R” Please give at least four full working days notice.

Resource Teacher: Learning and Behaviour (RTLB)

The role of the RTLB is to “work within schools … to provide advice and guidance to teachers of students who are at risk of low achievement due to learning and/or behaviour difficulties.” (Ministry of Education website, 2005).

In Rosehill College, there are three major roles for the RTLB. The first is to work with teachers, and their students to help the students manage their own behaviour and learning. This may involve working with the students’ families/whanau. The RTLB must also work with teachers to assist them to adapt the curriculum to an appropriate level for students, or to develop management strategies to solve problems presented by some student behaviour.  The third role is to provide professional development in the areas of teaching strategies, curriculum adaptation and behaviour management strategies.
The RTLB spends 0.4 of her/his time with Te Kotahitanga.
Dealing with Blood or Body Fluids

These are a few basic rules to follow when dealing with blood or body fluids:

1. Ensure hands are washed and dried well when handling any blood and/or body fluids.

2. Should body fluids splash onto your body wash and dry area as soon as possible and remove soiled garments as soon as possible.

3. Cover all cuts on your hands with waterproof dressings before treating anyone else’s wound.

4. Always use disposable gloves, ensure they are intact.
5. Place all used dressings or infected material (including the gloves) in a plastic bag and incinerate. Avoid touching the soiled production with bare hands.
6. Place all needles or sharp items in a sealed tin and dispose of them safely.

7. Always wash and dry your hands before and after treatment for cuts and abrasions.

8. Mop up spills and disinfect the entire area with bleach.

Notification of Student Health Status to Staff

Health lists taken from computer data (enrolment forms and updates) are printed and distributed to Nurses, HOH, Head of Physical Education and Head of Outdoor Education.  If teachers want to find out information about individual students this can be accessed through Quick Find.

If there are any students with major health concerns that teachers need to be immediately aware of teachers will be sent a notice with relevant details and emergency/treatment procedures.

Some students carry notes signed by their Head of House advising that they have a medical condition which may require immediate action e.g. eat during class time (for a diabetic).

Prescription Drugs

If a student has prescription drugs which they must have administered during the school days, these must be given to the Nurse and administered by her.

Students who use insulin have this in their possession to use as instructed.

Students who use epi pens have these in their possession to use as instructed. This is a first aid measure and further treatment is required.

Health and Safety

Rosehill has a Health and Safety Committee.  For 2009 the members are Terrance Gedult, Sean Stanning, Christine McLeod, Merrick Rennell, Heidi Morgan, Stuart Palmer and Jan Koppens. A Year 12 and 13 student is also on this committee. The committee is chaired by Graeme Macann.
This committee has an overview of policy and procedures to do with Health and Safety.  They will report regularly to the staff meet at least once a term.  Below are some requirements that it is essential for all staff to know.  Many procedures are in the tutor and staff guide and staff are advised to consult these regularly to ensure that they follow correct procedures.  This is especially important with EOTC activities. 

Health and Safety Requirements

1 
All EOTC trips must have a risk analysis completed and approved by the Associate Principal responsible for EOTC before a trip can be approved.

2 
School EOTC policy and procedures must be strictly adhered to.  

3 
If a staff member has an injury accident at school they must report to the Nurse who will attend to the injury, log it and issue appropriate ACC forms.

4 
If a student is injured they are to report to the nurse or the nurse is to be sent for.  A written report may be required by the Nurse or SMT.  The Nurse will log all injuries and issue ACC forms as appropriate.

5 
Physical hazards must be reported in writing to the Property Manager, Terrance Gedult. Hazards posing an immediate risk should be reported without delay to the Property Manager, Caretaker or the Front Office Staff.

6 
Staff experiencing on-going emotional stress as a result of their work are to make this known to a member of the SMT or a Counsellor or a member of the Health and Safety Committee. Appropriate support will be offered. 

If a staff member observes that one of their colleagues is suffering from significant stress they are to inform a member of the SMT or a Counsellor or one of the Health and Safety committee members. 

7
All visitors to the College are to report to the Front Office where they will be given named labels.

8
Students and are not to climb on buildings or up trees.

9
Teachers are to use the walkie-talkie phones when they do interval and lunchtime duty.

International Students Code of Practice

Rosehill College is a signatory to the Code of Practice for the Pastoral Care of International Students.  Rosehill College is permitted to enrol only students with a current student visa/permit endorsed with Rosehill College.

The Code states that teachers working with international students must be aware that these international students: 

· Must hold a current student permit/visa stating Rosehill College as their study destination

· Must live in a home stay or home of a designated caregiver (a parent or close blood relative)

· Must have medical insurance

· Must notify the school of any change in residential address

· Must participate in an orientation programme

· Must meet the minimum 80% attendance requirements of NZIS

· Be aware of grievance policies available to them for issues relating specifically to breaches of the Code of Practice.

Above all International Students are an integral part of the College.  However they are away from their home country and parents.  At times, they will need extra care, but it is important that the College has the same high expectations of them as we have of our domestic students.

The designated persons nominated for the pastoral care of international students in Rosehill College are:

· Felix Ye who has oversight for the overall care and programmes specifically relating to International Students

· Delwyn Blackbourn who makes all home stay placements and monitoring of home stays.

Duty

The safety of students in the school is enhanced by the presence of staff.

Allocation of staff to duty days is made at the beginning of each year, and staff are given specific areas in which they do duty.

The following points should be understood by all staff members:

General
The care and supervision of pupils outside of class time is a serious responsibility which the staff duty roster attempts to share equitably among all staff.   Fulfilment of a rostered duty must take priority over any other matter, and if it becomes impossible for a teacher to do his/her duty, the DP in charge of duty should be advised.

Sports practices, rehearsals, detentions, coaching etc. should be arranged at times when the teacher is not on duty.   If this is impossible, a swap must be made with another teacher.

Responsibilities of Duty Teachers
(a)
The first priority must be the reasonable care and safety of the students.   Action should be taken to prevent and/or stop fighting, dangerous games, or any activities likely to endanger health or cause injury.   
(b)
Incidents or concerns are to be reported by walkie-talkie. If an accident occurs the duty teacher must see that injured pupils receive attention from the Nurse and that full details are reported to the Deputy Principals by walkie-talkie.

(c)
Watch for, and put a stop to, any behaviour likely to damage or mar College grounds, buildings or equipment, e.g. running through buildings, food taken inside buildings, misuse or unnecessary use of furniture and equipment, boisterous activity around shrubs and gardens, clambering up walls or over fences, scribbling on or scratching furniture, walls, etc.

(d)
Enforce College rules, and normal standards of decent, civilised behaviour.  Watch for bullying.

(e)
Watch for litterbugs, and make use of offenders to pick up rubbish.  Duty teachers are responsible for seeing that their duty area is litter free through detention students delivered to them by the D.P. on duty.
(f)
Students are to stay out of buildings during interval and lunch hour.  They are 
allowed in the locker areas at the start and end of interval and in the first and last 10 minutes of lunchtime.  If it is a wet lunch hour they may go inside.

(g)
If a teacher’s duty area includes buildings, locker or toilets these areas must be patrolled.

(h)
Buses:  Make sure that pupils line up in an orderly manner when the bus arrives.  Boarding should not commence until the bus is stationary.   Crowding, stampeding, pushing or impolite behaviour deserves immediate action.   Pupils should not touch or lean on cars and should keep off the grass at the front of the school.

(i)

Wet days – Three Bells: Students can go into empty rooms or the library. Lunchtime is not shortened. Teachers on Rosehill Drive gate duty do duty in C block. 
Teachers on Edinburgh Ave gate duty do duty in S block. Teachers whose rooms are open are encouraged to visit their classrooms to support the duty teachers.
Misuse of Drugs
Guidelines for action when it is suspected that pupils are misusing drugs.

The utmost discretion should be used in dealing with any case of suspected misuse of drugs by school pupils.  An unfounded allegation that a pupil is using drugs could seriously damage pupil/teacher relationships, cause the teacher considerable embarrassment and make future investigations even more difficult.   In some circumstances an unfounded allegation could well be defamatory and the basis of an action for damages.

(a)
Responsibilities of the Principal
The Principal has a responsibility to encourage parents to notify them of any drugs or medicines that the pupil must carry and use at school, and also of any condition in the pupil which could give rise to unusual behaviour.

All teachers concerned with such pupils must be provided with the information supplied to the school by the parents.

The Principal should ensure that all members of the staff are aware of the action that should be taken when they suspect that a pupil is using drugs improperly or without medical authority.

(b)
Procedures for Teachers

It is important that teachers should take only those actions that are needed for the immediate welfare of pupils.   They should not question pupils whom they suspect but should report their suspicions immediately to the AP/DP or Principal who should decide the action which seems appropriate.


The teacher is likely to be faced with various situations:


-
The pupil's behaviour becomes unusual.


-
The pupil is found to be in possession of pills, tablets, or other controlled drugs.


-
The pupil is found using drugs in what appears to be an illegal or at least questionable act.


Great care must be taken when it is noticed that a pupil's behaviour becomes unusual.  Many of the behavioural signs which are linked with drugs use can also be observed at times during the mood shifts of adolescent behaviour.


Sustained deterioration in concentration and motivation and gross deviations from the pupil's previous behaviour pattern may point to possible drug use.  While it is necessary to be observant the teacher must remember that unfounded assumptions should not be made.   Teachers must be sensitive to the negative effects that will follow the expression of their suspicions and they should bear in mind that keeping an atmosphere of trust between teacher and pupil will provide the basis for open communication.  The successful outcome of intervention to control any drug abuse will be dependant on keeping these communication channels with the pupil open.

Search and Seizure

There are circumstances when a student may need to be searched.  These could be for the recovery of stolen property or detection of illegal weapons and substances, or any other matter that may be a threat to maintenance of an orderly educational environment.

Search is to be undertaken only by the Principal, or one of the Senior Management Team.  If a teacher considers a search of a student is necessary he/she must send for one of the above. Two adults must be present when a student is searched. This search is to be of a student’s bag or locker. A student may be asked to turn out his/her pockets.

The student’s parents are to be notified by Senior Staff if a search has been undertaken.

Responsibility for Property Brought to School by Students.

1.
Students are to be encouraged to name all items of clothing and equipment.

2.
Procedures must be in place to ensure students possessions are safe when they cannot look after them, e.g., PE, assemblies.

3.
Confiscation of property:  If a teacher confiscates students’ property it should be immediately taken to the Student Office.  Jewellery must be put into envelopes available from the Student Office.  The Student Office will record details of confiscated property which will in general be returned to the student at the start of the following term.  If an article is lost after confiscation the teacher and/or school are liable to make good the loss.

Site Evacuation Procedure - 2009
This plan applies for the times between 8.30am and 3.20pm

The following staff have special duties in relation to emergency evacuations.

Chief Warden:

Principal

Deputy Chief Warden:

Deputy Principal (HB)

1. Ensure the Fire Service has been notified per 111 call.

2. Collect Evacuation Board from Front Office.

3. Report to front entrance – ensure green jacket is worn.

4. Receive a report from the person who orchestrated the alarm.

5. Await reports from wardens.

6. Dispatch at least three Emergency Area Wardens to observe. 

7. Liaise with emergency services and other appropriate agencies.

8. Liaise with Assembly Point Warden.

9. When appropriate, ensure voice mail message in front office gives advice to parents. 

10. Use crisis management plan.

Assembly Point Warden: 
Deputy Principal (CK)

Deputy Assembly Point Warden: 
Deputy Principal (GO)

1. Maintains links with Heads of Houses and Chief Warden

Emergency Area Wardens:

	AREA *
	WARDEN
	DEPUTY
	AREAS

	1
	Noeline Brown
	Janet Herst
	A Block

	2
	Carmel Jones
	Faye Jenkins
	Library

	3
	Janet Milne
	Paula Crisinel
	B & M Blocks

	4
	Sue Blakely 
	Philippa Kaiser
	S Block

	5
	Terrence Gedult
	Dianna Curtis
	Y & D Blocks and Science Tech rooms

	6
	Bob Lendrum
	Sue Pommarède  
	C Block

	7
	Noel Kerr
	Sue Blakely
	T Block

	8
	Ewen Middleton
	Stacey Bolt
	F Block, Canteen

	9
	Colin Marshall
	Andy Wudrich 


	Gym 1, Performing Art Centre, Fitness Centre, Pool, X1, X2, X3  Yr 13 Common Room, Function Room & Sports Centre

	10
	Jack Bethell
	Garry Olver
	X5 to X18 and Caretakers area


* The areas are indicated on the map overleaf

HOH Assistants

At times a HOH may not be present when there is an emergency.  The following staff are to deputise and assist HOH.

Atawhai
-
CM
Pounamu
-
SB

Kahurangi
-
FM 
Rangatahi
-
SK
Manutaki
-
HW 
Taikura
-
SS
Resource Centre Manager – Diann Rassell

Take the megaphone and walkie talkie to student assembly point (fields at rear of College) and give to Assembly Point Warden (CK). Make a list of Support Staff, visitors, teachers without tutor classes, contractors etc. Return list to the Assembly Point Warden (CK / GO).

Receptionist – Rachel Chitty

Take the visitors book and staff contact details; proceed to front of College with Chief Warden and monitor access to main entrance of A Block.

Student Office – Juelle Hunt (deputy –Sandy Dean)

Take tutor class rolls to fields for HOH to collect. Take school roll with contact details to fields.
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Fire Action and Evacuation Procedures

Staff Instruction

If you discover a fire

1. Raise the alarm immediately by operating the nearest fire alarm.

2. Ring 111 from the closest phone to notify the fire service.  You may go to the student office/nearest administration area to do this.  Clearly state your name and that there is a fire at Rosehill College, 5 Edinburgh Avenue, Papakura.  You may be asked to name an adjoining street – say Rosehill Drive.

3. Inform the Student Office of the location of the fire and tell them if you have rung 111.

4.
The Student Office must immediately let the Principal or Associate Principal and the Property Manager know.
Emergency Evacuation Procedure

1. If you hear a continuous ringing of the bells or a siren when you are teaching, you are to evacuate your classroom, leaving by the main entrance.

2. Close doors behind you.

3. Escort students to the fields.  Disabled students to be personally escorted by the teacher. Students are to assemble in Tutor Groups, in houses (see map).

4. Tutors are to stay with their Tutor Group and complete the role for their tutor class.  Head of House will distribute and collect roles.

5. If the alarm rings out of class time, all staff are to help with the controlled evacuation of students to the fields.

6. Everyone is to stay on the field until the all clear has been given by a the Assembly Point Warden or three bells are rung.
All staff and other adults who are not Tutors or Heads of Houses

1. Assemble at designated area on map and report to Diann Rassell.

2. Stay at this point until the all clear is given.

3. Nurse to escort any students in the Health Centre to the fields.  If students are able to, they are to join tutor groups.  If they are not able to do this Tutors must be informed in writing.

4. Student Support and Library.  Any students in this area are to be escorted by a staff member to the fields where they will report to their Tutor.

Students’ Instructions

If you discover a fire

1.
Raise the alarm immediately by operating the nearest fire alarm.

2.
Inform student office or a teacher of the location of the fire.
Emergency Evacuation Procedure

1.
The alarm is a continuous ringing of the bells or siren in the case of C, F and S Blocks.

2.
If you are in a classroom you are to leave the room by the main entrance as directed by your teacher.  You will go to the fields where you will report to your Tutor on House areas (see map).

3.
If the alarm is rung out of class time you are to take the most direct route to the fields and report to your Tutor in House areas.

4.
You are to move quickly but DO NOT RUN.

5.
You are to stay in Tutor Groups until dismissed by your Tutor.

Emergency Evacuation is 99% Common Sense and 1% Systems

Tutor Responsibility
· To assemble students in Tutor groups in House assembly area.

· To mark the Tutor roll given to you by HOH.

· To sit students down in Tutor Group (weather appropriate)

· To stay with Tutor Group

HOH responsibility 

· To collect Tutor lists from Student Office Manager (on the field) and give to Tutor

· To assist Tutors in managing students

· To collect Tutor lists from Tutors and return to Assembly Point Warden (CK / GO)

Return to Class
When the instruction is given by your HOH or SMT.

Student Office Responsibility
· To have updated lists of students and addresses in Tutor class order and in House groups.

· To take these lists to the field.

· To give House tutor lists to HOH.

· To receive marked Tutor lists from the Assembly Point Warden.

· If the names of students absent have been printed, take this with them onto the field.

Building Area Wardens’ Duties – Your prime concern is the saving of life:

On hearing Alarm:

1. Initiate evacuation.

2. Ensure your floor/area is evacuated.  Check toilets, locker areas, rooms, etc.

3. Ensure all smoke stop doors on route of exit are closed.

4. Note location of persons remaining in premises, including disabled persons, fire control personnel etc.

5. Report to Chief Warden and pass information on.  The Chief Warden is the Principal or Associate Principal and will be in the Principal’s office or at the main entrance to the school.

6. Stay with the Chief Warden.

7. Only if conditions permit, and it is safe to do, should any attempt be made to extinguish the fire.  (Persons remaining in building attempting to extinguish the fire, are to have their location reported to the Chief Fire Warden.)
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Staff Absence

Not Professional Development or EOTC. - See separate procedures.

Procedure

If a teacher is to be absent from school through illness or other emergency, Florence Matich, telephone 275 6725, should be advised preferably the night before or between 6.45 and 7am in the morning.  Work for classes should be sent in to the Office or phoned to the HOD by 8.00am.  Class rolls will be made available for relief staff.

Leave of absence provisions (with or without salary) exist for illness, bereavements, urgent family matters and other special circumstances.  This must be discussed with Garry Olver in advance and a leave application form must be completed and left with him.  Work must be with Florence Matich by 4:00pm the day prior. (refer to page 46)
Illness

If an absence exceeds 5 days a medical certificate should be obtained to protect salary payments.

Other Leave

A request for leave any time between one day and two weeks should be made initially to Garry Olver who will, if necessary, refer the request to the Board of Trustees. (refer to page 46)
Personal Appointments

Staff must arrange personal appointments outside school hours, or to coincide with non-contact periods.

Leaving School

Whenever a staff member is leaving the school during school hours, the Front Office must be advised.

Leave Of Absence 

A.
Preamble
With the growth of the school and the tendency for teachers to apply for leave of absence rather than to resign, the Board considers that an appropriate policy be in place to guide decision-making.

The Board is obliged to grant the various types of leave controlled by regulations e.g. sick leave, capping leave, bereavement leave etc but they do have discretion over the granting of special leave without pay.  Therefore staff cannot automatically assume that such leave will be automatically granted.

It is essential that staff discuss proposed leave without pay applications before making firm arrangements.  In dealing with applications for leave without pay, consideration will be given to the number of teachers on leave at that time, the timing of the leave and the availability of suitable relieving teachers. Staff are not to apply for leave near the end of term so they access cheaper airfares than those that apply in school holidays.

B.
Short Term Leave (up to 2 weeks)


1.
The Deputy Principal with responsibility for human resources has the authority to grant between one day and up to two weeks leave without pay in any one year, for special circumstances, provided that such applications are in writing and include the reason for the leave. Generally, such leave will only be granted to an individual staff member once every three years.

C.
Long Term Leave (over 2 weeks)

1.
Overseas Travel
Staff may apply for leave of up to a year for overseas travel.  Generally this form of leave will only be granted once every five years (for a full year’s leave) and once every three years (for leave of less than a year).

2.
Compassionate Leave
Up to one year's leave to care for or visit a seriously ill close relative subject to the production of a satisfactory medical certificate concerning the health of the relative.

3.
Study Leave
Up to one year's leave, once only, may be granted to undertake University study at an advanced level or to undertake final units of a degree provided the course taken for that year is a full time load.   Leave must be for one full term, two full terms or a full year.


4.
Refreshment leave

This can be granted under the terms of the Teachers Collective Agreement.

5.
Other Leave

Leave will be considered on its merits for reasons other than overseas travel, study or compassionate leave provided that applications give full reasons.

General Information Relating to Long Term and Study Leave
1.
As applications for long-term leave are considered at the monthly Board meeting such applications should be lodged at least a week before the meeting.

2.
The Board requires notice at least three months before the commencement date of long term leave (compassionate leave excluded).   Reasonable notice is essential for short-term leave.

3.
Teachers are reminded not to enter into firm travel or other commitments prior to a decision on the leave application having been made by the Board.

5. Where leave has been approved by the Board for any of the reasons covered by the policy and circumstances change so that the reason for the application is no longer valid (e.g. overseas travel arrangements not proceeded with) the Board must be informed immediately and leave will then be reconsidered in the light of the changed circumstances.

 Te Kotahitanga

Rosehill College is part of the Te Kotahitanga Professional Development programme which aims at improving the educational achievement of Maori students.  We are among 21 schools on this programme.

The programme grew out of research undertaken by Professor Russell Bishop from the University of Waikato and is strongly supported with funding from the Ministry of Education.  The initial research sought to investigate, by talking with Maori students, how a better understanding of Maori students’ experiences in the classroom might lead to improved teaching and learning that would ultimately result in greater Maori student achievement.  

During 2007 and 2008, nearly sixty Rosehill staff were part of the Te Kotahitanga programme, and a further thirty have been added since.  The main focus is how staff relate and interact with Maori students.  During the year there will be further Professional Development which will include formal in-class observations and follow up meetings throughout 2009 and beyond.

While the focus is specifically targeted at Maori student achievement, all students will benefit from the change of approach.  Research data was released in 2007 from the schools who were initially involved with Te Kotahitanga.  This data showed a significant increase in the NCEA results of students from these “Te Kotahitanga” schools. While the Ministry of Education is strongly supporting the programme, the improvement in results will not happen over night, but over the next three to five years an improvement is expected.

Education Outside the Classroom (EOTC)
The Rosehill College EOTC policy and procedures and all relevant forms can be accessed on the Intranet.

Applications for approval for an EOTC activity that takes students out of classes must be fully justified in terms of:

1.
The relationship of the activity to the national curriculum – in most cases it will be related to an assessment requirement.

2.
The activity cannot take place at another time.

Procedure

1.
Applications for the approval of teacher relief funding for an EOTC activity must be made in the annual departmental budget requests.

2.
The EOTC Activity Approval form must be filled in and handed to the Deputy Principal responsible for EOTC at least 20 days prior to the proposed activity.

3.
Once the approval has been granted, the activity will be entered on the Year Planner.  Dates must be confirmed with the Deputy Principal responsible for EOTC before a booking is made.

4.
The teacher in charge must fill in all of the relevant sections of the Activity Planner and complete all of the relevant steps listed on it. This includes the Safety Action Plan now available to each department on ROSNet (staff, EOTC, Procedures, step-by-step Instructions, Department SAP forms). This must be done at least 1 week prior to the activity.

5.
Staff leave application forms must be filled in and handed in separately to the Deputy Principal responsible for EOTC.

6.
Work for each class should be handed in to the relief co-ordinator by 4.00pm the day before the EOTC activity.

Visits by Students from Overseas to Rosehill College 

If a staff member is considering organising any visit from overseas by individuals or groups to come to the college they must see the Director of International Students, before any commitments are made.

A

Rosehill College EOTC

EOTC Proposal Form

Staff involved in planning and implementing an EOTC activity must consult with the Deputy Principal responsible for EOTC for approval of activity.

	Proposed Activity


	Time of Departure from school

	Date


	Time of return to school

	Location


	Aim

	No of Students


	Budget (see attached sheet)


Staff Involved:

	Name
	Responsibilities

	Teacher in Charge:


	

	Other Staff:


	

	Resource People

(Resource people, parents, outside providers)


	


---(----------------------------------------------------------------------------------------------------------

To TIC

Name: ……………………………………….
Activity:  …………………………………………

Activity is Approved / Not Approved

Explanation:  ………………………………………………………………………….………………

………………………………………………………………..…………………………………………

BK Signature:  …………………………………………
Date:  ……………………………..

---(----------------------------------------------------------------------------------------------------------

To EOTC Co-ordinator

TIC:  ……………………………………………….

Activity:  ………………………………………………………………………………………………..

Date of Activity:  …………………………………

Support Staff and Facilities

The Principal has a Personal Assistant, Noeline Brown.  If Staff want to make appointments to see Graeme Macann they do this through Noeline.

Front Office 

Reception and telephone duties are the responsibility of the Receptionist, Rachel Chitty

Janet Herst, PA to the Associate Principal, and Philippa Kaisser, Assistant to the Deputy Principals, are also located in the Front Office. Janet Herst also assists Student Support and Heads of House with administration. Both have responsibility for assisting with other general Front Office duties.

Staff requiring material to be typed should present such material in an easy legible form to the Receptionist.  A typing request slip is to be completed in all cases.

Telephone and Fax Calls

1. Toll calls – these are made through the Front Office – dial 0 for the Receptionist. 
Private calls should only be made if urgent. Office staff should be advised if it is a private call.
2. The school has to pay the same rate as a business for telephone calls, which is charged out according to the duration of calls. Private calls should be kept to an absolute minimum.
3. Calls should be kept as brief as possible to keep lines free for other calls.
4. Faxes

The copier/fax machine can be found in the Front Office. Please advise the Receptionist if your fax is personal.
The office is open from 8.00am to 4.30pm.  Outward mail is posted at 4.30pm each day and should be left in the mail tray in the Front Office.  Incoming mail is placed in the staff pigeonholes in the Staffroom Foyer. 
Mini Buses
Operating Procedures

1.
Bookings may be made using the standard Vehicle Booking Sheet in the Front Office.  Requests should be supported by a Department Purchase Order form.   
2.
The charge out rate should is 50c per km.

3.
All cash received is to be paid into the Activities Account previously arranged with the Cashier (quote Order No.).

4.
The driver is to be the holder of a current drivers licence, which is to be produced before the keys are collected.

5.
Keys and vehicle log book to be collected from the Front Office prior to departure and returned after the trip.  

6.
Fuel and general condition of the vehicle should be checked prior to departure.

7.
Drivers are to be certain that pupils show respect for the vehicles.  All loading and unloading of passengers should be through the side doors with the rear door being 
used only for equipment.

8.
Food or drink is not to be consumed in the vehicles.

9.
If interior is dirtied it is the responsibility of the user to remove any debris.

10.
If feasible, the buses should be refuelled at the BP Petrol Station, Great South Road, Papakura before the hire is completed.  Each vehicle is issued with a Fuel Card for this purpose.

11.
At the conclusion of a hire the vehicle must be returned to the designated parking position.  Windows to be closed before returning keys with completed log book.  Any damage or defects must be noted.

12.
Maximum load for both the blue and white mini-buses is 10 passengers and driver. 


Note:  Vehicle to be left unlocked in garage

KAMAR, Reports, N.Z.Q.A 

Stephanie Loveday in the Staff Workroom can assist with input and use of data.

Arts Co-ordination 
Tracey Anderson-King orgainises arts events for the Art, Drama and Music departments, and can be found in the Library or Drama Department.

Kapa Haka

Freda Potae organises the group’s practices, performances and Māori Culture events.

Student Office
The school database and attendance records are maintained here.  Juelle Hunt has an oversight of all that happens here.  Lost property is taken here and stolen property is reported here.  Students use this as an information centre. 

Student files are not to be removed from the Student Office without filling in the form on the side of the cabinet.  The only departments authorised to remove files from the Student Office are Administration, Heads of Houses and Student Support.  Please make sure files are returned promptly.

Confiscated Items

Juelle Hunt and Margaret French in the Student Office are responsible for the administration of confiscated items. We have a legal requirement to return all items confiscated so it is essential that we follow the procedure.

· All jewellery must be put in an envelope with details completed. Envelopes are available in a box on the cupboard behind Student Office reception.

· All clothing must have a confiscated form filled in and attached. These are in the same box.

· Confiscated items must be given to the Student Office.

· Confiscated cell phones must be given to Student Office Staff. There is a separate procedure for storage and return to parents.

Accounts Manager, Payroll Officer, Cashier

Karen Greenhow, Hannah Nguyen and Vicki Ryland, are located opposite to the Student Office.  

Any staff requests for information from the cashier should be left in the slot provided.  Any monies should be enclosed in the envelopes provided, with all details completed and posted through the slot. 

Purchasing Procedures

1. All purchases must be authorised by way of an order form. The order form must be signed and the blue copy coded by the HOD who holds budgetary responsibility for the account being charged.

Please ask suppliers to quote this order number on their invoice.

This applies equally to orders placed by phone, fax, in person or on the internet.

Please make sure suppliers are aware that suppliers are paid monthly by the 20th of the following month, or weekly (on a Thursday) for new or one-off suppliers. 

2. You may only make Capital Purchases (i.e. Assets over $1,000) where the specific items were applied for and approved in your Capital Budget. Text Book purchases should be restricted to the total value applied for and approved in your Text Book Budget.

3. When the goods are received:

(a) with an invoice: Record the invoice number and amount on blue and yellow copy of the order whilst still in the order book. Attach the blue copy of the order form to the rear of the invoice and leave in Accounts Manager’s pigeon-hole (Karen Greenhow).

(b) With a packing slip only: Hold packing slip with blue copy of order form until invoice is received.

(c) Where orders are supplied in instalments as in the case of text books, library books etc – enter each invoice number and amount on blue and yellow copies of order form; authorise each invoice for payment as received via Accounts Manager (folders held in Payroll Officer’s office) by signing and coding the invoice on the stamp affixed. Attach the blue copy of the order form to the rear of the invoice which completes the order.

4. Staff must obtain a tax invoice when making a purchase on behalf of the school. (see “what constitutes an invoice” below).

5. Purchase of goods of a value not exceeding $50.00 may be paid for in cash. Such payments will be reimbursed by the Cashier upon production of a correctly authorised Petty Cash Voucher (see page 71).

Authorisation of reimbursements.

If you have made purchases on behalf of the College from a budget which you manage and require re-imbursement (whether from Petty Cash or by Direct Credit to your bank account), then the relevant Expense Reimbursement Claim or Petty Cash form must be authorised by the person to whom you report. Please make sure that the form is coded before presentation to that person for countersigning.
Urgent Cheque Requests.

An “appropriate invoice” or order form from the Payee of the cheque is required in every case, detailing the goods/services being paid for. This should be attached to the cheque request which must be coded and authorised by the person whose budget the payment is to be charged against.  These payments are processed weekly on a Thursday.
What constitutes an appropriate invoice?

Name and address of Supplier

Date of Supply

GST number if registered

Details of goods/services supplied

Cost of goods

Evidence that the cost is inclusive or exclusive of GST (where supplier is registered)

Name of person/s to whom goods supplied (or cash if a cash invoice)

Petty Cash Vouchers

If you are seeking reimbursement through Petty Cash, the Cashier requires a properly coded and authorised Petty Cash Voucher, with relevant “proof of purchase” receipts/invoices attached before payment can be made.

General

All financial transactions involving school money are required to be carried out by correct procedures. These procedures are not able to be varied and are checked annually by inspecting Accountants and Government Auditors.

If you wish to invoice a 3rd party for goods or services please see the Accounts Manager for the correct form or download from ROSNet;  Staff log-in; go to Staff, Financial Management (Related Media) “Request to raise a debtor invoice – not students”.

It is standard practice for retailers to offer a discount to schools. Sometimes they have to be gently reminded.

Collection of Money for Activities - not covered by Fees.
All monies to be handed to the Cashier by the students.
It is necessary that the teacher I/C contact the Cashier before issuing notices to students.

The Cashier will require the following:

1. Name of Activity

2. Is it likely that most of the class/group will attend? If so a “fee” will be charged and students pay that fee.

3. If an activity will only go ahead based upon who pays then a FUNDS a/c code will be allocated. This number should be quoted on all communications to students/caregivers.

4. Date amount is to be paid/codes to which funds are to be paid.

5. Please allow sufficient time after this date, for any cheques to be drawn (weekly on a Thursday).

6. Please do not send students to cashier with payments without the appropriate accounts having first been set up.

7. Students who have not paid by the due date may not take part, unless an arrangement has been entered into between the students parent/caregiver and the teacher i/c. Otherwise those students will remain at school under supervision – the appropriate HOH to be advised by teacher i/c.

Staff may use the “Activity Trip” pro forma to advise the Cashier as above.

Students may hand money in only before school, at interval or lunch time (not during class time). If cashier’s office is not attended, payment may still be “posted” through the Cashier’s slot in the appropriately completed envelopes.

Health Centre

The school employs a registered nurse, who is on duty from 8.40am to 3.20pm daily.  The nurse is available to students as required during those hours and has an interest in and oversight of student health generally.

Copy Centre
The Copy Centre is run by Dianna Curtis and offers a printing facility using high-class copiers.  Staff requests for copying are placed, together with copy request form, in Dianna’s pigeonhole in the Staffroom Foyer.  Staff should avoid wherever possible entering the Copy Centre as this interrupts a very busy department. 

All requests are to be countersigned by HODs.  In preparing work for copying staff should aim for high standards of presentation and should make every effort to reduce costs by:

(a)
reducing where practical;

(b)
utilising double-sided copying; 

(c)
issuing and recovering hand-out material

Resource Centre
The Resource Centre is run by Diann Rassell and assistant Nicki Dyer.  It is located in C block, and provides a range of facilities.

Stationery
A range of highly consumable stationery items are carried by the Resource Room for students and teachers. Other stationary items can be ordered through the Resource Room or by departments.  Students workbooks are also sold through the Resource Room.

Textbooks
Textbooks and similar resources are available, and are catalogued under departmental 

headings.  It is advisable to book these in advance.  Accurate records are to be kept of issues.

Issues are to be recorded by staff, using the class set numbers, which are recorded in mark books.  Return of class sets is to be prompt and complete.  Staff should notify the Resource Centre of the names of pupils responsible for any deficiencies, to enable the Resource Centre to follow up.

Video Equipment / Data Projectors / Handycams etc

TV / Video units are available from the centre.  These must be booked in advance at the Centre and cancellations should be made at least half an hour before booked period.  Teachers should ensure that strong responsible students are sent to collect trolleys.  Any maintenance problems should be directed to the Centre.

Handycams are available along with video 8 tapes and tripods.  It is important that proper supervision and care is taken with this equipment.  Data projectors and digital cameras are also available.  Booking sheets are at the Centre.

CD Players:
Several CD players are available from the centre.

Overhead Projectors:
Many of these are strategically placed on long-term issue around the school.   Others are available from the Centre.  Any matters concerning maintenance should be directed to the Centre.

Laminating:

Laminating of resources is available up to A2 size.

Spiral Binding / Heat Binding
This is available to teachers and students at a small cost.

Other Equipment

Such items as glue, scissors, protractors, staplers, paper whiteboard pens, blu-tac and staplers etc are available from the centre. It is important that items such as glue, scissors, staplers etc be returned at the end of each period.

Recording

The centre can record TV material (including SKY TV) broadcast at any time. Advance booking for such services is required.

Property Manager

The general daily maintenance of our buildings and grounds is the responsibility of Terence Gedult, who supervises the Caretaker, maintenance and ground staff.  Any matters of furniture repair and maintenance around buildings and grounds should be clearly itemised and placed in the Property Manager’s pigeonhole in the Staffroom Foyer.

All classrooms and ancillary areas are cleaned daily after school.  Staff have the responsibility to see that there is no unreasonable debris for cleaners to deal with. Any cleaning comments or problems are to be reported to the Property Manager.

At the end of the school day all classroom windows should be closed and chairs placed on desktops.

I.C.T. Support

Stephen Hooper and Dallas Savage are the IT Support Managers providing computer support for the school.  They are based in B Block and should be the first point of contact for computer or network problems.

Security Alarms

Intruder alarms and smoke alarms are monitored by an alarm monitoring company. Intruder alarms are set after hours and all alarm activations will be phoned through to the caretaker or his substitute.

After Hours:

To avoid having needless call-outs, we need to be made aware each time any staff member intends being at the college after hours. You could also contact Edge Security on 0800 359 657

Monday to Friday
 7.15pm to 7.00am during SCHOOL TERM

Monday to Friday
 5.00pm to 7.00am during HOLIDAY BREAK

Sat, Sun & Stat Holidays 
All day

Arrangements can be made with:

Jack (Caretaker) ph 298 2109, Mob 027 271 5963 

72A Rosehill Drive, on the east side of the Rosehill Drive entrance.

or 

Terence (Property Manager) ph 295 0699 Mob 0274 443 4829

Operating Instructions

If you do not have a security PIN/code for the alarms, make arrangements with the Property Manager at least a day in advance.
To access an area:

To deactivate the alarms in, say, the Admin Block:

Enter your code on the alarm keypad. (For the staff room, the "old" staff room code is used instead)

Push “OK”.

The display will show a greeting and your name, followed by “ADMIN BLOCK is On. Push Off”.

Press the “OFF” button. 

To reset an area:

Check that the windows and doors to your room are locked!

To reset the alarms in, say, the Admin Block:

Enter your code on the alarm keypad. (For the staff room, the "old" staff room code is used instead)

Push “OK”.

The display will show a greeting and your name, followed by “ADMIN BLOCK is Off. Push On”.

Press the “ON” button. 

The message “Testing Zones, Please wait….” will appear briefly, followed by “Admin Block is now on”.

Leave the area within 30 seconds.

When an error message appears on the keypad display:

It is possible that an error message may appear on the keypad before or after you have entered your code and pressed “OK”. 

This message may be disregarded (eg. “Had alarm on T02 Lan Comms in System) as any urgent messages would be communicated to the caretaker by the monitoring company. 

You will be unable to switch any areas on or off until you have acknowledged the message by pressing “OK” again.

When the message reverts to 
“Admin is On. Push Off” you will then be able to switch off,

OR
“Admin is Off. Push On” you will then be able to switch on.

Alarm activation:

Should you accidentally activate the alarms in, say, the Admin Block:

REMAIN CALM!

Go to the alarm keypad and enter your code.

Push “OK”.

The keypad will show that an activation has occurred (e.g. “Had PIR/tamper in Admin Block)

Press “OK” to acknowledge the message.

The display will now show “ADMIN BLOCK is ON. Push OFF”.

Press the “OFF” button. 

The alarms will now stop sounding.

If you are unable to disable the alarm, it is best to contact the caretaker/Jack as soon as possible to save any unnecessary call-outs.
Staffroom and Social Club

Margaret Smith is the Staffroom Manager who makes sure refreshments are available and the Staffroom is kept tidy and comfortable.

All staff belong to the Staff Social Club which is managed by a group of volunteer staff.

Funds come from the Board of Trustees of $1.15 per person per week (as per employment contract).  This covers tea, coffee and milk at interval and lunchtime.  To cover the cost of biscuits at interval and drinks at any other time a social club fee is levied. Part of the levy is also used for staff social functions. 

The Social Club
· Organises extra equipment for the Staffroom.

· Arranges social activities throughout the year.

· Runs raffles.

Staff will be asked to volunteer for this Committee.

In 2009 the fee is the same as for 2008 - $55.00 a year. If this fee is paid by the end of Term 1 it is discounted to $45.00 a year. Term by Term payment can be made at $14.00 a Term. Part-time staff will be charged an amount proportional to their hours.
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