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OPERATIONAL POLICIES

1.

1.1

1.2

1.3

PRINCIPAL’S ROLES AND RESPONSIBILITIES POLICY

ROLE

The Board of Trustees delegates day to day management of the school to the Principal in the
understanding that they will act lawfully, fairly, prudently within the law and Board policy and
work towards achieving the strategic goals.

The Principal shall operate within BOT delegations and have the support of the Board. From time
to time the Board may issue changes in policies, in minutes of a Board meeting, or by written
delegation.

RESPONSIBILITIES

The responsibilities of the Principal are to:
(a) Meet the requirements of the current job description

(b)  Meet the requirements of the Principal’s Professional Standards

(c)  Actasthe education leader of the school

(d)  Manage the school effectively on a day-to-day basis within the law and in line with Board
policies.

(e) Develop an Annual Plan in line with the Board’s Strategic Plan and seek approval from the
Board by 1 March each year.

(f) Implement the (annual) operational plans and give priority to the school’s annual targets.

(g) Use resources efficiently.

(h)  Put good employer policies into effect.

(i) Approve staff attestation for salary increments

1] Allocate pay units for management positions

(k)  Oversee teacher appraisals and staff professional development.

(n Hire, deploy and terminate teacher and auxiliary staff positions [below DP].

(m) Preserve assets (financial and property)

(n)  Communicate with the community on operational matters

(o) Keep the Board informed of information important to their role.

(p) Report to the Board on the compliance with their policies.

(q) Organise operations within the boundaries of prudence and ethics established in Board
policies on Operations

(r)  Act as Protected Disclosures Officer

(s)  Appoint, on behalf of the Board, the Privacy Officer and EEO Officer.

Only decisions made by the Board of Trustees, acting as a Board, are binding on the Principal.
Decisions or instructions of individual Board members, committee chairs, or committees are not
binding on the Principal except in rare circumstances when the Board has specifically authorised it

BOARD - PRINCIPAL RELATIONSHIP

The relationship between the Board of Trustees and Principal is one of trust and support with both
parties working to ensure there are “no-surprises”.
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1.5

Refer to Section 3 Board — Principal Relationship in the Governance Policies for more detail

COMMUNICATION AND SUPPORT TO THE BOARD

The Principal shall communicate with the Board of Trustees in a timely and sufficient manner to
keep the Board informed and prepared for its work.

The Principal shall
(a) seek approval from the Board of Trustees each year for the annual plan

(b) Report to the Board of Trustees in accordance with Reporting to the Board of Trustees
Policy (refer Section 8 below)

OPERATIONAL POLICIES WITH RESPECT TO THE PRINCIPAL’S ROLES AND RESPONSIBILITIES

Please note that the relevant complete Operational Policies follow in Sections 2 to 8 after this
policy

ASSET MANAGEMENT

The Board of Trustees is responsible for over viewing the programming and funding of general
maintenance of the school grounds, buildings, facilities and other assets to provide a clean, safe,
tidy and hygienic work and learning environment for students and staff. Assets shall not be
unprotected, inadequately maintained or unnecessarily risked.

Accordingly, the Principal shall not:
(a) Fail to insure assets.

(b) Allow unauthorised personnel to handle funds or the organisation’s property.

(c) Subject plant and equipment to improper wear and tear or insufficient maintenance or
inappropriate use or fail to replace furniture, furnishings and equipment as required.

(d) Fail to ensure the implementation of the 5YA and 10 year property maintenance plan

(e) Fail to protect intellectual property, information and files from loss or significant damage or
unauthorised access or duplication.

(f) Receive, process or disburse funds under controls that are insufficient to meet the board-
appointed auditor’s standards.

(g) Invest or hold operating capital in insecure accounts, or in non-interest bearing accounts
except where necessary to facilitate ease in operational transactions.

HEALTH & SAFETY

Staff and students shall have a safe physical and emotional environment.

Therefore, the Principal shall:
(a) take reasonable steps to protect users of our services from unsafe or unhealthy conditions

(b) comply with the provisions of the Health and Safety Act 1992

(c) provide a smoke free environment

(d) ensure a risk analysis management system (RAMS) is carried out where and when
appropriate.
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(e)
(f)

provide privacy of personal documentation held
develop procedures that assure the safety and well-being of staff, students and volunteers.

FINANCIAL CONDITION

The financial viability of the school must be protected at all times.

Therefore the Principal shall not:

(a)
(b)
(c)

(d)
(e)
(f)
(g)
(h)
(i)
()
(k)

Incur unauthorized debt.
Violate generally accepted accounting practices or principles.
Use budgeted funds for purposes other than those approved, without prior approval of the
Board.
Spend more funds than have been allocated in the fiscal year, without prior approval of the
Board..
Fail to ensure all money owed to Kawaha Point School is collected in a timely manner.
Fail to make timely payment to staff and other creditors.
Sell or purchase unauthorized property.
Fail to ensure that all relevant Government returns are completed on time.
Fail to ensure that no one person has complete authority over the schools financial
transactions.
Fail to ensure that the financial statements are audited each year and forwarded to the
MOE
Make any purchase of over $2000 without adequate review of:
e  Comparative pricing
e Quality
e Ongoing costs
e Value and reliability.

BUDGETING

Budgeting shall not fail to reflect the Board’s strategic results, risk financial jeopardy nor fail to
show a generally acceptable level of foresight.

Thus the Principal shall not develop a budget that:

(a)
(b)
(c)
(d)
(e)
(f)

Contains too little information to enable a credible projection of revenues and expenses
Does not reflect the results sought by the Board.

Does not reflect the priorities as established by the Board.

Fails to ensure adequate working capital.

Neglects to demonstrate responsible management of the organisations assets.

Fails to demonstrate an appropriate degree of conservatism in all estimates.

LEGAL RESPONSIBILITIES

The Principal shall ensure that all the legal responsibilities are met.

HUMAN RESOURCES

The Board delegates responsibility to the Principal on all matters relating to the management of
staff in the expectation that they will be managed in a sound, fair, and respectful manner in
accordance with the current terms of employment documents.
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Therefore, the Principal shall not:
(a) Operate without personnel policies that make clear rules for staff and guard against

unethical practices.

(b) Discriminate against employees on other than clearly job-related criteria, individual
performance or qualifications.

(c) Deny to employees their rights to personal dignity, safety and access to an approved and
fair internal grievance process.

(d) Fail to check that all teaching staff are registered or have a current Limited Authority to
Teach.

(e) Violate any part of workplace employment legislation

(f) Fail to provide a suitable professional development programme which takes into
consideration the requirements of the strategic and annual plan

(g) Fail to carry out annual performance appraisals

(h) Neglect to take reasonable steps to protect staff from unsafe or unhealthy working
conditions

(i) Fail to provide Protective Disclosure protection.

The Principal shall complete the following attestation yearly.

ATTESTATION PERSONNEL

O All staff, teaching and non-teaching are employed on an employment agreement.

O All required staff are registered or have a current Limited Authority to Teach

O All staff have undergone an annual performance appraisal within the last 12 months and
have a professional development programme as a result of this.

Staff are informed of the grievance process

EEO requirements are met

Privacy Act requirements are met and the personal files are secure

O o0Oo0oa0o

The school is a smoke free environment.

| attest that the above legal personnel requirements have been met.

Principal
Date

CURRICULUM

Delivery of the curriculum shall foster student achievement.

Therefore the Principal shall:
(a) ensure opportunities for success in all essential learning areas and skill areas of the school’s

curriculum.
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(b) report on progress and achievement of students.

(c) identify students at risk of not achieving including those gifted and talented students and
implement teaching and learning strategies to address needs.

(d) consult with our school’s Maori community about the policies/plans for improving the
achievement of Maori students.

(e) seek Board approval before changes to the school curriculum requiring increased
expenditure or significant changes to programmes or staffing are made.

(f) Ensure progress is made towards achievement of the Charter goals and targets

PLANNING AND REPORTING

The Principal shall:

(a) ensure the school’s strategic plan is the focus of day-to day activity and report on the
progress towards the strategic goals.

(b) ensure that policies, programmes and plans are evaluated including student achievement.

(c) report to students and their parents on the achievement of individual students.

(d) report to the community on the achievement of students as a whole and of groups at risk of
not achieving.

(e) report on the outcomes of programmes developed for Maori students.
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2. ASSET MANAGEMENT POLICY

The Board of Trustees shall protect and adequately maintain all tangible and intangible assets of
Kawaha Point Primary School and ensure that the School’s assets are used to achieve our
educational goals as determined by our School’s strategic plan and charter.

The Principal is delegated the day to day management of the school’s assets in accordance with
the Principal’s Roles and Responsibilities Policy

The Asset Protection Policy will be monitored by:
1. External auditor during annual audit

2. Direct Board inspection, as required
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3. HEALTH AND SAFETY POLICY

The Board of Trustees shall ensure that the school maintains a safe emotional and physical
environment for students, staff and community members.

The Principal is delegated the day to day management of the school’s Health and Safety in
accordance with the Principal’s Roles and Responsibilities Policy
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4.1

4.2

4.3

4.4

FINANCE POLICY

GENERAL

The Board of Trustees shall ensure that the School’s financial resources are used to achieve our
educational goals as determined by our School’s strategic plan and charter.

BOARD RESPONSIBILITY

The Board of Trustees shall develop and approve a budget each year and regularly monitor its
implementation

PRINCIPALS DELEGATION

The Principal is delegated the authority to manage the day to day finances of the school and to
implement the approved budget, in accordance with the Finance Policy and Principal’s Roles and
Responsibilities Policy

With respect to the actual, ongoing financial condition and activities, the Principal will operate
Kawaha Point School in a sound and prudent fiscal manner for short and long term financial health

of the School.

FINANCIAL REPORTING

The Principal shall obtain financial reports from an approved accounting organization which
compares the actual financial results with the projected budget and last years financial results. The
frequency of the financial report shall be determined by the Board, however should be provided at
least quarterly.

The financial reports shall include the following:
e Asummary of income and expenditure (2 pages max)
e Abalance sheet showing the financial position of the organization
e Detailed income and expenditure report of revenue and expenses
e  Explanations of any significant variance
o  Alist of payments made during the reporting period

In addition the Principal shall report on the following:
e  The number of students currently enrolled compared with the number projected, and
compared with the number in same period of the previous year;
e Areport on fund raising activities and results;
e Alist of critical issues that might affect the financial stability of the school.
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4.5 FINANCIAL MONITORING

Board’s Role

Principal’s Role

Approves a budget that reflects the
charter school’s goals and board
policies

Prepares the budget and presents it to the Board
with backup information. Revised budget as
required and makes recommendations

Approves the format and frequency of
financial and programmatic reports.

Makes recommendations for financial and
programmatic reports to the board; assures
reports include information required by MOE.

Reviews monthly or quarterly financial
statements.

Monitors income and expenses on a daily basis.
Prepares financial and educational program
reports that can be compared to the budget and
projected activities.

Ensures adequate financial controls are
in place and that financial reports are in
accordance with accounting practices
and applicable provisions of the charter
contract.

Raises policy issues and provides information for
standard accounting policy decisions. Carries out
policies established by the charter school board
and makes recommendations for changes and
improvements

Reviews the audited financial
statements and managements response
letter

Reviews the audited financial statements. If
necessary, responds to the audit firm’s letter.

Approves charter school’s investment
policies and reviews them annually.

Regularly reviews and makes recommendations
about investment policies.

Is well-informed about the charter
school’s finances.

Coordinates board training on financial matters.

4.6 THEFT AND FRAUD

The Board of Trustees has ultimate responsibility for the prevention and detection of fraud and is
responsible for ensuring that appropriate and effective internal control systems are in place

(a) As preventative measures against theft and fraud, the Board of Trustees requires the
Principal to ensure that:

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

The School’s financial systems are designed to prevent and detect the occurrence of
fraud. All such systems must meet the requirements and standards as set out in the
Public Finance Act 1989, Section 45C(b) and of generally accepted accounting practice
promulgated and supported by the Institute of Chartered Accountants of New Zealand.

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

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

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

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

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

(e) Any allegation concerning the Principal should be made to the Board Chairperson. The
Chairperson will then investigate in accordance with the Theft and Fraud Prevention
procedure.

(f) Any allegation concerning a member of the Board of Trustees should be made to the
Principal. The Principal will then advise the manager of the local office of the Ministry of
Education and commence an investigation in accordance with the Theft and Fraud
Prevention procedure.

4.7 BUDGET TIMETABLE

January Begin fiscal year
February Delegations for financial management of budget
M
March o
April n
May i
t
June
o
July r
August
September Delegate budget preparation b
Consult with those with a vested interest :
October Prepare draft budget g
Distribute budget to all trustees f
November Present proposed budget to board
December Adopt the budget
Minute adopted budget
Renew authority to spend budget
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5. LEGAL COMPLIANCE POLICY

The Board of Trustees are legally responsible for ensuring that all students receive a quality
education in a safe environment. The Board is expected to act within the boundaries of the law at
all times and the Board will not knowingly break any relevant Acts of Parliament.

The Board of Trustees shall:
e submit a copy of the current Charter and Annual Plan with student achievement targets to
the Ministry of Education, before the required date each year.
e ensure that the Annual Accounts are audited and the audited account are sent to the
Ministry of Education with a Statement of Variance, before the required date each year.
e work within the National Education Guidelines (NEGs) and National Administration
Guidelines (NAGs), giving priority to the Gazetted priorities of the Ministry of Education.
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6.

6.1

6.2

6.3

HUMAN RESOURCES POLICY

PURPOSE

The Board of Trustees shall ensure fair treatment of employees and will show commitment to
equal opportunities as regard to recruitment, professional development, promotion and
conditions of service

The Board of Trustees shall:

e Actin good faith as a good employer

e Actively seek to eliminate harassment or discrimination in accordance with the Human
Rights Act 1993.

e  Promote a safe and healthy working environment

e Appoint the most suitable applicant for our school.

e  Treat staff discipline and dismissal as legal procedures and the Board will involve NZSTA and
NZEI as required.

e Make appointments of Permanent and Fixed Term units according to student needs. Fixed
term units are reviewed annually.

e  Ensure that staff is afforded an avenue for disclosures of serious wrongdoing in or by the
school, and have their name and position protected.

e Carry out police vetting for new staff and regular workers at the school as required by the
MoE.

PERFORMANCE MANAGEMENT

Staff performance is attested annually against the appropriate Professional Standards by the
Principal or their delegate. Notification to the Board will then be included in the Principal’s Board
Report (refer Principal’s Role and Responsibility Policy)

Effective appraisal identifies developmental goals for individual teachers and the process should

be owned by the participants. The Principal shall appoint suitable appraisers or employ
consultants as required.

STAFF DISCIPLINE AND DISPUTES

The Principal is delegated the day to day management of all staff and is responsible for developing
and implementing the Staff Discipline and Disputes Procedure, which shall be in accordance with
the relevant acts of Parliament and the MoE, NZSTA and NZEI requirements.

The Principal, in the first instance, is responsible for matters concerning staff discipline and
disputes, in accordance with the Staff Discipline and Disputes Procedure.

In the event that the staff discipline and / or staff dispute matter is not satisfactorily resolved by
the Principal, the matter shall be referred to the Board of Trustees. The Board of Trustees shall
investigate the matter and in the event of dispute, the principles of natural justice will apply. The
Board of Trustees will allow each party to seek the advice they desire and provide the evidence
they deem relevant. The Board shall seek and act on advice following due process and in the end,
the Board of Trustees, as employer, will have responsibility for the final decision.
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6.4 PRINCIPAL APPRAISAL

(a)

(b)

(c)

(d)

General

The relationship between the Principal and the Board is the critical hub around which the
effective governance and management of any school revolves. The most significant task a
Board performs is appointing the Principal and managing her/his performance.

The Board of Trustees is the legal employer of all the staff in a school. The Principal is chief
executive of the Board but is also an employee of the Board and therefore subject to
appraisal. Principal appraisal is two-fold:

(i)  Accountability
Firstly, appraisal assures the accountability of the Principal for leading the school and
managing the quality of teaching. To achieve this, a Board must document its
expectations of the Principal's performance.

(i) Development Aspects
Secondly, appraisal has the effect of setting development objectives. These relate to
school-wide organizational goals and professional development goals personal to the
Principal.

Effective Principal appraisal combines accountability and development aspects
through:

e role clarification;

e ongoing feedback to the Principal about performance;

e honest identification of concerns to bring about improvement;

¢ affirmation of successes; and

e support for development.

The Board should consult the Principal to develop its performance appraisal processes
and documents, including the Principal's Performance Agreement.

Responsibility for Process

Responsibility for managing the Principal's appraisal is delegated to the Chairperson of the
Board. The Chairperson will engage (in consultation with the Principal) persons with
appropriate skill and expertise to contribute to the appraisal process.

The Board Chairperson and the Principal will consult to determine a process for the
Principal's appraisal. This process will be recorded in the performance agreement and
implemented annually.

Confidentiality

Documentation related to the Principal's appraisal interview will remain confidential to the
Principal and the Board Chairperson, unless the Principal agrees otherwise. Performance
agreement documents will be made available to the Board as confidential documents

Dispute Resolution

Any dispute related to the Principal's appraisal process or its results will be referred to an
independent arbitrator agreed upon by the Principal and the Board Chairperson. (Note that
in any dispute, the Board, as employer, has responsibility for the final decision.)

In the event of dispute, the principles of natural justice will apply. The Board will allow each
party to seek the advice they desire and provide the evidence they deem relevant. In the
end, the Board, as employer, will have responsibility for the final decision.
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7. CURRICULUM POLICY

The Board of Trustees will ensure that the school curriculum reflects the community’s ideals for
their children, in accordance with the New Zealand Revised Curriculum and the strategic direction
of the school.

The following attributes, attitudes and values will be developed in learners and modelled by staff
through appropriate learning experiences, learning inquiries and learning of key concepts

Attributes
Good Communicators- Readers, Writers, Speakers.
Prepared for their future
Good with numbers

Problem Solvers

Inquiry Learners

Skilled for living

Setters of goals
Able to lead

Attitudes
Have a Sense of Belonging
Be a Team Player

Be Confident
Be Focused

Be Positive

Be Creative
Be Flexible

Be Healthy

Give lta go

Values
Kia Kaha (Be Strong)
Kia Maia (Be Brave)
Kia Manawanui (Be of Great Heart)

Student engagement is expected in all learning situations and will be enhanced by appropriate
challenging and fun programmes.

The individual needs of all students are expected to be met by differentiating the school
curriculum and in the process providing the necessary programmes for both at risk students and
gifted and talented students.
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8. REPORTING TO THE BOARD OF TRUSTEES POLICY

The Principal reports to the Board of Trustees as a whole and keeps it informed of the true and
accurate position of the school’s programmes, financial position and all matters having real or
potential legal consequence for our school. Thus the Board of Trustees is supported in its strategic
decision making and risk management.

The Principal shall:

e inform the board of significant trends, implications of board decisions, issues arising from
policy matters or changes in the basic assumptions upon which the board’s strategic goals
and decisions are based.

e  submit the student achievement data required in a timely, accurate and understandable
fashion.

e present a schedule of reporting on student achievement data monitoring data at the first
meeting of each year, that meets the Board of Trustees needs

o report and explain financial variance over 10% against budget.

e  present information in a suitable form - not too complex or lengthy.

e inform the board when, for any reason, there is non-compliance of a board policy.

e recommend changes in Board policies when the need for them becomes known.

e  confirm in writing that personnel attestation has been carried out each year.

e |imit public statements about the official position of the Board on controversial social,
political, and/or educational issues to what the Board has formally adopted as positions of
record.

The Principal’s Report should not be a tool to inform the BOT about everyday happenings at the school,
as newsletters should fill this role.

An example of the Principal’s Report is attached.
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Example of Principal’s Report

Current roll is

Strategic
Aims

Each year
we will

increase the
percentage
of students
At or Above
National
Standards in
reading,

writing and
mathematics.

Build a
positive
community
support
network with

parents,
whanau and

community
which

focuses on
student

progress and
achievement.

Maori and
Pacific
Island

students
have a sense
of their
culture and
are achieving
and
progressing

against the
New Zealand

Curriculum
at the

expected
levels.

Increase the
relevant use
of ICT as
tools to
facilitate
learning and

engage all
students.

2.2 Drincipals BOT Report

F*kkkk

. Last years roll *****
Annual Goals

All students who are achieving below the National
Standard will show accelerated progress in overall teacher
judgements relative to their progress till that point.

The principal and staff develop the moderation of overall
teacher judgements to be increasingly accurate.

The Principal & staff create a regional moderation
timetable to engage local schools.

The reviewed reporting format provides parents with the
information they want in relation to National Standards.

The leadership team work to broaden the leadership of
curriculum areas through development of less experienced
staff.

Overall teacher judgement data is accurate and specific
targets and the Annual Plan can be based on this data.

Parents and community are kept informed about the
progress and achievement of their children and all student
groups across the school.

Successful community meetings and curriculum evenings
which are increasingly well attended by parents.

90% of parents attend parent interviews.

Increased opportunities are available for parents to be
involved in the school and form networks.

The Maori community contribute to target setting for
2014.

We instigate a “whanau’ approach with our community.

The school’s physical environment reflects the cultures
of students at our school.

The Bilingual Unit continues to build their autonomy
and identity within our school.

Teachers use a greater variety of strategies to engage
Maori & Pacific Island learners.

The achievement gap between Maori and European
students continues to close.

Provide an increasingly holistic approach to the
curriculum for Maori & Pacific Island.

The Strategic Plan specifically for ICT is reviewed and
aligned with the curriculum concepts for 2013.

Classroom programmes use quality ICT’s to engage
and enrich learning programmes.

Appraisal includes e-learning goals.

Ipads and other hardware are purchased to ensure we
can meet learners needs.

Increase in attendance rates through greater student
engagement.

*ekekedek 20 ‘l 3

Progress/ Actions for the Month:
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2.2.1 Nag 1: Curriculum Requirements & Student Achievement
1. Report on the number of stand-downs and action taken to support students.
2. Report on significant curriculum developments (school and nationally).
3. Report on special needs support, at risk and gifted and talented students / programmes.

2.2.2 Nag 2: Documentation & Self Review
1. Significant trends; implications of board decisions; issues arising from policy matters
2. Non-compliance of a board policy
3. Recommended changes in board policies
4. Consultation with community and other self review items.

2.2.3 Nag 3: Employer Responsibilities
1. Report on any employment issue that may impact on the school or Board.
2. Notification when appraisal and attestation of staff members is complete.

2.2.4 Nag 4: Financial & Property Management
1. Report on major property issues or projects.
2. Report on funding issues, variance or applications.

2.2.5 Nag 5: Health & Safety
1. Report on any incidents and action taken.
2. Report on items that may affect the health and or safety of staff or students.

2.2.6 Nag 6: Legislation
1. Report on compliance with legislation.

School Visitors
e Thissimply informs the BOT as to who has been at the school recently.
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