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St Bernard’s School – Policies and Procedures 
 

“Be diligent to know the state of your flocks, and attend to your herds; “Proverbs 27:23 

“A wise man will hear and increase learning, and a man of understanding will attain wise counsel.”    

Proverbs 1:5 

 

Policy 1 - Governance 

 

This policy sets out the behaviour and operations of the Board of Trustees.   

 

I. Board Job Description 

 

The purpose of the Board, on behalf of the community and the Ministry of Education, is to 

see that St Bernard’s School meets the educational needs of its students and serves as a 

wise steward of its resources while preventing unacceptable actions and situations.  

The board: 

 Is responsible for maintaining the connection between St Bernard’s School and its 

community. 

 School Policies; 

o Policies are consistent with the Education Act and its amendments, other acts and 

regulations, industrial awards and the school charter 

o Policies are developed and approved by the board 

o Policy review process is planned and approved 

 Will hold the principal accountable through monitoring of their performance against 

board established policies and will take corrective action as needed. 

 

2. Governing Style 

 

The Board provides strategic leadership to St Bernard’s School. In order to do this, the 

Board will: 

 Uphold and protect the special character of the school. 

 Be forward focused and keep informed of issues and trends that may impact on St 

Bernard’s School. 

 Make decisions based on knowledge of community needs and best practices and in 

accordance with its mission to empower children in their learning within a Catholic 

community. 

 Be proactive and visionary in its thinking. 
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 Encourage thoughtful deliberation, incorporating a diversity of viewpoints. 

 Work together as colleagues, encouraging mutual support and good humour. 

 Have the courage to lead and make difficult decisions. 

 Commit to excellence in governance, including regularly monitoring, assessing and 

improving its own performance.  

3. Code of Conduct 

The board is committed to a culture of honesty, integrity and excellent performance.  

Trustees shall: 

 Publicly represent the school in a positive manner 

 Respect the integrity of the Principal and staff 

 Observe the confidentiality of non-public information acquired in their roles as 

trustees and not tell any other persons such information that might be harmful to the 

school.  

 Be diligent and attend board meetings prepared for full and proper participation in 

decision making 

 Ensure that they do not act independently of the board’s decisions 

 Speak with one voice through its adopted policies and ensure that any disagreements 

with the board’s position are resolved within the board 

 Recognise that only the chairperson can speak publicly for the board 

 Be available to undertake appropriate professional learning and development. 

 Disclose to the Board any and all impending conflicts of interest at the beginning of a 

board meeting as per the agenda.  

4. Conflicts of Interest 

 

Members of the board acting on the school’s behalf must be free from conflicts of interest 

that could adversely influence their judgment, objectivity or loyalty to the school when 

conducting board activities or making governance decisions. It is recognised that trustees 

may take part in legitimate financial, business, charitable and other activities outside their 

trustee role, but any potential conflict of interest raised by those activities must be 

disclosed promptly to the board.  

Where conflicts of interest arise, trustees are expected to bring them to the board’s 

attention, excuse themselves from discussion where relevant, and not take part in the 

decision making. 

5. Self-Review of Board Performance 

 

The board will at least once a year conduct a performance review of itself, its members 

and the outcomes of its policies. 
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6. Whistle blowing  

 

The Board will facilitate the disclosure and impartial investigation of any serious 

wrongdoing.  This policy advises that the board will meet the rights of employees to 

disclose serious wrongdoing, as set out  in employment agreements, receiving and dealing 

with such disclosures.  The policy is consistent with, and facilitates, the Protected 

Disclosures Act 2000. 

7. Handling complaints 

 

The Board recognises that there will be times when complaints will be made against 

either the Board or one of its employees.  To ensure that the concern or complaint is dealt 

with promptly and fairly, the following process will be followed. Complaints will be 

handled as near the source as possible. 
 The person/group with a concern should approach the person directly involved.   

 If unresolved, the concern should be taken to the Principal.  

 If unresolved, the concern should be taken to the Board through a written letter. 

 The letter of complaint will be acknowledged by the chairperson and the complainant 

will be advised of the next steps in the board process.  The letter becomes part of the 

correspondence that will be dealt with at the next board meeting while the public is 

excluded. 

 The letter is tabled at the board meeting [with the public excluded] and referred to 

relevant parties for reporting back to the board.  The board decides whether to deal 

with the matter as a whole or appoint a committee to investigate and recommend to 

the board. 

 At the meeting of the board/committee the reports are received and the parties may be 

invited to speak to their complaint or answer questions. The board/committee 

considers the evidence and/or information and comes to a decision or 

recommendation. 

 Depending on the delegated powers of the committee either they or the board as a 

whole come to a resolution as to how the board will respond and/or what action will 

be taken. 

 The board’s response is communicated to parties to the complaint.  This may be either 

publicly or confidentially depending on the case. 

 Any of the parties may request the board to reconsider their decision – 

however normally for such a reconsideration to take place new information that would 

have been relevant to the board’s deliberation must be produced 
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8. Legal Mandate 

 

The Integration Act – The Board of Trustees of an integrated school functions according 

to the Private Schools Conditional Integration Act 1975 with Amendments. Legislation 

requires that this Act take precedence over other named statues which govern the school 

if there is a conflict between it and other legislation.  The Special Character is not the 

responsibility of the Proprietor’s Appointees alone. The responsibility for the Special 

Character falls on the whole Board collectively. 

The legal responsibility of school trustees is set out in Section 75 and Section 76 of the 

Education Act 1989, with the employer responsibility in Section 65. The Board 

implementation of school governance will ensure compliance with the Education Act and 

the National Education Guidelines.  

 

Governance: Education Act s75 

Boards to control management of schools – 

Except to the extent that any enactment or the general law of New Zealand provides 

otherwise, a school’s board has complete discretion to control the management of the 

school as it thinks fit. 

Management: Education Act s76 

Principals – 

(1) A school’s principal is the board’s chief executive in relation to the school’s control 

and management. 

(2) Except to the extent that any enactment or the general law of New Zealand provides 

otherwise, the principal – 

(a) Shall comply with the board’s general policy directions; and 

(b) Subject to paragraph (a) of this subsection, has complete discretion to manage as 

the principal thinks fit the school’s day to day administration. 

 

Employer: Education Act s65 

A board may from time to time, in accordance with the State Sector Act 1988, appoint, 

suspend, or dismiss staff. 

9. Personal liability insurance  

 

The Board should have insurance to cover the collective or delegated decisions of the 

board which may be found to be unwise. Each trustee should ensure that they understand 

the requirements of the insurance cover. 

 



 

Page 5 

                 he ara ki to ao – a pathway to the world                                                           file:current/policies/policy documentation 

                                                                                                                                                                   

 

  

10. Role of the Chair  
 

The Chairperson assures the integrity and fulfilment of the Board’s process by ensuring 

that the Board conducts business consistent with its own rules. 

 

The responsibilities of the board chairperson include:  

 Coordinating the planning of the Board's activities for the year ahead and planning for 

the organisation’s future.  

 Preparing, in consultation with the CEO and Board Secretary, the agendas for Board 

and Committee meetings.  

 Presiding at Board meetings, making sure that they run smoothly and ensuring that 

deliberations will be fair, open, thorough, timely, orderly and to the point. 

 Ensuring that Board members have the information they need to make informed 

decisions.  

 Ensuring the orientation of all new trustees. 

 Ensuring all board members are involved in the work of the board.  

 Organising the committees of the Board. Maintaining contact with committee Chairs, 

helping them to stay on track and monitoring whether they need any additional 

support.  

 Representing the board at public functions. 

 Keeping appraised of the concerns of external stakeholders. 

 Representing the Board to outside parties in announcing board-stated positions. 
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But when the Holy Spirit controls our lives, he will produce this kind of fruit in us: love, joy, peace, patience, 

kindness, goodness, faithfulness, gentleness and self-control. Here there is no conflict with the law.  

Galatians 5:22-23. 

 

Policy 2 - The Board - Principal Relationship 

This policy sets out the principles and rules around the link between the Board and its 

Principal to support them as a leadership team. 

1. Principal Delegations 

 

The Board delegates the day to day operating of the school to the Principal in the 

understanding that the Principal shall act ethically, lawfully, and prudently and inside the 

Board’s general policy framework.  

 

Delegations include to: 

 Meet the requirements of the current employment contract 

 Meet the requirements of the Principal’s Professional Standards 

 Act as the education leader of the school 

 Maintain the internal culture  

 Manage the school effectively on a day-to-day basis within the law and in line with 

board policies. 

 Prepare and Implement the (annual) operational plans and give priority to the school’s 

annual targets. 

 Spend up to the board approved budget.   

 Use resources efficiently. 

 Put good employer policies into effect. 

 Oversee teacher appraisals and staff professional development.  

 Appoint and manage staff, working in partnership with the Board for the appointment 

of management positions. 

 Keep the board up-to-date of significant staffing changes 

 Preserve assets (financial and property) 

 Communicate with the community on operational matters 

 Keep the board informed of information important to their role. 

 Report to the board on the compliance with their policies. 

 Act as Protected Disclosures Officer  

 Appoint, on behalf of the board, the Privacy Officer and EEO Officer. 

Only decisions made by the Board or its delegate are binding on the Principal. Decisions 

or instructions of individual board members, portfolio holders or committees are not 
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binding on the principal except in rare circumstances when the board has specifically 

authorised it. 

The principal can always use the expert knowledge of individual board members acting as 

volunteers. 

Communication to the staff should be through the principal. 

2.  Monitoring Principal Performance  

 

The board will conduct an annual review of the performance of the principal. 

 

Ongoing monitoring of the Principal performance will be against the  

 Accomplishment of  Board goals as outlined in the Charter and 

 Operation within the boundaries established in the Board policies on Management 

Constraints. 

 

     The Board will acquire monitoring data by one of three methods: 

 Internal reports where the Principal confirms compliance information to the Board; or 

 External reports, where an external third party contracted by the Board assesses 

compliance with Board policies; or 

 A delegated member or members of the Board assess compliance. 

    The performance management process must include the following: 

 Written statements of performance expectations 

 Targeted professional development 

 Appraisal discussion and report 

 Participation within a 12 month period 

 

3. Principal Disciplinary Process 

 

If and when a disciplinary process is needed, the board shall seek advice and follow due 

process. 

 

4. Principal Professional Expenses 

 

A budget for professional expenses and for professional development will be established 

annually.  These expenses may include continuing education, books and periodicals, and 

attendance at professional conferences. 
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5. Reporting to the Board  

 

The Principal reports to the board as a whole and keeps it informed of the outcomes of 

programmes and services; financial position; policies and all matters with potential legal 

consequence for our school. Thus the Board is supported in its strategic decision-making 

and risk management.  

 

Therefore, the principal shall: 

 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. 

 Submit the monitoring data required in a timely, accurate and understandable fashion. 

 Report and explain financial variance of 10% against budget. 

 Present information in a suitable form – not too complex or lengthy. 

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

 Recommend changes to board policies when necessary. 

 Any statements about the controversial, social, political, and/or educational issues will 

be passed on the Board before publication.  

6. Board - Principal Relationship  

 

The performance of the school depends significantly on the effectiveness of this 

relationship and a positive, productive working relationship must be developed and 

maintained.  

The Board and the Principal form the leadership team and clear role definitions have been 

developed.  

 This is a professional relationship is based on mutual respect based on trust, integrity 

and ability.  

 The Principal reports to the board as a whole rather than to individual trustees. 

 Day to day relationships between the board and the Principal are delegated to the 

chairperson. 

 All reports presented to the Board by the staff arrive there with the Principal’s 

approval and the principal is accountable for the contents. 

 There are clear delegations and accountabilities by the Board to the Principal through 

policy. 

 Both parties will work to ensure no surprises. 

 Neither party will deliberately hold back important information nor knowingly 

misinform the other. 

 The Board must maintain a healthy independence from the Principal in order to fulfill 

the role of governance. 

 The Principal should be able to share significant concerns with the board. 
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7. Chairperson – Principal Relationship 

 

The chair is the leader of the board and works on behalf of the Board on a day to day basis 

with the Principal. 

     Therefore it is expected that: 

 This is a professional relationship based on mutual trust and respect 

 It works as a team and there should be no surprises 

 The Principal and chair are able to counsel the other on performance concerns 

 The Principal and chair do  not undermine each other’s authority  

 Each agree and accept the need to follow policy and procedures 

 Each agree not to hold back relevant information 

 Each agree and understand that the chairperson has no authority except that granted 

by the Board. 

 The chairperson should act as a sounding board for the Principal both supporting and 

challenging in order to hold the school to account for achieving the goals and targets 

that have been set 

8. Principal Expectations of the Board 

 

In order to fulfill their responsibilities the Principal needs the board to: 

 Keep them informed of community matters  

 Publicly support them 

 Fully consider recommendations and information offered  

 Back their decisions when they are within legislation and the general policy direction 

of the board 

 Create no surprises  

 Come to meetings prepared 

 Commit to get to know the organisation and the environment in which it operates  

 Regularly attend meetings  

 Commit to teamwork 

 Speak with one voice  

9. Board Expectations of the Principal 

 

In order to fulfill its responsibilities the board needs the Principal to: 

 Publicly support the board and its members  

 Facilitate board involvement in community advocacy and leadership.  

 Create no surprises  

 Offer insight and recommendations, including option analysis and long-range 

implications so that wise decisions can be made 

 Adhere to board policy  
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 Prepare reports that enable the board to monitor performance because they are 

relevant, timely, and comprehensive  

 Give warnings and advance notice of issues in the educational community 

 Clearly guide on processes and procedures 

 Positively represent the Board  

 Give feedback on the performance of the  Board 

 Recommend training and professional development for the Board 
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Policy 3 - Management Delegations 

 

1. Curriculum delivery [linked to NAG 1] 

 

The Board through the Principal will deliver a curriculum that fosters student 

achievement by providing teaching and learning programmes which incorporate The 

National Curriculum as expressed in The New Zealand Curriculum 2007. In addition the 

Principal shall meet the requirements identified in National Administration Guideline 1.  

 

DELIVERY OF CURRICULUM 2019 

 

Rationale 

To describe how the school will deliver the curriculum to the students. 

 

Purpose 

To outline the provisions made by St Bernard’s School for delivering the curriculum during 2014. 

 

Objectives 

The school will teach the National Curriculum as required by the Ministry of Education and the 

Religious Education Programme as required by the Catholic Bishops of New Zealand. 

 

The school will incorporate the goals and objectives which form part of its Charter, in its programme. 

 

The school will have systems in place to ensure that these curriculum and goals are being met.  These 

systems will be supervised and revised by the Management Team. 

 

The Management Team will support and monitor staff in their planning, programmes and evaluation 

of curriculum.  Regular reports will be given to the Board of Trustees as regards curriculum 

achievement and development. 

 

Current curriculum statements will be used to guide the delivery of the curriculum in each subject 

area.  Throughout the year the school management team will continue to develop and update 

curriculum statements in alignment with the New Zealand Curriculum 

 

The school will be equipped with resources to deliver the curriculum goals as outlined in the 

curriculum statements. 

 

Outside agencies will assist in the delivery of the curriculum and goals. 

 

Voluntary assistance will be sought as appropriate from the parents and local community to help meet 

the curriculum goals. 

 

A budget for the provision of resources will be developed for each curriculum area every year. 

 

Professional learning development for staff will be based on the curriculum focus of the school  
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Staff will take a leadership role in developing policies and programmes and in managing resources 

and budgets for one or more curriculum area.  Curriculum leaders are responsible to the Principal who 

will report to the Board of Trustees when appropriate. 

 

The school will continue to create opportunities to inform parents about the curriculum and national 

standards. 

 

The school will survey the learning needs of its pupils and seek to address special needs through a 

variety of intervention processes.   

 

The school will be open for instruction on 386 half days. 

 

 Term start and finish dates Holidays during the term 

Term 1 Monday 4 February to Friday 12 April Waitangi Day Thursday 6 February 

Easter break during holiday time,  

Good Friday 19 April  

Anzac Day during the holidays 

 

Term 2 

 

Monday 29 April to Friday 5 July  Queen’s Birthday  Monday 3 June 

Term 3 Monday 22 July to Friday 29 September  No breaks during term 

  

Term 4 Monday 14 October to Wednesday 18 December  Labour Day Monday 28 October 

 

 

 

The instruction will take place between 9.00am and 3.00pm. 

 

The delivery of the curriculum will occur mainly at St Bernard’s School.  The Parish church and 

school hall, together with local amenities will sometimes be used as venues.  When appropriate pupils 

will travel to other areas for curriculum based activities. 

 

RELIGIOUS EDUCATION 

 

Catholic Character 

 St Bernard’s is a Catholic School.  

 In Church teaching, working in a Catholic School is considered to be a ministry of the 

church which is an indication of the importance given to the act of teaching.  

 Inspiration for teaching can be gained from the example of Jesus Christ who made 

teaching an essential part of his ministry while on earth. 

 Being a Catholic School enables the whole school community to openly live by the values 

and teachings of Jesus in the gospels and, on a daily basis, live a Christian life in the way 

we carry out our lives and interact with others.  
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Catholic Education Centre and Primary Schools Consultant 

 The Catholic Education Centre provides consultant services to schools to assist in 

programme development and problem solving. 

 Any staff member needing to seek advice or resources should seek advice from the DRS 

(see ‘Director of Religious Studies’ below) before calling in the consultant. 

 

Catholic Ethos 

 The school’s Special Catholic Character is based on the teachings of Jesus Christ as 

written in the Gospels. 

 Vatican documents insist that a Catholic School must be excellent, in its observation of its 

Special Character, Religious Education and in its delivery of educational programmes. 

 

Class Masses 

 Each Wednesday one class will attend the parish Mass. If there has been a school Mass or 

liturgy service during the week the parish Mass will not be attended. 

 

Class Prayer 

 Prayer is an essential part of the special character of the school.  

 It is expected that each day there is a time of prayer to start the day, grace before lunch 

and prayer before dismissal at the end of the day.  

 Morning prayer is the key to a good start to the day and maintaining the prayer culture of 

a class. This prayer time should start and finish with the sign of the cross and could 

include the recital of standard prayers of the church, readings from scripture, spontaneous 

prayers from children and staff, prayers for a particular intention, prayers prepared by 

students, reflections from resource books, prayer exercises around the circle, a decade of 

the Rosary during May and October, meditation and any other types of prayer that suit the 

age of the children. The use of Te Reo can be incorporated into prayer times. 

 Where appropriate, prayer sessions should be prepared and led by students and would 

normally last up to 5 minutes.  

 As a way of strengthening the classroom community spirit, the whole class including 

adults should group together and have a prayerful and respectful focus during prayer time. 

 Staff members are reminded to honour the sacredness of prayer time by being fully 

involved rather than carrying out other tasks.  

 Any visitors to the classroom could be invited to join prayer time. 

 Candles can be lit during prayer time but this should be supervised closely by the teacher 

and matches or lighters kept in a secure place 

 

Classroom Altar or Sacred Focus 

Each classroom will have an altar or table with religious objects which provides a focus 

during prayer time or is the place where holy objects used by the class are kept. The altar or 

table should include objects that are recognised as holy by the Catholic Church e.g. a crucifix, 

statue or picture of the risen Christ, a statue or picture of Mary, a statue or picture of St 

Bernard, as well as items that are gathered or used by the class to assist in their prayer and 

reflection. The altar or table should be covered in a cloth of a colour relevant to the time in 

the Church’s calendar. 
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Church Behaviour Protocols 

 The church is the place where the Mass is celebrated.  

 Consecrated hosts, which we believe are the Body of Christ, are kept in the tabernacle 

behind the altar. Therefore it is considered that Christ is present in the church at all times 

and should be shown appropriate respect.  

 Whenever the church is used either for Masses or liturgies or for reasons other than 

Masses and liturgies, the following are to be observed: 

o As anyone enters the church they should bless themselves with the holy water in 

containers by the door. 

o As the pews are entered and left each person genuflects towards the tabernacle. 

This is only at the time of entry and when exiting. Genuflection is done on the 

right knee with an upright posture and there is no need to make the sign of the 

cross when doing so 

 During time in the church an atmosphere of respect and quietness should be maintained. 

 Teachers are expected to remind children of the correct protocols before each visit to the 

Church. 

 During church attendance teachers should sit in a position where they have the greatest 

views of their students. Generally this will be in the pew behind their class. 

 
Director of Religious Studies (DRS) 

 The Director of Religious Studies has the responsibility, in conjunction with the Principal, 

to protect and maintain the Special Character of the school.  

 As well as leading, the DRS provides advice, support, assistance and acts as a resource 

for Special Character and Religious Education activities.  

 This complex role is key to the school and is demanding.  

All staff are requested to help the DRS whenever requested or to volunteer assistance 

when the need arises. 

 

Eucharistic and Liturgical Celebrations 

 During the year the whole school will celebrate various church and school events with 

either a Eucharistic or other celebration. 

 A Eucharistic celebration is a Mass. The DRS will prepare the Mass. A mass has a formal 

structure and various elements must be included. 

 Other celebrations do not have the structure or formality of a Mass and allow more 

freedom to use the talents of the participants. 

 St Bernard’s has a tradition of having students take as many leadership roles during 

celebrations as is practicable. 

ESOL at St Bernard’s School 

St Bernard’s School acknowledges the special needs associated with English Language 

Learners. We also acknowledge that it is important to value their first culture, language 

and families. 

The New Zealand Curriculum has clear principles we can base our ESOL policy on: 
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Cultural diversity 

The curriculum reflects New Zealand's cultural diversity and values the histories and 

traditions of all its people. 

Inclusion 

The curriculum is non-sexist, non-racist, and non-discriminatory; it ensures that students' 

identities, languages, abilities, and talents are recognised and affirmed and that their 

learning needs are addressed. 

High expectations 

The curriculum supports and empowers all students to learn and achieve personal 

excellence, regardless of their individual circumstances. 

Therefore, we have a responsibility to provide a supportive and challenging education to our 

students whose first language is not English. 

This includes improving their English through structured programmes of work and 

recognising their individual culture and language. 

 Factors affecting learning of NESB (non-english speaking background) students. 

 Home environment 

 Prior educational and life experiences 

 Motivation and attitude to learning 

 Age 

 Competence and maintenance of their first language 

 The language learning environment 

 Expectations of students 

 Individual voices 

 Responsibilities 

The SENCO/ ESOL coordinator is responsible for meeting the needs of the ESOL learner 

along with the classroom teacher. The SENCO is responsible for assisting and supporting 

teachers to develop and implement appropriate programmes. The SENCO/ ESOL coordinator 

will also be responsible for applications for funding to support to support ESOL learners at St 

Bernard’s School. 

Enrolment and identification of students 

At enrolment the families must provide us with details of background. Original 

documentation must be presented and a copy is kept in the school. The SENCO will decide 
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whether the child qualifies to be assessed based on this. The SENCO organises the actual 

assessment (they may delegate parts of this to the classroom teacher). The SENCO sends the 

form away. The school must also endeavour to share important information with the family. 

Wet may contact the family a few weeks after enrolment to see if they have any questions.. 

Once the child has been identified the class teacher can wait two or three weeks to give the 

child some time to settle in before assessment takes place. Listening, speaking, reading and 

writing must be covered. Once collected, the teacher will decide on the specific learning 

needs of the child through observation and other assessment collection. The child will be 

catered for in the classroom, with a teacher/ aide or both. The child will have a plan of work 

and assessment shown clearly. 

Parents will be informed of progress and records kept of the child's progress as evidence for 

school and for funding purposes. 

Our policy is to increase the English language proficiency of students from an NESB (Non-

English Speaking Background) English across the skills of listening, speaking, reading and 

writing. St Bernard’s provides support to new learners of English, through both ESOL 

withdrawal groups and through in class support.   

We will use the following questions to focus our planning 

What English Language knowledge and skills does the student need to meet the demands of 

the New Zealand curriculum? 

What are the students English language strengths? 

What are the student's English language learning needs? 

Assessment 

English language learners need a range of diagnostic, formative and summative assessments. 

They need cohort-level norm referenced assessments, but also assessments that are 

appropriate for their English language proficiency. 

Resource Information 

http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/EnglishForSpeakersOf

OtherLanguages.aspx 

This has all the links for information about funding and assessment 

http://esolonline.tki.org.nz/ 

This has links for resources for teaching 

 

http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/EnglishForSpeakersOfOtherLanguages.aspx
http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/EnglishForSpeakersOfOtherLanguages.aspx
http://esolonline.tki.org.nz/
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2. Planning and Reviewing [linked to NAG 2 and 2a] 

 

The board with the Principal will develop a strategic plan and review plan including 

reference to the National Standards. 

In particular the Principal shall meet the requirements outlined by National 

Administration Guideline 2 and 2A. 

 

 

I have no greater joy than to hear that my children are walking in truth. 

3 John 1:4 

 

Reporting Student Progress to Parents 

Schools are required to report to parents at least twice a year in writing about their child’s 

progress and achievement in relation to the National Standards. 

 

Reporting takes place on three formal occasions: 

 TERM 1. THREE WAY CONFERENCES.  

This conference, held near the end of Term 1, includes the classroom teacher, one or 

both parents/caregivers of the students and the student (in a rare circumstance the 

student may not attend). It is designed for the student to share their goal in reading, 

writing and mathematics. In preparation for the conference following formative 

assessment the student will have conferenced with the teacher to develop a goal in the 

focus areas. In addition, information from other Term 1 assessments may be 

presented, goals for curriculum areas outside the focus area may be discussed  

 MID YEAR.  

A written interim report showing the student’s progress towards the learning goals in 

reading, writing and mathematics, which were made at the beginning of the year and 

identifies next steps is sent home. The report also includes information on how 

parents can help at home and outlines extra support programmes if they are provided 

for the student at school. 

 EARLY TERM 3. INTERIM REPORT FOLLOW UP.  

Early in Term 3 parents will be given the opportunity to meet with teachers regarding 

interim reports.  

 END OF YEAR REPORT.  

A comprehensive written report is sent home to parents near the end of Term 4. This 

report will include reporting curriculum levels gathered by a process of information 

from the OTJ for the child in the areas of mathematics, reading and writing for 

children in Y4-8. The report will always invlude a Religious Education comment. 

 

Timing of the overall teacher judgement  

 The overall teacher judgement (OTJ) will be made at the end of the year . 

 The curriculum levels for students’ achievement in yeay one will be given at the end 

of the year providing they started school between terms one and three. 
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 The curriculum levels for years 4-8 are for the end of the school academic year(for 

example, by the end of year4). This means teachers will report on OTJs in the year 

end report. 

 

Informal Contact with Parents/Caregivers 

 Teachers should be open and honest with parents regarding children’s progress and 

achievement.  

 Teachers should be available at parents request and initiate contact when they 

consider it necessary. 

 This may be matters relating to learning, behaviour or wellbeing.  

If unsure, the matter is to be discussed with the principal first. 

 

Community Consultation 

 

The school is committed to consultation with the community. We believe that this should  

be a realistic, satisfying and sustainable process that builds a harmonious relationship 

between the community and the school.  

 

Purposes 

 To establish a responsive and effective partnership with the community 

 To inform and involve the community in activities and practices of the school. 

 To encourage communication building on, or establishing networks and structures 

 To inform and guide the schools strategic plan 

 

Guidelines 

 The school will provide a warm, welcoming environment acknowledging the value of 

parent or caregiver support and partnership. 

 The school will encourage parents or caregivers to visit and become involved in 

school life. 

 The community will be asked for its opinion on various aspects of school life. This 

may be done by way of: 

o Questionnaires 

o Meetings at the school church, a marae or in family homes 

o Newsletters from the principal, Board of Trustees, class teachers will support 

links between home and school. 

 Parents and representatives of the wider school community will be invited to 

participate in the school policy making activities. 

 The school will consult with Māori and Pasifika whanau each year. 

 

Consultation should aim to establish a genuine level of communication between the  

School and the community. 
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Our Consultation Process: 

 

What follows is the process which we undertook to review and develop our current 3-5 

year strategic section of our Charter.  

 Consultation with the school community took  place through meetings and a survey 

 Data was collated and a number of Board meetings were held where this data was 

analysed. 

 The current  strategic plan was developed using this information 

 

Ongoing Consultation: 

This includes: 

 Information sharing through a weekly newsletter  

 Consultation meetings with Māori, Pacifika families  

 Informal meetings, discussions, phone contact 

 Observation Survey conferences at relevant times 

 Whole school learning conferences in Term 1  

 Whole school gatherings and performances 
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3. Personnel [linked to NAG 3] 

 

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. 

 

In particular the Principal shall meet the requirements of National Administration 

Guideline 3 including: 

 Ensuring that employees are not discriminated against on other than clearly job-

related criteria, individual performance or qualifications. 

 Ensuring all employees their rights to personal dignity, safety and access to an 

approved and fair internal grievance process. 

 Ensuring that all required staff are registered or have a current Limited Authority to 

Teach. 

 Providing a contract, either individual or collective, for all staff. 

 Ensuring that all staff have an annual performance appraisal and a professional 

development programme liked to the appraisal. 

 Meeting current employment legislation. 

 Taking reasonable steps to protect staff from unsafe or unhealthy working conditions. 

 Providing Protective Disclosure protection. 
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Dishonest Money Dwindles away, but whoever gathers money little by little makes it grow. 

Proverbs 13:11 

 

4. Asset Management [linked to NAG 4] 

 

4.1. Budgeting  

 

Budgeting shall reflect the board’s strategic results, manage the finances and show  a 

generally acceptable level of foresight. 

 

In particular the Principal shall meet the requirements of National Administration 

Guideline 4 ensuring financial planning that 

 Reflects the results sought by the board. 

 Reflects the priorities as established by the Board. 

 Complies with the board’s requirement of a balanced budget. 

 Ensures adequate working capital. 

 Demonstrates an appropriate degree of conservatism in all estimates. 

 

4.2   Finances Management  

 

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

Therefore, the Principal shall: 

 Incur only authorised debt.  

 Use generally accepted accounting practices or principles. 

 Use tagged funds for purposes other than those approved. 

 Spend only funds than have been allocated in the fiscal year. 

 Ensure all money owed to the school is collected in a timely manner. 

 Make timely payment to staff and other creditors. 

 Sell or purchase only authorised property. 

 Spend up to the boards established budget limit. 

 Ensure that all relevant government returns are completed on time. 

 Ensure that no one person has complete authority over the school’s financial 

 transactions. 
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4.3 Asset Protection  

 

Assets must be protected, and adequately maintained.  

Accordingly, it is expected that the Principal shall: 

 Insure assets. 

 Allow only authorised personnel to handle funds or school property. 

 Subject plant and equipment to proper wear and tear and sufficient maintenance with 

appropriate use. 

 Implement the 5 and 10 year property plans. 

 Protect intellectual property, information and files from loss or significant damage or 

unauthorised access or duplication. 

 Receive process or disburse funds under controls that are sufficient to meet the board-

appointed auditor’s standards. 

 Invest or hold operating capital only in secure accounts, or in interest bearing 

accounts except where necessary to facilitate ease in operational transactions.  

 

4.4 Theft and Fraud  

 

The Board accepts that it has a responsibility to protect the physical and financial 

resources of the school.  The Principal is delegated the responsibilities to prevent and 

detect theft and fraudulent actions by persons who are employed or contracted by the 

school or who are service recipients of the school.  The Board accepts that any 

investigation into any theft or fraudulent actions will be conducted in a manner that meets 

the principles of natural justice and is procedurally just and fair. 

Therefore, the Principal shall set up systems and procedures to guard against the actions 

of theft and fraud and report on the outcomes of this policy as required. 
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5. Health & Safety [linked to NAG 5] 

 

Students and staff shall have a safe physical and emotional learning environment.  

 

In particular the Principal shall meet the requirements of National Administration 

Guideline 5 including 

 Taking reasonable steps to protect students from unsafe or unhealthy conditions.  

 Ensuring a risk analysis management system (RAMS) is carried out where and when 

appropriate. 

 Consulting with the community regarding the health programme being delivered to 

students. 

 Providing privacy of personal documentation held at school. 

 

 

6. Legal Responsibilities [linked to NAG 6] 

 

School procedures will meet the legislative statutes and regulations as set down in the 

appropriate Acts, Ministry of Education circulars and the Education Gazette.  

 

In particular the Principal shall meet the requirements of National Administration 

Guideline 6 ensuring legal compliance. 

 

The Board of trustees will function according to the Private School Conditional 

Integration Act 1975 with Amendments (“the PSCI Act”). Legislation requires that this 

Act takes precedence over other named statutes which govern the school if there is a 

conflict between it and other legislation. 
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Section  3: Reference Material 

 

Trustees can find additional information on trusteeship, governance and school 

management in: 

 

 The New Zealand School Trustees Association (NZSTA) Handbook (single 

copy with Board Chair) 

 NZSTA website www.nzsta.org.nz  

 Te Kete Ipurangi – The Online Learning Centre Website (“TKI”) 

www.tki.org.nz (an excellent resource for all aspects of education) 

 Ministry of Education information for Boards: 

http://www.minedu.govt.nz/Boards.aspx  

 The New Zealand Curriculum Online: http://nzcurriculum.tki.org.nz/  

 National Standards: http://nzcurriculum.tki.org.nz/National-Standards 

 The Education Review Office publications and website www.ero.govt.nz  

(includes recent Review Reports for St Bernard’s School. (The latest was in 

2010) 

 “Effective Governance – Working in Partnership” booklet for trustees (2010 

edition): 

 http://www.minedu.govt.nz/Boards/EffectiveGovernance/PublicationsAndR

esources/EffectiveGovernance.aspx  

 National Education Goals, National Education Guidelines (“The NEG‟s”) 

and National Administration Guidelines (“The NAGs”): 

http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/Policy

AndStrategy/PlanningReportingRelevantLegislationNEGSAndNAGS.aspx  

 St Bernard’s School website: www.stbernards.school.nz  

 St Bernard’s School Charter, including latest Strategic Plan. Annual Plan & 

Student Achievement targets 

 Handbook For Boards of Trustees of New Zealand Catholic Integrated 

Schools 

 

http://www.nzsta.org.nz/
http://www.tki.org.nz/
http://www.minedu.govt.nz/Boards.aspx
http://nzcurriculum.tki.org.nz/
http://www.ero.govt.nz/
http://www.minedu.govt.nz/Boards/EffectiveGovernance/PublicationsAndResources/EffectiveGovernance.aspx
http://www.minedu.govt.nz/Boards/EffectiveGovernance/PublicationsAndResources/EffectiveGovernance.aspx
http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/PolicyAndStrategy/PlanningReportingRelevantLegislationNEGSAndNAGS.aspx
http://www.minedu.govt.nz/NZEducation/EducationPolicies/Schools/PolicyAndStrategy/PlanningReportingRelevantLegislationNEGSAndNAGS.aspx
http://www.stbernards.school.nz/

