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School Vision, Mission Statement, Values

Overview

Summit Point School is a New Zealand registered charity, operating as a special
character school, catering for students with Neurodiverse learning profiles.
Summit Point School is designed to improve  academic outcomes, self-e�cacy
and independence, develop better social skills, and positive self-identity.
Summit Point School fosters a safe, inclusive environment, one where there is no
shame in not knowing or making mistakes. We believe that all children have the
potential to succeed at their own pace, and recognise that many children need
more deliberate, explicit modelling and  specialised tools and teaching so that
they may realise their potential in the wider world. “It is not the mountain we
conquer, but ourselves.” (Sir Edmund Hillary).

Vision

Summit Point School will provide quality education, supported by research and
applied practice, relevant to the empowerment of students with:

● Dyslexia
● Dyscalculia
● Dyspraxia
● Dysgraphia
● ADHD
● Executive functioning challenges, and
● Other language-based learning di�culties

There are many factors to why some children are not progressing in mainstream
education due to neurodiverse learning profiles benefit from learning presented
in ways that mainstream schooling can not provide, at a pace where students
are free to ask more questions, challenge ideas, and cement their
understanding.

Expert teaching of reading and writing is only possible when the teacher knows
not only the meaning conveyed by language, but how the language itself really
works. Specialised teacher knowledge a�ords students with dyslexia a more
meaningful and thoughtful approach, reducing learning barriers often faced in
the classroom.

Students need time to reach a point of understanding with their learning - time to



discuss, time to explore, and time to succeed. Summit Point School o�ers
students the opportunity to learn in an environment that is quiet, considered, and
allows for in-depth questioning and exploration.

Vision Principles

Realising learning capacity – Empower the individual, provide the tools and
strategies, make the impossible possible, scale the summit of their potential.

Dyslexic learners develop their confidence through living and learning with a
growth mindset. Learners actively build their learning capacities through the
application of Summit Point Multisensory Learning strategies. They use
progressions to inform their next steps; realise their hidden potential and stretch
themselves to achieve and flourish in all learning areas.

“Embracing adventure means knowing it's not always going to turn out exactly
the way we expect it to.” Jill Wheeler

Collaborating – The whole is greater than the sum of its parts. Make a
contribution, participate and support others.

Learners who actively participate and collaborate value the needs of the group
over the aspirations of the individual. They understand that the more complex a
problem, the more likely that collaboration will yield more beneficial results.
Collaborative learners develop common shared understandings, values and
goals; they respect and empathise with others, and consistently set high
standards with each other.

“The most important thing in climbing is the inner strength to help each other, so
that not just the strongest but all the members of the group reach the goal.” Ida
Hiroshige

Making Meaning – Use tools, strategies, skills and knowledge to break codes,
understand and take action. Escaping the crevasse.

Learners who make meaning are inquirers. They problem solve, question,
investigate and make decisions using a process, thinking tools and a range of
learning strategies. They think deeply to build on prior knowledge, make
connections to expand their own knowledge and grow conceptual
understandings.

“Over every mountain there is a path, although it may not be seen from the
valley.” Theodore Roethk

Breaking New Trails – Striving to achieve success and happiness in learning and
life.



Learners break trails to become self-aware of their own abilities. They are
motivated to investigate new ideas, pursue personal interests and strive towards
personal bests in life and learning. They actively seek out new challenges and
make connections towards sharing their learning collaboratively with others.

“Whether or not we even climb it, the view of a distant peak gives us a sense of
where we are and where we are going.” Edwin Bernbaum

Mission Statement

At Summit Point School, we recognise how diverse, dynamic and distinct
students’ intelligences are. Every student is an individual with their own personal
strength and qualities. If teachers combine these individual qualities by using the
vehicle of collaboration, they can place their students on the path towards
becoming successful lifelong learners.

Students with specific learning di�culties often feel isolated from their peers and
require equity and a more considered and thoughtful approach in the classroom.
Summit Point School employs useful methods of embedding knowledge, as well
as making the learning meaningful, interactive, and positive.

Our school tackles specific learning di�culties, their characteristics, strengths and
challenges with:

● Multisensory structured literacy to combat the ine�ective whole language
practices used in mainstream schools

● Curriculum rethinking and di�erentiation to reignite the innate desire to
learn and promote a growth mindset

● Accelerated learning, assessment and collaborative concept-based
planning to set the bar high, but not out of reach

● Positive, safe classroom design and assistive technologies to identify and
embrace personal challenges, discover talents, cultivate strengths, and
develop independence.

● Social and emotional curriculum designed to develop self management,
and regulation skills

Summit Point School will:

● meet the needs of contemporary education
● be widely accessible
● provide qualifications that are portable throughout New Zealand
● have sound pedagogy, research and scholarship
● operate in accordance with research-based teaching
● reignite the joy of learning



School Motto: “We set the bar high, but not out of reach.”

Summit Point School Values

At Summit Point School, we model, and in return expect the display of our school
values - Responsibility, Integrity, Safety and Community. These values are
demonstrated and discussed daily in the morning circle meetings.

● Responsibility – we are accountable for our learning and our actions
● Integrity – I am who I am, no matter where I am or whom I am around
● Safety – we are more confident and courageous when we feel safe and

valued
● Community – learning is about relationships, working together with

common goals





Summit Point School, our logo and its history.

This journey has never been an easy one for dyslexic children and Summit Point is
so named
in recognition of these challenges.

Mountain climbing is a metaphor I would have used for my own school journey.
When you're mountain climbing, you're competing against yourself physically,
mentally and – to an extent – you're also competing against the mountain.

You either rise to the climb, or walk down and return home. Those who are able
to rise to the challenge are rewarded with spectacular views and a feeling of
such success and pride.



School Governance Policy - Sta� Roles and Responsibilities

SPS Team Structure 2022 – Key Roles, Line Management and Internal/External Accountability

SHARED CORE PURPOSE:
·      All members of the school’s sta� will assist the Principal in ensuring the highest possible educational standards in the school and in

creating an ethos and culture based on positive thinking and where professional expectations are high and where students and
sta� feel valued.

·      All members of the sta� play a key role in the strategic development of the school, supporting the Principal in creating a
long-term vision and in implementing policies and Standard Operating Procedures on a day-to-day basis.

·      Together, the sta� promote the school as a highly e�ective learning community.  The core business of the school is learning and
teaching, and all members of the sta� are expected to act as role models for classroom practice and discharge their teaching
duties e�ectively.

·       The sta� will explicitly model the behaviours expected of all those young people and adults associated with Summit Point
School.



OVERALL CORE OUTCOMES:
·      Develop an outstanding teaching and learning pedagogy that drives high quality teaching and learning and establish an

outstanding professional learning community to raise student achievement
·      Develop an outstanding curriculum (including exceptional extra-curricular provision) which meets the needs of all students and

ensure it is appropriately delivered through a high-quality timetable which provides value for money and enables outstanding
outcomes to be realised

·      Develop, implement & embed a strategy (within and beyond the curriculum) for the safe and appropriate use of Digital
Technologies to enhance student learning, teaching & communication and to ensure parents are supported and empowered to
manage risk around e-learning

·      Develop excellent financial planning and monitoring to ensure the school achieves value for money
·      To manage all personnel issues and to ensure all support sta� are developed and held to account through e�ective appraisal

procedures
·      Ensure teaching meets the needs of all students so that achievement gaps are closing rapidly for all vulnerable groups
·      Developing systems which identify and support students at risk of underachievement who require academic intervention
·      Ensure all teaching sta� are held to account for raising standards through e�ective appraisal procedures and that

underperformance is challenged decisively
·      Ensure social media & digital technologies are used e�ectively to promote the school in the local, national & international

community
·      Develop an outstanding climate for learning where support, behaviour management and safeguarding is outstanding,

promoting high attendance and positive attitudes to learning
·      Ensure communication with parents is e�ective
·      Develop outstanding use of assessment data across the school, giving a deep and accurate understanding of students’

performance, which inform curriculum design, teacher planning & intervention to raise student achievement
·       Ensure the environment is safe and conducive to e�ective learning

Principal: Rebecca Elias
Purpose: To embed e�ective best practices across the school to inform improvement and planning, and ensure that outcomes are
outstanding in every measure
Internal: School ethos; Strategic leadership; School profile; Performance management; Leadership development; Achievement of all
students; Commander-in-Chief; Finance and Resources
Line Down: Senior Management team; Teaching Team; Business & Finance Team
External: Accountability to the Board of Directors



Sta� Chief Job Titles/Roles Responsibilities Curriculum Area
Responsibilities

External roles –
outward-facing

Rebecca Elias Principal (ED)
Financial Director (FD)
Academic Director (AD)
Literacy Director (LD)
Head of Admissions
Head of Pastoral Care

Support sta� recruitment

Development & implementation of
curriculum within & beyond the
school timetable

Oversight of social media use for
marketing & comms

Quality & impact of Teaching &
Learning
Induction of new sta�

Support with internal & external
comms

Pastoral care

Admissions & transitions

Multi Agency relationships

Sta� absences & cover

Whole School
Literacy

Research best practice in
curriculum innovation to
raise achievement

Research best practice in
relation to outstanding
pedagogy

Explore external
opportunities for income
generation and capital
funding

Tanya
Thorogood

Senior Management
Member
Classroom teacher

Newsletters

Timetable/Calendar

English

Psychology



Reports/Data analysis

Assessment calendar

Hapara

Fortnightly progress reports

Emma McLellan Head of Arts and Culture
Head of Technology
Classroom teacher

Develop and implement Art and
Technology programme for sta�

Fortnightly progress reports

Art

Technology

Leonie Bloor Management Member
Health & Safety O�cer
EOTC
On site contact for
Takapuna
Classroom teacher

Sta� duty roster

Fortnightly progress reports for
Takapuna

Camp coordinator

National Library

Zones of Regulation supervisor

Trip coordination and budgets

Social Sciences

Puberty

Kendra Weir Science curriculum support
Classroom teacher

Support with development of
Science programme

Fortnightly progress reports for
Takapuna

Science



Kayleigh Hall School wide Literacy
support
Pastoral care support

Document development support

Support implementation Literacy
curriculum-school wide

Literacy resourcing

Pastoral care support

Caren
Arriagada

In class support/reliever
Technology teacher
Option subject teacher

Support with implementation of
technology curriculum and
resourcing

Zoe Nunan In class support
Literacy intervention
Literacy assessment
Transport coordinator

Communicating with teachers to
implement enrichment groups

Anna Schurink Accounting
O�ce Admin
Yoga and Mindfulness
Enrolments
Parent comms
Medication

See job description

Georgia
McKean

O�ce Admin
Enrolments
Parent comms
PE support

See job description

Develop and implement PE
programme



Sta� Code of Conduct Policy

Rationale:

Sta� are role models and must be professional in their conduct when
carrying out professional duties. High standards of presentation and
conduct are vital to maintain professionalism and e�ective working
relationships.

Purpose:
To ensure sta� meet professional standards in the following areas:

1. Sta� dress
2. Relationships with students
3. Relationships with other sta�
4. Relationships with parents and the community.

Guidelines:

1. Sta� Dress:

Sta� should adhere to the sta� dress code, as this reflects a professional
image and supports sta� credibility and authority in interaction with
students, parents and any external visitors.

2. Relationships with Students:

In all relationships with students, sta� must be conscious of the authority they
have, which derives both from their professional role(s) within the School and the
di�erence in age. Because of the power imbalance which exists between sta�
and students, sta� must accept that it is their responsibility to control the nature
of the relationships. Sta� have a responsibility to act in an ethical way and to
encourage their colleagues to do likewise. They have an obligation to maintain a
high standard of conduct.

At all times, sta� must be concerned for the quality of the service rendered to
and for the welfare of students, and treat students with integrity and
fairness.

Maintain professional integrity with respect to the following:

● Physical contact and proximity. For example sta� should not:



○ Touch students in any way that can be construed as inappropriate,
assault  and/or sexual harassment.

○ Enter a student's personal space by, for example, leaning over them
closely at a desk or engage in physical intimidation.

○ Enter rooms where students are dressing. Fitness sta�, coaches,
cultural group leaders, drama teachers and participants in school
camps must ensure that they adhere to appropriate protocols for
entering such places.

Meetings/interactions with students. For example:

● Conduct personal meetings/interviews in designated spaces that are
open and visible to others and appropriate for such meetings.

● Caution should be exercised when dealing with matters of a sensitive
nature i.e. having a second adult witness or a support person for the
student as appropriate.

Use of appropriate communication channels and language. For example:

● Communication contact with students should be through
school-sanctioned communication channels.

● Using any sexual name to refer to a student or group of students or
tolerating students' use of such language.

● Making sexist remarks. Ensure safe interaction with students.
● Swearing or derogatory language.
● Commenting on a student's physical development, either to other students

or colleagues.
● Being critical of any student to anyone not directly concerned with the

weltare or education of the student.
● Divulge personal or domestic information about a student except when

allowed by law.
● Discriminate on the grounds of sex, race, religion. political belief. marital

or parental status, sexuality or age.

Other aspects of sta� conduct:
● Act as an appropriate role model of the RISC values of Respect, Integrity,

Safety and Community.
● Support students in co-curricular activities.
● Display gender, racial and religious equality in all situations.
● Abide by the School’s  CyberSafety Agreement.



Sta� must not:
● Have intimate or sexual relationships with students.
● Lead a student to believe that a relationship could be more than a

professional one.
● Access pornographic or erotic material, or allow students to distribute

or download it.
● Condone or encourage students to use alcohol or drugs.
● Speak in derogatory terms of any other teacher or criticise the work or

conduct of any other teacher in the presence of students or in public.
● Use cigarettes, alcohol or illicit substances in the presence of students

whether at school or on other EOTC or School activities outside of
school, unless alcohol is specifically permitted.

3. Relationships with Other Sta�:

It is incumbent on all sta� to maintain professional, trusting. working
relationships with other sta�:

● Respect each other as professionals.
● Seek to resolve issues positively. When dealing with an issue, person

to person is the preferred mode.
● Items that are confidential are clearly identified, and such confidence is

maintained.
● Decisions must be made that are in accordance with the Mission,

Vision, Values and Strategic Plan for the school.
● Decision-making process is to be transparent from the outset.
● Team Loyalty - present a united front to the school community

(colleagues, students, parents, others).
● Open and honest participation was encouraged and valued.
● We all share responsibility to make meetings work.

Sta� should not:
● Speak or act in a derogatory way about any other teacher or criticise

the work or conduct of any other sta� member with other colleagues/
sta�, students, parents or other members of the public.

● Coach a student of any other teacher in any course of study without
consulting that teacher.

● Advertise availability as a member of or to promote any commercial
coaching activity unless with prior approval from the Principal and/or
School Board.

● Engage in any form of comment which is derogatory of any other school.



● Engage in any form of sexual or other type of harassment of any other sta�
member.

● Discriminate on the grounds of sex, race, religion, political belief,
marital or parental status, sexuality or age.

4. Relationships with Parents and the Community:

Sta� respect the basic responsibility of parents for their child/ren and seek to
establish a co -operative relationship with them. Sta� should ensure that all
interactions with parents and the wider community are professional and
reflect well on the reputation of the school.

Sta� should:
● Display respect for parents and other external people
● Display a respect for the reputation of the school
● Promote the best qualities of the school
● Refrain from discussing sta� or student information, and/or issues

outside the school, or in the presence of visitors to the school.
● Conduct personal meetings/interviews in designated spaces that are open

and visible to others and appropriate for such meetings.
● Caution should be exercised when dealing with matters of a sensitive

nature i.e. having a second adult witness or a support person for the
duration of the meeting, as appropriate.



Sta� ICT policy-cyber safety

Purpose:

To ensure sta� meet professional standards in the following areas:
1.  Conditions of use of ICT at Summit Point School
2. Appropriate use of email and communication technologies
3. Installing software and connecting hardware
4. Posting material
5. Care of ICT equipment

CYBER SAFETY POLICY RATIONALE

The objective of SPS is to create and maintain a CyberSafe culture in keeping
with the values of the School, professional obligations and legislation.

The measures to ensure the CyberSafety of SPS outlined in this document are
based on our core values. We are committed to maintaining the highest
standards of professional behaviour and a learning environment both
physically and emotionally safe.

This use agreement includes information about your obligations,
responsibilities, and the nature of possible consequences associated with
CyberSafety breaches that undermine the safety of the School environment.
As a user of our computer network, you are our first line of defence against
cyber criminals. Think before you connect or click and if in doubt.

The School’s computer network, Internet access facilities, computers and
other School ICT2 equipment bring great benefits to the teaching and learning
programmes at  SPS, and to the e�ective operation of the School. All lCT
equipment is to be used appropriately in keeping with the values of  SPS and a
safe School environment.

CyberSafety education provided by the School during annual induction
periods is designed to complement and support this use agreement We will
provide additional inductions as required by new members of sta�.

CONDITIONS OF USE OF ICT AT  SPS

● All sta�, students and volunteers working within  SPS, whether or not
they make use of the School's computer network, Internet access
facilities, computers and other ICT equipment in the School’s



environment, will be issued with a use agreement. This includes day
relievers and student teachers.

● All persons to whom this agreement applies are required to read these
pages carefully, and return the signed use agreement to the School
Administration  or  Management team member for filing.

● No  SPS sta� member, student or volunteer will be permitted to use
either  SPS or private ICT equipment unless a current CyberSafety
agreement is on file. This includes day relievers and student teachers.

● The School's computer network, Internet access facilities, computers
and other School ICT equipment are provided for educational purposes,
appropriate to the School environment. Educational purposes may
include but are not limited to the following: data entry and retrieval,
report preparation, records maintenance, instruction, research and
planning. The amount of time spent on non-work  related usage should
be reasonable and not interfere with normal work duties.

● Sta� may also use School ICT for professional development and
personal use which is both reasonable and appropriate to the School
environment. This applies whether the ICT equipment is owned or
leased either partially or wholly by the School, and used on or o� the
School site.

● Any sta� member who has signed CyberSafety use agreement with the
School should not allow another person who has not signed a
CyberSafety use agreement to access the network using their details.
The person allowing the use of the network is responsible for that use,
and will be held responsible for it.

This includes being liable for costs incurred by such use.

● The use of any private ICT on the School site, or at any School-related
activity is subject to this use agreement and must be appropriate to the
School environment. This includes any images or material present or
stored on privately ICT equipment brought onto the School site, or to
any School-related activity.

When using ICT equipment on the School site or at any School-related
activity, users must not:

● Initiate access to material inappropriate to the School environment or
illegal material.

● Save or distribute such material by copying, storing, printing or showing
to other people.



APPROPRIATE USE OF EMAIL AND COMMUNICATION TECHNOLOGIES

● Users must not use any electronic communication (e.g. email, text) in a
way that could cause o�ence to others or harass or harm them, put
anyone at potential risk, or in any other way deemed to be inappropriate
to the School environment. This includes unsolicited personal group
emails.

● Sta� must verify the contact details of recipients before sending
confidential and/or sensitive information.

● Sta�   are  required   to maintain   professional standards (
https://teachingcouncil.nz/content/teachers-and-social-media and htt
ps:/ / teachingcouncil.nz/content / our -code-our -stan dar ds and ethical
obligations when communicating via ICT with students outside School
hours.

● Users should not click on any hyperlinks that are included in any email
without checking the validity of the sender and that the link is to a trusted
location. If in doubt, type in the address yourself, or hover over the
hyperlink to check validity.

INSTALLING SOFTWARE AND CONNECTING HARDWARE

● Users must not attempt to, or download, install or connect any software
or hardware onto School ICT equipment, or utilise such
software/hardware,unless authorised to do so.

● This includes the use of such technologies as Bluetooth, infrared, wireless,
and any other similar technologies which may be developed. Any queries
should be directed to SPS Management.

● Users should not use untrusted USB memory sticks onSummit Point School’s
computer equipment, this includes any USB memory that may be provided
by a third party.

● In cases where permission has been given by the SPS Management  it is
with the understanding that the School may scan this
equipment/device/software at any time thereafter as part of a regular or
targeted monitoring/ system check.

POSTING MATERIAL

● All material submitted for external viewing, such as publication on the
School website/Social Media or sharing with parents should be
appropriate to the School environment. Such material can only be posted
by those given the authority to do so by a member of the Management
Team.



● Before posting any photographic or video material, parent consent forms
must be checked, or sought beforehand. Not all parents give permission
for their child/ren to be shared with the public. The NZ Privacy Act must be
adhered to at all times.

● No employee may bring  SPS  into disrepute.

CARE OF ICT EQUIPMENT

● All School ICT equipment should be cared for in a responsible manner.
Any damage, loss or theft must be reported immediately to the SPS
Management team.

● Care should be taken with laptop bags, cables and chargers with all
accessories being returned in good condition as they were supplied.

WASTAGE

● All users are expected to practise sensible use to limit wastage of
computer resources or bandwidth. This includes avoiding unnecessary
printing, unnecessary Internet access, uploads or downloads. Unless it
needs to be printed in colour, choose black and white. Check this is also
in your default setting on your printing options when printing or
photocopying.

Responsible use of internet sta� agreement:
Copy of Responsible use of internet sta� SPS .docx

COPYRIGHT AND LICENSING-

● The users of School ICT equipment and devices must comply with the
Copyright Act 1994 and any licensing agreements relating to original
work. Users who infringe copyright may be personally liable under the
provisions of the Copyright Act 1994.

● All resources created while employed by the School are covered by the
Copyright Act 1994, Section 21 as below:

1.22   First Ownership of Copyright:

● (1) Subject to the provisions of this section, the person who is the
author of a work is the first owner of any copyright in the work.

https://docs.google.com/document/d/1TAJ7WIUwJ1CwayuHM4Ecv205J8-rfmk8/edit?usp=sharing&ouid=103088466280724338799&rtpof=true&sd=true


● (2) Where an employee makes,in the course of his or her
employment, a literary, dramatic, musical, or artistic work, that
person's employer is the first owner of any copyright in the work.

● (3) Where-
● a person commissions, and pays or agrees to pay for, the taking of a

photograph or the making of a computer program, painting,
drawing, diagram, mop, chart, plan, engraving, model,sculpture,
film, or sound recording; and

● the work is made in pursuance of that commission,-
that person is the first owner of any copyright in the work.

● Sub-sections (2) and (3) apply subject to any agreement to the contrary.
(5) Subsections (1) to (4) apply subject to sections 26 and 28.

● It is the sta� responsibility to respect these rights including all copyrights.

● SPS reserves the right to remove unauthorised copyrighted material from
its systems.

PASSWORD LOGINS (USER ACCOUNTS)

All sta� will be provided with a personal user account from the SPS
management which they will use to access the School’s G Drive.

1.26 Individual user account passwords must be strong, kept
confidential and not shared with anyone else. A strong password is at
least 8 characters in length with a mix of lower case (abc . . .) and
uppercase (ABC ... ) letters, symbols(#*@ ... ) and numerals (123. ).

1.27 Users may not allow any other person access to any
equipment/device logged in under their own user account or share or
divulge passwords. Passwords should not be written down. Users
should lock their computers while they are away from their desks.

1.28 The principles of confidentiality and privacy extend to accessing,
inadvertently viewing or disclosing information about sta�, or students
and  their  families,  stored  on  the  School  network  or   any  ICT  device.
The   Ministry  of   Education   guidelines http:// www. Iegislati
on.govt.nz/ act/pubIic/1993/0028/1atest /DLM29 7038.ht m
I?search=sw 096be8ed816fed6f
of+privacy%2c+safety+and+copyright+associated+with+student+mat
erial 25 se&p=l may be followed regarding issues of privacy, safety and

http://www.iegislation.govt.nz/act/pubIic/1993/0028/1atest/DLM297038.htmI?search=sw096be8ed816fed6fof%2Bprivacy%2c%2Bsafet
http://www.iegislation.govt.nz/act/pubIic/1993/0028/1atest/DLM297038.htmI?search=sw096be8ed816fed6fof%2Bprivacy%2c%2Bsafet
http://www.iegislation.govt.nz/act/pubIic/1993/0028/1atest/DLM297038.htmI?search=sw096be8ed816fed6fof%2Bprivacy%2c%2Bsafet
http://www.iegislation.govt.nz/act/pubIic/1993/0028/1atest/DLM297038.htmI?search=sw096be8ed816fed6fof%2Bprivacy%2c%2Bsafet


copyright associated with student material which sta� may wish to
publish or post on the School website.

DEALING WITH INCIDENTS

● Any incidents involving the unintentional or deliberate accessing of
inappropriate material by sta� or students, must be recorded in the
CyberSafety Incident Book (stored on The School’s G Drive) with the
date, time and other relevant information.

● In the event of access of such material, users should:
1. Not show others
2. Close or minimise the window
3. Report the incident as soon as is practicable to the Principal

● If an incident involves inappropriate material or activities of a serious
nature, or is suspected of being illegal, it is necessary for the incident to be
reported to the Principal or a member of the Management Team
immediately.

MONITORING AND AUDIT SYSTEMS

The School may monitor tra�c and material sent and received using the School's
ICT infrastructures.

1.33 The School reserves the right to deploy filtering and/or monitoring
software where appropriate to restrict access to certain sites and data,
including email.

1.34 Users must not attempt to circumvent filtering or monitoring.

1.35 The School reserves the right at any time,and without notice, to
conduct  an internal audit of its computer  network, Internet access
facilities, computers and other School ICT equipment/devices, or
commission an independent audit. If deemed necessary, this audit will
include any stored content, and all aspects of its use, including email. An
audit may include any laptops provided by or subsidised by/through the
School or provided /subsidised by a related source as well as any
privately owned/leased ICT equipment devices on the School site.

1.36 Employee exit procedures may include an audit of SPS's ICT
equipment/devices which have been used by the employee.



BREACHES OF THIS AGREEMENT

1.37 A breach of the use agreement may constitute a breach of discipline
and may result - after investigation - in a finding of serious misconduct. A
serious breach of discipline would include involvement with
objectionable or illegal material, antisocial activities such as harassment
or misuse of the School ICT in a manner that could potentially pose a
security risk and or is harmful to the safety of the School or call into
question the user's suitability to be in a School environment.

1.38 Involvement with material which is deemed 'objectionable' under
the Films, Videos and Publications Classification Act 1993 is serious, and
in addition to any inquiry undertaken by the School, the applicable
agency involved with investigating o�ences under the Act may be
notified at the commencement, during or after the School's investigation.

QUERIES OR CONCERNS

1.39 Sta� should take any queries or concerns regarding technical matters
to the SPS Management.

1.40  Queries or concerns regarding other CyberSafety issues should be
taken to the SPS Management.

1.41 In the event of a serious incident which occurs when the Principal is
not available, another member of the SPS Management team should
be informed immediately.

STAFF OBLIGATIONS FOR STUDENT CYBERSAFETY

All sta� at SPS have a professional responsibility to ensure the safety and
wellbeing of its students using the School's computer network, Internet access
facilities, computers and other School ICT equipment on the School site or at
any School related activity.

The processes outlined in the use agreement acts as a safeguard for the School
and individual sta� members in the event of a breach of CyberSafety occurring .
For this reason:

1. No student is permitted to use School ICT unless a signed student
CyberSafety use agreement is on file.



2.    The names of any students who have not signed a use agreement
should be reported to the Principal.

3. Sta� should guide students in e�ective strategies for searching and using
the Internet.

4. Sta� are expected to follow the instructions of the Management Team
regarding their role in maintaining CyberSafety if students of the
School are permitted email accounts. (Student email accounts may
involve remote access, or access to private non-school email from
within the School or on the School network).

5.    While students are accessing the Internet, in learning environments, the
supervising sta� member should be an active presence.

6.    Additional training will be made available for sta� who believe
they require it in order to safely supervise student use of School ICT.

ICT (Information and Communication Technologies) is an umbrella term for
a variety of technologies, including but not limited to software and
hardware (primarily those regarded as digital, but also incorporating
analogue devices such as television and video players/recorders). More
specifically hardware relates to devices which can be involved in creating,
viewing, editing, storing, or broadcasting any kind of data, and any other,
similar, technologies as they may come into use. Software includes any
data or compiled program including application software, programming
software, system software, firmware etc. This also includes the internet, all
on-line services such as email, servers, teleconferencing and any data
transfers sent through the SPS Google Drive.

ICT equipment includes SPS’s computer network, internal internet facilities,
computers, and other School ICT equipment (as outlined above) whether it
be owned in full or in part by the School or leased from a third party, as
well as privately owned/leased ICT that are brought onto the school site
or to any School related activity, whether for educational purposes or not.

"Inappropriate" is defined as: use, material or content that is not
appropriate within the School environment, and, is not in keeping with the
professional code of ethics for teachers registered to practise in New
Zealand , especially those relating to promoting the wellbeing of learners
and modelling positive values which are widely accepted in society. This
includes all material that is deemed to be, "objectionable" and, "age
restricted" as set out in Section 3 of the Films, Videos, and Publications
Classification Act1993 and its Amendment in 2005.



Objectionable material is defined by the Films, Videos and Publications
Classification Act 1993 and deals with matters such as sex, cruelty, or
violence in such a manner that it is likely to be injurious to the good of
students or incompatible with a School environment.

Rationale
The school network and the Internet are tools that provide opportunities for
valuable and unique learning and teaching experiences. Our goal is to ensure
successful and responsible use for all users.

Purpose
1. To make teaching and learning resources, materials and software easily

accessible.
2. To fulfil the needs of our special character (diverse learning profiles)

by ensuring students are able to access information and demonstrate
knowledge without barriers.

3. To ensure the 'safe' use of the internet and ICT with rigorous CyberSafety
practices in place.

Areas of Responsibilities
A) Teachers

- All network activity (including Internet and e-mail) should be
appropriate to teaching and learning activities.

- To monitor student use of the network in classes and to report misuse or
suspected misuse to network administrators.

- To promote privacy and security for other users.
- None of the Summit Point School devices owned or leased may be

utilised for personal use.

B) ICT
- It is management’s responsibility to seek/provide training and

support in the use of the software and applications to enable
e�ective and appropriate teaching and learning.

C) Network Administrators
- To ensure all users agree to guidelines for use of Network.
- Where necessary and appropriate (according to Network

Administration Guidelines), monitor network use including Internet
sites visited and e-mail sent and received for the  purpose  of
safeguarding sta�, students and the school.



- To examine, amend and delete any inappropriate  material  as
required and to  refer inappropriate use and material to
appropriate persons.

- To protect against any activity that threatens the integrity and e�cient
operation of the school network.

- To ensure privacy and security.

LICENSED SOFTWARE

INTRODUCTION

1.31 This agreement details the proper use of the Licensed Software
Resources of Summit Point School (for example Microsoft O�ce
and Photoshop)

1.32 All users have the responsibility to use these resources in an ethical
and lawful manner.

1.33 This agreement applies to all users of Summit Point School's
software resources.

CONDITIONS RELATING TO PROPRIETARY SOFTWARE

1.34  Summit Point School regards all of the software which it makes
available to users as Proprietary Software.

1.35 Much of that software is available under licence arrangements from
some other organisation.

1.36 These licences di�er in detail, but in general require users to comply
with terms and conditions.

1.37 In accepting permission to use any system, a user will be agreeing
to abide by both the letter and spirit of the licence arrangements
entered into by Summit Point School.

1.S0 Summit Point School regards breaches of these arrangements as
serious.



1.51  If a breach occurs, the user will be liable for damages should any
claim be made against Summit Point School as a result of the
breach.

1.52 If a user wishes to obtain details of specific licence arrangements,
that user should discuss the information required with SPS
Management

1.53The original copies of all Proprietary Software purchased by or
donated to the School will be delivered unopened to the SPS
Network Manager who will arrange the appropriate working
copies and will be responsible for the safe custody of the originals.

1.54 A user must not make or hold copies of Proprietary Software
without the prior consent of the Management Team.

1.55 A user must not make Proprietary software available at Summit
Point School available for use by any unauthorised person or
organisation.

1.56 If the licence allows the installation of software on private
computers, all terms and conditions must be adhered to.

1.57 All sta� will agree to remove the software from their private
computers should:

- sta� leave the employment of the School or
-the computer is passed on, or sold to another person not employed by
the School.

1.58 A user must not break the copyright laws in copying or reproducing
any of the documentation or other supporting literature.

1.59 If application programmes containing embedded Proprietary
Software, in whole or in part, are to be distributed outside (e.g. by
publication in a journal), written permission of the licensor will be
required for each instance of distribution.

1.60 In any publication that identifies Proprietary Software, a user must
identify the licensor and the software explicitly and accurately.



Please complete, sign, and date this Sta� CyberSafety Use Agreement Form
which confirms your agreement to follow the obligations and responsibilities
outlined as above in the SPS CyberSafe Agreement documentation.

If you have any queries about the agreement, you are
encouraged to discuss them with the Principal, before you sign.
Once signed, this form must be returned for filing.

Please take a copy of the form for your records prior to submission to the
Principal or SPS Management.

Digital Document Storage and Management

Each member of sta� will have access to the shared school Google Drive and
central folder ‘Teacher Drive’. This is where all school related documents are to
be stored and shared.

All school documents and resources that are produced within the school working
hours are to remain as school intellectual property. All said documents must be
stored within the school’s central Google Drive, in the folder named ‘Teacher
Drive’.

All documents relating to school must be shared with the principal and the
relevant members of sta�.

Under no circumstances are documents relating to school to be stored on
personal computers and external hard drives.

Rationale
The School wants to encourage open and free exchange of information,
knowledge and collaboration of resources while meeting the legislative
requirements of the Copyright Act 1994.

Purpose

To ensure the School complies with the Copyright Act 1994 and creates a
collaborative environment for School resources.

Guidelines

1. The School asserts its copyright over School employees' work created
during the course of employment.



2. The School applies a Creative Commons Attribution-Non-commercial
licence to all its teaching materials and policies and to its other work where
possible.

3. Intellectual property in relation to other work (other than teaching
materials and policies) is protected under the copyright Act and may
only be waived or altered with the express agreement of the Principal.

4. All sta� are to be informed of sections of the Copyright Act as they apply
to educational institutions and of the conditions of any copyright licence
that the School subscribes to.

5. The School will take such licences as it sees fit and will comply with the
conditions described in these licences.

6. Individual sta� members will personally be liable for any breaches of the
Copyright Act.

TRAINING EXPENSES AND FEES

1. The employer may at its discretion agree to pay for the expenses and fees
of any industry training undertaken by the employee as required by the
employer.

2. In any case where the employer pays for the employee's training expenses
and fees under clause 9.1, the employee undertakes to remain in the
employer's service for a minimum period of two years following the
completion of the training.

3. In the event that the employee voluntarily leaves the employer's service,
or is justifiably dismissed, before the expiry of such minimum period (or
terminates his or her training before completing it), the employee
undertakes to refund the employer an amount proportionate to the
unexpired portion of the contracted minimum period of service calculated
on the basis of the expenses and fees, including any training-related
accommodation and travel expenses, that have been paid by the
employer.

4. The employee consents to the employer deducting such sums from his or
her final pay (including final holiday pay) or any other outstanding money
due to the employee.



Travel- Domestic

1. It is the Principal’s responsibility to ensure that travel expenditure incurred
by the school must clearly be linked to the business of the school, and the
school obtains an acceptance benefit from the travel when considered
against cost.

2. The Principal is to implement and manage all travel responsibilities.
3. The Principal’s must ensure that expenses are reimbursed on an actual and

reasonable basis.
4. The Principal’s agrees to ensure that Sta� who are required to travel on

business do not su�er any negative financial e�ect.

Process
Under no circumstances may any Sta� Member approve their own travel.
All bookings for international and domestic travel are to be conducted
through the school's normal approval and purchase process with the
Principal. This includes the booking of accommodation, flights and rental
cars.
Careful consideration must be given to each travel item as to how the travel
would contribute to The School’s  primary objective of student achievement.

When travel is considered either for a Sta� Member or a student trip, the
budget/costing sheet must include all associated costs.
Sta� must travel by the most direct route, unless scheduling dictates otherwise.
Justification for travel within New Zealand must be documented and be
transparent and related to a school need.

All domestic air travel is to be in economy class.

Education Outside The Classroom process and expectations

School Trips
• See EOTC Planning Flowchart on G Drive.
• Sta� in charge of the school trip must submit a costing

sheet to the Finance person.
• When approved, communication of trip details, the

permission slip and costs involved must be sent to
parents well in advance.

• Trip contributions will be loaded onto the student
statements via G Drive. These contributions must be

paid in full before the trip takes place.



• Post trip cost reconciliation, with any outstanding
reimbursements, must be finalised as soon as possible.

Travel Expense Reimbursements
1. The reimbursement for business related travel expenses is on the basis

of actual and reasonable costs. Actual and reasonable expenditure is
defined as "the actual costs incurred in the particular circumstance,
provided that it is a reasonable minimum charge".

2. For travel within New Zealand, actual and reasonable expenses are
those incurred above the normal day to day costs. For example, a
Sta�/Board Member would normally incur expenditure for lunch on a
daily basis and the cost of lunch when travelling should not be
reimbursed unless the costs are greater than that normally incurred.

3. All personal expenditure is to be met by the Sta�/Board Member.
Examples of this are minibar purchases, in-house movies, laundry and
private phone call charges are to be paid separately by the travelling
Sta�/Board Member.

4. All receipts must be retained and attached to the travel claim. The
claim is to be authorised on a one-up basis.

Health and Well-being
1. The Board must ensure as far as reasonably practicable that

Sta�/Students travelling take advice on the potential health risks
associated with overseas travel.

2. The Board must be satisfied that Sta�/Students:
a. Are medically fit.
b. Comply with any health standards required for entry into a

specific country.
c. Have had any required vaccinations and inoculations and that

these are still current.

Airfares

1. All bookings will be made by the Principal.
2. For international flights of less than ten hours including transfers, the Sta�

Member will fly Economy class, unless prior agreement is  provided by the
Principal for  alternative  class airfares.

3. For international flights in excess of 11 hours including transfers, the Sta�
Member may fly Premium Economy class or equivalent, unless prior
agreement is provided by the Principal for alternative class airfares.



Accommodation
In selecting accommodation, school Sta� will consider the following factors:

1. Accommodation will be of a su�cient standard to promote an appropriate
image of the school, in particular, where the Sta� Member may meet with
prospective families, students or agents.

2. Accommodation will be in an area of the town where the health,
well-being and safety of the Sta� is protected.

3. Accommodation costs vary in di�erent cities and countries and this will be
taken into consideration when booking accommodation.

4. If the Sta� Member will participate in fairs or other activities with Sta�
from other schools, for convenience, Sta� may elect to stay at the same
hotel and this may incur higher cost.

5. In planning travel, the School will seek the most competitive rates for
flights, accommodation,  car hire and other services.

6. All bookings will be made by the Principal.

Fair Remuneration or Time in Lieu

If the Sta� Member undertaking international travel on behalf of the school will
be working hours over and above their normal contracted hours, or will travel
to work on weekends or public holidays, they may negotiate for time-in-lieu as
arranged with the Principal.

Health and Safety
1. The Sta� Member planning travel should undertake a risk

assessment which includes a review of
https://www.safetravel.govt.nz/ to ensure that the intended
destination(s) are safe to visit. The Sta� Member will provide the risk
assessment to the Principal prior to granting approval for the travel.

2. All Sta�  Members undertaking international  travel will arrange
appropriate  medical  and travel  insurance at the cost of the school.
Where appropriate, the school will pay for  additional pre-existing
medical cover for the Sta� Member travelling.

3. Where the Sta� Member may have a pre-existing medical condition
to the extent they are unable to obtain appropriate medical
insurance cover, the Principal will only approve any such travel after
consideration of the potential exposure to financial risk for the
school and the Sta� Member and risk to the safety and well-being of
the Sta� Member.

4. The Principal will ensure the school has appropriate safety
procedures for Sta� Members travelling overseas and ensure
immediate communication and response  where critical events

http://www.safetravel.govt.nz/
http://www.safetravel.govt.nz/


occur in the  country of travel that pose a risk to the safety or
well-being of the Sta� Member .

5. Sta� undertaking international travel on behalf of the school will
register with the New Zealand Government Travel Safe website
prior to departure.

6. The school will ensure that where the person travelling is
responsible for the day-to-day operation of any school duties, the
school will provide appropriate cover in their absence to ensure the
safety and well-being of students, and to release the travelling Sta�
Member from those duties.

7. The school will ensure that where the person travelling is scheduled
to hold the 24/7 phone during the period of travel , another Sta�
Member will be allocated to perform this duty.

Vehicles
1. To ensure that Sta� and approved volunteers who drive vehicles

demonstrate safe, e�cient driving skills, and other good road safety
habits at all times.

2. To maintain all school vehicles and trailers in a safe, clean,
roadworthy condition to ensure maximum safety of the driver,
occupants and other road users.

3. Log books must be completed for monthly cost recovery journals.
4. All vehicles are booked through the O�ce Administrator.
5. The vans must be refuelled , re-parked, locked and in the designated

spaces.
6. School vehicles must be used for school purposes only, unless by

negotiation with the Principal.
7. All drivers will be screened through NZTA's Driver Check process.
8. All drivers must complete a NZ Transport Agency Driver Consent

form- .Consent-to-access-my-information-in-Driver-Check.pdf
9. Sta� Members must hold current valid drivers' licences for the rental

car class.
10.Sta� should opt for good but not superior model vehicles.
11. If taxis are used, Sta� should pay out of their own pocket, obtain a

receipt and submit a reimbursement claim.
12. Use of private vehicles is to be reimbursed at $0.62 per km (See

Travel Reimbursement Claim Form- ).SPS Expenses Document

https://drive.google.com/file/d/11cMBMfSKBNUTN8yFZELeA4LVy21B8D4X/view?usp=sharing
https://docs.google.com/document/d/1UexyOaIg9VVleqIVW89yen9lZrACPekmXUwLzaeDYg8/edit


COVID-19 POLICY

Following the Covid-19 pandemic in 2020, this policy is to provide overarching
principles which guide the school through the government’s alert levels until the
Covid-19 pandemic is abated. This policy focuses on:

1.     Mitigating the risk of transmitting COVID-19 at school.

2.     Ensuring that changes to teaching and learning in response to
COVID-19 don’t create other risks for sta� or students or their
communities.

3.     Ensuring that sta� have confidence they can safely return to the
school if needed on site.

IMPLEMENTATION

The Board adopted this policy at its meeting on 10 April 2021 and it is e�ective
until revoked by the Board or until the Covid-19 pandemic in New Zealand is
abated. It sits on top of the school’s existing policies, but where there is a conflict,
this policy takes precedence.

OVERARCHING PRINCIPLES

1. HEALTH & SAFETY OF STAFF, STUDENTS, WHANAU, COMMUNITY &
CONTRACTORS IS PARAMOUNT

The health and safety of sta�, students, whanau, community and contractors is
the single most important consideration in all decision-making during this time.

The school considers and takes additional measures to protect sta� and students
who are more at risk from Covid-19 or who are living with at-risk people.

A safe environment must be provided for students and sta� onsite. Regular
 Covid-19 Risk Assessments are carried out to ensure the school is a safe
environment for teaching and learning. All risks must be mitigated or eliminated,
and if there is any doubt, the Principal and the Principal raise it with the Board
Chair immediately and any unresolved concerns are reported to the Board.

The Principal is to modify and keep updated the  Covid-19 Procedures covering
health and safety measures for on-site and o�-site learning. It is envisioned that
these Procedures will be subject to regular and ongoing change as on-site and
o�-site learning takes place and issues or improvements become apparent.
They will also change as updates come in from MoH and MoE throughout the
alert levels.



Sta� and families of on-site students are made aware it is imperative that they
follow the procedures for on-site learning as communicated by the school, such
as staying at home when sick, regular handwashing, staying in bubbles, social
distancing (including families dropping and picking up children from school) so
as to protect the health of everyone on-site.

Sta� on-site follow the  Covid-19 Procedures  to protect those onsite and ensure
the bubbles are not compromised. Sta� raise any issues or breaches with the
Health and Safety O�cer or the Principal directly.

The Principal ensures the Board that the school is a safe environment for sta�
and students and seeks help and advice from MoH and MoE as appropriate.

RISK MANAGEMENT CONSIDERATIONS COVERED IN THE PLAN

The primary controls that the school has in place for Level 2 and 3 are:

·       ensuring separation distances of 1 metre between students and
between students and sta� while inside, and 2 metres while outside;

·       the disinfection of surfaces,

·     Everyone maintains good hygiene.

The school has processes to:

·       know how many students are expected to attend school during Levels
2 and 3, and how to get a reliable estimate of this number. The
communication plan for parents has explicit guidance on which students
should stay home within their immediate or expanded bubbles and how
many students the school is able to accommodate safely.

·       have arrangements in place if more than expected number of students
arrive at school.

·       decide what teaching spaces will be required to accommodate
bubbles of 10 people.  This covers how furniture in these spaces is to be set
up.

·       consider what other spaces in use during the school day will need to
be set up to manage social distancing and hygiene requirements, e.g.
entry spaces, o�ce spaces, break spaces for sta� and students, gathering
or meeting spaces, outside spaces, bathrooms.

·       know how many sta� will be required to supervise these students in
these spaces, if that number of sta� is available to return to school and



what the school will do if the number of teachers available is insu�cient to
safely cover the number of students attending. The number of teachers
working at school is no more than is needed to supervise the students
on-site.

·       plan for how transport to and from school will be managed,
including bus/train travel and pick up/drop o� sites for parents.

·       make sure attendance and visitor registration systems are su�cient to
ensure detailed information about who is at school, and what areas of the
school they are in.

·       manage student behaviours that increase risk e.g. unnecessary
student interactions outside classrooms or sharing between students of
food, clothing and equipment.

·       identify the sta� member/s responsible for cleaning and hygiene
supplies and how they will track usage so that there are no gaps in supply.

·       consider what else needs to be done before the school can be safely
opened up again.

2. THE SCHOOL IS PREPARED FOR ALERT LEVEL CHANGES

As the country or region moves between one alert level and another (up or
down,) the school is ready and able to provide education to all children. Being
prepared means that transitions between di�erent alert levels are as smooth as
possible for both sta� and students. The  Covid-19 Procedures,   Distance Learning
Plan and  On-site Learning Plan are reviewed regularly and updated.

If there was a Covid-19 case in our school community, the sta� member
responsible for Covid-19 coordination speaks with the Principal, and then liaises
with the Medical O�cer of Health, MoE and MoH and the Covid-19  Emergency
Response Committee before making a decision to close part or all of the on-site
learning. The Committee will be available on short notice and will assist the
Principal as required, including keeping the Board and school community
updated.

As we move through the alert levels, the Principal will need to make various
decisions about on-site learning, e.g. what sta� and students onsite can and
can’t do, how to manage sta� absences and resources, when on-site bubbles
can change in size. To be clear, the Principal has the authority, flexibility and
support to make these calls, always acting on advice from MoH and MoE.

3. SIMILAR LEARNING OUTCOMES FOR STUDENTS ON- AND OFF-SITE



The school is not expected to provide two separate schools within the school.
The curriculum will continue to be o�ered through on-site and o�-site learning .
Initially, children on-site will be in classrooms, but largely working on devices on
their o�-site learning programme. As on-site capacity increases and the
students have a staggered return to school, there will be a gradual move back
from o�-site learning to on-site learning.

4. WELLBEING OF ALL STAFF AND STUDENTS

The school is to check in regularly with all sta� to see how they are doing in the
new teaching environment and seek and consider any suggestions for
improvements.

Teachers will check in regularly with students and their families to see how they
are doing in the new learning environment. The school will continue to pass on
communications to sta� and families on places they can go to seek support both
financially and for counselling and mental health. Any concerns in this regard if
unresolved will be passed to the Board.

5. ACCESS TO LEARNING FOR ALL

The school works to identify and minimise any obstacles to all students accessing
learning whether by distance or on-site. Where a student is absent or not
engaging in learning, the school will endeavour to identify the reason. The
school understands that there are many pressures on families at this time and,
therefore, di�erent reasons why some students will not be fully engaging in
learning. However, where appropriate, the school can provide access to
technology (devices), additional teaching support, or information where families
can access other support.

Specific considerations for Maori/Pasifika communities and culturally responsive
teaching should still be enacted by teachers within distance learning;

·       having high expectations for all students

·       knowing students as individuals, knowing the cultures they identify
with and what this means for them

·       developing strong relationships with students and families via phone
calls and virtual communication, and

·       at a distance, develop e�ective pedagogies which are discursive and
collaborative in nature, albeit remotely.



Where possible, children with special or specific learning needs should
continue to receive manageable, yet similar support to the regular
classroom programme.

6. THE BOARD IS AVAILABLE AND EFFECTIVE DURING THIS PERIOD

All Board meetings will be conducted via video conference until otherwise
agreed by the Board. Meetings may be more frequent during this period.

The following recurring items are added to the agenda as an update from the
Principal:

·       Any concerns or issues arising out of Covid -19 Risk Assessments

·       Number of students absent from on-site learning or not engaging in
distance learning

·       Number of children taking part in on-site learning and number of sta�
on-site

·       Any requests for resources or support to ensure all students are able to
access learning

·       Notable sta� absences or sick leave taken

·       Any anticipated financial concerns or changes in school’s ability to
meet the budget

·       Requests for resources or support for sta� from Board as employer
(summary of sta� feedback)

·       Any grants or assistance that might be available or required to the
school during this time,   e.g. additional teachers

It is expected that the Chair and the Principal meet and communicate
more frequently during this period.

7. OPEN AND TIMELY COMMUNICATIONS WITH SCHOOL COMMUNITY

School communications with families continue to be open and timely.
Communications clearly set out the expectations on students as the school
progresses through the alert levels and as on-site learning resumes.

8. ADVICE TO TEACHERS ABOUT WORKING FROM HOME



a. Workload

All schools have been asked to prepare for changes in alert levels. Teaching sta�
are expected to use these structures and platforms to work with students during
this time. Sta� are not expected to be an expert at distance teaching, but to use
the skills that they already possess.

b. Communicating with students

The school has set clear expectations of how and when sta� will be available to
communicate with students.

How:
·       As much as possible, stick to the means of communication that they
usually use, e.g. school email or Google Classroom.

·       The school strongly advises against giving out personal cell phone
numbers or using social media platforms that are not set up by the school.

When:
Sta� are to make sure to have clear boundaries set around the amount of time
they are interacting with students and families/whanau. When sta� are
available will vary depending on their personal circumstances, but some
possible options include:

·       Having "timetabled hours" for each class

·       Trying to be available to answer any questions during normal school
hours

·       Telling students and families/whanau to expect an answer within 24
hours

c. Maintaining teacher presence when distance teaching
If sta� have been predominantly teaching face-to-face, they will be used to
connecting with students regularly in a multitude of ways: be that in the
classroom - direct dialogue or eye contact or even just by physically being near
them as they work.

Just as with face-to-face teaching and learning, students learning remotely also
like to know that teachers are there (even if they are not directly engaged). They
also appreciate responses to their queries in a timely manner.  Some ways sta�
could be present are:



·       share a fun fact, motivating meme, subject-related puzzle or
saying/proverb/whakatauki

·       check in with a short pre-recorded audio or video (maybe at the
start of each week) just about how things are, keep it positive and
not too detailed or personal

·       share tips for staying well and organised

With all of these suggestions, it is not expected that sta� put pressure on
themselves to do everything at once – they could try one new thing a week and
use it across a number of classes as they get used to it. They might repeat those
that seem to work for them as often as makes sense (there are no rules for this!).

When work comes in, sometimes a simple response might be all that is required
with an indication of when they can get back to them.

d. Types of lessons
When planning lessons, where possible sta� will set tasks that can be completed
to varying degrees of success with more complex and additional tasks for the
most able pupils. Otherwise, they can set more open-ended, independent work,
but structure and guidance will still be needed. Tasks that require little or no
access to technology are preferable in order to cater for everyone.

e. Feedback: Keeping the learning conversation going
Sta� already have a range of things they consider when giving feedback to
students on their work.  Supporting them to continue with what they are doing
well and giving them some advice on what they could do next are key.

Hattie and Timperley sum it by saying that the purpose of feedback is to “reduce
the gap between where the student is and where he or she is meant to be”.
Some useful questions to ask/answer by the teacher and/or student are:

·       Where am I going? (What are the goals?)

·       How am I going? (What progress is being made toward the
goal?), and

·       Where to next? (What activities need to be undertaken to make
better progress?)

Sta� might find it helpful to talk to their students about these three questions in
relation to their learning. Perhaps provide them in a format that can be printed
o�, so they can help provide a focus for the learning at all times.



f. Teacher safety
Sta� must make sure they are aware of the school’s online policies.

g. Video conferences

Live streaming poses risks to the teacher (and the lesson) and these must be
weighed up before proceeding. One downside of live streaming is that it relies
on students being available when sta� are.

Going live has the potential for unforeseen circumstances to arise - from
connectivity issues to someone in the household walking in on the lesson.

There are also other risks, such as lessons being recorded, edited and shared.

Here are the school’s guidelines:

·       When engaging in video chat, it is important that the purpose is clear.

·       Limit video conferencing to a small group (14 or fewer), and live
streaming should not be done with a student on their own.

·       Make sure that only items that sta� would like to appear are visible
when screen sharing.

·       Shut down any group chat in which an unknown person joins, or if any
form of cybersafety breach occurs.

·       Email and confirm that students are ready for a group chat before
inviting them.

·       Sta� must make sure that they are in a neutral space when video
conferencing.

·       Sta� must be aware that students can record the teacher’s screen
without their knowledge. It is safest to assume that anything they do could
end up in the public domain.

·       Teachers must be the last person to leave a group chat/video, as it
can continue without them when they leave.



9.COVID-19: STAFF LEVEL 2 GUIDELINES

Going to school

·       Sta� legally must wear a face covering on public transport.

·       The school can direct sta� to wear a face covering if they have
reasonable grounds to do so, such as someone in the school community
who is at higher risk. In this case, the school is responsible for supplying
sta� with an appropriate face covering or mask.

Face-to-face meetings with sta� limits
·       The school is operating under a high level of traceability and stringent

hygiene requirements.

·       The school will be seeking to limit face-to-face meetings to those
which are necessary and cannot be reasonably done by video
conference or similar distance technology. Where face-to-face
meetings are held, teachers should maintain a one metre distance from
one another.

Sta� being expected to be at school
·       There is an expectation that most teachers will work on-site during

Level 2. Sta� should raise any concerns with the Principal and ask that
they are addressed in the school’s level 2 planning.

·       The Principal may agree that sta� can work from home.

Cleaning
·       Sta� can reasonably be expected to keep their own desk and work

areas clean and sanitised. Any o�ce that sta� use is also their
responsibility.

·       The school will arrange extra cleaning sta� for the cleaning of
communal areas, door handles, light switches, and so forth, so that that
duty does not fall on the teachers.

Sports and other close contact activities
·       Contact sport and close contact activities can resume if the school is

able to contact trace who is on-site during school hours and during
practice and competitions.

·       Avoid contact where possible, minimise contact where it is
unavoidable, and give extra emphasis to hand washing and drying (or
using hand sanitiser) before and after activities.



·       Regular cleaning of sports and PE equipment is very important.

Social distancing
·       Social distancing at Levels 2 and 3 may be di�cult to achieve, but it is a

strategy to protect sta� and students during a pandemic by minimising their
contact with others.

·       Events involving large gatherings should be avoided, whether inside or
outside.

·       A distance of at least one metre should be maintained between people
wherever practical.

Guidelines
·       Where possible, sta� will avoid meeting people face-to-face. They are
encouraged to  use the telephone, video conferencing and the Internet to
conduct business as much as possible – even when participants are in the
same building.

·       The school expects sta� to avoid any unnecessary travel and cancel or
postpone non-essential meetings, gatherings, workshops or training
sessions.

·       Sta� and students are expected to bring lunch and eat away from
others with the 1m distancing guideline in place. There may be staggered
lunchtimes and morning teas to reduce numbers in the lunch spaces.

·       Sta� are advised to not congregate in sta� rooms or other areas where
people socialise.

·       If a face-to-face meeting with people is unavoidable for sta�, they are
expected to minimise the meeting time, choose a large meeting room and
sit at least one metre apart if possible. They are to avoid shaking hands or
hugging. They should consider holding meetings via conference call or
outside.

·       The school has set up systems where families and sta� can request
information via phone, email or fax and have information ready for fast
pick-up or delivery.



10.COVID-19: LEVEL 2 SICK LEAVE FOR STAFF

a. Sta� who are in a high risk category
·       People at higher-risk of severe illness from COVID-19 (e.g. those

with underlying medical conditions, especially if not
well-controlled) are encouraged to take additional precautions
when leaving home.

·       Sta� may work onsite, if they agree with the Principal that they
can do so safely.

·       Sta� must let the Principal know if they are in the high-risk
category and have a conversation with them about any steps that
may need to be taken so that they can work safely onsite.

b. Sta� who are ‘normally’ sick and have sick leave
·       Normal sick leave provisions apply.

c. Sta� who are ‘normally’ sick and have no sick leave left
·       They will have to take unpaid sick leave.

d. Sta� who have Covid-19 and have sick leave
·       They are entitled to paid sick leave.

·       They will need to provide confirmation of their diagnosis to the
Principal.

e. Sta� who have Covid-19 and have no sick leave left
·       They can apply for discretionary paid leave to the Principal.

·       They will need to provide confirmation of their diagnosis to the
Principal.

f. Sta� whose dependent is ‘normally’ sick and they have sick leave
·       Normal sick leave provisions apply.

g.Sta�’s dependent is ‘normally’ sick and they have no sick leave left
·       They will have to take unpaid sick leave.

h.Sta� whose dependent has Covid-19 and they have sick leave
·       They can apply for discretionary paid leave to the Principal.

·       They will need to provide confirmation of the diagnosis to the
Principal.

i.Sta� whose dependent has Covid-19 and they have no sick leave left



·       They can apply for discretionary paid leave to the Principal.

·       They will need to provide confirmation of the diagnosis to the
Principal.

j.Sta� (and /or their dependent) who are not sick but must stay home due to
possible exposure to Covid-19

·       If they can work from home, they will be paid as normal.

·       If they cannot work from home, they can apply for discretionary
paid leave to the Principal.

·       They will need to provide confirmation of their possible exposure
to the Principal.

k.Sta� who have a dependent in the high risk category and have a medical
certificate stating this

·       They are expected to work as normal.

l.Sta� who are in the high risk category and have a medical certificate stating
this

·       They will need to discuss the possibility of alternative
arrangements with the Principal.

·       If it is agreed that they can work from home, they will be paid
normally.

·       If it is agreed that they can work on-site with flexible working
arrangements, they will be paid normally.

·       If, on medical advice, they cannot return to work or work from
home, they can apply for discretionary paid leave to the Principal.

·       They will need to provide their medical certificate to the Principal.

·       If that is not agreed, they will have to take leave without pay.



11.COVID-19: STAFF LEVEL 3 GUIDELINES

Going in to school

The school’s overarching guidelines are:

·       If it can be done from home, it should be done from home.

·       Safety is the underlying principle for all these decisions.

Sta� going in to school to supervise
·       It is expected that sta� should make their best e�ort to go into school if

called upon, but definitely do not go in if it is not safe for them to do so.

·       They do not have to be at school if any of the following apply to them:

·       They are sick or under direct isolation.

·       They are in an at-risk category as specified in the government's
guidance.

·       Their bubble includes a member in an at-risk category.

Sta� wearing a face covering
·       Sta� legally must wear a face covering on public transport.

·       Ministry of Health guidelines strongly recommend wearing a mask or
face covering elsewhere – in particular when in situations where
physical distancing is not possible, like in shops.

·       The school can direct sta� to wear a face covering if they have
reasonable grounds to do so, such as someone in the school community
who is at higher risk. In this case, the school is responsible for supplying
sta� with an appropriate face covering or mask.

Sta� who don't fall into the COVID-19 at-risk category
·       Sta� can discuss their individual circumstances with the Principal, as

there may be enough sta� to supervise students on-site. However, it is
expected that all sta� will be able to work delivering lessons o�-site.

·       If sta� or their children fall into the vulnerable category, the school’s
expectation is that sta� won't be asked to come into school and can
therefore teach from home.

https://covid19.govt.nz/individuals-and-households/health-and-wellbeing/vulnerable-people/
https://covid19.govt.nz/individuals-and-households/health-and-wellbeing/vulnerable-people/


Sta� teaching online and supervising children
·       Sta� are not required to teach students under direct supervision and

teach on-line at the same time, unless there is no other option. The
on-site students will have work and tasks set by their own teacher, so
will be able to carry on with this work without needing to be taught
directly.

·       Sta� are only supervising students who cannot stay home while they
undertake the work set for them, so the sta�’s key role is to ensure that
health and safety measures are maintained by the students in their
direct care, as their focus is the supervision of the students in front of
them.

Additional expenses incurred while working from home during the COVID
lockdown period

·       Actual and reasonable expenses in undertaking a teaching role is
given appropriate and fair consideration for reimbursement by the
Principal, but the expectation is that all consumables (which have
already been paid for by the school) will have been taken home for
teaching from the school.

·       The school has a reimbursement policy and, if a teacher will incur a
cost on the school’s behalf, they must discuss it first with the Principal
before making any purchase.

On-going claims
·       Any sta� who are exempt from returning to work on-site and are

working from home, under Alert Level 2 or 3, should seek agreement
with the Principal on the matter of ongoing costs.

Sta� Accident registers

Records are to be kept of all accidents to children and sta� of Summit Point
School.

Accidents or illness involving sta� are to be recorded in the Sta� Accident and
Illness folder kept in the filing cabinet in the management and administration
area. This will be managed by the Principal.

Analysis of accidents will be reviewed monthly by the Health and Safety O�cer
and reported at sta� and board meetings.



Sta� leave
Rationale
From time to time, sta� members may request leave from school either
for reasons contained in their individual employment agreement or for
reasons other than those covered. All requests must be negotiated with
the Principal. All requests will be treated fairly and equitably and will
adhere to the provisions of the applicable individual employment
agreement.

Guidelines
All applications for leave with or without pay are to be made in writing
to the Principal and must clearly outline the reason for the request.

Leave of less than five (5) days is requested using the sta� leave form on
iPayroll:

1. The Principal may grant leave applications of up to five (5) days
(with or without pay) as per the individual employment
agreements with sta�.

2. In making decisions the Principal will consider the following:
• The reason for the application.
• The benefit to the Summit Point School students.
• The frequency of requests from that sta� member.
• The e�ect that granting said request will have on the

running of the school.
• The time of year.
• The appropriateness of the length of leave.
• The length of notice given prior to the request.
• The number of sta� absent at that time.

3. If a request for leave is denied or amended, the Principal will
provide a reason.

4. For long term leave (more than five (5)) days:
i) All applications must be submitted in writing to the

Principal together with a completed sta� leave
form on iPayroll, at least 2 Board meetings prior to
the request to enable the School to plan
appropriately for sta� absences.

ii) Sta� should consult their individual employment
contract prior to submitting an application.

iii) In considering an application, the Principal will
look at all relevant issues and will consider:

• The reason for the application.
• The benefit to the Summit Point School students.
• The frequency of requests from that sta� member.



• The e�ect of granting a request on the running of
the school.

• The time of year.
• The appropriateness of the length of leave.
• The length of notice given prior to the request.
• The number of sta� absent at that time.

iv) Leave with or without pay will be at the
discretion of the Principal having due consideration
as per the individual employment agreements with
sta�.

All decisions will be made in a manner that is consistent, fair, and equitable.
In responding negatively to a request for leave, the Principal will provide
a reason for denial. If a request for leave is denied or amended, the
Principal will provide a reason.

The Principal and Board recognises that situations may occur that cannot be
foreseen this far in advance and will consider applications outside this
timeframe and beyond the issues listed in (iv) above.

The Principal and Board will consider all applications.

Human Resources-management of sta� issues

Keeping adults safe

Purpose

All members of the school community work and learn in an environment free
from harassment.

Harassment free

The following procedures allow any member of the school community who
believes they have cause for concern or complaint, to approach another person
within the school in confidence, knowing that person has a level of skill and
understanding, and the concern will be settled in a confidential manner, which is
fair and humane.

Definitions



Harassment is defined as any verbal or physical act, which is unsolicited,
unwelcome and o�ensive, or might be reasonably perceived by the complainant
as being unwelcome and o�ensive, detrimental and/or persistent.

Sexual Harassment is defined as any verbal or physical act of a sexual nature,
which is unsolicited, unwelcome and o�ensive, or might reasonably be
perceived by the complainant as being unwelcome and o�ensive, detrimental
and/or persistent.

The behaviour may include: unwelcome and deliberate physical
conduct/contact; verbal comments or abuse; threats; requests for contact or
activities of a sexual nature, either overt or subtle, which may be accompanied
by threats; the open display of sexist material.

Racial Harassment is behaviour that is uninvited and humiliates, o�ends or
intimidates someone because of their race, colour or ethnicity or national origin.
Whether it involves language or is written or visual material, the e�ect on the
recipient is invariably negative. In the school setting, racial harassment can
a�ect academic performance, undermine people’s confidence and leave them
feeling fearful, humiliated, angry or ashamed of their origins. In some instances,
people remain scarred for life.

Action

Instances of harassment are dealt with at three levels:

1. Self-help:

If an act of harassment occurs, the complainant immediately makes it clear to the
o�ending person that their behaviour is unacceptable and o�ensive. This may be
done face-to-face or in the presence of a third party chosen by the complainant.

2. Informal intervention:

If self-help is not possible, or if the behaviour persists, the complainant
approaches the Principal, member of the leadership team or Board chair.

The person approached must: -

· Let the harasser(s) know about and give explanation to any
allegations

· Involve all parties in a decision on a working solution

· Check independently with all parties that they feel comfortable with
the solution



· Monitor progress to ensure that solution is working to everyone’s
satisfaction

3. Formal complaint:

If self-help and informal intervention have not worked or if the allegation is, in
the complainant’s view, su�ciently serious to warrant formal disciplinary action,
the complainant submits a written detailed complaint to the Principal or Board
Chair (in the case of the Principal being the harasser), who investigates the
complaint and takes appropriate disciplinary action. Expertise from NZEI or STA
may be useful.

Sta� Selection, Appraisal and Development

A teaching and operational sta� base with the necessary knowledge and skills
will be maintained through sta� selection, appraisal and development.

Policies

1. There are policies, procedures and criteria on appointments, professional
development and Equal Employment Opportunity.

2. There is an appraisal process and cycle of teaching sta�.
3. All teaching sta� appointed to the school will be qualified, skilled and

experienced.
4. Full-time and part-time teaching sta� members will be part of the school’s

Professional Development Plan.
5. In their teaching and conduct, the sta� members will reflect the school’s

Mission Statement.
6. Sta� members will have the opportunity to participate in the development

and evaluation of policies and procedures.

Procedures

1. The Principal, in consultation with the Board and the sta�, determines the
sta�ng needs of the school.

2. Referees’ reports will be sought for all positions.
3. Interviews for sta� appointments are held.
4. Job descriptions will be o�ered to all full-time and part-time positions. All

positions have associated task descriptions.
5. When appointing sta� requiring specialist knowledge, relevant groups will

be consulted.



6. When appointing sta� requiring general tasks, sta� members will be
consulted.

There is a system for reviewing performance so that professional development
can be identified.

The Principal is responsible for the professional development of sta�. This
responsibility encompasses:

● receiving and approving professional development requests from
individual sta�, whole sta� establishing priorities

● reimbursing a proportion of the cost, where sta� members are involved
with long term training that furthers their own qualifications related to the
school’s goals, or is job-related.

● ensuring that professional development of sta� is equitable.
● ensuring that professional development is provided for the sta� as a

whole.

A procedure for identifying professional development needs is in place. Sta�
members are to submit requests for professional development to the Principal
when appropriate. This is dependent on the availability of funds at the time of
request and whether the principal deems learning to be a priority and/or
directly beneficial to students and sta�.

EMPLOYMENT POLICY

Rationale

Summit Point School is committed to a just system of employment that reflects the
dignity of all people within the mission of the school.

Purpose

This Policy will:

∙ Direct the considerations of the employment of a person in the school.

Principles

The school acknowledges that competent sta�, fairly employed, enhance the
work of the school. To ensure this. the school commits to reflect
non-discrimination principles in matters of employment, and employ the best
person for a vacant position.



Guidelines

1. A system of employment will be carried out by the school.
2. the school sta� will be notified of all positions which become vacant.
3. All positions which become vacant will be advertised widely.

Conclusion

Appropriate processes to employ skilled personnel will enhance the quality of
the school’s performance and its ability to fulfil its mission.

Review

This policy will be reviewed by the Principal after it has been in operation for two
years, and if necessary, modified appropriately.

Application

This policy applies to the consideration of the employment of all new school
sta�.

GENERAL APPOINTMENTS PROCEDURES

Application package shall be made available to all enquiries during the
application period. This package shall include:

● a job description application form referee forms
● the Vision Statement

1. The job description and person’s specifications are drawn up by the Principal,
in consultation with the relevant sta� members.

2. Appointments of sta� are made by the Principals
3. The Principal may wish to co-opt a panel of people for the process of

short-listing and interviewing candidates.
4. The Principal shall note outstanding strengths and limitations after studying

applications and referee reports.
5. The Principal shall short-list not more than four applicants. The applicants

shall be informed of the current status of their application regarding receipt of
their application, and whether they have been successful, short-listed, held
on file, or any other decision made by the Principal.

6. If di�culty is encountered by short-listing applicants, the Principal may consult
with either relevant sta� members or co-opt an interim group. This group is
expected to have expertise in this area.



7. The short-listed candidates shall be notified of the date and venue of
interview, and reimbursement entitlements where applicable.

8. The Principal shall draw up a schedule of questions and specify the length of
the interview, which will be the same for all candidates. All interviews shall be
held on the same day where possible, and the interviewing personnel to
remain the same for each interview.

9. The Principal shall make the appointment as soon as possible, and no longer
than 5 working days after the interview. The Principal shall inform the
successful applicant on the same day of the appointment, unless otherwise
stated to the applicants in previous correspondence.

10.Depending upon the position applied for, the successful applicant shall have
up to two days to verbally accept the position.

11. After acceptance, a letter of confirmation shall be sent to the successful
candidate and letters of non-appointment shall be sent to all other
applicants. The letters of non-appointment shall name the successful
applicant and note the right that unsuccessful applicants have to a review.
Written acceptance from the successful candidate is to reach the Principal
within 7 working days from the letter of confirmation.

12. If the successful applicant does not accept the position, the Principal shall
decide whether to o�er the position to another applicant, or to re-advertise.

13. The sta� and other interested parties shall be advised as soon as possible of
the appointment once written confirmation of acceptance has been received.

14. In all proceedings, confidentiality, dignity and courtesy are to be
demonstrated.

15. The Principal and any other personnel involved in the procedure shall act
according to the requirements of the O�cial Private Act (1993).

APPOINTING TEACHING STAFF - CRITERIA

The school uses the following criteria for academic appointments:

1. Advertising

The school supports the principle of open advertising. It also supports the
principle of approaching highly skilled personnel where appropriate.

2. Courses

An undergraduate degree is considered to be a minimum qualification for
teachers. There is recognition that, in special areas of expertise
qualifications below, this is acceptable if the applicant produces evidence
of related work experience, special expertise and/or is studying towards
higher qualifications.



3. Special Expertise

In certain areas, such as multisensory literacy, Maori perspective,
educational psychology assessments. Cultural expertise and work history
are the essential criteria.

4. Special Character

The school has a particular character and mission. Therefore, it is essential
that it be satisfied that an appointee will be compatible with its character.

5. Part-Time Teachers

The school acknowledges that, while appointments of part-time teachers should
follow the above criteria, some variations may occur.

APPRAISAL OF THE SCHOOL STAFF POLICY

Rationale

Summit Point School is committed to academic excellence, and acknowledges
the need for regular review of the quality of the teaching, learning and
associated support necessary to ensure the delivery of high quality learning to
students. The appraisal seeks to reach a mutual understanding of the sta�
member's role and performance expectations, and review their professional
development objectives for the forthcoming period.

Purpose

In order to ensure the operational proficiency and quality delivery of the school’s
programmes; to enable the school sta� to develop a clear sense of their role; to
record performance objectives and discuss performance measures and
evaluations, the school has a policy to guide the appraisal of its sta�.

Guidelines

All full-time and permanent part-time sta� will be appraised by the Principal.

● Confidentiality will be maintained.
● Sta� may invite a support person to the review to ensure clarity.
● The Principal and the Board have the right to seek an independent opinion

if necessary.



1. Teaching Sta�
The teaching sta� will be appraised by the Principal for both teaching
campuses.

2. Each full-time and permanent part-time teaching sta� member will have a
job description which will form the basis of the performance appraisal.

3. Management Unit performance is appraised against an agreed set of
indicators developed in consultation between the Principal and the sta�
member.

4. Appraisal will be maintained each term and summarised annually. This
appraisal will include:

i. an Inquiry Goal Cycle process, where teachers identify areas of
professional growth they wish to pursue (which is agreed by the
Principal),

ii. classroom observations (documented on the SPS template) each
term by the Principal,

iii. follow-up feedback conversations between teacher and Principal
(minuted and shared);

iv. evidence of compliance with teacher professional criteria as
required for teacher registration and renewal;

v. and procedures to guide professional development in order to:
1. To encourage teachers to analyse their performance in order

to continue developing their learning and teaching practice.
2. To ensure that teachers receive positive and appropriate

feedback on performance.
3. To provide teachers with professional development

opportunities to ensure personal and professional goals

Administrative Sta�
The Administrative sta� will be appraised by the Principal.

Conclusion

The quality of education to students is ensured if there is on-going appraisal,
review and accountability of teaching sta�.

Application

This policy applies to the appraisal of all the school sta� .



EQUAL EMPLOYMENT OPPORTUNITY POLICY

Rationale

The school is committed to the identification and elimination of discriminatory
barriers that cause or perpetuate inequality in the employment of any person or
group of persons, including rates of equal pay.

Purpose

1. To identify and address discriminatory practices and policies.
2. To ensure that all policies and procedures are non-discriminatory and

reflect a commitment to the Treaty of Waitangi.
3. To provide opportunities that enhance the value and career opportunities

of individual sta� members.
4. To provide a non-discriminatory, safe and culturally sensitive working

environment for all sta�.
5. To plan a�rmative action policies on behalf of women, Maori, Pacific

Island sta�, or other ethnic minorities, and persons with disabilities, on the
sta�.

6. To provide a salary or wage that is commensurate to the job description,
regardless of gender, race or culture.

Guidelines

1. All employment policies and procedures will comply with the provisions of
the Human Rights Act (1993), the Mission Statement and the Appointment
Policy.

2. Regular review of policies will identify discriminatory practices if any, and
action will be taken to remedy this. Sta� members will be included in this
review.

3. Selection and appointments will be made on merit, qualifications and
work experience relating to the position as outlined in the appointment
policy.

4. Opportunities for training and promotion will be made available to all
employees.

5. An analysis to assist in ensuring equality of opportunity for all employees
will be undertaken.

6. Pay or salary will be within accepted guidelines, and will not discriminate
between gender and race or culture, or between salaried and waged
sta�.



Conclusion

By identifying and eliminating any policy and procedure, and any other
condition existing within the school, which may cause or perpetuate inequalities
to any person or group, an environment can be provided which can improve
outcomes.

Induction Process

One week before school starts newly appointed sta� members will participate
in planning week.

Meeting to share student profiles and histories.

Training in the planning process and documentation.

Policy documents given and discussed.

Behaviour management strategies and procedures modelled and discussed.

Observations will be undertaken and feedback/support given.



In class support and observation time given for at least the first week of class by
experienced member/s of sta�.

Communication

● physical contact - talking with the teacher
● Keeping informed - knowing what to do and who to contact

Purpose

To outline how parents/guardians are kept informed of events within the school.

Our aim is to be approachable and make safe and appropriate methods of
communication a priority. An open and friendly school benefits everyone.

Main methods of communication

The school newsletter is published each term and is available on the school
website and is sent as an attachment via the HERO system.

Most information will go to parents via school emails and the HERO system.
Through these messages, we aim to welcome, acknowledge, inform, consult,
make requests and sometimes challenge. Dates for events are published on
the newsletter and are on the school website calendar.

Other modes of communications are:

· SchoolApp

· Google Classrooms (Guardian emails)

· Progress reporting On the HERO system (every two weeks of term)

Talking with the teacher

The class teachers are available to talk about or listen to any concerns or
enquiries concerning children in their class. It is recommended parents make
an appointment, informing the teacher what it is they wish to discuss. This will
help teachers prepare, so that communication will be informed and useful.

If parents have worries or concerns, the teacher is always the first person to talk
to. If for some reason, a parent feels unable to do so, then the Principal will
be available to discuss concerns. Again, making an appointment is helpful.



Curriculum design and planning information and guidelines attached-
Summit Point school curriculum.docx

ASSESSMENT, ACHIEVEMENT AND REPORTING POLICY

Rationale

Assessment and recording of student achievement are part of and crucial to the
learning process.

Purposes

● To provide guidelines for assessment and recording procedures.
● To ensure that the aim of assessment is to enhance student learning and to

improve the evaluation of teaching practices.
● To organise the way assessment and recording are part of the learning

process.
● To inform students and families/whanau of assessment activities.
● To ensure that assessment is fair, valid and reliable.
● To ensure that student work is authentic.
● To require regular reviews of teaching, learning and assessment

procedures.
● To ensure that the teaching sta� are aware of new developments and

trends in assessment.

Guidelines

● The Principal, with the sta� member in charge of Assessment and Data,
is responsible for overseeing assessment and reporting, in consultation
with teaching sta�.

● Assessment will be used to help in the development and enhancement
of student learning and to help improve evaluation of teaching
practices. It will be used to identify areas of strengths and weaknesses
and appropriate steps will be taken to address these areas.

● Formative assessment to guide student learning will be used where
appropriate.

● Records of assessment will be held, firstly by individual teachers and,
secondly in student files at all administrative sites. Computerised
records will be securely held for every student in appropriate folders on
The School’s G Drive.

● A student management system is in place and will be maintained.

https://docs.google.com/document/d/1D_GzqPpehH17ysOBqt8JAgFC6icfsZnZ/edit?usp=sharing&ouid=103088466280724338799&rtpof=true&sd=true


● The Principal will address needs for professional development for
assessment and recording procedures.

● This policy will be reviewed annually in accordance with The School’s
quality management system.

Conclusion

Students’ learning is developed and enhanced when policies and procedures
regarding assessment and recording are adhered to consistently.

Reporting

There is a system for providing students and families/whanau with fair and
regular feedback on progress.

There is a system for archiving information on student reports.

Policies

● Students’ families/whanau will be provided with regular and valid
feedback on progress and achievement and this will be consistent across
all teaching sites. This is scheduled on the reporting calendar, with
Check-In Reports at the ends of Terms One and Three, and End-of Reports
at the ends of Terms Two and Four. There are also fortnightly Progress
Reports on selected learning goals individual to each student to be posted
on the parent portal on the HERO Student Management System.

● The school uses the HERO system and hard copy records for collecting and
storing achievement information.

● Copies of attendance, achievement, and other relevant information will
be held secure on the HERO system, accessible to teachers, and selectively
accessible to families/whanau.

● The provisions of the Privacy Act 1993 will be observed, and the Principal
will deal with related matters.

● Opportunities will be provided for sta� and students to discuss progress
and reporting in a regular calendar of face-to-face conferences, to be
held on-site or through virtual on-line meetings. The agenda for these
conferences is set at the time of each round to correspond to the current
teaching and learning focus of the period, and also student goal setting
information that is regularly reviewed and feedback given.



Procedures

● The teaching sta�, under the management of the teacher in charge of
Assessment and Data, and the Principal,  will be responsible for the
recording and storage of student information.

● Teachers across all sites will ensure that results for each assessment are
documented and are applied accurately and consistently

● Teachers with on-going concern about student achievement should
liaise with the Principal.

● The Principal will review policy, guidelines and procedures regarding
reporting regularly.

● The review process should include feedback from the students,
teachers and the appropriate administrative sta�.

Maori and Pasifika Achievement

Rationale:
Summit Point School Board of Directors recognises the need to improve the
achievement of Maori & Pasifika students to enable them to have equitable
access to future educational, occupational and social opportunities. The
Board has an obligation under NAG 1 to consult with the Maori & Pasifika
communities, to develop and make known to the whole community policies,
plans and targets for improving the achievement of these students.

Purpose:
1. To ensure the vision of the school is maintained and enhanced;
2. To comply with Treaty of Waitangi obligations;
3. To implement procedures for optimising achievement of Maori & Pasifika

students;
4. To obtain the support of the school community in the implementation of

these plans;
5. To assist sta� in meeting the school's aim and obligations.

Guidelines:
1. Consultation with our Maori & Pasifika Communities will occur at least

annually and be reported to the Board.
2. The Board will encourage a Maori or Pasifika community representative to

stand for the Board.
3. The Principal will identify Maori & Pasifika students, their age, academic

progress and any issues a�ecting both individual and collective
achievement.

4. The Principal, in consultation with sta� (in particular Maori & Pasifika
teachers) with appropriate community agencies and with local Maori, will



develop a programme of interventions, activities and resourcing aimed at
improving achievement levels, for consideration by the Board. This may
involve targeted funding, procurement of appropriate resources and
possible appointment of sta�.

5. Ongoing monitoring of Maori & Pasifika students will be maintained for
literacy and numeracy levels and reported annually to the Board.

6. The Principal will ensure that they and the teaching sta� meet the
appropriate teaching standards relating to Te Reo Maori and Tikanga
Maori.

Assessing Achievement levels of Maori & Pasifika Procedures
1. A schedule is established by the Principal and Board to consult with the

appropriate members of lwi and school community.
2. Identification of Maori and Pasifika Students is achievable using our HERO

Student Management System.
3. The teacher in charge of Assessment and Data will collate achievement

data from the Student Management System and compile statistics and
graphs to show progress levels.

4. The Annual Report submitted to the Board outlines annual results and
recommendations.

Enrolment and Admissions Processes

Summit Point School is a school for students with language learning di�culties,
such as (but not limited to) dyslexia, dyspraxia, dysgraphia, dyscalculia,
executive functioning skills issues and ADHD needs, aged from 7-16 years old.
Summit Point School is not equipped to manage children with complex
behaviours, such as (but not limited to) global delay, severe ASD, mood
disorders or violent behaviours, like Conduct Disorder.

The Ministry of Education, Special Education division, and Service agencies can
support families to make informed decisions about school placements for their
children and assist them with referral and admission procedures.

Initial Contact

Families/Whanau may approach the school for information through the
website, and complete an Expression of Interest (EOI.)
EOIs are directed to the Head of Admissions.



Expression of Interest Phone Screen

Families/Whanau have a phone call with the Head of Admissions to discuss the
school, programmes and the student’s needs/strengths.

Pre-Enrolment Interview

Interview arranged by/with the Head of Admissions.
Families/Whanau provide the school with completed Teacher Questionnaire
from their student’s mainstream school, and all other relevant
documentation/information.
Families/Whanau and students visit the school campus and see the
environment.

Trial Day

A no-cost, no-obligation Trial Day for the student in the proposed class
arranged by the Head of Admissions.
All information provided by families/whanau supplied to classroom teachers in
advance of the Trial Day.
A Student Trial Observation Form (with recommendations) is completed by the
classroom teacher and provided to the Head of Admissions.

O�er of Enrolment Place



An O�er of Enrolment Place is authorised by the Head of Admissions and sent
to the families/whanau by the Enrolments Administrator.
This is accompanied by all relevant paperwork, such as Enrolment form,
Medical form, student and families/whanau Code of Conduct agreements,
Digital Safety form, EOTC form, Media release, Welcome to Summit Point
School booklet, fees request and

Pre-Enrolment Organisation

Relevant fees are paid by families/whanau.
All documentation is completed and returned by families/whanau.
A meeting with the classroom teacher, Head of Admissions and the
families/whanau is held to establish goals, strategies and expectations.

Fee structure and policies
Upon the completion of an application form (attached below) and following the
above enrollment process flowchart, successful families will be issued with our
payment terms and notice requirements which must be signed and returned
prior to enrolment.

SPS-ApplicationForm.pdf

Copy of SPS Payment Terms and Notice Requirements 

All fee information can be accessed easily by all on our website: Fees and
Scholarships - Summit Point Website

https://drive.google.com/file/d/0B3kS1gJWPV2nTDRlN2tQX09pVjg/view?usp=sharing&resourcekey=0-j1D6RePn2PGotSFbxvtI8A
https://docs.google.com/document/d/1KyQB4SynB07bv6U92z6_Z-orpt7nHAi4DakO-K12bq0/edit
https://summitpoint.school.nz/apply/fees-and-scholarships/
https://summitpoint.school.nz/apply/fees-and-scholarships/


Scholarships and Reporting

The Friedlander Scholarships are available annually for children whose families
are not able to financially support their child attending Summit Point School.
Please find attached a copy of the information regarding the scholarship
application and the criteria for eligibility and maintenance of scholarships. The
latter document to be signed by parents/caregivers and the student receiving
the scholarship.

Copy of Scholarship documentation .docx

Copy of Criteria for Eligibility and Maintenance of Scholarships

If a student meets the criteria of the above documents then parent/caregivers
would need to complete the following forms as well as providing any supporting
documentation.

Copy of Income disclosure form.docx

Copy of Scholarship application form.docx

Once all of the above have been provided the families would then follow the
same procedure as outlined in the above enrollment process flowchart.

https://docs.google.com/document/d/1Y3Kjin2Y6AdafCvLCT2dG42cgLpvwt2V/edit
https://docs.google.com/document/d/1wF8BAljrogro85-0a2e4BA0Gvb9Wxft5Dihrymfb2mM/edit
https://docs.google.com/document/d/1JvRnPT2c20CVcP0vu5YQDN_txccYAEq5/edit?usp=sharing&ouid=103088466280724338799&rtpof=true&sd=true
https://docs.google.com/document/d/1eepciKTCMo_hLhBJnDy4GbH2gl7QnO03/edit?usp=sharing&ouid=103088466280724338799&rtpof=true&sd=true


Example scholarship report which would be sent yearly to scholarship
funders, including a student bio, progress data and behaviour reporting.

Lolo Heimuli
Age: 16 Years

D.O.B: 19-10-2004
Date Started at SPS: 4-2-2019

To whom it may concern

I am the father of David Lolofakangalo Fangaoneone Rounds Heimuli, who has been attending
Summit Point School from Feb 2019, when he was 14 years old. Before that, he was a student at St
Paul's College.

My son had a teacher aide and funding from the Ministry of Education to help him when he was at
St Pauls, but he still found it really hard to learn. His speech, his hearing, the way he looked, and
his ability all made him feel like he was not going to succeed, and he was getting bullied all the
time.

When my wife and I heard about the Summit Point School, we thought that we would try to get him
in because we wanted a school that would take their time with him, accept him, and where he
could learn. But it was really expensive, when we both work part-time. But The Friedlander
Foundation paid his fees each year he has been at the Summit. It was a blessing we could only
have prayed for.
His learning has gotten so much better...his reading has gone up nearly 3 years, when the Ministry
people told us that he would always be at the level of new entrants. His maths has gone up as well,
and he wants to study and become a personal trainer.

This is all because of the financial help from the Friedlander Foundation. Thank you for everything
you have done for us and we wish you all the best.

Kind regards
Lolo (snr) Heimuli





Relationship and expectations of The Board

Meetings and Minutes

Meetings are scheduled with the Board of Directors and The Principal and held
every 4-6 weeks during the academic year (if possible).

The Principal is responsible for sending a meeting agenda in advance of the
meeting, giving Directors opportunity to make notes, prepare questions.

The meeting agenda will cover the necessary operational components, such as:

● Review/approve previous meeting minutes
● Key metrics (e.g. sta� and student information, building, financial)
● Key discussions and decisions should align with the agenda
● Top of Mind for Principal- what’s keeping them awake at night
● Big Wins & Learnings
● Principal summary
● Additional Metrics

See attached copy of an agenda and minutes-
Copy of 30/07/19- Summit Point School Board of Directors meeting - UPDA…

Reporting to the Board

The Board (in conjunction with the Principal) will develop annual strategic
planning and goals. It must be clearly defined what the targets and outcomes
that mark “success” exactly are.

Once targets have been clearly defined, the Principal will be able to produce a
report that clearly and easily gives the Board the information they need. As a
rule, the first two pages should be enough for board members to gather a broad
understanding of the position of the business, without having to read any further.

The Principal Report should cover all the main components, such as:

● Key metrics (e.g. customer, financial and production)
● Key discussions and decisions for the upcoming meeting (should marry in

with the agenda)
● Top of Mind for Principal- what’s keeping them awake at night

https://docs.google.com/document/d/1LLmodZW0M9Xe0C0F-g6zGQb9AKFj7LJa/edit


● Big Wins & Learnings
● Principal Summary (setting the scene for the board in a few sentences)
● Additional Metrics

The Annual Report submitted to the Board outlines annual results and
recommendations.

Concerns and complaints procedure

● Purpose
● Guidelines
● Procedure

Purpose

To ensure that we have a safe and supportive school environment and
recognising that sometimes actions or behaviours occur that are not consistent
with our school’s values and that misunderstandings occur, we want concerns
and complaints to go through the right channels and be dealt with satisfactorily.

Guidelines

It is highly recommended to all members of our school community, regardless of
role, that all concerns or complaints are calmly, rationally and politely
addressed to the person concerned as soon as possible.

For an incident or problem concerning a child within class, playground or
Education Outside the Classroom, parents should first approach the class
teacher or appropriate sta� member.

If the matter is unresolved, the parents should approach the Principal.

For serious matters concerning abuse, cruelty, neglect or incompetence,
complaints should be directed to the Principal.

Should the serious matter, as above, relate to the Principal, the complaint should
be directed to the chairperson of the Board of Directors.

In all instances of a serious nature, the Principal will keep the Chairperson of the
Board of Directors informed.

If a concern is taken to a Board of Directors member, the matter should be
referred to the Principal.

Formal complaints are to be made to the Principal, or Board, in writing.

Procedure



Parents/Caregivers

1. Contact the class teacher/sta� member and arrange a time for an
interview

2. Make sure of your facts/concerns and have them ready

3. Listen to the teacher/sta� member, taking note of details

4. Arrange a time for a follow-up visit

5. Contact the Principal if the matter is unresolved

Teachers/Sta� Members

1. Listen to the concerns/complaints from parents, taking note of
details (ask for another teacher to be present if you wish)

2. Describe the situation as it happened, if this is possible, or assure
parents that you will investigate the matter

3. Make a definite time commitment

4. Inform the Principal

5. Investigate the problem and, if necessary, seek advice from the
Team members and/or Principal

6. Put steps in place to resolve/rectify the situation

7. Notify the parents of action taken

8. Keep the Principal informed.

Board of Directors

1. Listen to the concerns/complaints objectively

2. Do not attempt to solve the problem

3. Advise complainant to:

· Contact the person concerned in the first instance
· Contact the Principal about concerns if these have not been
addressed
· Put a formal complaint in writing to the Principal if not satisfied with
the response or action
· Put a formal complaint in writing to the Board Chairperson if there
has not been a satisfactory outcome



Finances

1. Budgets
2. Fundraising
3. Donations and Grants

Rationale
The Education Act defines schools as crown entities. Summit Point School is
therefore subject to S41, Public Finance Act 1989 and the Financial Reporting
Act 1993 and the Crown Entities Act 2004. The Board of Directors is the
custodian of public resources which must be prudently managed and for
which the Board of Directors is publicly accountable.

Purpose

•    To ensure all statutory requirements are met

•    To ensure that e�ective and e�cient financial management systems
are in place

•    To ensure that the goals and objectives of the School are reflected in
the budgeting process

•    To allocate funds to reflect the priorities as stated in the SPS Charter
document updated on an annual basis

•    To monitor and control school expenditure, and ensure that annual
accounts are prepared and audited as required by the Public Finance
Act 1989 and the Education Act of 1989

•      Comply  with  the negotiated  conditions of any current asset
management  agreement  to ensure that the  school 1s buildings and
facilities provide a safe, healthy, modern learning environment for
students.

Guidelines

1.   There will be clear procedures in place which relate to this policy.
2.  The Ministry of Education's Financial Information for School's

Handbook will guide the Summit Point School financial
management systems.

3.  The financial management systems of the School should be
robust and provide timely and accurate reporting, forward
planning and decision making.

4.  The control and management of budgets will be the
responsibility of sta� who are delegated such responsibility by
the Board.



5.  Financial accountability is monitored through monthly and annual
reports by the Principal to the Board of Directors. Trends or
variations should be clearly reported to the Board by the Principal
on a monthly basis (or earlier should it be deemed necessary) so
that the Board has accurate knowledge of the financial state of the
School at all times.

6.  General procedures to guide sta� with financial management
responsibilities will be detailed in the Financial Procedures Manual.
This manual will be updated annually as required.

7.   In relation to the annual budget process, the following principles will
apply:
• The budget process will include an operational and capital

budget;

• The budget must be aligned with the Board's Charter
document, annual and strategic plan, ten year property plan;
allocating resources to identified educational priorities

• The budget must be developed through an open
management and consultative style which incorporates
collaborative decision-making,before it is finalised and
approved.

8.  The Board will support the employment of suitable qualified personnel
to ensure these objectives are achieved.


