3 PROFESSIOMaUSES

3.1 Teachers sre expasted to modsl the valuss of 1

Cidlens,
3.2 Good grooming and appronnizle dees sho

woves,

ifid refect aur

3.3Whilzt enchers are encouraggad to beve o fifandly and open

demeasnour they should dissourags familiarihy

34 NorihiZate College providas 8 non-emaoking

4 CORRESPOMNDENCE
4_1 Teachers should check their slaf e-mafl on g
kesp updsiad
42 Teachers ars expecied o respond to group
discussiong.
43 Teachers should check the notive board in |

ort the part of the

ennarorment

dally basis io

eanaile and to add o

he sigfi-room on arval

a7 that they are ewars of any changess fsking p%aste- 4 4 Tegchers

ghould raphr in 2 imely manner to email fom perente and the reply must

e cophad o ihe Direckor,

5 ATTENDAMCE
51 &l temchars are expected to awive at the mie
T25am. The school day ends :ﬁ 2.20 prn orles
amergeney mestng.
52 The tsacher's afendance register must be ley
prurately fened dafy by each teasher

m

3 & teacher is llowed ive davs oocasional fzg

n

=ave par acsdamic yaar In cases of baeavems

.y

i campus by
fhem isan

iy emd

w2 and ter davs sok

o Seous

it Parsonal work efther for students or t2schsts must be paid for.

14 COLLECTION OF MONEY
21 Mo money sheuld be colfested in the achool without the
pamnizsion af the Dirsctor.
422 Mo monay must be soficbad on bahalf of the schoo! withount
the permission of the D«irer;icr.
143 Al morfes oollected in school must be vead for msttamn
eizing to schood sxcept in spaddal croumstenoes.
144 Eloney colected must b= olacsd In gan smeslops dlesdy
marked wih the amount, e pepose of the funds, the feachers
nameclass name and the nams a:n' the person who colfestsd the funds.
The toial collected must be submitied o fhe Bursar

15 EXTRA CURRICULAR ACTATTIES
Egch Full Time Teacher is expaciad o coordnats 6t lesst ons exim
curmieuler or co-currislar acthity.
Teachars must employ sirategies to ensu thatthe iife of the group and the
walwas of the schoo! are malntained. '
Teachers are at ety te inflicte and continus the devalopment of

army nawr actity in kesping with the valuss of e schaool.

1S SPECIAL BVENTS

Al taachers ars expected fo sffend School sveni such 23
Grocugtion, konihty Commendaton, Spornts Day, schod
caﬂc&rts&zmpeﬁﬁcns =nd Parants’ mesfings

17140 Evants Coordinator will be selacted from amongst the <57,
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i their dosees gt all #nes and gt there is no loftering on fr

ih

compound. ) .
124 Teachers must sneurs that the siudanis creste Hie nght
phusica ernronment by eatsblisiing a Zero toisrance paficy for Fier
on the foar of the dassrooms and hewing frequent chacks of the -

desks and any ares of the dass o emove imnecessary fiems.

13TEXTEBCOKS AND OTHER RESOURCES
131 20 preseribed fexibooks must be used by fhe'students
during the course of fe school year. However teachers a2 free do
use offier texdbooks and mediz as supplemertary resounes.
il Plagse be reminded fhsk testhooks cannot be chanced
during the course of the schoo! year. Howsverif the preserbed it
s unevaiiable anofiver b may be subaefvied. Teachers ore aoked
o differentiate cleardy, for the banefit of the students, batwesn
=asertal and options texds.
123 Taytnoks, pastpapsre, syilabuses and Saminsrs comments
are provided for teachers and muet ba retumed at the end of the
acedeniic year
134 Teachers must discuss extzmal sxaminets’ conmers wih
b,
135 Bocks, magasines, CO's and ofherresourse matdal @2
avalleife rem the Twary,

Photocopying procedurs:
day r adeance.
li Class work or work directly refated to the teaching of ofsssas will

be photneopied free of chargs.
10

I Written requests foe photocopying must be mads of least one {1}

Tomily erisis, compassionats lsave will be granted. Waterrity Leave
shal be granted In accordancs with he provisions of the
Wetemity Protecion Act 1888,

54 Al zitemote showld he made o zpply for occasional leave
i sgvane.

55 If & teachar takes more than two consecutive days Sick
Lemve he must subrt g medics? report on his e o duty,

55 1 ooy teacher s alwent he rust indicate on the teschers
gHendanoe register fhe fype of leave: {ponagional, sick,
pereevement, achool businsas) b2 fook when be resumes duly.
55 All teashers are expantad to attend general assemily and
Jend worship when rosterad.

53 Teachers are sxpected fo b in their dasses en tme and
leave ot tha alloitsd time. This i o ensure that enctber t2acher's
clase fme iz not shortayad,

5.9 1f 8 teacher wift ba absent from echool e must sat and leave
woork for His ofess with the Administrabive Asdistent. If gbsence is
fue o an amegeney il be aperaciated If some effert ismade
o semd, telaphone or e-mall work for the students.

Exiy Teschers ore recuirat to stend Tarents’ D which ae2
freld omee per year for each year group.

St Teathers are expected fo sttend speciad funcions such as
graduation, sommendation caremonies, mestings for Parants and
Colizbomive Parinere ond professionz] development seminsra.
512 Teschers sre reguired to atiznd staff mestings. Writen
wnrk must be set for siudents to compiete when sta¥ meefngs
are held during dasstime.

5143  Teachsre must inform the Admiristrafive Office i they have
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to leawe the compennd during dlass fine.

5 DELRERY OF YWORK
&t wpfzbuses and past paper gusstibns ars amiziablefrm the

administrative Offies. [
a1t Teachars should sulbmit z Scheme of Wark for the:
arademic yearat ﬁ:&‘iiegi’mm‘mg of e firstterm. This should eover
the gheen syllabus in the alictted pariod of fms.
82 Schames of Work should be discussed with e

eparmnant u“;ccrtﬂna\im;. When the documant has besn finalizsd
Sne copy szt be s-malied to the Cumicuium Coprdinator. The
naming sonventon for subniission of Schemes of Work s
SCW ey Subject Form Term. itis imporiant o chzerve the spaces
o0 st the computer siores the informetion in slphabstizal order
uf the subfects.
83 L ==gene should be prepared and taught in sccordancs
with the syilabus and refevant Schems of Work. Methodology
should take inte account ihe muffiple hielligences of the students
in Bha parfiedarciass.
54 Teachsrs of fhe Lowsr Schodd [Forms ons and fwal st
ensure that homewosk is reoordad in the student's homawork
notebook, ‘
5533 Teachers are nof 4o tolerate non-submmistion of homean
without am encuse. Wiitten excuses for homework are geeeptatie,
howsver, if a siudent has oo mary excuses in s imited period the
tescher may iseue o hormawor lsfer which mush be sionsd Iy e
parert. & racord of fieae leffers will b2 kept on the student's file.

86 Teachers ars not to put shrdenis out of cigss for exdended

4

using he class list to varir parenty’ roificaticn.

114 Form Teachers must sesfal fivalr clasess in preparing for

worship or dass compefiions. Such preparaion will include
chepaing suftable shodents to reprasent the class, randawing the
content of the presantafon ard hawing reheersals where

15 Form Teachers ars raponsiile for resalying minor clase
izsuss. Majer infingsments shou™ be brought to the stlsniion of
the Direcior.

116 Form Teachers ae fo devalop a sense of commuriiy and
coemarsfrD within the class by assigring dultes and designimg
Ay Fom Teachars must supenidse the elecion of cass leeders
gt the beginning of each tenm.

TME  Fom Tzachers should have regulsr discussions with e

schodt prefects assigned to the dess.

12 CLaSSROCH BARMAEENENT
Tezchers are to maintain proper disciplne in their classmooms. In
cases of disrsepect or habitua) faflure fo present assipnments, o
habitual fallure fo present essignments on time the sfudert must
e referad fo the Dirsctor or fve member of 2837 aesigned o deal
with recalaftrant shedents,
121 atno irne is o teacher io reson tofoul or insuling
ixtantica -
2z i & shedant Is 8 bafsha should be eemt o e

Admimistrafive Oifice whens appropriate action il be taken.

Py

23 Taachers must be responaiie for maintaining an

environmant condusive 1o lzaming by ensuing that studsris am
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d. Creafing lesson plans

&, Estallishing links hebween diffsrent subject aress

. Field frips

g. Team taaching

h. Buest latiurars.

102 Depasirment Coordinators as o pariodi
astess respecive danees,

103 Deparimert Coordingions are ¥ anoour

Al SiE T andfor

2 LIOSS

ferfilization of teaching shategiss by the feachers of the diffarent

deparinents

104 D%paéfmeﬂi Coxdinaiors should have a} least one follow

up meeting during fhe 2 o svelusis the effeciveness of fis

Schemes of Work and o obtzin meaninghul feadback.
104 Department Coordinators must proof read sxaminatons

and approve fhem befors coples ars mads.

11 FORM TEACHERS
" There are two form t2achers assioned to sach

oizes, zothat

dufies are shared. The Fom Teachers are respongide for setfing ihe

tone of the class and generally ensusing that the

vigion and nules of

MeorthGate College sre confinuously uphald, They arefo
proside & nururing and eering class emvironmsry whers sindants

cam dewelop social sifle.

1 Formn fzachars nuet taks e clase register on RTINS,
712 Excusesfrom students who weye sbsart must be collzciad
on the first day of the sfudant's netum o school. Excusss must be
fled in the shrdent's fle with the most recent excuse at ieback..

l

113 Feapomsss from students to ofreudars must be checked

o3

pesinds unless the ohild hes been sant o the Adminiatrathes
e, )

BT Subject teadhers are responsibis for smanging Teid s in
collabaraton with the sdmirisiafive Assistant. Panental
peminsion must be obisined in writng and afist of names of
parfcipafng students submiited to the administratve office.

&3 Teachers muzt obtain peomission from the Diredtor for
wizfng eachersidempnsingtors fo addness 2 olass.

T ASSESSMENT AMD STHOOL ERARMATICONS
73 AF feast one writken assignment or test should be ghven
znd matked esch month. Marks must be enferad In fhe mark
bncks provided or ecimnically.
72 warious forms of sssessmesit should iye used throuphout
the year. Formal wiiten and ors! examinzfions ars given st the
end of the firat and ird ferms. and forms s, lower aiy amd upper
=i il hoee Mook Examinefions in this second f2m.
T3 Profects showid form part of our teaching sirategy
theotghout the yaar. Datss for aezessment should e speaifisd
on parieufar Schemes of Wer i each deparimant.
T4
75 Claar guidelines reganding the format end scops of e
axamination must ba ohven o the ghuderts nt faast b wesks
prigr o the and of term examinations 1o asdist them In making &
revigion fme table.
75 Subject teachers should teach students revision and
axamingtion skills. Revisfon must take the fomn of workshests and
mirzesto mid in the recall of fasts and should nok be purshs

lechres oroall and responss hipe exsnises.
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e Teachers are o ensure thet studants wilts o the
coractions for test or examimations whem thefr comactad papers

retumed.

g  BUDSELMESFOR OONDUCTTHG ECiNMaTIONS
a1 Al examinations that have baen soproved by he
Depariment Coordinators must be pat on the Sioff Seoear enthe

I

MorthiSats systam. The haming corvantion o be

o jachet for

52 Examinations must observe the foflowing spenifinaions:
j2ivg] Headsrs with the name MosthBSate Collsye - rpact
Through Educstion”, the subjsst, the date, the lengt of fie exam
and e paper e, Paper One or Papar Two. Pre desioned headers
are provided on Hire MorthGate computer system]
822 The font st be Adsl or Times Maw Roman 12

8%  Thespacing must be 1.5 sxoept in specisl choumstanses
624 The merks awardad for each quesion must be sntered in
brackets in the right hand column of the page gt the end of szch
queshion.

G4 Atihe end of sach examingtion the question papars snd
scrints must be collected and given fo the sulject teacher.

8  OCWPLETCHCORTHETERMPROCESS

2t Marks must be enterad In e Bxamination Foldar of 4ne
Tearhars Serear of the NorthGate Colags Symem,
5

G4 Comments shou'd be r:eéi:’*; written on the report for each
studant as e prefenrence is that comection fiuid not be wsad on ae
officfal decuments. Teathers should wiits legibly and gwoid
Teking migiskes on rsnors.
as Sukient teachare ore to enter the numbar of fimes isix
absences v half days), snd persons! dzvelopment profies for
ezch student. Wors than f2n {10} s iats shoud ba drelsdin
red on e reports.
25 Fomm Teachers areto tahs sompisted nepars o fiz
Cirestor for the Director's comments in conzuliaion wiffy the form
27 Reports must be sent io the Systeme Faclitaior for
photosopying bafore they are distribuied to the studenis
a3 Fomn Teachers snd Asaistants ar= o snawe that shodert
address fhe anvelopes in the accepted format.
83 Form Teachers and Aseistants must put fhe following i
emvelopes idertifed with the studeri's noms:;

. Origins) Report

. Fee pyment ofip

1. Bissy of Everts lemms 12 2]

. Book figt ferm three orfy)

w. Letier from the Director

10 DEPARIMENT COORDIMETORS
181 Teschers ors asked io Feies with the Deperiment

Coordinators or Direstor with regard fo:

% Tosshing svliabuses
v, Sedffing svam papers

. Ordsring textbooks or any ofher tsaching materal

o
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9 Applicant Declaration

Each Applicant is required to complete the following Declaration. For joint or consortium Applications

each party must complete a separate Declaration.

Declaration

Topic

Requirement

Applicant’s

declaration

RFA response:

The Applicant has prepared this application

independently to operate a PSKH.

agree

RFA terms:

The Applicant has read and fully understands this
RFA, and the RFA terms in Part Three of this RFA,

and agrees to be bound by them.

agree

Collection of further

information:

The Applicant authorises the evaluators to:

a. collect any information about the Applicant, from
any relevant third party, including a referee, or
previous or existing client

b. to use such information in the evaluation of the
Applicant's Application.

agree

Objectives = and

Requirements:

The Applicant has read and fully understands the
nature and extent of what is required by the Ministry
and the Minister as described in part one and two of
this RFA.

The Applicant has the necessary capacity and
capability to fully meet or exceed the deliverables in
the operation of a PSKH and will be available to
operate their PSKH throughout the proposed contract

period. -

agree

Contract terms and

conditions:

The Applicant has read and fully understands and
accepts the Agreement terms and conditions as stated
in our proposed conditions of contract of has
completed the table of proposed contract derogations
in the form set out in paragraph 7 of this Part Two of
the RFA. If successful, the Applicant agrees to sign a

contract based on these terms and conditions.

agree

Conflict of interest:

The Applicant warrants that it has no actual, potential

or perceived conflict of interest in submitting this

agree
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Application, or entering into a contract to operate a
PSKH. Where a conflict of interest arises during the
RFA process the Applicant will report it immediately to
the Contact Person. '

Ethics:

The Applicant warrants that in submitting this

Application it has not:

a. entered into any improper, illegal, collusive or
anti-competitive arrangements with any
competitor

b. directly or indirectly, approached any
representative of the Minister, Ministry or the
Board to lobby or solicit information in relation to
the RFA (except where allowed for during the
Clarification period).

c. has not attempted to influence, or provide any
form of personal inducement, reward or benefit to
any representative of the Minister, Ministry or the
Board.

agree

Offer validity
period;

The Applicant confirms that this Application remains
open for acceptance for a period of 180 days from the

Closing Date.

agree

Applicant interview

The Applicant acknowledges that if requested, the
Applicant will be available to attend an interview in
Wellington at a location to be determined by the Board

over a one week period, with time slots given on a first-

in first-served basis. - - o N

agree

The Applicant declares that in preparing this
Application it:
a. has provided complete and accurate information

in all parts of the Application, in all material
respects

b. has secured all appropriate authorisations to
submit this Application and is not aware of any

Declaration:

impediments o its ability to enter ifito a formal
contract to deliver the outcomes.

The Applicant understands that should it be successful
in being awarded a contract with the Minister then the
falsification of information, supplying misleading
information or the suppression of material information
in relation to this RFA will be grounds for termination of

the contract.

agree
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DECLARATION

This Application has been approved, and is signed by, a representative of the Appliéant who has

the authority to do so. This representative is named below.

This representative declares that the particulars provided above and in the attached Application

documents are accurate

Signature:

Full name: " Sarah Wall

Title / position: Programme Manager
Date: 16™ April 2013

134




