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CAMBRIDGE PRIMARY OVERVIEW

Overview

Cambridge Primary, typically for 5-11 year olds, gives schools a curriculum framewark ta develop
English, Mathematics, and Science skills, knowledge and understanding in younger learners,
Cambridge Primary provides guidance for curriculum develapment and classroem teaching and
[earning 1t enables teachers to assess children's leaming as they progress with two optional
assessments: Cambridge Primary Progression Tests and Cambridge Primary Chackpaint.

QOur curriculum framewnrks for English also include an English as a second language option.
Benefiis
Foundation for secondary education

Cambridge Primary aids identification of a learner's strengths and weaknesses and can be used to
support [earming and development. |t provides leamers with excellent.pregaration so they can
progress seamlessly into Cambridge Secondary 1 and beyanid. h

External Benchmark

As an international programme, Cambridge Primary provides teachers with an external benchmark to
infarm their teaching and easily measure learners' progress over fime. It also enables detailed,
structured reporting io parents. '

International Curriculum

Appropriate and relevant internationally, Cambridge Primary has been designad to be culturally
sensitive. It includes top-quality teaching and assessment resources appropriate for teaching and
learning in local and international schools.

Flexibility

Cambridge Primary complements a range of teaching methods and curricula. No part of the
programme is compulsory and schoals have freedom to choose the parts that best suit thair situation.

Comprahensive Support For Teachers

As well as face to face and anline training, Curriculum Frameworks, Teacher Guides and lists of
resources, teachers also have accass to 4 discussion forum where they can share ideas with
thousands of other Cambridge teachers around the world.

Using Cambridge Primary With Other Curricula

The modutar nature of Cambridge Primary means that it can either be used as the central teaching
‘cursiculum or fo complement other curricula.

Teachers may continue to follow a local curriculum, to meet the statutory requirements of their
national system, whilst using the Cambridge Primary Progression Tests to enhance their teaching and
reporting. Similarly, Cambridge Primary can be used for teaching and tracking the core skills in
English, Mathematics and Science while another curriculum is used for any other subjects that may
be taught.



Cambridge Progression

Cambridge offers routes learners can follow from post-kindergarten stage through to university
entrance. Our provision also includes first-class support for teachers through publications, onling
resources, training, workshops and professional development.




CAMBRIDGE SECONDARY 1

Overview

Cambridge Secondary 1 provides a seamless progression from Cambridge Primary - ¢r can be used
as a standalone curriculum - to develop learners’ skifts and confidence in English, Mathematics and
Science It offers a curricuium framework for educational success for learners, typically 11-14 years
old, with an optional testing structure.

Our curriculum frameworks for English algo include an Engtish as a second language option.
Benefits

[nternational benchmark

Cambridge Secondary 1 incorporates internationally benchmarked tests.

Tests for Cambridge Checkpaint are standardised, set and marked by us, so provide an intemational
benchmark of student achievement enahling teachers to advise learners and parents of the suitability
of different progression routes,

Monitoring Student Progress

Cambridge Progression Tests and analysis software provide detailed feedback on learners’ strengths
and weaknesseas in the core skills of English, Mathematics and Science at the end of each stage.
Schools can use this feedback to improve teaching, support learning and report student progress to
parents,

Flexible Programme, Flexible Assessment

Schools can use Cambridge Secondary 1 with other curricula. No part of it is compulsory, so teachers
can use the materials to suit their own situation. Teachers can use the progression tests at the end of
each stage; or at any point during the year.

Teachers can continue to follow a local curriculum, to meet the statutory requirements of their national
system - and af the same time, use the brogression tests to enhance their teaching and reporting.

Links To Other Stages

Cambridge Secondary 1 has been developed to link seamlessly with Cambridge Primary and
provides standardised tests to aflow careful monitoring of progress from primary to lower secondary
phases. It also provides excallent preparation for learners embarking on Cambridgs Sscondary 2;
both far Cambridge IGCSE and Cambridge O Level courses

Atthe end of the programme, Cambridge Checkpoint assessments are available to provide datailed
feedback an learners’ strengths and weaknesses.

Cambridge Progression

Cambridge offers education from post-kindergarten thraugh to university entrance. Our provision also
includes first-class support for teachers through publications, online resources, training, workshops
and professional development



CAMBRIDGE IGCSE

Overview

Cambridge IGCSE is the warld’s most popular internatienal curricuium for 14-16 year olds, leading
to globally recognised and valued Cambridge IGCSE qualifications. It is part of the Cambridge
Secondary 2 stage.

Schools worldwide have helped develop Cambridge IGGSE, which provides excellent preparation for
{He Cambridge Advanced stage insiuding Cambridge International AS and A Levels and Cambridge
Pre-U, as well as other progression routes. [t incarparates the best in international education for
learners at this level. It develops in line with changing needs, and is regularly updated and extended.
Cambridge 1GCSE fteachers can draw on excellent resources, training and advice from subject
experts.

Building A Curriculum

Cambridge |GCSE encourages learner-centred and enquiry-based approaches to learning. It
develops learners’ skills i creafive thinking, enguiry and problem solving, giving learners excellent
preparation for the next stage in their educaticn, Schools can build a core curriculum, extend it to suit
their [earners and infroduce cross-curricular perspectives. Clearly defined learning outcomes and
content, mean Camibridge [GCSE is compatible with other curricula and is internationally relevant and
sensitive to different needs and cultures.

Schools can offer any combination of subjects. Each subject is certificated separately. Over 70
sublects are available, including mare than 30 language courses, offering a variety of routes for
learners of different abilities. Cambridge IGCSE develops learner knowledge, understanding and skills
in: '

e  Subject contefit

o Applying knowledge and understanding to familiar and new situations
s |ntellectual enquiry

s Flexibility and responsiveness to change

o \Working and communicating in English

e Influencing cutcomes

o Cultural awareness

Assessment

Assessment for Cambridge [GCSE includes written and oral tests, coursework and practical
assessment. Schools have the option of assessing learners using only external examinations or, in
most subjects, combining examinations with coursework. Coursewark is set and marked by the -
teacher and externally moderated by Cambridge.

Teachers who have received training from Cambridge, or who possess suitable experience of
marking coursework may carry out this assessment. In most subjects there is a choice between core
and extended curricula, making [GCSE suitable for a wide range of abilities. Each learner's
performance is benchmarked using eight internationally recegnised grades. There are clear
guidelines which explain the standard of achievement for different grades. Cambridge IGCSE
examination sessions ocolr twice a year, in May/June and Qctober/November. Results are issued in
August and January.




Cambridge Progression

Cambridge offers routes candidates can follow from post-kindergarten stage through to university
entrance. Cambridge’s provisfon algo includgs first-class support for teachers through publications,
online resources, training, workshops and profassional development.



.CAIVIBRIDGE AS & A LEVELS

Oveiview

Cambridge International AS and A Levels are internationally benchmarked qualifications providing
excellent preparation for university education. They are part of the Cambridge Advanced stage.

They are taken in over 125 countries and offer a choice of 60 different subjects. Cambridge -
Internationa] AS and A Level qualiﬁcations are widely recoqnised and yaiued by universities and

UK, USA, Canada, New Zealand and.Austrella

Schools and leamers find Cambridge International‘AS and A Levels very flexible, Schools can offer
almost any combination of the wide choite of subjects availahble. Learners have the freedom to select
the subjects that are right for them - they either follow a broad course of study, of specialise in a
particular area.

Cambridge Interpational AS Level

Cambridge Interational AS Levels have half the content of the corresponding Gambridge
Internatinal A Level and may be completed in one year. Schools can offer Cambridge Internationat
AS Level as a qualification in its own fightoras a stage on the way to Cambridge Internationai A

L evel. Leerners can study Cambridge International AS Level alongswie other subjects to increase
breadth in the curriculum and bunld further knowledge and understanding to other subjects they are

Flexibility

Schools and [eeir'ners find Cembridge internationai AS end A Levels very flexible. Schools can offer

the SUbJECtS th.at are nght fon them - they either follow a hraad course of study, or specialise in a
particular area.

Learners can choose from a range of assessment options:

Optioni ;T.ake all papers of the Cambridge InternatienaI;A Level course in the same
1 examination session, usually at the end of the second year of study

Option | Take a staged' assessment route — take the Cambrldge International AS Level
2 in one examination session and complete the final Cambridge International A
Level at a subseguent session”,

Option | Take the Cambridge International AS Level only. The Cambridge International
3 AS Level syllabus content is half an Cambridge International A Level
programme,

*The staged assassment route is not possible in all subjects. The oufcomes awarded for Cambridge
International AS Level language syllabuses cannot be carried forward to Cambridge International A
Level,




International Relevance

Cambridge Internaticnal AS and A Level syllabuses have bsen created specifically for an international
audience. The content of International AS and A Levels is carefully devised to suit the wide variety of
Carmbridge schools worldwide and avoid any cultural bias. The structure and administration of
Cambridge International AS and A Levels ara also designed to meet the needs of our schools and
learners: around the world.

Assessment

November, with results lssued in Aug ust and January respectlvely

Cambridge Ihternationsl AS and A Leveis use a wide 're'inge of assessment processes and techniques
types are all used fn various subjects”ﬁ'\;r'he're they are the most effechve end appropriate means of
measuring attainment.

** Some subjects are only avaifable in June or November.
Reporting Of Achiavement

Each subject that a Cambridge International student fakes at AS and A Level receives g separately
certificated grade. From 2010, the Cambridge lnfematlonal A Level wili be reported on a grade scate
from A* grade, awarded for the highest level of achisvement, to E, indicating the minimum required
petrformance. Cambridge Internatlonal Centres should note there s no A* grading in the certification
of Cambridge International AS Levels, which will continue to run frorm Grade A to Grade E.

Performance Feedback

Cambridge International AS Level provides valuable feedback on performance, identifying strengths
and weaknesases prior to any final assessment. Taking the Cambridge International AS Level
examination part-way through the international A Level course provides feedback that lsarners can
use io set ieaming goals for the second half of the course. It can also provide learners with the
motivation and momentum to complete thelr programme of study.

Cambridge Progression

Cambridge offers r¢ lidates can follow from post-kind
antrance. Cambridg ion also includes first-class supp
anline resourees, traifing, waorkshops and professional developmient,
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Key Area Key Tasks
Professional To develop responsihility and-delegate ®
Leadership tasks when appropriate within the

Teaching Team

To be responsible to the Principdl far
the operation of the designated
Teaching Team

To ensure that school procedures are °
carried out by Teaching Team

Expected Results

Assists-staff in curriculum delivery by organising

opportunities for sharing and developing ideas
through Professional Development

Supporting teachers to promote the personal and

educational welfare of the students;

Appropriate delegations are made uiilising strengths
which provide opportunities for professionat growth.
Ensures classroom programmes within the Teaching
Team are being planned co-operatively and delivered

to a high standard,

o The class programmes and organisation within
the Teaching Team is of the highest standard.

o The Principat is fully informed of what is
happening within the Teaching Team.

9 Regular Reports, both written and oral are given

to the Principal on @ monthly basis in

preparation for the Board of Governors report;

by the Principal.

» The Team Leader’s planning is regularty checked

by the Principal.

All Teaching team are fully aware of these and carry

them out.

Any concerns related to the procedures not being
carried out by the staff, are reported 10 the Principal

@s 500n as practicaily possible.
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Key Area - KeyTasks: Expected Results
Building and Sustaining To foster relationships between the « Parents-and whanau feel comfortakle about visiting the school
Relationships schooland-community. to discuss their children’s progress;

s The community are actively involved in the Iife of the school;

To demeonstrate a thorough » Acts on appaortunities for the improvement of teaching and
understanding of current approaches learning;
to.effective teaching and learning. o Assists staff in.monitoring.student progress and reporting

effectively to parents;
o Role models expectations and professional teaching practice.
s Role models appropriate relationship with the Principal and

management.

To-provide professional leadership s Works effectively in the senior management team;

within the area of responsibility. s Suppoits the Principal in the leadership and management of
the school;

= Meets school corporate responsibility professionaliv.
e Works supportively with the team to promote the school wide
vision.

To ajways demenstrate leadership and o Matters discussed within Management remain confidential to
Management to the highest standard . Management unless specifically stated that can be shared.
o That personal and management matters that occur within the
school remain within the schoo! management
s That a positive unified approach once decisions have been
made within management always occurs.
« Staff/ student /parent issues that raise concern must be
reported to the Principal immediateiy.
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CLASSROOM TEACHING ASFECT OF THE:POSITION —~ Refer 1o the ‘Registered Teacher Criteria’.

GENERAL
Carryout any actions/responsibilities as designated by the Principal as long as:-

= |t is not illegal
” e It is not against:the spirit:of-the rest-efthis job description
e ltis notagainstthe content of any relevant Empioyment Contract
, o Itis not agginst the vision of Destiny Schoal

Name:

| Sighed Principal
Name:
Signed Team Leader

Date / /
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EMPLOYMENT POLICIES / PROCEDURES

POLICIES

Employment Authority Delegatien
Equal Employment Opportunity
Staff Discipline

o Staff Code of Conduct

Prafected Disclosure

Performance Appraisal — Principal

Professional Development

PROCEDURES

Teaching Staff Appointments

Non Teaching Staff Appdintments
Discretionary Leave

Staff Induction

Provisionally Registered Teachers

Use of Volunteers

1|Page

Confidential
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Adopted by the Board of Tristees 0N ..o...c..iill

This paolicy {dentifies the delegaticns to the Principal from the Board of Governors in his role as
employer on behalf of the Board.

PURPOSE:

To ensure that the Board of Governors meets all legal requirements in relation to the day to day
needs of the school and provides clear identification af when the Principal:shall fulfil his role as the
employer,

GUIDELINES:

1.

The selection of Destiny School Teachers and Key Staff will be the responsibility of the
Employmerit Board which shall include the Principal. '

The Principal will act as employer in all instances of the appointmaiitiregess i.e. [nterview,
presenting approved contract, negotiating salary according the Destiny School Salary Rate, of

An individual employment agreement (Appendix A), as written by the Employment Board, will
form the foundation of any appointment.

The Principal is free to make agreement of additional conditions i.e. Discretionary Leave with

the employee as he sees fit as long as that agreement is within legal requirements of the law

and is in the 'spirit’ of Destiny School and its unique educatienal vision,

The Principal will act as employer when discretionary leave is requested, as per Discretionary
Leavé Policy.

The Principal will act as employer in matters of discipline (verbal warmings, writien warnings)
where an ‘initial” inquiry by the employer (as per relevant employment) is required to be
undertaken. This must be in accordance with ‘Procedure for Managmg Employee Conduct
and Behaviour' (Appendix £}

The Principal shall act as the employer in the instance that serious misconduct is alleged and
when there is a necessity to consider suspensicn procedures. In all instances the Principal
shall inform the Chalrperson of the Board who will in turn inform the Disciplinary Committee,
and at his discretion, seek legal advice. In such cases the Principal will inform the
Chairperson of the Board before such a process is embarked upon In all such cases the
Principal must act in accordance with relevant legislation, regulation and employment
agreements and in accordance with ‘Procedure for Managing Efmployee Conduct and
Behaviour.

Where {t is deemed necessary the Discipline Committes of the Board of Governors will meet
to consider matters of staff discipline.

The Principal must fully inform the Board of Governors of the decisions made under his
delegation.
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. EQUAL EMPLOYMENT C

The Board of Govermors of Destiny Schaool is committed to remeoving inequality from the workplace
recognising that all people are entitled to equal employment opportunities regardless of race, gender,
age, marital status, disability, sexual orientation, creed, involvement in political, Union or gther activity
with the meaning and framework of the Human Rights Act 1993; Employment Contracts Act1991.

Therefore the Board recognises:

The need to identify and address discrimination

The need to provide opportunities that enhance the value and career opportunities of
individual staff

The need o provide a non-discriminatory, culturally sensitive and safe working enviranment
for all staff : :

That the most stitable person is to be appointed to any position on the staff

The Employment Board will review the effectiveness of all EEO Procedures and report thelr findings
the Board of Governors based on the following:

1.

Appointment procedures ensure that there is no discrimination in the areas of selection of
staff, promotion and career dévelopment

Ongoing staff appraisal process is positive and supportive leading io the development of the
abilities of individual teachers

Contracts, personnel policies and procedures are in line with the Human Righis Act 1993;
Employment Contracts Act1991

All school communications will be expressed in non-sexist and non-racist language
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The Board of Governors of Destiny School considers it important that all new staff aie provided with
the necessary information to allow them ta become part of the school community. The Destiny
School Staff Handbook is an integral part of the school performance management processes and will
assist all new staff to quickly assimilate into the school.

PURPOSE:

The school induction programime will:

Provide a clear undérstanding of the uniqueness of the Destiny Schoal \nsmn and its
educational objactives.

Giard ts urigueness of the vision and its educational objectives.

Provide a progess to glve suppor t where necessary to newly appointed staff.

Provide clear guidelings on performance expectations for employeas helping them to meet
the documented standards as set out in Contracts (Appendix A), Staff Handbook {Appendix
B), Job Descriptions Performance Appraisal {Appendix €) and the Staff Information section of
the Administration Folder.

GUIDELINES:

1.

Systems'will be in place to suppart all newly appointed staff through a programme of
induction.

All new staff will he made aware of the School Visicn and its educational chjectives, sehonl
organisation documents, school policies and expeciations of staff.

HOD's / curriculum leaders will provide datails on curriculum content and assessment
procedures to newiy appointed teaching staff in the area/departmant,

All new staff will be provided with a Staff Handbook and made aware of the Administration
Folder.

All staff will be given a job description, perfermance agreement and details of the scheol rules
as they relate to staff discipline.
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The Destiny School Beard of Governors is committed to employing teachers that are role models both
spiritually and practically.

The Board understands that the quality of our teachers determine the guality of education delivered.

Therefore, the Board is commilted to acquiring the most suitable staff to support a diverse range of
teaching styles needed to meet the learning goals of students and the educational goals af the
Destiny School vision far education.

PURPOSE:
¢ Todevelop and deliver a fitst class e&ﬂq;@itién systéjﬁ.

»  Dastiny Schacl aims to meet the educational goals of all students by choosing candidates

who can progress the school vision and its educational goals.
GUIDELINES:

1. An analysis of the school’s cuiticulum and pastoral needs is carried out annually and used to
ensure that staff appoiniments meet the areas of need.

2. Each full time, permanent part-lime, long-term relieving pdsitfon vacancies wiill be advertised
and CV requested as standard procedure.

3. All applications received are acknowledged in writing.

4. Allapplications are considered by the Employment Bqard. Appointments are made on merit.
Merit includes all relevant qualifications, gKills, expérience, personal qualities and
commitments that suit the person to the vacancy at Destiny School.

5. A preliminary interview will be carried out by the Principal in a forma! manner. Candidates will
then be requirad to meet with an interview panel where they will be given the appartunity to
make a personal statement and ask guestions.

6. The EEOQ policy will be applied when merit evaluations are equal.

7. All applicants are encouraged to visit the school, to meet with the Principal and appropriate
staff and discuss the position being applied for.

8. With all appointments references must be checked and personal contact made with referees
by the Principal.

8. Appointment decisions will be made immediately afier the interviews.

10. The Principal will send a formal written letter of appointment to the successful candidate
asking for a [efter of acceptance in return.

11. The full Board will be advised at the next meeting.
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The pracess of becoming a ‘Regisiered Teacher is one of growth, gaining pro'fessiona! knowledge
and experience within an advice and guidance programme under the supervision of a senior teacher:

PURPOSE:

o All provisionally registered teachers must meet the Registered Teachers Criteria for qualify
teaching in New Zealand in order to be recommendad for full registration and be able to
maintain a practicing certificate. \

o Destiny School will previde provisionally registered teachers with a programme of support and
development, which meets their needs and gives them the opportunity to gain full registration
and be able to maintain a practicing certificate. '

GUIDELINES:

1. The scirool will offer i ‘Advice and Guidance Programme’ (Appendix D) to provisianally
registered teachers in accordance with Registered Teacher Criteria as set down by the
Teachers Council.

2. Provisionally registered teachars will have an appropriate amount of non-contact time
aliocated in the weekly imatablé.

3. The schoacl will provide an ‘experienced teacher/mentor’ to support and co-ordinate the
‘Advice and Guidance Programme’.

4. The support teacher/mentor will report to the Principal regularly and give recommendaticns
on registration of pravisicnally registered teachers,

5 The Principal will report annually to the Board en the progress of all teachers engagded in the
‘Advice and Guidance Programme’.
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KEY STAFF APPOINTMENTS

The Destiny School Board of Governors will ensure that appropriate 1key staff are appointed fo
ensure the smooth business ke running of the school.  In this way the Board will ensure that the
role of the management and teachers are supported thereby ensuring quality teaching and leaming.

PURPOSE:

This policy autlines the procedures that will allow the Board of Governors to carry out its obligations to
meet the. National Administration Guidelings. {t-will also assist in.ensuring that the Board of
Govermnorsmaintains its reputation:as a good-employer-and meets the requirements of the respective
employment contracts and policies such as EEO. S

GUIDELINES:

1. An analysis of the schools administrative/management needs is carried cut annuélly and used
to ensure that staff appointments meet the areas of need.

2 Each fulltime, paimanent part-time vacancy will be advertised and CV requested as standard
procedure.

3 All applications received are acknowledged in writing and responses are accompanied by a
job profile and conditions.

4 Applicants will be notified at this time that they will be required to underga a police check and
the offer of employment will be conditional on that being satisfactory.

5 All applications, with completed police check, are considered by the Employment Board. Any
cause for concern with the police check will be discussed by.the Beard and their judgement is
final.

8 Appoiniments are made on merit. Merit includes all relevant qualificaticns, skills, experience,
personal qualities and commitments that suit the persan to the vacancy at Destiny School.

7 Aninterview will be carried out by the Principal in a formal manner.
8 The EEQ policy will be applied when merit evaluations are equal.

9 All applicants are encouraged to visit the schoo!, to meet with the Principal and appropriate
staff and discuss the position being applied for.

10 With all appointments, references must be checked and personai contast made with referees
by the Principal.

11 Appointment decisions will be made immediately after the Interviews.

12 The Principal will inform the Board of Governors of his decision at the next meeting of the
Board.

1key staff — Refers to any axecutive position, firancial office, school administrator
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The Destiny Scheo! Board of Governors will ensure the appointment of appropriate non-teaching
staff/contractors in the school fo assist the smooth business-like running of the school.  In this way
the Board will be sure thal the role of the management and teachers are supported thereby ensuring
guality teaching and learning.

PURPOSE:

This policy outines the procedures that will-allow:the Board of Governars:te carry gut its obligations to
meet the National Adminisiration Guidelines: :itwill also assist in ensaring that the Board of
Governors maintains its reputation as a good employer and meets the requirements of the respactive
employment centracts and policies such as EEO.

GUIDELINES:
1. The Principal will be responsible-for the implementation of this policy:

2. An analysis-cf the schools administrative and:suppart needs is carvied out annually and used
o ensure that staif appeintmants meet the areas of need and on-going development of the
school.

3. Appointment to a vacancy will be arranged by the Principal in the following way:
e Job description estakblished
= Job conditions drafted
o Advertisement organised

4. As part of the advertisement a Cv will be requested,

5. All applications raceived are acknowledged in writing and respanses are accompanied by a
job profile and conditions.

6. Applicants will be netified at this time that they will be required to undergo a police check and
the offer of employment will be conditional on that being satisfactory. If the Pfincipal has any
cause for concern he will discuss it with the Board Chairpersan,

7. Following the police check report an invitation to interview will he offered where appropriate.

8. All other applicants will receive a:letter saying their application was unsuccessfyl,

9. The Principal may seconder such appropriate people as necessary to participate in the
interview process. Each applicant should receive an agreed set of questions. These should
be the sarme for each applicant.

10. The Pringipal will inform the Board of Governors of such appointments at the next Board
meeling.
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VOLUNTARY STAFF .

It is the intent of the school to foster, support, and encourage volunteer assistance and activity within
the life of Destiny Scheol. Velunteers can promote the communities involvement in the school and
enhance school-community relations, while at the same time providing significant services to students,
staff, and school programs by supplementing, but not substituting for the wotk of employees.

DEFINITION:

employment Ieg]slatlon However to aSS|st with the é |C|ént running of the school timetable and in an
effort to make the best use of a volunteer's valuable time, Destiny School will ask these individuals to
sign a Destiny Scheol Volunteers Agreement outlining duties and responsibilities.

PURPOSE:

and volunteers from safety and |Iabl|lt_y concemns that could arise as a result of volunteer ef forts.
GUIDELINES:

1. Individuals who volunteer that are not registered teachers, and are likely to be w1th students in
an unsuperwsed capacity, must be police checked.

2. Volunteers for tasks invelving students should be known to the school and be carefully
selected to ensure they are suitable for the role.

3. Screening of volunteers will be undertaken by the Principal or his/her delegate.

4. Volunteers, other than thosé who are registered teachers, must not have sole charge of
students.

5. Volunteers are subject to the school's code of conduct, health & safety policies and practices,
privacy act policy and practices.

8. It is anficipated that volunteers would be used fo enhance the delivery of educational
pregrammes to students e.9. culture and spott, ‘assist teachers and perform administrative
tasks etc.
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The Destiny School Board of Governers ackhowledges that the guality of our teachers determines the
quality of the education delivered to our students. As a good employer the Board wishes fo provide
clear indications of its expectations regarding the conduct of its employees. Therefore, the Board sets
in place this Code of Conduct for all employees of the school.

PURPOSE:

This policy defines the Board of Governors expectations regarding the conduct-of-all employees of the
Board of Governors of Destiny Schoel, including teachers, support staff, full ime orpart time,
permanent or temporary, together with employeses of communlty agenmefs and contract workers as
well as those on job training placements (all hereafter referred to as staff members)

PROCEDURES:
General day fto day running.

At Destiny School we believe that each student has God-given potential and destiny. Therefore a
profassional attitude and manner from staff, as role models to our students, is'integral to that belisf.

1. Staff mambers will fulfil the policies of the Board of Governors, and will carry ouf all lawful
orders and reasonable instructions given by the Principal or his/her delegated representatives.

2. Staff will maintain a high standard of appearance, conduct and performahce
3. Staff will be Goncerned for the welfare of colleagues and the good stand ng of the school.

4. Staff members will be concerned for the guality of service rendered to and far the welfare of
pupils, their families and the community.

5. Staff members will respect the basic responsibility of parents (as first educators) for the
student ahd will seek to establish a co-operative relationship with them.

6. Staff membars will net criticize any pupil to anyone not directly concerned with the welfare or
educaticn afthat pupil.

7. Staff wishing to have leave of absance from their duties where such falls outside the terms
and conditions of their emiployment confraét must request this leave in writing from the
Principal.

8. A medical certificate must be proeduced by any staff member for any absence due to ilihess
when this absence is cver above that allowed for in the employee's employment contract.

8. Biafi members will not speak in dercgatory terms of any other employee, or criticise the work
or conduct of any employes in the presence of pupils or to any person or public.

10. Staff who are involved with students outside normal school activities must do so enly with the
prior permission of the Principal and in accordance with the procedures set out for schoal trips
and excursions.

11. Staff members are forbidden to engage in any form of sexual or other type of harassment of
any pupil or feliow employee or any cther person connected to the school.
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12.

13.

14.

15.

Only the Board of Governors Chairperson, his/her nominated delegate, or the Principal may
make comments to the media (as per employment coniract) on any matter relating to the
Board of Governors, school, staff or Destiny Church and its representatives.

No staff member is free to comment about Destiny Church, its members or leaders, divulging
personal information or their where-abouts at any time.

No staff member is to plagiarise, copy or give any of the Destiny School intellectual property,
written documents or trade secrets to any other person W|thout the knowledge and express
permission of the Board:of Governors,

The Board of Governors requests that each staff member signs a copy of this document as
acknowledgment that they have read it and will abide by the directives written in.ii. A copy of
the signed document will be added to edch employees file.- :

I have read the Destiny Schooj Staff Code of Conduct and agree to abide by ali that is written in it.
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In dealing with issues of staff discipline. t-is important that the Board of Governors of Destiny Schoal
acts in a fair and reasonable manner as a geod employer. Procedures for dealing with discipline
issues must be respectful, equitable, consistent and open.

PURPOSE:

Tha Board of Governors will comply with all regulations and the provisions of relevant individual
contracts/agreement where proceduras related to discipline,.competence and dismissal are-deemed
necessary.

Ir-acling oh the Boards behalf, when canducting the initial enquiry into:mattérs of discipling, the
Pringipal will act impartially and fairly, being careful to comply with all tegtilations and provisions of the
refevant individual contract/agreement.

GUIDELINES:

1. All effert will be made by the Principal and the Board of Governors to resolve [ssues at as
early a stage as possible.

2. All procedures for managing employae canduct and behaviour are to be folidWed &s per
‘Procedures far Managing Empleyee Conduct and Behavicur'.

3. As per Individual Gontract/Agreement the system of verbal and written warning will be used
as disciplinary measures. Verbal warnings will precede written warnings. All warnings will be
placed on the staff member's file.

4. Staff members facing alleged breaches of discipline or competence will be advised in writing
of the nature of the issue and the right to request representation or support at any stage.

5. Where necessary the Discipline Comriittee of the Board will meet to discuss matters of staff
discipline.

6. The Principal will cansulf with the Chairperson of the Board of Governars prior to making any
dacision to invoke relevant clauses of the contracts/agreements relating to discipline or
sugpansion of staff.

7. Indealing with alleged breaches of conduct, or of staff competency all appropriate steps as
laid dawn in relevant contracts will be followed.
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PROTECTED DISCLOSURES -~ =

INTRODUCTION:

The Destiny School Board of Governors accepts its responsibility to have in operation internal
procedures for receiving and dealing with information about serious wrengdoing in or by the school.
The Board also accepts that it must regularly edusate and train its employees on the internal
disclosure system.

The Board agrees that this policy must be published widely in the school, will be provided to all new
employees and will be republished at regular intervals (at least annually).

PURPOSE:

The purpese of this policy is to provide information and guidance to employees of the sghgpl who

wish to report serious wrongdoing within the schoel. The policy is issued in compliance with the
Protected Disclosures Act 2000 and the Education Act 1989.

DEFINITION:

A protected disclosure is a declaration made by an employee where they believe serious wronhgdoing
has occurred. Employees making disclosures will be protected against retaliatory or disciplinary action
and will not ke Tiable for civit or criminal proceedings related to the disclosure as per Employment
Relations Act and ‘Human Rights Act.

DEFINITION OF SERIOUS WRONGDOING:
Sericus wrongdeing includes any serious wrongdaing of any of the following type:

an unlawful, corrupt, or irregular use of funds or resources; or

o]

o an act, omission or course of conduct that constitutes a setious risk to public health or public
safety or the environment; or

» an act, omission or course of conduct that constitutes a serious risk to the maintenance of law,
including the prevention, investigation, and detection of offences and the right to fair trial; or

» an act, omission or course of conduct that constitutes an offence; or
o an act, emission ar course of conduct by a public official that is oppressive, improperly
discriminatory, or grossly negligent, or that constitutes gross mismanagement.
CONDITIONS FOR DISCLOSURE:
Before making a disclosure the employee should be sure the following conditions are met:

the information is about sericus wrongdeoing in or by the school;

L]
s the employee believes on reasonable grounds the information to be true or likely to be true;
o the employee wishes the wrongdoing to be investigated, and
» the employee wishes the disclosure to be protected.
GUIDELINES:

-Any emplayee wishing to make a protected disclosure should do so using the following proce_dure.
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= The employee should submit the disclosure i writing fothe Board of Governors through the
Principal, the Board's nomination under the pravision of Section 11 of the Protected
Disclosures Act 2000 for this purpose. The latter should be formal, dated and signed. The
letter should contain:

o The nature of serious wrangdoing

o The name or names of the people involved

o Surrounding facts including details relating to the time and or place of the wrong
doing if known or releyant.

with the person committing the wrongdomg that would make it inappropriate to disclose to
them, then the employse can make their disclosure to the Board chairparson

On receipt of a disglosure, the Principal or Board chairpersen must wrthm 20 working days examine
“seriously the allegations of wrongdoing made and decide whether a full investigation is warranted, If
warranted a full investigation will be undertaken by the Principal or Board Chairperson or arranged by
him / her as quickly as practically possible, through an appropriate authorly.

PROTECTION OF DISCLOSING EMPLOYEE'S NAME:

All disclosures will be freated with the utmest confidence. When underiaking an investigation, and
when and when wiiting the report, the Principai or Board chairperson will make every endeavour
possible not to reveal information that can identify the disclosing person, unless the person consents
in writing or if the person receiving the protected disclosure reasonably believes that disclosure of
identifying information is eSSEntla|

o foensure an eff’ective_:_inlyestigation; or
o o prevent serious rigk to public health or public safety or the environment
o to have regard to the principles of natural justice

REPORT OF INVESTIGATION:

At the conclusion of the Tnvestigation the Principal will prepare a repert of the investigation with
recommendations for action if appropriate, which will be sént to the Board Chairperson.

DISCLOBURE TO AN APFROPRIATE AUTHORITY [N CERTAIN CIRCUMSTANCES:

A disclosure may-be made to an appropriate autharity if the employee making the disclosure has
reasonable grounds to believe:

o the Board chairperson is or may be involved in the wrongdoing;

o immediate reference to another authority is justlﬁed by urgency or exceplional circumstances;
or

o there has been no action or recommended action within 20 working days of the date of the
disclosure,

APPROPRIATE AUTHORITIES INGLUDE (bui are not limited to):

Commissionar of Police

Controller and Auditor General

Director of the Serious Fraud Office

Inspector General of Intelligence and Security Ombudsman
Parliamentary Commissioner for the Environment

e @ @ @ 3
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Police Complgints Authority -

Solicitor General

State Service Commissioner

The Head of any Public Sector Organisation

oS @ o &

DISCLOSURE TO MINISTERS OR OMBUDSMAN

A disclosure may be made to a Minister or Ombudsman if the employee making the disclosure has
made the same disclosure according to the internal procedures and clauses of this policy and

lieves that the person or authority to whom the disclosure was made:

& Has Hecided not to investigate; or '

o Has decided to investigate but not made pregress with the investigation within reasonable
time; or

o Has investigated but has not taken or recommeanded any action; and

o The employee continues to believe on reasonable grounds that the information disclosed is

trie or is likely to be true. .
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PERFORMANCE APPRAISAL - PRINCIPAL

As part of its obligations as an employer in the education sector the Board of Governors of Destiny
£choo! will conduct in each twelve month period an appraisal of the performance of its staff. The
Board understands that it is mandatory to appraise the Principat against MOE Kiwi Leadership for
Princpals (www.educatiohalleaders.govi.nz) and against the 'performance agreement.

PURPGSE:

As a good employer the Board of Governors seeks 1o raise the performance standards of its Principal.
This is done partly thfough onaoing professional appraisal which assesses ateas of performance and
providas opportunities for developing and enhancing performance standards. [t further seeks
assurance that the Principal is.meeting the professional standards.

GUIDELINES:

1. Responsibility for managing the Principal's appréiéalris delegated to a committes of the Board
of Gavernars comprising the Chairperson and one other Board member.

2. The committee may, if deemed nacessary, engage in consultation with the Principal, parsans
with appropriate skills to contribute to the process.

3. The committee and the Principal will through consultation determine a process for conducting
the appraisal.

4. The prima focus of the appraisal will be the principal's job description assessed against
performance indicators and any further goals decided upon by through cansultation between
the Principal and Chairperson.

5. Key elements of the appraisal process will be:

16| Page

Negotiation annually of performance and development objectives based upan the
‘strategic direction’ of Destiny School, identffied aspects of performance needing
attention and development requirements. '

Ongoing meetings between the appraiser and appraise (if other than the committee),
Six menthly meetings betwean the Principal and the appraisal commitize.
Staff appraisal documents.

Gathering of performance information from a range of sgurcas which may include:

Matters of concern arising out of the appraisal pracess relating to the Principal’s
performance will, in the first instance, be addressed by the Board Chairparson.

A draft report will initially be written following final data gathering and passed to the
Principal for comment prior to geing to the committee.

The appraisal report should be received by the Principal Appraisal Committes in
December each year.

The final report will be held by the Chairpersan and a summary given to the fuli Beard
of Gavernors 4t [fs December meating.
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8. The appraisal process will be recordedin the performance agreement and irmplemented
annually.

7. Any documentation relating to the Principal’s appraisal will remain confidential to the Principal
and the Board Chairperson, unless the Principal agrees otherwise.

8. Any dispute related ta the appraisal process or s findings will be refetrad to an independent
arbitrator mutually agreed upon by the Principal and the Board of Governors.

The Board reserves the right to change the'fotation of the Principal Appraisal following a review of the

Schaol's Strategic Plan and/or the schools Education Review Officé Report. - However, the rotation
will never be longer than 18 months.
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ANCE APPRAISAL - STAFE

Destiny School Board of Governars believes that when stafi are involved in a programme which
appraises their professional practice, professional development will be more purposed and focused
with consequent improvement in the quality of teaching and learning at Destiny Schoal.
Implementation of the Destiny School Staif Appraisal Pregramme will be the respansibility of the
Principal or Principal's delegate. Performance Appraisal is a written evaluation of the employee’s job
performance. Information derived from the performarice appraisal may be considered when decisions
concerning training, promotion, demetien, increases ar contlnued employment are addressed by the
Principal or Employment Committee. .

The Destiny School Performance appraisal of staff will achieve O:Egan:i'siationafi and personal goals
through systematically;

= Identifying desired work performance

= Evaluating performance

= Assisting personai development

»  Ensuring the meeting of the schoal’s curriculum goals

a  Supporting the establishment of effective teaching programmes
= Recognising personal achievemeant

s Qiving feadhack

= [mproving student achievement -

Every staif member will have a job description which will include satisfactory Teacher criteria and
these will form the basis for performance appraisals.

GUIDELINES:

® Ferformance will be appraised in the form of mutually negotiated goals, which will be
established between the appraisee and appraiser.

" Appraisal, both formative and summative will take place over a 12 monih cycle, in

accordance with job descriptions for all staff.

= The Principal will ensure all appraisals are carried out according to school procedure

= The appraisal process will be the shared respensibility of the appraiser and the
appraisee.

= Appraisal will establish individual and group strengths and identify areas for personal

development.

= All appraisals are confidential to the appraisee, appraiser and the Principal
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n Attestation procedures will be carried aut where appropriate, in a process that is distinct from

the appraisal procedure
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DISCRETIONARY LEAVE

From time to time staff members may request leave from school either for reasons other than those
covered in their individual contract. 1t is impartant that all applications be treated fairly and equitably,

PURPGSE:
The policy an leave is to ensure:
o That all staff are aware of the application process.
o Thatall leave applications are treated fairly and equitably.
« Maintain appropriate staffing levels.
o  Follow the provisions allowed for in individual employment agreements,
GUIDELINES:
1. Forfive days or fewer:
a  The Principal is delegated the authority to grant leave applications up to five days.
h. In making decisions the Princigal will consider the follawing:
o The reason for application
o The frequency of requests from that staff member
s  The effect of that request on the running of the school
e The time of the year
a  The appropriateness of the length of leave

¢, Inresponding negatively to a request for leave the Principal will provide a reason for
the denial,

2. For more than five daya:
a. No staff membér is entiiled to leave as of right.

k. All applications must be submitted to the Principal in writing prior to 2 Board of
Gavernors monthly meeting.

¢. In considering an application the Board of Gavernors will look at all relavant issues.

d. Applicants who seek one term cr over must have served at the schoal for at least 5
years consecutively.

& Leave with or without pay will be at the discretion of the Board having due
consideration 1o relevant contracts/zgreements.

f. All decisions will be made in a manner that is consistent, fair and equitable,
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Rationals

Destiny Schoo! requires that all employees mest the stardards and expectations sef down in its
contracts, staff code of conduct, staff handbock, job descriptions, and policies and practices, In
addition, employses are required to comply with the law at all timas.

Where it is considered that standards and expectations may have béen breached or nat met,
Desiiny Scheol will ensure fair and objective processes o detarmine whether or not misconduct
or non-performance has occurrad. These processes will also take account of the cbligaticn to:

Exarcise fairmess, grace and justice for ail

s Seek to understand before drawing conclusions or makinig judgments

s VWhen dealing with grievances and complaints, lock for the most positive autcome far
all parties

»  Operate in good faith at all times

1. Procedure —~ Contants

=  Standards and Expectations

Principals Responsibility -

Employees Rasponsibility

Investigations

Separation of Investigator and Decision Maker
The Investigation Report
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Dismissal
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Poor Perfarmance

Resignation during an Investigation or Disciplinary Process
Advice

Relevant Documents

e Applicable Legislaiion
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2. Standards and Expectafions

The standards and expectations of employees in Destiny School are clearly set out in the
Erriployment Contract, Job Descriptions, Stalf Handhook, Staff Code of Conduct,
Administration Folder and Policy Folder.

Staff Handbook

The Staff Handbook contains Destiny School's requirements and should be read in
conjunction with all the @bove material. The Staff Handbook specifies the broad
standards of conduct expected of all employees whilst they are employad with Destiny
School. The Staff Handbook further provides examples of the sorts of behaviours and
acticns that are unzcceptable in Destiny Schoal. 1t should be noted howsver, that the
Staff Handbook is notintended to be exhaustive and there are other standards that must
be adherad to or met in the course of employment with Destiry School.

Policies & Praciices

Employees are required to comply with all Dastiny Scheol policies and practices,



Performance

Performance expectations for employees will be set cut clearly in Contracts, Staff
Handbook, Job descriptions, Performance Appraisal and the Staff Information section of
the Administration Folder. Employees are expected to meet the documented standards,

3 Destiny School’s Accountablllty

(a) The Prlnclpal and School:Leadership .are :accountable for ensuring that employees
are informed of the standards they. should comply with during the course of their
employment with Destiny Scheol.. These stardards may exisi:by way cf policy and
practice andfer law. The Principal is also responsible to set clear performance
expectafipns for the teachers/staff, monitoring:the outcomes,

{b) . Where The Principal is made aware of an employee’s possible nencompliance with a
School standard o5 Jegal requirement, he is accountable:-for conducting-an objective
employrient investigation and recommending disciplinary action wherever
approprlate

(c) Where The Principal and School Leadership are made aware of .an employeg’s
faillure to meet petformance expectations, they are accountable in the first instance,
for ensuring a process to identify the reasons for failure and options to assist
improvement. Disciplinary process may be instituted when improvement does not
occur in a reasonahle timeframe.

(d) In the event of an employee breaking the law or on geing failure to meet performance
expectations the Principal will Inform the Chairperson of the Board of Governors,

(e) Should an employee bé having problems of personal nature they will be offered
Pastoral suppott.

4. Employee’s Responsibility

(a) Employees are responsible for complying with the Staff Code of Conduct, School
pohc;es and practices directives in the Staff Handbook and for raising with the

disciplinary action.

{h) Employees arfe also reqwred to comply with the law both in the ¢ourse of their
émployment and privately. An employee who commits a breach of the law elther at
wark or privately may put their ongo:ng employment with Destiny School in jeopardy.

(c) Employees are responsible for sefting and meeting agreed standards of
performance.

5. Employment Investigations

(a) Non:compliance with Destiny School policy and practice or the law amounting
{o serious misconduct

When an allégation/cotrplaint of non-compliance with Destiny School's policy and
practice or law amounting to serious misconduct by an employee is identified ar
made known to The Principal, an investigation should begin into the facts of the
matter. It is at this point that the Chairperson of the Board of Governers is infermed
and a reprgsentative of the Disciplinary Committee is appointed to become the
Invesiigating Administrator. It is important that the I[nvestigating Administrator
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(c)

(d)

approaches this investigation from an entirely chjective position. The Board of
Governaors is notified and kept informed.

When to involve the Police

In the event that an employee is alleged to have committed a criminal offence in the
workplace, The Principal must contact the Chairperson of the Board of Governors
immediately and call the police without delay. Wherever Palice decide to canduct an
investigation, any employment investigation should be set:gsids until such fime as
the Police investigation is concludad: This would also include the cutcome of any
prosecunon --The Board of Governois is notified and kept informed.

The Principal wﬂ] stltl need: fo -conduct an employment investigation into the breach
and reach a copglusion hased on the facts of the matter. This could only begin
however'at the paint the-Pélice-investigaticn-is consluded. It should also be noted
that the conclusion réached By:an employment investigation in-these circumstances
may; or may nat be the garteasthe conglusion reached by ifie Polics.

In the case of an allegation involving child abuse, The Principal is to notify the
Police IMMEDIATELY,

Preliminary Meeting

To begin any erployment investigation, it will be necessary for the Investigating
Administrator to have a preliminary meeting with the employee fo:

»  Quiline the matter causing congern (allegations/complaint etc) and pravide Ay
written information that supports the allegation or complaint.

»  Inform the employee that a thereugh investigation into the facts will take plage.

s Qutline the investigation process and timelines to be followsd.

»  Advise the seriousness of the matter, i.e. that the allegation, if proven, could
involve disciplinary action whish may result in a wamning or dismissal.

> Advise that they may have reprasentation (union, legal or athar) priar to making
any statement or comment on the issus(s) and that they may have a
representative af all mee,,_ﬁgs

= Request the names of any people the employee believes should be interviewed
in cannection with the allegation /complaint against ther.

The purpose of this . preliminary meetmg |s pot to hear the smployee’s

thelr rights in respect of that process.
Zubstantive [nterview (s)

At these interviews, the Investigating Administrator must seek the emiployee’s
responsg to the allegations and any further information that he/she has. gathered as
the Investigating Administrator during the course of thefr investigation and Wh!Ch they
may rely on in reaching their conclusions.

An  Investigating Administrator may gather information from files or other
documentation and further may interview staff metribers and other persons who may
have information rslevant to the complaini(s) oi aillegation(s).

All information gathered must be given to the employee for hisiher cominient or
response.



The Investigating Administrator must carefully consider both the information gathered
and the explanation or respanse by the employee and give appropriate weight to the
facts before reaching a conglusion,

(e) Findirigs and preliminary view on penalty

M

@

Once the Investigating Administrator has had time to consider all the facts and the
employee's explanations and comments, he/she would present the findings to the
employee. alohg with recomimiendations as to how to proceed and conclude the
matter in a meeting. This meeting is to explain to the employee what degision has
been reached by the Investigating Administrator with regard to the substance of the
allegation(s) or complaint(s) and how the:Investigating Administrator has come to that
degision. The employee will be cffered an oppartunity to respond to the findings
within-an agreed timeframe, usually 24 hours

The employees response to these f:ndlngs would then also be carefully considered

and included in the:final repert of findings which would:-be presented {o The Principal

and Board of Gavernars Disgiplinary Cammittee (the delegated decision maker) for
action and conclusion

decide whether or not they need to gather further |nformat|0n and then ac:cept or
otherwise, tha findings and recommendations. Whers these are not accepted, it may
be that the Investigating Administrator has o do further work on the investigation
because the facts do not support the findings, In this ¢ase the report would ke
returned fo him/her for further action and the employee would be advised of the
reasons for such a decision.

Where the findings and recommendaticns are accepted and they point towards
disciplinary action, the Principal will organise a meeting with the employee, this
meeting is to confirm the acceptance of the findings by The Principat and to discuss
the proposed penalty. It should be stressed that while the allegation or complaint
against the employee has been proven, the penalty has not yet been finalised, The
Principal and Disciplinary Committee will be open to recelve submissions from the
employee on the appropriateness of the penalty.

The submi_ssiqn en the penalty may be in writing. A period of 24 hours for the
employee to make a submission on penalty is reasonable.

If, and when a submission is made, the Principal and Disciplinary Committee needs
to consider that submission and decide if it alters his/her preliminary view cn penalty.

Final Decision on Disciplinary Action

A final meeting must then be held with the employee based on the submissions
received. The Principal {on behalf of the Disciplinary Committee) must explain
whether the preliminary view on penalty has been altered on the basis of the
submission or nof and the reasons for this.

Finally, the penalty should be actioned at this meeting.

The Investigation Report

The Investigating Administrator needs to provide a clear written accouni of the
investigation to assist The Principal and Disciplinary Committee conclusions. The




investigation report should be stryctured aleng the following lines:

Who - name who the report is being written to ie the delegated decision maker
Purpose - detall the allegation or cornplaint being investigated

Process - set cut how the investigation was conducted and the timeframe

Background - Include any reievant information about the employee heing investigated
eg position, location etc :

Interviews conducted -~ who was interviewed and why

Evidence - gatherad fram interviews, -submissions and other documents (append
interview notes and any documents being relied cn)

EFHi.ﬁjd:ings = setout conclugions based-dn and linked {o the avidence gathered. Be clear
about what was relied on and whatwas dismissed

Recommendations - set out whether or not disciplingry action should be taken and
whether or not there are any systems/process issues that should also be aftended to

Suspension is considered o be a punitive action in that it takes an employee cut of the
worldforce before misconduct is finally proven or accepted and therefore may cause them
some disadvantage regardless of outcome.

Given this, Destiny School will not generally approve the suspension of an employee
unless there are clearly no other options for managing an ongoing situation.

In the event of The Principal considering suspension of an employee he/she should
presant the issues for the approval to the Disciplinary Commiittes.

Warnings

Where the employee's praven breach of policy and practice is not one of serious
misconduct warranting dismissal, it may be agpropriate to issue a warning.

Frier to issuing a verbal warning, the Principal must inform the Chairperson of the Board.
of Governors who will in turn inform the Disgiptinary Cemimittes,

Any such meeting with the employee must be outside of school hours, and written record
of the meeting with the amployee must be taken and signed by the Principal-and the
employee.

The employee must be advised that they may request a support person to he present.

The Principal may also request, Pastoral Staff or a representative of the Schools
Disciplinary Committee be present,

All warnings, both verbal and written, must be recorded on the ginployees personal
file and removed as siated urider the Written Warnings procedars.

There are two types of warnings that may be issued to employees, ie verbal or written.



(g) Verbal Warnings

A verbal warning may be the first formal step in a disciplinary process. Ht is normally
give‘n in refation to fo‘wer ]evel mESConduct issuee rdther than matters of serious
the employee understands _tha_t they are recel\nng a warning. The Principal must
specify what behaviour is required of the employee to improve their conduct and
provide a timeftame for improvement. Because a verbal warning is usually issued in
relation to a low-level mafter, the duration of the warning would narmally be relatively
short. A report of the matter must be submitted by the Principal to the Disciplinary
Coermittas..

(b)YWritten Warnings
Firgt wriften warning

The first warning is an early warning méchanism, the aim of which is to encourage
the employee to feturn to an ageeptable standard of behaviour or performance. It
must give details of the matter that was discussed, any explanations given, the actien
the employee must take i order to improve and avoid any further disciplinary action
and the duration of the warning.

Prior to issuing a written warning, the FPrincipal must inform the Chairperson of the
Board of Governors who will in turn inforrm the Disciplinary Committee.

A report of the matter, with a copy of the written warning, must he subrmitted by the
Principal to the Disciplinary Committee.

Final written warning

A final warning is usually issued when the employee fails to improve their
performance, conduct or offends again after receiving a first warning. However, it
may also be given in the first instance, for a more serious case of misconduct, which
does not warrant summary dismissal.

Prior to issuing a written warning, the Principal must inform the Chairperson of the
Board of Governors who will in turn inform the Disciplinary Committee.

This warning must contain the same information as the first written warning, but in
addition should make it clear fo the employee that any further similar breach could
result in their dismissal.

A report of the matter, with a copy of the written waming, must be submiited by the
Principal to the Disciplinary Committee.

Governors) determlnes the appropnate sanot fon (warnmglflnal Warnlng/dlsmlssal)
after considering the nature of the offence/behaviour and thé employeg's explanation
for it,

« All warnings must have a timéframe in which the behaviour is to have improved.
At the end of the stipulated timeframe the administrater is bound to review the
employee's progress and behaviour.




10.

11.

e To remove a warning the employee should have normally met all of the
conditions of the waming and the Principal must have confidence that the
behaviour has been rectified. [f the Principal does riot have cojifidence that there
has been a real change in behaviour then they may wish to consider extending
the warning or issuing a more serious warning.

Digriissal

Whers the employee comimits an @ct of serfous misconduct or contintes 1o breach policy
# the standard of
performance has not been forthcoming after reascnable attention, dismissal is a likely
outcome.

The decision to disiniss an employee can only be taken by the Principal in consulting with
the Disciplinary Committes.

Prior-to the decision to dismiss being made, the employee concerned must have been
given the opportunity to have hisiher case presented to the Principal and Disciplinary
Committee, The decision makers must evaluate all written material relating fo the case
along with the recommendation fo disiiiss befors making a final decision.

Letters of dismissal should state:

s the nature of the allegation/matter thet was discussed;
s refer fo all meetings held;

o the explanations provided,

a  the reasons for not accepting the explanations;

s the reason(s) for dismiszal as the culcome;

s the date on which the contract will terminate; and

a  whether the dismissal is with or without notice.

Records
Throughout the disciplinary process, it is imperative that clear and detailled written
accounts of all mestings, submissiens, professional advice received and decisions made

are kept.

This is both to assist in the preparation of reporis and iéﬁer(s) to the employes, and as a
record in ¢ase of any legal action taken by ihe employee.

Employees have 20 days, beginning with the date on which the action
alleged to amount to a personal grievance has accurred or has come to the notice of the
employee, to raise a claim of Personal Grisvance.

Howsaver, "Emplaynent Relationship Probilems” may be raised with the employar at any
time. Therefore it is vital that the school representatives keep good records of all
interactiens with employees over employment relationship problems.

‘Poor Performance

Where an employes has failed 1o improve their standards of work performance afier a
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14.

period of perfarmance counselling and assistance, a disciplinary process may be
embarked on.

Such a pracess will involve a successive warning system as outlined in this policy. The
warnings must clearly state the standsdrd to which the employee must improve, the time in
which they have to ihake the reguired improveriient and how the improvement will be
measured.

They should also detail what assistance will be given to the employee to facilitate that
improvement.

Resignation during a Disciplinary Process

Where an employee offers to resign at any point during an employment investigation or
disciplinary process, the reasons for the resignation should be discussed with the
employee.

Where dismissal is the likely outcome of the disciplinary process and the employee offers
their resignation, it should be made clear that it is not Destiny Schoal’s intention to induce
a resignation but to conduct a full and fair investigation into the facts before coming to
any decision.

Discussions regarding resignation should be recorded as part of the process and
reported on accordingly. Genetally, an employee should be discouraged from resigning
but where they are insistent all attempts to dissuade them should also be recorded.
Advice

It is ctitical, prior to, and during, any investigation and subsequent disciplinary meatings
that the Disciplinary Committee seek professional industrial relations advice.,

Definition
For the purposes of this document the Investigating Administrator will be a person

appointed by the Destiny School Disciplinary Committee on Behalf of the Board of
(Governors.







CESSATION AND EXIT POLICY

CONTENTS
Policy Statement
Policy Guidelines - Contents
Management Respaonsibility
Exit Interviews

Certificate of Service
Documentation

8 o 8 ©

Exit Interview Form




Policy Statement

Destiny School will ensure that a smooth process exists when employees leave
their employment. That good management information I8 gained from those
leaving employment, ascertaining the reason for them leaving.

An exit interview will take place with the employee being asked to fill in an exit
intarview form as to the reasons for them leaving. This information will then be
kept on file and used as a guide to providing better employment conditions for all
employees.

Palicy Guidelines

1.

Conients

Management Responsibility

Exit Interviews

Certificate of Service

Documentation — Exit Interview Form

® & @ &

Management Respoisibility

Management will ensure that where employees are resigning their
position, that the notice requirements have been complied with in
accordance with their employment agreement. If there is a mutual
agreement to a lesser or greater period of notice requirement the former
will not apply.

Management should ensure that resignations are in writing and they
accepi in writing.

Regardless of the reason for leaving the organisation, Management must
ensure that employees return all items belonging to Destiny School upon
leaving. This includes, but is not limited to,

Uniforms.

Protective clothing/gear.

Keys/security cards.

Confidential material pertaining to the School.
Books, efe.

¢ o0 o e 9

Employees should be advised that in the event of items such as uniforms
not being refurned, that a deduction from their final pay may be made.

Management must ensure that the payroll administrator is given clear
information so that payments to the employee are terminated.
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Exit Interviews

Destiny Scheol recognises the value of interviewing employees who are
departing the School as it can provide useful information on how
employees are managed and the School’s performance generally.

Management should ensure that there is a process in place that offers
opportunity for an exit interview to every departing employee.

Destiny Schodl's exit interview format is attached. If an employee declines
an exit interview Management should offer the form to the employee for
their own completion and ask that they send the completed form to Senior
Management.

Management should also note on the employee’s file that thay declined to
have an exit interview, the date that it was set for, and that an exit
interview form was given to them fo fill iIn and post back to Senior
Management.

Certificate of Service

Where Management agrees to provide a reference for an employee, this
must be deemed a personal reference and therefore must not be on the
School’s official letterhead.

A certificate of service however, clearly stating the periods of employment
and positions held may be provided on the School’s official letterhead.

Documentation

An exit interview form is to be given to alli employees terminating their
employment with Destiny School. The completed forms should then be
kept in a confidential file for the purpose of hélping Management in
implementing any changes that would make employment condifions better
for current and future employees.

I




DESTINY SCHOOL’S
EXIT INTERVIEW QUESTIONNAIRE

Destiny School is committed to gaining useful information from employees
leaving the School as to reasons for leaving and will be used for statisfical
reasons only.

1. Narmne - . . : (optional)
2, How forg . have you been employed by Destiny School?

0-12 months D 10-15 years U

1-2 years ] 15-20 years D

2-5 years ] 20 years + D

5-10 years L]

3. Positien Held

Using the scale below please indicate in the boxes your level of
agreement/disagreement with the following statements.

1 2 3 4 5
Strongly Disagree Neither/Nor Agree Strongly
Disagree Agree
4, When 1 first joined Destiny School | was given a good

understanding of my job.
5. | was given the training to deo the job well.

6. | felt that my confribulions were fecognised by
Management/Supervisors.

7. | received the equipment and resources to do my job well.

B. | received the support and guidance | needed from
Management/Supervisor that | needed to do my job well.

9, | had a good working relationship with Management/Supervisor,

10. 1 had a good working relationship with staff | worked with.

N T O e Y A B I



11.

12.

13.

Did your job with Destiny School meet with your expectations?
Yes D No

If you answered no, could you please explain your reasons below.

Did you find your job challenging and satisfying?
Yes D No D

If you answered no, could you please explain your reasons helow.

What was the reason(s) for your resignation? Please tick the appropriafe
box{es)

Family/Personal reasons (e.g. partner moving, children, health)

Another job opportunity

Dissatisfaction with present job

Other (Please state)

If your answer to questiion 13 was ...

(a)  Family Reasons then please complete questions 16 and 17,

(b}  Another Job Opportunity then please complete questions 14, 16
and 18.

(c) Dissatisfaction with Present Job then please complete questions
15, 16 and 17. '




14, My new job opportunity offers...

Better pay

More job security

Better conditions of employment (e.g. leave, allowances, etc.

Better working envirenment (e.g. people, resources, working
conditions)

More opportunities for personal development (e.g. training, further
education)

Career chaIIeenée

COther {(Please state)

Any further commenis?

15. | was dissatisfied with the job because. ..

Uncertainty about employment due to proposed changes

Pay rates

Incentives to stay

External customers/clients placing heavy demands on me

Management/Supervisor's style

Other sfaff atfitudes and lack of co-operation

Boring/mundane job/tasks




Harassment (e.g. racial, sexual)

Lack of on the job support

Lack of recognition/rewards far my contribution

Lack of fraihing

Lack of resources/supplies/equipment to do my job

Working conditions/environment

lLack of Career Opportunity

Other (Please state)

Any further comments?

16.  What do you thin Destiny School can do to better retain their staff?

17.  Please make any further comments.

We appreciate you taking the time to complete this questionnaire. The
information you have provided will be very valuable to the School.







fon Registered / TEP
Voluntary Staff Work Agreement

Thank you for the valuable gift of your time and expertise.

In the fulfilling of your duties and responsibilities we request that you:

Q

Be punctual

Be committed

Please ring the Principal and let him know if you are unwell or unable to
fulfill your timetabled responsibilities

Faithfully serve and promote the interests of the School at all times and
not do anything that may adversely affect the reputation or goodwill of the
School

Carry out the tasks requested of you to the fullest extent of your ability
Comply with the directions given to you by the Principal, Teachers or
Manager

Keep confidential information about the students, parents or staff of
Destiny School

Regard as confidential what is seen or heard in the Destiny Church
complex

Comply with the School’'s Health and Safety procedures

Read and comply with the directions given in the Staff Handbook and the
Administration Folder

| understand that if management finds my conduct or work unsatisfactory that it
could result in my services not being required.

Disclaimer: Should 1 fail to follow any of the School’s; policies, procedures,
instructions or directions, | agree that the School, under no circumstance, shall
be liable for any loss, damage, compensation, cost or injury sustained by myself.

| have read the abaove agreement and will comply with all that is written.

~ APPENDIX 7
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DESTINY SCHOOL

For the Year Ended 31 December 2011

1 Statement of Accounting Policies

Reporiing Entity
Destiny Sehaol s a private sehoal registered undar the Educatian Act 1989. The Schoel is govemad hy ifs constitution dated 5fh
January 2003 and under the dirsct control of a Board of Gavernors

As it is riot publicly accountable and isnot classified as large, advantage has baen taken of all different\al reporling staridards in the
praparation of these general purpose finangial statements

Statement of Complience end Basls of Preparation

The accounting prnciples recognisad as appiopdate for the measurement and reporting-of the Staternent of Finahcial Performance
aird Staterrieiit 6f Finartial Pasition on-an hislorical cost basis are followed by the trust, The infomtation is preserited n New Zealand
dollars.

Spegific Accounting Policies

The following specific accounting policies whlch materially affact the measurement of the Statement of Financial Performance and
Statement of Finandial Posfion have been applisd:

(z) Revenug
Reverue fs recongnised wien feas involeed to the customer and when Ministry of Education funding received:

(&} Expenses
' Expenses have been classifisd on {hiit busmess funetion.

(c} Trade Receivables
Trade Recaivables are recognised at estiniated realisabla value,

g {d) Properly, Plant & Equipment

Property, Plant & Equipment are reéé'gnised at Cost (unless otherwise nofed below) less aggregate depreciatics
been caloulated using the rates parmitted by the Income Tax Act 2007, Gains and losses on disposal of fixed ag!
aceount in determining the operating result for the year. Depreciation rates has been applied as follows:

aciafion hias
taken frito

Leasehald irnprovements 4-30% e ;
Plant & Equipment 8:60% :
Motor Vehicles 50%

Bocks & Rescurces 125-48%

{e) Income Tax
The School is registerad with the Charifies Commissicn (CC 30131) and is exempt from income-fax

{H Goods and Services Taxation (GST)

exclusive of GST axcepl for recsivablas and payables which aro stated inclusive of GST.

{@ Changes in Accounting Policies

There have beer no changes in accounting policies. All policies have been applied on a basls consistent with those from previaus
financial statements,

These financial slatements 21 to bs rezd Tnconjunclion with the zccampanying Noles and e Audit Faport.

Page 15 Wattan Railion & Ca. Limited

Tauranga




REDAMCTED




o

DESTINY SCHOOL
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For the Year Ended 3

ation Funding

4 providéd f the Sehao! in the yearended 31 Deceimber 2011 relates fo angoing operations of the Scheot and the funds
are.not permitted to be uséd for capital accommodation

of &

7 Working Capital

The Schicol continues to record negative warking capital owing to increase in staff cost and capifal improvements. Bowaver the
Sehat]has been finandially supperted by Destiny Chureh, a related entity. Destiny Ghurch has undertaken fo continue to provide
ongoing Hnancialsupport to the Schocl as and when required, Another related entlty, Te Hahi o Nga Matamua Holding Limited, has
alsp-underiaken to provide engoing financial support ta the Sshoal.

We ihis-regson we continue to adopt the going cancern principle tn the preparation of the financial statements

8 Commitments Nofe
Rental of Digital Copier System

—59@EMmoA

9 Contingent Liabilities
The Trust has no contingent liabilites as at 31 December 2011, {2010 Nil),

10 CGapital Commitments
The Trust has no capital commitments as at 31 December 2011, (2010 Nil).

Thesw finzncizl siziemants are Lo be rezd in coniunclion it the accompanying Notes aad ha fudd Reporl,

Page 17 Walton Railton & Co. Limited
Tauranga




INDEPENDENT AUDITOR'S REPORT
To the Board of Trustees of Destiny Schook.
Report on the Financial Statements

We have audited the financial statements of Destiny Scheol on pages 3 to 47, which comprise the
staterment of financial position as at 31 Decamber 2011, and the staternent of financial performance,
statement ‘of changes in trust funds for the year then ended, and a summary of significant accounting
policies and other explanatory information. -

Board of Trustees Responsibility for the Financial Statements

The Board of Trustees are responsible for the preparation and fair presentation of these financial
statements in accordance with generally accepted accounting practice in New Zealand and for such internal
control as the Board of Trustees determine is necessary to enable the preparation of financial statements
that are free from material misstatement, whether due to fraud or errcr.

Auditor's Responsibliity

Our responsibility is to express an opinion on these financial statements based on our audit. We conducted
nur audit in accordance with Intarnational Standards an Auditing (New Zealand).

Those standards require that we comply with ethical reguirements and plan and perform the audit to obtain
reasonable assurance about whether the financial statements are free from material misstatement.

An audit involves performing procedures to obtain audit evidence about the amaunts and disciosures in the
financial statements. The procedures selected depend on the auditor's judgement, including the
assessment of the risks of material misstatement of the financial statements, whether due to fraud or error.
0 making those risk assessments, the auditor considers the internal control relevant to the entity's
preparation and fair presentation of the financial statements in order to design audit procedures that are
appropriate in the circumstances, but not for the purpose of expressing an opinion on the effectiveness of
the entity’s internal control. An audit also Includes evaluating the appropriateness of accounting pelicies
used and the reasonableness of accounting estimates, as well as evaluating the overall presentation of the
financial statements.

We believe the audit evidence we have obtained is sufficient and appropriate to provide a basis for our
audit opinion.

Other than in our capacity as auditor we have no retationship with or interests in Destiny School.
Basis for Qualified Opinion on Financial Position and Financial Performance

In common with many charitable organisations, the School derives some of its revenue from donations, the
completeness of which is not susceptible to audit verification. Accordingly, cur examination of revenue from
this source was limited, and we were not able to detarmine whether any adjustments might be necessary fo
revenue, assets and fund balances. However we beliove that we have been furnished with information and
explanations that indicate all appropriate confrols over denations actually recefved and recorded are

adequate.




Qualified Opinion or Financial Position and Financial Performance

In our opinion excapt for the possible effects of the matter descriped in the Basis for Qualifisd Opinion
paragraph the financial statements on pages 3 to 17 present faiity; in all material respests the financial
position of Destiny School as at 31 December 2011 and its financial performance for the year then ended in
accordance with generally accepted accounting practice in New Zealand. - .

JSA Audif
June 2012

Newimnarkat
AUCKLAND
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