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PART ONE - IDP PROCESS AND DOCUMENTATION

1. INTRODUCTION

An Individual Development Plan (IDP) is a statement agreed annually
between a staff member and her / his manager which sets out the directions
for a staff member's development and which identifies the resources which
are to be allocated for that development.

The process has three aims

e To implement a process for individual reflection on work practice and
feedback received

¢ To implement a system of professional and/or personal development
for every staff member

e To provide a method of career planning for every staff member

This will provide an overview of the IDP process, work sheets to guide your
planning and discussions and the approval form. It also provides more
background and exercises to assist with reflection, on performance, work
environment and career issues all of which may inform the IDP process.
These exercises are intended to help people get started on the process.

Further assistance is available from your manager.

Individual development planning is a dynamic process and plans can be
altered over time. A recorded agreement must exist between a staff member
and manager before resources can be released. The approval form is
attached.

2. THE INDIVIDUAL DEVELOPMENT PLANNING PROCESS
PREPARING YOUR PLAN

All staff at He Puna Marama Trust / Kura Hourua are required to complete an
Individual Development Plan. When your plan is approved by the CEO /
Tumuaki, you will have access to your entitlement of staff development time /
leave and other resources to support the implementation of your plan. if you
are unsure of where to begin, this Guide provides a series of exercises which
will help you to review your current situation and future aspirations. Your
Individual Development Plan is one tool which can help you fulfil your
aspirations and contribute to the success of He Puna Marama Trust / Kura
Hourua at the same time. The steps on how to prepare your plan are set out
in a later section of this guide.




DISCUSSION WITH YOUR MANAGER

When you have identified your development goals and prepared your plan,
discuss it with your manager. This discussion provides an opportunity for
refinement of your plan. It is also the process by which you obtain sign off on
your entittements and any other resources available. Refer to sample
Preparation Worksheet which will guide both you and your manager in this
discussion.

IMPLEMENTATION AND EVALUATION

When your plan is approved by your manager you move through the cycle of
implementation and evaluation. When this is completed, your IDP needs to
be evaluated against the criteria for success you have identified in the plan.
Following evaluation, the process is repeated for the next year, building on
the outcomes of your current plan. The process is set out in the diagram on
the next page.




MODEL OF INDIVIDUAL DEVELOPMENT

PLANNING
ORGANISATION TEAM
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b)

d)

a)

h)

PREPARATION WORKSHEET FOR DISCUSSION STAGE

Position Description — Is it up-to-date? Accurate? Are the role, responsibilities
and performance standards clear?

Actions from last IDP — Have the objectives and strategies identified at my last
IDP been achieved or carried out?

Strengths — My greatest strengths in this role are:

Achievements — Areas where | believe | have achieved well are:

Difficulties — Problems | have encountered in the last year are:

Changes/support - Are there ways in which aspects of my work could be re-
organised or improved to make the job run more smoothly and give me a greater
sense of achievement?

Goals/objectives — What position-related targets would | like to achieve in the
next 12 months?

Individual Development Plan - What development objectives and activities are
pricrities for me in the next 12 months? Resources required?
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BUSINESS PLAN

4.1

Objective:

4.2

In this section you need to demonstrate how your school will be managed, and students
recruited, accommodated, and funded. You need to assure us that your school will be
financially viable within the funding available and has the appropriate capability and capacity
to establish and operate a publicly-funded school.

If your organisation is an existing independent school applying to become a PSKH you must
show that it has a good track record of financial management and explain any existing
issues which could impact on it becoming a PSKH. Please attach this information as an
Appendix,

Questions:

Part A — Governance, Management, and Administration

1. Describe your proposed structures and design rationale covering:

I HETRC A ARl 1

Heplinde |

Kaiwhakahaere Kaiwhakahaera Kalwhakahaere Student
Be Maeri Be Educated Be Rangatira Support

The above shows the diagrammatic relationships.

a} Governance;

b) Management;

¢} Administration; and

d} Subcontract arrangements (if applicable). NOT APPLICABLE

See the attached Quality Management System policy on Governance
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1.1 Establishment Name

He Puna Marama Charitable Trust trading as He Puna Marama Trust, which incorporates the following
Trust operations:

» Mokopuna Early Childhood Centres
» Mokopuna Early Childhood Services

- Parents as First Teachers (PAFT) Programme
Promoting Participation Programme
Mokopuna Rollout Project

¥ Leadership Academy of A Company

1.2 Dellvery Sites

Typer' " Operatlon - - ' . ' Locatlon

A : 1 | ' Head Offlcé- T 171 Lo;\;é;_lsgnt St o

| 5 ' - Administration Centre : - Whangarei

: - PAFT/PPP/MSD Offlces '

! B 7 372777 ﬁ;kopaﬁgiE?CE Cent;';_“ - 78 Tarewa Rd Whangarel |

‘ \ 3 Mokopuna ECE Centre o D 15 Stat|on Rd Moerewal o
4, Mokopur};EE:EE;Htre - | 17 Moody Ave, Whangarei
i 5 Mokopuna ECE Centre - ‘ TBC o

c 6 Lead_er_sj'hﬁ;'AEademy of ACompany | 2Deveron St, Whangarei

i

1.3 Legal Status

He Puna Marama Trust is a charitable Trust established under the Charitable Trusts Act 1957.
¥ 'He Puna Marama Trust’ is the trading name used by He Puna Marama Charitable Trust
> 'Mokopuna'’ is the trading name used by the Early Childhood Care Centres.

» ‘Leadership Academy of A Company’ is the trading name used by the Leadership of A
Company Cadet Hostel Programme.

1.4 Ownership and Organisational Structure

The Trust is the legal authority of He Puna Marama Trust. It has a Board of 5 trustees whe act co-
operatively to monitor the activities of the Trust. Trustees represent the interest of whanau, the wider
whanau and community.

Governance
The Board’s role is governance rather than management, which [s the preserve of the CEO.
Governance focuses on the Trust's wider issues of organisation, purpose, direction and ends.

The Board works in close partnership with the CEQ to ensure its objectives and goals are
achieved; supporting and resourcing the CEO to carry out his / her responsibilities.

Trustees are required to familiarise themselves with the Trust's policies, cultural considerations,
plans and priorities.

Management

Clause 3.7 of the Trust Deed provides for the Board to appoint a Manager, management support
team and staff responsible and accountable for achieving performance outcomes agreed by the
board under the aims and objectives under the society.

The Board of Trustees (The Board)

He Puna Marama Trust Quality Management System Page 4
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Accountable to the whdnau, whinau whanui, and community of He Puna Marama Trust.

CEO

Responsible and accountable to the Board for Managing, developing, implementing, monitoring
and maintaining the day to day operations of Trust resources, activities and quality management
systems.

Management Support Team (includes Administrators, Unit Managers, Finance, eic.)

Directly responsible and accountable to the CEO for developing, implementing, monitoring and
maintaining reporting capacities of the quality management systems.

Unit Staff {includes volunteer and non-paid positions within Trust Units)

Directly responsible and accountable to the Unit Managers or delegated authorised persons for
monitoring and maintaining quality management systems and contracted outputs. .

1.5  Requirements for Trust Membership

¥ A commitment to work for the benefit of the Trust.
¥ Commitment to role and functions of Trust

> Ability to work with CEO and staff to delivery, quality education and training, social and
health services, resources and facilities to whanau, clients, customers and in particular be
supportive of the aspirations of Macri, whanau, hapl and iwi.

1.5.1 Trustee Roles and Responsibilities

Chairperson

The Chairperson is the principal Trustee with general oversight responsibility in relation fo
implementation of governance policy.

Relationship with other Trusfees
The Chairperson is the Trustees’ first point of call on any matters that may impact on the Trust,
and controls discussions that take place during Board meetings.

Relfationship with the CEQ
The Chairperson maintains regular contact with the CEO and has responsibility to communicate
with the CEO on matters of importance that impact directly.

Meeling Responsibilities
Stricl observance of Agenda.

Treasury
Day by day financial responsibilities are delegated to the CEQ in consultation with the Chair. The
CEQ or a delegated representative will be authorised by the Board to carry out the duties of the
Treasury, which include monitoring of all income and expenditure. A financial report is to be
prepared and presented by the CEO to Trustees at each Board meeting.
» The Board is responsible for and maonitors:
- arrangement of mortgage and bank security
assignment of signing rights to specified persons
setting fiscal spending limits for the CEOQ.

Trustees

Ail Trustees are responsible for the well-being and development of the Trust and should
endeavour to maintain regular contact with the Chair in terms of the activities of the Trust.

» Specific duties include to:
- Carry out the recommendations expressed at meetings with the CEO
- Delegate activities to the CEO for the daily operations of the Trust
- Maintain decision making power at Trustee level

He Puna Marama Trust Quality Management System Page 5
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- Participate in an active capacity by promoting the Trust when and where possible

- Provide support to the CEQ as necessary with detailed information regarding operation
of the Trust

- Respond to requests in a reasonable timeframe.

1.5.2 Trustee Representative Roles and Responsibilities

CEO
Is also a member of the Trustees and acts as an Executive Trustee
Utilises all Trustees skills for assistance (if required)
Completes regular audit of key areas
Ensures a master file of various Acts are accessible to all Whanau
Ensures new and existing Trustees are inducted / instructed on fiduciary obligations

Informs Trustees of all government, contract, and legislation requirements; expected outputs;
activities and events

Keeps Trust informed on trends and strategies to enable proactive behaviour

Prepares monthly operation reports and statistical data to enable Trustees to make sound
financial decisions

Arranges and provides induction training for Trustees, and training for staff, and others to enable
Trust whanau to monitor and maintain quality management systems

Secure and file all Trust documents, protect their confidentiality, and manage any access to
organisation documents for which written authorisation has been obtained.

Construct meeting agenda
Acts upon decisions in deemed order of priority.

Treasurer
Maintains day to day financial records
Produces reconciliation of key financial reports
Maintains security of information on a daily basis
Assists CEO with preparation of monthly financial reports
Conducts annual Audit of accounts

1.5.3 Trustee Kaupapa / Vision

To create exceptional Maori services,

1.5.4 Trustee Strategic Focus

Set out in the Trustees Strategy Document — Appendix Il

1.5.5 Trustees Value Statement:

We value:

» Whanaungatanga
Whanau
Te Reo me ona Tikanga
Respect
Trust
Loyalty

Y V Vv Vv VY
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2. Clearly describe the relationships between the Sponsor organisation(s) and the
school leadership (including governance body) and your proposed strategies to
manage this.

The Tumuaki reports to the CEO (the sponsor's representative) and is responsible for
the day to day operations of the Kura.

The Tumuaki will have staff responsibilities, compliance, oversight for curriculum and
guality and performance.

The CEOQ is responsible for ensuring that the Kura Hourua meets its responsible under
the Agreement to the Ministry of Education through the Tumuaki and ensuring that the
Tumuaki receives the necessary Corporate support to perform.

3. Describe the nature and extent of teacher, parent/family and student input to
decisions that affect the school.

As with all our education services whanau are expected to have intimate involvement
with their son/daughters education first and foremost.

Annually the Kura shall hui with the whanau on the new directions and innovations
seeking input and advice.

As one of the key values is whanaungatanga the Tumuaki will operate a ‘open door
policy' to hear concerns and suggestions from whanau.

Part B -~ Planning and Establishment

4. Provide a detailed implementation and establishment plan which covers the
period from gaining approval to the end of the 2014 school year.

Establishment plan is attached

Part C — Finance

5. Detail your proposed financial plan demonstrating how it will ensure the
availability of funds throughout the year. ‘

See the attached finance plan for the projected funds

6. Provide in a separate Microsoft Excel workbook a detailed and itemised financial
forecast for the first three years of the contract, in terms of what funding you
consider will be required to operate your PSKH. List the assumptions and basis
of calculations alongside each of the cost areas.

See the attached finance plan for the projected funds

7. Describe any funding {additional to funding to be provided by the Crown) that is
to be provided to the school, including: Not applicable
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Part A — Governance, Management and Administration

3. Describe the nature and extent of kaiwhakaako, whanau and akonga input into decisions that

affect the school

Kura Hourua

Akonga

Whianau

Kaiwhakaako

We will lead the Kura Hourua community on developing a shared
viston of high expectations for learning and akonga behaviour

v

v

v

We will devolve appropriate decision making for the use of resources
—time, facilities, money

We will work on engagement thorugh empowering akonga and
whanau to make simple changes that contribute to a better Kura
Haourua environment

&

<

Developing a culture of akonga connectedness to the Kura Hourua
and a climate of warmth

<

Encourage akonga to talk openly with kaiwhakaako and whanau ahout
the learning and achievment aspirations

Regular whanau hui to discuss akonga achievement, behaviour and
successes

Encourage whanau to become involved through
strategiesthat help to enable whanau to be actively involved
in the akonga’s academic and Kura Hourua life

Ensure akonga lead whanau-kaiwhakaako discussions ta actively
involve them in discussions

Provide for akonga to give in-depth evaluations of kaiwhakaako

Strengthen family involvement in student achievement at Kura
Hourua and in the home

N EENEENEE AR SR

NN K ST KK N K

Communicate Kura Hourua behavioural and academic expectations to
whanau, and ask them to reinforce these at home

Provide a mechanism for regular commuication of issues that affect
the school

NIENIEVIES IR SR NERY

K

Support whanau increase their own skills and competence, to become
more involved in Kura Hourua life.

<
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