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APPOINTMENTS PROCEDURE

That the Principal and a Deputy Principal, recommend to the B.O.T. suitable
appointments for all Base Scale teaching vacancies including part-time positions.
The Principal is to be assisted by the Deputy Principal who is responsible for the
area of the school where the vacancy has occurred.

That the Principal and Special Programmes Co-ordinator recommend to the B.O.T.
suitable appointments for positions in the Special Programmes team.

That the Principal and the Senior Teacher Information Centre recommend to the
B.O.T. suitable appointments for the positions of Teachers Aide in the Information
Centre.

That the Principal and Executive Officer recommend to the B.O.T. suitable
appointments for Administration and Lunchroom positions.

The Principal and the Property Officer recommend to the B.O.T. suitable
appointments for Property positions.

That a Senior Staffing Committee of 4 members shall recommend to the B.O.T.
suitable appointments for the positions of Deputy Principal, Senior Teacher,
Property Officer and Executive Officer. The Staffing Committee shall be comprised
of:

a) The B.O.T. Chairperson

b) Principal

c) B.O.T. member elected by Board

d) D.P. or Staff Representative whoever the Board shall choose

The third and fourth positions can be reviewed by the B.O.T. from time to time

7.

10.

11.

All material provided by applicants when applying for positions at Fairburn School
must remain confidential to the members of the relevant Appointments Committee

That the appointment of a Principal including writing the advertisement, short-listing,
interviewing and selecting applicants shall be carried out by the full Board of
Trustees. The B.O.T. should invite another Principal to participate in the
appointment procedure in an advisory capacity or use an appropriate consultant.

That only New Zealand registered or provisionally registered teachers shall be
employed at Fairburn School in teaching positions

The full B.O.T. shall be informed of the decision of an Appointments Committee as
soon as is practical

Appointments to R.T. Literacy or R.T.L.B. positions shall be recommended to the
B.O.T. by the respective Management Committee.
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ASSESSMENT AND EVALUATION PROCEDURE

On going assessment and evaluation of pupil ds
in a variety of ways:

1. So that appropriate programmes of work for children can be formulated.
2. To provide feedback for students, teachers, parents, and other agencies.

3. To help in identifying children or groups of children, who are in need of particular
assistance.
GUIDELINES:

1. Each student will have an INDIVIDUAL PROFILE booklet and WORK SAMPLE
FOLDER, summarising progress in curriculum areas.

2. Levels of achievement will be entered in June and November, or on an on going
basis as curriculum areas require.

3. Assessment tasks may be formative, summative or diagnostic in their nature.
4. INDIVIDUAL PROFILE information will be gathered and entered by classroom

teachers, and monitored by Senior Staff. Classroom teachers will evaluate and use
this information to help plan appropriate programmes of work.

5. Staff will receive on going professional development to help them in effectively
implementing the assessment programme.

6. INDIVIDUAL PROFILES and WORK SAMPLE FOLDERS will be used in reporting
to students, parents and teachers.

7. Summative information gathered by Senior Staff for aggregation and evaluation of
data may be used to report to other agencies.

8. Reviews of assessment procedures and policy will take place regularly.

Also refer to:
9 Curriculum Delivery Policy
fHomework Procedures
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ATTENDANCE PROCEDURE

1.

ALL children enrolled at Fairburn School will be required to attend school regularly.
The school will be notified by parents either verbally or in writing as to the reasons
for a pupil ds absence.

Childrends attendance wil/l be monitored by
attendance is causing concern will be brought to the attention of the DEPUTY
PRINCIPALS. The DEPUTY PRINCIPAL will implement whatever procedures are

deemed necessary t o eRGICY en attehdarice it doreplied c hoo |l 6
with.

Teachers will maintain their attendance registered in a tidy and accurate manner,
according to the directions specified by the Principal.

BEHAVIOUR MANAGEMENT PROCEDURE
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Teachers need to be familiar with the school values as these are the principles upon which our
behaviour management is based as a school. It is important that teachers model these values in
and outside of the classroom. There is also a set of school rules that each classroom has a
copy of fora general listof @ o s a n dowhicb stu@ldnts should be familiar with.

The following types of behaviour are unacceptable: racist bullying, bullying of students with
special needs, homophobic bullying, and sexual harassment.

While Fairburn School does not have a dixedddiscipline plan there are a number of situations
where certain steps need to be taken as outlined below:
1 Swearing-any student heard swearing by a teacher needs to be spoken to by that
teacher. If necessary, follow up with the appropriate DP. If a student swears at a staff
member the appropriate DP must be involved who may contact the parents.

1 Fighting- any students fighting (not play fighting) are to be sent to the Time Out Area to
calm down with follow up from the appropriate DP. Repeated problems will involve
contact with the parents. Students play fighting need to be dealt with by teachers on
duty or teachers who see it. If the same students continue to play fight then time out
needs to be used with DP follow up.

1 Non Compliance-i f a student wondt do what ,tinfoeny
your Senior Teacher or DP to discuss consequence strategies. Continual problems in
the classroom or playground need to involve the appropriate DP.

1 Whitestick-i n every teaching space and in the
white stick. In emergencies where a teacher needs extra support, the stick needs to be
taken by a student to the front office and an adult who is most appropriate for the
situation, will go to assist the teacher. The sticks are clearly labelled to indicate the area
they have come from.

Time Out Area:
This should not be used as an area for students to complete classroom work or for
consequences for classroom behaviour unless it is part of behaviour contracts that are
monitored by the DP. It is more effective if teachers supervise these students themselves
during break time. 5-10 minutes is all that is generally required. The Time Out Area is
located between the staffroom and Room 15. When sent there, students need to sit quietly
but not facing the wall.

Food and Nutrition Policy:
Any teacher who sees a student eating or drinking food they are not allowed to have i.e
chips, fizzy drinks, lollies, chewing gum should confiscate this until home time and then
return it. For ongoing problems, contact the parents or if unsure, talk to the DPs. It is
important that teachers monitor this regularly.

Children Leaving The School Grounds:
No students should leave the school grounds without permission. If they do, let a DP know
straight away.
1 If going home they need a note from the parents which needs to be approved by
the appropriate DP.
1 If being picked up during school hours parents need to go through the school office
and fill in a Pupil Leave Notice to be given to the teacher.

Classroom Behaviour:
Except where inappropriate behaviour is ongoing and extreme, teachers should enforce their
own management strategies and consequences. This gives students a greater respect for
their classroom teacher. Ideas for behaviour management and strategies can be discussed
with your Senior Teacher and/or DP. There are a number of programmes/strategies

ar e

duty

including AStdPniTdhrn n&c Dodl ) , AThi nking Spotso,

that are useful for formulating classroom behaviour strategies.
Managing Inappropriate Behaviour
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| Assist is a useful teacher strategy to remember when dealing with inappropriate behaviour
and is a strategy that allows a student to move forward and learn from mistakes:

| Isolate the student

Actively listen

A
S Speak calmly, clearly, assertively, respectfully
S

Statements of understanding precede requests

I Invite the student to consider positive outcomes and behaviours

S Space reduces pressure

T Time helps students respond to requests

Be Creative and Positive in Changing Behaviour:

Stick to goals set
Small steps at a time

E R

Givehopet hat

Give positive feedback as a student makes changes
@cantoe fireg 8.9:

Teach a student who steals how to borrow and learn to be trusted
Acknowledge the effort the student has put into calming down rather than hitting

out

Plan strategies together to help a student cope with challenging situations
Involve other students and teachers in giving support
Ensure parents are aware of behaviour progress and achievements

Establishing a Positive Classroom Environment:

Teacher Student Environment
Focus on the primary What does the student need, How is the environment
behaviour feel or want? Think about it or affecting the situation?

Maintain a positive attitude
Believe the student can
change

Dondt take
comments personally
Find positives in the student
Address the behaviour not
the person

Always try to remain calm
Awareness of body language
Avoid power struggles-allow
cool off time

Plan responses- act not react
Personalise communications
Dondt use humi
rejection as a management
technique

beh

ask

Determine the type of
aggression/behaviour
Know the student:
History
Needs
Strengths
Interests

Minimise triggers

Structure programmes
Establish routines

Ensure relevance of work to
level of students

Behaviour strategies need to
reflect individuals

Individual behaviour
management goals/contracts
cooperatively planned

Form an alliance with parents
to reinforce positive
behaviour

Access to professional and
school based assistance

CHILD ABUSE PROCEDURE

INTRODUCTION:
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1

ALL CHILDREN ARE TREATED WITH DIGNITY AND RESPECT AND HAVE
THE RIGHT TO HAVE THEIR NEEDS MET IN A SAFE ENVIRONMENT

1 ANY STAFF MEMBER WHO BELIEVES THAT ANY CHILD HAS BEEN, OR IS
LIKELY TO BE HARMED (WHETHER PHYSICALLY, EMOTIONALLY OR
SEXUALLY); ILL TREATED, ABUSED, NEGLECTED OR DEPRIVED IS TO
REPORT THIS MATTER TO A
DEPUTY PRINCIPAL, THE PRINCIPAL OR SCHOOL SOCIAL WORKER.

PROCEDURES:
1 AT ALL TIMES PRIORITY MUST BE GIVEN TO THE SAFETY AND WELL

BEING OF THE CHILD.

GUIDELINES FOR INSTANCES OF SUSPECTED CHILD ABUSE:

1.

The teacher should record in writing, details of behaviour or physical injury which
arouse suspicion or that are inappropriate (refer to indicators in the back) or the
teacher can report the suspected abuse to SWIS who shall record the instance in
writing. This must be done as soon as the suspected abuse is noticed. Ensure
such records include dates, places, times and other participants or witnesses where
appropriate.

The teacher will place such records in a secure place to ensure confidentialityd i.e.
with Deputy Principal, Principal or School Social Worker.

The teacher should inform the Deputy Principal, Principal or School Social Worker
about concerns

Following consultations with the Deputy Principal, Principal or School Social Worker
the concerns may be discussed with any other staff who with the child involved.

Where appropriate the Public Health Nurse, CYF, and police or mandated agency
shall be contacted by the Deputy Principal, Principal or School Social Worker and a
course of action determined.

GUIDELINES FOR SUSPECTED CHILD ABUSE ARISING FROM DISCLOSURE:

The teacher shall write as verbatim as possible the details of the disclosure
including such specifies as times, dates, places, withesses, etc.

The teacher wi || reassure the c¢chil d
teacher should not interview the child.

The teacher shall hand the written account to the Deputy Principal, Principal, or
School Social Worker for consideration and consultation and keep the disclosure
confidential.

All written records of the disclosure must remain in a secure place for
confidentiality.

Where appropriate the Deputy Principal, Principal, School Social Worker shall
contact the Public Health Nurse, CYF, Police or other mandated agencies.

The Principal, Deputy Principal or School Social Worker shall keep the classroom
teacher informed of developments
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REFERRAL FORM

Suspected Abuse Disclosed of Abuse
Chil d6s_Name: Room:
Your Name:

Participants/ Witnesses:

Physical Injury if any:

Date: Time: Place:

CONCERNS:

PLEASE NOTE: Use one form for each incident.
Forms should be left in the care of the
PRINCIPAL, DEPUTY PRINCIPALS or SOCIAL WORKER.
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INDICATORS OF CHILD PHYSICAL ABUSE PROCEDURE

CONSIDER:
1 Contradictory or inadequate explanation of injury
9 History of repeated injury, accidents to the child
1 Multiple injuries
1 Untreated injuries, delay in seeking treatment
1 Thesiteofinjuryonthe chi |l dés body
1 The shape of injury

1 The type/colour of injury

BEHAVIOURAL INDICATORS:

1 Fear of parent/carer

1 Excessive fear or fearlessness of adult authority
1 Aggressive, destructive behaviour

1 Passive, withdrawn behaviour

1 Wariness of physical contact from adults

1 Apprehension when an adult approaches a child
1 Inappropriate hunger for affection, attention and difficulty relating to others
1 Constant watchfulness

1 Fear of going home

1 Marked changes in behaviour

1 Regressive behaviour T (soiling, wetting)

1 Role reversal

1 Poor performance at school

1 Early arrival, late lingering at school
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INDICATORS OF CHILD SEXUAL ABUSE PROCEDURE

1 Overly compliant behaviour
1 Acting i out, aggressive behaviour
1 Pseudomature behaviour

1 Hints about sexual activity. (Includes sexualized drawings and unexpected reactions to
sexual/sexualized behaviours in others)

1 Persistent and inappropriate sexual play with peers or toys or with themselves

1 Detailed and age-inappropriate understanding of sexual behaviour (especially by young
children)

1 Arriving early at school and leaving late with few, if any, absences

1 Poor peer relationships or inability to make friends

1 Lack of trust, particularly with significant others

1 Non participation in school and social acitivities

1 Inability to concentrate in school

1 Sudden drop in school performance

1 Extra-ordinary fears of males (in cases of male perpetrator and female victim)
1 Seductive behaviour with males (in cases of male perpetrator and female victim)
1 Running away from home

1 Sleep disturbances

1 Regressive behaviour

1 Withdrawal

1 Suicidal feelings

1 Physical signs i interference with urination, defecation, menstruation and signs of injury
(difficulty sitting/walking/not wanting to participate in P.E. T not wanting to undress for
P.E.)

Page 11 of 85




COMMUNITY CONSULTATION PROCEDURE

OBJECTIVE:

1 To establish a procedure for the Board to consult with the community on a regular
basis.

STRATEGIES:
1. All Board meeting dates will be notified to parents in the school newsletter.
2. All Board meeting minutes are available upon request at the school office.

3. At least once per year, the Board shall invite all parents to a meeting at school to
di scuss the past yearb6s activities and

any

4, The School 6s Charter shall be revi ewed ev

following the election of a new Board. Such a review shall involve a consultative
meeting with parents.
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DRESS CODE PROCEDURE

RATIONALE:

It is important that children attend school dressed in a clean, tidy manner and in clothes which
are suitable for them to function effectively as school pupils. The dress code is designed to
provide a set of guidelines to achieve this goal without being unduly prescriptive. The dress
code has been compiled after consultation with children, staff and Board members.

DRESS CODE:

1. Children should come to school in a clean and hygienic condition and wear clean tidy
clothing.

2. Children should not wear make-up or cosmetics to school unless it is necessary for
medical or cultural reasons.

3. Children should not wear jewellery to school, except for studs and watches, unless the
item of jewellery has a religious, cultural or medical significance.

4. Chil dren6s clothing should not include inappr

5. Al | clothing should carry the childés name.

6. Each child must wear a hat to school during Terms 1 & 4.
7. All children should wear footwear to and from school each day.
8. Children should not go outside wearing only socks on their feet.

9. The interpretation of this dress code is at the discretion of the Principal or Deputy
Principals.
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EMERGENCY PROCEDURES

The signal for an emergency clearing of the school building will be a continuous peal of the
school bell system. If this is not functioning, a hand bell will be used to give the same signal.
Shouldthesmoke det ectors be activated the school 6s al a

At this signal class teachers will assemble their class, collect the class roll (only if based in the
classroom) and check designated cloakroom areas. The class will proceed quietly under the
direct supervision of their teacher through the most appropriate exit to the far field well clear of
all buildings. There they will assemble in lines for roll call. Each class must report the result of
their roll call to their Senior Teacher who will report to the Deputy Principal for their area. The
Deputy Principal will be the co-ordinator for classes for their area on the field and will report to
the Principal.

The Secretary will phone for the fire-brigade, if necessary, and then proceed to the outside
assembly area.

The Teach ewilksdheckAhedSEk-Bay, Toilets, Staffroom, Performing Arts Room and
Resource Rooms then proceed with First Aid Kit to the assembly area.

Special Programmes Teachers evacuate groups to join their own classes, then one checks
main junior school toilets, and another checks relocatable toilets, before reporting to the
assembly area.

Where a class teacher is occupying the hall at the time the alarm is activated, the teacher will
check the kitchen and toilet areas of the hall if these are unlocked and it is expedient to do so.

Where a class is occupying the Information Centre the class teacher will assemble their class
and proceed quietly with their class through the most appropriate exit to the far field. The IT
teacher will check all areas in the Centre before proceeding to the field.

All Other Staff should leave their post and proceed to the assembly area.

The Dental Therapist will take his/her patient to the class teacher at the assembly area.

All teachers are expected to read any handbooks on safety precautions made available to
them.

VOLCANIC ERUPTION:

Through the loud hailer you will be told of an eruption
(See specific plan)

Level 1 and 2: school has from 1 to 3 days warning. Children move to hall with all their
belongings and wait to be evacuated.

Level 3 and 4: 1-3 hours warning. Loud Hailer will announce move to hall immediately.

Level 5: No warning i stay put and wait for instruction. Use the pandemic goggles and masks if
having to move where there is ash.

ALL INSTRUCTIONS THROUGH TEXT AND LOUD HAILER.

Also refer to Health and Safety Policy
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Fairburn School Volcanic Eruption Emergency Plan (Developed 2008)

Key contact people

Co-Principal 021 970 595

Co-Principal 021 970 596

Board Chairperson cell phone 021 932 088

School website www.fairburn.school.nz

Responsibilities

Boards of Trustees are responsible under the Education Act 1989 for the management of
schools and under the Civil Defence Act 1983 they have the responsibility to prepare for
emergencies and to contribute to planning. Principals are responsible for ensuring that all
occupants of the premises are familiar with the procedures to be followed in an emergency and
that regular practice sessions are held. The principal should decide whether the buildings are
safe to occupy prior to, or after an emergency, and make decisions about the evacuation of the
school premises. Teachers have the responsibility of ensuring that their students are familiar
with the correct procedures to be followed in an emergency.

In an evacuation see Emergency Response Chart Levels 2to 4

The communications officer to liaise with media and parents in a civil defence emergency is the
Principal, Deputy Principal or Board Chairperson.

Specific tasks (see flow charts for teachers with and without classes)

Principal checks all buildings to see everyone has evacuated. Once in hall acts as liaison
person sends out text & email via website to all parents and phones any without email or text.

Deputy Principal moves straight to hall to ensure orderly entry then doors and windows closed.

Caretaker- opens doors to hall once call is made re:eruption and school evacuates to hall. Also
puts sign at the 4 access points school has evacuated to the hall. Checks that school buildings
door accesses are closed.

Executive Officer and Office Staff take rolls, transistor and laptop with network cable to the
hall. Full address list also taken to hall with 2™ school cell phone.

Teachers i close windows, walk children to hall with bags and drink bottles. Take school roll.
Teachers take your cell phones with you. The principal has you on one distribution list
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VOLCANIC ERUPTION AND ASHFALL EMERGENCY RESPONSE

Civil Defence will warn of impending life-threatening eruptions.

WARNING LEVELS:

Level 11 seismic unrest detected

Level 2 i warning 1 -3 days ischool assembles in the hall and arranges with parents to
evacuate

Level 31 warning A few hours to 1 day- school assembles in the hall and parents asked to
evacuate children. Staff given the option to go to their families. Principal and Deputy
Principals remain until all children evacuated or Civil Defence advises action.

Level 47 warning a few hours i Evacuate to hall and await instruction from Civil Defence .

Be prepared to respond rapidly. Fairburn Primary, in an eruption, evacuates to the school
hall.

Staff Action

Keep doors & Listen for the Civil
windows closed Defence Warning

Keep students
together

When outside wear
face mask & goggles

Stay indoors as much as Follow instructions
possible

properly

Keep gutters & roof clear Make sure you have Disconnect down pipes
of ash if safe to do so sufficient water supplies from water tanks

Principal Action

Listen to the radio for the Keep stalT and students Be ready to evacuate
Civil Defence Warning informed at SHORT NOTICE
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EVACUATION/EMERGENCY RESPONSE

STAFF RESPONSIBILITIES:

Staff Assigned to a Class

Check restrooms and
cominon areas

Leave through
assigned exit

Assign responsible person to
assist disabled students

Take class list

Lead class to designated
assembly point

Report any missing
students to the Principal

Take the roll

-

Await instructions Area must be free

Jfrom hazards

Staff Not Assigned to a Class

Check restrooms and
common areas

Report to the
Principal

Keep hazardous areas and
vehicle access areas clear

Principal

Report any missing
persons to the Emergency
Services

Assist with
evacuation

Signal the
evacuation

Determine when building
safe to reenter

Notify teachers
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EVACUATION DRILL TO BE PRACTISED ANNUALLY:

The 4 R response plan as with all other emergency planning applied:

REDUCTION - READINESS - RESPOND - RECOVER

The Ministry of Education has been provided with mobile phone details of key staff and the
BOT Chairperson

GENERIC EMERGENCY ACTION PLANNING

Staff action plan (what to do first?) Finding out what is happening:

In the initial stages of an emergency, roles of key personnel will focus on the safety and well
being of staff and students.

1 Calm and reassure frightened pupils and staff.
1 Locate any missing pupils or staff.
1 Keep records of the pupils released to parents or other authorised persons.

1 Have tuned to a reliable radio station (e.g. Newstalk ZB - 1080 AM / 89.4 FM or
National radio (101.4).

1 Loud Hailer used to alert any danger

1 An 0800 number may be set up during the incident to provide information to the
community. This number is likely to be released via the radio or television.

WEBSITES

1 Depending on the size and duration of the incident, information may be available on the
internet www.auckland.cdemg.org.nz.

Advising parents and careqgivers of the school's emergency plan:

At the beginning of the year, parents and caregivers are advised of the school emergency plans
and procedures. The procedures and guidelines you expect them to follow need to be clearly
stated through the newsletter and website. The following information will be stated:

1 dupils will NOT be released from the school unless a parent (or person designated by
the parent) comes for their child. All uncollected pupils will remain in the care of the staff
until handed to civil defence or other suitable authorities, eg Police or Children and
Young Persons Serviced

1 dupils will NOT be released to leave the school with another person or alone until the
Police advise the area is safed

9 df it is necessary to leave the school grounds, information will be left telling parents
where their children have been taken.d
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EMERGENCY

RESPONSE PLAN

ROLES

FIRE

Continuous electronic bell

Assemble on Fairburn Road side of
the field

(see flow chart)

Deputy Fire Warden( DP senior school or
junior school i wear armbands) coordinate at
assembly area

Fire Warden (Principal T wear armbands)
coordinate from school gate

VOLCANIC ERUPTION
Loud Hailer or Hand Bell

Level 11 seismic unrest detected

(see flow chart)

Principal to monitor situation and await
instructions from civil defence

Loud Hailer or Hand Bell

Level 21 Warning 1-3 days

School assembles in school hall and
Principal arranges for parents to
evacuate

Senior Teachers to ensure that all of their
teams are present in hall and report to DPs

Loud Hailer or Hand Bell

Level 37 Warning a few hours to 1
day 1 school assembles in hall and
parents asked to evacuate children.

Staff given the option to go to their
families

Principal and DPs remain until all
children evacuated or Civil Defence
advises action

Senior Teachers to ensure that all of their
teams/children are present in hall and report to
DPs

Level 41 Warning a few hours i
Evacuate to hall, await instructions
from Civil Defence

Senior Teachers to ensure that all of their
teams/children are present in hall and report to
DPs

Level 51 No warning
Stay put and wait instruction

Use pandemic goggles and masks if
having to move anywhere there is
ash

Teachers supervise classes indoors and await
further instructions

CHEMICAL SPILL/GAS
LEAK

Any incident that requires the
occupants of the school to leave
the premises i Lock rooms and
meet on netball courts in front of
Rooms 17 4 (as per fire procedures)
evacuate to St
School via safest route.

J 0§

Lanai signs on gates informing parents of pick
up point

Caretakers 1 lock up school
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ROLE WHO WHERE BASED KEY RESPONSIBILITIES
Emergency Principal Offices attached Co-ordinates the emergency response;
Manager Rooms 11-14 establishes an emergency co-ordination centre
Establish communication with authorities
Liaise with emergency services or other
appropriate agencies
Identify resources needed
Close and/or evacuate the school if necessary
Decide which buildings and/or premises are safe
to occupy prior to or during an emergency
Decide whether or not to send students home
Attempt to contact parents to advise of situation
at school
Perform additional tasks as pre-determined in
plan
Deputies Deputy School Room Support Manager in co-ordination and
Principal ) ication th h h i
rincipals Office attached to communication throughout the response period
Room 27 Maintain communication lines with staff
Ensure an adequate message is left at the
school if evacuation is necessary.
Communications Executive Administration Keep a log of all events, times, decisions and
Recorder Officer messages 6on the dayo
Reception/Ad Keep master files of all personnel on site during
min staff emergency (relievers/staff away etc)
ICT Update messages on answer machine
Coordinator . .
Update website to inform parents of events
First Aid Co- Helen Keegan | Sickbay or hall if Support staff and students injured
ordination numbers dictate — .
Maintain emergency supplies
Isolationwardi 6i nj ury centrebd
Sickbay then hall if numbers dictate
Hazard Caretakers Administration Check damage to utility systems and appliances
Management . —
Dave Following an emergency incident (eg.
Townsend earthquake) turn off water, electricity, and gas (if
mob:0274 502 applicable). Extinguish any small fires before
004 they get out of hand
Dave Currie Seal off areas which are deemed to be unsafe
Mob:021 295 Ensure that if the fire hoses are on the general
0487 water supply it is not turned off

Student Care

Teaching Staff

In classrooms or at
evacuation point
depending on crisis

Account for all students (roll call)
Evacuate area including classrooms, toilets

Assemble students in pre-designated area (or
other if deemed appropriate by designated
person)

Supervise students during evacuation,
occupation or containment

After an emergency incident (eg. earthquake)
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check classrooms and surrounding areas for
hazards (eg. small fires)

Aid injured or distressed students
Perform additional tasks as allocated
Notify manager of missing students

Keep records of the pupils released to parents or
other authorised persons and forward
information to communications co-ordinator

Support Support Report to Admin After an emergency incident (eg earthquake)
Staff/Teacher check for incipient hazards in administration and
Aides service areas
Perform additional tasks as allocated i tasks
delegated by Manager or Deputies
Students Follow advice and direction of staff

Stay calm and look out for fellow students

Perform additional tasks as allocated

Parents/Caregivers

Follow instructions given by emergency services
and/or Principal (or representative)

Do not try to phone school (this ties up
emergency lines) or take risks to reach the
school

The staff there have an emergency plan and
know what to do

Listen to your radio for information from the
school, emergency services or the Auckland City
Council.

Contractors/Visitors

Follow instructions given by Principal (or
representative)

Advise Principal (or representative) if leaving the
school grounds

Offer to help. Your specialist skills may be
needed
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INFORMATION SOURCES:

All communication systems dependent on electrical power or telephone lines which may be
disrupted during an emergency. It is important to plan alternative ways of receiving or conveying

messages if this is necessary.

Battery operated
RADIO

In cupboard in front office
with spare batteries

Manager/DEPUTIES to use
Newstalk ZB i 1080 AM/89.4
FM

National Radioi 101.4

CELLEPHONE CONTACT
SUPPORT STAFF RUNNERS
2 WAY RADIO

As not intercom system there
are 3 options

In front office

Messages written down to
minimise confusion

WEBSITE i if not disrupted
EMAIL TREE

ICT co-ordinator to post
updates on front page of the
website/email tree

For parents and wider
community

MESSAGE ON SCHOOL
ANSWER PHONE

NOTICE ON SCHOOL GATE

Communications co-
ordinator to post

Property Staff to put up signs

For parents and wider
community

Updated twice a day or more
frequently if new information
comes to hand

MEDIA SPOKESPERSON

One spokesperson only

Emergency manager or deputy
in her absence

ADMINISTRATION AREA

Gateway to pick up students

All parents encouraged to
come via office to record
students leaving premises

I'f this doesnot
record students leaving with
parenti NOT to be taken by
unauthorised person i Child to
remain at school
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HEALTH: PANDEMIC PROCEDURE

RATIONALE :

Fairburn Schoohas an agreed procedure to follow if ever a pandemic alert occurred.

WHY A NEED FOR A PANDEMMIC PROCEDURE? :

1 To ensure that as a community we have a pandemic plan in place as a
component of our emergency planning.

1 To ensure that we maintain as full a service as possible for as long as possible
during a pandemic emergency (consistent Bithie Services Commission
Guidelines.

1 To consider alternative means of delivering education to their students (for
example, distance learning options) during such an event.

1 To ensure thafairburnSchoolis pat of New Zealand's National Health
Emergency Plato help prevent the influenza spreading. School closures aim to
reduce close contact between children (children have been known to remain
infectious for up to 2 days whereas the risk period is only eight days for adults).
Closures do not mean that facilities would be closed for quarantine. Staff may
still go to work, work remotely, or carry out additional or alternative duties for
their employer or another aggnd&ducation facilities may be used for
alternative purposes such as Community Based Assessment Centres (CBACs)

1 To understand that a pandemic may come in several voaees 68
month period. Athe peak of the worst pandemic wave, up to 50% of the
workforcemay be sick, lookingfter sick dependents, or carrying out
‘alternative dutiesh priority areas for theiemployer or another agency
(such as health or welfare roles).

! In a pandemic emergency people with influenza symptoms will be encouraged to stay away from
hospitals and doctorsé surgeries, and to seek as¢di
(CBAC). Some Dstrict HealthBoards may consult witlyovernos or proprietorsof someeducation
providersabout using theifacilities for this purpose.
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BACKGROUND INFORMATION :

It is not possible to predict how Igra pandemic may last.

State sector employees will be paid their normal salary during a pandemic,
provided, wit h -appnogal theyecome toavgrieim thes uspal e
workplace (with rigorous personal hygiene, social distancing and cleaning
regimes in place)

State sector employees will be expected to use their leave entitlements (sick,
domestic, annual or other, with ability to anticipate some sick leave) if they are
sick or looking after sick dependents during a pandemic emergency. An
employee Wo contracts pandemic influenza may be sick for up to two weeks.
When sick leave entitlements and advances are exhausted, State Services
employers may provide additional paid special leave during Stages 2 and 3 of a
pandemic but only where this will corttite to preventing the arrival or spread
of a pandemic. For an approach to leave usage during a pandemic Segdhe
Services Commission

In the event of a pandemic or thessibility of a pandemic therincipal (or
hig’herdelegate) supported by the Senior leadership team and the BOT staff
representative will mamgge the pandemic or likelihoarf a pandemic. The
Pandemic Management Tean{PMT) will:

. Establish a system to mibor staff who are ill or suspected of being ill,
including contacting staff who are unexpectedly absent from work: Has their
doctor been notified of their illness? Have they been in contact with anyone?
. Ensuring thafairburn Schoohas adequate suppliektissues, medical and
hygiene products, cleaning supplies and masks.

In the event of a pandemic or probability of a pandemic the school will liaise
closely with the Public Health Nurse.

Communication with the school community

It is likely therewill be anxiety during a pandemic and this is likely to contribute
to increased absence and/or increased stress tBahel of Trustees, staff,

parents/whUnau and students. According
Communicate early the possibilty of a pandemic d@d i r bur n Schg
preparedness to managéit o your board, staff, stud

Ministry of Health influenza advice might be useful.

Discuss with staff possible health and safety issues, and leave arrangements for
them if they are ill or need to look after dependents.

Have a comprehensiy#an (will be developed by the PMT in consultation with
the PHN) in place which is clearly communicated to your board, staffents,
parent s abBmslire that tbmmunications management during the
pandemic is part of the plan. It will be important to have systems in place to
allow your school to communicate effectively in a pandemic.

Our comprehensive plan to communicatasper our contact phone list. It
involves the ability to text all staff and communicate to relevant media the
information required.

In activating our plan, we will provide clear, timely and 4ative )
communications to our board, staff, studeptsan t s a n dexplihihgn a u
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= =4 8 A

how our school is handling the situation. Currently all staff and some BOT
members are linked electronically.

We have established a Acommunicat.
important messages. We have considered how Wenaintain communication
with:

board, staff, student, parents and
other schools in your area/cluster

relevant agencies and community support networks

key suppliers and contractors.
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APPENDICES: Fairburn School

PROTECTING YOURSELF AND OTHERS AGAINST
RESPIRATORY ILLNESS

HANDWASHING IS THE MOST IMPORTANT THING YOU CAN DO
TO PROTECT YOURSELF

1 Cover your nose and mouth when coughing or sneezing

1 Use a tissue and dispose of this once used

1 Always wash hands after coughing and sneezing or disposing of tissues

1 Keep your hands away from your mouth, nose and eyes.

1 Avoid contact with individuals at risk (eg, people with underlying or chronic
illnesses such as immune suppression or lung disease) until the influenza-
like symptoms have resolved.

1 Avoid contact with people who have influenza-like symptoms.

1 Ask students to use a tissue and cover their nose and mouth when coughing
or sneezing and to wash and dry their hands afterwards.
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Hand Hygiene with Soap and Water

1. Remove jewelry.
Wet hands with warm
water

2. Add soap to palms

3. Rub hands
together to create a
lather

4. Cover all surfaces of
the hands and fingers

gb

e ———

——

5. Clean knuckles,
back of hands and
fingers

6. Clean the space
between the thumb
and index finger

7. Work the finger tips
into the palms to
clean under the nails

8. Rinse well under
warm running water

9. Dry with a single-
use towel and then
use towel to turn off

Minimum wash time 10-20 seconds.
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Hand Hygiene with Alcohol-based Hand

Sanitizer
1. Remove jewelry. 2. Rub hands together |3. Rub in between
Apply enough product palms to palms and around
to open palms.** fingers

4. Cover all surfaces of | 5. Rub backs of hands | 6. Rub fingertips
the hands and fingers and fingers. Rub each |of each hand in
thumb. opposite palm

Sz

7. Keep rubbing until hands are dry.

**The volume required to be effective varies from product to
product. Enough product to keep hands moist for 15 seconds
should be applied.

Do not use these products with water. Do not use paper towels to dry

hands.

Note: Wash hands with soap and water if hands are visibly dirty or
contaminated with blood or other body fluids. Certain
manufacturers recommend washing hands with soap and water after
5-10 applications of gel.
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A. Screening flowchart

For detection and management of suspected pandemic influenza cases

Process

1. Your school 6s influenza manager receive
have influenza, or from a staff member who has noticed a child who may be ill.

2. Avoid contact with thesick person if possible and manage the process over the
telephone.

3. For someone at the school who is ill, follow the flowchart below:

Assess whether the person or chitgs fany of the following
1 High fever (or feel feverish and hot)
1 Headachgfatigue and weakness
1 Sore throat, cough, chest discomfort, difficulty in breathing
9 Muscle aches and pains.
9 Been overseas receyitb an affected country

Yes, has two or more |
symptoms described above

and been overseas OR in

contactwith some

No symptoms, as
Aearrihed ahnva

Person unwell. May be considered Unlikely to be influenza.
as possible case of influenza. 1 Rea;sure

1 Advise them or the
— parent s/ whuUn
Fill in the suspected Influenza doctor
Notification Form. Take names of —

contacts (those who have been
within one metre of them or in an
enclosed place for more than 60
minutes).

|

A 4

A 4

Obtain a surgical mask for the

person ill at school and organise for Advise contacts that they have been
them to Ieave SChOOI |mmed|ate|y in contact W|th Suspect case.
Suggest they or their family call their

doctor by telephone to advise that Ask contacts to gohome and to
they have been in contact with a stay there until advised

suspected influenza case.

'

Arrange for cleaning of the area |
where thev have been.
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C. Influenza staff notice Fairburn School

INFLUENZA NOTIFICATION

Influenza is a contagious dase.

There is currently an increase in the numbers of people in New Zealand with influenza.
To prevent the spread of influenza here:

DO NOT ENTER if you have:

1 chills, shivering and a fever (temperature aboiC38
1  onset muscle aches and pains

1  sore throat

1 drycough

1  trouble breathing

1  sneezing

1  stuffy or runny nose

1 tiredness

If you start to feel ill at school or are showing any of the symptoms listed above,
DO NOT leave your area.

Call the influenza manager

,,,,,,,,,,,,,,

éééecééeeéeéeeéeé Phone ext éeéé
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D. Influenza student notice ZFairburn School

INFLUENZA NOTIFICATION

Influenza is a contagious disease.

There is currently an increase in the numbers of people in New Zealand with influenza.

To prevent the spread of influenza in this school, you malistour teacher if you

have any of the following flu symptoms:

1 chills, shivering and a fever

1 onset of muscle aches and pains
| sore throat

1 dry cough

| trouble breathing

1 sneezing

1 stuffy or runny nose

| tiredness
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E. Closure notice

SCHOOL CLOSED

Fairburn School

DUE TO THE INFLUENZA PANDEMIC,

THIS SCHOOL IS CLOSED UNTIL FURTHER NOTICE

DO NOT ENTER

For urgent enquiries, contact
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F. Suspected Influenza Notification Fornfairburn School

Details of Affected Staff/Students

Name: Site: Location of isolation:
Job title: Nationality if visitor to site:|Date of birth:
(optional)
Address:
Telephone no:
(W) (H) (M)
Symptoms noticed:
Fever [] Body aches [ ]
Headache [ ] Fatigue_|
Drycough [ ]  Others [ ] Detalils:
Cold []
Time of fever orset:
Time of isolation:
Travel history over the past eight days:
Countries visited
Flightstaken:
Where referred:
Contact List (See separate page)
Where referred:
Contact List (See separate page)
Details of Reporter

Name:

Job title:

Telephone no:

(W) (H) (M)
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G. Contact list

The Ministry of Health curreht defines pandemic influenza contacts as people who
have had close physical (less than one metre), or confined airspace contact with an
infected person, within four days of that person developing symptoms. These are likely
to include family members and/other living companions, workmates, other students

in the class/school (if in close contact situations or confined airspace environments), and
some recreational companions.

Note that the definition of a contact is likely to change once the nature ¢
pandemic strain is known. Schools should refer tominatry of Health website
during a pandemic for uf-date guidance.

Retain this list and provide to the Medical Officéiealth or his/her designated officer
on request.

People the affected person has interacted with since displaying symptoms

10.

11.

12.

13.

14.

15.

Name Email Telephone number Address

Page 34 of 85



http://www.moh.govt.nz/pandemicinfluenza

H. Personal Protective Equipment (PREairburn School

Guidelines

The Department of Labour andMinistry of Health websites have guidelines which may help
you decide on appropriate personal protective equipment to protect staff and children in
your school. The Department of Labour also has an article aositnal Protective
Equipment (PPE) and practices and influenza pandemic preparedness.

List of supplies

Foll owing the suggested O6over [Fahbarnt op6
Schoolhasstockpiled the following.

Emergency Pandemic Supplies

Breathing masks 100

Eye goggles (1 per staff dealing closely with
person)

Latex / nonlatex gloves (200)

Disposable apron for staff (1 per staff )

Tissues (box 200) More availabe in caketrs
supplies

Paracetamol (2 boxes 20)

Paracetamol (suspension) 4 x 50mls
Disinfectant 20 litre container

Janola 10 litres

Cleaning fluid 10 litres

Toilet paper minimum 2 cartons

Paper towels 10

Carton of Chux Cloths

Liquid soap/alcohol wads(1 litre)

Current First Aid Certificates held by 2 staff members which cover:

1 preventative guidelines
1 staff awareness

9 documentation
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Pandemic Stage 1
Fairburn School

Letter to parents/caregivers: introduction to pandemic planning
Dear Parents / Cagivers

Most of you wibilr do ef |&ibEH, rissdurredtisaatfectiag bisds and
small numbers of people in countries overseas. Most of the people affected by the virus
work with or live close to infected birds. Because New Zealand ihefflight paths of

most migratory birds, the current spread of the virus is not seen as a big threat to our
country.

But international health experts are concerned that the virus could mutate to pass easily
between humans, leading to a global pandemic.

The government is preparing plans to protect the country from a possible influenza
pandemic. As part of this natiemide planning, schools have been asked to prepare
their own pandemic plans.

Our school has aemergency management plathat covers mostmergencies, such as
fire and earthquake. Using resources provided by the Ministry of Education, we are now
updating our emergency management plan to include plans for coping with a pandemic.

We will keep you informed as oysandemic plan develops. Meanwile, you can
reduce the risk of your child catching influenza:

1 Teach your children the importance of hand washingspecially before
meals and after toileting.

1 Teach your children to use a disposable tissue when coughing or sneezing.

1 Keep your childrentshome if they have the flu.

An important part of emergency planning is ensuring we hgwo-date contact

details for all students and staff. Please ensure that gmuplete and return the

attached form. Your personal details will not be used for angestpurpose other than

in the context of emergency management.

Find out more about pandemic planning and
www. moh.govt.nz/pandemicinfluenzand
www.minedu.govt.nz/goto/pandemicplanning

If you have any questions or concerns at this stage, please contact me directly on
0273575901

Yours sincerely

Principal
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J. Contact details

Please tak time to fill out this form with ufp-date contact details for you as
parents/caregivers of your child (or children) at school. Please also provide two local
emergency contacts of people your child knows (eg, family/friends) who could take care
of your dild in an emergency:

Date:

Family name:

Name(s) of child (ren):

1. Parent/caregiver:

Home phone:

Work phone: Mobile phone:

2. Parent/caregiver

Home phone:

Work phone: Mobile phone:

3. First emergency local contact (eg, friend or family member):

Name

Home phone:

Work phone: Mobile phone:

4. Second emergency local contact (eg, friend or family member):

Name

Home phone:

Work phone: Mobile phone:
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Pandemic Stage 2

Fairburn School

Dear Parents / Caregivers

The government has announced that New Zealand is stepping up its pandemic influenza
response plans. This means that the situation overseas has changed and New Zeala
borders have been tightened in an attempt to stop the virus getting here.

Fairburn School is talking with health and civil defence officials and we have been
advised that there is no reason for alarm. Our school will remain open until further
notice.Our own pandemic plans mean that we have systems in place to help us cope if
anything changes.

The most important thing you can do as parents and caregivers is reinforce healthy
messages:

1 Teach your children the importance of hand washing and diyegpecially
before meals and after toileting.
9 Teach your children to use a disposable tissue when coughing or sneezing.

We ask that all children showing flu like symptoms be kept home until checked and
okayed by a doctor or nurse to return to schdbe symptoms of influenza and how
they differ from common cold symptom are included with this letter.

Our school is updating omergency contact detaildor all students and staff. Please
complete the attached form andchereturn it

The Board ofTrustees and | are working closely with staff to ensure that all students at
our school are kept as safe as possible.

If you have any questions or concerns please contadirectly (021 970 59%bor (021
970 596) Thank you.

Yours sncerely

Principal
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L. The difference between influenza and a common cold

SYMPTOM INFLUENZA COMMON COLD
Fever Usual, sudden onset 380° | Rare
and lasts 3! days.
Headache Usual and can be severe Rare
Aches and pains Usual and ca be severe Rare

Fatigue and weakness

Usual and can last-2 weeks
or more after the acute illness

Sometimes, but mild

Debilitating fatigue Usual, early onset can I Rare
severe

Nausea, vomiting, In children over 5 years Rare
diarrhoea

Watering of theayes Rare Usual
Runny, stuffy nose Rare Usual
Sneezing Rare in early stages Usual
Sore throat Usual Usual

Chest discomfort

Usual and can be severe

Sometimes, but mild t
moderate

Complications

Respiratory failure; can worse
a current chronic conditig
can be life threatening

Congestion or eaache

Fatalities Well recognised Not reported
Prevention Influenza vaccine; frequen Frequent handvashing,
handwashing; cover you| cover your cough

cough
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1. Pandemic planning scenarios

New Zealand will havesome advanced warning of a gathering influenza pandemic
risk. The following scenarios ma y hel p w
pandemic stage:

Stage 2

Ministry of Health Alert Code Red (Stagei2Keep it Out) was declared in New
Zealand two weeks agafter an outbreak of pandemic influenza was declared in
Australia. You are a primary school teacher and have woken up feeling fluey. You
spent the weekend with your sister and family who returned to New Zealand from
their holiday in Australia, the day foge the outbreak was declared in Australia.

1. What 6s the difference between flu and ci
2. Do you go to work or not?
3. What action/s should you take?

Stage 3

An outbreak of pandemic influenza has been declared in Auckland. Schools and early
childhood education services have been closed to students and children in the greater
Auckland region. Public gatherings have been banned. You are a teacher in a
secondary school in Invercargill. One of your students, Michael (aged 14 years), has
been sneezing drthe other students are starting to get anxious.

1. What are your immediate actions?

2. What planning and resources should you have in place to carry out the
actions?

3. What longer term actions should you take, from the next day on?

4. What planning and resources @ you need to have in place?

Stage 3

It is 1pm on Wednesday 18 June 2008. A confirmed case of pandemic influenza has
been diagnosed in a d®arold boy in Fendalton, Christchurch. His father and two
siblings are showing flu symptoms and three studeats his class are at home sick.

You are the principal of a primary school in New Brighton. The Medical Officer of
Health has just declared a medical emergency and closed all schools and all early
childhood education services to students and children igrdaer Christchurch area.

1. What actions do you take immediately?

2. What planning and resources (eg, letters etc) do you need to have in place
to accomplish the actions?

3. What actions do you need to take longer term, from the next day on?

4. What planning and resources do you need to have in place to accomplish
the actions?
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Your primary school day finishes at 3 pm. By 5 pm the parents of two children, who
are usually picked up by a parent, have not arrived to collect them. Public transport
has been disruptetlie to the pandemic outbreak being declared. You have telephoned
the numbers you have on file for the parents. Mobile telephone services are disrupted
and you have not been successful in contacting the parents.

1. What are your responsibilities?
2. What are your immediate actions?
3. What planning and resources do you need to have in place?

Stage 4

It is 9pm on Monday 30 June 2008, the Minister of Health has declared that New
Zealand is in Stage 4 Alert Code Red (Manage it). The influenza pandemic has
spread ationwide. All schools and all early childhood education services in the
country have been directed to close to students and children by Medical Officers of
Health from tomorrow until further notice. All public gatherings have been banned
and swimming pols and recreation centres closed. You are the principal of a
secondary school.

1. What are your immediate actions?

2. What planning and resources do you need to have in place to achieve the
actions?

3. What do you do the next day?

You were unable to contact seakstaff members last night and early this morning.
Some parents have not heard about schools closing to students and have been arriving
to drop their children from 8am this morning.

1. What immediate actions should you take?

2. What planning and resources doyou need to have in place to achieve the
actions?
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2. Sample decision making and communication tree

Schools should follow Ministry of Health advice at every stage of a pandemic.
Ministry of Health announcements will be made through media reports and on their
website. There will also be direct communication with education organisations from
the Medical Officer of Health (DHB). All major decisions such as school closures
should be made in close consultation with district health authorities.

Pandemic planning- decision making and communication process for schools

Medical Officer of Health
Ministry of Health kept informed of
suspected and confirmed cases

among students and staff

Principal and
Board of Trustees

School management

Staff, teachers, support staff

Parents w h Uamdstudents
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ENROLMENT PROCEDURE

When a child is being enrolled the following shall be required:
1 Birth Certificate or Passport on admission of all New Entrants
T Childés fulll name
T Fat her dsheanbds Mot Gu ar ddcapatibnsandfaddietss name, o
1 Telephone numbers, with alternative emergency numbers
f Details of health, allergies etcé
1 Details of pre-schooling

1 Name of family doctor and a request for permission to contact the doctor in an
emergency in case of parents not being able to be contacted

1 Past records of vaccinations
1 Immunisation details
1 Serious ilinesses, accidents and significant health problems

1 ESL details i Country of Birth and Date of Entry

Should the child being enrolled be born outside of New Zealand, Australia, Niue or the Cook
Islands, it will be necessary for the parents or guardians to show the passport for the child
which must show that either:

1 The parents or guardians have permanent New Zealand residency or New Zealand
citizenship
OR

1 The parents or guardians have a New Zealand current valid work permit
OR

1 The parents or guardians have obtained a letter from the Department of Immigration
stating that the child is entitled to a free education at a state school

If applicable a letter of Refugee Status should be supplied

Page 43 of 85



EQUAL EMPLOYMENT OPPORTUNITY DATA

This data will be used to establish a profile of the range of applicants applying for the position.

Please complete and return with application form:

POSITION APPLIED FOR:

FIRST NAMES:

SURNAME:

GENDER: Female / Male

AGE RANGE: Under 20
21-30
31-40
41-50
51-60
61 plus

Also refer:
1 Equal Employment Opportunity Policy
1 Equal Employment Opportunity Data Sheet
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EQUAL EMPLOYMENT OPPORTUNITY INFORMATION SHEET

This information is collected to enable the school to develop an Equal Employment
Opportunity profile and programme.

It also enables the school to establish what particular employment needs employees may
have and how these can be supported. Data given will not be used beyond the reasons
stated.

FIRST NAMES:

SURNAME: POSITION:

ADDRESS:

GENDER: Female / Male D.O.B:

ETHNIC ORIGIN:

DISABILITY(ies):

Also refer:
1 Equal Employment Opportunity Policy
1 Equal Employment Opportunity Data Sheet
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HOMEWORK PROCEDURES

PHILOSOPHY:

At Fairburn School homework is seen as a means of:

1 Giving parents an opportunity to connect with the learning children are participating in
at school
Supporting and encouraging parents to see learning as a lifelong endeavour
Supporting the learning of the basic literacy and numeracy skills that underpin other
learning

9 Establishing study habits/time management skills (routines)

We believe:

1 That homework should not be so challenging that children cannot complete it
independently and within s sensible timeframe

1 That when homework is completed by the child it must be valued by the parent and
teacher and acknowledged in some way

1 That it is important that homework should not be so onerous as to stop children

participating in extra curricular activities outside of school hours

Homework Procedure:

1

Teachers will set homework in accordance with the homework philosophy 1 reading,
basic number knowledge, spelling weekly (where appropriate), topic tasks
occasionally and when relevant

A covering sheet will be written to be inserted in each homework book outlining the
expectations for homework for each syndicate (optional)

Every child will keep a reading log appropriate to the age group and consistent across
the syndicate

Where possible, homework will be marked in a shared situation eg. topic tasks may
be verbally shared by the child with the class and teacher who will acknowledge the
work with both verbal and written comments at the time of sharing

Guidelines: Approx 15 mins Y0-3, 20 mins Y3-4, 30 mins Y5-6 per night

Also refer to:

9 Curriculum Delivery Policy
1 Assessment and Evaluation Procedure
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HALL HIRE PROCEDURE

1
1
f

All Hall Hire enquiries are to be referred to Lana Shaw, Ph: 270 1133
.All hall emergencies are to be referred to Dave Townsend, Ph: 0274 502 004

All applications for hireage to be submitted to the Board of Trustees in writing
within 7 days prior to hireage commencement date.

NO ALCOHOL is permitted.

The hall is only available for hire outside school hours. School functions will have
priority if bookings clash.

A Diary will be kept at the school office with all proposed and confirmed bookings.

Keys will only be issued to the person/s whose name is on the written application.
The keys must be returned to the school office the following school day.

Parking is available in the car park behind the hall.
Only limited furniture is available.

The hall MUST be left in a clean and tidy state after use.

HIRAGE CHARGES:

1

BOND $100.00 per hire

HOURLY USE $10.00 per hour

DAILY USE $50.00 per day (8:00am i 5:00pm)
EVENING USE $50.00 per evening (5:00pm i 12:00pm)

Fees for long term hireage are open to negotiation.
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HALL HIRE APPLICATION

I / We would like to apply for the use of the Fairburn School Hall for the following times and
dates:

DATE:

EROM: TO:

NAME:

GROUP / ORGANISATION:

ADDRESS:

TELEPHONE: MOBILE:

EMERGENCY CONTACT PERSON:

ADDRESS:

TELEPHONE: MOBILE:

accept responsibility for the use of the Fairburn School Hall and agree to meet any costs for
damage incurred during the time stated above that is not covered by the bond paid. Failure to
leave the premises in a clean and tidy state will also jeopardise the bond paid.

I agree to return the keys to the school  office

or:

To:

Signature:

School Representative:

Page 48 of 85




.C.T USERS PROCEDURE FAIRBURN SCHOOL

RATIONALE:

1 IL.C.T gives opportunities to communicate and access up to date information
globally.

PURPOSE:

1 To enhance learning across the curriculum by giving staff and students the
opportunity to communicate and retrieve information and to use a wide variety of
technological equipment.

GUIDELINES:

A. TECHNOLOGIES
1 Equipment i video, photographic, sound, telecommunications, computers,
Television, will only be used under adult supervision.

1 Safety Procedures i All equipment and usage should relate to the purpose and
rationale.

B. INTERNET

9 Staff will sign a declaration to abide by privacy rules and copyright, using the
Internet for educational purposes only and that any violation may result in
disciplinary action and revoking of access.

1 Relievers or student teachers wishing to use the Internet or e-mail will ask
permission from their senior teacher or associate teacher and sign appropriate
documentation.

 Students will only use the Internet facilities with adult supervision and will have
completed a consent form and user license signed by parents / guardians and
teachers.

1 Staff will be expected to familiarise themselves with e-mail and internet.
T Only staff will be permitted to download information onto the network.

1 All users will abide by the generally accepted rules of network etiquette, such as
privacy, e.g. personal details, name s , pictures etcé and appropri

i A suitable censoring programme will be incorporated into the network.

IMPLEMENTATION:

1 All staff will be given guidance and training in order to use the internet and e-mail
appropriately. Time for training will be allocated.

1 LC.T team will receive technical training to a standard that allows I.C.T to be
implemented in the school programme.

1 Internet and e-mail use must have an authentic purpose related to the National
Guidelines and Fairburn School Scheme.

9 Staff will be encouraged to undertake an Information Literacy Paper on Action
Learning in order for the skills required for successful research and retrieval of
information of knowledge from the internet, i.e. key wording, key concepts,
authentication of information to be understood and taught.

1 Lessons involving use of the internet need to be planned and any sites
researched thoroughly and evaluated for appropriateness and authenticity and
book marked or downloaded.

1 Where possible these technologies should be included in the planning of all topic
studies throughout the year. Individual skills could be covered in a topic, e.g.
Brainstorming or key wording.

1 A vyearly review must be undertaken to assess needs for following year.

1 The I.C.T team must approve use of disksor CDROM&és from sources ot he
school.
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AGREEMENT TO USE INTERNET AND E-MAIL FORM

FAIRBURN SCHOOL

Agreement to use Internet and E -Mail

Agree to abide by the privacy rules, copyright laws and to use the

generally accepted rules of network etiquette when using the
Internet and E-Mail.

| agree to use the Internet and E-Mail for educational purposes only.

| have read and understood the above policy.
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Fairburn School
Permission form to use E-mail and the Internet

The use of the Internet at Fairburn School is for educational purposes. This
permission form enables children to receive instruction in the use of the
Internet including E-mail and access of the World Wide Web.

Access to the Internet and E-mail is through a company called Watchdog. The
staff has used this company, which blocks unsuitable material, for the last 2
years without any problems.

The school will use the following quidelines for Internet and E-mail use:

1 The Fairburn School Internet and E-ma i | Acceptable Userods P
adhered to at all times. This policy may be viewed at the office or copies
will be given out on request.

Teachers will check Internet sites prior to children using them.

1 Teachers will approve all incoming E-mails before being accessed by
children.

1 Access to the Internet will be for educational purposes and used only in
school time. Access will be with teacher supervision.

1 The children will have undergone training on Internet Safety before having
access. This will include being taught never to put their picture, name or
address on any external website.

1 Each child will have been instructed to switch off the screen if he/she
encounters any material that makes him/her uncomfortable or he/she feels
is unsuitable at any time.

1 The senior teacher of the Information Centre will interview any child not
following these guidelines. Following consultation with the Principal, the
child may lose his/her rights to any future access for a specified time.

1 Both child and parent or guardian have read and understood this policy.

,,,,,,,,,,,,,,,,

//////////////////////
,,,,,,,,,,,,,,,,,,,,,
,,,,,,,,,,,,,,,

///////////////

Chil dés $iégeartcececéeéééeé.
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ONLINE PUBLICATION OF STUDENT PHOTOGRAPHS AND WORK PROCEDURE

Purpose:
Fairburn School uses a range of e-learning tools to enhance student learning.
Theseinclude email and the internet. From ti me

wor k on the s choowd.girbun.bctio®nz)fioethe follosvings | t e  (
three reasons:

1 To educate the student in accordance with the national curriculum,
including on the role and use of technology in society;

1 To encourage the student to be part of and participate in the school
community;

1 To promote the school in the wider community

Published work may incl uddworkand mpl es of st u
photographs (scanned , digital or video) of students and groups of students in
activities at school.

Guidelines:

91 Fairburn School will publish material only on its own website
(www.fairburn.school.nz) and New Zealand based websites approved by
the Ministry of Education.

91 Fairburn School publishes student material online for the three reasons
outlined above.

1 Fairburn School is aware that it cannot control who accesses the
websites on wimagesor materialds @ublisied or the
copying, by visitors to these websites, of photographs of the students
and their work.

1 Fairburn School will identify students on the websites only by their first
name and the year at schoodtdress&t udent 6s
and telephone numbers will not be published on the websites.

T Fairburn School wil!| not publish a
written permission from the student
immediately remove all material relating to a student from its website if
requested by a guardian of the student.

91 Fairburn School will not publish material online that may offend others
or break copyright laws. All the student material published online will
be edited, which will include the correction of spelling and grammatical
errors.

1 Fairburn School has a designated privacy officer who is available to
answer any questions from parents regarding this procedure.

stud
6s |

The school has a policy for resolving complaints or other disputes which can
be found in the Fairburn School Policies Folder.
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