Personnel Policy

Outcome statement

Fairburn School is committed to ensuring the quality of opportunity for all staff. The obligations and
responsibilities of being a good employer are met. Committed and capable staff will provide the best
learning environment for students.

The board recognises its responsibilities and accountabilities to its employees are achieved through its chief
executive. To provide staff with optimum work

The board delegates responsibility to the principal on all matters relating to the management of staff in the
expectation that they will be managed in a sound, fair and respectful manner in accordance with the current
terms of employment documents and identified good practice.

Expectations and limitations
The principal must ensure:

all employment-related legislative requirements are applied

all employees understand their rights to personal dignity and safety and ensure that matters are
resolved in an appropriate and fair manner

a smoke-free environment is provided

employment records are maintained and all employees have written employment agreements
management pay units for appropriate positions are allocated in a fair, transparent manner
employee leave is effectively managed and reported so that:

- the risk of financial liability is minimised, operational needs are met and the needs of individual
staff are considered

- board approval is sought for any requests for discretionary staff leave with pay longer than 3 days

- board approval is sought for any requests for discretionary staff leave without pay of longer than 5
days

- board approval is sought for any requests for staff travelling overseas on school business

- the board is advised of any staff absences longer than 5 school days

effective and robust performance management systems are in place for all staff that include
performance management reviews, attestations for salary increases and staff professional
development

a suitable professional development programme, which takes into consideration the requirements of
the strategic and annual plans, is provided as part of each employee’s performance agreement

the requirements of the Health and Safety at Work Act 2015 are met

advice is sought as necessary from NZSTA advisers where employment issues arise and the school’s
insurer is notified.

Procedures/supporting documentation
Allocation of Units (procedure)

Release time (procedure)

Appointments Policy

Staff leave form

Staff leave procedure

Staff performance management procedure
Professional development

Storage of confidential information
Monitoring

Board to enter own monitoring and reporting procedures.
Legislative compliance



Employment Relations Act 2000 Privacy Act 1993
Health and Safety at Work Act 2015 Collective employment agreements
Human Rights Act 1993 (HRA)



http://www.legislation.govt.nz/act/public/2000/0024/109.0/DLM58317.html
http://www.legislation.govt.nz/act/public/1993/0028/latest/DLM296639.html
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html
https://www.education.govt.nz/school/running-a-school/employing-and-managing-staff/collective-agreements

D3.1 Appointments policy

Outcome statement

The best applicants are appointed through a fair, rigorous appointments process.

Scoping

To assist in the appointment of quality staff to any vacancy that may arise, appointment
committees with expertise relevant to the vacancy will be selected to carry out the
appropriate appointment procedures. In accordance with the regulatory requirements for
safety checking under the Vulnerable Children Act 2014, we demonstrate our commitment
to the safety of children by adopting appropriate safety checking practices when employing
school staff, whether core workers, volunteers or other. This policy is used in conjunction
with XXX School procedures on safety checking, Police vetting and screening.

Delegations

The board delegates authority to determine the composition of the various appointment
committees according to the schedule outlined below. Appointment of the principal is the
responsibility of the board, which will determine the process and seek NZSTA advice.
Expectations and limitations

The principal must ensure that:

appointment of deputy principals, head of departments/senior teachers will involve an
appointment committee consisting of the principal, the board chair and, at the discretion of
the board, a further trustee

unless determined otherwise by the board, appointment of all other teachers, part-time
teachers, long-term relieving teachers and non-teaching staff will be the responsibility of the
principal in consultation with the board chair or delegate where deemed necessary
procedures are in place and fully implemented that meet all legislative requirements
regarding safety checking, Police vetting and screening of all staff.

In the case of Community of Kahui Ako membership:

staff seeking the Communities of Learning | Kahui Ako leadership role or the teacher
across schools role must seek and receive consent from their employing board before
applying for the role.

Procedures/supporting documentation

Police vetting procedure

Safety checklist

Templates — application form, shortlisting matrix, interview matrix, reference checking
matrix etc.

Monitoring

Board to enter own monitoring and reporting procedures.
Legislative compliance

Collective employment agreements

Employment Relations Act 2000

Vulnerable Children Act 2014

Reviewed: Next review:



https://www.education.govt.nz/school/running-a-school/employing-and-managing-staff/collective-agreements
http://www.legislation.govt.nz/act/public/2000/0024/109.0/DLM58317.html
http://www.legislation.govt.nz/act/public/2014/0040/latest/whole.html

