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[bookmark: _Toc110763338][bookmark: _Toc110825906][bookmark: _Toc257181288]
School Organisation Plan
[bookmark: _Toc257181289][bookmark: _Toc110763339]Annual Organisation Plan
Each year the principal will publish a school organisation plan that will include
A list of all staff and their responsibilities
A list of teachers, rooms and class levels
A list of teachers and their professional and administration responsibilities
A list of members of the Board of Trustees and their responsibilities
[bookmark: _Toc257181290]Management Holders
Lead in reviewing and developing their curriculum.
Monitor school wide curriculum.
Lead in school wide assessment and reporting on curriculum delivery.
Lead in the curriculum resources.
Managing a budget.
[bookmark: _Toc381339148][bookmark: _Toc419165850][bookmark: _Toc110763403][bookmark: _Toc257181291][bookmark: _Toc110763341]School Policies & Procedures
The school has policies and procedures detailing how we handle certain matters.   All staff should be familiar with all the schools policies and procedures which are available on the school intranet. A printed copy is kept in the office.
[bookmark: _Toc257181292]Evacuation Plan Assembly Areas
A plan is on display in each area, the administration building, the hall and the library showing evacuation routes and assembly areas
[bookmark: _Toc110763342][bookmark: _Toc110825907][bookmark: _Toc257181293]School Hours
7.30am		The property manager opens the school.
8.30am		All teachers are expected to be available to pupils in their classrooms.  Any collecting of resources or photocopying is expected to be completed before this time.
8.45am		Form Time
8.50am		Classes commence for the day Period 1
9.35am		Period 2
10.25am		Morning Tea
10.40am		Period 3
11.35am		Period 4
12.25pm		Lunch
1.15pm		Form Time
1.20pm		Classes resume Period 5
2.10pm		Period 6
3.00pm		Classes finish for the day

[bookmark: _Toc110763351][bookmark: _Toc257181294]Assemblies
Assemblies are held each week.  During assembly teachers should position themselves so that they can supervise the behaviour of their class.  Opportunity will be given for classes to present items or share their work.
[bookmark: _Toc257181295][bookmark: _Toc110763343][bookmark: _Toc110825908]Pupil Enrolment and Classification
[bookmark: _Toc110763355][bookmark: _Toc257181296]Pupil enrolments and induction
Before a child reaches the age of 5 years, pre-school visits will be arranged with the new entrant teacher and Assistant Principal.
The school will not enrol a child before he/she reaches 5 years of age.
The child’s birth certificate and record of immunisations must be sighted by schools staff when the pupil enrols.  A copy of the birth certificate is kept in the school office.
If a parent wishes to enrol a child with physical disabilities or behaviour issues, it may be necessary to obtain appropriate resources from the Ministry of Education to accommodate the child before he/she can be enrolled.
An enrolment form must be completed and handed in to the school office manager.
[bookmark: _Toc257181297]Pupil Classification and Promotion
Children are placed in the next class level after spending one year at the previous class level.
Children who turn five and start school in January or February will be deemed to have spent a full year in Year One in the following December.  They will be placed in Year Two the following year.
Children who start school in March will be considered carefully for their placement for the following year.  Generally these children will be classified as Year One in the following year.  Consideration will take into account the following:
Emotional and social development.
Academic development
Consultation with parents and caregivers.
In some cases these children maybe classified as Year One/Two and a final decision made at the end of the following year. Where our organisation allows, this decision may be delayed until year 3.
Children who start from April to December will be classified as Year Zero then Year One for the following year.  They will effectively spend two whole years and part of a year before being placed in Year Three
There may occasionally be children who will be placed in a different level at times other than the beginning of the year.  These will include children who have arrived from other countries, children with special needs or abilities or children who have been ill.  Each case will be considered on its merits following consultation with the parents.
The Principal will make the final decision on all placements of children.
[bookmark: _Toc110763388][bookmark: _Toc110825923][bookmark: _Toc257181298][bookmark: _Toc110763358][bookmark: _Toc110825913]Special Education Support
[bookmark: _Toc257181299][bookmark: _Toc110763389]The Special Needs Committee
A committee comprising the Special Needs Coordinator, GSE, RTLB, other agencies (as deemed appropriate) and interested teachers meets as required to address whole school needs and issues that result. The special needs coordinator chairs this committee.
[bookmark: _Toc257181300]The Special Needs coordinator
The Special Needs Coordinator is responsible for overseeing special needs support.  Funding/staffing is done in consultation with the Principal.
Class teachers should raise any requests for support directly with the Special Needs Coordinator.
The Special Needs Coordinator is responsible for teacher aide allocation to classrooms.
[bookmark: _Toc257181301]The Special Education Grant (SEG)
Classroom programmes will cater for a diverse range of students within the regular classroom programme.
Priorities will be set at the beginning of each term in recognition of the assessment of all children’s progress during the previous term.
Allowance will be made for the inclusion of special needs children enrolled during the year, and any changes in needs becoming apparent as a result of ongoing assessment of all children.
The Special Needs committee will operate procedures to ensure equitable and efficient use of all available resources to provide appropriate programmes
IEP’s or ITP’s will be prepared for children who meet the school’s Special Education Grant criteria.
Parents, whanau, teacher aide, and staff will be involved in the preparation and implementation of individual learning programmes.
The classroom teacher will be responsible for planning/teaching the programme.
The special needs coordinator and Principal will determine priorities for teacher aide support for special needs programmes.
Special needs children will be made aware of and encouraged to reach their own individual goals within the classroom programme as much as possible.
Such programmes will be continually monitored to assess:-
Child’s progress towards achieving stated objectives
The suitability of method and achievability of objectives
Financial commitment
Monitoring and evaluation of programmes will be reported through a formal statement determining how much student’s learning or behaviour has improved.  This will be prepared by the person who is responsible for the special education programme.
Special needs coordinator will report twice yearly to the Board of Trustees regarding the Special Education.  Financial accounts are presented monthly.
[bookmark: _Toc110763390][bookmark: _Toc257181302]Resource Teachers Learning and Behaviour (RTLB)
Referrals are made by teachers and coordinated through the Special Needs Coordinator.
[bookmark: _Toc110763391][bookmark: _Toc257181303]Resource Teachers Literacy (RTLit)
Referrals are made by class teachers with the support of team leaders, and through the Special Needs Coordinator.
[bookmark: _Toc110763392][bookmark: _Toc257181304]District Truancy officer (DTO)
Teachers are expected to identify patterns of lateness or non-attendance. Issues are to be discussed with the Team Leader and Principal prior to a decision to make a referral. See Procedure 5.07 Student Attendance and Truancy
[bookmark: _Toc110763393][bookmark: _Toc257181305]Public Health Nurse (PHN)
The Public Health Nurse’s referral book is kept in the office. Visits to the school by the PHN occur regularly. Referrals can be made when there are concerns about students’ health, welfare, relationships and home/school links.


[bookmark: _Toc110763395][bookmark: _Toc257181306]Child and Youth Mental Health Service (CYMHS)
Any referrals are made after appropriate discussion with staff and the family and the principal.
[bookmark: _Toc110763396][bookmark: _Toc257181307]Children, Young Persons and their Families Service (CYFS)
Refer to Procedure 2.01 Care and Management of Children, Procedure 2.05 Referral to Child Protection Agencies, and Procedure3.06 Protected Disclosures
[bookmark: _Toc110763397][bookmark: _Toc257181308]Strengthening Families (SF)
Referrals can be made by teachers after appropriate discussion with the staff, family and principal, and outside agencies as appropriate.
[bookmark: _Toc257181309]Staff meetings
[bookmark: _Toc110763359][bookmark: _Toc257181310]Teacher Meetings – Weekly Wednesdays 3.10pm to 4.30pm
Teacher meetings will take place on each Wednesday in a term from 3.10pm till 4.30pm. All the teachers are expected to attend these meetings.  Teachers are asked to note this time and day to avoid making arrangements which would interfere with their attendance.  The Principal is to be informed if a staff member is, for some reasons, unable to attend.
The majority of our teacher meetings will have a professional development focus and will be organised through the associate principal with responsibility for professional development. Topics will include
Teaching and learning strategies
Curriculum development – reviewing and developing curriculum programmes
School wide assessment and reporting
School staff development
School wide administration
[bookmark: _Toc110763360][bookmark: _Toc257181311]Syndicate Meetings – At times to suit syndicates
Planning team programmes and activities
Team curriculum development work
[bookmark: _Toc110763361]Team assessment and reporting & NCEA
[bookmark: _Toc257181312]Senior Management meetings – Wednesdays at 8.10am
Develop leadership skills
Review school plan progress
Plan school wide developments and initiatives
Review school-wide assessments
Strategic planning
Staffing matters
Reflection on practice
[bookmark: _Toc110763381][bookmark: _Toc110825920][bookmark: _Toc257181313]Finances and purchasing
[bookmark: _Toc257181314]Budgeting and purchasing
The school’s financial management procedures are detailed in Procedure 4.01 Financial Management.
Budget holders are expected to authorise budget spending in advance and to stay within set budgets.
All purchases should try to have an order number. Once items have been received you will be asked to sign the account acknowledging that all goods have been received.  It is expected that all budget spending is concluded in November of each year.
[bookmark: _Toc257181315]Employment and leave
[bookmark: _Toc257181316]Personnel Procedures
A range of procedures relating to staff employment are listed in the Personnel and Employment Policy.
[bookmark: _Toc110763344][bookmark: _Toc257181317]Teachers hours at school
Staff are expected to be at the school at least 30 minutes before the beginning of school each day.  It is acknowledged that generally teachers are present much earlier.
Teachers are expected to be available to the pupils in their classroom from 8.30am onwards.
Staff are requested to be at school until at least 30 minutes after the end of school bell rings and it is expected that staff will be available for staff and professional development or curriculum meetings as organised
[bookmark: _Toc110763345][bookmark: _Toc257181318]Leave and relief teachers
Arrangements regarding staff leave and the employment and support of guest teachers are found in Procedure 3.03 Staff leave and Guest Teachers
[bookmark: _Toc110763348][bookmark: _Toc257181319]Staff dress code
Staff are expected to maintain an acceptable standard of dress.
A less formal standard of dress is acceptable on occasions because of the class activities being undertaken, ie: class camp, sports days, field trips, or other informal class outings.  Associate teachers may need to remind student teachers of this expectation.
[bookmark: _Toc257181320][bookmark: _Toc110763356]Associate Teachers
Successful and experienced teachers can assist in the training of teachers. 
An allowance is paid and there is an expectation that associate teachers will be available for briefing seminars and will complete reporting as required.
Staff wishing to be associates must meet with the approval of the principal.  Applications should be discussed with the principal
[bookmark: _Toc257181321]Staff morning and afternoon tea and Lunch
When you have finished please put your dishes into the dishwasher.  Everyone is expected to keep the staffroom clean and tidy.
[bookmark: _Toc257181322]Staff gifts
The staff may take a collection for staff members leaving, or for the death of an immediate family member, baby, wedding or engagement.
[bookmark: _Toc110825911][bookmark: _Toc257181323][bookmark: _Toc110763346]Student Procedures
[bookmark: _Toc257181324]School Uniform and Dress Code
We have a school uniform.  It is expected that all children are wearing tidy and clean clothing.  It is important that children have pride in their appearance.  Wide brimmed or bucket style sunhats are worn by students and staff when outside in terms one and four (Yr 0 – 6).
If there are concerns with children’s appearance, teachers should discuss it with the Assistant Principal and then make contact with the parents.
Teachers are expected to provide a good model in their own appearance in the clothing that they wear.
[bookmark: _Toc257181325]Lunches / Food at school
At South Westland Area School we believe it is important for our students, staff and parents to have a strong awareness of healthy food and nutrition.
Students have easy access to filtered drinking fountains which are also designed to fill sipper bottles.  Our newsletter carries ideas for healthy lunches.  Sweets are not permitted at school.
Class programmes promote healthy food and nutrition and personal hygiene.
[bookmark: _Toc257181326][bookmark: _Toc110763352]Newsletter
A newsletter is sent home every second Thursday.  It is distributed to the eldest child in the afternoon.  Please ensure this goes home each  Thursday afternoon as it contains important information for parents.
[bookmark: _Toc257181327]Cycles
a.	All bikes are to come into the school ground by Room 13 and placed in the bike rack.  Bikes should not be ridden through the school.
[bookmark: _Toc257181328]Cell phones
Cell phones are not to be used at school by students. 
Cell phones brought to school are to be handed in to the school office and collected at the end of the day.
Emergency messages for students are dealt with through the school office
[bookmark: _Toc257181329]Health, Safety and Welfare
[bookmark: _Toc257181330]Emergency Preparedness
See Procedure 2.08 Emergency Management for details of the school’s emergency procedures 
Staff and pupils need to practice emergency response drills at a frequency which ensures there is no confusion if a drill or actual response is required.
It is suggested that a teaching session and planned practice be held early in each year and that an unexpected drill be held once a term.
Earthquake and fire drills should not normally be combined.
[bookmark: _Toc257181331]Risk Management
Refer to Procedure 2.09 Activities Away from School (EOTC) 
Whenever a teacher takes a class or group of students out of the school to a place where there are risks other than those experienced in the general classroom situation, a Risk Management Form must be completed and approved by the principal.
[bookmark: _Toc257181332]Hazards
If a staff member identifies a hazard they are required to fill in a hazard identification form and hand it immediately to the office.
In the event of the hazard presenting an immediate risk, teachers are required to take all practical steps to make the situation safe.
Hazard checks are made each term. Hazards identified are documented, action taken, and later reviewed.
[bookmark: _Toc257181333]Internet Use
A clear school policy details internet usage.  Internet Safety Agreements are signed by all students and staff and checked at the start of each school year, before the internet may be used.
[bookmark: _Toc257181334]Drugs Including Tobacco and Alcohol
Prescribed drugs (except Asthma inhalers) are only issued at school from the office after parents have signed a medication form.
Students should not have any other drugs at school.  If there are any required exceptions to the rule the Principal is to be fully informed prior.  
Students are not permitted to have alcohol or cigarettes at school.
[bookmark: _Toc257181335]Smoke free 
Smoking by students, staff, parents helpers or visitors is not permitted by law
on the school grounds
in school buildings.
On school activities away from school
[bookmark: _Toc257181336]Alcohol
Adults may not consume alcohol at school during school hours 
Alcohol must not be present at or consumed on school activities away from school, including school camps and EOTC activities
Discretion and moderation is expected on the rare occasions alcohol may be consumed (eg by staff at a social gathering)
[bookmark: _Toc257181337]Sun sense
In Term 1 and 4 all Yr 0 - 6 students outside, and staff on duty are expected to wear sunhats.  Until adequate shade areas are constructed students are encouraged to utilise natural shade while outside.
Staff should actively encourage students in the use of sunhats and sunscreens and other protective behaviours in all activities (sports, trips, camps, swimming, interval, lunchtime).
[bookmark: _Toc111525915][bookmark: _Toc257181338]Visitors to the school
All visitors will be asked to sign in on arrival at the school. Signs to this effect will be displayed at school entrances.
A register of visitors will be kept at the school office. It will show the name, reason for visit, time of arrival, time of departure
If the office manager is concerned about the suitability of any visitor to the school she will contact the principal or a senior member of staff.
If visitors are seen about the school staff members will ask them to call at the school office to sign in if they haven’t already done so.
In the case of emergency evacuation the secretary will take the Visitors Register to the evacuation assembly point.
[bookmark: _Toc257181339][bookmark: _Toc110763382][bookmark: _Toc110825921]Equipment and resources
[bookmark: _Toc381339147][bookmark: _Toc419165849][bookmark: _Toc110763402][bookmark: _Toc257181340]Teaching equipment & supplies
The school supplies all equipment and supplies the teachers needs for class use.   Budgets are available to meet these costs and all requests for purchases and supplies should be made to curriculum leader.
[bookmark: _Toc257181341]Sports Gear, Physical Education Equipment
Junior classes are issued with sports gear.
It is important that all students feel responsible for putting equipment away that is left out, so as to avoid losses and expensive replacement.
Balls that go onto the road or roof are to be retrieved by duty teachers or are to make some arrangement.
[bookmark: _Toc257181342]School, staff and pupil property
[bookmark: _Toc381339146][bookmark: _Toc419165848][bookmark: _Toc110763401][bookmark: _Toc257181343][bookmark: _Toc110763383]School Equipment - personal use
Staff members are most welcome (and, in the case of learning to use new equipment, encouraged) to use school equipment away from school.   Borrowing is recorded in the equipment register held in the school office.
The school’s insurance policy covers the school equipment being used for school purposes away from school providing it is recorded.
[bookmark: _Toc257181344]Money and valuables
Money, or other similar valuables should not be left in the buildings unattended.  We have no insurance cover for teachers’ personal property.
Arrangements should be made at the office for the safe keeping of valuables.
Teachers should make their own arrangements for looking after pupils valuables entrusted to their care but preferably leave in the school office.
[bookmark: _Toc110763384][bookmark: _Toc257181345]Lost property
The school stores lost clothing items for 1 term kept in the sick bay.
Any valuables found by pupils and handed into the office will be returned to the finder to keep at our last assembly each term, if not claimed by the owner.
[bookmark: _Toc257181346][bookmark: _Toc110763385]Theft
Theft or suspected theft will be notified to a teacher or school administration as soon as possible after it occurs.
An accused student or group of students have certain rights.  These relate to unlawful detention or unlawful search or seizure. Note that there is a difference between search and seizure related to dangerous or harmful items and substances, and search related to suspected theft. 
If a student is name or accused, the following steps will apply:
A teacher or management will investigate and if appropriate directly ask a student whether they are involved.
If admitted, the school discipline policy and procedures will apply.  This will include parental notification and could include NZ Police involvement.
If denied, a student will be asked for permission to search their school bag or to empty their pockets.  If such permission is not forthcoming parents will be advised and their support requested.  Alternatively, NZ Police will be notified and their powers of search requested.
Theft that has no named accused will be notified to students via form classes in case items have been misplaced, lost, or appealing for information
Money and valuables should not be left in student bags.  Such items should be given to the school office for safe keeping.
Ultimately the school cannot accept responsibility for lost or stolen property, either students or staff.
Staff accused of theft of school property or colleagues/student’s property will have such accusations passed onto NZ Police.  Also, relevant disciplinary procedures within collective employment or individual employment contracts will apply.
[bookmark: _Toc257181347]Damage to school property
The pupil is to pay for any damage which is not accidental or arises from an accident where children are not obeying the school rules.  Damage falls into three categories:

Wilful damage	Full restitution
Accidental damage while disobeying rules	A fixed amount
Accidental damage	No charge
It is the responsibility of the class teacher that the child reports to the office if any damage is done.  Damage done out of class time should be reported to the caretaker.
[bookmark: _Toc110763357][bookmark: _Toc110825912][bookmark: _Toc257181348][bookmark: _Toc110825909]Telephones, fax, email and website
[bookmark: _Toc257181349]Contact details
The school telephone is (03) 753 3160.
The fax number of (03) 753 3037.
Our e-mail address is mainoffice@southwestlandarea.school.nz 
Principal’s email angelasloane@southwestlandarea.school.nz 
Bluestone School web address is www.southwestlandarea.school.nz

[bookmark: _Toc257181350]Contact re pupils
Telephone inquires about the progress and welfare of pupils are welcomed at all times but teachers are not available to answer call during class time.  The office will arrange for teachers to call back when they are free.
Please remember the constraints of the Privacy Act.  No information regarding children or staff should be given unless the person requesting it is entitled to it. Any problems should be referred to the Principal
[bookmark: _Toc257181351]Toll calls
If possible personal toll calls should not be made from school.  However, it they are required then the details must be entered in the personal toll book in the school office.
[bookmark: _Toc257181352]Children using the telephone
Children are not encouraged to use the telephone except in an urgent need.  They must have the permission from the teacher or office manager who will then supervise the call.
[bookmark: _Toc257181353]Staff using phones and cell phones
It is not expected that staff will make or receive calls in class time except in exceptional circumstances.
[bookmark: _Toc257181354]Playground supervision
[bookmark: _Toc257181355]General arrangements
The duty roster is reviewed set each year. Teachers rostered on duty are expected to be out and about promptly.
All staff (teaching and support share responsibility for ensuring the safety and appropriate behaviour of all pupils at all times).  Any staff member seeing unsafe or inappropriate behaviour is expected to attend to it promptly.
[bookmark: _Toc257181356]Formal Playground Supervision
For before school,  interval,  lunch time and bus duty there is a rostered duty for all teachers.  If you are unable to do rostered duty (because of a class trip etc) arrange a swap with another teacher.  You will be given a copy of the roster and a copy is also displayed in the staff room.
During your time on duty you must:-
Circulate around the school
Attend to inappropriate or unsafe behaviour.
Record inappropriate behaviour in line with our playground behaviour procedure.
[bookmark: _Toc257181357]Leaving School Grounds
Children are not to leave the school grounds unless they have permission from their parents or principal.
[bookmark: _Toc257181358]Closing Grassed Areas
The Property Manager puts a fencing tape up when there is ice.  This indicates to all students to stay off the area.
[bookmark: _Toc257181359]Children inside at interval and lunchtime
On wet or cold days pupils may remain in the classrooms and multi-purpose spaces.  This decision is made by the teacher on duty or class teacher. 
Teachers are to establish activities that could be used by their classroom on wet days.  It is a good idea to have these activities displayed on the classroom wall.
[bookmark: _Toc257181360]Litter
It is important to regularly remind pupils that all litter should be deposited in the rubbish bins provided.  The greatest amount of rubbish comes from the lunch area and teaches on duty are asked to take particular care that there are plenty of bins in the vicinity of the lunch area each day.  
The duty teacher will organise children to collect litter, as a disciplinary measure if needed, during morning break and lunch hours.  It is expected that pupils will keep the area that they are playing in tidy and clean and therefore it is not unreasonable to expect them to pick up rubbish in the area they are playing in.
[bookmark: _Toc257181361][bookmark: _Toc110763347][bookmark: _Toc110825910]School security
[bookmark: _Toc257181362]Building Security
School buildings are opened by the Property Manager each morning and are locked by the cleaners.   Outside these hours teachers are responsible for ensuring that the school is locked.
[bookmark: _Toc257181363]Keys
Teachers keys are issued to them when they begin teaching at the school. It is important that these are securely looked after.   Therefore please:
do not keep the key on a named key ring
take special care with the key
inform the Principal or Office Manager if you think you have lost the key.
[bookmark: _TWS_Administration_Handbook][bookmark: _Toc257181364]School Management and Administration
[bookmark: _Toc257181365]Office Manager 
The office manager is responsible for a wide range of day-to-day school administration tasks. 
The priorities for the office manager’s work is established in liaison with the Principal. Generally speaking the office manager is unable to carry out clerical and administration tasks on request from teachers
[bookmark: _Toc257181366]Property Manager and cleaners
The Property Manager is responsible for
School grounds maintenance
Minor equipment maintenance and repair
Supervising the cleaners and checking that the cleaning of buildings is carried out to an acceptable standard
All damage to buildings and equipment is to be reported immediately to the property manager
[bookmark: _Toc257181367]School Support
A contract is taken out with the Board to
Oversee building maintenance
Tender processes
Health & Safety checks
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