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Purpose

According to National Administration Guideline No 1 the needs of individual students are at the centre of all teaching, learning and assessing.

At South Westland Area School students are encouraged to acquire the knowledge, skills and understanding of the national curriculum statements.

The Curriculum is to be delivered in accordance with the National Education Guidelines.

The purpose of the curriculum delivery policy is to foster the achievement of all students attending the school.  There must be in place detailed and accurate description of course content and levels of achievement objectives applicable to each level.  Schemes should reflect approaches to teaching and details of how individual or group needs will be catered for.

Procedure

1. The school Curriculum Plans will outline the implementation of the National Curriculum Statements which define the learning philosophies, principals, aims, attitudes and achievement objectives together with the Essential Skills to be addressed.

2. A variety of learning and teaching styles and strategies will be employed as appropriate to the needs of students, guidelines relating to these will be provided in schemes/plans.

3. Student progress will be monitored and recorded against the National Achievement Objectives using a range of planned assessment procedures.  These procedures are to be integrated into the teaching and learning programmes.  Full use will be made of achievement data in programme delivery.

4. The school will identify issues which cause barriers to students’ learning and it will seek to implement appropriate strategies to address these.

5. Equal educational opportunities will be provided to all groups of learners and for individuals reflected in course content.

6. The school recognises the need to consider the implications of the Treaty of Waitangi and to foster the requirements set out in the Treaty.  Staff will receive training when available in this; appraisal goals will recognise this also.

7. Programmes will draw upon the significant features of New Zealand’s diverse ethnic and cultural heritage and will be included in programmes where deemed appropriate.

8. Curriculum Plans for all seven Essential learning areas will reflect the special nature of our community where this is applicable.

9. A self review programme will maintain the requirements laid out in this policy and the requirements of the Learning areas, the school’s policy on programme review will apply.

10. This school recognizes the value of parents as educators and will encourage their participation.

11. Professional development of teachers will provide ongoing support to teachers to maintain a sound foundation for curriculum delivery including pedagogical growth in appreciating the need to identify learning needs, developing student engagement, processes for differentiation and adapting to various learning styles.

ASSESSMENT 
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Purpose

To provide a consistency within the school’s charter which articulates the National Education Guidelines.

Assessment is an integral part of the curriculum delivery programme which provides clear learning outcomes against which a student’s progress can be measured.  Achievement information is a critical factor for informing learning programme planning.

Assessment of student progress and recording of achievement information will be used:

1. to obtain useful, ongoing information to assist teachers to review progress.

2. to enable teachers to further plan and review progress.

3. to provide a basis for reporting to parents/caregivers about children’s learning and development.

4. to provide information for school review.

5. to provide data profiling student achievement and learning barriers which will be the basis for individual, group and cohort programme planning.

Procedure

1. The learner is the focus of assessment.  Pupils will, as far as is practicable, be involved in the evaluation of their own learning, setting learning goals and assessing progress.

2. A variety of data collection methods may be used gained from a wide range of sources including:

running records
cummulative records

six year net
assessment tasks

anecdotal notes
one month entry survey

self assessment
observations

peer assessment
testing e.g. ASTTLE/STAR

NCEA
IEP, special programmes


parental discussion

3. Assessment will cover skills, attitudes and values in relation to gender, culture, background and experience of students and their knowledge.

4. Informing of parents/caregivers of student progress formally twice per year and at other times where appropriate.

5. Planning for assessment will be an integral part of the teaching and learning programme assisting with differentiation, removing barriers and meeting identified learning needs.

6. Each curriculum area will contain an assessment statement.

7. Appropriate staff training will be made available where necessary.

8. The school will have a recognized, accredited programme for collating and storing achievement data.

9. The Principal, or his/her nominees will provide the Board with relevant, detailed information and analysis of student achievement at least twice per year.

EQUITY
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Purpose

All students shall have access to the National Curriculum regardless of race, gender or disability.

In its programme planning and delivery this school will:

1. ensure that students are not subject to discrimination in course selection opportunities.

2. ensure the curriculum is presented in a culturally sensitive way.

3. ensure that all students are treated with respect to their ethnic background.

Procedure

1. The school will provide positive role models in terms of gender, race and disability so that pupils can understand the importance of equity in the behaviour of themselves and others.

2. Teachers will ensure they are aware of the cultural background of each student and treat them and their culture with understanding and respect.

3. Senior staff will ensure that equity goals are being met when monitoring teaching programmes.

4. Resources will be unbiased and fair to all groups in the school.

5. The school will work pro-actively to provide a balanced gender and ethnicity in its staff which is reflective of its community and student roll.

6. Opportunities will be provided to staff to develop expertise in Maori language or in other Pacific Island languages and where applicable to diverse ethnic languages.

7. Culturally appropriate methods of teaching and assessing will be practised.

8. All staff recruitment procedures will follow principles of equal opportunities expected of employers within the State Sector.

ASSESSING ACHIEVEMENT LEVELS OF MAORI STUDENTS

1.04
Purpose

This school accepts the importance of the need to raise the achievement levels of Maori students to enable them to have equitable access to future educational, occupational and social opportunities.  The Board has an obligation under NAG 1 (v) to consult with our Maori community, to develop and make known to the whole community policies, plans and targets for improving the achievement of Maori students

This school will:
1. comply with Treaty of Waitangi obligations

2. implement procedures for improving achievement of Maori

3. obtain the support of the school community in these plans

4. assist staff in meeting the school’s aims and obligations

Procedure

1. A schedule of consultation will be drawn up and followed.

2. The Board will seek to have as a member a Maori community representative where possible.

3. The Board will provide ongoing information on its deliberations to local Maori.

4. The school management will identify and maintain a register of Maori students, their age, gender, academic progress and any issues affecting both individual and collective achievement.

5. The school management will in consultation with staff, in particular Maori teachers, with appropriate community agencies and with local Maori develop for consideration by the Board a programme of interventions, activities and resourcing aimed at raising achievement levels.  This may involve targeted funding, procurement of appropriate resources and possible appointment of staff.

6. Ongoing monitoring of Maori students will be maintained for literacy levels and reported.  (problems of easy identification of students could be a concern)

7. Evaluation analysis will be presented to the board relating to comparative achievement levels of Maori students.

8. Progress on Maori achievement will form part of the school’s annual report. (problems of easy identification of students could be a concern)

9. The school management will ensure that they and the teaching staff meet the appropriate teaching standards relating to te reo Maori and tikanga Maori.

LITERACY AND NUMERACY
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Purpose

Literacy and Numeracy form the basis for much of the school curriculum and for vital elements of our society.  It is important that all students achieve their level of potential in these and other areas and that all students reach adequate levels to enable them either to move onto the next phase of education or to take their place in society.

The National Administration Guidelines (NAG 1 (ii) in particular) seeks to direct schools into emphasising these areas of the curriculum.

The Board is recognising the fundamental importance of literacy and numeracy in learning strongly encourages development and improvement in these areas.  Ongoing provision will be made to lift levels of proficiency in accordance with identified needs and advice from school management regarding appropriate strategies.

Procedure
1. As part of its curriculum planning process school management will ensure that annual and term overviews demonstrate full coverage of all curriculum areas including specific programmes addressing the language and mathematics strands

2. All planning of teachers will be monitored as appropriate to ensure it meets school requirements

3. All teachers will meet the professional standards set by Ministry of Education and will participate in the school’s appraisal programme

4. Teaching staff will maintain accurate and current details of student achievement levels and take appropriate steps to assist students in meeting programme aims

5. A centralised data-base of achievement levels for all individual students will be maintained focussing on literacy and numeracy achievement

6. The school will provide general and, where necessary, targeted professional development for teachers to assist in strategies to meet requirements in these areas

7. An at risk register will be compiled identifying those students achieving below expected levels with details of intervention and ongoing progress

8. The Principal will conduct regular reviews of progress and will in consultation with staff develop plans to address issues raised in reviews

9. The Principal will report regularly to the Board on achievement of strategies in addressing literacy and numeracy

10. Each year the Board and community will be provided with an achievement statement covering the school in areas of literacy and numeracy

11. Strategies will be implemented to identify those students at risk of not achieving literacy and numeracy credits at NCEA with appropriate emphasis and intervention employed to lift the numbers actually achieving the required credits.

CLASSROOM PROGRAMME PLANNING & DELIVERY
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Purposes

1. National Administration Guideline compliance 

a. All Staff are expected to thoroughly plan to deliver the requirements of the New Zealand Curriculum as expressed in the National Curriculum Statements and defined in the school curriculum programmes and delivery schedule as required in NAG1 [i]

b. Teachers are expected to use assessment data to identify the needs of groups and individuals and use this information to ensure that planning will meet the specific needs of the students in their care as required in NAG 1 [ii]

2.   Teaching and learning programmes

a. should reflect the school’s curriculum plan

b. are based on student needs

c. are well documented to meet accountability requirements

B.  Class Programme Planning Requirements

All classroom teachers are required to have the following for their class programme:
1. Curriculum Coverage

a. Teachers will track coverage against the South Westland Area School Core Curriculum.
2. Term Plan/Overview

a. a long-term plan/overview is to be developed prior to the start of each term.
b. Plans must show the intended coverage of achievement objectives and strands for each curriculum area, and the context(s)/topics intended to facilitate delivery of the programme

c. The plan must also show in which weeks these are to be covered. NB: This level of planning demonstrates intention to deliver a balanced curriculum for the year.
d. Long term planning sheets are to be used for this purpose.
e. A copy of long-term plans are to be displayed on the classroom wall and a copy held by the Assistant Principal Yr 0 - 8.
3.

 Unit Plans

a. Teachers will develop detailed units of work.
b. Unit Plans must include:
i. A/O’s and SLO’s from the Core Curriculum including learning intentions and success criteria
ii. The learning activities/experiences intended to facilitate learning
iii. How the progress/achievement is to be assessed (i.e.: pre-test, post test, observation, discussion, rubrics, samples for the Record of Learning etc)
iv. Resources to be used.
v. Notes to inform future learning
c.
As part of this planning, teachers will need to identify and record current groupings and specific individual needs within their classes

d.
Planning may need to be modified as delivery progresses to accommodate needs of students.  These decisions will be formed by teacher’s ongoing assessment.

e.
All planning must be available to the team leader, Associate Principal, or Deputy Principal on request and is to be retained until the end of the next school year (or longer if required).

f.
Planning outlines the intention to deliver the curriculum.  Planning is important but is meaningless without quality delivery to students.

Daily Planning

As planning is modified to better meet needs, quick notes should be made on unit plans or in daily planning to record modifications. (NAG  [iii]  [iv] )

Timetables

a. Each teacher is to prepare, and update as necessary, a timetable that reflects when the curriculum programmes will be delivered in their classrooms.  Timetables are expected to be completed before the commencement of term.  A copy is to be given to the principal and a copy is to be displayed on the classroom wall.

b. The timetable should reflect the overall needs of the class but must accommodate NAG 1 (i) by providing a balanced curriculum in all the essential learning areas, and giving priority to student achievement in literacy and numeracy, especially in years 1-4.  This still applies in the senior area of the school though there is an implication that other learning areas must be covered as required in the curriculum statements.

c. The morning programme will focus on numeracy and literacy while the other curriculum areas will be the focus of the afternoon programme if at all possible.
C. Feedback on student work

1. Aims

a. Because regular, high quality feedback is known to be one of the most important factors contributing to improved student learning, teachers are required to mark student work regularly with feedback reflecting the learning intentions and next steps learning.

2. Guidelines

a. Teachers must provide students with constructive feedback about the progress they are making against learning intentions.

b. Teachers should give feed-forward about the next steps the student should take to improve their learning

c. Teachers are expected to:

i. Give feed back and feed forward during the learning activity and upon its completion

ii. Display the process used to provide feed back and feed forward

iii. Scaffold next-step learning using a range of prompts

NOTE:  A variety of feedback and feed forward techniques can be used: e.g. oral, written, highlighter, rubric
D. Homework
1. General homework expectations

a) Homework is usually given throughout the school.
b) Homework should support what is being done at school 
c) The level of homework should be appropriate for the child’s ability.
2. Year 1 / 2 homework
Junior children will usually have some form of reading.  It may be:

a. An instructional book that they have had with the teacher that day

b. A book from their browsing box

c. A book they have read and enjoyed from the library or the classroom

d. A song

e. A book that is to be shared and read with their parents

f. A poem or  rhyme 
g. Sharing with parents activities things that the child has done at school.

h. From time to time a child may have some work to finish that has not been completed at school – a maths activity, theme/topic work, a reading activity
i. Teachers may require children to learn some spelling words at home

j. Homework should not take more than about 15 minutes.

3.  Year 3 / 4 homework

Homework may be in the form of
i. Reading 10 minutes minimum each night

i. Tables and basic facts

ii. Spelling words

4.  Year 5-8 homework
Homework may be in the form of
a. Reading: 20 minutes reading each night 
b. Spelling: individual learning lists - 10 words. 
c. Maths: Basic facts learning / practice 
d. Weekly task sheet: topic based or topical 
5.   Year 9 / 13 Homework

a. In Year 9/13 there is an expectation that students are working for 30 – 45 minutes per week night. This time could be made up of:

i. Spelling words: Students take home words that they got wrong in the pre – test on a Monday and then a re - test is completed on a Friday. Any words that students get wrong in their writing or written work is added to their spelling list. The students also need to put all of their words into sentences.

ii. Homework books for English and Maths.
iii. Curriculum subjects: During the term students will be set tasks to be completed either every week or fortnightly depending on the task. Students will be assessed on their homework using marking guides. 

b. It is an expectation that students complete this work to the best of their ability. If students are having particular difficulties in one or more of these tasks then the classroom teacher should be notified as soon as possible.

c. We will have homework clubs for struggling students and for those students who fail to complete the set tasks.
E.   Relief teachers

1. School Relief Teacher Procedure

a. See Procedure 3.03 Staff Leave and Relief Teachers for details of arrangements for relief teachers
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CLASSROOM MANAGEMENT and ADMINISTRATION
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Purpose

To ensure classrooms are organised and managed in a manner that support high quality teaching and learning

B.   Classroom management

1. Class “on task” time 

a. Teachers are expected to be in their classrooms and involved in managing children’s teaching and learning activities at all times during class time.

b. It is not appropriate for teachers to leave the room to gather resources, make phone calls or mobile phone calls, visit the office or to be attending to administrative tasks during class time except in exceptional circumstances.

c. Children should not be involved in tasks not associated with their teaching and learning programmes during class time.

d. Teachers are not permitted to send children on errands out of the school grounds.

2. Early dismissal and absence from class

a. The early release of students from class is not permitted except by special arrangement with the principal.  All teachers must comply with the standard bell time schedule.  Students should be in a class supervision situation until they are formally released at the bell time.

b. Where a student requests permission to leave school early for any reason, a note is required before approval can be given.  In the absence of a note the verbal permission of a parent or caregiver must be sought.  The school office will deal with this.
c. Where a class trip has been organised, it is the organising teacher’s responsibility to ensure that all parents taking transport return all children to school unless other arrangements have been made in advance.  Where return is earlier than expected, the teacher is required to ensure appropriate arrangements are made.

3. Classroom environments

a. Teachers are expected to maintain an inviting and interesting classroom environment.  Classroom displays are expected to:

i. Be relevant to recent or/and current study

ii. Be clearly and meaningfully labelled

iii. Represent the work of current students

iv. Be regularly updated

v. Provide good models of work to inspire and encourage students

vi. Be aesthetically pleasing
4. Classroom tidiness and cleaning

a. Teachers are required to ensure that:

i. Rooms are left tidy, with the floor area cleared

ii. Chairs are stacked at the end of the day

iii. Windows are closed

iv. Doors are re-locked if returning at irregular hours

b.  Teachers are expected to encourage children to take pride in their room and be involved in making it a nice and safe place to be.

5. Students’ bookwork

a. Teachers have an expectation that students’ work is of a high standard. 
b. General Guidelines and rules for presentation of work in exercise books could include:

i. Work to be dated

ii. Miss a line before ruling off

iii. Written work should be done in pencil or blue pen unless otherwise instructed

iv. Twink is only to be used when publishing, under teacher supervision

v. Children should not write or draw on the inside covers of exercise books

vi. All books are to be clearly labelled

vii. Children should ensure that their hands are clean before any written work

C.  Student management
1. Class Discipline

a. Teachers are expected to cope with the usual day to day problems that arise in their classrooms.  The school-wide class discipline plan will usually deal with these concerns.

b. If teachers are concerned about chronic misbehaviour or serious breaches of discipline, they should first discuss this with the AP or DP.

c. If the situation is not resolved they should discuss this with their AP or DP leaders who may notify the Principal.  Action taken may include talking to the pupil, talking to their parents, referring the matter on to visiting teacher or other community agency.

d. It is expected that staff support each other with challenging students. A collegial approach is expected.
2. Class Discipline Plans

a. There is a school-wide discipline plan.  This plan will focus on positive behaviour and includes consequences for inappropriate behaviour.

3. Sending students home

a. Teachers are not permitted to send students home except under special circumstances.  Special circumstances include illness or injury, by special arrangement of a parent request for the student to attend a special appointment.  In all other circumstances students are not permitted to leave the school grounds until 3.00pm.
b. In all cases the office manager must be informed.

4. Interviews, Search and Seizure

a.    See Procedure 2.01 Care and Management of Children for the schools procedures for interviews, searches, and seizure of student property.
D.   Communication with parents

1. Meetings with parents

a. Teachers are expected to maintain an open and friendly communication with parents and caregivers.  On occasions parents may request a meeting with teacher.  Teachers are expected to make a time available to meet with parents as soon as practicable.

b. Where appropriate, other regular forms of communication may be required to ensure a student’s needs are being met.  The AP/DP and the Principal should be informed as a matter of professional courtesy.

2. Notices to parents

a. Any notes or requests being sent home to parents must first be cleared with the DP or AP.  Notices should always:

i. Be worded in a way which is friendly and courteous.

ii. Explain things clearly and fully bearing in mind that some parents may be new to the school and some may need more information than others.

b.  Copies of all notices sent from school are to be sent to:

i. The school office manager for filing (so if parents phone with a request the office manager is well informed.

ii. The Principal (so they know, more or less, what is happening).

3. Non-custodial parents

a. When students are enrolled custody is established. Parents may be asked to provide court documents to confirm custody arrangements

b. Should custody change during the student’s time at school the Principal, class teacher and the office are to be informed.

c. Details of custody arrangements are recorded on the Student Management System by the office manager. 
d. Where access is a sensitive issue the information will be stored in the Principals office which does not allow general access. Staff are to be informed as appropriate.

e. The Principal is to be informed immediately if any staff member is aware of an issue of access.

f. Non-custodial parent enquiries about children are to be addressed through the Principal, who will contact the legal custodian if appropriate.

g. Duplicate reports and newsletters will be provided to non-custodial parents on request.

4. Dealing with complaints from parents

a. On any occasion where a parent approaches a teacher with a complaint, the details of the complaint should be recorded and dated regardless of the gravity of the complaint.  Teachers are expected to respond promptly to any complaint made by a parent.

b. Teachers should outline to parents the steps they intend to take to remedy concerns and notify AP/DP if appropriate.

c. Any complaints of a serious nature should be directed to the principal immediately.

E.   Classroom administration

1. School Library

a. The librarian maintains a library booking timetable is in the staffroom.  During class sessions teachers are expected to be in the library with the class.

b. The teacher, Librarian or nominated students does the issuing.

c. Students may have 2 books out at a time for up to a two week period.

d. Teachers can arrange class sets of books with the librarian.

e. Library stock is catalogued, issued and returned via a computer (MUSAC – Library).

f. Books can be ordered through the National Library Service.

2. Stationery lists

a. Stationery lists are issued each year.

3. Stationery sales

a. During the year some stationery is sold from the office between 8.30pm and 8.40pm.  Children are not to be sent to the office for stationery during class hours.  Most stationery items required at the start of the year are purchased by parents in town.

4. School attendance and Truancy Procedure

a.   See Procedure 5.07 Student Attendance and Truancy
5. Classroom Security

a. Teacher needs to ensure that classroom windows are closed and, unless the caretaker/cleaner is present, the doors locked when they leave.

b. If a teacher is at school during the weekend or holidays, they must ensure that doors are locked when they leave.  
 CHILDREN WITH SPECIAL ABILITIES
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Purpose

Making ongoing provision for children with Special Abilities and interests (including gifted children) is a matter of equity and is necessary to enable them to reach their potential.  NAG 1 requires all schools to make appropriate provision for such students.

In addressing the recognized learning needs of students who are gifted or talented will:

1. promote a broad-front approach in and outside the classroom so that identification is accurate and as early as possible

2. give clear direction in terms of identification, monitoring, teaching methods, resources programming and evaluation

3. provide suitable professional development and resources for all teachers and especially for teachers with special responsibility in this area

4. establish management systems needed to support these programmes including quality of documentation which ensures accurate tracking and continuous evaluation of individual needs

Procedure

1. The teaching staff will develop a credible, manageable and flexible structure to achieve the ends referred to above

2. The teacher designated as in overall charge of this programme will consult with the Assistant Principal/Deputy Principal and be directly responsible to the Principal

3. The basis of programming will be appropriate training of and in class support for classroom teachers to be able to meet the ongoing needs of such children

4. Both withdrawal and in-class programmes will be used to develop those children’s potential and self motivation using available staff strengths and those from the wider community

5. Our provision must be wide ranging and include all aspects of a child’s development (i.e. physical, academic, aesthetic, social, leadership etc.)

6. Each year’s budget round will take account of staff training needs and provision of resources

7. The principal will report to the board annually on programmes implemented and their effectiveness.

SPORTS 
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Purpose

The Board of Trustees recognises the positive outcomes of having a high involvement by staff and pupils in a range of sporting activities.

The school in fostering the provision of a wide range of sporting and recreational opportunities aims to help develop an holistic approach to learning.  It will

1. provide opportunities for students to enhance their quality of life and achieve through participation in sport.

2. fully utilise the sporting facilities within the school

3. encourage, acknowledge and promote our sports people

Procedure
1. A sports co-ordinator will be appointed (with funding from Sport Fit)
2. The sports co-ordinator has sports programmes and will report regularly to the T.I.C of P.E.
3. Staff are encouraged and supported in their involvement in sport

4. The principal reports regularly to the school community on sporting matters

5. The Fair Play Charter is followed

6. Sporting opportunities are available to all students

HOMEWORK 
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Purpose

Regular setting of homework is seen as a valuable aspect of the learning process and contributes towards the developing of sound study habits.

The school requires all students to complete set homework according to class requirements. 

Procedure
1. All classes in the school will be set homework which reinforces concepts taught in normal school time

2. The amount of homework set will be at the direction of the teacher 
3. All homework set will be checked where appropriate by the teacher as soon as is practicable

4. Should a student be unable to complete homework a written note should be provided by the parent or caregiver

5. Where appropriate a homework assignment book will be used

6. Reading of texts may constitute homework

 BARRIERS TO LEARNING
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1. What do the requirements say?

Boards of Trustees, through their professional staff are required to;

 - develop and implement strategies which address identified learning needs in order to  overcome barriers to students’ learning.  (Nag 1)

2. Questions

a) Is every student in our school being given the opportunity to work to their potential?

b) Are barriers to learning being identified and addressed at every level of the systems?

c) What action has taken place to remove the identified barriers of learning?

d) Do we use a manageable system that works when it comes to identifying, reporting and attending to students’ needs?

3. Three types of barriers to learning:

· Extra – school barriers

· Inter – school barriers

· Intra – school barriers

Type One – Extra School Barriers

Some barriers to learning originate outside the school environment, in particular those involved with social and cultural contexts.  Sadly, it may be found that Boards, Principals and professional staff are unable to develop totally successful strategies to address these barriers.

Examples of extra – school barriers would include the following contexts

· Family environments

· Parent education

· Socio-economic environment

· Behavioural expectations

· Special Character – lack of parental support

· High Rainfall - location of toilets



         - Small size of hard court

· Isolation

Type Two – Inter School Barriers

Some barriers originate form the education systems and are therefore common in all schools.  Strategies to address these are usually structural and relatively short term (up to a year) but efforts can make a valuable difference.

Who is responsible?

It is a shared responsibility for professional staff and Boards to communicate openly so that appropriate action can occur.

Examples of inter- school barriers may include the following points

· Curriculum changes/development

· Time management - record keeping




      - assessment requirements

· Funding

Type Three – Intra School Barriers

Ineffective organisation and management within a school are barriers which deserve the utmost level of attention.  Strategies which may assist could include professional development, purchasing teacher resource material, developing key tasks through the appraisal system and examining teaching styles.

In adequate funding is often an aspect identified.  Appropriate strategies such as fund raising, seeking sponsorship and establishing new budget priorities may also become appropriate.

Who is responsible?

The Board of Trustees

Examples of Intra- School Barriers

· Organisation of resources

· Time management

· Interruptions

· Special Needs children

BARRIERS TO LEARNING MANAGEMENT
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1. Mission Statement

Careers education is about creating pathways and building lives.  Careers education, guidance, Star and Gateway in our school provides students with the skills, knowledge and attitudes they need to:

a. make informed decisions about school study options and post-school directions

b. enhance their performance in various study, training and work roles throughout their lives

c. develop competencies in self awareness, work awareness, decision-making and planning skills.

2.  Aims

Career education and guidance, Star and Gateway enables students to achieve the following:

a. have a realistic understanding of their own abilities and values

b. be able to locate information about education, training and employment

c. have a better understanding of the wide range of educational, training and employment options available to them when they leave school

d. understand the requirements of tertiary institutions and employers

e. make good subject selections (relevant to ability)

f. set educational goals and be able to implement plans to ensure that they realize their potential

g. identify and develop skills that will assist them to perform to thier full potential in future work roles

h. be able to communicate to others their skills and abilities

i. have and understanding of job maintenance skills

j. understand the nature of the New Zealand scene and its impact on individuals and society.

k. gain credits on the NZF xlar certificates

l. work based learning experience

3. Implementation Principles

There are five major principles for implementing career education and guidance in our school:

a. students and their immediate caregivers have ready access to full and accurate information about subject choice, courses and career pathways so that they can make informed career choices

b. planned career education programmes, which are implemented through the curriculum and integrated within it and include work experience opportunities, assist students to match their personal qualities, skills, interests and values to career and work options

c. students have ready access to self-help and assisted career guidance when this is needed to help them identify possible career options

d. careers information, education and guidance should provide a variety of learning experiences, delivered in culturally relevant and appropriate ways.
e. Relationships with the tertiary community workplace and institutions are forged through work experience, Star and Gateway.
GUIDANCE
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All staff have a pastoral care role.  Form teachers provide support and guidance to the students in their form class and may request assistance from the Guidance Counsellor.
The following sections relate to procedures followed by the Guidance Counsellor.

Referrals

1. Referrals will be accepted from: students (self-referrals); parents/caregivers and staff.

2. Self-referrals will also be accepted from staff.

Appointments

1. Appointments can be made with the Guidance Counsellor directly (either in person or by writing a note) or with the school office.

2. Appointments made via the school office involve entering the student’s name into the office appointment book.
3. All appointment requests will be logged by the Guidance Counsellor in the counselling diary.

4. At the beginning of each counselling day, the Guidance Counsellor will write out appointment cards for each person with an appointment.  These cards will be delivered to the teacher in charge of the appropriate period one class for each student.

5. The period one teacher will pass the appointment card onto the student.

6. Students with appointments will show the appointment card to their teacher at the time just prior to their appointment and report to the Guidance Counsellor.

7. At the conclusion of the appointment, the Guidance Counsellor will record the time the student leaves to return to class.  The student will then return to class and present the appointment card to their teacher.

Client Notes

1. Very brief notes will be made after each session, if time allows.  The purpose of these notes is to provide a reminder to the Guidance Counsellor of previous sessions and to help with future session planning.

2. The Guidance Counsellor will ensure that these notes are kept confidential and that sensitive information is recorded in such a way that other persons could not make sense of it.

3. If persons other than the client are mentioned in the notes, they will not be specifically identified.

4. The notes will be kept in a locked cupboard.  Only the Guidance Counsellor has access to the cupboard.

Informed Consent

1. The Guidance Counsellor will ensure that all clients understand that their participation in counselling activities is voluntary and that information disclosed is confidential (see below for limits on confidentiality).

2. Consent is provided by the client, regardless of age.  Parental consent is not required.

Confidentiality

1. The Guidance Counsellor will adhere to the New Zealand Association of Counsellors Code of Ethics.

2. If Guidance Counsellor believes that it would be beneficial to the student to involve the parents/caregivers, the Guidance Counsellor will encourage the student to discuss the matter at home.  Alternatively the Guidance Counsellor may seek the student’s permission to contact the parents/caregivers.

3. Without the permission of the student, no parental contact will be made unless the safety of the student or others is compromised.

Agency Referrals and Networking

1. Referrals to outside agencies (eg.  Child, Youth and Family; Child and Adolescent Mental Health Services and Group Special Education) will be made where appropriate.

2. Consultations with outside agencies will also occur where appropriate.

Professional

1. The Guidance Counsellor will become an active member of an appropriate professional association eg. NZAC.

2. The Guidance Counsellor will be involved in regular external supervision with a qualified counsellor supervisor.

3. The Guidance Counsellor will keep up to date with current research and literature.

4. The Guidance Counsellor will attend regular in-service training courses.

School Safety

1. The Guidance Counsellor will work with other staff to ensure that students have access to safe places and are able to approach staff for support in the event of bullying or harassment.

2. The Guidance Counsellor will coordinate the Peer Mediation programme within the school.
SPECIAL NEEDS
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Purpose
To ensure pupils with special education needs are identified and provided with appropriate support

Procedure

1. Responsibility for programmes for special needs pupils

Generally teachers are responsible for the programmes for special needs pupils.   This means that where additional support is provided, such as

a. part time teaching

b. teacher aide support

c. specialist teachers (e.g. RTLB, RTLiT)

d. the class teacher retains overall responsibility for the pupil’s programme.  

2.
The specialist teacher is:

a. an advisor

b. supporter

but the final responsibility for the child’s programme and support remain with the class teacher.

3.
The class teacher’s role:
The class teacher:

a. plans IEP meetings, and prepare reports for them

b. ensures that the support provided for the pupil is appropriate according to the child’s needs

c. ensures that teachers’ aides are properly supported – i.e.

- are able to do what’s asked for them (which may mean giving them training)

- are provided with the resources they need

- get feedback, guidance and support

- have their work monitored to ensure the work is effectively carried out

- keeps parents informed

- ensures that records are kept up to date and completes assessments as required
4.
The special needs co-ordinator’s role
The Special Needs coordinator’s job is to:

a. support  teachers

b. lead in implementing our special needs programmes and see that we’re following our procedures

c. discuss with Principal any staffing needs
d. see that planning is coordinated throughout the school

e. along with the principal organise teacher aide employment and timetables

f. update the special needs register which keeps a record of the programmes delivered.

g. monitor the outcomes of special needs programmes and their effectiveness, and report as requested to the staff, principal and Board of Trustees

5.
Funding

Generally speaking supplies and resources for special needs pupils, unless they are on special ORRS, SEG or other programmes will be met from the special needs budget.

Documenting pupil support

Programmes for special needs pupils will be recorded on either 

A.   An Individual Education Plan where
i. a pupil has significant on-going needs which can’t be catered for in the general class programme

ii. the pupils needs require the involvement of others besides the class teacher in planning and carrying out the support

iii. the needs do not involve a “routine” programme such as Reading Recovery

iv. parents and other specialists will be involved in planning and carrying out the programme.

B.  Teacher Education Plan (TEP) where:

i. the child needs a modified or adapted programme which will be largely planned by the classroom teacher and delivered by the teacher or a teachers’ aide

ii. a pupil takes part in special programmes of short duration to meet specific needs

iii. This TEP will be specific to the programme the child is on and give basic details of the support provided and personnel involved for future reference.

7.   Register of Special Needs support

a. A Register of Special Needs Support will be kept for all children who have received special needs support.

b. The register will provide a brief summary of support provided over time and will be available to all staff.
READING RECOVERY
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1. Factors which will contribute to children’s selection will include:

a. lack of progress with language development

b. age within relevant age band i.e. C.A. 6yrs-7yrs

c. test results on observation survey
d. classroom teachers input

2. Information gained from the observation survey will be written into a more explicit summary.  This summary will give the tutor an analysis of the child’s reading behaviours that will influence the strategies used.
3. Each child will spend the first two weeks working only on known material.

4. A typical tutoring session might include:

a. Each child’s programme will be for half an hour daily on a one to one basis, in a teaching space specifically for the programme

b. Reading two or more familiar books

c. Re-reading yesterday’s new book and completing a running record on it

d. Letter identification, working with clusters of letters to teach principles e.g.: rhyming

e. Writing a story

f. Cut up story to be reassembled

g. Introduction of new book to give overall meaning

h. New book used for teaching focus on a particular strategy

5. Records kept on each child will include:


       Test record sheet

a. Diagnostic survey, observation survey

b. Observation summary of multiple testing

c. Recommendations at discontinuing

d. Graph on progress made on book level plotted once a week

e. Retesting at discontinuing and after discontinuing

f. Lesson record
g. A reading recovery register, will be maintained, detailing children who were in the programme, number of weeks in the programme, their date of birth and reading level reached.

h. Monitoring of on-going progress will be maintained.

i. Initially, the classroom teacher to provide monthly running records.

6. The Reading Recovery Teacher is to make parental contact re the programme when a child is first started on the programme
7. Parents are to support the programme by consistently reading with the child at home and ensuring daily attendance.  Guidance will be given by the Reading Recovery teacher
8. By mutual agreement, parents will be invited at regular intervals to observe Reading Recovery lessons.
9. Children already receiving Reading Recovery who transfer into a school will have priority enrolment status in the next intake.

LIBRARY








1.16
Purpose
1. Our library will enhance knowledge and literacy, to create a life-long interest and pleasure of reading.

2. To provide centralised access to resources that support the school’s teaching and learning programmes and student’s recreational reading interests.

3. To provide a variety of opportunities for students and staff to develop information skills using a wide range of resources, including information technologies.

4. To create a user-friendly learning environment in which students develop an enthusiasm for information and an enjoyment of reading.

Procedure
1. Personnel Management
a. The Principal provides leadership and overseas library development in a school-wide context.

b. The Board of Trustees provides commitment of funding and staff time, and approves policies.

c. The teacher with Library Responsibility (TLR) oversees the management of the library and is allocated 1 period release per week, plus release for relevant Professional Development.

d. The Library Assistant (LA) is allocated 10 hours per week to carry our library duties.  The LA’s ongoing training is covered by relevant PD support.

e. Student librarians and volunteer helpers are trained and supervised by the LA to assist with the daily operation of the library.

f. All library staff will have a current Job Description which will be reviewed annually during a Performance Appraisal.

g. Training is made available for teachers, as required, on effective use of the library.

2. Financial Management
a. The TLR and LA have financial delegation for the library and are required to monitor and maintain spending within the allocated budget and provide the Principal and BOT with an annual report on budget  and library management.

3. Environment
a. The school has allocated to a designated building for the library, which is centrally located to the classrooms.  The facilities, furniture and equipment are well maintained and developed to comply with health and safety regulations and to provide a welcoming and dynamic environment, supportive to students’ learning and cultural needs.

4. Resource Management

a. The TLR and LA are responsible for co-ordinating the planned development of the collection in accordance with the Library Development Plan.

b. Criteria for selecting and weeding resources and procedures for accepting donations (books & money) and handling complaints are documented in the library’s Development Plan.

c. All library users are to comply with the Copyright Act and the school’s Acceptable Use Policy (internet).
5. Systems Management

a. Systems of operation, including cataloguing, processing and issuing of resources, are established and maintained according to the guidelines in the Procedures Manual.

b. The TLR and LA have responsibility for liaising with the school’s information Technology staff to plan the development and upgrade of information technologies for the library.

6. Library Use

a. The library is open form 8.30am – 3.00pm.  When the LA is not supervising the library, library use by students is the responsibility of the classroom teacher. Student librarians are rostered for library duties during lunchtime.

b. Community members may use the library during school hours.

c. All teachers are to ensue that students use the library to support reading and essential skills development at different levels, across the curriculum.

d. Library staff will promote the library as the opportunity arises.

7. Equity and the Treaty of Waitangi

The library supports the school’s equity goals (with regards to age levels, gender, cultural groups, learning abilities and styles) in its facilities, resources, services and programmes.
Conclusion

Our library will be a simulating place for the school community/Whanau to access and use resources to support informational and reading needs.  Students will leave our school, having had the opportunity to appreciate reading for pleasure and become informed, independent researchers, able to effectively apply their skills.
EDUCATIONAL TRIPS AND VISITS
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Purpose

Education trips and visits enhance learning in all curriculum areas.  The range can encompass visits to places of educational interest, curriculum related trips or sports trips.

The school encourages and supports educational trips and visits:

1. to enrich the classroom programme and enhance learning by providing first hand experiences.

2. to utilise the community to further pupils’ learning by sharing knowledge and experience.

3. to assist in understanding and appreciating other cultures both past and present.

4. to assist in understanding different aspects of the local environment.

Procedure

1. The Principal has overall responsibility for all class or school trips.

2. General school rules must be applied both in planning and managing the trip and through its duration.

3. All trips must receive prior approval from the principal, overnight trips must receive board approval.

4. All required risk analysis details must be appropriately completed and submitted at time of application.  If at all possible

5. Planning of trips must take into consideration the needs of children and their financial resources.

6. Educational objectives relating to the curriculum must be established.

7. First priority should be given to using the local area.

8. Correct adult/child ratio must be maintained throughout the trip (depending on the nature of the trip).

9. When using parent transport, seatbelts must be worn; all vehicles used by transporters must have a current warrant of fitness and registration.

10. Supervision if possible the school will provide a male and female supervisor.

TREATY OF WAITANGI






1.18
Purpose

The Treaty of Waitangi is the founding document of our nation; it provides a framework for partnership today and in the future.  Our school accepts its responsibility for attempting to fulfil the intent of the Treaty.

The school aims to implement the provisions and intents of the Treaty of Waitangi by:

1. ensuring the curriculum reflects Maori perspective

2. making equitable provision for the needs of Maori

3. providing opportunities for students who wish to learn Maori language and culture

4. providing for those whishing to be educated through the Maori Language

5. recognising Maori values in resourcing the school

Procedure

1. Curriculum planning will ensure Maori perspectives are embodied in the content methodology and assessment

2. Teaching strategies will utilise Maori examples

3. Opportunities will be provided for all students to learn tikanga Maori

4. Students will have access to the school’s bilingual and immersion programmes (if applicable)

5. Pastoral care is provided through culturally appropriate ways

6. Maori values and customs will be, as far as practable, be incorporated into school life.

7. The school will actively seek to implement the Maori dimension through the school leadership

8. Budgeting will reflect the need to implement the Treaty.

Health
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This policy documents how South Westland Area School Board of Trustees will ensure that it meets its obligations under National Administration Goal 5 to:

i. provide a safe physical and emotional environment for students;

ii. comply in full with any legislation currently in force or that may be developed to ensure the safety of students and employees.

The Board of Trustees will develop and implement the following procedures:
2.01
Care and Management of Children
2.02
Safety and Health Procedures
2.03
Accidents, Incidents and Illness
2.04
Missing Child Procedure
2.05
Referral to Child Protection Agencies
2.06
Harassment
2.07
Traumatic Incident Management
2.08
Emergency Management
2.09
Activities Away from School (EOTC)

2.10
Hygiene, Security & Maintenance
Attitudes and Values 
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Attitudes
Attitudes consist of the feelings at or dispositions towards things, ideas, or people which induce a person to a certain type of action.

Attitudes to learning strongly influence the process, quality and outcomes of both learning and assessment.  Significant factors are:

· Teachers’ expectations

· The supports of parents and community

· Students’ motivation

The school/teachers will:

a. Encourage positive attitudes towards all areas of learning

b. Provide challenging learning activities to relevant students’ experiences and abilities

c. Give constructive feedback about their learning

Values
The school environment and curriculum, through its practices and procedures, will reinforce the commonly held values of individual and collective responsibility which underpin New Zealand’s democratic society.  These include:

· Honesty

· Reliability

· Respect for others

· Respect for the law

· Tolerance

· Fairness

· Caring compassion

· Non sexist behaviour

· Non racist behaviour

We will help students develop and clarify their values and beliefs – and build respect and the sensitivity to the rights of others who may hold different attitudes and values.

Students will examine the context and implications of their own values and those others, and the values on which our country’s social structures are based.

Student Records
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1. Office Files

a. Enrolment form (original)

b. Record card

c. Health records and emergency contact number

2.   Year 1 – 8 Cumulative Files

These are to be held by Class teachers in locked filing cabinets

a. enrolment form (copy)

b. cumulative record card

c. SEA tests (on entry to school at 5)

d. 6 year net

e. report copies (up to two years)

f. work samples supporting report objectives (up to two years)

g. current IEP

h. current assessment information for students on learning support programmes

i. parent/caregiver communications

3.   Year 9 – 13 cumulative files held in Office

a. enrolment form (copy)

b. cumulative record card

c. report copies (up to two years)

d. work samples supporting report objectives (up to 2 years)

e. current IEP

4.   Special Education Office

Special Education information, including:

a. student assessments (school based, GSE etc)

b. IEPs

c. programme details and evaluations

5.   Copies in Office and First Aid Room
a. student medical conditions register – Office

b. Sick Bay log book – First Aid Room

6.   Office

a. custody and access on student records

Cumulative Record Cards

1.   Essential Learning Areas

The following areas are to be completed:

English, Mathematics, Science, Social Studies, Arts, Health/PE and Technology

The 3 strands need to be written into the technology area.  These are:

· knowledge and understanding

· capabilities

· technology in society

Teachers in the space provided, will record the ‘best fit’ curriculum level that corresponds to each student.  Professional judgement is needed in this – if the strand has been assessed more than once, then the most recent assessment may be the most helpful.  The ‘best fit’ model must relate to assessment data that has been gathered.  If a standard is not assessed then do not enter a level.

Comments:
Not required, unless a specific issue needs to be noted for the subsequent 

teacher, and this information is not known or recorded elsewhere.

2.  Other Assessment Data:
Essential Skills: These should be assessed during the year and record a ‘best fit’ grade using a +, [image: image2.png]


, - scale where:
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represents the ‘typical’ level of student performance at that year level

+
exceeds the ‘typical’ level of student performance at that year level

 -
below the ‘typical’ level of student performance at that year level

Reading Level:
Is done as graph, so a cross is drawn on the first vertical line past the ages which indicates the student’s current reading age.  From this, a graphed line can be drawn when data for future years is added.

Curriculum Tracking Sheets
These need to be photocopied from planning books, and given to the Principal before the end of the year.
Planning books

These may be required to be handed in to the Principal before the end of the year; however they will be returned to teachers who are remaining in the school.  For staff leaving, these remain the property of the school, but you are welcome to copy any of the material in them.

Reporting to Parents
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Parent/caregiver Interviews

Purpose:
To provide/exchange information on student progress/skills including:

a. success and progress

b. achievement in relation to curriculum objectives

c. essential skills, including organisation skills, meeting deadlines, level of participation in programme, home work etc

d. social skills, personal skills

e. strategies to address specific areas of concern/to extend present skills/ability

f. ongoing feedback or monitoring required

When:  TERM ONE – Week 8

Where:  Year 1 – 8 Classrooms


 Year 9 – 13 Library or classrooms

Teachers need to have specific information on the child’s progress, recognising strengths, attainment, organisational and personal attributes, Have available relevant data, or work samples.  Also discuss matters for the student to focus on in the future – short and long term goals.  Please note down any goals or maters that you agree to focus on.  Also note down any issues or concerns expressed by the parent/caregiver.

If more time is required, ask the parent/caregiver to arrange for another time outside of interviews to meet with you.

Should the discussion be heated, or aggressive, invite the parent/caregiver to come over to the Principal’s office to continue the interview.  Avoid getting upset, annoyed, angry even if the parent/caregiver is aggressive or annoyed.

The key to a successful interview is:

a. being prepared – know about the child

b. listen well, take on board concerns

c. do not be defensive

d. confidently outline your opinions, supporting them with data/information

e. avoid generalisations

2.  Written Reports

Purpose:
To provide a written record outlining student progress and skills, including:

a. success and progress

b. achievement in relation to curriculum objectives

c. essential skills, including organisation skills, meeting deadlines, level of participation in programme, homework

d. social skills, personal skills

e. strategies to address specific areas of concern/to extend present skills and ability

f. ongoing feedback on monitoring period

This report will become part of the student’s cumulative record which a student may provide if moving to a new school or for post school entry to further training or employment.

When:  TERM TWO – distributed on the last day of term


TERM FOUR :  Year 1 – 10 distributed during the last day of term



            Year  11 – 13 distributed at prizegiving or the last school day before 


exams

2. Written Report Guidelines
Reports Will:
a. describe student achievements in relation to the achievement objectives in the national curriculum statements

b. make recommendations for future work based on a student’s achievements

c. use constructive language and be fair and frank without being unnecessarily critical

d. ensure the confidentiality of all communication between teacher, student and parent

e. generally cover all the full range of educational experience

Teacher Guidelines:

1. As these reports are being prepared specifically for parents, they should be written directly to them,  Avoid comments directed at students e.g. ‘Well done Amie”

2. Please write all comments in blue biro

3. correction fluid should only be used for minor errors where the repair is undetectable

4. try to avoid trite comments or generalisations e.g. ‘pleasing progress’ or ‘generally good’

5. the ‘Comments’ space should be used to specifically relate the student’s performance to the achievement objective e.g. if student is working beyond or below the objective, quantify that in the written comments.  A future focus for the student to work towards in order to achieve success, or to extend their skills would be helpful, and concerns or criticism should be addressed in a positive way e.g. ‘More care in using full stops and capital letters would…”  is a more constructive way of saying that ‘Donald does not use full stops and capital letters’.  This helps to explain to parents what steps the child needs to take to master that objective.

6. comments on the essential skills, as well as students social, organisation and behavioural skills should be included in the ‘General Comments’ section.  Try to identify some strengths or positive attributes for recognition as well as recognising areas where attention is required.  A constructive approach will give parents and students guidelines on how the student can improve their performance, without undermining their confidence or interest.

7. Write comments in full sentences

8. Please sign your reports clearly so that parents know who each teacher is for specific subjects.
Student Learning
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We believe that optimum learning occurs when the learning environment:
a. is attractive, stimulating, dynamic and reflects student work and interests

b. is student centred

c. has clearly understood rules and routines

d. caters for individual learning styles, abilities and preferences

e. supports risk-taking and approximation

f. supports learning and behaviour through appropriate modelling

g. integrates learning

h. real life contexts are used where possible.

In order to achieve this, we:

a. encourage student independence

b. encourage students to take responsibility for their learning

c. ensure that programmes are purposeful, relevant and based on identified student needs

d. emphasis literacy and numeracy and include all the essential learning areas

e. acknowledge and encourage partnership between home and school

f. encourage life-long learning

g. acknowledge gender, cultural and religious differences

Code of Conduct
We are judged by the way we treat one another.  A caring community will develop only by insisting on high standards of behaviour, dress and manners.  We encourage students to be responsible for their own actions.

This is our code to promote common knowledge, skills and attitudes in our school community.
We believe that these criteria will advance the growth of learning and citizenship.
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	Learning First
I will:
· be in class on time
· bring all my equipment/gear
· use my school diary in and out of       school
· keep on task
· have a positive attitude
· realise it is okay to make mistakes and 

  learn from them
· be keen to give my appropriate opinions
· act honestly in my work and actions
· allow and encourage others to learn
· value my work and the work of others
· take a leadership role when I can
	Look after each other
I will:
· use good manners
· share and take turns
· appreciate the differences in others
· play fair
· control myself when I am annoyed

  or angry
· avoid bullying - physical or
  verbal
· leave others’ property alone
· be seated and settled on school

  buses
· respect others’ opinions
· negotiate in problem situations
· develop healthy, supportive

  relationships


	
Look after myself
I will:
· be self disciplined
· be responsible for myself and my actions
· begin school day clean, well-rested, and
  fed
· take pride in my work; find and use my
  talents
· not be involved in smoking/drugs/alcohol
· learn to be an independent thinker
· seek and consider advice
· wear appropriate uniform correctly
· play safely
	
Look after the Environment
I will:
· clean up after myself
· put rubbish in the bins
· take care of resources and

  equipment
· follow the guidelines for
  specialist rooms
· not chew gum
· respect the environment

· report any damage or injury




Classroom teachers and classes may develop these criteria into particular classroom guidelines and agreements with their own emphasis, opportunities and consequences. This code applies to all the members of our school community.

Speaking and Listening
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Purpose
To help the children become confident speakers and engaged listeners so that they can communicate effectively and appropriately.

Principles
1. Oral language underpins all learning especially written language.

2.   Listening is required to function in all social environments.

3.   Skills are developed through talking and listening and purposeful practice.

4.   Oral language is fostered through creativity and experimentation.

Guidelines

1. The children will be given opportunities to use appropriate oral language in a variety of formal and informal situations across the curriculum.

2. Children will be actively involved as speakers and listeners.

3. Oral language skills will be specifically taught at appropriate levels.

Teaching Methods 
Listening
Speaking

Stories
Telling and retelling stories


Instructions
News Talks

Tapes
Reading aloud

Video/T.V
Describing

Drama
Drama

Poetry
Poetry

Partners
Partners

Groups
Groups

Visitors
Visitors

Music
Singing


Directions


Questions


Speeches


Debates.

Resources

English online, TKI, MoE publications
Assessment

New Zealand Curriculum Exemplars. For Oral Language

Junior Oral Language Screening Tool

Student self-assessment

Assessment Resource Banks

Reading
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Purpose
Children need to develop skills which will enable them to read and understand a variety of texts to contribute and involve themselves in society. 

Principles

1. Reading is important for personal development.

2. Children will read daily in the formal reading programme. 

3. Reading is a sequential skills based programme.

4. Emphasis will be on understanding and interacting with texts.

Guidelines
1. Children need to be exposed to all the different text styles.
2. Reading will be linked with the other English strands.

3. Reading is integrated into the other curriculum areas.

4. The reading programme will involve range of teaching and learning strategies including reading: to; with; and by approaches to meet the needs of the children.

5. Reading programme will involve ongoing assessment and evaluation for learning. The children will receive quality feet forward and feedback.

Teaching Methods
1. Children need to be presented with a variety of material at their level of ability.

2. Children need to be presented with a variety of material that is contextually relevant.

3. Teachers will teach the students how to use semantics, syntax, visual cues, context, and background knowledge, and combine these to construct meaning.

4. The teaching programme will include; Silent Sustained Reading, Guided Reading, Reciprocal Teaching, Independent Reading, Shared Reading (juniors),  Buddy Reading. Teachers will participate in the Silent Sustained Reading programme as role models.

5. Planned literacy activities will occur within the reading programme.

Resources

Effective Literacy Practice in Years 1 – 4

Effective Literacy Practice in Years 5 – 8

Assessment

A variety of assessment tools will be used:
Running Records

STAR

AsTTle

Student self-assessment

Written Language
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Purpose
Children need to develop written skills which will enable them to communicate fluently and effectively through written language.

Principles
1. Children need to be exposed to all the different text styles.

2. The writing programme should build progressively.

3. Writing enables children to communicate with others. It enables them to actively explore ideas and to reflect on and select appropriate language.

Guidelines
1. Writing will be linked with the other English strands.

2. Writing is linked with and integrated into the other curriculum areas.

3. Children need daily writing practice. 

4. The writing programme will involve range of teaching and learning strategies involving: to; with; and by; approaches to meet the needs of the children.

5. The writing programme will involve ongoing assessment and evaluation for learning. The children will receive feed forward and feed back.

6. The writing programme will involve regular publishing.
7. Teachers, children and parents will understand standards and expectations.
8. Spelling is a tool for writing.
9. Each classroom will have a word bank displaying new words and their meanings that the children have been exposed to.

10. Evidence of editing will be displayed (placed near the word bank).
Teaching Methods
1. Teachers will introduce each teaching session with a motivator to ensure all students are able to participate in the lesson.

2. Shared writing will occur as a means of role modelling effective writing strategies.

3. Writing skills will be taught based on knowledge gaps determined by the effective use of the written exemplars.

4. The teaching programme will include; Silent Sustained Writing, Guided Writing, Reciprocal Teaching, Independent Writing, Shared Writing (juniors),  Buddy Writing.

Resources

Effective Literacy Practice Years 1 – 4.

Effective Literacy Practice Years 5 – 8
Assessment

New Zealand English Exemplars Matrix

Self Assessment

Teacher Assessment 

Presenting and Viewing
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Purpose
Children will develop the skills which will enable them to effectively interpret and use visual information.
Principles
1. Children need to be exposed to a variety of visual texts.

2. Children need to be exposed to visual symbols as a means of communication.  

Guidelines
1. Visual language will involve teacher scaffolding with evidence of effective displays, and resources used by the teacher.

2. Visual language will be integrated into the learning and teaching programme utilising the other curriculum areas.

Teaching Methods
1. Static images / signs / symbols / posters can be used as models.

2. Presentation skills will be taught and reinforced.

3. Students will be taught how pictures can confirm or convey information.

4. The meaning of signs and symbols (eg road signs and logos) and digital images.

5. The significance of icons on the computer screen.

6. The meaning of keyboard symbols (eg arrows). 

Assessment

Picture books

ARBs if possible

Teacher and student self-assessment

Visual Language exemplars

Technology
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Purpose
Children need to be competent problem solvers to create solutions to technological problems.

Principles

1. Effective technology teaching will involve educating the children about the relationships between technology and society.

2. Is about identifying needs, creating possible solutions, reflecting on the solution to ensure that developed products meet the needs of the consumer.

3. Programmes will reflect the needs of children and be contextually relevant.

Guidelines
1. Application of knowledge and skills of identifying problems, developing solutions and analysing the solution to make further refinements.

2. Explain how technology impacts upon society and the environment.

3. Solve technological challenges.

4. Planning reflects the needs of the children.

Teaching Methods
1. Teachers will plan using a programme, which includes the three contextual strands.  They will also include a technological area and a context that reflects student needs.

2. In planning for assessment a unit would normally have one contextual strand. It is important to acknowledge that an even balance is provided for the specified technological areas and contexts.

3. Contextual strands will be taught and integrated together as part of the Technology programme.

4. Students need to keep all examples / evidence of their work so that they can reflect on their work and make informed evaluations.

Assessment

Teacher Assessment 

Self Assessment

Trial and error projects/situations.

ARB if available

Technology exemplars

The Arts
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Purpose
To help student to communicate and interpret meaning in the arts through acquiring skills, knowledge and attitudes in the different arts disciplines.

Principles
1. Enable students to develop knowledge, skills and abilities in dance, drama, music and the visual arts.

2. Promote intrinsic interest in the Arts.

3. Empower children to communicate ideas and feelings in visual and kinaesthetic forms.

4. Empower children to understand the ideas, feelings and beliefs of others that are expressed in art form.

5. Programmes will reflect the needs of our children

Guidelines
1.
Express ideas in artistic form.

2.
Motivated to continue learning about the arts.

3.
Express ideas and value own creations.

5. Appreciate and value the work of others.

6. Planning reflects the needs of the children.
Teaching Methods
1.
Teachers will plan using a programme, to include one of the four strands from one of the structured disciplines.  Each unit plan shall cover the four specific areas within that strand.

2.
Children will be exposed to a balanced arts programme to ensure that the skills and knowledge involved are included in a range of artistic skills in each strand.

3.
Children will be exposed to a range of artists with exposure to art works completed by New Zealand / Aoteroa artists.

4.
Children’s work will be displayed appropriately.

Assessment

Art Exemplars

Teacher Assessment

Self Assessment

NEMP (if applicable)
Mathematics
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Purpose
Children will develop the knowledge, skills, concepts, understandings and a positive attitude in mathematics to enable them to be effective mathematicians.
Principles
1. Mathematics helps to develop the ability to think and reason logically, through problem solving approaches.

2. Provide opportunities for students to develop communication skills and information skills.

3. Programmes will reflect the needs of our children.
Guidelines
1. NUMPA is to be prioritised in the mathematics programme.

2. The numeracy skills will be used in the other strands. 

3. Problem solving that is contextually relevant.

4. Children grow and experience success in all mathematical strands.

5. Can convey their understanding through visual presentation and information technology in the form of graphs.

6. Mathematics is prioritised as a subject especially in years 1-10.
Teaching Methods
1. Teachers will plan using a programme, to include strands and processes that reflect student needs.

2. In planning for assessment, a unit would normally have one strand, and cover at least one process skill.

3. The Numeracy overview will provide a guideline for areas of learning at least 60% numeracy.

4. Planning reflects the needs of the children.

Assessment

NUMP Assessment

AsTTle

PAT Mathematics

Student self-assessment

Science
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Purpose
Children need to develop the knowledge, skills and ability to analyse the environment using scientific processes.
Principles

1. Science provides students the opportunity to share, compare, question, evaluate and modify their ideas which leads to better scientific understanding.

2. Is about people exploring and investigating their biological, physical and scientific world and making sense of them in logical and creative ways.

3. Involves introducing knowledge, skills and attitudes in relevant and familiar contexts.

4. Programmes will reflect the needs of our children.
Teaching Methods
1. Process information, reflect on outcomes and better their own learning.

2. Based on children’s current understanding.

3. Explain why, using scientific terms.

4. Motivated and respond positively to context.

5. Planning reflects the needs of the children.

6. Priority on using learning contexts that is relevant and meaningful.

SPECIAL GUIDELINES
1. Teachers will plan using a programme, to include one of the four contextual strands.  In the unit plan, they will also include objectives from the Nature of Science strand to meet student needs.

2. In planning for assessment, a unit would normally have one contextual strand, and one objective and skill from each of the integrating strands.

3. Up to four contextual strands will from the science programme for the year.

Assessment

Teacher Unit Evaluation / Assessment

Assessment Resource Banks

Science exemplars

Student self-assessment

Health and Physical Education
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Purpose
Through learning in health and physical education, students will develop the knowledge, skills, attitudes, and motivation to make informed decisions and to act in ways that contribute to their personal well-being, the well-being of other people, and that of society as a whole. 

Principles
Health and Physical Education…

1. Children develop knowledge, skills, attitudes and values to enjoy a healthy lifestyle.

2. Children develop skills that enhance their relationships with other people and participate in creating healthy communities by taking responsible and critical action.

3. Programmes will reflect the needs of pupils at our school.

4. A puberty study will occur every second year for Year 7 & 8 students. 
5. A personal health and development programme will be taught on a 2 year cycle.

Guidelines
Through the teaching of Health and Physical Education children will…

1. Take responsibility for their own behaviour, relate positively and respect one another.

2. Be able to make choices relating to Health and Physical Education.

3. Express views and think about themselves and others when making decisions.

Special Guidelines
1. A skills based physical education will be implemented for 30 minutes each day as   necessitated by amendments to the Education Act.

2. The programme will reflect parents’ expectations and parents will be consulted every 24 months on the school’s health programme.

Teaching Methods
1. Teachers will plan using a programme, to include strands, key areas of learning and underlying concepts that reflect student needs.

2. In planning for assessment, a unit would normally have one strand, one key area of learning and one underlying concept assessed.
3. Kiwi Sport principles will be apparent in the sport programme.

4. A skills based programme will be based on the seasonal sports codes. 

Assessment

Teacher Assessment

Self Assessment

Exemplars

Social Studies
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Purpose
Children will develop the knowledge, skills and attitudes to enable them to participate in a changing society as informed, confident and responsible citizens.

Principles
Social Studies…

1. is about people, the way they interact within groups and their environment.

2. develops knowledge, understanding and provides an opportunity for children to explore values and make social decisions through inquiry and investigation.

3. helps pupils to appreciate cultural differences and teaches them to interact positively.

4. programmes will reflect the need of pupils at our school.

Guidelines
Through the teaching and learning of Social Studies children will…

1. Take responsibility for their own behaviour, relating positively and respecting one another.

2. The teachers planning will reflect the needs of the children.

3. Over a two year period planning will cover the strands.

Teaching Methods
1. Programmes will express views and values so that children can understand both themselves and others when making decisions.

2. Programmes will explain why people hold different values positions and empower students to make informed decisions. 

3. All units will include a lesson that is contextually relevant to New Zealand / Aotearoa.

Assessment

Teacher Assessment

Self Assessment

Exemplars 

NEMP (if applicable)

Information and Communication Technology
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Purpose
All children will use ICT confidently and creatively to help develop the skills and knowledge they need to be full participants in the global community

Principles
1. Learning programmes will recognise the breadth, richness and authenticity of learning that can be achieved through ICT.

2. The need for people to use ICT and information to fully participate in society and the workplace.

3. The importance of specialist ICT skills to economic development.

4. Teachers will become confident and capable users of ICT, participate in ICT courses for professional growth, integrate ICT into their teaching to enhance learners’ knowledge, skills and attitudes.

Teaching Methods
1. Learners will have regular opportunities to develop ICT skills and information literacy as an opportunity to increase student motivation and create authentic learning contexts.

2. Teaching programmes will reflect the needs and ability of our students.

3. Our school will integrate the use of ICT into the curriculum documents as a means to improve and enhance learning intentions.  The programme will be balanced and will follow the curriculum delivery plan. 

Special Guidelines

1. Students must have signed permission from parents / legal guardians allowing them to use the internet.

Assessment

Assessment rubric of ICT Skills

Student self-assessment

Te Reo Maori & Tikanga
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Purpose
All learners will endeavour to  use Te Reo Maori and Tikanga confidently and correctly to help develop the skills and knowledge they need to achieve personal goals and to be full participants in Aotearoa – New Zealand.

Principles
Te Reo Maori and Tikanga will be both taught as an independent curriculum area and integrated into the other curriculum areas to ensure authenticity and richness of the Te Reo Maori and Tikanga teaching and learning programme.

Guidelines
1. Te Reo Maori and Tikanga will be taught at our School to ensure that the children receive an education that is child-focused due to the authenticity and delivery of the teaching and learning programme.

2. The principles of the Treaty of Waitangi will be recognised and the school will ensure that the principles are implemented into the culture of our School.

3. Teaching programmes will reflect the needs and ability of our tamariki.
Special Guidelines

1. The Resource Teacher in Maori will be used as a resource to assist in ensuring that the teaching and learning programme enhances the learners’ knowledge, skills and attitudes.

Teaching Methods
1. Te Reo and Tikanga will be incorporated into other curriculum areas to ensure that the language is taught contextually. 

2. A focus on correct pronunciation.

3. A planned programme will build on children’s understanding and skills / knowledge in Maori.

Assessment

Assessment rubric

Teacher Unit Evaluation and Assessment

Teacher and student self-assessment

Languages
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Purpose
All learners will learn another language to help develop the skills and knowledge they need to be full participants in the global society.

Principles

Language and culture will be taught together as an independent curriculum area and integrated into the other curriculum areas to ensure authenticity and richness of the selected (second) language.

Guidelines
1. Languages and culture will be taught at our School to ensure that the children receive an education that is child-focused due to the authenticity and delivery of the teaching and learning programme.

2. Teaching programmes will reflect the needs and ability of our children.
Special Guidelines
1. Languages are best learnt when the children receive regular teaching and when the language and culture are integrated into the other curriculum areas.
2. Meaningful opportunities to use the language in context are encouraged.

Teaching Methods
1. A planned programme will build on children’s understanding and skills / knowledge in the language and culture.

2. The language taught will reflect the preferences of the community to ensure richness and relevance. 

Assessment

Assessment rubric

Teacher Unit Evaluation and Assessment

Teacher and student self-assessment and peer-assessment
Barrier to Learning identified:





- observation


- assessment


- staff


- family


- community


- other agencies





BARRIER TO LEARNING ADDRESSED





YES





 NO





Data is gathered:





- discussion


- tests


- observations





Evaluation:





- Has it worked?





Implementation:





- practice


- trial





Data is analysed:





- discussion


- meetings


- testing


- evaluation


- anecdotal notes


- observation





Actions & Strategies:





- suggested and                    developed


- programmes


- budget


- resources


- help





Implications:





- What does all this mean, for my students/class?





This is managed through the school’s Curriculum Review Process and is reported to the Board.  It could be helpful to use the heading ‘Barriers to Learning’ in each report.








Barriers to Learning Identification





Which type of barrier have we identified?


EXTRA


INTER


INTRA





YES – Can we identify the best strategy or combination of strategies to adopt?





Through staff development


With in our staff appraisal programme


By targeting our spending or budgeting


Through professional development programmes such as competency or management


By seeking outside professional assistance e.g. S.E.S. or C.Y.P.S. etc.





Is it the responsibility of the school to set up a strategy to address the barrier in question?





          YES





  NO





NO- Could the matter be referred on to a more suitable agency etc or at least be at the basis of an interview, discussion of further observation?








