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Attendance and Absences Policy 

Rationale 
Te Kura Maori o Waatea will use a student management system which will assist with the 
monitoring of student attendance carefully.  

Purpose 
- To assure the whereabouts of all students is monitored especially during Kura hours. 
- An efficient Student Management system is in place to assist with the mentoring of 

student attendance twice daily. 
- Staff students and parents or caregivers are familiar with the attendance and absentee 

process. 
- Accessible and Easy to use services are available for parents and or caregivers when 

notifying the Kura of their child’s absences. 
- The provision of whanau ora services is available to parents and caregivers to minimise 

frequent absenteeism. 
- Parents and Caregivers receive the best support possible to ensure their child’s learning 

can continue without any further disruptions. 
Guidelines 

- Student attendance will be conducted twice daily, morning and afternoon.  
- Parents of students that are unexplained absence will be contacted by the 

Administrator via a phone call followed by a text and email if unreachable informing 
them that their child has an unexplained absence. The administrator will make every 
attempt to make contact with parents to establish the unexplained absence.  

- Parents must inform the Kura either verbally or by a written note explaining their child’s 
absence. 

 

Student Absences 
- Parents must make every effort to contact the Kura if their child will be absent. 
- There will be an automated message on the Kura phone which will enable parents to 

leave a voice message of their child’s absence. 
- Absent Notes: Students that are absent must have a absent note provided by the parent 

the day the child returns back to kura. 
- Parents will be advised regularly through Kura newsletters thata note or phone call is 

required if their child is absent. 
- If a student has had 3 unexplained absences then the Academic Lead must be informed 

to make contact with the students’ parents or caregivers. 
- If a pattern of frequent absences is identified then the Academic Lead will meet with 

the parents or caregivers to discuss the frequent absences. If the reason is due to lack of 
finances. The Academic Lead will encourage the Family to enlist the support of oru 
whanau ora services. 

- If frequent absence is due to social or emotional problems Special Education Services 
will be notified for support.  

- If the attendance issue has not been resolved then the Tumuaki will inform the Kura 
Board. The Chairperson will make contact with truancy services. 

Lost or Missing children 
1 Confirm child has been present during school hours 
2 Notify Academic Lead, Tumuaki and Staff 
3 Search school and Marae Complex 
4 If student is found or returns advise parents 
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5  If student is not found advise parents/caregivers immediately 
6 Academic Lead to seek police support immediately 

 
Approved _____________________________ Date:______________________- 
Reviewed:_____________________________Date: ______________________ 
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Child Protection Policy 

Rationale: 

Te Whare Wananga o MUMA Kura board is committed to: 
 
Protect and respect the physical, emotional and spiritual well - being of every single child. 
 
We support the roles of Police and Child, Youth and Family services agencies in the 
investigation of suspected abuse and will report to these agencies of any suspected or alleged 
abuse. 
 

Objectives: 

 To ensure the complete safety of every single child. 

 Maintain strong connections with professional agencies 

 All staff is well informed of the steps to take when dealing with suspicion or disclosure 
of child abuse or neglect. 

 Support systems are in place for staff that are dealing with child abuse. 

 Ensure all records and conversations are confidential. 
 
 

Procedures 

Staff Training. 
 
- It is compulsory for all staff to become familiar with this policy and is well informed 

of how to recognise and respond to child abuse. 
 
- All staff will receive necessary training in recognizing and responding to child abuse 

and neglect. 
 
- All new staff as part of their induction to the kura will be expected to be familiar 

with this policy and read Reporting Abuse Protocol Ministry of Education and 
Child Youth and Family,2009. 

 
All further relevant information will be accessible to staff through Staff resources and 
Parent Information. 

 
Professional Agencies. 

 

- Te Kura Maori o Waatea will seek advice and guidance through the Lead Whanau 
Ora Navigator when issues arise. This person will also participate alongside the 
Academic Lead , when required, in suspected or alleged cases 

- Te Kura Maori o Waatea Management and Staff will be informed of the 
professional agencies to contact in the case of child abuse and neglect. Professional 
Agencies that Staff can contact are Public Health Nurse, or Parent Helpline for 
support or contact Ministry of Education Traumatic Incident Management Team, 



Te Kura Maori o Waatea Safe, Physical and emotional 
environment policies and procedures 2015 

 
Care and Protection Section of Child Youth and Family Services EdAssist. In serious 
cases the Academic Lead  may have contact with Police. 

 
- Staff are expected to become familiar with the Children, Young 

Persons and their family act, 1989, and other laws and regulations which protect 

children from child abuse 

- All Staff should take every possible step to contact a professional agency for support 

where necessary. However, they must follow the correct lines of communication 

and talk to the Academic Lead, if they are not available then speak to the Tumuaki. 

Guidelines for Staff; 
 
Responding to a child’s initial disclosure of child abuse is a crucial moment.   
 

Act 
- Ensure the child feels safe and away from other children and staff. 

Listen 
- Listen and write down what the child is telling you in their exact words. 
- Do not question the child in any way. 

Record 
- Record your observations of the child’s physical and emotional appearance and 

behaviour which causes concern.  
Share 

- Do not make decisions on your own. Speak to someone experienced. If there are no 
immediate dangers, then consult thoroughly with the specialist contact to ensure 
that you have made a well informed decision.  

File 
- Maintain any of the child’s work that are clear indicators of abuse or neglect. 
- All records are treated as confidential and will be kept in a secured filing cabinet. 

Report 
- If your decision confirms that the suspected abuse has occurred outside of the 

family and involves someone that is not well known to the family then inform the 
parents before you report the suspected abuse. Make sure that you have all the 
relevant information, support and help before you present the information to the 
family. 

- If you suspect that the abuse is within the family and it involves a family member or 
someone close to the family. Don’t inform the family. Consult with the Whanau Ora 
Navigator and/ or Academic Lead ,who will then follow the necessary steps of 
action. 

- If you suspect that the abuse has been perpetrated by a staff member or another 
adult assisting in the Kura. Then report immediately to Academic Lead , if the 
suspected abuse involves the Academic Lead  then speak to the Whanau Ora 
Navigator or another staff member. He or she will then consult with management 
who will in turn make contact with CYF or Local Police. 

- If the concerns are not acted upon in a timely manner after you have consulted 
through the correct lines of communication. Then proceed to take further action. 

- When dealing with suspected child abuse can be stressful. Speak to your Whanau 
Ora Navigator or Academic Lead  about having support for you. They can make 
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contact with the appropriate agencies and organizations that can provide 
supervision for you when dealing with suspected child abuse. 

 
External Agencies that provide support are: Child Youth and Family Services 0508, Ministry of 
Education Traumatic Incident Management, Police, Public Health Nurses, Early Childhood 
Development, Child Help lines. 
 

Staff Selection; 
Te Kura Maori o Waatea Management are committed to; 
 

- Prior to any interviews will screen any new applicants, which will involve  Police 
Vetting and checking on the applicants work history through making contact 
with referees and past employers.  

- All staff and adults that assist or involved in the kura will be police vetted. This is 
to ensure that the safety and emotional wellbeing of all our children are 
maintained.  

- In the employing of temporary and casual staff we will contact referees and past 
employers prior to considerations of employment.  

- Successful temporary or casual staff will be expected to be familiar with this 
Child Protection Policy.  

 
 
Collection of children from the kura 

- Only the parents/ caregivers identified on the initial enrolment and their 
authorized contacts can collect children from the kura in emergencies or for 
unforeseen events. 

Care and Protection of children in care 
 

- Parents and caregivers  must inform the Kura through the enrolment 
form if there are any custody disputes, protection orders, or court 
proceedings  which indicates people who cannot have contact with the 
such as the non- custodial parents is written with the relevant evidence 
provided. 

- Adhere to plans of care and protection provided by caregivers, parents 
and Child Youth and Family Services. 

- Refusal of entry into the Kura will be given to non - custodial parents and 
any persons that is not permitted to be around our students. 

- Caregivers , Custodial parents and Child Youth and Family Services will be 
contacted immediately should this occur. 

- In the event of a breach of a protection order, police will be contacted 
immediately. 

 
Rules of acceptable touching of children. 

- When caring for children, physical contact is natural, normal and desirable It is 
natural to touch children to show comfort, reassurance, to give them praise or 
to show affection or at times assist them with their physical cares. 

- However, it is not acceptable to force in anyway unwanted care, affections or 
touching upon children. 
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- At any time a staff member is assisting a child with physical cares it must be for 

that purpose only. 
 

Staff Professionalism; 
 
- Staff and adults working in the kura are expected to maintain a high level of 

professionalism as well as a calm and peaceful character when dealing with 
whanau, parents, and visitors to the kura. 

- Staff will be expected to keep their personal and professional lives separate. 
Staff is discouraged to have relationships with children and parents outside of 
work, unless there are family connections. 

- At least twice a year during staff hui we will review and evaluate our child 
protection policy. 

- All staff and adults working with children in the kura are role models to our 
children, they are expected to demonstrate appropriate behavior towards each 
other, parents, whanau and children and maintain a calm and peaceful 
character at all times. 

Parent Relationships;  
 
Te Kura Maori o Waatea are committed to building strong relationships( Whanaungatanga) 
with parents and whanau. 
 

- We will encourage parents and whanau to be part of our Kura whanau 
- If parents have any concerns about the treatment of their child by staff, they 

are encouraged to speak to the Academic Lead, who will ensure the matter is 
investigated and dealt with immediately.  

- Parents and Whanau are able to access this policy and any other policy from the 
Kura at any time.  

- Parents have the right to report any suspected abuse directly to CYF. 

 
Preventative Education; 
 
Preventative child abuse education programmes are important for parents and whanau. We 
will inform parents and whanau of any preventative education programmes provided by 
agencies or organizations in the community and encourage them to attend.  

- Our parent’s will have a range books and pamphlets on preventing child abuse 
and other relevant information that pertains to the safety of children. 

- All staff current and new staff will receive/d training in recognizing and 
responding to Child abuse.  

- Management will ensure if there is any recommended training by agencies such 
as CYF or Ministry of Education on keeping children safe, which informs and 
increases staff capability, will take the necessary steps for staff to attend 
training or workshops. 

 
 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Complaints Policy 
 

Rationale 
 
Te Kura Maori o Waatea values their staff, parents and whanau; we will endeavour to address 
any concerns or complaints raised by them in an appropriate , timely and fair manner and there 
are appropriate steps in place to ensure that all parties are treated fairly, with respect and are 
being heard. 
 

Objectives 
 

 All parties are encouraged to talk about issues that concern them. 

 To provide the appropriate channels for expressing concerns 

 To ensure all parties are given the ability and premise to be heard. 

 All concerns are dealt with in a professional and non-judgmental manner. 
 

Procedures 
 
All concerns and complaints will be recorded, dated and signed throughout the complaints 
process. 
 

 Before engaging in the formal complaints process, it is expected that staff will listen to 
the concerns and complaints of all parents, caregivers and whanau. 

 Acknowledge the fact they have brought the concern/ issue to your attention. 

 Endeavor to resolve the concern/issue at hand. 

 If the concern or issue is resolved, record the details, date and sign with the 
parent/caregivers and whanau. 

 If this does not result in the concern or issue being resolved then follow the actions 
below; 

 

Parents, Caregivers and Whanau 
 
Receiving Complaints 
 

 Complaint or concern is referred to the Academic Lead.  

 Academic Lead will determine the course of action based on the nature and seriousness 
of the concern or complaint. 

 If complaint or concern is not of a serious nature then the Academic Lead will meet 
with complainant to endeavour to resolve the issue. 

 If concern is resolved all details will be recorded and signed by complainants and 
Academic Lead. 

Investigating unresolved issues. 
 

 Unresolved complaints must be put in writing and sent to the Tumuaki. 

 Tumuaki will review the complaint with all other documents that pertain to the concern 
or complaint. 

 The Tumuaki will meet with all parties involved separately to discuss what the ongoing 
issues were.  
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 Tumuaki will consult with complainants to review the summary of the investigation and 
the recommendations. If complainant is satisfied then both the Tumuaki and Complaint 
will sign and date Investigation report. 

 A letter outlining final decision and reasons will be sent out to all parties involved. 

 If the parent/s or caregivers are still unsatisfied then they have the right to take the 
complaint to Ministry of Education (MOE). 
 

Investigating serious complaints 
 
Any complaints of a serious nature should be put in writing to the Tumuaki. All written 
complaints should clearly describe the nature of the complaint, and if necessary possible steps 
to be taken. 
If the concern or complaint involves suspected child abuse or neglect please refer to our Child 
Protection Policy. 
 

 Complaint is referred to Tumuaki or if the Tumuaki is involved in the complaint then the 
complaint is referred to the Chairperson. 

 Where suspension is warranted this should be deemed to be part of the investigative 
process 

 The complainant will be interviewed to establish the factual content of the allegations 

 The complainant can have a support person with them during the interview process. 
Should the complainant be a Student, then the student’ s parent(s)/caregivers must be 
present 

 Notes will be taken during the interview. All present at the interview will sign these 
notes 

 Should there be more than one complainant, they must be interviewed separately 

 The defendant will be asked to answer the allegation; the format of the interview and 
the witnesses required being the same as that for the complainant 

  A outline of the complaint will be presented to the defendant. An explanation of the 
Kura ‟s procedures and the Human Rights Act will be given and made clear. It will also 
be made clear that it is the Kura ’s responsibility to act on the complaint 

 It may be necessary to conduct further interviews with the complainant, defendant or 
witnesses. All will follow the above format 

 
Making a Decision 

- A report will be submitted to the Kura Board accompanied by the signed notes and 
recommendation of a course of action.  

- The Kura Board will make a decision on the assembled facts of the complaint is judged 
to be well-founded, the Kura Board has the following range of disciplinary measures at 
its disposal: correction and counselling; warning and reprimand; dismissal; referral to 
the police or other agencies 

- The decision will be final and will be communicated to both parties in writing 
- In determining the appropriate disciplinary measure, consideration will be given as the 

whether or not this is the first complaint, to the seriousness of the offence, and in the 
case of a student, to the effect the disciplinary measure may have on their Kura  

- In reporting complaints to the Kura Board the Tumuaki or his/her nominee may keep 
confidential the names of the complainant and defendant until the complaint has been 
upheld 
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Internal Disputes Management 
 

 All Staff that have a concern or complaint about another staff member should make 
every effort to resolve the issue together. 

 If unresolved, follow the steps outlined under unresolved concerns or complaints in this 
policy. 

 If students, whanau and or caregivers are unsatisfied with any decision made by the 
Kura can request to have the decision reviewed.  

 
Independent Review Process ( IRP) 
 
The purpose of the IRP is to ensure parents, whanau and students have an avenue to challenge 
decisions, actions or omissions of the Kura which must be based around the principles of 
Natural Justice. 
 
Parents, whanau and students have the right to an  

- Timely, fair, accessible and culturally appropriate hearing. 
- An independent and unbiased review. 
- To input into decisions made that may affect them (if complaint involves a third party 

such as a Teacher or student). 
- To comment on any information that is adverse to them. 
- A written statement of reasons for decisions taken by the Kura Board.  

Submission for an independent review 
- Referred to Chairperson of the Kura Board. Chairperson consults with Kura Board to 

review submission and set 2 possible hearing dates but no later than 2 weeks of 
receiving the submission. 

- Letter sent out confirming that submission has been received with available hearing 

dates with an outline of the Independent Review Process. 

- Response received from persons involved confirming hearing date. 

- Hearing is set. 

The Review Hearing 

- Karakia conducted 

- Formal welcome to all parties by Chairperson 

- Time offered to parents or whanau to respond. 

- Chairperson will address the purpose of the Independent Review 

- All evidential documents handed out to all parties. 

- Parents or caregivers present their concerns to the Board 

- The Chairperson responds to the parents concerns referring to any evidence stated in 

the documentation. 

- If concerns of parents or caregivers are justifiable then the previous decision made by 

the board will be quashed and all parties will work towards a resolution. 

- If parents or caregivers concerns cannot be proven or any further information 

submitted is relevant to the review then board’s decision will be upheld 
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- If at any time parents and caregivers are not satisfied with evidence or the decision then 

they will be advised by the chairperson that they can refer their complaint onto an 

Ombudsman or Reviewer. 

Complaints submitted to Ombudsman or Reviewer. 

- Kura board will make available all evidence, opportunities for parties to be interviewed 

to assist with investigation. 

- The board will be directed by the ombudsman or Reviewer in the Hearing 

arrangements. 

- The Ombudsman will direct the Kura board in the Hearing process. 

- Final decision will be determined by the final report of the Ombudsman or Reviewer. 

- Recommendations made by the Ombudsman or Reviewer will be adhered to by all 

aprties involved. 

 
Ombudsman Act 1975 Schedule 8 158E Complaints 
 
Parents, whanau and caregivers are able to refer a complaint to the Ombudsman to investigate 
the  suspensions, stand downs, exclusions or expulsions of their child.   
 
 
 

 
Approval ____________________________    (Date) ______________ 
Review    ____________________________    (Date) ______________ 
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Cyber Safety Policy 

 

Rationale 

 

At Te Kura Maori o Waatea our approach to Computers and or ICT in the classroom has been 
reserved for our Tuakana Years 5 and 6. (Refer to Curriculum Policy for full description). 
 
The internet is available for all staff and Tuakana students  to use under the following 
conditions:  
 
Staff 
 
All staff are expected to use the internet for the following purposes 

- Up skill and update professional knowledge 
- Source and provide information to enhance the learning opportunities available to 

students 
- Communicate via e-mail with other teachers to access learning opportunities for 

students to enhance the resources available in the school 
All Staff will sign an agreement which outlines their internet use  
 

- Use of the internet for personal use is not permitted other than for processing of email. 
Students 

- At the beginning of the year all tuakana students will receive an internet use agreement 
which will be read by the teacher with the students. Both the teacher and student will 
sign the agreement together. 

- Students will then take the agreement to their parents/ caregivers to read through and 
sign. 

- Once the agreement is signed by all parties and returned to the Kura it will kept in the 
student’s personal file. 

- Students will be undergoing training on how to access and use the internet. 
- The Kura IT specialist will ensure that access to inappropriate sites and social 

networking sites are blocked. Regular monitoring of these controls will be monitored 
ensuring that access has not been breached. 

 
 
Code of conduct for students whilst using the internet. 
 

- Students are encouraged to use the internet to extend their knowledge 
- Email is for contact with other students with interests in education 
- All email is to be composed off line 
- All email is to use common conventions of netiquette and courtesies 
- No profanities, obscenities or distasteful language will be used in email messages 
- No private information is to be distributed to third parties 
- Deliberate attempts to access sites containing pornographic, racially or religiously 

offensive, illegal or offensive material will be considered a serious breach of school rules 
- Students are not permitted to download any materials. 
- Copyright, privacy and international laws are to be abided by at all times 
- Goods or services are not to be ordered over the internet 



Te Kura Maori o Waatea Safe, Physical and emotional 
environment policies and procedures 2015 

 
                                                                                                                                                                                 
 
BREACHES OF CODE OF CONDUCT 
 
Minor breaches of the code of conduct  

- Student will use privileges in using the internet until assurances are given that the 
inappropriate use will cease. 

Serious breaches such as access to inappropriate sites will be dealt with in 
line with the positive guidance and behaviour policy 
 
 
Approved:_________________________________ Date:_______________ 
Reviewed:_________________________________ Date:_______________ 
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Education Outside of the Classroom ( EOTC)  Policy 
Rationale 
Educational trips and visits can be made for a variety of reasons and have the potential to 
Enhance learning in all curriculum areas. The range of opportunities that exist is 
inexhaustible and may encompass visits to places of educational interest, curriculum 
Related field trips, or sports trips. 

 
Purpose 
1. To enrich the classroom programmes and enhance learning by providing first hand 
experiences. 
2. To provide opportunities for the community to participate in the education of the children 
through sharing knowledge and experience. 
3. To provide opportunities for students to experiences that they wouldn’t normally experience. 
4. To enable children to appreciate the different aspects of their local environment. 
 

Guidelines 
1. The first priority in EOTC must be the safety of the children. 
2. Teachers and adults in charge of groups of children must at all times know the number of 
children in their charge. 
3. In planning school trips consideration will be given to the needs of the children and to the 
financial resources available in order to see that all children have opportunities to participate. 
4. Definite educational objectives relating the proposed trip to the curriculum and to school and 
class programmes must be established. 
5. First priority should be given to the use of resources in the school's local area. 
6. An adequate adult/pupil ratio should be maintained throughout the trip. 
(Minimum 1:8 - but Boat Trips 1:6, Bush Walks and Swimming 1:4).  
 
Note: Bush walks 1:6 if not dense or rugged otherwise use ratio 1:4)  
Permission must be obtained from parents prior to any planned trips. 
 
7. When visiting other schools ratios need not apply. 
8. Parents transporting children on school trips must sign a pre-printed form see outline below. 
Indicating that their vehicle is  
(a) Roadworthy -ia current WOF 
(b) Registered  
(c) Insured 
(d) Not stolen 
(e) Has an individual seat belt for each child. 
(i) Hold a full drivers licence 
(ii) Are not disqualified 
(iii) Are physically fit and capable of driving (ie. Not taking medication that could impair their 
ability to drive, taking mind altering drugs, or be intoxicated.) 
10. The Academic Lead has overall responsibility for all class trips. The appropriate forms 
Must be given to the Academic Lead. 

- Health issues must be acknowledged on the Risk Management Form 
 

GUIDELINES FOR DAY TRIPS 
- Be an integral part of the programme. Adult/student ratios to be adhered to. 
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- A teacher/s will be responsible for the party but may not always be accompanying each 
group. Parents will be informed if this is the case. 

- Permission of the Academic Lead will be sought 2 weeks prior. 
- Information circulated to, and permission from parents, must be gained prior to the 

trip. 
- Pre-schoolers can accompany at discretion of the teacher and are responsibility of the 

parent and must not interfere with the safety of the group. 
- The Risk Management Analysis Form must be attached to the EOTC application. 

 
GUIDELINES FOR CLASS TRIPS LONGER THAN A DAY 
= Permission of the Academic Lead and Kura Board must be sought at least one month in 
advance. 
- Such application must include information on the following points: 

 proposed programme 

 accommodation and transport arrangements 

 supervision arrangements 

 Cost and details of how they are to be met. 
 

Guidelines for Student Discipline whilst on Trips 
Refer to Student Discipline Plan 
 
Prior to a trip, teachers must explain the following points 

- Purpose of trip 
- Kura Rules apply 
- Acceptable behaviour whilst travelling to and from trips. 
- Acceptable behaviour  used at the destination 
- Consequences for unacceptable behaviour 
- Items needed for the trip 
- Group they will be in and who will be supervising them ( if a day trip) 
- Transport arrangements 
- Trip letters will be sent home for parents outlining the key points above and times to 

drop off and pick up their child. 
 
Any school equipment required for the trip must be booked before the RAMS forms are handed 
into the Academic Lead 

 
 
 
Approved _______________________________Date____________________________ 
Reviewed________________________________Date:___________________________ 
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Hauora Policy 
 
Rationale 
 
Hauora is an integral part of our Kura which incorporates the nurturing and holistic 
wellness of every single child that attends our kura. 
 
Te Kura Maori o Waatea  

- Will implement through its curriculum, learning and teaching programmes that 
will nurture the emotional, physical, spiritual and academic development of 
every single child. 

- Parents and whanau will be informed through whanau Hui of this unique Hauora 
approach. They can also access information through the Kura. 

- The Kura will support this approach by ensuring that their staff and any other 
support staff such as relievers are trained or well informed. 

 
Purpose 

- Support and enhance the holistic wellness of our students. 
- All staff will be role models and carriers of the Hauora approach 
- To enhance the learning success of all our students. 

 
Curriculum approach 
 
Hauora is an integral part of our curriculum approach. It focuses on the holistic 
development of the child, physically, spiritually and emotionally (mentally). These 3 
components will direct our Hauora approach and the learning and teaching 
programmes we provide to our children. 
 
Physical/ Tanana  

- Whakapapa exercises: which involves children awakening their senses to be 
ready for learning through mihimihi. 

- Physical exercises which will enhance their physical wellbeing and fitness. 
- Personal care – Children will carry out normal personal cares such as hand 

washing before and after eating, toileting. Also, an emphasis will be on ensuring 
children are dressed appropriately for the different seasons.  

- Healthy eating – A Kura  wide focus will be on healthy eating as well teaching 
and learning programmes will be provided to children at the classroom level. 
Children will participate in Maara kai/ Gardening which each student will grow 
and harvest their own vegetables. Displays for Healthy eating and personal 
cares such as handwashing will be displayed throughout the kura. 

- Kaupapa Maori Programmes such as Mahi a Rehia are also included in the 
Hauora curriculum to ensure children experience traditional exercises and 
games.  
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Spiritual/ Wairua 
- All children will participate in daily Karakia and mihimihi progressing towards 

having an active role. 
- Ancestral connections through Pepeha, Whakapapa, History and Nga Waka 
- Normal tikanga practices will be applied to the normal Kura  day. 
- The Kura  environment and classroom setting will emanate a sense of calm and 

peace which nurtures the spiritual well - being of our tamariki. 
- A spiritual awareness and connection through storytelling, waiata and history. 
- Teaching and learning programmes in and about the natural environment 

(Taiao). 
 
Emotional/ Mentality/ Hinengaro. 

- Whanaungatanga – building and maintaining health relationships through 
whakapapa and manaakitanga. 

- Kura values ( Whanaungatanga, Manaakitanga, Rangatiratanga, Kotahitanga) 
- Teaching and learning that allows children the freedom to be creative and 

explore their uniqueness and that of others. 
- Applying Matapuna one’s self awareness and the positive and negative impacts 

on others and Puna the impact of others on self.  
 
Zero Tolerance to bullying 
 
Te Kura Maori o Waatea through a zero tolerance to bullying will ensure that early 
detection of these behaviours are dealt with appropriately. 
 

- At the beginning of the year parents will be informed via newsletters of the 
Kura’s approach to zero tolerance of bullying by staff and students. 

- The Zero Tolerance to bullying approach and the consequences of such 
behaviour will be clearly explained to all students at the beginning of the year. 

- No bullying signs will be displayed in the classrooms and administration office. 
- Teachers will provide learning programmes for students about bullying as part 

of the Kura Zero Tolerance to bullying approach. 
 
Guidelines 

- All staff must be familiar with the different types of bullying that could occur in 
the classroom and or playground. 

- All staff will monitor and make every attempt to be receptive to any signs of 
bullying occurring in their classrooms or out in the playground. If detected 
teacher must address the issue as soon as practicable to prevent continuation. 

- Al students are encouraged to speak out against bullying if it is happening to 
them or others. 

- If students have been identified as bullying others, minor cases will be dealt 
with by the teacher guided by the Student Discipline Plan- Positive Guidance 
and Behaviour Policy.  
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- More serious and persistent bullying will be dealt with in line with the 
Responding to Persistent or MajorIncidents under the Positive Guidance and 
Behaviour Policy  

-  
 

Sexual Harassment  
 
Sexual harassment is defined as behaviour which is unwelcome or offensive to a student, staff 
member or parent. It may be by use of words (written or spoken) of a sexual or by physical 
behaviour of a sexual nature. There may be implied promise of preferential treatment, 
detrimental treatment or threat about the present or future status of that person within the 
Kura . The behaviour is either repeated or of such a significant nature that it has a detrimental 
effect on that person‟s Kura ing, parenting, job satisfaction or job performance. 
 

- A set of procedures for dealing with complaints are in place. 
- In the first instance, the Academic Lead will deal with complaints unless the 

complaint is against the Academic Lead. Should this be the case the Board 
Chairperson will deal with the complaint in line with the procedures laid down 

- Should the complainant feel the issue has not been resolved to his/her 
satisfaction the complaint will be referred to the Kura Board. 

- The Academic Lead will inform the Board of any  complaints of a serious such as 
sexual harassment  received. 

 

Procedures 
 
Receiving Complaints 

- Anyone experiencing sexual harassment should immediately make it clear to the 
persons responsible that such behaviour is unwanted and unacceptable 

- Should the unacceptable behaviour continue it should be reported as soon as possible 
to the Academic Lead, Tumuaki or staff member 

- The Chairperson of the Kura Board will be informed of any complaint in writing 
 

Investigating and Interviewing 
- Investigation is delegated to the Tumuaki or his/her nominee by the Kura Board. Should 

the Tumuaki be a party to the complaint, the investigation will be conducted by the 
Chairperson of the Kura Board 

- Where suspension is warranted this should be deemed to be part of the investigative 
process 

- The complainant will be interviewed to establish the factual content of the allegations 
- During the interview there will be a mature independent witness present of the same 

sex as the complainant. Should the complainant be a Student, then the Student’s 
parent(s)/guardian must be present 

- Notes will be taken during the interview. All present at the interview will sign these 
notes 

- Should there be more than one complainant, they must be interviewed separately 
- The defendant will be asked to answer the allegation; the format of the interview and 

the witnesses required being the same as that for the complainant 
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-  A resume of the complaint will be put to the defendant. An explanation of the Kura ‟s 
procedures and the Human Rights Act will be given and made clear. It will also be made 
clear that it is the Kura ’s responsibility to act on the complaint 

- It may be necessary to conduct further interviews with the complainant, defendant or 
witnesses. All will follow the above format 

Making a Decision 
- A report will be submitted to the Kura Board accompanied by the signed notes and 

recommendation of a course of action 
- The Kura Board will make a decision on the assembled facts f the complaint is judged to 

be well-founded, the Kura Board has the following range of disciplinary measures at its 
disposal: correction and counselling; warning and reprimand; dismissal; referral to the 
police or other agencies 

- The decision will be final and will be communicated to both parties in writing 
- In determining the appropriate disciplinary measure, consideration will be given as the 

whether or not this is the first complaint, to the seriousness of the offence, and in the 
case of a student, to the effect the disciplinary measure may have on their Kura  

- In reporting complaints to the Kura Board the Tumuaki or his/her nominee may keep 
confidential the names of the complainant and defendant until the complaint has been 
upheld 

 
 

 
 
 
 
 
 
 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Healthy and Safety Policy 
 

Rationale 
 
Te Kura Maori o Waatea will take all practicable steps to ensure the safety of staff, 

students, visitors and contractors by complying with relevant health and safety 

legislation, standards, and codes of practice. 

Purpose 

1. To provide a safe environment for staff, students, visitors and contractors. 

2. To ensure that management systems for health and safety issues are in place. 

3. To ensure that all potential and actual hazards in the kura have been identified, 

eliminated, isolated, or minimised. 

4. All staff receive relevant information, training and clear procedures on health 

and safety in the kura. 

5. All staff are encouraged to take all practicable steps to ensure their own safety 

and that no action or inaction on their own part causes harm to any persons on 

the kura premises. 

Guidelines 

- The Kura board (under section 70, Education Act 1989) will take all practicable 

steps to provide a safe, physical and emotional environment for all staff, 

students, parents/caregivers and whanau. 

- The Kura board will ensure the emotional safety and security of all staff by 

respecting and considering the stress in relation to staff workloads and making 

provisions as a good employer and by good faith by supporting the safe and 

early return to work of injured staff. 

- The Tumuaki is responsible for consulting with union and other employee 

representatives regarding health and safety management. 

- The Tumuaki is responsible for consulting with staff with the opportunity to 

participate effectively in, ongoing processes for improvement of work place 

health and safety.  

- The Kura Health and Safety plan will be kept in the Administration Office.  

- Health and Safety information will be displayed, relevant to the different work 

spaces of the Kura.  

- The Kura Health and Safety team will be responsible for all health and safety 

issues will be appointed by the Tumuaki. The team will consist of 3 staff 

members, the Tumuaki, Academic Lead and Administrator. The team will meet 
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regularly, twice a month, earlier if required. Copies of the minutes and follow up 

actions will be documented. 

- The Health and Safety Team will be responsible for regular and on - going 

evaluation, review and updating of the Kura Health and Safety Plan. They will 

report on any updates at staff meetings, and written reports will be held by the 

Tumuaki. 

- The Health and Safety team will be responsible for ensuring Hazard 

Identification Checks are conducted regularly to manage identified or potential 

hazards. 

- The Health and Safety Team will maintain accurate records, including minutes of 

meetings with follow up actions completed, Hazards Register. 

- The Hazards Register will be kept in the Kura Administration office.  The Health 

and Safety Team will record all identified hazards and actions taken to 

eliminate/isolate and minimise on the Hazards Register. 

- The Tumuaki will ensure that all accidents ( an event that causes harm to any 

persons or that could have caused harm to any persons). 

- All accidents must recorded in the Accident and Serious Harm Register held in 

the Kura Administration office. 

- All accidents must be investigated to determine whether or not the accident was 

caused by, or arose from a significant hazard. The significant hazrd must be 

report to the Health and Safety Team and recorded in the Hazards Register. 

- Where an accident results in serious harm to staff, students, volunteers or 

visitors the Tumuaki is responsible to notifying Occupational Health and Safety 

(OSH) as soon as practicable after the event and will submit a written report to 

OSH within seven days of the vent occurring. 

- The Tumuaki will report to the Kura Board monthly, (or more often if required)  

on any Health and Safety Issues. The report will consist of the Health and Safety 

Team activities, Accident and Serious Harm events with detailed information, 

and Updated hazards registers conducted. 

- The Tumuaki is responsible for ensuring that all staff are well informed and 

understand their responsibility for managing hazards in the workplace, their own 

safety whilst at work and ensuring that their actions do not cause harm to others 

(staff, students, volunteers, visitors and contractors). 

-  The Tumuaki is responsible for informing staff of the results of any health and 

safety evaluations, review and monitoring of their workplace. 

- The Tumuaki will ensure that all staff and students are familiar with emergency 

procedures. 

- All contractors and visitors are required to sign in at the Kura Administration 

Office. 
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- All contractors are required prior to starting on site work to read and accept the 

Kura Health and Safety Plan. All contractors are required to submit their Health 

and Safety Plan to the Health and Safety Team for approval before starting on 

site work. 

- The Kura Board will endeavour to comply with relevant health and safety 

legislation, standards and codes of practices, (Health and Safety in Employment 

Act 1992). 

 
 
 
 
 
 
 
 
 
 
 
 
 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Infectious and Contagious Diseases Policy 

 
Rationale 
Te Kura Maori o Waatea working alongside whanau, health providers and practitioners 
endeavours to be informed and positive in their approach when addressing issues 
arising from infectious or contagious diseases. 
 
Purpose 

- To provide a safe environment for the entire kura whanau – students, staff and 
visitors. 

- To prevent the spread of communicable diseases and illnesses by responding in 
a positive and informed manner to issues arising from these. 
 

Guidelines 
A contagious disease or illness is one that can be passed on by : 
- direct contact i.e. touching 
- exchanging body fluids e.g. sharing drinks 
- transfer by air/droplet i.e. coughing and sneezing 
 
 
Examples of such conditions/diseases include : 
Common  
Vomiting/diarrhoea  
Salmonella  
Giardia  
Strep Throat  
Impetigo  
Glandular Fever  
Chicken Pox  
Influenza  
Vaccinable 
Measles 
Mumps 
Rubella 
Hepatitis A and B 
Whooping Cough 
Meningitis (HIB) 
Polio 
Tetanus 
Diptheria 
Tuberculosis 
Rare 
Scarlet Fever 
Meningococcal Disease 
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Hepatitis C,B,E 
HIV Aids  
 
NB: Please note that this list is not exhaustive 
 

- Scabies and head lice are infestations. They do not fall within the notifiable 
disease category. A person cannot be excluded from Kura  as a result of such an 
infestation. However, staff will provide relevant information to assist parents/ 
whanau that are experiencing the above issues.  

- A newsletter will be sent home with children should there be an outbreak of the 
above mentioned  

 
- The Academic Lead or Tumuaki under the education act , can exclude a person 

suspected of having an infectious disease until that person has been assessed by 
a doctor. Exclusion from Kura  for cases and contacts of certain contagious 
diseases is the determined by the health practitioner. 

 
- Should a person become sick while at Kura ,  parents/ caregivers will be advised 

and medical attention sought . If the parents/caregiver or alternative contacts 
cannot be contacted, the Academic Lead or Tumuaki will act in loco parentis or 
on behalf of that person. 

 

Medical Room Procedures : 
 

-  Staff is to have access to the first aid kit, list of students with medical problems 
and specific student medication. 

- The staff member with medical responsibility: Administrator and Academic Lead 
is to ensure that medical supplies are kept well stocked. 

- Teachers are to inform the Administrator or Academic Lead when a child needs 
medical assistance. 

- The Administrator or Academic Lead   is responsible for any further action and 
care of the child. 

- The medical room book is to be kept up to date. For more serious accidents, is 
recorded in the accident book kept in the kura office. 

-  If a sick or injured child needs to go home (or to a doctor/hospital) the 
classroom teacher, parent (or caregiver or nominated person) must be informed 
of this. 

 
First Aid Procedures : 

- Gloves are to be worn at all times during first aid procedures involving blood 
spills and body fluids. 

- The Kura Board will provide training for the staff member with medical 
responsibility and ensure this is updated when necessary. 
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- Parents/caregivers will be informed of any outbreak of a contagious disease 
affecting the kura community. Any recommended action/advice will be provided 
through a Kura  newsletter. 

 

 
 
 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Personnel Policy 
 
Rationale 
A quality education requires practices that support management and teaching staff. 
 
Purpose 

- Te Kura Maori o Waatea management operates as a good employer. 
- To ensure clear and effective procedures are in place for recruitment, induction, 

appraisals and ongoing professional development support for all staff. 
 
Guidelines 
 
Recruitment 
 
Advertisements of teaching or management positions will appear in the Education 
Gazette or on www.mahi.co.nz. 
 
Staff Appointments 

The Kura Board and its Staff : 
 
 - Will compile advertisements for staff positions outlining the attributes and qualities of the 
ideal person required. 
 - Advertisements of positions will invite prospective employees to complete an application form 
and forward their C.V. 
- Receive applications and short list applicants. Selection criteria and the short-listing process 
will be based on which applicants are most suited to the position. 
- Prior to any interviews prospective employees will be screened which will involve  Police 
Vetting and checking on the applicants work history through making contact with referees 
and past employers.  
- Confirm interview panel. 
- Prepare interview format, which includes interview questions script and weightings. 
- Send letter confirming date, time and interview questions script to prospective employees 
three days prior to their interview date.  
- Interview applicants. The interview process will involve all members that have been confirmed 
as the interview panel. 
- Full report on interviews prepared and signed by interview panel.  
- Select most suitable person for the position. 
- Offer the position to successful person in writing forwarding to them the Kura's charter and 
policies and a contract for negotiation.  
- All successful candidates will be made aware of the 90 day probationary period. 
- The kind of contract that will be offered to prospective employees will be relevant to the 
position being appointed. Contracts will be negotiated to include details of working, conditions 
e.g. Leave, pay schedules, non-contact time, breaks 
- Position accepted, contract signed. 
- Ensure induction procedure is followed. 
 

http://www.mahi.co.nz/
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Induction 
1. The Tumuaki will be responsible for the induction of a New Academic Lead with probationary 
period of three months and an internal assessment after one month. 
2. The Academic Lead will be responsible for the induction of new staff. 
- The induction process will; include familiarisation with Te Kura Maori o Waatea Policies and 
Procedures Manual and other relevant information such as Kura curriculum etc. 
- The induction package will include: Job descriptions, Kura Philosophy and Charter, Kura 
policies and procedures, dress code, use of telephone, parking of cars, Kura hours and 
timetables, use of name tags etc. Information relating to lunch and tea breaks, staff meetings 
and management meeting times, how wages are paid and confidentiality requirements. - The 
Academic Lead will undertake on-going support for new staff. 
 
Performance Appraisal Procedure 
 
The Academic Lead and Tamaki will provide: 
1. Staff appraisal books given at the beginning of the year at the first staff hui. 
2. Quarterly meetings between Academic Lead and Individual staff will be held. 
3. The Academic Lead will complete performance appraisal with staff annually. 
4. The performance appraisal will be linked to the setting of professional development plans. 
5. A new employee will be incorporated into the annual appraisal process upon conclusion of 
their probation period. 
 
Professional Development Procedure 
 
1. Professional development will be linked with the performance appraisal and the needs of the 
Kura. 
2. Management will ensure that funds are made available in the annual budget for professional 
development of staff. 
3. Staff may attend courses with Management permission. 
4. Staff attending courses are expected to report back to staff and management to share 
information gained and will be supported by other staff members to implement changes into 
the Kura if these changes are agreed to by Management. 
5. A record of all professional development undertaken by staff will be kept. 
6. Professional development will not be limited to any training provider. 
 
Discipline and Dismissal Procedure 
1. Receive the complaint as per complaints procedure. 
2. Discuss the issue with the staff member concerned to ensure they receive a fair hearing and 
have a right of reply. Staff member may have a support person present. 
3. If considered necessary a formal warning is to be given verbally or for a more serious matter, 
in writing. 
4. In the case of a second offence, discuss the issue with the staff member (see No. 2) and 
follow up by a written warning, which clearly states the issue and any actions required to be 
undertaken. 
5. In the case of a third offence, discuss the issue with the staff member (see No. 2) and issue 
the person with a notice of dismissal. 
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Serious misconduct. 
1.  If a staff member arrives for work under the influence of drugs or alcohol. 
2. Mistreating children such as isolation, deprivation of food etc. 
3. Using any form of physical violence or verbal abuse. 
4. Intentionally damaging Kura's property. 
5. Not ensuring that the children's safety is protected. 
6. Theft of Kura, staff or parents property. 
g. Being disloyal to the Kura/Kura management in public. 
65 
 
Procedure : - 
1. Speak to person and inform them of the allegation. Ask for an explanation. 
2. Academic Lead and Tumuaki to carry out an investigation. Staff member will be suspended 
with pay this time until further notice. 
3. Meeting with staff member involved to discuss allegation. He/She can bring a support person 
with them. 
4. All information received during the hui will be utilised by the Tumuaki  to report to the Kura 
Chairperson and the board. 
5. The board will advise the Tumuaki of the action to be taken. If the action is a final written 
warning then the Tumuaki will issue this to the alleged staff member. 
6. If the decision is dismissal, then the alleged staff member will be requested to attend a 
meeting with the Kura board. The Chairperson will inform the alleged staff member of the 
decision  and present all the evidence that lead to that decision. 
7. Final pay will be paid to the staff member. 
8. All reports and records of the issue will be filed. 
 
Support for Teacher qualifications and registration 
Te Kura Maori o Waatea will encourage and support all their staff to become qualified and 
registered teachers. 
 
Concerns/Complaints Related to Staff Performance 
Any concerns or complaints will be dealt with in accordance with the Complaints Policy and 
Procedures. 

 
Approved  ____________________________    (Date) ______________ 
 
Reviewed  ____________________________    (Date) ______________ 
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Playground Safety Policy 

Rationale 
Te Kura Maori o Waatea understands that all children have the basic right to feel secure in their 
outdoors environment which means providing a secure playground with sufficient adult 
supervision. 

 
Purpose 
1. To ensure the complete safety of all children in the playground area. 
2. All Staff and children are aware of the Playground rules. 
3. Supervision Plan of the Playground Area is implemented. 
4. Children have complete enjoyment of the playground area. 

 
Guidelines 

- Playground rules are clearly explained to children. 
- Playground Equipment is checked by the Hazards Management team regularly. 
- The Academic Lead is responsible for ensuring that playground supervision is included in 

the Duty Roster and that it is regularly monitored. 
- All staff will take all necessary precautions to avoid the risk of injury or harm to the 

health and welfare of the students. 
- During wet weather the playground area will be closed. 

 

Playground Safety Rules 

1. Students must be supervised by a teacher when in the playground. 

2. No pushing or running on or around playground equipment. 

3. No jumping or swinging off any playground equipment. 

4. No balls in the playground area. 

5. Playground area is closed when equipment is wet. 

6. No Food or drink in the playground area 

 

 

Approved:_____________________________________ Date: _____________________ 

Reviewed _____________________________________ Date: _____________________ 
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Positive Guidance and Behaviour Management Policy 

Rationale 

Te Kura Maori o Waatea management and staff sees it is their responsibility to ensure 
that the adults that are before the children are positive and inspiring role models. 
Furthermore, the environment is supportive and every opportunity is given to children 
to develop social competence. Children will be guided towards positive and engaging 
interactions that are wholesome for themselves and each other.  
 
We have rules to protect students and to ensure that children’s behaviour is of an acceptable 
standard so that the kural environment can be a pleasant, secure, and safe place for all. 
 
Ombudsman Act 1975 158E Complaints and Section 8 Independent Review Process. 
 
Partnerships schools are subject to the Ombudsman act 1975. Which requires Partnerships 
schools to have an Independent Review  Process . 
 
Parents have the right to refer a complaint to an Ombudsman or Reviewer if they are 
unsatisfied with the decisions, actions or omissions made by the Kura . 
 
Parents will be able to make a complaint to an Ombudsman for decisions made by Kura on 
Suspensions, Stand downs, Exclusions and Exclusions. (See the Section on the Kura independent 
Review Process in the Complaints Policy). 

 

Objectives 
 

1. To provide a kura environment that fosters Aroha (love) Manaaki (care). 
2. To examine class programmes, environment and management the first step in solving 

disruptive behaviour. 
3. Provide clear rules and guidelines for students in the classroom and playground. 
4. To ensure that all staff and students are familiar with the Kura rules and acceptable 

standards of behaviour. 

5. To act on the principles of Kaupapa Maori and Steiner Values to ensure the 
holistic needs of the children are met. 

6. To ensure that each child is given positive guidance to resolve conflicts and 
behave appropriately, having regard to and for each child’s receptiveness and 
stage of development. 

7. 7 To have a clear process of how to deal with / respond to both positive and 
negative behaviour. 

8. To involve parents and caregivers in ensuring acceptable standards of behaviour.  
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Guidelines 

- Kura management and staff will ensure that all students and their whanau (current and 

new), are familiar with the Kura wide approach of aroha and manaaki tetahi ki tetahi 

which enhances the concept of Whanaungatanga. 

- All factors that affect the student’s behaviour and learning must be taken into account. 

- Staff and adults role model positive behaviours towards each other, students and 

visitors in our Kura. 

- Staff and adults will maintain a peaceful and caring nature towards our students.  

- All staff and students are expected to show respect and care towards one another. 

- A system of behaviour management strategies (see procedures) will operate to deal 

with more persistent or major behaviours. 

- Teachers need to be prepared to critically evaluate the effectiveness and 

appropriateness of their classroom programmes, organisation and behaviour 

management techniques. 

- Staff will always seek to promote and reinforce positive behaviour through modelling or 

positive methods such as a smile, praise or a reward system. 

- Standards of acceptable behaviour will be clearly explained to children. This is 

behaviour — both in the classroom and in the playground which demonstrates respect 

for others’ rights as well as their physical and mental well- being. 

- No Staff member or adult is to in any way to cause any harm or make a student feel 

undervalue. 

- Minor behaviour issues can be dealt with by the Classroom Teacher. 

- Copy of the Kura Rules and expected behaviour will be sent to Parents and Caregivers 

via newsletter at the beginning of the year and a copy will be displayed in each class and 

in the administration area. 

Student Rights and Responsibilities 

- The student is the pou tokomanawa of our Kura Whanau 

- All students have the right to be treated with respect and dignity by all adults and their 

peers. 

- To be treated fairly and to be heard when involved in any disciplinary action. 

- To receive quality and engaging learning and teaching programmes that will advance 

them towards successful learning achievement areas. 

- Feel safe, protected and cared for in their learning space and Kura environment 

- Students will respect other people, their belongings, school property and 

environment. 

- Students are encouraged to show manaakitanga and aroha to each other and staff 

- To be involved and participate in all learning and teaching programmes. 

- Be considerate to staff and others that they are learning alongside. 

- Students must adhere to Kura rules and demonstrate positive interactions and 

behaviours towards others. 



Te Kura Maori o Waatea Safe, Physical and emotional 
environment policies and procedures 2015 

 
                                                                                                                                                                                 

- Uphold and demonstrate Kura values. 

Kura wide: 

- Implementation of Aroha and Manaaki tetahi ki tetahi approach.  

- All staff and adults utilise this approach from management to the classroom level. 

Kura Rules 

Kia whakarangatira-  Be Respectful   
 
Possible signs that shows a rule has been broken 

 
- By saying nasty things to people, hitting, pushing, pinching, swearing, spitting, bullying, 

putting people down, and discriminating between the sexes. 
- Throwing objects at people 
-  Not listening to and obeying what the teachers and staff members say. 
- Damaging the environment in any way. 
- Damaging property that does not belong to you. 

 

Kia Manaaki Be caring 
 
Possible signs that shows a rule has been broken 
 
Being out of bounds 
 

- In the Administration Area (unless sent by the teacher with a signed and dated class 
pass) or accompanying a parent or caregiver, Equipment shed, inside the classrooms 
before 8.30a.m. or at play and lunchtimes unless authorised by a staff member, or 
students have a student pass signed and dated by their teacher, being in the playground 
area during wet weather days , in the car park outside or around other buildings in the 
Marae Complex, on the grass when the out of bound signs are up, not eating in the 
designated areas, not sitting to eat morning tea/lunch 

- Playing inappropriate or banned games e.g. kicking balls in the playground area, atea 
area , in the classroom,  playing tackle rugby, piggy back, kissing games etc 
 

Kia whai whakaaro  Be considerate 
 
Possible signs that shows a rule has been broken 
 

- Creating a disturbance when near other classrooms and other buildings. 
- Running around inside or outside the buildings, including the Atea ,Mahau, and Marae 

complex buildings. 
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Kia Takatuu – Be Ready 
 
Possible signs that shows the rules have been broken 
 

- Bringing lollies, chewing or bubble gum, valuable games, skateboards, scooters(unless 
there is a special wheel day or reward being given) radios, cassette players, 
inappropriate jewellery (some items may be culturally important to wear) or toys, 
offensive weapons, guns knives. Alcohol or non-prescription drugs, fireworks, matches.  

- NB: *prescription drugs need parental permission in writing. 

 

Student Discipline Plan 
 
The student discipline plan is for the purpose of guiding staff decisions when 
considering the appropriate consequences to use when Kura rules are broken. 
 
Minor Incidents  
1. Warning and verbal apology 
2. Warning and verbal apology 
3. Waahi Whakaaro – Students are kept in for 10 minutes during lunch break.( See 
Waahi whakaaro guidelines below) 
4. Wahi Whakaaro 
5. Time out – Academic Lead 
6. Consultation with parents. 
 

Serious or persistent incidents 

- Academic Lead will speak to all students involved separately. Incident reports 

are completed by students. 

- Academic Lead and Tumuaki will review current and past incidents which 

involved the alleged student. 

- Consultation with parents or caregivers, all incidents provided for parents to 

review. All parties will decide on the best course of action to take. 

- Tumuaki will present agreed course of action to Kura Chairperson to make final 

decision. 

- Letters of final decision will be sent out to all parties involved. 

- Academic Lead will inform teacher of the final decision. 

Wahi whakaaro 

- Is only applied if a student has received 2 verbal warnings. 

- Students will be placed in Time reallocation supervised by a teacher for 15 

minutes of the lunch break which will happen after lunch eating time.. 
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- The supervising teacher will hand out the Kura Time reallocation form which will 

have the following questions the students must answer. (For Teina students the 

supervising teacher will just talk through the questions and they give their 

responses).  The questions will be – What did you do?  Which Kura Value did you 

not use? How did you make the other person feel? How can you make the other 

person feel better, Will you do this again? The student and supervising teacher 

will sign and date the form together. 

- 2 copies will be taken of the TR forms; the original form filed in student file, the 

copy will be posted to the parent or sent home with the student. For Teina 

students a letter informing the parents or caregiver that their child was in Wahi 

Whakaaro and the reason will be posted or sent home with the student. 

Positive Rewards Procedure 

To ensure that we as a Kura acknowledge positive achievements of our students we will 

have in each class a Positive achievements rewards book where teachers will reward 

students with stickers for appropriate behaviour, effort and attitude in all learning 

areas. 

Students who have a total of 10 stickers will receive from the Academic Lead a 

certificate of achievement during the Kura Assembly. They will also be acknowledged 

through the Kura newsletter. 

When a student receives Ten Certificates of achievement they will receive a the Kura 

achievement taonga which will be taken home by them for one week, then returned 

and displayed with their displayed as the current recipient and holder at the 

administration office. 

Caught being aroha and manaaki rewards 

Students who are caught being aroha and manaaki in the classroom or playground will 

be given a slip with their names and reason for why they got it. Students can place these 

slips in their classroom box. Teachers will before Kura Assembly take two from the box. 

These will be read out during the Kura Assembly and the children will receive a treat 

from the Academic at the end of the Kura Assembly. 

 

Classroom Rewards Systems 

Teachers can use their own classroom rewards system to acknowledge positive 

behaviours, attitudes and achievements. 
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Responding to Minor behaviours 

- All staff must ensure that when dealing with behaviours they have a calm and 

peaceful approach. 

- Teachers will deal with minor behaviours and misdemeanours following the Student 

Discipline Plan that arise within their classroom or playground ( See above)  

- Consequences should be fair and appropriate to the misdemeanour. 

Responding to Persistent or Severe  Behaviours 

- Staff must ensure that the issue is the focus for resolution not the child/ ren. 

Staff will encourage the children to look at the issue, how it could have been 

prevented and what to do next time. Staff will also prompt the children to think 

about and discuss the school values and how those could have been applied to 

their situation. 

- Staff will fill out the incident report detailing who was involved and what 

happened. 

- Incident Reports handed to the Academic Lead and/ or Tumuaki. 

- The Academic Lead or Tumuaki will discuss the incident with all students 

involved separately. 

- Consequences will be determined by the severity of the incident and if required 

the parents and or caregivers will be consulted.  

- In cases that are severe such as Fighting, Attacking a student or staff member, in 

possession of drugs or dangerous weapons and , or stealing , defacing school 

property then the Tumuaki will refer to the Kura Stand downs, suspensions, 

expulsions and exclusions policy. 

- Parents and or caregivers will be invited to meet with the Tumuaki to discuss the 

pending decision, presenting all reasons for their decision. Parents will be given 

the opportunity to have input into the final decision process. The Tumuaki must 

ensure that the decision is justifiable and  unbiased using indicators such as 

 All evidence supports the decision. 

 All factors that impacted on the students actions has been investigated, 

 The continued safety of all other students. 

- Kura Board will adhere to the guidelines for stand downs, suspensions, 

exclusions and expulsions set out under section 8.3 of the Kura Hourua contract. 

Stan downs, suspensions, exclusions and expulsions 
 
In all matters pertaining to stand downs, suspensions, exclusions   and expulsions the Kura 
board and Tumuaki will adhere to the Education Act 1989. Which pertain to the provisions set 
out under Section 8.3 in the Ministry of Education Kura Hourua Contract. 
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Risk Analysis and Management Policy 
 
Rationale 

 
The risk analysis and management policy is an outline of the required planning, 
implementation and evaluation requirements for safe management of activities and 
programmes outside the Kura. 
 
Purpose 

- Clearly identify potential risks. 
- Assess the skills, competencies and needs of adults that will be participating and 

assisting in programmes and activities. 
- Assess the skills and needs of those children that will be involved in programmes 

and activities. 
- Determine strategies to ensure risks can be managed and controlled. 
- Ensure emergency plan is in place. 

Guidelines 
- Staff planning trips must complete an excursions form for all trips out of Kura, 

signed by the Academic Lead. 
- Staff must complete a Risk Analysis and Management form for all EOTC 

activities, such as excursions and Kura camps prior to the events taking place.  
- Completed R.A.M.S and excursions forms must be submitted to the Academic 

Lead at the latest two weeks prior to the excursion date.  

- The Academic Lead will inform all staff at the beginning of the year, that are 
intending to go out on camps, the date all relevant documents must be 
submitted for approval by the board. Camps will not be permitted if documents 
are submitted are later than the specified date made by the Academic Lead. 

- Staff must complete incident or accident records for any incident or accident 
that causes injury. 

 
Administering First aid and medication 
 

- All students who are identified with High Health issues will have all their medication 
and health plan stored in a separate first aid kit. All staff will be familiar with the 
students and how to administer their medication. 

- Children that require first aid must be dealt with by staff members that hold 
current first aid certificates. 

- All first aid conducted by the staff members must be recorded in the first aid 
book. 

- The designated first aid area must be sheltered, but at a safe distance from any 
other activities. 

- There must be a clearway for ambulance access. 
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- All first aid supplies should be kept in a lockable first aid kit or bag which cannot 
be accessed by students and supervised by a staff member. 

- A stretcher must be provided so that children that are feeling unwell can lie 
down and rest. 

- Staff members in charge of first aid must hold a charged cell phone at all times 
in case of an emergency. 

Administering medication. 
 

- Teachers must follow the health plan set in place for High Health needs 
students. 

- If a high health needs student has an episode that is at a distance from the first 
aid area, one staff member must stay with the student, and another staff 
member or student will be sent for assistance. At no time should the student be 
moved. 

- Approval must be given by parents and caregivers to administer any oral 
medications. 

- Only staff that holds current first aid certificates may administer medication if 
parents have consented. 

Illness and Sickness 
Kura Premises 

- No persons will be permitted to enter or remain in the Kura if they have 
contracted or contract an infectious disease. 

- Students that become ill or sick must inform their teacher immediately. 
- First Aid will be carried out by the Administrator. If student is feeling ok, then 

they can lie down and rest in the sick bay area. 
- If student shows signs of becoming worse. Then the parents will be contacted to 

pick up their child. 
- Fevers - Students will be given disprin or pamol if approved by parent.  
- The Administrator will monitor very sick and ill children closely until the parents 

or caregivers arrive. 
- The sick bay book and medications record must be filled out each time. 

School Trips 
- If students become ill or sick during a trip then they must be kept in the first aid 

area to rest.  
- The staff member in charge must monitor the student closely, taking their 

temperature and administering medication only if approved by parent such as 
disprin or pamol. If the student appears to be getting worse such as fever rises, 
then arrangements should be made to transport the student to the nearest 
medical Centre or hospital.  

- If the student is fine to travel by car then one staff member and a parent helper 
if possible will go to take the student to the closest hospital. 

- If the student is unable to be moved then emergency services will be contacted. 
- Parents or caregivers will be contacted immediately to inform them of what has 

happened and where the child will be going. 
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- The Academic Lead and Tumuaki will be contacted to be informed of the 
incident. 

- A staff member will accompany the student on the ambulance if their parents or 
caregivers are not there. They will stay with student until the parent or 
caregiver arrives at the hospital. 

 
Accidents and Injuries 

- All accidents and injuries must be recorded in the incident book. 
- Minor injuries that can be treated easily will be done so by the Staff member in 

charge of first aid.  
- Major accidents or injuries emergency services will be contacted immediately. 
- Staff members with first aid will remain with the injured student and administer 

first aid until the emergency services arrive. 
- Staff and Adults will move all other students away from the accident site to a 

safe area and offer comfort and support to those students most affected. 
- Parents and caregivers of the student involved in the accident will be contacted 

once all other students have been moved to a safe area. 
- The Academic Lead and Tumuaki will be informed of the accident.  
- In cases where the accident or injury is serious then the Academic Lead will 

decide if the camp proceeds. 
- All parents and caregivers must be contacted immediately if the camp concludes 

to arrange early pickup from the Kura. 
Pandemics 
 
In the event of a possible pandemic Te Kura Maori will activate their Pandemic plan 
provided for Schools/ ECE and TEO’s provided by Ministry of Education. 
 
Process if a possible pandemic has been announced by government officials. 
All staff will be well informed of their role and the response to a pandemic outbreak. 

- Sanitary measures are heightened. 
- Closely monitor visitors, students and staff for signs of infectious disease. Assess 

if signs are identified in students or staff. Refer to medical services immediately. 
- Keep up to date and maintain an open line of communication with Local officials 

monitoring the pandemic spread. 
- Keep first aid and emergency food well stocked, extra clothing and bedding 

supplies if closure occurs during Kura hours due to a break out of the infectious 
disease in the Kura. 

- Infected students and staff should be moved and kept in quarantine from the 
rest of the group. 

- Medical services contacted to conduct medical checks. 
- Medical checks will still be conducted on all uninfected students and staff to 

have medical clearance to leave the Kura premises with their parents or 
caregivers. 
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- If pandemic at this stage is widespread and hospitals and medical centres are 
full. The Kura will offer to contain infected students and or staff on the Kura 
premises. 

-  
- Until clearance has been given by officials that the pandemic is cleared and 

infected students and staff have been given medical clearance they can return 
to their homes. 

- The Kura board will enlist cleaning services to sanitize and clean all infected 
areas of the Kura. 

- The Kura Board will reopen once the Kura has been completed sanitized and it is 
safe for students and staff to return to the Kura. 

 
 
 
 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Search and Seizure Policy 

Rationale 
Te Kura Maori o Waatea will in accordance with section 139AAI of the Education Act 1989 

Surrender and Retention of property and searches ensure clear guidelines are in place when 

dealing with students that have a harmful item that poses an immediate threat to safety. 

 

 

Purpose 

- To ensure the safety and security of students and staff. 

- All staff is familiar with these search and seizure guidelines. 

- Parents and Caregivers are well informed in these guidelines. 

Search Guidelines 

- The only instance a search can be conducted if there is a reasonable ground that a 

student has a harmful item or information that poses an immediate threat to safety. 

- Reasonable grounds will depend on the context and the nature of the item. 

- The search can only be conducted by a teacher or authorized staff member of the Kura.. 

Searching Students Outer Clothing 

- A teacher or Authorized Staff member may search a student’s outer clothing but only 

once the student has removed the outer wear.  It is unlawful to search a student’s 

person. Only the police have the remit to do this. 

- If a student refuses to remove the outer wear, then the parent/ caregivers or police will 

be involved. 

School Property 

- All or any school property can be searched which includes, buildings, grounds and 

vehicles as well as any locker, desk or other receptacle provided to student’s for storage 

purposes. 

Seizure Guidelines 

 A teacher or Authorized Staff member who has ‘reasonable grounds’ to believe that a student 

has an item that is likely  to endanger safety , detrimentally affect the learning environment or is 

an item that poses an immediate threat safety can 

- Require a student to produce, reveal and surrender items, including bags or containers 

in their possession or control.  

- The teacher or Authorized staff member can search the surrendered items, or 
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- Ask the student to open the bag and move the contents around to get a better look 

inside. 

Retention 

If the Teacher or Authorized staff member considers that an item surrendered by a student or 

revealed following a search  should be retained or disposed of  then the follow rules apply.  

Rules 

- Record all items on the retention and disposal of items form. Which will include: 

 Date the search was conducted 

 Name of the student 

 Name of the teacher or authorized staff member whom conducted the search. 

 Witnesses present   

 Item retained 

 Signed by all parties. 

Retaining and storage  

Reasonable care must be taken of the item. All items must be stored in the Administration office 

in the designated lockable cupboard. 

Returning or passing on items 

Depending on the nature of the item the following actions will be considered 

- Items will be returned or passed on within 24 hours of the retention. 

- First time incident items/ devices are returned to the student 

- Second time incident items/ devices must be picked up by the parents/ or caregivers. 

- Unless otherwise instructed by Police, stolen items are returned to their rightful 

owners. 

- Items will also be passed onto agencies such as Police, Department of Internal Affairs 

and or New Zealand Customs Service, depending on the nature of the item. 

Disposal 

- If an item has not been claimed a month from the day it was retained then the item/ 

device will be donated to charity. 

- Items such as images or messages on electronic devices will be deleted by the Academic 

Lead.  

- Any other items such as drug paraphernalia or weapons will be handled by the external 

agencies such as Police, Department of Internal Affairs or New Zealand Custom Services. 

Approved:____________________________________________ Date:____________________ 
Reviewed:____________________________________________Date:_____________________ 
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Sun Safety and Shade Policy 
 
Rationale 
 
Te Kura Maori o Waatea is committed to ensuring that their students have an 
awareness of sun safety and the dangers of over exposure to the sun. 
 

Purpose- 
-  Increase student and community awareness of skin cancer and practical ways of skin 

protection. 
- To develop strategies which encourage responsible decision making about skin 

protection? 
- To work towards a safe school environment which provides shade for people. 
- To encourage people to wear protective clothing, hats and sunscreen during high risk 

times such as sport, lunchtime, camps and trips. 

 
GUIDELINES: 

 

- It is compulsory for all children to wear sunhats in Term 1 and Term 4 at morning 
interval and lunchtime and during all outdoor activities. 

- Children not wearing hats will be required to stay in designated shade areas at 
intervals and lunchtime. 

- All children are encouraged to wear clothing which protects the skin and to 
apply sunscreen. 

- All children are to eat their lunch in a shade area. 
- Staff and other adults in the school are encouraged to act as role models by 

wearing sunhats. 
 
Environment 

 
- Sun shades erected directly outside the classroom area, over eating areas and 

playground area. 
 

General 
- Regularly reinforce the School Shade Policy in a positive way through newsletters, 

parent meetings, and student and teacher activities. 
- When a child is enrolled parents are to be informed that sunhats are compulsory and 

the school encourages the use of sunscreen. 
 
 
Approved :____________________________________________ Date: _________________ 
Reviewed:_____________________________________________ Date:_________________ 
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Traumatic Incident Policy 

 
RATIONALE 

All Kura staff needs to be prepared and know how to manage a traumatic incident 
involving death or serious injury. The sudden death (or serious injury) of a child, 
young person, staff member or family/whānau member has the potential to create 
significant dangers or risks to the physical and emotional wellbeing of children, 
young people and people within a community. 

The event also has the potential to cause sudden and/or significant disruption to 
the effective operation of an ECE/KURA service and their community. If the 
aftermath is poorly or insensitively handled, it can impact on those affected and 
attract adverse media or public comment. 

 

PURPOSE 
- To identify and recognise the nature of specific crisis situations occurring which involve 

Kura personnel. 
- To develop appropriate management strategies for individuals immediately involved  

In the crisis and those with related intervention roles. 

GUIDELINES 
 
A Crisis Management Plan shall be set up, made known to all staff and be ready to activate in 
advance of a possible crisis. 
 
From the management plan it must be possible to: 

1. Identify the range of situations which would be recognised as crises and which would 
Activate the Kura’s. 

2. Develop a specific Crisis Strategy, which has the flexibility to respond to a wide 
Range of crisis situations. 

3. Establish a Crisis Management Team with a clear chain of command and designated 
Roles, which will include the Tumuaki, Academic Lead, and Administrator, enlisting 
further assistance by the Marae Manager and Marae Security in the event of fighting. 
And can be functional, immediately a recognised crisis occurs.  

 
The administration responsibilities of the management team shall include: 
 

- Co-ordination and communication  
- Implementing an action plan for teachers 
- Working with students 

 
4.  Ensure that all Kura  staff are fully aware of the Kura ’s crisis management 

Plan and how these will involve and affect them. This Management plan should 
be reviewed biannually . 

5.  Liaise with the external services to evaluate crisis management plan and update if 
required. 
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Crisis Management Plan 

 
All incidents must be recorded in the traumatic incidents book. All persons involved in a 

traumatic incident that are able to must fill out an incident form signed and dated. 
. 

Response Action to be followed 
Serious Injury or Death 
 

- Ensure safety first Assess areas for dangers such as ( live wires, poisonous substances) 
- Do not assume death has occurred. Apply first Aid immediately 
- Dial 111 state emergency service required. 
- Remove all students present to a safe place out of view of the crisis. Staff supervision 

students enlisted and counselling for those most affected. 
- Contact Tumuaki. Isolate and contain the area. 
- If it is a staff member inform spouse, partner or family immediately. 
- Remove all students present to a safe place out of view of the crisis. 
- Staff supervision enlisted and counselling and support offered to the most affected. 
- Dial 111 state emergency service required. 
- Place a cover over the  deceased 

Action to take after medical services arrive 
- Tumuaki to advise Kura Board. 
- All students moved to a safe space on the Marae complex. 
- Consider accompanying Police to inform parents or caregivers of deceased student. 
- Organise parents to pick up their children from designated area. 
- Advise the Ministry of Education Trauma Incident Team on 0800 84 83 26. This team will 

help guide you on managing the response (including how to advise students, arrange 
counselling etc) 

- Complete incident form with all known details 

The Crisis Management Plan will, as far as possible, maintain the normal running of the 
school and return to the normal school routine as soon as possible. The Kura Board and 
Marae Management will hold a special Hui for all students and staff members through 
Tikanga Maori practices to come to share in the grieving process. The wishes of parents 
will be observed wherever possible.  
The Kura will organise for a group or whole Kura along with parents attends the tangi.  
Contacts with the media will be handled by the Tumuaki or Chairperson of the Kura 
board. 
 
 
 

 
Approved  ____________________________    (Date) ______________ 
 
Reviewed i___________________________    (Date) _______________ 
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Visitors to the Kura 

Rationale 

Te Kura Maori o Waatea understands that to prevent any unnecessary harm to our students and 

staff by any unauthorised visitors or persons in our Kura a clear process must be in place to 

monitor the movement of visitors in and out of the Kura premises. 

Purpose 

1. Safety of all students and staff. 

2. Account for all persons in the Kura premises for emergency purposes. 

3. To closely monitor the movement of persons in and out of the Kura premises. 

 

Visitors are: 

- Family members 

- Guest Speakers  

- Maintenance Workers 

- External Agency Providers 

- Potential Participants 

- Non- custodial parents 

Procedure 

- All visitors must go directly to the administration office. 

- All visitors must inform the administrator of the purpose of their visit and provide any 

relevant Identification required. 

- The administrator must contact and confirm the visitors details with the staff member 

they are intending to visit. 

- Visitor will sign in on arrival and sign out of the visitors’ book on departure. 

- A visitors tag will be given to visitors to wear once all details are confirmed to wear 

whilst they are in the Kura premises. 

- If confirmation has not been provided, then visitors will be advised to leave the 

premises and make further arrangements to meet with the staff member for another 

time. 

- If teachers invite visitors to the Kura they must inform the Administrator and Academic 

Lead prior to the date of arrival. 

Family Members 
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- All parents and caregivers who wish to spend time in their child’s class must have made 

prior arrangements with their child’s teacher. This is to minimize and to prevent any 

unexpected visits which could cause disruptions to the students learning. 

- Parents and Caregivers who wish to collect their children from school early for any 

reason if arranged or not can collect their child from the Administration office. 

- Any items which pertain to the student’s immediate needs can be left at the 

Administration Office for the child to retrieve. 

Maintenance Workers 

- The Administrator will confirm their visit through the maintenance records book. 

- Maintenance workers will sign in and out of the visitors’ book. 

- A visitors tag will be issued 

- The Academic Lead will meet with maintenance workers in the Administration area. 

- On completion of their tasks sign out at the administration office before they leave 

Guest Speakers 

- Guest Speakers will be issued a visitors tag. 

- They will be directed to the designated class. 

- On completion of their tasks sign out at the administration office before they leave the 

Kura premises. 

External Agency Providers 

- Provide identification at the Administration Office. 

- Confirmation of visit 

- Issued a visitors tag 

- Directed to designated area or class. 

- On completion of their visit sign out before they leave the Kura premises. 

Police, Child Youth and Family Protection and Care workers will be expected to  

- sign in and out of the visitors book for emergency purposes 

- be directed to the Academic Lead 

- Not required to wear a visitors tag.  

Public Health Nurses will be expected to 

- Sign in and out of visitors book 

- Be directed to the Academic lead  

- Not required to wear a visitors tag. 

Non-Custodial Parents. 

- In the case of a non-custodial parent visiting the Kura. The Administrator must inform 

the Academic Lead and or Tumuaki immediately to deal with the situation. 
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Any unauthorized persons found within the Kura premises that have are not displaying a visitors 

tag will by staff be directed to the administration office. The administrator must inform the 

Academic Lead or Tumuaki to deal with the situation. 

 

Approved _______________________ Date ______________________________ 

Reviewed _______________________ Date _______________________________ 
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Withdrawal of students during school hour’s policy 
 
Rationale 
 
Te Kura Maori o Waatea will ensure that every measure has been taken to prevent interruption 
to students learning but in violent, disruptive and persistent incidents that impacts on student 
safety and their learning then a withdrawal process will be enforced. 
 

Purpose 
 
1. The safety of all students and staff is paramount. 
2. To enable student learning to continue. 
3. All Staff are familiar with the purpose of withdrawal and the procedures to follow. 
4. The withdrawal process is clearly explained to parents and they are part of and informed if 
their child is being withdrawn. 
5. The dignity of the student being withdrawn is retained. 

 
Guidelines 
 
Violent and disruptive Behaviour 

- Violent outbursts by a student must be dealt with calmly by staff members Use words 
of encouragement to calm the student.  

- If the student calms down. Notify the Academic Lead to withdraw the student from the 
class. 

- If student hasn’t calmed down, take every precaution to move the rest of the group to 
a safe space. 

- Send a student to notify another staff member to assist with the rest of the group. 
- Encourage the student to move outside and let them talk through why they are feeling 

that way. 
- Escort the student to administration and inform the Academic Lead of the incident. 
- The Academic Lead will talk about the incident with the student. 
- Student will be placed in the Matapuna Space to reflect for 20 minutes 
- Parents will be informed of the incident. 
- If violent or disruptive behaviour recurs then Special Education Services will be 

informed and their advice and support enlisted. 
- For persistent disruptions and violence the Kura will be guided by guidelines outlined in 

Section 8 of Kura Hourua Contract. 

 
 
 
 
 
Approved:___________________________________ Date: _________________________ 
Reviewed:___________________________________ Date: _________________________ 
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