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A Message from the Principal  

 
Dear Parents 
 
Thank you for your interest in our school.  Whether you are in the process of just making a 

general inquiry, or have already enrolled your child/ren, I trust the information contained in 

this booklet will assist in answering many of the questions that may arise.  

 

An increasing number of parents are concerned at the challenge of raising children who will 

have the spiritual commitment and ‘backbone’ to live godly lives in an ever increasing 

godless world.  Unfortunately, there are no guarantees when it comes to raising children, 

regardless of the efforts made.  Each individual remains an agent of free choice, to choose 

their personal destiny.  However I believe that when committed Christian parents, a Christian 

School, and a supportive Church community join together to work for the common good of 

their children, it provides powerful avenues in which God can work in a mighty way. 

 

This really summarises the purpose for the school’s existence.  We are here to work in co-

operation with parents and church communities for the salvation of their children. 

 

The Bible teaches that we must not only be training to prepare for citizenship in heaven, but 

also to be useful and productive citizens here in our current society.  On our part this involves 

making every endeavour to have each child develop to the best of their ability in every area of 

the curriculum.  That is quite a challenge!  It is however a vital part of the school’s function.  

 

After reading through this handbook, please do not hesitate to call if there are aspects of the 

school you wish to discuss further.  Due to the size of our school, it is not always possible for 

someone to take your phone call during school hours.  The secretary is employed for four 

hours per day, and the principal is involved in classroom teaching most of the time.  

However, feel free to leave a message on the answering service, and we will try to get back to 

you as promptly as we can. 

 

God’s blessings on you and your family. 

 

Yours sincerely       

 

 

 

Shaun Hurlow 
Principal       
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General Information 

 

The Hamilton Seventh-day Adventist School is an integrated co-educational day 

school with a comprehensive programme comprising both primary and 

intermediate education, from Year 0 (new entrants) to Year 8 (form 2). The 

school is owned and operated by the Seventh-day Adventist Church.  It provides 

education in harmony with the beliefs, values, life-style and commitment of the 

church.  Emphasis is placed on the development of a Christian character and a 

life of service in the community.  The school is run by a Board of Trustees 

consisting of: members elected by the parents, Seventh-day Adventist Church 

proprietor representatives, the Principal, and a staff representative. 

 

The school was established on its present 

site in 1971. It is situated on 2.5 hectares 

of ground providing adequate space for 

the classrooms and recreational facilities.  

Included in the school buildings are three 

classrooms, an office, the library, and two 

resource rooms. 

 

The grounds provide a playing field for 

recreational activities such as soccer, 

hockey, touch rugby, cricket and softball.  

A multipurpose court caters for tennis, 

patter tennis, netball, and basketball.  A 

barked adventure playground provides 

climbing equipment, slides, swings etc, 

and a sandpit provides clean sand in 

which to dig and play. Both these areas 

are “sun-shaded”.   The school has many 

large trees, which provide shade and 

shelter. 

 

The school is situated at:  

Annebrook Road 

RD 3 Hamilton 2021 

 

Phone  (07) 856 4417 

Email  office@hamsda.school.nz 

Website  www.hamsda.school.nz 
 

mailto:office@hamsda.school.nz
http://www.hamsda.school.nz/
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Mission Statement 

The Hamilton Seventh-day Adventist School aims to provide a quality 

education with a strong emphasis on a saving personal relationship with Jesus 

Christ, in a caring Christian environment.  

 

School Philosophy 

The Hamilton Seventh-day Adventist School 

maintains that true Christian education 

involves far more than following a particular 

course of study.  Instead it must be viewed 

as a preparation for the entire period of 

existence possible to mankind, both here on 

this earth, and in the world to come.  

 

Through sin, the Divine likeness, implanted by God “In the beginning”, has 

become nearly extinct within the human race.   
 
“To restore in man the image of his Maker, to bring him back to the perfection in which he 

was created, to promote the development of body, mind, and soul, that the divine purpose in 

His creation might be realised this was to be the work of redemption.  This is the object of 

education, the great object of life.”  (Education, p16) 

 

Seventh-day Adventist Education seeks to give every student the opportunity to 

accept Jesus Christ as their personal Saviour and to realise their inestimable 

value as a child of God. 

 

The school serves to provide education with a special character, that is to say: 
 
The school is a Seventh-day Adventist School in which the whole school community through 

the general programme and its religious instructions and observances, exercises the right to 

live and teach the values of Jesus Christ.  These values are expressed in the Scriptures and 

practices, worship and doctrines of the Seventh-day Adventist Church. 

 

We believe that absolute truth is to be found 

in God, revealed in His written word and 

impressed upon the hearts of mankind by the 

power of His Holy Spirit.  This transforming 

power will direct children to better reflect 

God’s character in their lives through the 

harmonious development of the physical, 

mental, social and spiritual spheres. 
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General Objectives  

 

The school aims to: 
 

1. Provide a Spiritual environment that actively challenges children to develop a 

personal relationship with Christ. 

2. Develop a strong moral character.   

3. Provide opportunities for all children to be involved in community service, so as 

to fulfill God’s purpose for us - in being “His hands” here on earth. 

4. Provide learning experiences that give opportunities for children to be the “best 

they can be” in each area of the school curriculum.  

5. Assist children to recognise their strengths and gifts, and give opportunities for 

these to be used. 

6. Encourage children to become decision makers and problem-solvers; having the 

ability to resolve issues for themselves. 

7. Develop technological skills that will enable the children to adapt to meet the ever 

changing demands of a technological world. 

8. Develop positive interpersonal relationship skills.  This will include developing 

good sportsmanship and habits of “fair play”. 

9. Develop self-discipline skills. 

10. Foster intellectual curiosity that will motivate children to want to explore and 

learn. 

11. Develop skills in “learning how to learn”; facilitating “life-long learners”. 

12. Foster the development of physical health, ensuring an all-round balanced 

development. 

13. Have an orderly, planned school environment. 

14. Foster an interpersonal school environment where children can “be themselves” 

without fear of ridicule or discrimination. 

15. Encourage children to be “participants” in 

life, rather than mere “on-lookers”. 

16. Encourage responsibility and respect for 

the world community, and in caring for 

their environment. 

 

 



 
 

Page 7 
   

 

 
 

The School Board of Trustees  

 

This is the governing body of the school.  It is comprised of; elected parent representatives, 

proprietor’s representatives (from the Seventh-day Adventist Church), a staff representative 

and the school principal. 

 

Its functions are to foster the Seventh-day Adventist philosophy of education in the school, 

ensure a high standard of curriculum development and delivery, as well as care for the 

physical plant, financial operations of the school, personnel management and the enrolment 

of pupils. 

 

The current Executive Officers of the Board are: 
 

Chairperson: Mr. Stephen Petrie ph. 823 9337     e: stephen.petrie@icloud.com  

Principal: Mr. Shaun Hurlow      ph. 856 4417      e: principal@hamsda.school.nz 

 

 

Starting School 

Here are a few ideas you can help your child with as they first begin school:  

 

1. Talk regularly with your child about friends, games, and general happenings 

during the day at school. 

2. Teach them to put on shoes and tie the laces. 

3. Label clothing. 

4. Give tasks to perform around the home.  This will help build confidence and 

develop responsibility. 

5. Encourage your child when work is brought home. Find a place to pin work 

samples. 

6. Select stories and picture books and read with your child daily. 

7. Teach your home phone number and 

address. 

8. Encourage putting things away after 

use or when told.    

9. Insist on the use of handkerchief or 

tissues. 

10. Teach how to use and flush the toilet 

and to then wash their hands.

 

 

mailto:stephen.petrie@icloud.com
mailto:principal@hamsda.school.nz
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Admission 

 

The following are the procedures to follow when seeking admission to the 

school; 

 

1. Complete an “Application for 

Enrolment” form. 

 

2.  Supply any further written 

documentation that may be 

required, as deemed necessary 

by the principal, for example; 

school reports for children 

currently enrolled at school, a 

copy of the birth certificate, 

references, plus any other 

information that may be useful to the board.  International students are 

required to include a copy of the front page of their passport and a copy of 

their student permit. 

 

3.  Arrange for an interview with the principal (including parents/caregivers 

& child). 

 

4.  The Principal will then submit the application and supporting documents 

to the Board of Trustees for their approval.  The Board of Trustees meets 

monthly.  Parents will be notified in writing of the decision of the Board 

of Trustees. 

 

Please Note: 

If there is no room currently available at the time of application, parents will be 

advised by letter that the application has been received, and will be processed at 

a future time when places are available. 

 

When space within the school becomes available, contact will be made by the 

principal, to make a time for an interview.  
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Parent Teachers Association (PTA)  

 

The PTA has been set up by parents and the Board of Trustees to promote 

programmes which foster a more complete understanding and a greater degree 

of co-operation between parents and teachers in attaining the aims of Christian 

education.  In addition, it aims through fund-raising to provide the school with 

additional equipment and facilities. 

 

Membership of the association is open to all parents and guardians of children 

attending the school, as well as to members of the school staff and those friends 

who are interested in the school. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

= 

(For a more complete description of the purposes and activities of the PTA, 

 see the Operating Guidelines on page 21-22.)
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School Hours 

The following are the times that the children are in the classrooms for 

instruction: 

Morning Session   8:55       - 10:05 

Fitness  10:05       -  10:20 

Mid-Morning Session 10:20       -  11:15 

Break-time 11:15       -  11:30 

Late Morning Session 11:30        -  12:20 

LUNCH 12:15pm   -  1:10pm 

Afternoon Session 1:15pm     -  3:00pm 
 
The children need to place their bags outside the classroom and wait until the hallway 

doors open before taking their bags in an hanging them on their hooks.  Provided the 

weather is fine, they are then expected to play outside until the morning bell (8:55am).  

Playground supervision commences at 8:30am in the morning and concludes at 

3:15pm in the afternoon. 

 

Parents are asked not to bring their children before 8:30am, and to pick them up as 

soon after 3:00pm as possible, but no later than 3:15pm. 

 

We do offer before and after school supervision.  Please contact the school office or 

Principal for more information regarding this. 
 

Attendance 

The New Zealand Government requires all children from the ages of 6 through to 16, 

to attend school regularly.  Because our Attendance Registers can be used as legal 

documents, the school requires contact from the parents for every absence.  When 

parents know in advance of an absence, we would appreciate it if they would 

communicate this to the school administration before the child is removed from school 

or kept home.  Parents will be contacted within an hour of school starting if a child is 

absent, without contact being made by parents. 

 

To ensure a successful scholastic programme, students are expected to arrive at school 

in time to be ready to start classes at 8:55 am.  Should a child be late for whatever 

reason, they will be expected to give a satisfactory explanation to the teacher. 

 

All children are under the control of the school from the time they leave home in the 

morning until they arrive home in the afternoon unless being delivered and collected 

by their parents/caregivers or their representative of their parents/caregivers.  No child 
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is free to leave the school with parents in the afternoon until dismissal from class, 

unless arrangements have been made with the class teacher.  For safety reasons all cars 

must be stationary before being approached by children. 

 

Money Matters 

Fees 

 

There are three charges that apply to all students. 

 

Attendance Dues 

These are charged by the church proprietors in Auckland, with the money being used for the 

upgrading of school facilities.  This charge is compulsory and children may be excluded from 

the school roll for failure to pay these fees.  Fees for the year 2018/19 are $137.50 per child, 

per term.   Parents need to have a term’s fees up-to-date before commencing the next term, 

unless arrangements have been made with the school. This fee is paid directly to NZ SDA 

Schools Association Ltd 

Activity Contribution     

This voluntary donation covers many of the incidental expenses that occur during a school 

year, such as swimming and local excursions. The cost from 2018/19 is $20 per term.  This 

fee is levied directly from the school. 

Special Character Donation  

This voluntary donation, levied by the proprietor is used to maintain the special character of 

our New Zealand School system through; professional development of staff, assisting with 

expenses relating to locating and transferring staff, and in contributing towards the expenses 

of our National Education Director.  This fee is paid directly to NZ SDA Schools Association 

Photocopy Contribution 

This voluntary donation helps cover Photocopy expenses within the     classrooms.   The cost 

is $2.50 per term.  This fee is levied directly from the school 

 

Money paid to the school can be in the form of; 

 a) Cash payment to the school secretary (between 8:30 am & 11:00 am) 

 b)  Cheques made out to; “Hamilton SDA Primary School” 

 c) Direct credits or internet banking  made to the school bank   

 account (see the school secretary for details) 
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International Students 

There are a limited number of places available for Foreign Fee Paying Students.  Contact the 

Office for a Fee Schedule and additional information. 

 

Excursions 

Class or school excursions are conducted at various times throughout the year.  Occasionally 

the cost of these is beyond that provided for in the activity fees.  In these cases, the cost is 

usually in the range of $5.00 - $10.00, and needs to be paid before leaving on the excursion. 

 

Year 7-8 Technology Fee 

The Year 7-8 students attend Peachgrove Intermediate School each Wednesday morning from 

9:00am – 11:30am, to complete the curriculum’s technology requirements.  The cost per child 

in Year 7-8 is $66.00 for the year.  This amount needs to be paid before the children can keep 

any of the projects they make at Technology.   

 

Stationery 

Stationary will be provided by the classroom teacher and accounts will be sent home.   When 

covering stationery, the school requests that; themes representing a culture not in conformity 

with Christian ideals be avoided (e.g. this may include; ‘models’, movie & music stars – 

whose lives fail to represent the  role model we wish our Christian young people to imitate!) 

 

Valuables 

Children with money or valuable items are advised to give these to their teacher as soon as 

possible in the morning for safe keeping 

during the day.  Personal items such as 

‘toys’ are brought to school at the child’s 

own risk.  The school cannot take 

responsibility for the safety of these items. 

 

School-Bags 

As the school is endeavoring to develop 

school spirit and school pride, the bags of 

our school children are to be free of stickers 

and graffiti.  At school they are to be kept 

on the hooks provided.  Because bags are 

personal property, no one is permitted to go into any other persons’ school bag or to interfere 

with their possessions in any way. 
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Lost Property 

 

Parents are urged to name all items brought to school.  A lost property basket is located in the 

school office area.  Parents are encouraged to check regularly for lost items.  Unclaimed lost 

property from the previous term, may be disposed of at the beginning of each new term.  This 

may include using the unclaimed uniforms by any parent needing clothing for their child - 

free of charge.  (Please contact the Principal first when wishing to do this.) 

School Curriculum 

The school implements the objectives of the National 

Curriculum provided by the Ministry of Education.  It also 

takes into account local needs, priorities, and resources.  The 

curriculum is delivered within a Christian framework which 

reflects our Christian heritage, beliefs and values. Worship 

times and Bible instruction occur daily, as well as a 

curriculum content that integrates faith development into all 

learning areas. 

Homework 

Homework will vary based on students year level.  Students 

shouldn’t need to spend large amounts of time doing 

homework each day.  The purpose of homework is to support 

the learning that is happening at school.  If there isn’t 

homework provided, read together and model the enjoyment 

of reading books.  Go to www.parents.education.govt.nz to 

find out about how you can support your child’s learning at 

home.  

Library 

The library is an important part of our school study programme.  Whole classes use the 

library on a regular basis.  Books may be borrowed for two weeks and must be returned by 

the due date shown. 

 
Books can be taken from the library by a child only when it has been checked out under their 

name.  Reference books cannot be checked out from the library. 

 

When a book is lost, destroyed or damaged it is expected that the book be paid for before 

other books are loaned. 
 

 

 

http://www.parents.education.govt.nz/
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Discipline 

The children’s behaviour should be such as upholds the Christian standards of the school. 

 

The purpose of discipline is “redemptive” - to aid the student to grow towards mature 

Christian adulthood.  Disciplinary actions are taken with this purpose in mind.  School 

personnel are required to respect the dignity of each student.  In turn, school personnel can 

expect to be treated with respect. 

 

The following describes the broad management levels in the disciplinary process of the 

school. 

1.  Classroom Teacher  

It is expected that the class teacher will deal with most discipline problems in the 

classroom by providing an interesting learning environment and using positive 

reinforcement and deterrents when required. 

2.  Principal 

Repeated problems will be dealt with by the Principal.  

3. Parents 

Parents will be contacted if there is an ongoing problem. 

4.        The Board of Trustees 

The Board of Trustees has the final say over the continued enrolment of a child.  The 

Board of Trustees is committed to ensuring discipline is dealt with fairly and 

compassionately.   The legal requirements regarding stand-downs & suspensions will be 

followed.  These are available to parents at; http://www.minedu.govt.nz (choose ‘general’ 

from the left menu, and then ‘publications’). 

Incident Report Forms 

When behavioral incidents of concern occur, teachers will fill in an ‘incident report form’.  

This form is given to the principal and entered onto a confidential database.  Patterns and 

trends are then able to be observed and addressed.   

Reporting to Parents 

There are times when the child will bring home a ‘parent copy’ of the incident for you to 

read, sign & return.  This is part of our procedures in keeping you informed, and in assisting 

the child to take responsibility for their actions.   
 

 

http://www.minedu.govt.nz/
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School Standards 

The Hamilton SDA School aims to maintain the ideals of the Seventh-day Adventist Church 

in matters of conduct and morals.  The teaching of these ideals is one of the reasons for the 

school’s existence.  The standards of conduct are intended to improve the student’s usefulness 

in society, elevate their character, ennoble their minds and increase their happiness. 

 

Because we believe God’s laws outline standards of ethical behavior based on His character 

of love, students will be encouraged to: 

 

 
1. Cheerfully fulfill the citizenship standards of the school.    

 

2. Purposefully support the religious ideals of the school. 

 

3. Respect people of other religious and philosophical persuasions. 

 

4. Demonstrate qualities such as kindness, empathy, courtesy, patience, humility, 

tolerance, generosity and helpfulness, when interacting with each other. 

 

5. Recognise fair play and show a positive attitude toward justice. 

 

6. Demonstrate a commitment to Christian mission and engage in acts of service. 

 

7. Participate in and find fulfillment through Bible study. 

 

8. Prepare for the responsibility of leadership in the home, church, community and 

nation. 

 

9. Follow practices which contribute to strengthening the body temple.  This will 

include abstinence from harmful substances such as drugs, alcohol and tobacco. 

 

10. Select activities that contribute to the development of the Christian character. 

 

11. Practice punctuality 

and dependability. 

 

12. Be honest and 

truthful. 
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Breakages 

Any damage to school property must be reported immediately to the teacher in charge and 

then to the Principal.  Children will be required to pay for all breakages that are not 

accidental, i.e. when a child is not obeying all the school rules and teachers’ directions.  

Reports & Interviews 

The teachers recognise the importance of parents and teachers working together to help our 

children.  Opportunities will be given during the year for parents to meet with teachers to 

discuss their child’s progress. 

 

The school encourages parents to come and discuss any questions they may have, at any time 

during the school year. It is by working together that we will maximize the opportunities for 

success with our children. 

Complaints 

From time to time parents may have concerns about events or happenings at school. 

It is important that all parents feel comfortable and well-informed as to how a complaint 

should be handled.  Please refer to the complaints policy on page 23. 

Newsletters 

Newsletters are given to the eldest child in the family attending, and will be sent home 

fortnightly on Friday.  Please ensure you get this letter each fortnight and read it, as it will 

often contain information that you need to be aware of.   The Newsletter will also be available 

on our School Stream app and school website. 

Sport 

Children are involved in a variety of 

summer and winter sporting activities 

including cricket, T-ball, athletics, 

swimming, hockey, netball, soccer, touch 

rugby, basketball, volley-ball, and cross 

country.  This includes regular sporting 

contact with other schools.  Our Year 7/8 

students participate in the annual Sports 

Camp at Totara Springs in Term 3. 

Swimming 

Children will be involved in the Swim Safe 

Programme at Te Rapa Waterworld.  This 

involves extensive water safety and 

technique development.  Parents will be notified in advance.  Generally this will be for one 

week in the fourth term. 
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Sports Equipment 

Children may borrow equipment from the sports shed when; 

 

1. At the direct request of the teacher 

2. Given out by the monitor in charge 

 

Children are not to enter the sports shed except at the specific request of a teacher. 

 

Student Welfare 

Sickness or Accidents  
It is recognised that minor injuries and sickness will occur that the school will need to deal 

with.  The staff’s first-aid coordinator will be responsible for overseeing this process.  It is the 

school’s policy in the event of a serious accident to contact the parents.  If they cannot be 

contacted quickly, the Principal will act in “loco-parentis” and take the child for the necessary 

treatment and then continue to attempt to notify the parents.  All medical expenses are the 

responsibility of the parent.  On the odd occasion when children become too sick to remain in 

class, parents will be contacted and requested to arrange to have their child collected. 

 

 
Eating 
Parents are encouraged to provide healthful 

lunches for their children.  The children will be 

expected to remain seated in the lunch eating area 

until their lunch is eaten.  All are given 15 minutes 

minimum before anyone can leave to play. 

During the mid-morning interval (“fruit break”) 

children are allowed to only eat fruit  and/or or 

raw vegetables such as carrots.  Children must not 

bring chewing- gum, lollies, soft drink, or 

chocolate bars to school. 

 

Child Protection Policy  
Please take time to read the school’s Child Protection Policy, located on page 22-24.  

 

Contact Sports 
Body contact games such as tackle rugby, wrestling and play fighting are not permitted, 

unless supervised by a teacher or coach.  

 

School Health Service 
The Public Health Department has a School Health Nurse visiting the school on a regular 

basis.  She is available for help with physical, mental or emotional problems.  If you have a 

special request please do not hesitate to make use of this service. 
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Hair Care 
Boy’s hair should be kept neat and conservatively cut.  

Girl’s hair should be tidy and leave the vision clear.  Hair ties need to used for long hair.  

 

Treatment for Head Lice  
Unfortunately one of the aspects of school life is that on occasions, children’s hair can 

become infested with head-lice.  Parents are requested to check their children’s hair regularly.  

Should one member of your family become infested, the rest of the family need to be 

checked.  Parents whose children have infestations are requested to contact the Principal as 

soon as possible. 

 

Movement Around School  
For their own safety children are not 

permitted to run inside the buildings, 

cloakrooms, through doorways or around 

corners.  This includes the concrete 

walkways along the two sides and also the 

back of the school. 

 
 

Out of Bounds 
Out-of-bounds areas at school include 

driveways and car-parks, and the grassed 

areas directly behind the school. 

 

Dental 
Children who attend our school are eligible for free dental care service provided by the New 

Zealand Government.  The children of parents, who accept this service, receive their 

treatment by a Dental Nurse.  The Dental Service caravan will come to school once a year.  If 

children require treatment at other times, arrangements can be made with the school. 

 

 
 

Jewellery/Make-up 
 

Earrings, rings, necklaces, 

bangles or other jewelry are not 

permitted.  

 

 (Plain ear “keepers” are 

allowed for girls.)   

 

Make-up - including nail polish 

- is also not permitted.   
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Uniform 

Sports Uniform  

The school has adopted a sport’s uniform. 

Children who have a complete sport’s uniform 

may wear it to school for the whole day, on 

their regular weekly sport’s day (Friday). 

 

Please contact the school secretary, for further 

information relating to this. 

 

Sports uniform is also worn at inter-school 

sporting events. 

 

School Uniform 
As the wearing of a school uniform is a pledge 

of loyalty to the school and an important 

contribution to the school tone, the wearing of 

the regulation uniform is compulsory. 

 

Winter uniform is worn throughout term 2-3.  

All supplies may be purchased through the 

school.  

 

   

 

 

 

Boys Uniform  

Trousers: Regulation navy cargo shorts or long  

                             pants 
 

Shirt:  Monogrammed short or long-sleeved         

                             light-blue polo-shirt 
 

Sweatshirt: Monogrammed navy polar-fleece or  

anorak 

 

Socks:  Navy blue 

 

Shoes:  Black sandals  or  

   Standard black school shoes in the     

   following styles; lace-ups, riding boots,       

   velcro or strap’  

   (See notes; p. 19) 

 

Hat:  Blue - regulation style 

 

Jersey:  Regulation monogrammed summer or  

winter weight (optional) 
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Girls Uniform (New) 

Tunic/Skirt:  Choice of regulation tunic, culottes or skirt 

Shirt: Monogrammed short or long-sleeved white 

polo-shirt 

Sweatshirt:  Regulation monogrammed navy polar-fleece  

Shoes: Black sandals  or Standard black school 

shoes in the following styles; 

‘lace-ups, riding boots, velcro or strap’  

(See notes; p. 19) 

Socks:  White 

Hat:   Blue - regulation style 

Hair Tidy:  Royal blue, red, white or blue 

Jersey: Regulation summer or winter weight 

(optional) 

 
 
 
 

Notes Regarding Footwear 

Sandals 
The sandals need to be all black, 

including stitching, (but not including the 

logo), with the usual sandal straps 

(around ankle and over top of foot).  

They can be of any brand that meets 

these specifications. 

 

Shoes 
Shoes should be of the standard school 

lace-up type, with a heel not exceeding 

4cm and the front sole not exceeding 

2cm.   Children may also opt for velcro 

or slip-on “riding-boot” (low-cut) style, if 

they find the laces a little difficult.   

 
Please check with the school if unsure 

regarding any aspects of the uniform 

requirements. 
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Parent/Teacher Association(PTA) 

         

Operating Guidelines 

Purposes 

 

1. To enhance the communication and working relationship within the school community. 

 

2. To provide opportunities for the parent community to be involved in aspects of school 

improvement and development. 

 

3. To organise fundraising ventures that will assist in targeted projects around the school. 

 

4. To assist in identifying possible projects to improve the school and its environment. 

 

5. To provide support for the special character and purposes of the school. 

 

Guidelines 

 
1. An annual AGM will be held within the first four weeks of each school year. 

 

2. A member of the teaching staff will be appointed as staff representative on the PTA, at the 

commencement of the school year.  

 

3. The committee will aim to meet at least once each term. 

 

4. The committee will elect a minimum of three officers; chairperson, treasurer and secretary. 

 

5. An orderly record of the accounts will be kept, being made available for auditing annually. 

 

6. A written report will be given to the Board of Trustees each term. 

 

7. Meetings will be advertised so that other parents and staff members have the opportunity to 

attend. 

 

8. The committee can co-opt other parents as needed. 
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Activities  

 
The following are recommended as activities for the PTA to assist with each year; 

 

1. Organising social events that brings the school community together. 

 

2. Raising funds for specific projects. 

 

3. Assisting in organising parent information evenings; e.g. visiting speakers who are able to 

share on topics relevant to education. 

 

4. Assist in the end of year school function.  

 

Annual General Meeting 

 
1. The AGM will be held annually, within the first four weeks of the new school year. 

 

2. The staff representative on the PTA will be responsible for taking the minutes at this meeting. 
 

3. The principal or other appointee of the board of trustees will be responsible for chairing the AGM. 

 
4. Parents and staff members in attendance will vote the number they wish to be on the committee for the 

current year. 

 

5. Parents and staff members will then proceed to nominate names to go on the committee.  Names must 
be ‘seconded’ in order to be considered. 

 

6. When sufficient time has 
been given for nominations, 

it will be moved for 

Anominations to close. 

 
7. The first meeting of the 

committee will be decided 

on before the meeting 

closes. 
 

8. The chairperson, treasurer 

and secretary will be 
elected by the new 

committee, at their first 

meeting.  The person to 
preside over this process 

will be chosen from among 

the committee by common 

consent.   
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COMPLAINTS  - Refer to Page 7 for contact information 

If you have a concern, please follow the Matthew 18 principle going to the source of 

your concern and trying to work through the issue.  When making a complaint, always 

start by trying to resolve things at their lowest level. 

Complaints or Clarification Relating to Students in Class Behaviour and Work 

1. The complaint should be directed either verbally or in writing to the teacher. 

 

2. A mutually agreed time will be made available to discuss the concern. 

 

3. Should the grievance remain unresolved at the end of this meeting, a further meeting will be 

arranged to include the principal. 

 

4. The best effort will be made at this meeting to resolve the conflict in a manner acceptable to all 

parties concerned. 

 

5. The school’s final decision will be made in accordance with what is best for the school as a 

whole. 

 

Complaints of Clarification Relating to School Policy or Practice of Staff 

1. Complaints should be made directly to the principal either verbally or in writing. 

 

2. A mutually agreed time will be made available to discuss the concern. 

 

3. The best efforts will be made at this meeting to resolve the conflict in a manner acceptable to 

all parties concerned. 

 

4. Management’s final decision will be made in accordance with what is best for the school as a 

whole. 

 

Complaints Relating to the Principal or Governance of the School 

1. Complaints should be made directly to the Board of Trustees Chairperson. 

 

2. A mutually agreed time will be made available to discuss the grievance. 

 

3. The best efforts will be made at this meeting to resolve the conflict in a manner acceptable to 

all parties concerned. 

 

4. The Board’s final decision will be made in accordance with what is best for the school as a 

whole.
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Child Protection Policy    
 

Rationale 
 

Children in this school have the right to have their needs met in a safe environment. 

GOALS 

1. To set up and maintain a safe environment for all children. 

2.  To provide teachers with information to assist them in identifying signs of abuse or neglect. 

3.  To minimise the risk for staff and other adults of false allegations.   

4.  To provide procedures for dealing with abuse. 

5.  To protect the children from physical, emotional and sexual abuse, and neglect while at school. 

6.  To give all people working with children at the school, guidelines and education regarding 

child abuse. 

7.  To provide students with appropriate strategies to keep themselves safe by making informed 

choices. 

GENERAL GUIDELINES 

1. Child abuse can take the form of physical abuse, sexual abuse, emotional abuse, or 

 neglect. 

2. Teachers need to be receptive and sensitive to the children, providing an environment that 

encourages mutual trust between teachers and pupils. 

3. The school should select and document appropriate agencies for dealing with abuse. 

4. The "Keeping Ourselves Safe" programme should be part of the school's health  curriculum, 

being taught bi-annually. 

5. Develop a reporting procedure based on the National Protocol of the Ministry of  Education, 

School Trustees Association and NZCYFS. 

6.  Staff will be involved in responding to needs and reporting, but not in “treating” or 

counselling.   

PROCEDURES 

Disclosure 
1. Disclosure is to be met in a sympathetic, non-judgmental, and reassuring manner.   

2. The adult who receives the initial disclosure must record verbatim the child's disclosure - 

especially with regard to the child's terminology.  The staff should not question or interview 

the child, just allow them to tell their story.   

3. Under no circumstances should a teacher or principal examine a child in cases of suspected 

 child abuse. 

4.  When a disclosure is made, adults will follow the five steps as listed; 

 

1. Believe what the child has to say 

2. Tell the child you’re glad they told you 

3. Tell the child you’re sorry it happened 

4. Let the child know it’s not their fault 

5. Let the child know you’ll help 
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Reporting 

1. Inform Principal of disclosures, concerns and/or suspicions. 

2. If the allegations are against the principal, inform the Board of Trustees Chairperson. 

3. All cases must be taken seriously. 

4. If there are concerns or suspicions that are not reported, the reasons must be documented and 

signed by both the principal and the teacher concerned. 

5. All cases of disclosure by a child should be reported. 

6. Cases requiring reporting will be done so in this order of priority; 

Children, Young Persons & Their Families Agency 

Phone 957 1265     

Police Abuse Team 

Phone 858 6200 

7. Reporting will be conducted without parental consent or knowledge if alleged perpetrator is a 

parent or caregiver. 

8. The student's parents or caregivers will be informed without undue delay. 

9. If the alleged abuser is a staff member the Chairperson of the Board of Trustees must be 

advised immediately after it has been officially reported.  The staff member will be stood 

down on paid leave while the complaint is being investigated. 

10. Strict confidentiality must be preserved and the names of all involved must be disclosed only 

to those who need to know at that time.  

11. No staff member should confront any person who has been accused of the child abuse. 

12. All actions taken by the Principal should be documented. 

Interviews 

1. If outside agencies are to interview students at school; 

(a) parents/caregivers should be informed of the interview unless the         

  student's welfare is likely to be threatened. 

(b) to support the student, the Principal or an appropriate staff member        

  will be available to attend the interview if appropriate. 

 

2. Interviews should not be prolonged unnecessarily and should be conducted in a manner 

 appropriate to the school setting and to the age of the student.  

 

3.  If the parents/caregivers are not present at the interview the principal must come to a clear 

understanding with the interviewer of the means by which the parents or caregiver will be 

informed. 

 

Support 

1. The principal must inform teachers involved of any developments in abuse cases which have 

been reported. 

 

2. Where a staff member involved needs support, this will be sought from the agency 

 involved. 
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Storage, Security & Disclosure of Personal Information. 

 
1.  All documentation must be stored in a secure and confidential manner, in accordance with 

Information Privacy Principles No 5 (Privacy Act, 1993, p. 12-13). 

 

2.  Disclosure to any existing or future staff will made on the basis of and within the guidelines of 

Privacy Principle No 11 (Privacy Act, 1993, p. 15-16) with particular reference to section (f).   

 

Support Documents  

The following support documents have relevancy to this document.  (See the school principal for 

copies of these should you so wish.) 

 

Privacy Procedures 

EOTC Procedures 

Behaviour Management Policy 

Staff Code of Ethics 

Complaints Procedures 
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Staff & Board of Trustee Personnel 

 

Teaching Staff 

 
Principal (PE & CRT Support)  Shaun Hurlow 

Year 5-8 (DP)    James Roche 

Year 3-5     Belinda Ninah 

Year 0-3    Catherine Flynn 

Support Staff 

Secretary    Robyn Head 

Teacher Aide    Jane Johns 

 Phoebe Waterhouse 

Bus Driver    Debbie Bernal 

School Chaplain   Jeremy Flynn 

Care-taker/Lawns   Terry Tavai / Jason Tavai 

Board of Trustees 

Principal    Shaun Hurlow 

 

Staff Representative   Catherine Flynn 

 

Parent Representatives  Stephen Petrie (Chairperson) 

Hannah McConchie 

Tiffany Hodgson 

Charlie Poihipi 

  

Proprietor’s Representatives  Owen Dunstone 

Michael Falzarano 

 

(Board of Trustees Secretary)  TBC 


	The school aims to:

