NAG 5
Each Board of Trustees is required to:
1. Provide a safe physical and emotional environment for students.

2. Comply in full with any legislation in force or that may be developed to ensure the safety of
students and employees.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G.5
POLICY TITLE 5.0 GENERAL POLICY ON HEALTH & SAFETY
RATIONALE

Wellington College Wellington College aims to provide a safe physical and emotional environment
for students and comply with all current legislations which ensure the safety of students and
employees.

PURPOSES

o To provide a safe and healthy learning and working environment for students and staff at
Wellington College

o To preserve the long-term health of the Wellington College community by demonstrating care

and concern for self, others and the environment.
GUIDELINES

1.  The College will have written policies and written management procedures that are actively
practised and regularly reviewed for compliance. Specific policies deal with:

Sexual, physical and emotional abuse
. Protection from communicable diseases
Protection from identifiable hazards, e.g. weather, sun, road safety, emergencies, field
trips, equipment, structures
Providing a healthy learning environment
Student conduct
First Aid
The Occupational Health and Safety Act and other Health and Safety legislations and their
implementation at Wellington College.

2. Outdoor Safety Management System (OSMS) will be an essential part of EOTC (education
outside the classroom) management procedures.

3. Management procedures will reference current legislation.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.1 SMOKE-FREE ENVIRONMENT
RATIONALE

The College is required to comply with the Smoke-free Environments Amendment Act 2003. In
accordance with this legislation, staff and students are to be protected from exposure to tobacco
smoke.

PURPOSES

To ensure compliance with smoke-free legislation which requires that ‘the buildings and
grounds of schools and early childhood centres become smoke-free from 10 December 2004°.
To develop a plan of action to be taken in the case of non-compliance with the College’s smoke-
free policy.

To ensure that students do not smoke at or in any travel to or from College.

GUIDELINES

1. Smoking is not permitted within the College buildings or on the grounds at any time.

2. Students are not permitted to smoke at or while travelling to and from College or at any College-
related activity.

3.  Non-compliance with the smoke-free policy shall be resolved using the normal disciplinary
procedures set by the Board of Trustees, commencing with a warning by the Headmaster or his
Deputy.

4.  The policy will be reviewed in consultation with staff at times requested by staff, parents, or the
Board of Trustees.

5. The Guidance staff will support students wishing to quit smoking, and because the programmes

necessary to assist such students are outside their area of expertise, they will refer the students to
the appropriate agencies.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.2 CHILD ABUSE AND SUSPECTED CHILD ABUSE
RATIONALE

Wellington College is committed to a proactive approach in dealing with cases of child abuse and
suspected child abuse. The College accepts its responsibility to assist the students enrolled at the
College to live safe and healthy lives in order to achieve their educative potential during their school
days.

PURPOSES

o To provide a supportive environment free from abuse and demonstrably caring for the victims of
abuse.

. To prevent further abuse taking place.

. To prevent unfair treatment of the victims of child abuse.

. To prevent unfair treatment of the perpetrators of child abuse.

. To facilitate appropriate treatment programmes for both victims and perpetrators of child abuse.

o To support the investigation, as far as the College is able and might be reasonably expected to,
of cases of suspected child abuse.

GUIDELINES

1.  The staff will work within the bounds of the law in dealing with child abuse and suspected child
abuse.

2. Unless strictly bound by confidentiality requirements, child abuse and suspected child abuse

cases will be discussed with the Headmaster.

3. The Headmaster, in consultation with Guidance staff, will decide what action should follow a
report of abuse or suspected abuse of a student of the College. Where appropriate, authorities
(either Police or Child Youth and Family Services) will be notified of serious harm and/or abuse
of a student.

4.  All concerns and observations will be documented by the Guidance staff (most usually the
Guidance Counsellor) and the medical practitioner to whom the College refers cases for
attention should be advised.

5. Within the terms of Guidelines 1-4 above, the College will take legal advice through the Board’s
solicitor, and any recommendations of the statutory Child Protection Agency (Child Youth and
Family Services) will be followed.

6.  The Guidance staff of the College are referred to the document entitled “Basic Principles for the
Management of Child Abuse and Suspected Abuse”. Other documents providing suggested
procedures will be referred to as necessary. The College will attempt to ensure that no student
enrolled at the College is deprived of a satisfactory opportunity for effective education due to
abuse of his person.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.3 COMMUNICABLE DISEASES
RATIONALE

Wellington College is committed to the positive management of all communicable diseases.

PURPOSES

To support and prevent unfair treatment of people suffering from communicable diseases.

To ensure adequate measures are taken to prevent spread of a communicable disease within the
College.

To inform and educate College pupils about communicable diseases with a view to reducing risk
of infection and spread of such diseases.

GUIDELINES

1.  People with certain communicable diseases are usually fit for work and study, (e.g. HIV/AIDS,
Hepatitis B & C).

2. Staff and students suffering from blood-borne or sexually transmitted communicable diseases
such as HIV/AIDS, Hepatitis B and C do not pose a significant health risk to others in a College
setting where appropriate and adequate procedures are maintained. Employment, enrolment and
participation in the College activities will not be denied to these people.

3. The health status of any member of the College community will be kept private and confidential
at all times within the terms of the Notifiable Diseases regulations.

4.  Standard safety and hygiene procedures must be applied universally in the College at all times.
The Guidance Department will regularly remind staff and students of these procedures.

5. The Health Education programme will provide an appropriate forum for answering questions

and fostering discussion about communicable diseases.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 54 FIRST AID
RATIONALE

As a reasonable requirement in a community of over 1450 there must be provision for effective
handling of cases of sickness and injury.

PURPOSES

To provide a safe and healthy environment.

To provide education and training in health, accident prevention, and first aid for students and
staff.

To ensure that a person with training is available to assist with cases requiring first aid. Such a
person shall be nominated the First Aid Officer and shall hold a current First Aid Certificate
provided by a recognised training agency.

To assist all staff to obtain certificates in first aid.

To provide for satisfactory procedures to be followed in all cases of sickness and injury
occurring at College or in association with College activities.

GUIDELINES

1.  Procedures are to be developed and published in the Staff Handbook giving details as to action
to be followed in cases of sickness or injury.

2. A person is to be nominated as in charge of first aid for the College.

3. Students and parents should be advised periodically and at least annually of procedure to be
followed in the case of sickness or injury at the College or at a College activity.

4.  Funding for the adequate provision of first aid care should be identified in the annual budget of
the Board.

5. First aid is to be restricted to preliminary and immediate treatment. It shall not apply to any
long-term condition or follow-up out-patient type care.

6.  Injury Injury occurring outside College Office hours is to be dealt with by the teacher or parent
in charge of the event, according to procedures agreed by the nominated activity code or the
person with first aid training available at the time. If there is no such person the teacher or
parent in charge of the activity is to call the nearest available medical assistance and apply
commonsense as to the most appropriate care possible in the circumstances.

7.  Excursions, field trips, camps, and other such outdoor activities should be approved by the

College for participation by College students only when adequate and trained staffing is
available to respond to any first aid emergency which may arise.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.5 HEALTH & SAFETY IN EMPLOYMENT
RATIONALE

The Health and Safety Act 1992 requires that the Board of Trustees take all practicable steps to ensure
the safety of its employees and other people while at work.

PURPOSES

To provide and maintain a safe working environment at the College.

To provide and maintain facilities for safety and health at the College.

To ensure that all plant used at the College by any employee is so arranged, designed, made and
maintained that it is safe for the employee to use.

To ensure that employees are not exposed to hazards from anything in or near their place of
work and under the control of the Board of Trustees.

To develop procedures for dealing with emergencies that may arise while employees are at work
at the College.

GUIDELINES

1.  The Administration Manager, or in their absence another appropriate employee, shall be
appointed as the College Safety Officer.

2. The Headmaster, acting on behalf of the Board, shall arrange for the establishment and
maintenance of a Health and Safety Committee which shall include:

. The Deputy Headmaster as Convenor

. The Administration Manager as Safety Officer and Secretary of the Committee

. At lease one and not more than two representatives of the College Branch of the NZPPTA
. At least one and not more than two members of the clerical, technician and support staff
. A member of the Board of Trustees.

3. The Safety Officer shall identify significant hazards to employees, both existing and potential.

4.  The Committee shall take all practical steps to eliminate identified hazards by ensuring that the
Administration Manager and the Works Committee of the Board of Trustees notify the Ministry
of Education and rectify such hazards as are within the resource of the College to finance and
administer.

5. Where any significant existing or potential hazard cannot be eliminated all practicable steps
shall be undertaken to isolate employees from that hazard.

6.  Every employee shall be given information in a form they can understand about:

a) what to do in an emergency, including the location of safety clothing and equipment;

b) any hazards that the employee may be exposed to in the course of his or her work at the
College;

c) steps taken and to be taken to minimise any hazards;
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10.

11.

12.

Employees shall be given the opportunity to help in the development of emergency procedures
that are required to meet the hazard management obligations the College has under the Act.

The Safety Officer shall be available to receive suggestions, information, and help on ways to
identify risks to health and safety and to minimise such risks.

Every employee shall take all practicable steps to ensure the employee’s safety, and the safety of
other staff and the students, while at work at the College or in association with College
activities, and that no action or inaction of the employee while at work causes harm to another
person.

Employees shall be properly trained and where necessary supervised so that they do not harm
themselves or others.

The Board acting through the Headmaster and the Administration Manager shall take all
practicable steps to ensure that no action or inaction of any employee while at work harms any
other person.

The Headmaster shall bring to the Board in February each year a report prepared by the
Administration Manager and the Works Committee of the Board on the extent to which the
Board’s duties and obligations under the Health and Safety in Employment Act 1992 have been
complied with during the previous year ended 31 December and the procedures to ensure
compliance in the current year, from 1 January.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5

POLICY TITLE 5.6 CREATING A SAFE, NON-VIOLENT AND
BULLY-FREE ENVIRONMENT

RATIONALE

In order to promote the College as a safe learning environment, the Board of Trustees recognises the
needs for rigid enforcement of behaviour which is non-threatening and non-violent. All students and
staff have the right to expect their place of work at the College and in all events associated with the
College to be without fear of violence, whether physical, verbal, against property, or against self.

PURPOSES

To state and uphold the fivefold Non-Violent Conduct Rule of:
- No physical violence
No verbal violence
No violence to property (including theft)
No violence to self (including use of harmful and/or illegal substances)

- No text bullying.
. To provide an orderly environment.
o To enhance the tone of the College in order to facilitate the achievement of best learning
outcomes for students.
o To encourage respect for all members of the College community.
o To assist all members of the College community to feel safe and secure, experiencing no fear or

threat in the workplace.
GUIDELINES

1.  Non-violent behaviour is to be regularly and consistently reinforced and encouraged in simple
and appropriate language.

2. Speakers and learning situations are to used to promote a non-violent environment at the
College.
3. Where appropriate, students exhibiting signs of violent behaviour are to be referred to the

Guidance staff for behaviour management modification.

4.  The breaking of any part of the non-violent conduct rule till be met with decisive action.
5. The positive consequences of adherence to the non-violent conduct rule will be stressed
regularly.

6. A policy of courtesy, consideration for others and co-operation with others will be stated
regularly, upheld by affirmative action by staff, and will be expected at all times, for all and
between all members of the College community.

7. Incidents of bullying will be referred to Senior Management, in the first instance and then to the
Headmaster who may convene the PJAC if deemed necessary.
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8. Senior Management and Guidance Department including Guidance Counsellor, Deans and Form
Teachers are to make students aware of schools attitude to bullying and the strategies to be
followed if incidents of bullying arise.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.7 FOOD AND NUTRITION POLICY: CANTEEN SERVICE
RATIONALE

This policy has been developed using the health promotion guidelines for schools: Healthy Schools —
Kura Waiora (Ministry of Health). Through the development of this policy, a commitment has been
made to several important aspects of the environment that contribute to creating a healthy school.
These include:

. Promoting healthy food and nutrition for all students

. Where food and beverages are sold on school premises, making only healthy options
available

. Development of consistent messages about healthy eating throughout the school
Establishment of a food service that supports and reinforces classroom nutrition

. Recognition of the positive influence that staff can have as role models for healthy eating.

Our school recognises that in order to achieve its mission statement, we must provide a healthy and
safe environment. We acknowledge that students and staff who follow healthy, nutritious practices
will create a foundation for future achievement.

PURPOSES

. To establish and ensure the maintenance of healthy eating practices.

. To develop systems that actively promote the National Food and Nutrition Guidelines.

. To apply methods to support healthy nutrition that are consistent across the entire school.
GUIDELINES

1.  The canteen area should be attractive and enable fast and efficient service.

2. The canteen should be profitable for both the College and the operator.

3. The canteen will be required to hold and display a current certificate of compliance with Health
and Hygiene regulations.

4.  The range of food offered should be negotiated between the College and the operator, with
College Mothers Inc. being consulted.

5. There should be a pro-active approach to encouraging the sale and purchase of nutritious and
healthy food.

6. Students will be encouraged to take responsibility for their own health through classroom
programmes.

7. All staff members will be encouraged to model healthy eating behaviours.

8. Food choices made available in the school canteen will be based on Heart Foundation
recommendations and will support and reinforce what students learn about nutrition in the
classroom.
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10.

11.

The College will discourage the consumption of foods high in fat, sugar or salt.
Food will be prepared in a smoke-free environment.

Students (except Year 13) will not be permitted to leave school grounds during the school day to
purchase food or beverages.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.8 ACCIDENTS
RATIONALE

Under the Health and Safety Act, the College is required to provide a safe and secure environment for
staff, students and visitors at all times. Its procedures and practices should be such that, should an
accident occur, clear guidelines are available for appropriate action. Such guidelines must ensure that
a safe environment is again secured as effectively and quickly as possible and that people are protected
from sustaining further or continued exposure to risk.

PURPOSES

o To have a recognised procedure for attending to accidents with adequate facilities to attend to
accident victims.

o To ensure all precautions are taken to anticipate possible hazards and thereby to avoid accidents.

o To restore a safe and healthy environment as soon as practicable following an accident.

o To provide a recognised procedure for informing the College administration, First Aid Officer,
family of victims, and other appropriate people with minimum loss of time and credible
professionalism.

o To ensure that immediate and accurate long-term records are kept of an accident, with accounts
of witnesses in writing.

o To publish facts and memoranda to staff and students about the potential hazard(s) revealed by
the accident and appropriate ways to avoid a recurrence of the event leading to the accident.

GUIDELINES
1.  All accidents must be reported to College Reception as soon as possible.

2. A suitably trained staff member who shall be nominated as the College First Aid Officer shall be
available at the College.

3. Any person injured in an accident, but capable of moving should be brought or sent with a
suitable escort to College Reception. If the injury is such that the injured person cannot or
should not be moved, Reception should be informed immediately and the First Aid Officer shall
attend to the injury at the site it occurred.

4.  Reception, by the speediest means available, will inform the parents and/or family of the victim
of the accident/injury.

5. The First Aid Officer will follow First Aid procedures with regard to the most appropriate
medical action in the circumstances.

6.  The Administration Manager will hold and keep up to date a Register of Accidents, to a standard
suitable for reference by any authorised person or judicial enquiry.

7.  Management of classrooms and grounds should be such that the environment is accident-free,
with the Headmaster and senior management making such rules as are appropriate for the
protection of the students.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.9 EMERGENCY CLOSURE OF THE COLLEGE
RATIONALE

The Education Act 1989 (s65c¢) authorises the Board of Trustees to close the school at any time
because of epidemic, flood, fire, or other emergency. The Board and administration staff of the
College need to formulate procedures by which the decision and process of closing the College can be
done in an orderly and properly publicised manner.

PURPOSES

To ensure that the health, safety and welfare of the staff and students of the College are given all
due care and attention during events of potential hazard to people.

To establish procedures by which the College administration is alerted to potentially general and
widespread hazards so that the senior staff can communicate to all members of the College
community appropriate guidelines for action.

To close the College when necessary in compliance with the Education Act 1989 with adequate
publication and notification and the date of its reopening.

To secure the College during closure, irrespective of emergency, both for the protection of the
property and potential users of it during the emergency.

GUIDELINES

1. An evacuation plan for the College will be prepared and reviewed annually in consultation with
the NZ Fire Service and other appropriate advisory services.

2. All staff and students will receive instructions on the College evacuation procedures.

3. Practice evacuations of the College buildings will be held not less than once a term.

4.  Food and water is kept on the school premises and regularly replenished.

5. Whenever there is public warning of electricity cuts, the Headmaster, the Deputy Headmaster,
and the Administration Manager will ensure as far as possible that the College receives advance
warning of these cuts to enable appropriate preparations to be made.

6. The Chairperson of the Board of Trustees, in consultation with the Headmaster, shall be
authorised to exercise the Board’s statutory powers to close the College in an emergency.

7. All members of the Board of Trustees shall be informed by the fastest means available of any
decision taken by the Chairperson to close the College because of the emergency.

8.  Parents/caregivers of students will be informed as soon as practicable and by the most

appropriate available means of an emergency closure of the College, with guidelines as to the
intended means to announce the reopening of the College.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.10 TRUANCY
RATIONALE

The Board and staff at Wellington College accept their responsibility to make every endeavour to
eliminate truancy from the College. The learning of students is seriously impaired by non-attendance
at school. Reasons for truancy must be understood before action is taken to deal with truants.

PURPOSES

To provide reliable and up-to-date information on students who are absent from school without
leave.

To provide a supportive environment through which students can seek solutions for their
difficulties in legitimate ways.

To ensure that students are encouraged to accept responsibilities for their actions.

To establish good communication and partnership between the truant student his parents/care-
givers, and the guidance staff of the College.

To encourage all staff to provide teaching programmes which affirm students and facilitate their
achievement of success at College.

To facilitate the development of a supportive and positive environment among students at the
College so that attendance at school is their preferred option.

GUIDELINES

1. The College will establish and maintain effective attendance monitoring systems.

2. Truancy will be identified as "the persistent, unjustified failure to attend school” and will be
referred by the Dean to the Deputy Headmaster for initiation of appropriate action, including
referral to the Guidance staff and parents/care-givers.

3. Truancy will be recognised as an indicator of other difficulties the student may be having and as
harmful to the student's education. The College recognises that "school phobia" is associated
with psychological and/or emotional difficulties.

4, Truancy may become a care and protection issue and Guidance staff will work with the
Headmaster and/or Deputy Headmaster in such cases.

5. The Guidance staff may recommend to parents and seek their approval for the referral of a case
of truancy to agencies such as the Visiting Teacher, School Psychologist, the Youth Aid Section
of the Police, or other specialist support groups.

6.  The College will carry out its responsibilities under the ‘Truancy and Non-Enrolment of

Children in Schools’ Protocol 1992.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.11 THEFT
RATIONALE

Theft is a generic term for dishonesty which deprives others of their property. It is unacceptable at the
College. The College Charter states that “members of the College can expect... their property to be
secure.” All staff, in particular the Headmaster and Guidance Department, are expected to promote
conditions that protect potential victims from dishonesty, that reduce temptation to potential offenders,
and that rehabilitate offenders.

PURPOSES

o To meet the College Charter goals about security of property.

. To provide a supportive environment both for victims of theft and for thieves (in respect of
thieves to the extent that is reasonable and possible).

o To provide programmes and counselling for students found guilty of theft, with a view to
rehabilitation and to preventing repetition.

. To guide staff in establishing and maintaining an environment where both adult attitudes and

peer pressure deter people from theft.
GUIDELINES

1. All staff will be encouraged to adopt and maintain systems of storage and retrieval that to the
extent that is practical do not place temptation in front of students.

2. Educational programmes will emphasise the inherent value of honesty.

3. Because problems with dishonesty at College often have their roots in attitudes prevalent outside
the College, family and community support will be sought in all detected cases of theft.
Guidelines will be supplied to parents and caregivers.

4.  Appropriate respect for confidentiality in dealing with suspected or confirmed offenders and
their victims will be maintained, with the proviso that the College will use all information
available to investigate offences and to discipline offenders.

5. Thieves must face the consequences of their actions. Guidance staff will support the decisions
of the Headmaster and Board. Guidance staff will be consulted about appropriate disciplinary
action.

6.  The Police Education Officers and officers from the Youth Aid Section of the Police will be
consulted as necessary for support and guidance of staff and students.

7. In cases of proven dishonesty the College will notify perpetrators’ parents or care-givers in
writing.
8. Where a student is suspected of dishonesty, and where there are grounds to suspect that the

student is at risk of further dishonesty or at risk in any other way, the College will advise the
student’s parents or care-givers.
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By way of exception to guidelines 7 and 8 above, the College will not notify parents or
caregivers if in the circumstances the Headmaster determines that it is inadvisable to do so. An
example of such circumstances is where the Headmaster suspects that such notification might
lead to harm to the student in question.

9.  The College’s response to theft will be proportionate to the nature of the offence in question,
taking into account the value of the property taken, the general behaviour of the student
involved, the likelihood of repetition, and other relevant circumstances.

10. The fact that theft is a serious offence that may entail serious consequences for perpetrators does
not exclude the possibility of the College providing full and appropriate programmes that
endeavour to rehabilitate offenders.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.12 DRUGS AND ALCOHOL
RATIONALE

Wellington College is committed to ensuring an alcohol and drug-free learning environment. Drug
use by young people has been shown to be a health risk that can result in injury, problem behaviours,
and failure to achieve educational potential.

PURPOSES

To document Wellington College’s agreed position on and accepted procedures for dealing with
alcohol and drug-related issues.

To promote and maintain a College environment in which the well-being of all College
community members is paramount.

To increase the knowledge and understanding of students and College staff about alcohol and
drug issues.

To provide education, guidance and support for family/whanau about alcohol and drug issues
and referral agencies.

GUIDELINES

1.  Detection and incidents are to be first reported to the Headmaster who will investigate.

2. Reasonable efforts must be made to notify the parents or caregivers if there is a serious concern.

3.  Incidents of seizure of illicit drugs may be reported to the Police in accordance with the
Standard Operating Procedure.

4.  Search and seizure will be carried out in accordance with the law.

5. Students found in possession of or under the influence of alcohol and/or drugs may be
suspended.

6.  The College will assist with advice, guidance, and referral to support agencies as appropriate.

7. Students, staff and parents shall be informed of the policy.

8. The College will have a comprehensive alcohol and drug education programme.

9.  The College will educate staff about alcohol and drugs, signs of substance abuse and the
procedures to be followed.

10. The College community will be involved in parent and community health programmes wherever

possible and, if appropriate, could include parent awareness programmes and ongoing
interaction with key community groups.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.13 EDUCATION OUTSIDE THE CLASSROOM
RATIONALE

All activities formally associated with the College are the responsibility of the College. Each such
activity outside the normal timetabled classroom should be managed in a way that ensures the safety
and good conduct of all those involved, and brings credit on the participants and the College.

EOTC (Education Outside the Classroom) is an important cross-curricular activity. The framework
around the management of student safety for EOTC rests on N.A.G.5, the Health and Safety in
Employment Act 1992, Education Act 1989, Crimes Act 1961 and all legal obligations under general
law in respect to duty and standard of care.

PURPOSES

To ensure that any activity which is organised for students of Wellington College, as a result of
their being students of the College, must be in total accord with the accepted practices and code
of conduct required by the College and the Safety Management Plan (OSMS).

To ensure adherence to the Ministry of Education Guidelines as detailed in the Ministry of
Education Manual ‘Safety and EOTC — a Good Practice Guide for NZ Schools’.

To provide an appropriate training and development of staff to enhance their expertise in
management of activities outside the classroom.

To communicate to all associated with any College activity that there are expectations on those
taking responsibility for students outside the classroom.

To inform parents, students and staff of the responsibilities of each group when students are on
College-approved activities outside their normal timetabled classes.

Review the appropriateness of proposed programmes in terms of the capabilities and needs of
students, curriculum requirements and staff expertise to run them.

GUIDELINES

1.

People accepting responsibility for an out-of-class activity must be appropriately trained and
skilled in the management of the activity. Each activity must be planned to ensure safety and
learning outcomes are met.

All College rules and expectations apply to activities organised for students by the College or
those officially representing the College.

No student, as a consequence of his membership of a College activity, should be expected,
explicitly or implicitly, to participate in a social activity at which consumption of alcohol or
other unacceptable conduct is condoned by the function organisers.

The name of the College shall not be used in association with any function, nor shall any
function be arranged in the name of the College or any group associated with it, without the
express permission of the Headmaster and/or College Board of Trustees.

The College Safety Management Plan (OSMS) should include the following:

. an EOTC event approval process (Board, Principal, EOTC Co-ordinator)
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clearly stated educational objectives and expected learning outcomes for the event
staff/volunteer competence assessment

a venue/facility safety check

outside provider check and contract process

adult volunteer preparation

transport safety procedures

planning tools (checklists or RAMS)

accident / incident recording and analysis

parental consent and health profile process (for all involved)

a student contract (where appropriate)

equipment usage, repair and replacement logs (for school’s own EOTC equipment)
swimming competence and aquatic safety procedures (where appropriate)
emergency procedures, and

review processes (programme, systems).
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.14 STUDENT GROUP TRAVEL
RATIONALE

The need for safety and proper planning of Group Travel is essential. The Board and Headmaster must
be satisfied that adequate and proper measures have been taken by those responsible for the students
involved in College trips.

PURPOSES

To provide for adequate supervision of students when travelling in recognised College groups.
To ensure that any trip undertaken by a group of students is in keeping with the general goals of
the College.

To ensure that parents/care-givers are adequately informed of all arrangements regarding travel
which will include their children.

To ensure that costs of travel are reasonable and that no student is deprived of an essential
educational programme in group travel because of financial hardship.

To ensure that all group travel enhances the education and learning of the students.

GUIDELINES

1.

The Headmaster (and his Deputies) shall have the delegated authority to give permission for all
group travel within New Zealand and for travel associated with the traditional fixtures
advertised annually in the College Calendar.

The duration of the trip will not be requested for longer than the minimum time required to
achieve the objectives of the travel.

After approval is granted and at least two weeks ahead of the departure date, all procedures,
including study schedules for students, must be completed to the satisfaction of the Deputy
Headmaster.

All trips will be self-funding.

Overseas trips will be dealt with as special cases requiring Board approval at least two terms in
advance. In the case of overseas travel financial hardship will not be a cost on the College or
any group associated with the College. If funding cannot be arranged by the touring group to
meet the costs of all members, those without funds cannot travel.

All College Regulations apply to students during travel in association with the College, the
uniform regulations being an exception for trips involving outdoor tramping and similar
excursions.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5

POLICY TITLE 5.15 UNEXPECTED DEATH ASSOCIATED WITH

THE COLLEGE

RATIONALE

When a member of the College community dies the family and friends of the deceased have their own
grief and trauma to deal with, while at the same time there are requirements relating to the continued
operation of the College. Acknowledgement of a death is essential for a healthy resolution of the
trauma experienced by family and friends of the deceased. The College administration needs to have
processes established which assist members of the College to deal adequately with both the
acknowledgement of the death and its associated trauma.

PURPOSES

o To provide guidelines for action following the death of a member of the College community.
] To encourage peer support among students when bereavement occurs.

o To encourage peer support among staff when bereavement occurs.

o To support and extend practical sympathy to the family and friends during their bereavement.

GUIDELINES

1.  The Headmaster will visit the bereaved family as soon as possible after the death, possibly
accompanied by another staff member.

2. The Headmaster will convene an initial meeting of staff and possibly family members to share
information and make plans for the procedures necessary for the College community to
appropriately support and identify with the bereaved.

3. The Headmaster informs staff at a full staff meeting of the death and may give directions as to
how staff should advise the students and respond to their grief.

4.  The College will be aware that students most affected by the death are not always those who
knew the dead person best. Those who have had major losses, have family problems, or who are
unstable in some other way find school bereavement especially hard to cope with and will be
given due care and attention by Guidance staff.

5. Depending on the circumstances the College may recognise the death at a full Assembly of the
College, led by the Headmaster. The College will also determine if there are ways in which it
might assist the family at such funeral or final ceremony as the family plans for the deceased.

6. Outside professional agencies may be called in, if considered necessary by the Headmaster.
This may include the provision of temporary additional pastoral resources for the College.

7.  As far as possible the College will maintain normal routines, thereby encouraging a feeling of
stability and minimising the internal disruption caused by the bereavement.

8. Student actions such a writing/drawing about their feelings, bringing or sending flowers and

cards, visiting the bereaved family should be discussed and facilitated by Form Teachers and
Guidance staff as appropriate.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.16 CLASS PLACEMENT
RATIONALE

The College provides for education at various levels. The placement of a student in a class or group
must be appropriate to the ability, age and prior schooling of the student. The determination of the
appropriate placement is the responsibility of the Headmaster and those staff to whom he delegates the

task.

A student and the student's parents have the right to know where that student is to be placed,

but the information which may be divulged relating to reasons for the placement is strictly constrained
by the Privacy Act.

PURPOSES

To place each student in a group which best meets the learning needs of the student within the
constraints of resources available, including the limitations on class size as established by the
College.

To provide information about the various class arrangements at the College.

To ensure that the differences between classes are explained as and when such explanation is
appropriate or requested.

To ensure that parents and students are aware that it is the Headmaster's final decision as to
where a student will be placed.

To assure parents and students that their representations of concerns or doubts about class
placement will receive attention and full consideration.

GUIDELINES

1.

2.

The Prospectus will provide an outline of class placement possibilities in Years 9 and 10.

Placement in classes in Years 11, 12 and 13 will depend on subject selection, ability, age and
prior schooling.

Class placement in Year 9 will be based on the tests students sit in the previous year and on the
information provided by their contributing school. The initial placement is non-negotiable, but
parents and students may make representations for consideration in the period of review up to
the end of April. The Headmaster has responsibility with the HOD Advanced Programmes and
the Dean of Year 9 to make the initial placement in Year 9. Thereafter the Dean of the
appropriate year group has responsibility for such changes as may be recommended.

Alterations to class placement will be made following discussion with parents and the student
concerned and be based upon the collection of factual evidence about the student.

There will be no provision for selection of teachers by parents or students. Every attempt will
be made to avoid placing a student with the same teacher for consecutive years, at least in the
junior school, so providing for diversity of learning experiences.

The purpose of class placement is to ensure the best opportunities are provided for each student's
learning. All discussion of class placement must be with factual evidence which demonstrates
the relevance to the student of any proposals that are suggested.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.17 PERSONAL BELIEF AND LIFESTYLE
RATIONALE

The fair treatment of all staff, students, and families associated with the College is essential for the
establishment and maintenance of an effective learning environment. There is no justification for
requiring to know or pass judgement upon an individual's beliefs, values, or orientation of private
behaviour where that individual's conduct does not infringe the rights of others, statute law, or the
rules and regulations of the College. Equally, there should be no expectation of the College to affirm
publicly, endorse or condone any given private beliefs, values, or orientation.

PURPOSES

To affirm the dignity of the individual.

To monitor the exercise of the authority of the College in the setting of expectations, rules, and
regulations.

To uphold and support the basic rights and freedoms of individuals, given that the exercise of
those rights shall be within statue law and the rules of the College.

To establish appropriate codes of practice for staff of the College in relation to matters of belief,
values, and orientation among students and staff.

To promote the rights of all individuals to expect "their opinion and beliefs to be respected...
and their relationships to be without prejudice", as stated in the College Charter and Prospectus.

GUIDELINES

1.

Every year Heads of Guidance and general subject departments shall ensure that staff are
reminded of their responsibility to acknowledge the right of all students to express their opinions
in ways that do not belittle the beliefs, opinions, or preferred private conduct of another person.

Teaching within a formal classroom (required) course shall at no time either promote or seek to
discredit a particular belief. Statements of belief, opinion, or lifestyle, if made, must be open to
challenge in a non-threatening, formal, controlled and objective environment.

Teachers shall be required to ensure that in the classroom every student may hold and
objectively defend a personal belief provided that no people of contrary opinion in the class are
denounced. Selection of course material shall ensure that particular beliefs or practices are
neither promoted nor denied.

The Headmaster and senior staff will affirm the dignity and uniqueness of individuals in the
College.

The Guidance Department and senior staff will be available on any school day to discuss the
concerns of any parent about allegations of negative discrimination on any grounds.

OBJECTIVES FOR THE MANAGEMENT OF THE COLLEGE

1.

2.

To establish and maintain a school climate which affirms diversity and individuality.

To provide guidance for students and staff which focuses on the value of individuals.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5
POLICY TITLE 5.18 INTERNATIONAL STUDENTS
RATIONALE

The Wellington College International Student Programme was set up to enable international fee-
paying students to receive a quality New Zealand education in a positive and supportive environment
throughout their time at the school.

PURPOSES

To keep pace with increasing internationalization in education.

To prepare College students for living in an internationally integrated world.

To provide International fee-paying students with a quality New Zealand education in a safe and
supportive environment.

To generate income that will benefit all students.

GUIDELINES

1.  The Board of Trustees will maintain a ceiling on the number of International fee-paying students
in the College.

2. The Board will approve marketing ventures to ensure maximum use of the reserved places.

3. The College will adhere to the Code of Practice for the Pastoral Care of International students.

4.  Adequate resourcing will be provided to ensure appropriate support for International fee-paying
students. Quality services for International fee-paying students will be maintained through
provision of classes in English for Speakers of Other Languages (ESOL), employment of a
Homestay Manager, and provision of pastoral care.

5. Wherever possible, International fee-paying students will be enrolled on the basis that they fit
within the established academic culture of the College.

6.  The Board will guarantee the fees of all International fee-paying students in the event that the

International Programme cannot continue.
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WELLINGTON COLLEGE POLICY STATEMENT

SECTION 5 N.A.G. 5

POLICY TITLE 5.19 SCHOOL CONTACT WITH NON-CUSTODIAL
PARENTS

RATIONALE

Wellington College believes it is not only appropriate but also desirable to afford non-custodial
parents the opportunity to be informed and to participate in the education of their children. Access to
student records shall be in accordance with the specific legal situation pertaining to the case in
question. (For the purposes of the policy, a non-custodial parent refers to a parent who does not have
primary residential custody, but does have the right to information about the student’s education.)

GUIDELINES

1.  Upon request, non-custodial parents shall be entitled to experience all parental rights to the
extent that such rights are not restricted by a legally binding instrument or court order.

2. A reasonable attempt will be made to publicise this policy so that affected parents will be
informed of their option.

3.  The requesting parent will initiate the written request for duplicate parent reporting to the
principal of the school where the student currently attends. The request must include the full
legal name and address of the student, the full name and address of both parents, and it must be
signed by the requesting parent.

4. Once the request has been made, the principal will cause to be duplicated and mailed/delivered
to the requesting parent of record, timely copies of any official information (not to exceed two
weeks)..

5. Official information, for the purpose of this requirement, is limited to annual calendars, reports,

newsletters, and any other general communication from the school.

6.  When information is to be provided through a teacher and/or principal-parent conference, the
requesting parent, upon his/her request, will be invited to attend the conference provided:

. there is no legal document to forbid it, and
. the presence of both parents does not compromise the integrity or quality of the

conference.
7. Duplicate reports may be photocopies and do not need to be duplicate originals.
8. The staff will be oriented as to the rights of non-custodial parents.
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